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Month Day, Year
Complainant’s Name

Complainant’s Address
RE:
Case Number
Dear Mr./Ms. Complainant’s Name:

This correspondence is in response to your letter dated Month Day, Year, in which you requested that your Veterans’ Preference complaint be withdrawn.  Please be advised that your case was closed effective Month Day, Year.

If you are unable to resolve your complaint through your Union and still wish to seek resolution through our Agency (Veterans’ Employment and Training Service), you must file a new complaint by Month Day, Year.  This will protect your right to file an appeal with the Merit Systems Protection Board (MSPB) in the event we are not able to resolve your complaint.
If you have any questions concerning the above information, you may contact me at (123) 456-7890.
Sincerely,

Investigator’s Name

Investigator’s Title
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