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DEPARTMENT OF HEALTH & HUMAN SERVICES





TRANSMITTAL LETTER TO INVESTIGATOR

[DATE]

[Contract Investigator]

[Insert assigned investigator’s name and address]

                                                                      

Re:  [Complainant’s name]

                                                                     

       Agency File No.:    

                                                                      

       Date Filed Formal: 

Dear Mr./Ms. [            ]:

It is my understanding that you have been assigned to conduct the formal investigation of the above-referenced EEO complaint of discrimination.  Enclosed please find a letter of acceptance for the claim(s) appropriate for investigation in this case.  

I am the EEO Complaints Specialist assigned to process this complaint.  Accordingly, before the investigation begins, please contact me for scheduling interviews and gathering supporting documentation.  I may be reached at [insert phone or e-mail address]. 

It is imperative that you schedule interviews with all witnesses including Complainant. Unless prior approval has been obtained from my Office, you should not conduct impromptu interviews without an appointment or conduct interviews over the telephone.  

Upon completion of the investigation, the original and four copies of the Report of Investigation should be mailed to the following address: 




[Name of OPDIV EEO Office and Address]

 Should you need further assistance, please call me at [phone number]. 

Sincerely,

[Name]

[Title]

[Agency (OPDIV): Optional]

Enclosure
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