Draft Request for Information

Change as Appropriate to Your Situation

[Insert Date]

[Insert name and Address]
[Use the contact name and title in any notice letter you received or the name of the Postmaster/Manager]

Dear [Insert Name]:

Subject:  
Notice of Reassignment



Request for More Information

I received a notice indicating that I may be reassigned to a duty station outside my commuting area and/or to a duty station that will increase my commute by more than 50 miles.   To better understand my situation and consider my options, I request the following information:
· A copy of the residual duty assignments from which I may choose, or a copy of the duty assignment to which I will be reassigned, including the hours, days, and duties of the assignment, as well as the qualifications for such position(s); 
· If a final decision has been made about where I will be reassigned, please provide an official notice of excessing, including the new office, duty assignment, and scheduled work hours.  
· If a final decision has been made about where I will be reassigned, does the Postal Service consider the new assignment to be outside my commuting area?  If so, and I decline the reassignment, am I eligible for Discontinued Service Retirement and/or Severance Pay?  
· If I have reassignment choices, please indicate which duty assignments the Postal Service considers to be outside my commuting area.  If I decline a reassignment to any or all of the offered duty assignments, am I eligible for Discontinued Service Retirement and/or Severance Pay?
· If the Postal Service determines that I am ineligible for Discontinued Service Retirement and/or Severance Pay if I decline the offered duty assignments, please provide a detailed explanation.

· If I would be eligible for Discontinued Service Retirement and/or Severance Pay, please provide an estimated annuity statement and/or an estimated value of severance pay and how severance would be paid. 
· Does the Postal Service consider this reassignment (or any of the proposed choices for reassignment) to be eligible for relocation allowances?  If so,  I request an itemized list of allowances for relocating employees with any conditions or limits, including moving expenses, mileage, per diem payments etc;

· Please provide any publications or other materials explaining relocation benefits and how to apply for them;

· Please provide the last day on which I may elect to transfer to PTR or PTF and remain within the installation.  Please provide the hours and off days of any available PTR assignment.  
· Please provide any other deadline dates for decisions I must make.
· I request five days of administrative leave to visit the new duty station community.   
Thank you in advance for your prompt attention to this matter.
Sincerely,

[Your name]






[Employee ID #]






[Address]

