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	DEPARTMENT OF THE AIR FORCE

[AFB] AIR FORCE BASE [Location]

	











[Date]

MEMORANDUM FOR [Organization of Complainant]




([Complainant’s Name])




FROM:  Organization Letters (ADR Program Office)

SUBJECT:  Information Request (AFB ADR Case No.)

1.  On [Date] you requested information as to why your case was not deemed appropriate for mediation through the (Base Name) ADR Program.  The information in this letter is a follow-up to the information provided to you via the telephone on [Date].

2.  After careful review of your case file and the intake session with the management official it was determined your case, (AFB ADR Case No.), was inappropriate because the information outlined in your intake session related to a pending proposed disciplinary action.  It has been determined at this installation ADR will not be used on proposed disciplinary actions.  If you have any questions regarding this decision please contact me at phone number.

(ADR Program Manager Name)

ADR Program Manager

