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Good morning,

The attached document contains instructions regarding standardized subject lines for emails that transmit investigative information from OSHA/WPP to our partner agencies.

The purpose of this guidance is to promote consist communication and interaction with these federal agencies.

Please implement this new format as soon as possible.

If you have any questions or comments on this guidance, don’t hesitate to contact Anthony, Laura, or myself at any time.

Thanks,
Christine D. Stewart
Acting Director
Directorate of Whistleblower Protection Programs
U.S. Department of Labor - OSHA Washington, DC 20210
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Subject Lines for emails Transmitting Information to Our Partner Agencies

Thank you for sending copies of whistleblower complaints, determination letters, and requests for assistance to our partner agencies by email. DWPP is working to set up dedicated email addresses with all of the partner agencies to ensure that these documents are being sent to the appropriate recipient at the partner agency and to reduce the cost of transmission of this material.

Some of our partner agencies have requested standardized subject lines. To accommodate this, we suggest using the following naming convention:
· Notification: respondent/complainant/case number
(for sending the complaint or supplemented complaint to the partner agency)

· Determination: respondent/complainant/case number
(for sending the Secretary’s Findings; letter confirming withdrawal, settlement or closing of the case)

· Technical Assistance: respondent/complainant/case number
(for sending requests for technical assistance or other investigation related inquires) As always, please remember to copy the DWPP inbox on these emails.
Thank you for your cooperation. Should you have any questions or concerns, please do not hesitate to contact the Policy Division Chief for DWPP.
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