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November 26, 2012
NAME

ADDRESS

CITY STATE ZIP

RE:
CASE NAME



CASE NUMBER


      
Dear NAME:


I have been assigned to investigate the merits of the above-referenced employment discrimination complaint. Pursuant to the Maryland Commission on Civil Rights’ Rules of Procedure, COMAR 14.03.01.05C(2), a respondent is required to respond to a request for information in order to assist in determining the merits of the allegations contained in the complaint.  To facilitate this objective and to ensure a thorough investigation, I am requesting that you [OR SAY “THE RESPONDENT” IF SENDING TO THE RESPONDENT’S REPRESENTATIVE] submit the following: 
1.  


2.  

3.  

4.  

Please provide this information/documentation to me within _____ (#) days upon receipt of this correspondence, or no later than INSERT DATE.  Please feel free to contact me if you  have any questions.  I may be reached at (410) 767-####. 

Sincerely,

NAME

TITLE

	[  ]  MAIN OFFICE

William Donald Schaefer Tower

6 Saint Paul Street, 9th Floor

Baltimore, Maryland 21202-1631

410-767-8600 ∙  1-800-637-6247

Fax 410-333-1841 ∙ TTY 410-333-1737
	[  ] EASTERN SHORE OFFICE

Salisbury District Court Multi-Purpose Ctr.

201 Baptist Street, Suite 33

Salisbury, Maryland 21801

410-713-3611

410-713-3614 Fax
	[  ] SOUTHERN MARYLAND OFFICE

Joseph D. Carter Center

23110 Leonard Hall Drive

P.O. Box 653

Leonardtown, Maryland 20650

301-880-2740 ∙ 301-880-2741 Fax
	[  ] WESTERN MARYLAND OFFICE

Potomac Plaza

44 N. Potomac St., Suite 202

Hagerstown, Maryland 21740

301-797-8521

301-791-3060 Fax

	Home Page Address:    http://mccr.maryland.gov
	E-Mail Address:  mccr@mccr.state.md.us
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