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November 30, 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 complaint of discrimination. As the assigned investigator for the above referenced charge of discrimination, any inquiries to the above referenced charge should be made directly to me from this point forward.  Pursuant to the Maryland Commission on Civil Rights’ Rules of Procedure, COMAR 14.03.01.05C(1), a fact-finding conference has been schedule to determine the merits of the allegations contained in the complaint.  To facilitate this objective, the Complainant and the Complainant’s Representative (if applicable) have been scheduled to appear on:  
Date: Wednesday, March 23, 2011

Time:  10:00am

Place: William Donald Schaefer Tower

6 St. Paul Street – 9th Floor

Baltimore, MD  21202
If you have not done so, please contact me by (Insert Date 2 weeks from date of letter)  so that I may answer any questions you may have regarding the Fact Finding process and to allow me the opportunity to explain what to expect from the Fact Finding Conference. Also, please bring all relevant documents, witnesses, and any other relevant information, that will help support your position in reference to the allegations of the complaint to the Fact Finding Conference. In an effort to assist each party with the gathering of information, I am including with this letter, an Information to Collect Guide, which should be of assistance to you. Be aware that both parties will be present and able to review and ask questions of information presented. 

In preparation for the conference, please provide me with a list of any witnesses or representatives that you intend to bring with you to the Fact Finding Conference no later than 10 days prior to the Fact Finding Conference or upon my request. Failure to notify MCCR of those attending may result in individuals being excluded from the process. All legal representatives must submit a letter of representation to MCCR prior to the date of the fact finding conference or they will not be allowed to participate in this process. Only legal representatives are able to act as representatives on behalf of the party involved unless an accommodation is requested and granted.  

*Note – You are responsible for keeping this agency notified of any changes of address or telephone numbers. The inability to locate you will be construed as a failure on your part to cooperate with the investigation and may result in the closure of your complaint. Also, failure to appear at the above scheduled Fact Finding Conference may result in the administrative closure of the case pursuant to COMAR 14.03.01.04E.  

All postponement requests must be made in writing no later than 10 days before the scheduled Fact Finding Conference. Postponement requests are at the discretion of MCCR and a request is not a guarantee of approval.  You will be notified in writing as to whether your postponement request has been granted or denied. If you have any further questions, please feel free to contact me. I can be reached at 410-767-#### or via email at firstname.lastname@maryland.gov .  

Sincerely,







Cleveland L. Horton II 

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
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