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Month Day, Year

Agency POC

Agency POC Title

Agency Name

Agency Address
RE:
Complainant’s Name

Case Number

Dear  Mr./Ms. Agency POC’s Last Name:

This is to confirm our phone conversation of Month Day, Year, regarding my visit to your office scheduled for Time am/pm, Month Day, Year, to review the records and documents we discussed, as well as to interview the staff members identified to you.  

We thank you for your cooperation in this matter.

Sincerely,

Investigator’s Name

Investigator’s Title
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