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SUBJECT:   Notice of Receipt of the Discrimination Complaint of (Name of complainant)
TO:  (Name of complainant, followed by home mailing address)

1.  This notice acknowledges receipt on (date complaint received), of your discrimination complaint, dated (date the complaint was signed by complainant).  Based on (delivery by US Mail, personal delivery- enter the name of the person who received the complaint).

2.  I have reviewed and accepted your complaint of discrimination.  I have appointed (Name of individual to conduct the informal complaint), as the Inquiry Officer to conduct an Informal Inquiry into the matters giving rise to your complaint and to attempt resolution. (Name of Inquiry Officer) has been provided with your name, address and phone number.  You should expect to be contacted by the Inquiry Officer by (enter date), if you have not heard from her/him by this time, please call me at (enter phone number where you may be reached or a message of a personal nature may be left).

3.  You are required to keep the Inquiry Officer and the Commander apprised of your address and phone number, should there be any changes made.  You are required to meet with the Inquiry Officer and to participate in the Informal Complaint Procedure.  Failure to do so may result in the dismissal of your complaint.

4.  You should prepare to meet with the Inquiry Officer by assembling any documents that may provide insight into the issues of your complaint or that may provide information that may help to resolve your complaint.  You should also list any person(s) who may have witnessed any alleged discriminatory act or action.

5.  Please contact me at (enter phone number where you may be reached or a message of a personal nature may be left) if you have any questions concerning the complaint procedure, the appointed inquiry officer, or if you feel you have been subjected to reprisal since bringing this matter to the attention of your chain of command.
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