	Recipient: City Staff or sub-recipients Interview Invitation Template
Complaint ID
Dear [insert recipient name, representative name, point of contact, etc.], 
As you may know, a [enter civil rights title] complaint of discrimination, alleging [complaint summary] was received on [date] by [responsible bureau/office].
The complaint was accepted for review and we are currently proceeding with a [civil rights title] investigation. 
[If the bureau has interviewed others and are concluding with the recipient, you may want to include a sentence stating the bureau/office has interviewed the witnesses and/or the complainant and would now like to invite [name of recipient(s) to an interview to discuss the allegations raised in the complaint]  The [bureau/office] like to invite [name of recipient(s)] to an interview to discuss the allegations raised in the complaint [directly invite if you are writing to the recipient you want to interview].  We propose an interview on [date] at [time and place].  [Recipient] may of course bring whomever they would like to accompany them to the interview.
To confirm, reschedule, or decline the interview, please contact [name] at [contact information: phone, email, or both] by [date].  Feel free to contact [name] with any questions.  Thank you.
Sincerely, 

[Recipient managers or supervisors as necessary]

[Meaningful Access Statement – short or long version - with appropriate contact information]

