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Invitation to Respond 
 

[Today's date]      [Case Reference CICYYYY-XXX] 
 
 
Dear [insert name of person being complained of] 
 
 
On [insert date] the CAA received the following complaint from [name of complainant]. 
 
 
[Insert complaint] 
 
 
[Insert additional Information the CIC determines is necessary to disclose to the subject 
member] 
 
 
The CAA Complaints Investigation Committee (CIC) is conducting a preliminary 
examination of the above complaint. Please respond to this letter by detailing: 
 

• Your perspective on the complaint [bona fide concern about a member’s practice 
or conduct as per By-Law 94.1]  

• Additional information you have relating to the complaint 
 
 
Based on the information available, the CIC will: 

• Dismiss the complaint or; 
• Propose a remedy for your consent or; 

Recommend that a Discipline Committee hearing be held to investigate the 
complaint fully. 

 
For a list of the CIC Remedial Action by Consent, please reference By-Law 99.1 
 
Please respond within 30 days [as per By-Law 90.3 and 91.3] of the date of this letter. If 
you have any questions, please contact me as soon as possible. 
 
[Response due by: Insert Date] 
 
Sincerely, 
 
 
 
[Complaints and Investigation Committee Chair Name]  
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