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1. A statement of facts 
2. A list of all agreed upon facts 
3. Defenses (by Respondent) 
4. A witness list including a description and anticipated length of each witness’ 

anticipated testimony. The description must be sufficient to show how the 
anticipated testimony may prove or disprove a fact significant to the case. 

5. A copy of all exhibits with an index identifying the documents. All exhibits must 
be marked for identification in the lower right corner of each page. Documents 
already in the case file should not be included. 

The parties must confer regarding item 2 above. Failure to submit items 4 and 5 above 
may result in disallowance of that evidence at the hearing. The parties may supplement 
their hearing exhibits or witness list with fair notice to the other party and the presiding 
official. 

A brief pre-hearing conference may be held 7-10 days prior to the hearing if the 
presiding official deems it appropriate. 

The presiding official strongly recommends that a court reporter transcribe the hearing. 
If Respondent elects to transcribe the hearing, Respondent should notify the presiding 
official (with copy to the other party) as soon as practicable. 

The Agency is required to be represented by counsel for these proceedings. 

Regards, 

Dolores Francis 
Presiding Official 
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