Pre-complaint Processing 

	Docket Nbr:


	Processor:


	iComplaints Location
	Data Element
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	      Data
	Mandatory?
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 P.C. Counseling
	Initial Contact


	
	
	Yes (automatically created).

IMPORTANT:  If necessary, change this date to the official pre-complaint start date.                                                    462

	
	Pre-complaint Intake Interview (EEO Office)
	
	
	Yes.

	
	Rights & Responsibilities Letter Received by Aggrieved
	
	
	Yes.
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	Claim(s)/Bases
	
	
	Yes.                                                     462
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 P.C. Counseling
	Inform Aggrieved of ADR


	
	
	Yes.

	
	ADR Offered
	
	
	Yes (pick one).  If offered, proceed to 
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 ADR for additional elements.   462

	
	ADR Not Offered
	
	
	

	
	Pre-complaint Election (ADR)
	
	
	Yes (pick one).  Proceed to 
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 to enter case contact info (counselor, mediator, management official, etc.)   462

	
	Pre-complaint Election (Traditional Counseling)
	
	
	

	
	Counselor Assigned


	
	
	Yes (if traditional counseling elected).

	
	Extension of Counseling Signed by Aggrieved
	
	
	Yes (if written extension granted).       462

	
	Final Interview with Aggrieved
	
	
	Yes (if not settled).
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	Notice of Right to File Issued
	
	
	Yes (pick one).                                    462

	
	Settlement (ADR)
	
	
	

	
	Settlement (non-ADR)
	
	
	

	
	Formal Filed – (No NSA/NRF)
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	Corrective Action(s)
	
	
	Yes (if settlement).  Use Search to reopen case (use carefully!)                462


Pre-complaint Processing, continued (page 2) 

	iComplaints Location
	Data Element
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	      Data
	Mandatory?
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 P.C. Counseling
	Counselor’s Report Submitted to EEO Office
	
	
	No.  Use Search to reopen case.

Enter whether sent to aggrieved or rep in comments.

	
	Counselor’s Report Sent 
	
	
	

	
	Green Card Serial Number
	
	
	No.  Enter value in comments.

	
	Green Card Signed 
	
	
	No.

	
	Notice of Representation Received by EEO Official 
	
	
	Yes (if applicable).  Enter if aggrieved has representation; proceed to 
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 to enter representative information.

	
	NSA Forwarded for Legal Review
	
	
	No.  Use if non-ADR settlement reached.

	
	NSA Returned from Legal
	
	
	

	
	Documents Mailed


	
	
	No.  Enter recipient info in comments.

	
	Documents Received


	
	
	

	 
[image: image12.png]



	Case Reopened
	
	
	Yes (automatic event).  Only EEOCCR should reopen a case!
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 P.C. Counseling
	Counseling Reinitiated on Remand
	
	
	No.  Use only if case remanded for counseling.                                          462
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