 Formal Complaint Processing 

	Docket Nbr:


	Processor:


	iComplaints Location
	Data Element
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	      Data
	Mandatory?
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 Formal Processing
	Formal Filed
	
	
	Yes (automatically created).

IMPORTANT:  If necessary, change this date to the official formal complaint start date.                                                    462
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	Claim(s)/Bases
	
	
	Yes.  Remember to accept or dismiss claims raised in formal process by using the drop-down box provided.               462
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	Statute(s)
	
	
	Yes.                                                     462
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 Formal Processing
	Notice of Agency Representation Received 
	
	
	Yes (if applicable).  Proceed to
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 to enter agency rep information (Keep the info current!)

	
	Acknowledgement of Receipt Issued
	
	
	Yes.                                                     462

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

	
	ADR Not Offered
	
	
	

	
	Forwarded for Legal Review
	
	
	Yes.  Accept/dismiss letters should be sent for legal review.

	
	Returned from Legal
	
	
	

	
	Case Accepted
	
	
	Yes (pick one, unless case was settled or withdrawn).                                          462

	
	Case Partially Accepted
	
	
	

	
	Case Dismissed
	
	
	

	
	Accept/Dismiss Notice Received
	
	
	Yes.  Enter date letter received by Complainant and/or complainant’s representative; enter recipient in comments.

	
	Case Files Mailed to EEOCCR
	
	
	Yes (if settled, dismissed, or withdrawn).  Use Search to reopen case (use carefully!)


Formal Complaint Processing, continued (page 2)

	iComplaints Location
	Data Element
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	      Data
	Mandatory?
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 Formal Processing
	Case Files (Dismiss/NSA/WD) Received by EEOCCR
	
	
	Yes (for EEOCCR use only!)

	
	Green Card Serial Number
	
	
	No.  Enter serial number in comments.

	
	Green Card Signed
	
	
	No.
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	Dismissal


	
	
	Yes (pick one).  Use dismissal when case is dismissed entirely; enter a value in Dismissal Type.  If settlement, proceed to 
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 for additional elements.  Use Search to reopen case (use carefully!)                                  462

	
	Settlement (ADR)


	
	
	

	
	Settlement (non-ADR)


	
	
	

	
	Withdrawal
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	Case Reopened
	
	
	Yes (for EEOCCR use only!)  Used for remands.                                           462
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 Formal Processing
	Notice of Complainant Representation Received
	
	
	Yes (if applicable).  Proceed to
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 to enter complainant rep & agency rep information (Keep the info current!)

	
	Clarification Letter Issued
	
	
	No.

	
	Clarification Received
	
	
	No.

	
	Amendment Received


	
	
	Yes (if amended).  Associate amendment with claim(s).                 462

	
	Amendment Acknowledged
	
	
	

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

	
	NSA Returned from Legal
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	Corrective Action(s)
	
	
	Yes (if settlement).  Use Search to reopen case (use carefully!)             462


Formal Complaint Processing, continued (page 3)

	iComplaints Location
	Data Element
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	      Data
	Mandatory?
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 Formal Processing
	Documents Mailed
	
	
	No.  Enter recipient in comments.

	
	Documents Received
	
	
	

	
	Case Stayed
	
	
	No.

	
	Allegations Against General Officers Fwded to DAIG
	
	
	No.  Enter if responding management official is a General Officer.

	
	Civil Action Received
	
	
	No.

	 Consolidation

   By Complainant


	Consolidation
	
	
	Yes (if multiple complaints).              462
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