16 September 2004

All,

I have been out on the road training on Army’s revolutionary new complaints management system – iComplaints. I am pleased to say that all CONUS users will be trained by 1 October and iComplaints will be activated on 1 October!  In the midst of all of the activity surrounding this new phase in the complaint processing arena, I wanted to take a moment (actually several moments) to bring you up to date on a few topics and request your assistance. This is a long one – so have coffee while you are reading it! Please ensure you pass this information to your subordinate activities.

iComplaints:

As noted earlier, iComplaints will be turned on and available for data input on 1 October.  In order for this effort to be successful, EEO offices must commit dedicated manpower to performing the necessary tasks associated with input and clean-up of data. This will initially be a time consuming process – at least until the FY 04 462 report is run, old records are cleaned up, and new FY05 data is entered. We all have a stake in the success of this project so please ensure you dedicate the resources required.

As mentioned earlier, at least one person from each CONUS office will have been DA trained by 1 October. OCONUS offices – Alaska, Hawaii, Korea, Japan, Europe et al – will receive iComplaints training beginning the last week of October. The plan is for these users to be trained prior to the end of the 1st quarter of FY 05.  

Attached to this message are coding sheets, which are to be used to prepare for the impending iComplaints standup. EEO Offices should prepare a coding sheet for each complaint that will be included in the FY04 462 (see paragraph below on FY 04 462). 

When iComplaints turns on, one person from each office (most likely the person who attended the DA training class) will be designated as Default Case Manager and be the custodian of the records. This means that when the Default Case Manager logs in, that individual will have access to all of the converted records. Records with a formal filed date equal to or greater than 1 October 2000 will be converted. (Any complaints that are still open with a formal filed date prior to 1 October 2000 should be entered manually. If your office has a lot of complaints that fall into this category, please contact me and I will see if we can bring them over.)

When iComplaints is activated, EEO office priorities should be as follows, in this order:

· Inventory records to ensure that your office has the records you think you should have. If there are problems, use the link to contact the Systems Administrator and relay the problem.  If significant, request that system administrator call you. Do this via the email link to the Systems Administrator in iComplaints!

· Focus on correcting and updating the records required for running the 462. It is imperative that the data be correct. Use your coding sheets to ensure all required information for each complaint has been entered into the system. Accomplish this by 14 October.
· Inputting FY05 data received to data accurately, completely, and timely.

· Correct and update all other pre-FY04 462 records by 30 November. [OCONUS users will have all records corrected and updated by 31 January.]

Coding Sheets:

As noted above, coding sheets are attached.  Use of these sheets will facilitate data entry into iComplaints.  Complete one set of coding sheets for each complaint that will be counted in the FY04 462. The coding sheets have 4 columns:

· iComplaints Location: This column refers to the location within the iComplaints application where the data is entered.

· Action: This refers to the data element or action performed.

· Data: Use this column as your work area to enter dates or other information.

· Mandatory: Pay careful attention to this column! It tells if entry into iComplaints is mandatory. It also informs the user if this element is associated with running the 462 report,

These coding sheets should be completed during the last 2 weeks of September so that on 1 October, users are ready to inventory records and begin data entry.

FY04 462:

Army must have its completed FY04 462 report to EEOC by 31 October. However, this year, Army will experience some challenges completing the report but in the end, we will make major progress.  The two major factors that will add to our challenges are the EEOC’s changes to the report and the implementation of iComplaints. [It should be no surprise that EEOC has changed the report – they do it every year.]

Complaints that should be included in the FY04 report are as follows:

· Any prior year formal complaints that were open as of 1 Oct 03

· Any new formal complaints filed between 1 Oct 03 – 30 Sep 04

· Any pre-complaints that were open (pending) as of 1 Oct 03 (the new 462 report asks for the numbers of pre-complaints on hand at the beginning of the FY).

· Any new pre-complaints initiated between 1 Oct 03 – 30 Sep 04

The current plan is for DA to run the CONUS report using iComplaints. This year, MACOMs will not receive individual [spreadsheet] reports from EEO offices. The EEO offices’ priorities must not be diverted from getting the data into the system. 

MACOMs: Stay tuned for information as to whether or not we have to enter sub-element data in the EEOC’s database. Although this is still a requirement, we have issues with the hierarchy in iComplaints. It will allow MACOMs to view all of their complaints but not run a report against them. This is high on the company’s fixes for Army but will not be ready by 31 October. I will talk to someone from the EEOC and let you know by 5 October. [I do not think we will be able to meet this requirement and will plead our case to the EEOC.]  However, the system does currently allow EEO offices to run a 462 report that includes all complaints processed by their offices.  

CONUS 462 requirements:
All CONUS users will complete their 462 reports via the use of iComplaints. Once deployed [activation and turn on: 1 October], all CONUS users will focus on accurately inputting and updating all complaints that will be reported on this year’s report.  This includes all of the complaints outlined in the section above.

It would be wise to assess which complaints fall in these categories so that no time is wasted and focus is solely on these complaints. There will be a 2 - week window to get the data entered before we debug and run the report. Plan to have your data for FY04 cleaned up and entered by 14 October. This will be a massive effort I know but it’s better than submitting manual reports to each MACOM.

OCONUS 462 requirements:

The only paper submissions required this year are from OCONUS users. OCONUS users should submit one consolidated report to their respective MACOM. This should alleviate some of the time spend preparing multiple reports and allow DA to work through these manual reports quickly.  OCONUS submissions are due to EEOCCR on 17 October. No extensions will be granted.  [In this respect, I am expecting OCONUS reports from IMA and COE only!]

As I noted earlier, the EEOC is requesting new information. If you have been updating your spreadsheets throughout the year, gathering the new information should not be too difficult.  Since the preparation of these spreadsheets only impacts IMA and COE OCONUS offices, the changes will be sent under separate cover to their points of contact. That spreadsheet will outline the changes to parts I, VI, VIII, and IX. Additionally, since Part XII is so confusing, I have also included the complete text of the EEOC’s instructions for completing that part. Please do your best, but do it quickly!

No Fear Act:

I still need to post a No Fear Report for FY04.  I will use the iComplaints input for the CONUS piece. I need the No Fear input from OCONUS.  I need submissions by 19 October.  The information should contain cumulative data for all 4 quarters of FY04. [In this regard, I am expecting reports from COE and IMA only.] 

iComplaints Universe – BOA:
An iComplaints universe is currently under construction. I have been telling all iComplaints users that although the system provides us with some canned reports, BOA is the best method to extract specially designed reports that you may need for briefings and trend analysis.

All iComplaints users need to be trained in BOA. Now that we have a system for complaints management, BOA is the complementary reporting application.

Stay tuned for news on when the iComplaints universe will be available.

Processing Changes:
Changes to the 462 report have forced HQDA to rethink several processing procedures. Effective 1 October, the following changes will be effected:

· EEO offices should send EEOCCR the complaint file after the issuance of the PIO (at the same time that it is sent to the complainant). Do not wait!

· Figure 4-13 in the regulation should be changed to ensure that the complainant’s request for FAD is sent directly to EEOCCR with a copy furnished to the EEO Office. This ensures that EEOCCR is the first to be notified of a FAD request [EEOCCR should already have the files at this point.] (See attached.)
· Figure 4-12 in the regulation should be changed to ensure that the complainant’s request for hearing should be copy furnished to EEOCCR and the servicing EEO office. (See attached.)
· The 462 is giving us leeway to count those investigations where the complainant has consolidated, amended, or signed a written extension as timely more than 180 days have elapsed. Make better use of Figure 4-10 in AR 690-600 when you know that the 180 day timeframe will not be met.
Once I get back into my office and the 462 report is run, I will submit changes to officially amend AR690-600.
Summary:

· 1 October:  iComplaints activated

· 1 October: CONUS users trained

· 1 October: new processing changes effective

· 5 October: Pam will have response on sub-element reporting issue

· 14 October: All records for FY04 462 should be cleaned up and entered into iComplaints (CONUS)

· 17 October: OCONUS 462 reports due to EEOCCR

· 19 October: OCONUS No Fear submissions due to EEOCCR

· 31 October: Army suspense for 462

· 31 October: Army suspense for FY04 No Fear

· 30 November: CONUS record update/cleanup completed

· 15 December: OCONUS iComplaints training completed

· 31 January: OCONUS record update/cleanup completed

Everyone has done a fabulous job throughout this entire process. All of us here at EEO/CR thank you for your support and patience. We remind you that there is still a lot of work ahead in order to make this successful. Deployment is just the beginning. We have to work together to get through the initial growing pains. That process will take months.

The mantra throughout this whole process has been:

FINAO. SIO3.


[Failure Is Not An Option. Success Is Our Only Option.]

I have contracted with all of the representatives of your offices that I have met. We will all work together to ensure that Army succeeds! If there is anything I can do to assist your offices within the next few months, please let me know. The rewards for the Army’s EEO program will be tremendous! Thanx again for your support!

If there are any questions about the content of this novel ((), please email me.

P.

J. Pamela Ray

Compliance and Intake Manager

Attachments:

1. Coding Sheets

2. Revised Figure 4-13

3. Revised Figure 4-12

