Sample Final Interview Notice and Right to File a Formal EEO Complaint









File Code:
1760









        Date:


CERTIFIED MAIL/RETURN RECEIPT REQUESTED

SUBJECT:
Notice of Final Interview and Right to File a Formal Discrimination Complaint

FROM:
Name of Counselor







EEO Counselor, ECP Service Center

TO:

[Name of Complainant]

This is to inform you that because the EEO discrimination claim(s) you brought to my attention on [Date of Contact] has/have not been resolved to your satisfaction, you are now entitled to file an individual or class-based employment discrimination complaint based on your race, color, religion, sex (including sexual harassment), national origin, physical or mental disability, age, and/or reprisal for an EEO related matter.  If you choose to file a formal EEO complaint, it must be in writing, signed, and filed within calendar fifteen (15) days after receipt of this notice, with the following office authorized to receive discrimination complaints:



USDA Office of Civil Rights (USDA OCR), Employment Complaints Division



14th Street and Independence Avenue, SW, Stop 9440



Washington, D.C.  20250



Attn: Formal Complaint Intake

A complaint shall be deemed timely filed if it is received or postmarked before the expiration of the 15-day filing period, or, in the absence of legible postmark, if it is received by mail within five days of the expiration of the filing period.

The complaint must be specific and contain only those claims/issues either specifically discussed during informal EEO counseling (list all issues according to the coded categories in data base); or issues that are like or related to the claims/issues that were discussed.  It must also state whether you have filed a grievance under a negotiated grievance procedure or an appeal to the Merit Systems Protection Board (MSPB) on the same claims/issues.

If you retain an attorney or any other person to represent you, you or your representative must immediately notify us.  Please send your written notification to both USDA OCR at the address above and to the Forest Service Civil Rights Staff at the address below.  You and/or your representative will receive a written acknowledgment of receipt of your discrimination complaint from the Department.  If you file a civil action, you must name Secretary Dan Glickman as the respondent.

