
















Filing a Formal EEO Discrimination Complaint 
Agency Responsibility                              Department Responsibility Complainant Responsibility 
1. Provide the Department and the complainant with a  
written report (when requested) within 15 days of being  
advised that the complainant has filed a formal EEO 
complaint. 
 
2. Within 15 days of receiving a copy of the complainant's  
request for a hearing, the agency must send a copy of the  
complaint and investigative file(s) to the complainant and  
the EEOC district or field office. 
 
3. An investigator collects information from the complaint  
and prepares a report of investigation, which is sent to the  
agency official and the complainant. 
 
4. Ensure that all approved Federal witnesses are notified  
of the date and time of the hearing, the approximate time  
that their presence will be required, and the appearance  
and travel arrangements to the hearing site. 
 
5. Arrange an appropriate room in which to hold the  
hearing. 
 
6. Arrange and pay for court reporter services and  
transcripts. 
 
7. Deliver transcripts to the administrative judge within  
10 calendar days or less after the close of the hearing. 
 
 
 

1. Upon receipt of a formal complaint of discrimination,  
acknowledge in writing, informing the complainant of the  
date the complaint was filed. 
 
2. The complainant is informed of the Department's  
obligations, such as (a) filing a formal complaint (including  
mixed complaints); (b) investigating in a timely manner; (c)  
unilateral extension for sanitizing classified information; (d)  
the right to a hearing (except in mixed cases3); (e) the right  
to appeal a dismissal, final action, or decision, and (f) the  
right to file a civil action in Federal district court on claims  
that arose in the administrative process. 
 
3. Advise the complainant of the EEOC office and address  
where a hearing request is to be sent, as well as the office to  
which the copy of the request should be sent. 
 
4. Conduct the investigation in a timely manner that must 
be appropriate, impartial, and completed within 180 days 
of filing the complaint. 
 
5. If the Department is unable to locate the complainant, 
it may dismiss the complaint, provided that reasonable 
efforts have been made to locate the complainant and the 
complainant has not responded within 15 days of the 
notice of proposed dismissal. 
 

1. The complainant has a right to request a hearing 
before an EEOC administrative judge 180 calendar 
days from the filing of a formal complaint or after 
completion of the investigation, whichever comes first. 
 
2. Must submit the hearing request directly to the 
EEOC district or field office having jurisdiction over  
the geographic area in which the complaint arose. 
 
3. Must cooperate in the investigation and keep the 
Department informed of his or her current address. 

 
3A “mixed-case complaint” is a complaint of employment discrimination, filed with a Federal agency, based on race, color, religion, sex, 
national origin, age, disability, or reprisal related to or stemming from an action that may be appealed to the Merit Systems Protection Board 
(MSPB). The complaint may contain only a claim of employment discrimination or additional nondiscrimination claims that the MSPB has 
jurisdiction to address. 

 






