Complaint Processing Checklist Commanders/Directors

Sample Format

This checklist outlines the steps required in processing complaints of illegal discrimination based on race, color, religion, gender, national origin, or sexual harassment.

STEP      ACTION BY             DESCRIPTION OF ACTION

	1.  
	CDR/EOA
	Receives complaint.

	2.          
	EOA
	Determines if the complainant has contacted the chain of command.   

	3.          
	CDR/EOA
	Advise the complainant of his/her rights and responsibilities.

	4.          
	CDR
	Ensures complainant has been sworn to the complaint (Block 9a, DA Form 7279R). Report all formal complaints within 72 hours to the first General Courts-Martial Convening Authority

	5.          
	CDR/EOA
	Refer individual the appropriate commander.  Three calendar days to suggest courses of action

	6.          


 
	CDR/EOA
	Inform the complainant's immediate commander that you have talked to the individual and have referred him/her back to the appropriate commander.

	7.          



	CDR
	Arrange an appointment with complainant and discuss allegation and courses of action.

	8.          
	CDR
	Conduct an inquiry or investigation to allegation/complaint within 14 days.  EOR will not conduct inquiries or investigations.

	9.
	EOA
	EOA reviews the findings.

	10.
	SJA
	Admin law reviews the findings.

	11.         
	CDR
	Take the following action if the allegation is substantiated and is within the commander's jurisdiction. 

	                 
	
	Actions for formal complaint: 

	
	
	a. Provide written feedback to the complainant.

            

	
	
	b. Based on findings, take appropriate action.

	
	
	c. Annotate actions taken (or to be taken) on DA Form 7279R, Part III. Specific action taken against the perpetrator will not be annotated.

	12.                               
	CDR
	a. Informal complaint process is not restricted to specific timelines.                                            

	
	
	b. Refer to higher commander or staff section for resolution.                            
 

	13.                                   
	CDR
	Take the following action if allegation is substantiated and is outside immediate commander's jurisdiction:

	                                
	
	a. Refer individual to the appropriate commander.

	

 
	
	b. Inform complainant that allegation cannot be solved at current level and what disposition is planned.   

	 
	
	c. Monitor disposition and keep complainant informed. 

	14.         
	CDR
	d. Inform complainant of the courses of action 

	15.         
	EOA
	e. Conduct a follow-up assessment, for both substantiated and unsubstantiated complaints, 30-45 days after final decision
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