Report of Inquiry 

AGENCY  

State Army National Guard

United States Property and Fiscal Office

Street Address
City, State Zip Code

1. REQUIRED ELEMENTS:

A. AGGRIEVED PERSON

Name: Job Title, MOS and Grade: 

Place of Employment at time of complaint:  

Current Place of Employment if different from above:
Work Phone No: (000)              (Home Phone No): (000)   

       Home Address: 

      Representative (Name): 

      Telephone (Work): (000)     (Home Phone No.) (000) 

Home Address:

B. CHRONOLOGY OF INQUIRY 

Date NGB Form 333 Filed (Informal): 
Date of Initial Contact with Appointed Inquiring Officer: 

Date of Initial Interview: 
Date of Alleged Discriminatory Event: 
180th Day After Event: 
Reason for delayed contact beyond 180 days, if applicable: 
Date Report of Inquiry Requested: 
Date Report of Inquiry Submitted:

C.  BASIS(ES) FOR ALLEGED DISCRIMINATION


1)
[
]
Race (Specify)


2)
[
]
Color (Specify)


3) 
[
]
National Origin (Specify)


4)
[
]
Sex (Specify)


5)
[
]
Religion (Specify)


6)
[ 
]
Reprisal (Identify earlier event and /or opposed practice, give date)



D. PRECISE DESCRIPTION OF THE ISSUE(S)

Issue 1 –______________claims that on date, short descriptive narrative of event or personnel action that occurred

Issue 2 – ______________claims that on date, short descriptive narrative of event or personnel action that occurred

Issue 3 - ______________claims that on date, short descriptive narrative of event or personnel action that occurred

E. REMEDY REQUESTED

What the aggrieved requested to resolve the complaint

F.
THE INQUIRY OFFICER ADVISED THE AGGRIEVED PERSON OF THE RIGHTS AND RESPONSIBILITIES 

review was made of:

· The National Guard Military Complaint System NGR 600-22/ANGI 36-3 30March 2001

· Right to Inquiry into the issues of complaint by an appointed neutral party

· Right to File a Formal Complaint, if the complaint is not resolved or withdrawn at the informal level.

· Right to Representation

· Responsibility to cooperate in the processing of the complaint, by providing requested information and/or documents

II. Inquiry / Fact Finding

A. Personnel Interviewed:


List names with commercial and DSN phone #

Inquiry:

Chronological narrative summary of counselor’s inquiry

Example

Interview with the MSgt Meteor

Issue 1 – MSgt Meteor stated that on 2 February 2002 he was not selected for the Superintendent of the Universe position.  Although he was certified as qualified at the GS-22 level, he was not selected.  MSgt Meteor stated that on 12 December 2001 he overhead the selecting supervisor state that she would never hire a male to be Superintendent of the Universe, that only a female could handle such a job.  MSgt Meteor stated that WOC Starshine was the individual that the selecting supervisor had talked to and that COL Comet was passing through at the time of the discussion and may have overheard it.

Issue 2 – MSgt Meteor alleges that Major Planet does not fairly distribute work, that the females get less work to complete and that they also receive more training.

FINAL INTERVIEW:

Brief narrative summary of findings of fact finding with complainant.  

EXAMPLE

On 15 February 2002, I met with MSgt Meteor.  I reviewed with him the findings of my inquiry that follows.

Narrative summary of EEO Counselor’s inquiry, to include records / document review, interview outcome

 Issue 1. Non Selection for Superintendent of the Universe

 Summary of interviews and document review:

· Major Planet she said that she had not made that comment to WOC Starshine.  She said that her conversation with WOC Starshine was about a training video she had witnessed at a course she was taking. WOC Starshine and COL Comet confirmed this.

· A review of HRO documents reviewed that since her hire, Major Planet had hired 4 individuals she had hired females and males equally (2 females and 2 males).

Issue 2. Work distribution and training opportunities

Summary of interviews and document review:

· Major planet directly supervises seven employees (four males and 3 females), all but one individual (male) stated that work was distributed fairly.  Three individuals stated that training was an issue (two females and one male)

· Record review indicated that work assignments were distributed fairly.

· Training files indicated that the three individuals (two females and one male) did not receive training, of these only one (female) was in a position that required additional training.  Major Planet stated that the training would be scheduled when the employee completed two elements of On-the-job training IAW the Individual Development Plan (IDP).

The complainant was given Notice of Final Interview and the Right to File a Formal Complaint of Discrimination within 15 days and NGB Form 713-5-R NGB Formal Complaint of Discrimination in the National Guard.  

B. DOCUMENTS REVIEWED:

EXAMPLE

· Supervisor’s record of work assignments.
· Military member training files.
· Position descriptions Individual Development Plan
· Job selection packet for Superintendent of the Universe position TVA 02-0003

III. SUMMARY OF INFORMAL RESOLUTION ATTEMPT

A.  ATTEMPTED RESOLUTION

1. Personal Contacts:  
2. Summary of Informal Resolution Attempt:
B. IF AGGRIEVED OPTED FOR ADR, STATEMENT THAT THE ADR PROCESS WAS FULLY EXPLAINED TO THE AGGRIEVED INDIVIDUAL/SUMMARY OF THE INFORMATION GIVEN TO THE AGGRIEVED INDIVIDUAL AND THE AGENCY BY THE INQUIRY OFFICER.

     ADR was offered, the Aggrieved did not opt for ADR.

INQUIRY OFFICER INFORMATION

     Name (Print): _____________________


Date 
     Signature:

     Office Mailing Address:  

     Telephone:  Comm:                                   DSN:  
