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MEMORANDUM FOR SEE DISTRIBUTION

Subject: Battalion Policy Letter #58 — Equal Employment Opportunity Complaints
Procedure

1. Equal Employment Opportunity (EEQ) counseling is an essential part of the federal system
for processing and resolving employee, former employee and applicant concerns. Before a
formal EEO complaint can be filed, the complainant must first present the matter to an EEO
Counselor for inquiry within 45 calendar days from the date of the matter, or if a personnel
action within 45 calendar days of its effective date or the date the aggrieved person became
aware of the discriminatory event or personnel action.

2. Individuals with EEO concerns should contact the 293d Base Support Battalion EEQ Office
at DSN: 385-3785 or 0621-730-3785 or stop by building 246 on Sullivan Barracks. An EEO
Counselor will be referred for precomplaint counseling.

3. The Equal Employment Opportunity (EEQ) Complaints Procedure should not be confused
with the complaint procedures described in AR 600-20, Equal Opportunity (EQ). Only an
appropriated fund or non-appropriated fund civilian employee or applicant for employment may
file an EEO complaint. Any member of the military community, soldier or family member, may
file a complaint with their chain of command under AR 600-20.

4. In addition to placing this memorandum on an official bulletin board, it is suggested that all
managers and supervisors circulate this memorandum among your civilian and military
subordinates and employees. Each directorate should ensure that cach employee 1s aware of this

policy.

5. A copy of this memorandum will be permanently displayed on official bulletin boards.
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