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DEPARTMENT OF HEALTH & HUMAN SERVICES





REQUEST FOR APPROVAL TO USE OFFICIAL TIME

Agency File No.: __________________
This form is used to request official time when your presence is authorized or required by the Agency or the Equal Employment Opportunity Commission (EEOC) or when time is needed to prepare or present an EEO complaint to the Agency or the EEOC. 

An aggrieved person, complainant, his/her representative, if employed by the Agency and otherwise in a pay status, and witnesses who are Federal employees, shall be automatically granted official time, regardless of their tour of duty, when their presence is authorized or required by the Agency or the EEOC. 

Additionally, official time to prepare or present an EEO complaint is defined under    Title 29 Code of Federal Regulations (C.F.R.) Section 1614.605(b) as: “a reasonable amount of official time, if otherwise on duty, to prepare the complaint and to respond to Agency and EEOC requests for information.   The entitlement to official time to prepare or present an EEO complaint applies to the aggrieved person, complainant, the complainant’s representative, if employed by the Agency and otherwise on duty, and witnesses who are Federal employees and in a duty status.  The Agency is not obligated to change work schedules, incur overtime wages, or pay travel expenses to allow the aggrieved person/ complainant and the representative to confer.  An employee must obtain written approval from his/her supervisor or designee prior to using “official time” to prepare for meetings or to respond to Agency or EEOC requests for information.

The total amount of official time that will be granted to an employee will vary, and therefore, will not be granted as a designated gross number of hours to be used at the employee’s discretion.  Rather, official time in non-mandatory situations, when an employee’s presence is not authorized or required by the Agency or the EEOC, will be determined based on the needs of the employee balanced with the needs of the Agency.

REQUEST

I request _______hours of official time from __________ to ____________  on _______________________ to prepare/present an EEO complaint.  This request is made for the following specific purpose:

______a.  To prepare a written formal complaint that must be filed before ___________________________________________________________.

______b.  To prepare a response to a request for information on my complaint


from________________________________________________________.

______c.  To prepare for a meeting with an EEO Investigator on__________________________________________________________.

______d.  To respond to a discovery request from____________________ 

____________________________________________________________.

______e.  To prepare for a deposition scheduled on __________________

____________________________________________________________.

______f.  To prepare for a pre-hearing conference/settlement conference/ mediation scheduled on ________________________________________.

______g.  To prepare for an EEOC hearing scheduled for______________

____________________________________________________________.

______h.  Other (e.g., meeting with representative):__________________
____________________________________________________________.

I am requesting official time as:

Aggrieved Person/Complainant _____

Aggrieved Person’s/Complainant’s  Representative _____

Witness _____

______________________________________
__________________________

Name






Date

DECISION

__________ Approved as submitted.            
__________ Approved with limitations.  

                                                                                             See Remarks.

_________   Disapproved. (Requires concurrence from the OPDIV EEO Office prior to denial) See Remarks.
______________________________________                  _________________________

Signature Immediate Supervisor


          Date

REMARKS
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