







       28 January 2000

MEMORANDUM FOR
(Name of EEO counselor), EEO counselor

SUBJECT:
 Agreement to Extend Counseling for 30 Days

1.     On (date) I brought the matters giving rise to my complaint to the attention of (an EEO counselor / the State Equal Employment Manager) and had my initial counseling session on (date).  You have advised me that although your inquiry into my complaint cannot be completed within the required 30 days from the date I first brought the matters giving rise to my complaint to the attention of an EEO counselor or the SEEM, with some additional time you may be able to resolve my complaint.  You have also informed me that the SEEM agrees with this assessment and has approved an extension of the inquiry and counseling not to exceed 30 (thirty) calendar days, for a total of 60 (sixty) days from the date I first brought the matters giving rise to my complaint to the attention of an EEO counselor or the SEEM.

2.     I agree to the extension.  I understand that if by the end of that extension my complaint has not been resolved, you will hold a final interview with me and will issue me a notice of right to file a formal complaint.  I understand that this will take place not later than 60 calendar days from the date I first brought the matters giving rise to my complaint to the attention of an EEO counselor or the SEEM.








(Signature)








Complainant

