
RECEIVE 
COMPLAINT

END OF 
PROCESS

ASSESS 
COMPLAINT

GATHER INFO
FROM 

COMPLAINANT OR 
OTHER 

APPROPRIATE 
SOURCE

YES

NO

NO

YES

DO YOU
NEED MORE 

INFORMATION?

DOES THE 
COMPLAINT MEET 

ALL CRITERIA?

NO

YES
DOES THE 

COMPLAINT MEET 
ALL CRITERIA?

MAINTAIN A 
FILE FOR EACH 

COMPLAINT 
AND RETAIN 
FOR 5 YEARS

MAINTAIN A 
FILE FOR EACH 

COMPLAINT 
AND RETAIN 
FOR 5 YEARS

NOTIFY 
COMPLAINANT 
WITHIN 15 DAYS 

OF RECEIPT

NOTIFY 
COMPLAINANT 
WITHIN 15 DAYS 

OF RECEIPT

SEND COPY OF 
COMPLAINT AND 

ACCEPTANCE 
NOTICE TO CIVIL 
RIGHTS TITLE VI 

MANAGER

WINTHIN 60 DAYS, MANAGE 
COMPLAINT INVESTIGATION. 

SEEK GUIDANCE FROM 
OFFICE OF EQUITY AND/OR 
CITY ATTORNEY’S OFFICE IF 

NECESSARY.

PROVIDE DRAFT RESPONSE 
TO CIVIL RIGHTS TITLE VI 

MANAGER FOR REVIEW AT 
LEAST 5 DAYS BEFORE 

SENDING TO COMPLAINANT

COLLECT DATA & SUBMIT 
RELEVANT COMPLAINT INFO 
INTO CIVIL RIGHTS TITLE VI 

TRACKING SYSTEM

MONITOR IMPLEMENTATION 
OF REMEDIAL ACTIONS & 

PROVIDE PERIODIC UPDATES 
TO COMPLAINTS ON A 
SCHEDULE SPECIFIED 

DURING RESOLUTION & COPY 
CIVIL RIGHTS TITLE VI 

MANAGER

PROVIDE 
WRITTEN/ELECTRONIC 

RESPONSE TO COMPLAINANT 
WITH FINDINGS & ACTIONS 
BY RESPONSIBLE BUREAU

CIVIL RIGHTS TITLE VI + ADA TITLE II COMPLAINT PROCESS


