l(;\\ GRIEVANCE CHECKLIST for FILES REFERRED to the

UNEYSEN UNION of NATIONAL EMPLOYEES

ABOUT THIS CHECKLIST

By using this checklist, you’ll ensure that we have all the necessary documents to better
help our aggrieved members. The information below is essential for us to properly assess
the file. Missing documents can result in the file being returned and unnecessary delays.

ATTACHMENTS YES NO N/A
Copy of legible grievance form (retype wording and attach if not legible) ---------------- [ Q 3
Copy of legible transmittal form (level 2) ------s-xcresmrcrsnsrmrmn e . . d
Copy of legible transmittal form (other levels) «--+--+-+xrmememranrannannniacncnceceecees u . 4
Agreement(s) to extend ime IMts -------------ooeommermmemmme e u . a
Appropriate referral notice or form (arbitration/adjudication) -----+--=--=--sxrseereceeacennes u . .
EMPIOYEr'S rESPONSE (IBVel 1) ---nxnrranemrrarrnessrrrsn st u . 4
EMDIOYEIS [ESPOMSE (VeI 2) ----------+++++++-orooeeeeossssss oo N
EMpIOYer's response (other levels) «-«-«+--+-x+xxrrarrmremrrsnrassssninnsss s . a 4
Outline of arguments presented at all levels of the grievance hearing -------------------- [ [ Q
List of jurisprudence cited at all grievance hearings -------------------ooeeeeeecnceeeees a o .
Completed Steward Fact Sheet --------------eeeeemme e 3 u u
Copy/summary of any settlement offers ------------oooveeeeemem e a u .
Contact with grievor (dates and brief summary) ---------------eeeeeeeemneeee e Q 3 u
Copy of all pertinent documents in chronological order (attach alist) ----------------------- Q 3 3

EXPLANATIONS FOR BOXES CHECKED “NO” OR COMMENTS:




