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Employee Name: _______________________________________________
Complainant:___________________________________________________  
[bookmark: _GoBack]______________________________________________________________ 
______________________________________________________________
Home Address: Home Phone:______________________________________
Work Address: _____________________ Work Phone: _________________
Date(s) and time(s) of alleged incident(s):____________________________
Name of person you believe harassed you or another person:_____________
_____________________________________________________________
If the alleged harassment was toward another person, identify that other person:
Describe the incident(s) as clearly as possible. Include a full description of the events, and verbal statements (i.e., threats, requests, demands, etc.), and what, if any, physical contact was involved. Attach complete statement on additional pages.
Where did the incident occur? ______________________________________
List any witnesses who were present: ________________________________
How did you or the person harassed (if not you) react to the harassment? 
_______________________________________________________________ 
List your proposed resolution: ______________________________________  
_______________________________________________________________ 

Date:_______________________________________________________  
Alleged Offender: _____________________________________________ 
Alleged:  ____________________________________________________ 
____________________________________________________________ 
Supervisor’s  Immediate Actions:__________________________________ 
_____________________________________________________________ 
_____________________________________________________________
Request statement in writing:______________________________________

Meeting date, time and location:____________________________________ 
______________________________________________________________ 
Attendees:______________________________________________________ 
_______________________________________________________________ 
Resolution:______________________________________________________ 
_______________________________________________________________ 
________________________________________________________________ 
Follow Up Date:___________________________________________________ 
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