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(1) Counseling grievants and their representatives on
processing grievances submitted under this instruction.

(2) Recelving grievances, preparing a preliminary case
file of relevant material, including the local grievance
instruction, and promptly forwarding the material to the
Director, Human Resources Management Office (NAVSEA OOR).

c. The Director, Human Resources Management Office, will:

(1) Review grievances forwarded by the activity Civilian
Personnel Office on behalf of the deciding official.

(2) Provide advice, guidance and necessary assistance on
the processing of grievances and obtaining a fact finder or
hearing examiner.

(3) Maintain grievance files established by the deciding
official for a period of three years after the case is closed.

d. Grievants are responsible for complying with the
provisions of reference (a), paragraph 6f. The grievance will be
submitted to the local Civilian Personnel Office for forwarding
to the deciding official.

8. Time Limits. Grievances must be presented to the local
Civilian Personnel Office within fifteen calendar days of the act
or occurrence giving rise to the grievance or from the date the
employee became aware of the act or occurrence.
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