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CIVILIAN MARINE ADMINISTRATIVE GRIEVANCE SYSTEM

Ref:

(a) DOD 1400.25-M, Subchapter 771, "DoD Civilian Personnel
Management System: Administrative Grievance System,n
December 26, 2013
(b) SECNAVINST 12771.3
(c) MCO 12771. 2

l. Situation. To revise policy and responsibility for the Department of
the Navy (DON) Administrative Grievance System (AGS) in compliance with
references (a) through (c), and to provide a procedural avenue through
which employees may voice their concerns and seek relief.
2.

Cancellation.

3.

Mission

BO 12771.lA Ch 1.

a. Grievances presented by Civilian Marines under the AGS will be
considered expeditiously, fairly, impartially, and resolved as quickly as
possible. The AGS is a dispute resolution process. All employees
involved in the dispute resolution process shall be free from restraint,
interference, coercion, discrimination, or reprisal. The procedures set
forth in this instruction are designed to achieve these objectives.
b. Alternative Dispute Resolution (ADR) techniques should be used to
resolve disputes consistent with the requirements of this instruction.
ADR techniques include a broad range of approaches for dealing with
conflict and seeking solutions satisfactory to all parties. These
techniques include, but are not limited to, problem-solving, mediation,
facilitation, conciliation, early-neutral evaluation, fact-finding, and
settlement conferences.
c. Summary of Revision. This Order has been completely revised to
update the references to ensure compliance with current policies and
procedures. This Order should be reviewed in its entirety.
4.

Execution
a.

Commander's Intent and Concept of Operations
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employee and advise the employee of the appropriate process, if any, for
resolving the problem.
3. The above time limit for resolving the problem may be
extended by mutual agreement to accommodate resolution of the dispute.
(b) Formal Grievance Process
1. An employee may file a formal, written grievance with
the deciding official when a problem is not resolved during the problem
solving process or where the employee chooses to bypass that process and
invoke the grievance process. If the employee used an ADR process, the
employee must file a grievance no later than 15 days after the process
concluded or a decision was rendered on the informal grievance. Where the
employee does not use the problem-solving process, but raises the matter
initially as a grievance, the employee must present the grievance within
15 days following the date of the act or event that the employee believes
created the problem or within 15 days following the date the employee
became aware of (or reasonably should have become aware of) the act or
event. The employee may present a grievance regarding a continuing
practice or condition at any time.
2. An employee's grievance must be signed, dated, and
contain a sufficiently detailed statement of the specific issue(s) and the
specific, personal remedy sought; a statement that the employee has not
filed an appeal or complaint (such as an Inspector General or EEO
complaint) on the same issue; copies of any documents in the employee's
possession related to the grievance; and, the name, address, and telephone
number of the employee's representative, if any. The remedy must be
personal to the employee and may not include a request for disciplinary or
other action affecting another employee. An employee may not grieve the
same matter raised in any other grievance, appeal, complaint, or other
dispute resolution process.
3. The deciding official shall determine whether to join
similar or identical grievances; whether to require and how to conduct an
investigation; whether to allow the grievant's requested representative;
and how much official time shall be granted to the employee and the
employee's representative. The deciding official may also designate an
impartial individual to examine a grievance and, when authorized, to make
recommendations concerning its disposition.
4. The deciding official shall fully and fairly consider
the grievance and issue a written decision with supporting rationale for
the decision. The deciding official shall issue the decision as soon as
possible, but normally no later than 60 days from the filling of the
grievance. The deciding official may extend time frames when warranted by
special circumstances (e.g., when those involved are geographically
dispersed or where a fact-finder is used in the process). However, a
grievance decision should be rendered no more than 90 days from the filing
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