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1.INTRODUCTION

EEOC Regulation 29 C.F.R. § 1614.602 requires federal agencies and departments covered by 29 C.F.R.
§ 1614.103(b), to report information concerning pre-complaint counseling, and the status, processing,
and disposition of complaints under this part at such times and in such manner as the Commission
prescribes. The EEOC Form 462 report, as shown in Appendix A, is used to format the discrimination
complaint data agencies provide through the Federal Sector EEO Portal (FedSEP).

In this document, we provide information that agency Form 462 preparers and EEO Directors need to
understand concerning the data that must be entered into the agency’s Annual Federal Equal
Employment Opportunity Statistical Report of Discrimination Complaints (EEOC Form 462) for Fiscal Year
(FY) 2020 (October 1, 2019 - September 30, 2020).

This manual was updated for the FY 2020 report, but there have been no major changes to the form itself.

The Form 462 deadline for the FY 2020 reporting period is 11:59 p.m. on November 2, 2020, as October
31st, the usual deadline, is not a business day. It is the responsibility of the agency to ensure that accurate
and complete reports are submitted in time for OFO to review and finalize all reports by the deadline. This
deadline applies to all reports, including aggregate reports from agencies with subcomponents.

Detailed data descriptions are provided in this Instruction Manual for each part of the Form 462 report.
Additional information is provided in the Appendices.

Laws Enforced by EEOC

Title Vi prohibits employment discrimination based on race, color, religion, sex, and national origin.

Title VII was amended to specify that pregnancy discrimination is discrimination based on sex. A
complaint alleging pregnancy discrimination should be reported as alleging sex discrimination under the
Pregnancy Discrimination Act.

Title VII’s prohibition against sex discrimination includes discrimination on the basis of pregnancy, sexual
orientation, and gender identity including transgender status.

The ADEA prohibits employment discrimination based on age (40 years or older).

The Rehabilitation Act prohibits discrimination based on physical and mental disability. It also requires
agencies to provide reasonable accommodations needed by individuals with disabilities to perform the
essential functions of their job.

The Equal Pay Act prohibits sex-based wage discrimination between men and women in the same
agency who are performing under similar working conditions.

The Genetics Information Nondiscrimination Act prohibits discrimination based on genetic information.
Genetic information includes information about an individual's genetic tests and the genetic tests of an
individual's family members, as well as information about any disease, disorder, or condition of an
individual's family members (i.e., an individual's family medical history).
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EEOC Regulation (29 C.F.R. 81614.101(b)) prohibits retaliation (reprisal) for opposing any practice made
unlawful by the statutes listed above or for participating in any stage of the administrative or judicial
proceedings resulting from the above listed statutes. Retaliation/reprisal claims should be reported in
PART V on the Line that describes the activity that led to the retaliation/reprisal. For example, retaliation
for filing a complaint of age discrimination would be reported on the ADEA Line.

Reporting Requirements

The requirement to file an EEOC Form 462 Report applies to all federal agencies and departments
covered by 29 C.F.R. Part 1614, as defined in 29 C.F.R. 8 1614.103(b). This includes Executive agencies as
defined in 5 U.S.C. 105, Military departments as defined in 5 U.S.C. 102, the Government Printing Office,
the National Oceanic and Atmospheric Administration Commissioned Corps, the Postal Regulatory
Commission, the Smithsonian Institution, the Tennessee Valley Authority, the United States Postal Service,
and those units of the judicial branch of the federal government having positions in the competitive
service.

Since the Fiscal Year 2003 report filing, EEOC has required sub-components to enter separate report data.
A sub-component for Form 462 reporting purposes is defined as any organizational sub-unit directly below
the agency or department level which has 1,000 or more employees.

Agencies/departments with one or more sub-components of at least 1,000 employees must complete
the Form 462 report for those sub-component(s). The same agencies/departments may choose to report
the data for sub-components with less than 1,000 employees in one combined “other” sub-component
report and/or in separate reports for the other sub-components.

If there are changes related to an agency’s subcomponent structure
and/or the way in which the subcomponents will report Form 462, the
agency must notify EEOC’s Form 462 Team by emailing
form462@eeoc.gov upon learning of this change.

For prior years’ reports, many agencies voluntarily chose to input all agency/department Form 462 data
in sub-components (designated by the agency). Because the data automatically rolls up into the
agency/department aggregate report, such parent agencies/departments did not have to add the
data manually for each cell of the report. This resulted in fewer errors in the agency reports that needed
correction. These agencies may continue to report in this manner.

Definitions

Key definitions are included with the instructions for the PART where they are first needed. For example,
a “counseling” is defined with the “PART | - Pre-complaint Activities” instructions. An “ADR” is defined with
the “PART X - Summary of ADR Program Activities: Informal Phase (Pre-Complaint)” instructions. All
definitions, including some definitions for specific Line entries, are included in alphabetical order in
Appendix B.
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For purposes of the FY 2020 Form 462 Report, when these instructions refer to the “prior reporting period,”
the instructions are referring to the FY 2019 reporting period, from October 1, 2018 through September 30,
20109.

No Changes in Processing Times Related to COVID-19

Through the Form 462 data collection, federal agencies report to the EEOC the amount of time EEO
complaints are pending in the administrative process. Many events can affect why a complaint is
pending in the various stages of the administrative process (e.g., staff shortages, government shutdowns,
natural disasters). The EEOC understands that the timeliness of processing complaints during FY 2020 may
have been impacted by National Emergency restrictions resulting from COVID-19. As a result, agency
staff may have been unable to access and/or process complaints at some stages of the EEO complaint
process, including the issuance of final agency decisions and final orders.

To ensure consistency and accuracy of Form 462 data, the EEOC will continue calculating regulatory
timeframes as defined in Management Directive 110 (MD-110) and 29 CFR Part 1614. Agencies should
not apply alternative internal procedures to hold and/or modify the processing dates of complaints,
including placing complaints in abeyance.

Please calculate the actual time that passed in all
processing times reported.

The EEOC understands that this may result in processing times being longer than in previous fiscal years.
Agencies should, if applicable make a comment on the Form 462 Report explaining that longer
processing times were due to the pandemic.

The EEOC wiill evaluate an agency’s timeliness with due consideration of the National Emergency. EEOC
will not consider increased timeframes resulting from the National Emergency as program deficiencies.

——
ul
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2.FEDSEP AND THE EXCEL TOOL

The following section informs the user of:
e How to gain access to the Federal Sector EEO Portal (FedSEP) if you are a new user or
have a new role;

e How to download the Excel Tool in which the user enters his or her data,;
e The basics of using the Excel Tool;
e How to submit the proper files in FedSEP; and

e What to expect after submission.

Gaining Access to FedSEP

TO access the Excel Tool and submit Form 462, preparers and EEO Directors must be registered in FedSEP.
FedSEP also includes additional guidance for completing and submitting Form 462. To begin, the EEO
Director must have access to FedSEP. For EEO Directors, after completing the registration steps below,
EEOC will approve the Director’s account. Other employees will complete the same registration steps,
except their EEO Director will approve the account registration.

Please register for FedSEP as soon as possible in case you encounter any challenges in the registration
process. To begin, go to the FedSEP login page at https://egov.eeoc.gov/FedSep/. On the FedSEP home
page, click “New User? Click here to Register” (Figure 2.2).

Note: If you forgot your password, please see the next section of this manual, Resetting Your Password in
FedSEP.

Figure 2.1. FedSEP Banner

SNFEDSEP

FEDERAL SECTOR EEO PORTAL

Figure 2.2. FedSEP Sign in Page with Link for Registration

Signin

* Required
Email-*

Password:*

=
New User? Click here to Register Forgot Password?
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Next, fill in the Personal Information form and check “Form 462" for the application you need access to
(Figure 2.3).

Figure 2.3. FedSEP Personal Information Registration Form

Personal Information
FedSep User Guide &
How Dol ister in FedSEP B4
* Required
First Name:* Karen M.I: M
Last Name:* Brummond
Email * k brummond@eeoc.gov
Title:* Research Analyst Office:* OFO
Agency:* Equal Employment Opportunity Country:* United States N
Address 1:* 131 M St NE Address 2:
City:* Washington State/Province:” District of Columbia -
Zip/Postal Code:* 20507
Phone:* (202) 663-4566 Ext:
Alternate Phone: Fax:
Password:* sssssnssse
Confirm Password:* sssssnsese
Select the application(s) you need 3
MD-715 Form 462 Hearings Appeals

After that, select the appropriate Form 462 role (Figure 2.4). Only the EEO Director should select EEO
Director. Only one person per filing agency can be the EEO Director.

Figure 2.4. FedSEP Form 462 Role Selection Page

For Form 462 Select Your Role for Equal Employment Opportunity Commission
Form 462 Role:*

Form 462 Admin y
Form 442 Preparer y
EEC Director y
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Next, the registration must be approved. If you are an EEO Director, EEOC will be alerted automatically
that you have requested the Director role. EEOC will verify that you are the Director and then approve
your registration. Please allow at least two business days for approval. If your registration as the EEO
Director has not been approved after two business days, please email form462@eeoc.gov and include
your agency name, your name, and “EEO Director Registration” in the subject line.

If you are a Form 462 Preparer, your EEO Director must approve the registration. EEO Directors should
receive an automated email alerting them that an employee has requested FedSEP access. EEO
Directors should go to the FedSEP Registration Management page and click the green thumbs up icon to
approve each Form 462 Preparer (Figure 2.5).

Figure 2.5. Approving Employee Registration on the FedSEP Registration Management Page

HOME MD-7156> FORM462> GUIDANCE REGISTRATION MGMT USER PROFILE >

Agency/Syb-Agency Application = Roles Requested = Action
Millennium Form 462 Preparer ol
Challenge Change Role

Corporation g
Change Agency

Resetting Your Password in FedSEP

If you forgot your FedSEP password, please follow these steps:

1. First, click Forgot Password? on the FedSEP login page (Figure 2.6).

Figure 2.6. "Forgot Password?" Link on FedSEP Login Page

SignIn

* Required
Email-*

Password-*

P

Forgot Password?

New User? Click here to Register

——
(o]
| —
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On the Forgot Password page, enter your email address and click Submit (Figure 2.7).
If a FedSEP account is registered to that email address, an email will automatically be
sent with a temporary password (Figure 2.8).

Figure 2.7. Forgot Password Page on FedSEP

Forgot Password
*Required
Email-*
New User - Click to Register Login

Figure 2.8. Sample Password Reset Emaiil

U.S. Equal Employment Opportunity Commission

Karen Brummond,
Your temporary password is: zMWQ4gBP
Please change the temporary password by visiting update profile change

password section
Click on the link below to login:

Login

If you are are unable to click on the link above then please copy and paste

the following link into web browser:

Go back to the FedSEP Login page
(https://egov.eeoc.gov/FedSep/jsp/secure/login.jsf) and enter your email and the
temporary password from the emaiil.

Some FedSEP users have had challenges entering the temporary password correctly.
If you choose to type the password from the email into the login page, be careful to
type it in correctly. The password is case sensitive.

Copying and pasting directly from the email is not the best method because the space
after the temporary password is often copied, and then the pasted text is not the
correct password; it has an extra space at the end.

One way to get around this is to copy the password into a blank Word document and
ensure that there are no extra spaces around the text. Then, you can copy the
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password again from the Word document and paste it into the Password box on the
FedSEP login page.

4. You may be prompted to create a new password. If so, follow the instructions on the
screen, and be sure to memorize the new password.

If after multiple failed login attempts you are locked
out of FedSEP, please email form462@eeoc.qov

Downloading the Form 462 Excel Tool

Once you are aregistered FedSEP user, you should download the Form 462 Excel Tool from FedSEP.

Note, this step might not be necessary if you have complaint
tracking software that automatically generates the properly
formatted XML file (explained later) for upload into FedSEP.
Contact your complaint tracking software company to find out
if your complaint tracking software has this capability.

To download the Excel Tool, log in to FedSEP and click “Guidance” on the top banner.

Figure 2.9. "Guidance" on the FedSEP Banner

FEDSE

FEDERAL SECTOR EEO P

<

=
S 2
a =
2
I

HOME MD-7156~ FORMA462~ GUIDANCE REGISTRATION MGMT USER PROFILE ~

On the next page, scroll down to the Form 462 section and click “EEOC Form 462 Excel Tool FY 2020”
(Figure 2.10). This will allow you to download the Excel Tool. Save it and be sure to know the file folder in
which it is saved.

10

——
| —
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Figure 2.10. Form 462 Section of the FedSEP Guidance Page

Form 462 FEDSEP
WM How Do | Access the Form 462 Application (if EHW
Approved User)? J—

# FY 2017 Agency Code List

# FY 2017 Form 462 User's Instruction Manual
# FedSEP Submitting Form 462 User Guide

# FedSEP User's Guide for FY 2014

WM Form 462 Guidance Links and Resources
WM Working with the FedSEP Excel Tool

W Utilizing Macros (in the Excel Tool)

WM Uploading Excel Tool Data to FedSEP Portal
WM How to Complete the Form 462 Aggregate

& |ssues and Benefits Crosswalk

Report i Quick Guide for Form 462 Report Submission for Agencies With No Sub-Components
WM How to Use the Import Macro ¢ Quick Guide for Form 462 Report Submission for Agencies with Sub-Componants
WM How Do | Submit My Report to EEOC When # Quick Guide for Using the Form 462 Excel Tool

Using a Pre-approved XML File?

Using the Excel Tool

Because of the size of the Excel Tool file, be patient while waiting for it to open.

Enabling Macros in Excel

It is recommended that you enable macros upon opening the file. Macros allow certain functions, such
as the Populate with Zero’s and Validate buttons (described below), to work.

Option 1:

You may see a yellow security warning bar below the command ribbon of the program (See Figure 2.11).
The warning text is “Macros have been disabled.” You can enable macros by clicking the “Enable
Content” button.

Figure 2.11. Enable Content Button on Security Warning Bar

Clipboard T Font Alignment Mumlber
1 SECURITY WARNING Macros have been disabled. Enable Content @
N1 M Jx
Option 2:

Click the File tab on the top ribbon (Figure 2.12).

In the File menu, under “Info” (default option), you will see a square button that reads “Enable Content.”
When you click that button, a drop-down menu will appear (Figure 2.13). Select “Enable All Content.”

11

——
| —
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Figure 2.12. File Tab on Excel Top Ribbon

AutoSave (@ off) [ [

Insert Page Layout

Paste
ste. ¢ (B I U A
Clipboard T Font

Figure 2.13. Enable All Content Button

EECC 462 Excel Tool 2018v3.xlsm - Last Saved 6/13/2019 5:55 PM

©

Info

New
5 EEOC 462 Excel Tool 2018v3

en

P OneDrive - EEQC = _UPF » Documents » FY 2019 Form 462 » UIM
Save i )
@ Security Warning
Save As Active content might contain viruses and other security hazards. The
Enable following content has been disabled:

Print Content - s
Treiee Enable All Content t the contents of the file.

Always enable this document’s active content
Export (make this a Trusted Document)

Advanced Options

Publish

Select which active content should be enabled.
This content will be enabled for this session only.

A dialog box may appear that that asks, “Do you want to make this file a Trusted Document?” (Figure
2.14). Click “Yes”.

Figure 2.14. Security Warning Dialog Box

Security Warning | @ = |

@ Do you want to make this file a Trusted Document?

This file is on a network location. Other users who have access to this network
location may be able to tamper with this file.

What's the risk?

|:| Do not ask me again for network files m ’ Mo l

12
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What if | Cannot Enable Macros?
The Excel Tool has further instructions on the sheet titled Enabling Macros. See Figure 2.15.

Figure 2.15. Enabling Macros Worksheet from the Excel Tool

C D E F G

Enabling Macros

Certain functionality in this Excel template is dependent on MS Excel macros.

If you receive an error indicating that macros are disabled attempt the following steps to
enable macro functionality:

1. Click the Microsoft Office Button and then click Excel Options.
2. Click Trust Center, click Trust Center Settings, and then click Macro Settings.
3. Click the options that you want:

Disable all macros with notification This is the default setting. Click this option if you want macros
to be disabled, but you want to get security alerts if there are macros present. This way, you can
choose when to enable those macros on a case by case basis.

Enable all macros (not recommended, potentially dangerous code can run) Click this option to
allow all macros to run. This setting makes your computer vulnerable to potentially malicious code
and is not recommended for long term use.

If you receive a security alert that the file contains encrypted macros that have been disabled
because there is no antivirus software installed that can scan them it is recommended that
you:

Contact your local IT department to request temporary enabling of the macros.
(If this is unavailable to you please contact the FEDSEP helpdesk)

_|_| Enabling Macros _| PART 1 | PARTS II and III | PART IV Part 1 | PART I\ ...

If you continue to have challenges enabling macros,
the Form 462 team first recommends that you ask
your agency'’s IT department for assistance. If your IT
department cannot provide assistance with the
temporary enabling of macros, you may contact
form462@eeoc.qov.

13

——
| —
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While waiting for a response, you can fill out the Excel Tool and save the file as a regular Excel file without
macros enabled. To do this, go to File > Save As. Next, click on the drop-down menu below the file name,
select “Excel Workbook (*.xlsx)”, and click Save. See Figure 2.16. The file extension at the end of the new
file name will be “.xIsx”. This file can later be imported into a macro enabled workbook.

Figure 2.16. Saving as a Regular Excel Workbook

EEOC 462 Excel Tool 2018v3xIsm - Last Saved 6/13/2019 5:55 PM KAREN BRUMMOND 7 — X
m Recent ) OneDrive - EEOC > _UPF > Documents > FY 2019 Form 462 >...
~ EEOC 462 Excel Tool 2018v3
) Excel Macro-Enabled Workbook (*xlsm) - P/ Save
P OneD EEOC
neDrive -
Save As W | RENBRUMMONDBEEOCGOY BeceliVorkbookiGerse) o
Excel Macro-Enabled Workbook (*xlsm)
Print . Excel Binary Workbook (*xlsb)
® sites - EEOC Excel 97 ZUJU; Workbook (*.xls) fed
- V L (*.xls)
T KAREN.BRUMMOND@EEOC.GOV i e
CSV UTF-8 (Comma delimited) (*.csv) 019 6:30 PM
R XML Data (*xml)
= E‘I;I This PC Single File Web Page (*.mht, *.mhtml)
. o ; 019 5:55 PM
Publish Web Page (*.htm, *html)
+ Add a Place Excel Template (*xItx)
Close Excel Macro-Enabled Template (*xltm)

Excel 97-2003 Template (*xIt)
Browse Text (Tab delimited) (*txt)
Account Unicode Text (*.txt)

111}

Profile

TO identify the Agency and Sub-Component, please complete the Profile worksheet, by entering the
assigned Agency Code. Alist of authorized agency codes is on the Guidance page of the FedSEP portal.

Data Entry in PART | through PART XII Excel Worksheets

Basic instructions for entering data into the form, validating the data, and generating the XML version
of the Form 462 report are available on the first sheet of the Excel Tool (See Figure 2.17).

Cells throughout the worksheet are color coded to highlight where data must be entered.

1. = light blue indicates that the field must be filled in.
e These are usually to be filled in with numbers, but occasionally text is appropriate.
o Light blue cells become white after data has been entered.

e Note, there is a Populate with Zero’s button (described below) that will fill in any blank
light blue cells with the number zero. When filing out the form, you are welcome to
skip cells that are zeroes and click this button to automatically populate the remaining
cells with zeroes. This function is particularly useful in PART IV, PART IV C and PART IV D.

DO NOT fill in the worksheet using copy and paste nor select and drag. This will corrupt
the worksheet and you will have to start over. Excel Tools corrupted in this manner
usually cannot be imported into a new Excel Tool.

14
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2. [ park blue indicates that the numbers are automatically calculated based on
data entered in other cells.

You cannot manually enter data in these cells.

3. Orange cells may or may not require information, but when applicable, they
should be filled with text.

Examples include:
0 User-defined benefits from settlements or complaint closures.
0 User-defined issues of alleged discrimination.
0 User-defined ADR resources and techniques.

o An “X” for the yes/no question, “Does the EEO Director report to the agency
head?”

o The name and title of the person the EEO Director reports to if they do not report
to the agency head.

Orange cells become white after data has been entered.

Please avoid entering user-defined benefits, issues, ADR resources, and ADR
techniques when possible.

Please use the crosswalk in Appendix E that lists examples of alternative nhames for the
pre-defined benefits and issues. If your benefit or issue is listed as an example, please
use the pre-defined benefit or issue. The Form 462 team requires that user-defined
fields be avoided because it is a challenge to data analysis.

Figure 2.17. Basic Instructions Found in the Excel Tool

1. Enter data into light blue shaded cells Enample =
-All light blue cells must be filled in for form to be considered complete.

-If you have entered your data and there still remains empty data entry cells you may click the
Fopulate with Zero's button on the Data Checks worksheet to declare any remaining cells with
Zeroes.

Enter data into orange shaded cells Example =
-These fields may or may not reguire data to be entered.
-Autocalculated cells are shaded dark blue. Example =
Mo data can be entered into these cells
2. Validate Data Entry Example = Pass Fail

-“alidate that entered data passes business rules and data type validation by clicking on the
“alidate button on the Data Checks worksheet,

- Any violations will be displayed on the Data Checks warksheet.

- Some violations simply reguire comments to pass.
Enter comments directly on the Data Checks worksheet.

- Sorne violations require data from prior fiscal years to be entered directly onto the
Data Checks worksheet.

3. Generate XML version of Form 462 Report
- Click on the Generate XML button once all violations are resolved.

- Select a folder location to save file.

- Data files are now ready to manually submit to EEOC's FedSER portal.

15
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Your report may be rejected if you do not use the
pre-defined benefit, issue, ADR resource or ADR
technique when it is applicable and available.

Data Import in Excel

The last worksheet in the workbook is called Data Import and contains a macro that allows for the data
entered in a previous Excel Tool workbook to be imported into a new Excel Tool workbook if necessary.
This feature will allow EEOC to make any critically necessary corrections to the Excel Tool and allow
agencies to not have to manually reenter data into the newest version of the Excel Tool. It also allows a
user to import data from another Excel Tool that was saved as an “.XLS” or “.XLSX” file rather than the
“XLSM” file. In the unlikely event that an updated version of the Excel Tool must be released during a
collection period, follow the steps below:

1. Click the “Import data from another 462 Excel tool” button, select the folder and file name
of the Excel Tool from which you want to import data, and click open (Figure 2.18).

Figure 2.18. Beginning the Data Import Process

“ Memes | Home Wsert  Pageloyout  Formulas  Datn Rewwew  View  Developer  Acrobat PRI & m
All = File= Edit= Vview= Insert- Format=- Tools=- Data- Window = Help -
U@ - @ AR VER DB F2-192-0- &A= d@-F @ -Q-
arial S AT o = B R - sew o0 wW A A iR R BB
B Toolbars
BG - F Data Compared -

| search For webinar

| Al B ¢ D E Organize = New folder i =

2 -

Do not chrse any Excel e unbil wnport has D 3

] ocuments libra

: complated. . Favorites Eor wiatiinis L Amange by:  Folder =

5 B Dosiaop

6 | ||Jam (:nmEarm ! 0 ] 4573 J4 Downloads Mami Date 1f

; <k Recent Places i EEOC 462 Excel Tool 2017 revised5 testxlsm

g b RED

10 s KBRUMMO (NETHOME =

11 L. 0- Todays Work

L= ). FY 2017

1= & Onelrive - FEOC

14

15

16 -l Libraries

17 . Documents b
L5 4. Music

19 yii

20 = Pictures

21 B videos

22

i: File names:

25

26

27

28

29

30

3

32 -
M 4 v W “PARTS VI AND VIT - Parts VIIL AND TX_PART X PART X1 PART XI1_ SIS #E 1A n e
Ready | "1 / |EB|ICH 1 100% (= [ +

The Excel Tool then begins comparing data from the selected file and the currently open
Excel Tool, and imports the data one cell at a time. Depending on computer system
resources, the import process may take a few minutes to several hours to complete.
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When the tool is finished importing the data, you will see the “Data Import Complete” label
on the worksheet.

Figure 2.19. Data Import Complete

A | B | c D E F N

2

3 Data Import Complete.

4

5
E |Data Compared | 4523 of 4523

T =
8

9 Import data from

10 another 462 Excel tool

11

12

13

14

15 -
)1 Apsaheden pata mport 7 T
Ready | B | |@IE| 100% I’,E:ﬁ' [ ) "::-E] L

2. After the data import is complete, the user should check all worksheets to ensure all data
was correctly transferred.

o If there are cells that were not completed, continue entering the agency’s remaining
data. Zeroes may be filled in with the Populate with Zero’s button described below.

o If all the agency’s data was entered correctly, you may continue to the data
validation process on the Data Checks worksheet.

NOTE:

DO NOT fill in the worksheet using copy and paste
nor select and drag. This will corrupt the worksheet
and you will have to start over. Excel Tools corrupted
in this manner usually cannot be imported into a new
Excel Tool.

Data Checks Worksheet

After data entry in all cells on all PART worksheets of the workbook is completed, the user must validate
the data on the Data Checks worksheet. Each row on this worksheet has a data check that verifies
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completeness and consistency. This worksheet contains a macro that will filter this worksheet to only show
data checks that Failed. All data checks must be in a Pass state to continue.

The process is as follows:

1. Navigate to the Data Checks worksheet (Figure 2.20).

Figure 2.20. Navigating to the Data Checks Worksheet

A B e D E F G -
1 Data Checks E
2 Populate with Zero's Validate SEE COMMENTS ‘
3
Pass/Fail Value 1 Must Be Value 2 Part Table Name 462 Line Item
4 - - - - - -
Pass 270 = 144 PART | Pre-Complaint C -- Total Completed/Ended Counselings
5 Counseling
Pass 124 = 124 PART | Pre-Complaint C -- Total Completed/Ended Counselings
6 Counseling
Pass 270 = 270 PART | Pre-Complaint C -- Total Completed/Ended Counselings
7 Counseling
Pass 270 <= 287 PART | D3 -- Completed Counseling -
4 4« » ¥ | PARTS VI AND VII - Parts VIII AND IX PART X ~PART XI PART XI{| Data Checks dJEeptnrd |« [i] »
Ready | B3 | Averag g i |HE (O 100% ':_f' { ) ':-.!.-_‘:'
2. If you have not already done so, click the Populate with Zero’s button (Figure 2.21). This
will fill with zeroes all blank cells in which one would enter numbers.
Figure 2.21. Populate with Zero's Button
A B C D E F G -
1 Data Checks =]
2 Populate with Zero's Validate SEE COMMENTS ‘
3
Pass/Fail Value 1 Must Be Value 2 Table Name 462 Line Iltem
4 - - - - -
Pass 270 »= 144 PART | Pre-Compla C -- Total Completed/Ended Counselings
5 Counseling
Pass 124 = 124 PART | Pre-Complaint C -- Total Completed/Ended Counselings
6 Counseling
Pass 270 = 270 PART | Pre-Complaint C -- Total Completed/Ended Counselings
7 Counseling
Pass 270 <= 287 PART | Pre-Complaint D3 -- Completed Counseling -
4 » M| 7PARTS VI AND VIT . Parts VIIT AND IX PART X /PART XI PART XII | Data Checks AiFeRtnaaa | 4 i »
Ready | B2 | Average: 487.2 Count: 12 Sum: 2436 ||EE (O] 100% (=) [} (+)

3. Click the Validate button. This will filter the worksheet to only show the failed data checks
(Figure 2.22).
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Figure 2.22. Validate Button and Pass/Fail Column Showing "Fails”

\ A | B [Tc ] D \ E G -
1 | Data Checks
2 Populate with Zero's | Validate SEE COMMENTS
3 —
Pass/Fail Value 1 Must Be Value 2 Part Table Name 462 Line ltem
Fail o] > 0 PART XII Summary of EEO ADR  B. Employees That Can Participate In E
AT Program Activities
Fail 0 = 15754 PART XII Summary of EEO ADR  B. Employees that can participate in EE
496 Program Activities
8362
8363
8364 -
4 4 » W] “PARTS VI AND VII . Parts ND IX_PART X PART XI_,/ PART XII | Data Checks AVEERnTPr | 4[] »

If filters are applied to columns in the data checks worksheet other than the pass/fail
column, the validate button does not clear those filters. To clear or apply a filter from a
column, click the downward facing arrow in the column headers on row 4. A dropdown
menu will appear. To clear a filter, click “Clear filter from...”. To apply filters so that you
only see rows with specified values that you would like to see and click ok when only
the values that you would like to see are checked (see Figure 2.23).

Figure 2.23. Filter Dropdown Menu

A B c D E F
1 | Data Checks
2 FPopulate with Zero's | ‘alidate | CIICk
3 button to
Pass/Fail Value 1 Must Be Value 2 Part ame access
4 - - - -
Fail o > |8l sonAtoz mmary of ADR filter
Frogram Activities
Training and Resources men u
4962 (A=C)
Pass o “ Summary of ADR
Program Activities
Text Filters , | Training and Resources
4963 A=C)
Pass [i] < Search 2 Summary of ADR
W (salect all) = Program Activities
I PART | Training and Resources
¥ PART I
4964 | : - (A-C)
Pass 1] = PART I¥ PART L Summary of ADR
PART IV PART T Program Activities
PART IVC Part 1 Training and Resources
4965 PART IVC Part 2 (A=C)
TS, PART VD Part 1
Fail 1] i —— . Summary of EEC ADR
4966 U Program Activities
Pass 4] = . Summary of EEQ ADR
4967 o Cancel | | Program Activities

Pass

4.

Mot compy

Summary of EEC ADR

Bramean Anthbilon

If any entries Fail, as indicated by the pink fill and the word “Fail” in column A (Pass/Fail;

Figure 2.22), correct data entered on the appropriate PART for the line item that failed.

5. After correcting the data repeat steps 1 through 4.
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6. Once all data checks Pass, you may go ahead to the next step, generating the XML file.
Many agencies have expressed confusion over how to interpret the columns on the Data Checks
worksheet. The columns are defined below:
Table 2.1: Data Checks Worksheet Columns and Definitions

COLUMN DEFINITION

Column A. Pass/Fail Indicates whether the data check
passed (indicating completion and
consistency) or failed (indicating that
revisions are required).

Column B. Value 1 The first value that will be compared to
another value. This is the value entered
in the 462 Line Item listed in column G.

Column C. Must Be The requirement for the data check. This
is often a mathematical operator:

“>” — Greater than
“<” — Less than

“=" - Equal to
“I="— Not equal to
It can also be:

“Between” - Value 1 must be “between”
the values listed in column |, 462 Line
Item(s).

“Not empty” — The 462 Line Item listed in
column G is incorrectly left blank if this is
listed as a fail.

“Not filled” - This refers to an optional
field that should not be filled because it
was dependent on the answer to an
earlier Yes/No question.

“Not both filled” — When there is a Yes/No
guestion, only one option can be
selected.

Column D. Value 2 This is the value to which Value 1 is being
compared. Thisis the value entered in
the 462 Line Item(s) listed in column .

Column E. Part The PART or PARTs of Form 462 that are
relevant to the data check.

Column F. Table Name The table within the PART in which the 462
Line ltem from column G is found.
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I‘ COLUMN DEFINITION I‘

Column G. 462 Line Item The question or questions within the form
that are being checked. This describes
Value 1.

Column H. Must_Be This is the same as column C.

Column I. 462 Line Item(s) The question or questions to which the
462 Line Item in column G is being
compared.

Column J. Comments When a comment about the response is
required, please enter it in this column.

Column M. Comment Req

required. Comments are required when
data is accurate, yet not consistent with
expectations. Before entering a
comment, ensure that the data
referenced is accurate.

Indicates whether a comment may be |J

Generating the XML file

1. Save the macro-enabled Excel file (file extension .xlsm) before generating the XML file.
EEOC recommends saving frequently as you complete the form.
2. Once allitems Pass the data checks, click the Generate XML button at the top of the Data

Checks worksheet (Figure 2.24).

Figure 2.24. The Generate XML Button

W

| A | B8 [ ¢c | D | E \ F \

| H
1 | Data Checks

[y

2 Populate with Zero's ‘ Validate ‘ SEE COMMENTS ‘ Generate XML )
3 e
Pass/Fail Value 1 Must Be Value 2 Part Table Name 462 Line ltem Must_B«
4 X - - - - - -
Pass 15754 > 0 PART Xl Summary of EEQ ADR  B. Employees That Can Participate In EEQ ADR, N/A = =
4967 Program Activities
Pass 15754 = 15754 PART XII Summary of EED ADR  B. Employees that can participate in EEQ ADR =
4968 Program Activities

8362
8363
8364
8365
8366
4 » W[ 7PARTS VI AND VII . Parts VIIL AND IX “PART X ~PART XI /PART XII | Data Checks AiECRunIn -

1

<[] ) 3

3. ASave As widow will display. Navigate to the folder where you would like to save the XML
file. Enter a file name and click the Save button (Figure 2.25).
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Figure 2.25. Saving as XML

@ Custom SaveAs Dialog For .xml Files ﬁ
Q Qv| " ¥ Libraries » Documents » v| +y | | Search Documents o |
Organize ¥ New folder = - @

" Documents library

- Arrange by: Folder
i Favorites Includes: 2 locations
B Desktop 3 "
Name Date modified
4 Downloads | I £ |
= Recent Places I 462 2011 Presentation 8/23/201111:39 A
I Bluetooth Exchange Folder 3/22/2011 1:23 PN
MY Desktop | Certification Courses 10/31/2011 12:35
| Libraries | Complaint Number Ack Letter_files 3/22/2011 1:52 PN
- ", Documents I DHS CET Original 3/22/2011 1:53 PN
4. Music L NUS CRT Nthar Enrmats 2/72/7011 1-54 PR
— 4| 11 4
File name: 2012 462 for Submittal -
Save as type: | XML Files / VI
Authors: John Brozich Tags: Add a tag /
+) Hide Folders Tools [ Save ] Cancel l

As described in the next section, the agency will have to upload both the completed macro-enabled
Excel (.xlsm) Tool and the XML file generated by the tool to the FedSEP portal.

How to Upload and Certify Form 462 in FedSEP

After completing the Excel Tool, validating the data, and generating the XML file, the Form 462 preparer
should follow these steps to upload Form 462 to FedSEP and process the files.

1. Signinto FedSEP at https://egov.eeoc.gov/FedSep/.

2. From the top banner, navigate to the Complaint Data Upload page under Form 462 (Figure
2.26).

3. Upload the macro-enabled Excel file (see Figure 2.27). To do this,
e Select Excel as the File Type.
e Click the Browse button.

¢ Inthe new window, navigate to the macro-enabled Excel file with the file extension
XIsm and click Open.

e Click the Upload File button.
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Figure 2.26. Navigating to the Complaint Data Upload Page

FEDSEP

FEDERAL SECTOR EEO PORTAL

GUIDANCE RE

CERTIFICATION AND STATUS

Figure 2.27. Uploading the Macro-Enabled Excel File to FedSEP.

FileType"  Gpxcel XML

Select File-* EEOC 462 Excel Tool 2017 revised1 test use this one.xlsm

Upload File =3

4. Upload the XML file on the Complaint Data Upload page. To do this,
e Select XML as the File Type.
e Click the Browse button.

¢ In the new window, navigate to the XML file with the file extension .xml that was
generated by the Excel Tool and click Open.

e Click the Upload File button.

5. Before navigating away from the Complaint Data Upload page, click the Process button
to process the uploaded files (Figure 2.28).

6. Monitor your email for a message from FedSEP indicating that your data loaded
successfully. If you do not receive such an email within 24 hours, it is likely that an error
occurred in the upload. Check the Error File column on the Complaint Data Upload page.
The Form 462 preparer is not done until the Status column on the Complaint Data Upload
page reads “Data Loading Successful”.
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Figure 2.28. Processing Uploaded Complaint Data

FIETYPE"  Gbxcel XML

SelectFile” [ prowse. . | Nofile select

Upload File

Please Click on Process Button before moving away from page

Document Name File Type Uploaded By Uploaded On Status Error File Actions
XML Test Form-462 XML Karen 08/31/2018 Walidating Data

2018Aug31_4xml. Brummond

EEOQC 462 Excel Form-462 Excel Karen 08/31/2018 Validating Data
Tool 2017 Brummond
revised4

test.xlsm

The EEO Director should receive an email letting him or her know that the Form 462 report is pending
certification.

The EEO Director must do the following:

1. Signinto FedSEP at https://egov.eeoc.gov/FedSep/.

2. From the top banner, navigate to the Certification and Status page under Form 462 (Figure
2.29).

Click on the agency name to download a pdf version of the report and review the report.

After verifying that the data is accurate and complete, the EEO Director should return to
the Certification and Status page and click the Certify button.

5. A window will pop-up with a Yes/No question asking the EEO Director to verify the
certification. If the EEO Director wants to continue, he or she should click Yes. After clicking
Yes, the Status will change to Pending EEOC Review.

6. Monitor his or her email for messages from the U.S. Equal Employment Opportunity
Commission and form462@eeoc.gov.

Please allow two business days for the Form 462 team to review your form.
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Figure 2.29. Certifying the Form 462 Submission on the Agency Certification and Status Page

HOME | FORM 462 v | GUIDANCE REGISTRATION MGMT USER PROFILE v

HOME

COMPLAINT DATA UPLOAD
HISTORICAL REPORTS
CERTIFICATION AND STATUS

Agency Certification and Status
(10f1)
Agency = Report Type = Source ¥ Status ¥ Update Date s Updated By - Actions
Equal Agency Excel Pending EEO 8/31/2018 karen.brummon
Employment Director 11:20 AM d@eeoc.gov
Opportunity Certification
Commission
(EEQO)
(10f1)

What to Expect after Submitting Form 462 in FedSEP

The Form 462 team at EEOC will receive an automatic notification that the submission has been certified
by the EEO Director. The team does its best to review forms within two business days. Within two business
days of your certification, please trust that the team is in the process of reviewing your form. As the team
is automatically notified of the submission, there is no need to verify receipt. You may check whether the
form has been accepted by going to the Agency Certification and Status page on FedSEP.

If after reviewing the submission, the team does not see any errors or inconsistencies, a team member will
Accept the form, and FedSEP will automatically send an email to the EEO Director notifying him or her of
the status. If the agency is an independent agency (not a subcomponent of a larger parent agency),
the report will be Finalized. The reports of subcomponents that submit their own Form 462 reports will be
in an Accepted by EEOC status. These subcomponents and their parent agencies should read the next
section titled “An Additional Step for Parent Agencies.”

If the Form 462 team notices errors and/or inconsistencies, a team member will send the EEO Director and
Form 462 preparer an email from form462@eeoc.gov. The email wil detail the errors and/or
inconsistencies. The Status of the submission will change to Not Accepted by EEOC on the Agency
Certification and Status page of FedSEP.

The preparer should:

1. Make the appropriate corrections in the Form 462 Excel Tool.
Validate the data on the Data Checks worksheet, and if any Fails appear, correct them.
Save the macro-enabled Excel Tool.

Generate the XML file using the button on the Data Checks worksheet.

a M Db

Upload the macro-enabled Excel file and the XML file to FedSEP.
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6. Process the submission in FedSEP.

7. Monitor his or her emaiil.

Then, the EEO Director should:

8. Review the new submission for accuracy and completeness.

9. When the revised report is complete and accurate, certify the report in FedSEP.

10. Monitor his or her emaiil.

Please be sure to add form462@eeoc.gov to your
contacts list so the email is not sent to your junk or
spam folder.

An Additional Step for Parent Agencies: The Aggregate
Report

When an agency has subcomponents that separately file Form 462, the parent agency must take an
additional step to Finalize the Form 462 process. After EEOC accepts all sub-component reports, the
parent agency Form 462 preparer must create an aggregate report. The preparer should submit PARTs
Il and Xl of Form 462 as applicable to the entire parent agency. The EEO Director of the parent agency

must certify the aggregate report, and then, the reports for the parent agency and its subcomponents
become finalized.
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3.PART | - PRE-COMPLAINT ACTIVITIES

PART | of Form 462 collects information on the initial stage or pre-complaint phase of the EEO process.
Specifically, the number of completed/ended counselings, the number of individuals counseled, data on
the timeliness of the pre-complaint process, and pre-complaint settlement benefits data are collected.

Note: PART | collects data only on "completed/ended" counselings except in PART |
Lines D.1, D.2, and D.4. More details are provided below.

PART | Definitions

e A Counseling is an instance where an EEO Counselor or an Alternative Dispute Resolution
(ADR) Intake Officer performs the counseling duties described in Chapter 2 of MD-110. This
includes:

o0 Providing information on the EEO process, the individual’s rights and responsibilities,
and the agency’s ADR Program;

o0 Determining claims and bases;

o0 Obtaining information on timeliness and jurisdictional questions;

0 Seeking resolution of the dispute through the counseling or ADR process; and
0 Issuing to the individual written notice of the right to file a formal complaint.

It does not include brief responses to telephone inquiries or efforts to assist employees with
non-EEO matters.

e Completed/Ended Counselings are counselings which were concluded either by:
o A written settlement agreement;
o A written withdrawal from the counseling process;
o Theissuance of a written notice of the right to file a formal complaint;
o]

The forwarding of a counseling to an Administrative Judge (AJ) when
requested/ordered by the Administrative Judge; or

o The fiing of a complaint after the regulatory counseling period has expired even
though not all counseling duties were performed.

e AnIndividualis a person who believes that s/he is entitled to EEO counseling at the agency
and seeks counseling. Thisis usually a current or former agency employee or an applicant
for agency employment but is occasionally a contract employee.

Note: On all lines of PART I, the number of individuals should be less than or equal to the
number of counselings. Individuals with multiple completed/ended counselings should
only be counted once.

e ADR stands for Alternative Dispute Resolution. It consists of those processes that individuals
can use to resolve their disputes other than by using courts, trials, or administrative
procedures. In the federal EEO process, ADR is an alternative to traditional counseling.

For purposes of Form 462 reporting, do not provide information concerning non-EEO ADR
programs, such as those used for resolving program disputes, contractor issues, suppliers’
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concerns, or other non-EEO controversies. Other types of workplace disputes administered
through an agency’s early resolution/intervention programs or union grievances programs
are likewise not reported on Form 462.

ADR Participation means that the counselee chose to participate in the agency’s ADR
program. Subsequently not attending an ADR session with a neutral, e.g., a mediator,
does not change the initial choice to participate in the ADR program.

e Monetary Benefits for PART | pre-complaint reporting purposes are payments that an
agency agrees to provide to a counseled individual in a written settlement agreement.
These are reported in PART | Sections E and G.

e A Non-Monetary Benefit for PART | pre-complaint purposes, is an employment-related
action that an agency agrees to provide to a counseled individual in a written settlement
agreement. These are reported in PART | Sections F and H

PART | Section A and Section B are no longer collected separately.

PART | Section C - Total Completed/Ended Counselings

Figure 3.1. PART | Section C - Total Completed/Ended Counselings

TOTAL COMPLETED/ENDED COUNSELINGS

COUNSELINGS| INDIVIDUALS

C. TOTAL COMPLETED/ENDED COUNSELINGS  |NNG] |

1. COUNSELED WITHIN 30 DAYS

2. COUNSELED WITHIN 31 TO 90 DAYS
a. COUNSELED WITHIN WRITTEN EXTENSION
PERIOD NO LONGER THAN 60 DAYS
b. COUNSELED WITHIN 90 DAYS WHERE
INDIVIDUAL PARTICIPATED IN ADR
c. COUMSELED WITHIN 31-30 DAYS THAT WERE UNTIMELY
3. COUNSELED BEYOND 90 DAYS
4. COUNSELED DUE TO REMANDS

IN PART | Section C, labeled Total Completed/Ended Counseling, counseling activity is reported by the
timeliness of completed/ended counselings on Lines C.1, C.2, and C.3. Timeliness is calculated from the
date the counseling was requested to date the counseling was completed (notice of right to file
complaint issued) or ended (written settlement agreement, withdrawal from EEO process, formal
complaint fled). Remanded counselings are reported on Line C.4.

NOTE: Only remanded counselings by an EEOC AJ or by an
Office of Federal Operations (OFO) appellate order are to be
reported on Form 462. Within agency remands are not
reported on Form 462.

e PART | Line C, “Total Completed/Ended Counselings - Counselings” - The total
number of completed/ended counselings is automatically calculated by the worksheet.

28

——
| —



FY 2020 EEOC FORM 462 INSTRUCTION MANUAL

PART | Line C, “Total Completed/Ended Counselings - Individuals” - The total
number of individuals with completed/ended counselings.

(0]

(0]

PART | Line C.1, “Counseled within 30 Days” - The number of counselings and
individuals with counselings completed/ended within 30 days (timely).

PART | Line C.2, “Counseled within 31 to 90 Days” - The number of individuals with
counselings completed/ended within 31-90 days (may be timely or untimely). The
number of counselings is auto calculated by the worksheet.

Counselings completed/ended within 31 to 90 days are reported in PART | Lines C.2.a,
C.2.b, or C.2.c depending on the event. These counselings may or may not be timely.
See below.

= PART | Line C.2.a, “Counseled within Written Extension Period No Longer
Than 60 Days” - The number of counselings and individuals with only counselings
completed/ended within the extension period specified in writing and signed by
counselee.

29 C.F.R. 81614.105(e) provides that prior to the end of the 30-day counseling
period, an individual may agree in writing with the agency to extend the
counseling period for an additional period of no more than 60 days, for a total of
no more than 90 days.

For example, if there was a 10-day written extension, the counseling would only be
reported on PART | Line C.2.a if the counseling were completed within 40 days (30
+10). If the counseling was completed in 41 days or more it should be included on
PART | Line C.2.c.

= PARTI Line C.2.b, “Counseled within 90 Days Where Individual Participated
in ADR” - The number of counselings and individuals with only counselings
completed/ended within 31-90 days where the individual chose to participate in
the ADR program.

29 C.F.R. 81614.105(f) provides that where the agency and an individual agree to
participate in an alternative dispute resolution (ADR) procedure, the pre-complaint
period shall be 90 days.

= PART I Line C.2.c, “Counseled within 31-90 Days That Were Untimely” - The
number of counselings and individuals with counselings completed/ended within
31-90 days that were untimely.

For example, if there was a 10-day extension and the counseling was completed
in 41 days or more it should be reported on Line 2.c. If a similar counseling were
completed within 40 days (30 + 10) it should be reported on PART | Line C.2.a.

If a counseling was completed/ended within 31-90 days, but there was no written
extension and the individual did not participate in ADR, the counseling should be
tallied on PART | Line C.2.c.

PART | Line C.3, “Counseled Beyond 90 Days” — The number of counselings and
individuals with counselings completed/ended beyond 90 days (untimely).

PART | Line C.4, “Counseled Due to Remands” - The number of counselings and
individuals with counselings completed/ended due to remands from an EEOC
Administrative Judge (AJ) or in an Office of Federal Operations (OFO) appellate order
not from within the agency.
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NOTE:
Counselings remanded by EEOC are not reported on PART | Lines C.1, C.2,
C.2.a,C.2.b, C.2.c, or C.3. AllEEOC remanded counselings should be
entered on PART | Line C.4.

No within agency remands should be reported on Line C.4. Remands from
within an agency must be reported in PART | Line C.1, C.2, C.2.a, C.2.b,
C.2.c, or C.3., where appropriate.

Example 1: Different Counseling Periods for One Individual

Mr. Smith received three counselings about unrelated matters. His January counseling
was completed in 120 days; his May counseling was completed in 55 days (no written
extension, no ADR participation); and his July counseling was completed in 25 days.

The agency should enter the following for Mr. Smith:

1 “individual” on PART | Line C “Total Completed/Ended Counselings” (Covers all three
counselings).

e For the January counselings, 1 “counseling” and 1 “individual” on PART | Line C.3,
“Counseled Beyond 90 Days.”

e For the May counseling, 1 “counseling” and 1 "individual" on PART | Line C.2.c,
“Counseled within 31 to 90 Days That Were Untimely.”

e Forthe July counseling, 1 “counseling” and 1 “individual” on PART | Line C.1 “Counseled
within 30 Days.”

e 1 “individual” on PART | Line C.2, “Counseled within 31 to 90 Days.”

The Excel tool automatically totals the number of “counselings” on PART | Line C, “Total
Completed/Ended Counselings,” and on PART | Line C.2, “Total Completed/Ended
Counselings,” but the agency must enter the “individuals” data for those two lines. Mr.
Smith counts as 1 “individual” on each of those lines.

Caveats to PART | Section C

The Excel Tool does not automatically calculate data in the Individuals column of PART | C because it is
possible that one individual was counseled multiple times on different matters.

When counseling has been extended due to ADR participation and the counseling is completed/ended
within 31 to 90 days, agencies must record the counseling on PART | Line C.2.b, "Counseled within 90 Days
where the Individual Participated in ADR.” In such instances, the counseling is not reported on PART | Line
C.2.a, even if there has been a written agreement extending the counseling period.

Where counseling was extended for any reason other than ADR participation, it is reported in PART | Line
C.2.a (assuming the counseling was completed within the extension period). See “Example 2: Extended
Counseling Period.”
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Example 2: Extended Counseling Period

Mary Brown, an individual who sought EEO counseling in the EEO office and not in an
ADR Intake office, rejected ADR participation but agreed in writing to extend the 30-day
counseling period for an additional 20 days. How should this be reported?

o Ifthe agency completed counseling within 50 days (30-day counseling period + 20 day
written extension period), the agency would report 1 “counseling” and 1 “individual”
on PART | Line C.2.a, “Counseled within Written Extension Period No Longer Than 60
Days.”

o If the agency failed to complete counseling within 50 days, the agency w