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MEMORANDUM

TO:

Labor Relations and Human Resources Administrators

FROM:
Michael Duco, Deputy Director

DATE:

October 29, 2008

RE:

Grievance Tracking Database Numbering Scheme

Effective January 1, 2006, the Office of Collective Bargaining is requiring that all agencies conform the numbering of grievances to the grievance data base system.  This requires that the four digit grievant number not to be repeated within a calendar year in a given division.  The data system will not accept a duplicative number from a division.

Grievance Numbering description:

AA-DD-YYYYMMDD-NNNN-UU-BB.

a. AA – Agency Code

b. DD – Division Code

c. YYYYMMDD – Date of Grievance (Year Month Day)

d. NNNN – Agency Assigned Number

e. UU – Union Code (OCSEA=01; SEIU/1199=02; OEA=03; FOP=05; OSTA=04, 07)

f. BB – Bargaining Unit Code

A sample grievance number would be: 

27-00-20051128-1111-01-09

The Division Code and Agency Assigned portions of the grievance number are the areas of concern.  The Agency Assigned (d.) number must be unique and cannot be duplicated for a given division code (b.).  Additionally, the Agency Assigned grievance number must be reset with the start of each calendar year.

In the above example, 27-00-20051128-1111-01-09, the 1111 Agency Assigned number cannot repeat again for the 00 Division Code.

OCB can not process any grievance that does not conform to this policy.  The grievance will be returned to the agency so that the correct number can be assigned.
