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Purpose:   To log in the receipt of civil rights complaints filed by applicants, 

participants, legal guardians, proxies, or local agency personnel.  
 
Reference: PRR 04.2-C 
 
Procedure: Complete the form as follows: 
 

1. Local Agency (LA) – Enter the name of the local agency. 
 

2. LA Number – Enter the local agency number. 
 
3. Date of Complaint – Enter the date the complaint is made. 

 
4. Site Name – Enter the name of the clinic. 
 
5. Site Number – Enter the local site number. 

 
6. Name of Complainant – Enter the name of the person filing the complaint. 

 
7. Comment - Enter any necessary comments. 

 
Issuance: When requested. 
 
Disposition: Maintain in Civil Rights Complaint File at the local agency. 
 
Retention: Three (3) years.  (Longer, if necessary, for audit or litigation 
resolution). 

 

http://www.vahealth.org/dcn/Publications/Files/PDFs/PRR%2004.2-C.pdf
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