Greater LA Federal Executive Board SMART (Shared Mediator Team) 

Request and Intake Form

We request a mediation by the Shared Mediator Team (SMART).  We understand:

· This request does not stop the timeframes or requirements for EEO Complaints, Grievances, or other agency processes.

· SMART mediation is voluntary and may be stopped at any time.

· If resolution is not reached using SMART, the right to pursue any agency process continues so long as timeframes are met.

· The SMART mediator contacts the parties expeditiously and holds the mediation as soon as possible.

· Agency agrees to reimburse for two mediators travel expenses.

· This mediation request must be faxed or emailed to: Federal Executive Board, SMART Coordinator, FEB Office,
Ph. (562) 951-6970, FAX (562) 951-6902, Email Kathrene.Hansen@dhs.gov.  Web Site: www.losangeles.feb.gov 
	ITEM
	NAME
	TITLE/GRADE/STEP
	ADDRESS
	EMAIL
	PHONE
	FAX

	Federal Agency Name:  
	Coordinator


	
	 
	
	
	

	Complainant
	
	
	
	
	
	

	Representative
	
	
	
	
	
	

	Other Party
	
	
	
	
	
	

	Representative
	
	
	
	
	
	

	Date Submitted:


	

	Preferred Timeframe for mediation:
	

	Location of Mediation:
	

	Relationship between the Parties
	Example: Manager & Employee



	Stage of Complaint  

Please check one.       
	Workplace Dispute  ____
Pre-EEO Complaint  ____

EEO Complaint (After entering formal process) ____

	ISSUE Summary 

	

	Remedy Requested
	


SMART Coordinator completes the following:

	Receipt Date
	

	Closed Date
	


	Item
	Name
	Agency
	Address
	Email
	Phone
	Fax

	Mediator
	
	
	
	
	
	

	Co-Mediator
	
	
	
	
	
	

	Agreement?
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