CHECKLIST for the 230 File Folder


230-0 EQUAL OPPORTUNITY - General Correspondence  (1st Required File)
· Document all Civil Rights training given:  (refer to IA Instruction 230-386) 
· Quarterly Civil Rights staff training is required.  Documentation should include names, dates and subject covered.  Suggested topics:
· EO/EEO—Title VI & VII

· Sexual Harassment

· Program Delivery

· Complaint Process

· Special Emphasis Programs

· Delivery of Services
· Document Civil Rights training received at DC, sub-area, and annual awards meetings, if applicable.  Refer to Cross Reference sheet.
· Record of all NRCS Directives: 
· Title 230 National Bulletins
· Title 230 National Instructions

· Title 230 Iowa Bulletins

· Title 230 Iowa Instructions

· Refer to Cross Reference sheet
· Outdated material used for reference (i.e. expired bulletin)
Disposition:  DESTROY when 3 years old.  
230-11
EQUAL OPPORTUNITY - Complaint System  (2nd Required File)
· The only two items to be in this file are:

· The procedure, Iowa Instruction 230-383, Civil Rights Discrimination Complaint Processes, (to be followed if there is a formal complaint of program delivery.)
·  If your office received a formal complaint, all documentation of this complaint.  
Disposition:  DESTROY formal complaints when 3 years old.

230-15-11 EQUAL OPPORTUNITY - Civil Rights - Community Outreach  
(3rd Required File)
· Each District Conservationist is to review the Equal Opportunity supplement to the NRCS/SWCD Memorandum of Understanding annually with the SWCD.  Document this review (copy of SWCD Board meeting minutes).  Refer to Cross Reference sheet.
· A list of potential commissioners (including female/minority).  Refer to Cross Reference sheet.
· Analysis of program services delivery:  PRS Parity Report and documentation of actions to be taken to overcome deficiencies.  Also include correspondence from the Assistant State Conservationist for Field Operations (ASTC-FO) on this subject and the response to this correspondence.  The PRS Parity Report is found on my.NRCS Employee Intranet: Programs, Field Tools, Performance, Reports, choose Parity Report by Demographics, then enter applicable information for a report applicable to the management unit or two county management unit.
· Documentation of the efforts of outreach to minorities, female landowners, disabled customers and other underserved customers.  Examples may be newsletters, newspaper articles, and a list of presentations given to groups.
· Documented efforts made in your office to notify racially diverse and disabled customers of NRCS programs.  Document the actions that have been taken over the last three years.  This might include mailings, programs, etc.
· Outreach Reports are to be filed here or refer to Cross Reference sheet.
Disposition:  DESTROY when 3 years old or when superseded or obsolete, whichever is applicable.
230-15-12 EQUAL OPPORTUNITY - Civil Rights - Delivery of Services  
(4th Required File)
· The annual analysis of conservation program services delivery and progress records, as well as actions to be taken to overcome any deficiencies.  
· Copies of Civil Rights Reviews completed in the field office.  
· The AD-2056 Building/Site Accessibility Compliance Checklist and corrective actions taken as a result of the checklist.  An Accessibility Review will be conducted by the Accessibility Review Team on a five year rotating basis.  Document the conversations (or correspondence) you have with the landlord that show the efforts you made to upgrade your office to be accessible.  
· If facility access shortcomings are found and corrective actions have not yet been taken, the office staff will develop, maintain, and follow a plan to extend services and assistance to the disabled.  If your office is one that is not accessible, document a plan on how you will be getting services to a disabled individual.  Also, document anytime your office has implemented that plan. 

NOTE:  Always retain the most recent accessibility review documentation even if older than 3 years.

Disposition:  DESTROY when 3 years old or when superseded or obsolete, whichever is applicable.  
