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To: CSU Presidents 
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 Vice Chancellor 
 Human Resources 
  
Subject: Procedures for Assigning Case Numbers to Grievances and Complaints 

The procedures for tracking grievances and complaints previously set out in detail in a 
memorandum issued on October 18, 2001 are now updated.  

All grievances and complaints are assigned a number, entered into a database at the 
Chancellor’ Office and tracked as they progress through the various stages of 
processing.  This is true for all grievances and complaints, whether they are filed under 
a collective bargaining agreement (referred to as “contractual grievances/complaints”), 
under a CSU executive order or with an external administrative agency (referred to as 
“non-contractual complaints”).  When the campus first receives a grievance or 
complaint either from the grievant/complainant or through an administrative agency 
(including, but not limited to, the Department of Fair Employment and Housing, the 
Equal Employment Opportunity Commission, the Office of Federal Contract 
Compliance Program, and the State Auditor), the first step is for the campus to 
determine whether it is a contractual grievance/complaint or a non-contractual 
complaint.  Next, the campus must contact the appropriate department at the 
Chancellor’s Office to obtain a case number and to initiate the tracking of that 
grievance or complaint. The tracking procedures for the two categories are set out 
separately below. 

 Elena Delgado-Amezcua  
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Contractual Grievance/Complaint Tracking Procedures 
To obtain a number for a grievance/complaint that is filed under a collective bargaining 
agreement, the campus may either fax or mail the grievance form to Labor Relations at 
the Chancellor’s Office. 
 

Mailing address:    or  Fax: (562) 951-4890 
Labor Relations 
401 Golden Shore, 4th Floor 
Long Beach, CA 90802-4210 

 
The file custodian will assign a number and create a grievance file in the Chancellor’s 
Office.  A memorandum will be sent to the campus with the newly assigned case 
number and a copy of the grievance form attached.  If immediate assistance is needed, 
please contact the official custodian of the grievance files.  Currently, that staff member 
is Cheri Kitajima, who may be reached via telephone (562) 951-4400 or email 
ckitajima@calstate.edu.  As the grievance is appealed to subsequent levels, the campus 
shall send copies of the filings and responses to the file custodian.  Finally, the campus 
shall inform the file custodian if a grievance is settled at the campus so that the file in 
the Chancellor’s Office can be closed.  If the grievance is appealed to the Chancellor’s 
Office, the campus shall send the filing along with any appropriate background 
documents to the file custodian.  The campus will then be consulted on any future 
Chancellor’s Office settlement discussions, provided with a copy of the response at the 
Chancellor’s Office level, and notified when the case file has been closed. 
 
Non-Contractual Complaint Tracking Procedures 
If a complaint is filed with an external administrative agency or under any CSU 
executive order, the campus must get a number assigned to the complaint by faxing or 
mailing it to the Chancellor’s Office. 
 

Mailing address:    or  Fax: (562) 951-4954 
Employee Relations 
401 Golden Shore, 4th Floor 
Long Beach, CA 90802-4210 

 
The file custodian will assign a number and create a grievance file in the Chancellor’s 
Office.  A memorandum will be sent to the campus with the newly assigned case 
number and a copy of the grievance form attached.  If immediate assistance is needed, 
please contact the official custodian of the complaint files.  Currently, that staff 
member is Elena Delgado-Amezcua who may be reached via telephone (562) 951-4425 
or email edelgado-amezcua@calstate.edu.  Once a number is assigned, the campus 
shall provide filings, responses and relevant documentation at all subsequent levels to 
the file custodian.  The campus shall inform the file custodian if a complaint is settled 
at the campus so that the file in the Chancellor’s Office can be closed.  The campus will 
be consulted on any future Chancellor’s Office settlement discussions, provided with a 
copy of the response at the Chancellor’s Office level, and notified when the case file 
has been closed. 
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