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Attachment 3 - EEOC Checklist  
 

EEOC SUIT CHECKLIST 
 
The following items are essential for processing your case.  Please use this checklist to make sure you 
have included all necessary items which are applicable to your claim. 
 
[   ] Did you fill out the complaint form legibly and completely?  
 
[   ] Did you attach one copy of the Right to Sue Letter from the E.E.O.C. and the envelope in which 

it was received to your complaint?  (Not applicable to ADEA and EPA claims or federal civil 
service employees). 

 
[   ] If a determination was made by the E.E.O.C. in your case, did you attach one copy of that 

determination to your complaint?  
 
[   ] Did you attempt to contact any attorneys?  Did you utilize the reference lists provided at the end 

of the complaint package in your attempt to retain an attorney? 
 
[   ] If you are not being represented by an attorney and want to be represented by a court appointed 

attorney, did you complete the Request for Appointment of Counsel form? 
 
[   ] Did you complete the Application to Proceed In Forma Pauperis Form?  (Applicable to those 

who wish to have appointed counsel and/or those who wish to represent themselves but cannot 
afford filing and service of process fees). 

 
[   ] Did you complete the USM-285 and summons forms for each defendant?  (These forms are for 

service of process). 
 
[   ]  Did you file with the court the original and one copy of the above forms which are applicable to 

your case? 
 
[   ] Did you provide corresponding additional copies of your complaint and right to sue letter for 

each of the defendants you are suing?  (Copies are needed for service of process). 
 
[   ] Did you pay the $350.00 filing fee?  (Not applicable to those applying to proceed in forma 

pauperis).  Note:  The court may either grant or deny the Application to Proceed In Forma 
Pauperis.  If the court denies the application, you must pay the filing fee and the service of 
process costs or your complaint will not proceed through the court. 

 
It is very important that you print legibly throughout these forms so that the 
judge reviewing your case can read your claim and make proper decisions 
concerning your claim.  If writing space is insufficient for complete answers 
on any question, you may attach additional pages. 
 


