IMIP Checklist 

Before you finalize your Initial Management Inquiry Process (IMIP) checklist, make sure that you: 

□      Advise all parties of the need for confidentiality and its limitations.
□      Advise all parties of your responsibility to conduct an inquiry and mention the potential for requesting further investigation by Human Resources.
□      Investigate promptly. Conduct a thorough and impartial inquiry. Get detailed facts from the parties involved (e.g., who, what, when, where, why, and how). Follow all procedures in this publication and conduct a thorough impartial inquiry. Use the guidelines in this publication for interviewing the alleging harassee, alleged harasser, and all witnesses. Use additional sheets as necessary.
□      Take immediate remedial action when necessary (e.g., separate employees and offer counseling). Consult with the Manager, Human Resources, in your local district or area office (for HQ and HQ field units, the next-higher-level manager).
□      Advise all parties that retaliation against any person for reporting or providing information on potential harassment is illegal and will not be tolerated.
□      Follow up with the alleging harassee to advise on what he or she can expect to occur during the inquiry, and keep the alleging harassee advised of the progress of your inquiry.
□      Remember that the inquiry is an ongoing process; invite all persons interviewed to come back if they have more facts to add.
□      Take prompt disciplinary action where appropriate, after consulting with Labor Relations.
□      Advise harassee of his or her rights with regard to resolving the complaint.
□      Convey the Postal Service’s commitment to eliminating harassment and your responsibility to see that a fair, impartial, prompt, and thorough investigation of the alleged misconduct takes place.
□      Contact the Manager, Human Resources (or designee), promptly after receiving a complaint.
□      When the IMIP is complete, submit all forms under confidential cover to the local district or area Manager, Human Resources (for HQ and HQ field units, the next-higher-level manager). The Manager, Human Resources, or the next-higher-level manager reviews the information to ensure that the inquiry is appropriately resolved.
 
