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County of Burleson
External Complaint Process Flowchart

Complainant, who believes they have 
been discriminated against under Title VI, 
completes and signs External Complaint
form. Completed External Complaint form
is provided to Title VI Coordinator or to 
the County Department/Office where the 
grievance occurred.

Who received the 
External 

Complaint Form?

Title VI Coordinator logs discrimination 
complaint and provides written 
acknowledgement of receipt within 10 business 
days of receiving complaint. Coordinator also 
initiates review and investigation.

Was the complaint 
filed within 180 

days from alleged 
discrimination?

Department logs discrimination complaint 
and forwards complaint to Title VI 
Coordinator within 48 hours of receipt.  
Log of all complaints received must be 
sent to the Title VI Coordinator  each 
month.

Complaint closed due to untimeliness 
or missing information.  Notice is sent 

to complainant.

Is complaint 
Transportation 

related?

Complaint is forwarded to 
TXDOT for investigation 
within 10 calendar days of
receipt.

Title VI Coordinator will contact the 
complainant in writing no later 
than thirty (30) business days after 
receipt of complaint for additional 
information.

Is additional 
information 
required?

Did complainant 
provide the 
requested 

information in a 
timely basis?

Written investigation report is 
provided to the DA-Civil Litigation 
Division for review.  

Final written response letter is sent 
to complainant within 10 business 
days of completing the 
investigation.  Complainant advised 
of right to appeal.

Did Complainant 
file written 

appeal with the 
County?

Title VI Appeals Process is 
initiated by Title VI Coordinator 
and final decision is determined 
by Title VI Appeal Committee.

Complaint closed. Copy of 
investigation determination is 

forwarded to appropriate state or 
federal agency, if applicable.

Has the County 
extended or waived 
the filing deadline 
for this complaint?

Investigation of complaint is 
preformed and completed within 60 
calendar days.  

Title VI Coordinator provides 
complainant with a copy of the 
final appeal decision and may 
take any recommended action, 
if necessary.
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