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Office Of Fair Housing And Equal Opportunity
Title Eight Automated Paperless Office Tracking System

(TEAPOTS)

/ User’s Initials
Logon Screen

User ID

Enter Password
Site ID || 02# - New York Region (Passwords

need to be

Password [5an0- ] Division of Civil Rights
3600 - NY'S Division of Human Rights updated every
3601 - Rockland Cty Comm.Human Rights 90 days)
3610 - Genewva Human Rights Commission

3b19 -\Westchester County HRC
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Office Of Fair Housing And Egqual Opportunity
Title Eight Automated Paperless Office Tracking System

(TEAPOTS)

Logon Screen

User ID
Site ID || 0000 - Headquarters -

Password

ProcessLogin][ Exit System ]

Application Server Address:hwvauap407.hud.gov
[ Activate Accessibility (Onlv For Jaws Users)

Terms and Conditions: Rules of Behavior

The Office of Fair Housing and Egual A
Cpportunity is granting vou access to
TEAPOTS bkbased our role and
responsikilitcy 1en performing

official government housing

discrimination duties. You shall work
withi the confines of the access
dectermined to be appropriate and shall

not attempt
information
been authorized for v
use.

I agree to:

}) Mot circumwvent or attempt to
cumvent any sSecurity
intermeasures or =salfeguards.
Not share identcidfd ion or

[ Bv checking this box: I understand, accept, and
agree to comply with all terms and conditions of the
above Rules of Behavior. I understand that failure to
comply with these rules could result in a verbal or writfen
warning, removal of svstem access, and/or found gy
misdemeanor punishable by fines of 53,000

New “Rules of
Behavior”
required
checkbox. Must
check each time
you login to
TEAPOTS.
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/3 TEAPOTS ¥ersion 5.5 - Microsoft Internet Explorer

plaints Tracking System - Title VI Edition ord Is 44 Days Old

Search

- .

g Erealtegnqglry i Cases Newly Assigned To You / /
ewly Assigned Cases

B 2 Case Locator Inquiry No.  HUD File No. FHAP éilse No. Case Name Role // Assignor  Date Assmnq’d|

= @ Active Case Eefresh Li

® 8 Administration Ea—

H ETranSferS Pending Remember

& Other Authorities

B 5 Letters © Change

%) On-Line Help your

) About d

g passwor

L) Exit System every 90 dayS

Click here to maximize the

screen. This will reveal the
“Quick Search” function

I_ I_ I_ I_ I_ |\:_-J Local intranet
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/3 TEAPOTS ¥ersion 5.5 - Microsoft Internet Explorer

C 111:-1 atnts Trackin em - Title VI Ediion 415 U Days Vg

Cases Newly Assicned To You

Inquiry MNo.  HUD File No. FHAP Case No. Case Name Role Assignor Date Assidned|

Eefresh List

L Jurisdiction
) Interviews

D Investigation \ Click “+” to expand your

%) Case Management .
L Tracks options
L) Conciliation

L) General Counsel NEVER USE the “X” TO

Q Case Reports EXIT TEAPOTS
) Child Cases

€ Administration
@Tranaﬂara Pending
fﬁ Other Authorities
31 Letters

L) On-Line Help

© About

) Exit System

All commands

will be on the
left hand side

|@ Done I_ I_ I_ I_ I_ |§-‘_J Local intranet



3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer

TEAPOTS - Complamts Tracking Syetem - Title VI Edibon

Cuick Search for Case: search

& Create Inguiry Case Review Search Case Reports Search e Lt L
€| Mewly Assigned Cases Case Summary Search Bottom Of Form Save Search et sl g
B Casze Locator Ingquiry No. |

i) My Cases :

D Locatar Region |New “York Region x|

D Lasj Results Site [All Sites El

<) Saved Searches

5 @ Active Case HUD File No. |Begins withj |
7 & Adrlinistration
1 (B Transfers Pending

FHAP (Case No. |Begins with | |

o &b Other Authorities Case Name |Begins with =] |
Qﬁ{‘iﬂﬂ Contact Date |Betweenj | |
2 About Assessor |None Selected x| iew Steff
O FAQ I
) Exit System Investigator |N|:|ne Selected | _ Miew Staff |
Junsdiction Established I None Selected |
HUD Closure Date |Be1.weenj | |
Click
“Locator” to Complamant
locate cases Last Name |Begins with ~| |

First Name IEleginS with j I

Organization |Ben:_:|ins with ¥ | |

Respondent

Last Name |Begins with = | |

First Name |Begins with v |




3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer

TEAPOTS - Complamnts Traclung System - Title VIII Edition

(Quick Search for search

Case Review Search Case Reports Search Case List View Staff List

@ Create [ngguiry
Bottom Of Form Save Search Clear Criteria

:\ﬁ Mewly Assigned Cases Cide Summary Search

You can search by Inquiry

= 7 Case Locator Tnauirv -
quiry No. |
© My Cases Click “Case : Number
Region |New‘mrk Fegion T|

) Locator
L) Last Results Site [All Sites You can search by

%) Saved Searches HUD Number
HUD File No. |Begins with v | |

= @ Active Case

@ administration _ FHAP Case No. |Begins withj | _— You can search by

5 (& Transfers Pending FHAP Number

A ¢ Other Authorities Case Name |Begins with = | |

&[5 Letters ) \
2 OnLine Hel Contact Date |Betweenj | |

Review Search”

You can search by

j Abaut Assessor |None Selected > Wiew Staff Case Name
L) FAQ -
L) Exit System Investigator |None Selected | _ Wiew Staff |

Junsdiction Established I Mane Selected j

HUD Closure Date |Be1.weenj | |

Complamant
Last Name |Begins with = | |

Fust Name IEleginS with = | I You can also
search by

Organization |Ben:_:|ins with ¥ | |

Last Name |Begins with = | | |

First Name |Begins with v | |

Complainant or
Respondent




3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer

Complants Tracking Syetem - Title VI Edibion

search

Quick Search for Case:

] Create Inguiry Case Review Search Case Reports Search Case List View Staff List
] Newly Assigned Cases Case Summary Search Bottom Of Form Save Search Clear Criteria

= Case Locator
(6] Wy Cazes

) Locator

) Last Results

Inquiry No. | Remember to

Region |MNew'‘ork Region =] change to the
appropriate

Region

Site [All Sites
HUD File No. |Begins with | |

B Before you enter a case,
g check to see if it already
exists in TEAPOTS using
2t the “Case Review Search”
) F-.
) Exit System

FHAP (Case No. |Begins with | |

Case Name |C|:|ntains mNYCHA You can
| also

specify
Agsessor |N|:|ne Selectad j Wiew Staff which Site
to search

Contact Date |Betweenj |

Investigator | Maone Selected Wiew Staff

Junsdiction Established I Mane Selected

HUD Closure Date |Be1.weenj | |

Complamant If you are

unsure of the

Last Name |Begins with = | | spelling, use
First Name |Begins with v | “contains”

Organization |Ben:_:|ins with ¥ | |

Respondent

Last Name |Begins with = | | |

First Name |Begins with v | |




3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer

TEAPOTS - Complamnts Traclung System - Title VIII Edition
search

Quick Search for

Case Review Search Case Reports Search Case List View Staff List

A Create Inquiry
Case Summary Search Bottom Of Form Save Search Clear Criteria

Z Newly Assigned Cases

= Case Locator
%) Wy Cazes
) Locatar
L) Last Results

%) Saved Searche Click “Case

Inquiry No. |

Region |New‘mrk Fegion j
Site [All Sites =l
HUD File No. |Begins with | |

- . :
. Review L G| el
’ AP Case No. |Begins with =

' Search”

: Case Name |C|:|ntains mNYCHA

07 Letters )

2 On-Line Hel Contact Date |Betweenj | |

j About Assessor |N|:|ne Selected > Wiew Staff

L FAQ

L) Exit System Investigator |None Selected _ Wiew Staff |
Junsdiction Established INDne Selected j

HUD Closure Date |Be1.weenj | |

Complamant If you are

unsure of the

Last Name |Begins with = | | spelling, use
First Name |Begins with v | “contains”

Organization |Ben:_:|ins with ¥ | |

Respondent

Last Name |Begins with = | | |

First Name |Begins with v | |




3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer == x|

Complamts Tracking System - Title VI Edition Tour Password Is 1 Days Old

Quick Search for Case: Search

Create Inquiry
A Mewly Assigned Cases

E ' Case Locator

Q My Cases
D Lacatar

T Last Results Complaint | Damages Worksheets | F.I.R.l Determination |

%) Saved Searches
= & Active Case
) Intake

D Jurisdiction Case Print | Including: ™ Assess [ Exemptions [ Plan W ActDecide [ OGC

2 Interdews
2 Investioation Questionnaires: [~ Testing [ Lending I Disability [~ Other Questions

L) Casze Management ral: [~ Update [~ Lefter
) Tracks
L) Conciliation
%) General Counsel
) Case Feports
L) Child Cases
& Administration
& Transfers Pending
& Other Autharities
(Y Letters
L) On-Line Help
) About
L) Exit oy stem

106432 / 02-00-0039-X Minier, Belgica v. NYC]

If you clicked on any case using the
“Case Report Search”, you would
be able to quickly print a copy of

the Complaint, FIR, Determination,

B Bl or Case Print.
JATO




3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer == x|

TEAPCTS - Complants Tracking System - Title VI Edition 5 1 Days Old

Cuick Search for Case: Search

@ Create [ngguiry
& Mewly Assigned Cases

Cases Newly Assigned To You

Inquiry No.  HUD File No. FHAP Case No. Case Name Role Assignor Date Assigned

4 Casze Locator

ﬁ My Lases Refrech List
Locator

L) Last Results

L) Saved Searches

= @ Active Case

2 Intake Click “NeWIy

© Jursdiction Assigned Cases” to
0 Interdews .

2 Investigation view cases newly
L Case hanagernent 2

TS— assigned to you
%) Canciliation

L General Counsel
2 Case Reports
L) Child Cases

® & Administration

% (B Transfers Pending

5 (& Other Authorities

[ Letters

L) On-Line Help

) About

D EAD

L) Exit oy stem

T

A -

L




TEAPOTS Yersion 5.5 - Microsoft Internet Explorer == x|

TEAPOTS - Complaints System - Title VI Edition Tour Password Iz 1 Days Qld
Search

Quick Search fo

@ Create [ngguiry

e You
& Mewly Assigned\Cases

) - .
8 2 o Luca If you don’t find a complaint, you can o ey —
= 4 Case Locator .
) My Cases then create an Inquiry
) Locator

) Last Results

i) Saved Searches
= @ Active Case

) Intake

) Jurisdiction

:jlntewiews Click “Create

Imvestigation s M

L) Caze Management IanIry

O Tracks

©) Conciliation

) General Counsel

) Case Feports

L) Child Cases
® € Administration
® ([ Transfers Pending
= b Other Authorities
= . o o
B ol 1) First, you need to add the information to create a
im new inquiry

- 2) Second, you need to fill in the necessary information

:JE}{it oy stem
OWERE for all fields on the Intake Screen

Inserting a Case is a two step process:




3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer == x|

Comvlants Tracking System - Title VI Edition ol z 1 Daysz Old
search

; Create Inql_.urj,r \/ Create Inquiry Complainant (Last Name, First Name) v.
d Mewly Assigned Cases qymﬂrmaﬁo Respondent (Last Name, First Name)

Please Enter In

Case Location: New York Region
E ' Case Locator N
';} My Cases ase Name: |
':J' Locator Complainant’s Firstname: |

) Last Results
%) Saved Searches
= & Active Case

Complainant’s Lastname: |

/ Complainant’s Organization
Complainant’s Organization: |

%) Intake Respondent’s Firstname: |
‘Jw Respondent’s Lastname: | R dent’s O izati
D Inteniows : / espondent’s Organization

Q Investigation Respondent’s Organization: |

:;a' Caze Management Case Issue: |N|:|ne Selected j
2 Tracks .

— Case Basis: Mone Selected v

%) Canciliation I J

Initial Contact Method: [None Selected =

iolation Date: I Violation City: | —]

L General Counsel
) Case Feports

L) Child Cases . i ]
e —esane jolation State: Mone Selected b Violation County: Mone Selected =
gﬂndministratinn I J I J .\
Transfers Pendin . . .
&b Other Authnritiesg In which State did the violation occur? Sl In which County did the violation occur?
5 Letters (Select State using dropdown menu) (Select County using dropdown)

; In which City did the violation
_‘_j On-Ling Hel Remember to Save Y 5
) About When did the last discriminatory act occur? Ty occur
DFAQ How did the Complainant contact
5 .
:J E}ut 5 stem When did the Complainant first contact you? you? (Select Contact Method using
What happened? (Select issue using dropdown) Why did it happen? (Select Basis using dropdown)

dropdown)




) TEAPOTS Yersion 5.5 - Microsoft Internet Explorer

vatem - Title VIIT Edition

Search

g 2 Days Old

=18 x]

. Create Inguiry

Create Inquiry

A Mewly Assigned Cases

Please Enter Inquiry Information

New York Region

IDDE, Jane . Smith, John

# Casze Locator —
& Active Case ase Hame
&4 Adrministration Complainant’s Firstname: I._Iane
.

& Transfers Per.u.:ilng Complainant’s Lastname: IDDE
¢ Other Autharities ) o
3 Letters Complainant’s Druamzatmn:l
L) On-Line Help Respondent’s Firstname: |J|:|hn
L) About
A Respondent’s Lastname: Srmith
LD FAQ |

L) Exit System
Case Issue;

Case Basis:

iolation Date;

Initial Contact Date:

iolation State:

Respondent’s Organization: |

I 300 Discriminatory refusal to ell

ICDIDr

IEIB,-"EIS,-"EEIEIE
IEIB,-"EIZ,-"EEIEIE

INew otk

Initial Contact Method: I Internet j
Violation City: INew “ork
j WViolation County: I e vork Caunty j

" QOWERED BY

JATO

| Sawve Inouiny I

Remember to Save
Inquiry

Lﬂhl NeAe

I_ I_ I_ I_ I_ &S] 1 Aral imbe amak



Y TEAPOTS Yersion 5.5 - Microsoft Internet Explorer

Quick Search for

erm - Title WIIT Edition
Search

latnits Traclin

A Create [nguiry
& Mewly Assigned C3

# Case Locator
D Wy Cazes

) Locatar

) Last Results

%) Saved Searches
= @ Active Case

&3 Administration
& Transfers Fending
& Other Authorities
H [¥ Letters

L) On-Line Help

) About

) Exit System

Remember to save
the information

oawve Changes I Refreshl

Ihsert Becord |

Delete Becord | Exit Screen Exit Screen

|
Complainants/Claimants

First Name m-ﬂ}:lJane

Last Name: IDDE

Organization: |

Address Line 1: |1 23 Main Street

Address Line 2: |f-\pt# 7a

City: |New York
Home Phone: |21 2-123-4567

Date Of Buth: I

State;l Mew otk

Make sure you enter how the

Work Phone: |

Complainant learned of the Fair

Housing Act or Complaint

How Leammed Of FHAct/Complaint: IHLJD Office

Complainant Contact Persan

Complamt Signed? V¥

Cormplainant Fepresentative

Cormments

€< <|

Fecord: 1 of1

. Make sure the

Use this to scroll
between records
The Complainant’s contact person’s
information is entered here

Complainant has signed
the Complaint form

Use this to scroll
between records

The Complainant’s attorney'’s

information is entered here

|".'ﬂh| arrlaicacnke s sk e

I_ I_ I_ I_ I_ &S] 1 Aral imbe amak
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TEAPOTS - Complamnts Traclung System - Title VIII Edition
Cuick Search for Case:|HEREEE Search

Create Inguiry
A Mewly Assigned Cases

Remember to save oawve Changes | Fefresh Page | Exit Screen

) the information —

- Case Locator When did it happen?
& Active Case
& Adrministration Date of most recent violation: IDB;DE;EDDB
(& Transfers Pending ™ Is violation continuing?
¢ Other Authorities /
(¥ Letters MI
%) On-Line Help The discriminatory
) About : ; act must have
DEAQ Clld e i e occurred within one

violation is ongoing year of the filing date

L) Exit System

JATO




7} TEAPOTS Yersion 5.5 - Microsoft Internet Explorer

TEAPOTS - Complaints Trackjpastasta o SIILE diies o CHIEKHEIE (O CEICtE an
issue

Quick Search for Case: Rl Ellids her,e eyl el
ISsues

\

Remember to save sawve Changes | Refreshl Add lszue | Delete lssue | Exit Screen |

the information
i What Happened?
+ Casze Locat . ; . . . . .
ase batator Describe what happened that the complamant/claimant considers discriminatory.

& Active Case
& A drminictration What happened: —

& Transfers Pending
& Other Authorities
(¥ Letters |

Ej On-Line Help ISSTES: Lending Questionnaire
) About —

DFAQ

L) Exit System

Create Inguiry
A Mewly Assigned Cases

H

HEEE

300 Discriminatory refusal to sell 804a or

These are the issues that have

been selected

POWERED BY

JATO




TEAPOTS Yersion 5.5 - Microsoft Internet Explorer ' == x|

: m - Title VI Edition Tour Password Is 2 Days Cld
or Case: |l search

@ Create [ngguiry
& Mewly Assigned Cases

Add lssue | Cancell

ek b S th Add Issue

o Caze Locator Click here to add the T 1 »

B @ Active Case issue after selecting it Highlight issue to add and Click " Add Issune

® & Administration 300 Discriminatory refusal to sell -
= @ , 301 Discriminatory refusal to negotiate for sale
Transfers Per.u.:ilng 302 Discriminatory refusal to sell and negotiate for sale
- & Other Authorities 310 Discriminatary refusal to rent

® (3 Letters 311 Discriminatary refusal to negatiate far rental

L) On-Line Help 32 Discriminatory refusal to rent and negotiate for rental
) About 320 Discriminatory adverising, statements and notices
B FAQ 321 Discriminatory adverisement - sale

- : 322 Discriminatory advertisement - rental

L Euxit System 323 Selective use of adverisements media or content
324 Failure to comply with adwverising guidelines

330 False denial or representation of availability

331 False denial or representation of availability - sale
332 False denial or representation of availability - rental |

Select all applicable issues
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Complants Tracking Syetem - Title VI Edibion
Cuick Search for Case:|HEREEE Search

: Create Inguiry Remember to save
7 Mewly Assigned Cases the information
Why did it hegpen?

Sawve Changes Fefresh Fage Exit Screen Exit Screen

+ Case Locator

& Active Case oLy L FAMILIAL STATUS
& Administration [" White Sl [T Children under 18
™ Black or African American " Male

& Transfers Pending [ Pregnant Female

b Other Autharities I American Indian or Alaska Native [ Female [T Securing Custody
[ Letters [" Asian I Harassment r Design:e of Clls;uﬂiau
L) On-Line Help [T Hawaiian or Pacific Islander ™ Non-Specific
L) About ™ Asian or Pacific Islander* ¥ COLOR
Drag MULTI-RACIAL
L) Exit System ™ American Indian or Alaska Native NATIONAL ORIGIN
and White ™ Hispanic or Latino
" Asian and White [ Not Hispanic o m
r‘:?l:;;k or African American and | [ Religion I

" American Indian or Alaska Native HANDICAP
and Black or African American [ Mental Disability
" Balance (All Other Multi-Racial [~ Physical Disability

Combinations)

" RETALTATION

Dizability Cluestionnaire

* Historical Value Only, Do not Mo dify

4 A T Q Click all applicable bases

Please note that only HUD bases are
available in this field
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tem - Title WII Edition

search

& Create Inquiry

2 Newly Assigned Cases
Exit Screen |
+ Case Locator Names, Addresses, Etc.

& Active Case Number of Parties
& Adrministration
& Transfers Pending |
deb Other Authorities |
(37 Letters |
2 On-Line Help |
) About |
|
|
|
|

Complamants/Clammants

Other Acaieved Parties

Complamant Representatives

Complamants Contact Persons
Others Treated Differently

Others Treated The Same

DFAQ
L) Exit System

Other Witnesses

Respondents
Respondent Representatives

o|=|olo[o|o]| o] o] =]

This will help you keep track of all of

your records by showing you what
you have entered. Click on a
category to go to that record.

POWERED BY

JATO
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TEAPOTS - Complamts Tracking System - Title VI Edition 52 Days Old
Cuick Search for Case:|HEREEE Search

& Create Inguiry Jurisdiction In Edit Mode
1) Newly Assigned Cases sawve Changes I Add To iy Cazes | Fefresh Fage | Ewit Caze |
- Case L New York Region - Open with no transfer records
® o~ Cage Locator —_— ——
= @ Active Case HUD Junsdiction Established: INl:lt et 'I Date Form Sent: I
;}M Inquiry/Clamn Date Closed: I HUD Date Filed: I
durisdictian
D Interviews Why Closed: IN':'”E Selected | |Date Notification Sent: I
) Investigation Date Inquiry Reopened: I Date Complamnt Reopened: I
ﬁ?asihdanauement Wiy Inquiry Feopened YWhy Complaint Reopened
racks . . S .
2 Conciliation " Referved To Other Authonity R eactivation Date: I—
L) General Counsel Pl REEE D Feactivation Reasan
D) Cacaancs
WY  Click here to access Federal Funding to Respondent or Property? Processing Responsibility? HUD
SR}  FHAP Referral Data T Yes " No @ Don't Know |Dual Filing Status Unknoswn » |
% (& Transfers Pending Types of Federal Funding
% ¢ Other Authorities ) ] _ ,
B 3 Letters Conduct Concmrent E‘ncessulg‘?l Daon't know 'I Refusal Dﬂte:l
2 On-Line Hel Other Authorities Applied Fiefusal Reason |

_’j About 284660 / Doe, Jane v. Smith, John
D FAQ

L) Exit System




Y TEAPOTS Yersion 5.5 - Microsoft Internet Explorer =] x|

TEAP laints Tracking etn - Title VI Edition
Quick Search for Case:|[RELEIIERE Search
A Create Inquiry Remember to save : ;
2 Newly Assigned Cases the information Save Changes | Refresh | Exit Screan Exit Screen
Other Applicable dthorities
# Case Locatar C'ase Number:
= @ Active Case ) o
D Intake r | Title VI of 1964 Civil Rights Act
ﬁ Jurisdiction W |I32—IZIEI—IZI1 30-4 Section 504 of 1973 Rehabilitation Act
2 Interviews
B Investioation r I Section 109 of the Housmg and Cormunmuuty Development Act 0f 1974
L Case Management r I Executive Order 11063
&) Tracks
e . 3 - ey 17207
2 Conclliation r | Executive Ovder 12892
%) General Counsel r | Executive Ovder 12898
L) Case Report _
z oo " ERALS ¥ [02-03-0086D Americans With Disabilities Act of 1990
i) Child Cases
& Administration r I Age Discrimmation Act of 1975
.
Egtahn;feﬁrjtfnerﬂ?;r;g r I Title IX of the Education Amendments Act of 1972
(¥ Letters
Q‘ On-Line Hel If the Complaint is generated
,-J About as a result of a natural
Qm disaster, please indicate it in
%) Exit System the Title IX section using the

name of the natural disaster.
(l.e. Katrina, Rita)

|".'ﬂh| I_ I_ I_ I_ I_ &S] 1 Aral imbe amak



4} TEAPOTS Yersion 5.5 - Microsoft Internet Explorer

d Iz 3 Days Old

Create Inquiry
A Mewly Assigned Cases

' Case Locator
= @ Active Case General | Junsdictional Flements \I Theornes Of Discrimination
L |ntake
) Jurisdiction
) Interiews
%) Investigation Flanned Interiew Motes
) Case Management
L Tracks Documents Meeded Reminder Motes
L) Conciliation
%) General Counsel
L) Caze FHeports
L) Child Cases
& Administration
(& Transfers Pending
dh Other Authorities
(37 Letters

Other Data

%) On-Line Help
2 About Click on Jurisdictional
Y EAQ Elements

%) Exit System

F

JATO




TEAPOTS ¥ersion 5.5 - Microsoft Internet Explorer

mplaints Tracking System - Title WVIIT Edition Tour Password Is 3 Days Old

R020905778 search

=18 x|

A Create [nguiry
F .
A Mewly Assigned Cases

® ' Case Locator
= @ Active Case
© Intake
) Jurisdiction
L) Interviews
%) Imvestigation
%) Case Management
) Tracks
) Conciliation
L) General Counsel
L Case Reports
L) Child Cases
# & Administration
® (B Transfers Pending
& Cither Authorities
3 Letters
L On-Line Help
© About
L) Exit oystem

L =

oawve Changes | Exit Screen |

; hI:tp:,.-",.-"hwvauap4l]T.hud.guv:Bl]Bl],.-"EcumpIaints,.-"main,.-"PagSingIEMEmu?PagSingleﬁl r - | Ellﬂ

Imvestination - Jurisidictional Elements.
ELEMENT: Complainant =

STATEMENT: Complainant iz member of protected class, associated with nember of
protected class or organization whose purpose is to further fair housing.

SUPPORTING INFORMATION:

ELEMENT: Standing

STATEMENT: Complainant has been injured by wiolation of Act. . .
Type in the supporting
SUPPORTING INFORMATION:

information for each element

ELEMENT: ERespondents

STATEMENT: Each respondent iz responsible for a transaction alleged to be in
violation of the act, and how.

SUPPORTING INFORMATION:

=

J Save Changes | Exit Screen
| | =
|:E:| Elapsed time = 00:31 I_ I_ I_ I_ |_ |\:J Local inkranet v

|:E:| Irwvestigative Flan

I_ I_ I_ I_ I_ |\:.J Local intranet
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Cuick Search for Case:[USIEIERE Search

@ Create [ngguiry

1) Newly Assigned Cases oawve Changes | Exit Screen |

® 7 Case Locator
= @ Active Case General | Junisdictional Elements | Theories Of Discrimination
) Intake
) Jurisdiction W
) Interviews
%) Investigation Flanned Interview Motes
%) Case Management
(%) Tracks Documents Meeded Reminder Motes
L) Conciliation
) General Counsel
) Case Heports
L) Child Cases
® €& Administration
% (& Transfers Pending
5 dh Other Authorities

(3 Letters

) On-Line Help Click on Theories of

L) Ahaut Discrimination

L) Exit System

Other Data

*
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TEAPOTS - Complamnts Traclung System - Title VIII Edition
Cuick Search for Case:[USIEIERE Search

@ Create [ngguiry _
1) Newly Assigned Cases oawve Changes | Exit Screen |

B Case Locator

2 @ Active Case General | Juisdictional Elements | Theories Of Discrimmation
:;" m. . Note:To delete a theoty, select the theoty checkbox Select all data on the
- ‘wﬂ memo screen and press the Delete key, Click Est Screen to return to the
:}j % Investigation screen
nwestigation
L) Case Management Case Issues
) Tracks |332 Falze denial or representation of availahility - rental 8044 -
L Conciliation ™ Overt T
L) General Counssl
2 I~ Unequal Treatment
Caze Reports . )
B Child Caces I™ Disparate Impact Select zjlll applicable
© & Administration - Hara.ssment. ISSU€s
% (& Transfers Pending r Hosple Enwironment _
© b Other Authorities I Design And Construction . o
® (3 Letters I Reasonable AccommodationModification
*j' On-Linge Hel Select Federal Funding To Display
i % | Mo Federal Funding awvailable! j Update |

Select Other Authonties To Display

L) Exit Syster
|Seu:ti|:|n 04 of the 1973 Fehabilitation Act j Update

™ Systemic

[ Other Theories Of Discrimination Must complete for each
Case Issues
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m - Title VIII Edition Tour Passw
Search

“':55 Create Inquiry
A Mewly Assigned Cases "B

»~ Case Locator | -] I
= @ Active Case
© Intake
© Juisdiciion Do Not Enter Notes
) Interviews
D Investigation
%) Case Management
© Tracks =
% Conciliation Check Spelling |
) General Counsel Summary:
) Case Heports ﬂ
L) Child Cases
€ Administration
(& Transfers Pending
¢ Other Autharities
(¥ Letters
L) On-Line Help
© About
L) Exit System

is iInfformation will appear in the Determinatio
Save Changes | Exit Screen Helpful Hint:
Type Summary of

&) Eleped time = 0019 Respondent’s Defenses in
POWERED B MS Word, then cut and paste
JATO into this section because you
may get logged out if too

much time elapses.

, [ il
Remember to save
the information
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TEAF laints Traclon erm - Title WIIT Edition
Quick Search for search
] Create Inquiry Remember to save
7 Newly Assigned Cases the information sawve Changes I Exit Screen )
. Documents
»- Casze Locator
= & Active Case Document . Method Date
; D t Natuar Who Provided . .
L) Intake ocuinent Hature Date 1o Hrovidet Obtamed Obtamed
D Jurisdiction — |[HUD 903 09/02/2008  COMPLAINANT |CORRESFONDE. |08/03/2009) ‘j
L Interviews
. hemao | Delete |
%) Imvestigation
) Case banagernent F"revim/a 100 Insert A Mew Document Fecaord Mext 100 \
L) Tracks [ \
D Conciliation )
L) General Counsel Click here to add a Method by which the
T Case Reports Date on the Document New Document Investigator received the
) Child Cases Record document

& Administration

& Transfers Pending
(& Other Autharities Nature of the Document
(¥ Letters
) On-Line Help
2 About

D FAQ

L) Exit Sy stem

Date the Document was
received by the Investigator

POWERED BY

JATO

Lﬂhl (T Ty I_ I_ I_ I_ I_ &S] 1 Aral imbe amak
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Quick Search for Cs

latnits Traclin

ern - Title WIIT Edition wt s 2 Days Old
Search

=18 x|

Create Inquiry
A Mewly Assigned Cases

# Case Locatar

Choose

applicable
reason(s) for
100t Day letter

POWERED BY
JATO

Reme‘mberto.save Save Changes | Exit Screen |
the information 7

100-Day Letter Heason);

=

FHAP 100-Day Letter Date:

[T 1. Complete interviews with parties andfor witnesses

7 2. Subpoena (formally request) documents related to the mvestigation or arrange other formal
information gatherng

[T 3 Conduct an on-site investigation

[T 4. Conduct more mvestigation because the information gathered so far shows aneed for more
irvestigation and analysis

7 5 Inchude other HUD program offices andfor State, local or other federal agencies in the
investigation

™ 6. Make additional efforts to conciliate (settle) the complaint

[T 7. Determine whether there 15 further support for information provided by parties or witnesses

[T 8. Analyze issues mvolving new or complicated areas of law

™ % Conduct a legal analysis of information gathered duning the investigation

7 10. Allow additional review by the Tnted States Department of Tustice or State and Local legal
agencies

7 11. Finish writing a repott of the investigation

[T 12. Amend the complaint to add or delete parties or claims or make other changes

[T 13. Special issues have come up in this case requiring additional time. Specifically,

Projected Completion Date: I

Point Of Contact Mame: |

Point Of Contact Office: [ Nane Selected |

|:é:| Daone

Please note that the reasons selected will appear on the 100t Day Letter that will be sent

to all parties

|5 Local intranet



3 TEAPOTS ¥Yersion 5.5 - Microsoft Internet Explorer == x|

TEAPOTS - Complamnts Traclung System - Title VIII Edition

Cuick Search for Case:[USIEIERE Search

& Create Inquiry

v _ Cases Newly Assigned To You
ed Mewdly Assigned Cases

) Inguiry HNo.  HUD File No. FHAP Case No. Case Name Raole Assignor Date Assigned
#* Case Locator L i i

= @ Active Case
2 Jurisdiction
D) Interviews
6 Investigation
) Case Management
D Conciliation
) General Counsel
D) Caze Heports
) Child Cases
€ Administration
(& Transfers Pending
¢ Other Autharities
(¥ Letters
L) On-Line Help
) About
DFAQ
L) Exit System

Fefiesh List

Always Exit TEAPOTS using

this function

POWERED BY

JATO
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