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63 CASE MATERIALS AND CASE REPORTING:  

63.1 Prepetition correspondence:  All incoming and outgoing correspondence relating to representation
matters for which no petition has been filed, and other memoranda and notes concerning potential
petitions, is retained in a file designated as “prepetition correspondence.” When a case is opened,
related prepetition correspondence is removed from the prepetition file and placed in the open case file
(CHM 2).

63.2 Docketing a petition:  

63.2.1 Date stamping:  All incoming mail is date-stamped on the back of the first page. Letters, documents,
etc. of two or more pages are also date-stamped on the back of the last page. Each incoming envelope
is date stamped and retained with the correspondence until such time as the correspondence becomes
a part of the case file and it is determined that the envelope is not needed to resolve any timeliness
issue.  The date of receipt is inserted on the top of the petition form in the space provided.

63.2.2 Assigning a case number:  

63.2.2.2 FLRA Form 21:  All petitions filed on FLRA Form 21 are assigned a case number consisting of the two
letter designation of the region, followed by the letters “RP”, followed by a five digit number.   The first
digit reflects the last digit of the fiscal year in which the petition is filed and the other four digits reflect
the last sequential number for representation cases filed in the region during the fiscal year.

63.2.2.3 FLRA Form 24:  Petitions for national consultation rights are filed on FLRA Form 24 and are assigned
a case number consisting of the two letter designation of the region, followed by the letters “NCR”,
followed by a five digit number.  The first digit reflects the last digit of the fiscal year in which the
petition is filed and the other four digits reflect the last sequential number for representation cases filed
during the fiscal year in the region.

63.2.2.3 FLRA Form 26:  Petitions for consultation rights for government-wide rules and regulations are filed on
FLRA Form 26 and are assigned a case number consisting of the two letter designation of the region,
followed by the letters “CR”, followed by a five digit number.  The first digit reflects the last digit of the
fiscal year in which the petition is filed and the other four digits reflect the last sequential number for 
representation cases filed in the region during the fiscal year.
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For example, if four petitions were filed on the same day Fiscal Year 1996 in the Atlanta Region, they
are assigned numbers as follows:

a. Petition seeking an election:  AT-RP-60001;

b. Petition seeking clarification of a matter relating to representation:  AT-RP-60002;

c. Petition seeking a determination for eligibility for dues allotment:  AT-RP-60003;  and

d. Petition seeking national consultation rights:  AT-NCR-60004.

63.3 Petition filed in the wrong office:  CHM 8 and 10 discuss where to file petitions and the date of filing. 
If a petition is filed in the wrong Regional Office, that petition is “received by the appropriate Regional
Director” in accordance with the regulations when the correct Regional Office is contacted and a case
number is obtained (if possible, over the phone and on the day of receipt in the wrong office).  A copy
of the petition is faxed to the appropriate Regional Office and the original mailed.  A copy of the petition
is retained in the incorrect Regional Office*s correspondence file.  Upon receipt of the petition, the
proper Regional Office may proceed with processing the case.

63.4 Transfer, service and consolidation policies between regions:

63.4.1 Duty to provide copies of petitions to other regions:    When petitions are filed that:

a. involve nationwide or agency-level consolidated units and appear to involve matters having
national impact (CHM 8); 

b. request to consolidate existing units that extend beyond the region’s jurisdiction to other
Regional Offices (CHM 8); 

c. seek an election in a nationwide bargaining unit; or 

d. seek an election in a unit that the agency contends is inappropriate because a nationwide unit
is appropriate,  

Regional Directors send copies of these petitions to other Regional Offices.  Cases may be pending in
the other regions that could affect processing the petitions and vice versa  (see also CHM 20.1.1).
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63.4.2 Consolidation of cases within a region:  Whenever it appears necessary in order to effectuate the
purposes of the Statute or to avoid unnecessary costs or delay, the Regional Director will consolidate
cases within the region (FLRA Form 45). For example, the Regional Director may consolidate cases
where separate representation petitions involving the same activity have been filed in the same region.
When the Regional Director decides to consolidate cases and issue a notice of hearing at the same
time, s/he issues an Order Consolidating Cases and Notice of Hearing (Figure 29.8A).

63.4.3 Transfer and consolidation of cases in different regions:  Whenever it appears necessary in order
to effectuate the purposes of the Statute or to avoid unnecessary costs or delay,  Regional Directors
may consolidate cases within their own region or may transfer cases to any region for investigation
and/or consolidation with any proceeding pending in the other region. § 2429.2.  See GC Management
Memoranda 99-1 and 99-2 for further guidance.  See also CHM 8.

63.4.4 Transferring cases:  When a  region transfers a case, the region issues an Order Transferring Case.
If a transferred case is consolidated with another case pending in the new region, a FLRA Form 45,
Order Consolidating Cases, is issued by the region receiving the case. 

63.5 Case file contents: See CHM 26.2.

63.6 Submission of documents to the Office of the General Counsel:  The Regional Office is required to
send copies of the following documents to the Office of the General Counsel:

a. A copy of each petition, including attachments which explain the purpose of the petition and
the results the petitioner seeks, and any amendments;

b. A copy of an approved Election Agreement or Direction of Election;

c. Decisions and Orders;

d. Notice of Representation Hearing and any attachments to the Notice including the letter
outlining issues for the hearing, other than FLRA Form 1014;

e. Orders; and

f. Certifications, clarifications, amendments and revocations.
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