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National Treasury Employees Union Chapter 46

1100 Commerce Street, MC 1700 DAL, Room 833

Dallas, TX  75242-1027

Voice: 214-413-5555, Fax: 214-413-5560


Date:
September 25, 2009

To:
XXXXXX, Territory Manager, Territory X, SBSE


From:
XXXXXX, Steward, NTEU Chapter 46


Subject:
Information Request for Oral Reply of XXXXXX
NTEU Chapter 46 Tracking Number
Pursuant to 5 U.S.C. 7114 (b) (4) and applicable sections of our contract, the Union hereby requests all documents and other material over which the agency has control, including computer data, that contain the information described below.  To the best of our knowledge, such information is in the exclusive control of the agency.  It is necessary and relevant to the Union's investigation, initiation, and/or processing of the above referenced matter in its capacity as exclusive representative of bargaining unit employees of the agency, and such information is not otherwise available to the Union.

1. This information is needed to determine whether the Agency’s proposed action will promote the efficiency of the Service.

2. This information will be used to determine whether the Agency fulfilled its obligations to properly and clearly communicate procedures that enabled the employee to follow directives from the supervisor.
3. These documents will be used in connection with verifying and validating the supporting evidence to be able to perform the Union’s representative responsibilities under the statute.

Please notify the contact person identified above in writing within 10 calendar days if the agency requires additional clarification of this request, additional time to process this request, or otherwise encounters substantial difficulty in responding fully to this request.

Please promptly deliver all information to the above-specified contact person at the Union office.  In the event that the agency denies any portion of this request, please provide the remaining requested information to the Union office as soon as possible.

Please provide a copy of all written documentation containing evidence relied upon which form the basis for the reasons and specifications of the proposal.

Reason 1:

Specification 1 –

a. Employee’s name that made the allegation to TIGTA and the employee’s leave records

b. Leave records of xxxxxxx from and including pay period 17 of 2003 through pay period 13 of 2004

c. Leave records of xxxxxxx from and including pay period 17 of 2003 through pay period 13 of 2004

Reason 2:

Specification 1 –

a. Copies of all directives

b. Print of the “work awaiting approval screen” on ERCS for 03/17/2004

c. A list and copies of closed cases for March 18 and 19

d. Written procedures for closing a case

e. Documentation showing average time required to close a case

f. Management documentation and recordation of event

Specification 2 – 

a. Provide copies of the 11 cases that were found or a list of the cases

b. Form 3210 or documentation showing when cases were mailed

c. Copies of cases that were not closed

d. Management documentation and recordation of event

Specification 3 –

a. Purchase card guidelines

b. Instructions and documentation showing that she was instructed about ordering of supplies

c. Copies of the supply order form

d. Management documentation and recordation of event

Specification 4 – 

a. Dates and documentation of discussion with employees regarding employee failure to timely and accurately submit payments from Taxpayers to the Teller Unit

b. Form 3210 for 04/15/2004

c. Notice from the Teller Unit

d. Copy of the Taxpayer’s remittance/check

e. Management documentation and recordation of event

Specification 5 –

a. Copy of Form 3210 dated 04/20/2004

b. Copy of the notice received by the manager

c. Copies of all checks and remittances listed on the 3210 for 04/20/2004

d. Copies of all notices/documentation prepared by manager to employee

e. Management documentation and recordation of event

Specification 6 –

a. Notice dated 01/26/2004

b. Copy of the 3081 for May 17, 2004 for the employee

c. Supervisor’s memo dated 01/26/2004 stating expectations regarding requesting leave in advance

d. Management documentation and recordation of event

Specification 7 –

a. Documentation for or about May 17 showing any instruction s that indicate that secretary was instructed to closes cases that day

b. Copies of the screen(s) that show that no cases were closed

c. List of higher priorities for that day

d. Management documentation and recordation of event

Specification 8 – 

a. List of secretarial priorities for May 20, 2004

b. Copy of screen that shows that no cases were closed

c. Management documentation and recordation of event

Specification 9 –

a. Any written instructions for processing case transfers

b. Two-way memo dated 04/07/2004

c. List of dates and Form 3210 showing when cases were transferred

d. Copy of screen that shows that no cases were closed

e. Management documentation and recordation of event

Reason 3:

Specification 1 –

a. All copies of documents found

b. Procedures for opening mail

c. Management documentation and recordation of event
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