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 N T E U Chapter 46
1100 Commerce Street
Memorandum
MC 1700 DAL, Room 833

Dallas, TX, 75242-1027

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


Date:
xxxxx

To:
John Smith


Chief, Austin Labor Relations Section


From:
(steward’s name) 



NTEU Chapter 46 Union Steward


CC:
James Rucker



Chief Steward, NTEU Chapter 46


Re:
Grievance of (employee’s name)
(grievance number)


Information Request – (state type of grievance i.e. Appraisal)

Pursuant to 5 U.S.C. 7114(b)(4) and Article 13, Section 5 of the National Agreement-Internal Revenue Service and National Treasury Employees Union, in order to represent (employee’s name) in his/her grievance regarding his allegation that the Agency failed to make the appraisal fair and objective and/or measure the actual work performance and/or counsel the grievant on an on-going basis as needed with a decrease in performance.  I hereby request the following information:

1. All performance documentation given to the Grievant and/or used by the Agency to appraise the Grievant’s performance during the period in question covered by the subject appraisal.

a. This item is necessary and relevant to determine whether the Agency fulfilled its obligations to properly, fairly and objectively appraise the Grievant pursuant to the parties’ agreement in regard to Evaluative Recordations.

b. This document necessary and relevant to review whether evaluative recordations were provided to the Grievant in a timely manner and were based on a reasonable sample of the employee’s work and/or whether statistics were used.  It will also be used to determine whether actual work performance was measured and whether the Agency provided counseling if the employee had a decrease in performance.

2. Performance Elements and Standards for the Grievant’s position, showing the Grievant’s signature and date of receipt.

a. This item is necessary and relevant to determine whether the Grievant was held accountable or responsible for the proper elements and standards and whether the Grievant was notified of his/her elements and standards timely. 

3. Appraisals given to all other grade ____ employees performing in the same position as the Grievant and appraised by the same supervisor, (name of supervisor), during the period from ________ to _________.
a. This item is necessary and relevant to determine whether the performance appraisal system was applied uniformly across all the employees in the Grievant’s group.

b. These appraisals are necessary and relevant in order to compare the treatment of the Grievant in his appraisal with the treatment of the other employees by the same supervisor through comments and ratings given to others in the same position.  This will be used to determine whether the Grievant was subjected to disparate treatment and was thus not fairly and objectively evaluated.

4. All performance documentation used by the supervisor provided to other employees specified in item 3 above for their relevant appraisal periods.

a. This documentation is necessary and relevant to analyze the ratings and comments given to other employees and then to compare the treatment of these employees to the treatment afforded the Grievant to determine whether the Grievant was subjected to disparate treatment and was thus not fairly and objectively evaluated.

To the best of our knowledge, such information is in the exclusive control of the agency, and it is necessary and relevant to the Union’s investigation, and processing of the above referenced grievance in its capacity as exclusive representative of bargaining unit employees of the Agency. Such information is not otherwise available to the Union.

Please notify me in writing within ten (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.
If, however, the Agency denies the Union’s request in whole or in part, NTEU requests, in writing, the name, position, title, and grade of the official making the decision and the specific reasons, complete with statutory, regulatory, case, or contract citation(s) on which the decision was based.

If you have any questions or concerns about this request, please contact Chief Steward, James Rucker at (214) 413-5556 or myself at 214-413-xxxx.

Sincerely,

(steward’s name)
Steward

NTEU Chapter 46
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