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CHAPTER 6

ADMINISTRATIVE
I.
Steward Roster

A. This disk does contain a Steward List (Exhibit 6-1) as of the latest update of this disk.  However, the information contained on this disk changes frequently.  The Union Office will attempt to keep the roster as current as possible with your assistance.  Each steward will be e-mailed updates on a regular basis.  A copy of the steward list may also be obtained by calling the Union office or logging onto the Chapter’s Web Page at http://www.nteu46.org/nteu46org/Stewards/Stewards.html.  You may update your information by calling or e-mailing the Union Office.

B. Areas of responsibility are also included to assist in directing employees to the proper steward for representation.  The Union President, Chief and Assistant Chief Steward are always available for guidance and assistance.  Please post a copy of the current Steward Roster on bulletin boards in your area to keep the members informed.

II.
Chapter's Website

A. Each Steward should make themselves fully aware of the information available on the Chapter's Website located at http://www.nteu46.org/.  This site can be used as a point of reference on many topics and is a means to keep the members informed.

B. A version of the Steward Reference Guide is located on the Chapter’s Web Page for easier and quicker updating.  Contact the NTEU Chapter 46 Communications Coordinator, Chapter President or Chief Steward for assistance to locate the hidden link.  Please note that this will also be changing in the near future.

III.
E-mail on Microsoft Outlook
A quick and effect way for the Union Office to keep you aware of the ever-changing events in the Union, in the Internal Revenue Service and relate our administrative needs, is via electronic mail.  Each Steward will need to check their Microsoft Outlook account on a regular basis to stay abreast of these changes and respond to other Union Office communications.

IV.
Membership Recruitment

At every opportunity, Stewards should be active in the recruitment of new members.  Refer to Chapter 6, Increasing Membership Participation and Chapter Solidarity, of the Chapter Manual for additional information.  Have new members, complete a Form 1187 (Exhibit 6-2), then the Steward will then fax the 1187 or submit the original (if located at 1100/1114 Commerce) to the chapter office, attn: Communications Coordinator, for processing.  It is imperative that 1187s be processed timely.  Please check to insure that the 1187 contains legible and complete information including SSN and a complete home mailing address.

In the situation where a non-bargaining unit (NBU) employee wishes to join the union, dues withholding is not allowed.  In that case, Application for Cash Dues Paying Membership (Exhibit 6-3) is used.

V. Change of Chapter

When you come across a member that may have transferred from another NTEU chapter, we need to have their membership changed from the previous chapter to Chapter 46.  This is done by using a Change of Chapter (Exhibit 6-4) request and submitting the completed request to the Communications Coordinator.

VI. Change of Address

In another situation, you may come across a member that has moved.  Although they may have put in an address change with the IRS, this information is not being shared with NTEU.  The member must submit a separate request to NTEU to have their address updated.  This can be done either by logging into the National NTEU Website at http://www.nteu.org or by completing a Request for change of address (Exhibit 6-5) and turning in the completed request to the Communications Coordinator.

VII.Time Reporting

Stewards use two types of time while working in their official Union capacity: Official Time and Bank Time.  As of October 1, 2009, the time reporting requirements dramatically changed.  Stewards are now required to report their Union time on the steward's official agency time sheet Form 3081 and to provide a copy of this 3081 to the union office via either e-mail or fax.  Stewards should familiarize themselves with Article 9 of the contract.

A. Official Time

990-58300 -  7114 meetings, Employee Engagement Survey meetings

990-58310 -  Committee meetings (other than BIC, LMRC, EEO & Safety), tax audits that are conditions of employment, OSHA meetings, general communications with management

990-58320 -  Grievance meetings & arbitration hearings

990-58330 -  Oral replies, Weingarten meetings, statutory (i.e., MSPB) appeals, reconsideration of WGI denials, FLRA investigations & 3rd party hearings

990-58340 -  Negotiations & arbitration based on negotiations

990-58350 -  LMRC meeting (including any travel needed to attend)

990-58360 -  Representation for an EEO Complaint 

990-58370 -  Union conducted training

990-58380 -  National BIC

990-58390 -  EEO & Safety Committee meetings (including any travel needed to attend)

Refer to the National Agreement II, Article 9 Section 2C, for more information on Official Time.

B. Bank Time

990-58800 -  Meeting with employees, reviewing documents, preparing an oral reply, preparing witnesses, meeting with National NTEU reps re: grievances, arbitration or ULP, preparing the annual LMRDA report, coordinating meetings or other representational activities, responding to Congress, EES activities, communications related to bank time.

990-58810 -  Preparing grievances or preparing for arbitration (different than meeting w/national NTEU above)

990-58820 -  Preparing for LMRC

990-58830 -  Preparing for National BIC meeting

990-58840 -  Preparing for subcommittee meetings of LMRC (e.g. Safety, EEO)

990-58850 -  Preparing for negotiations 

Refer to the National Agreement II, Article 9 Section 2E, for more information on Bank Time.

C. Stewards wishing to use time must follow the provisions of the National Agreement II, Article 9 Section 2 J, P, Q, R & S.  A method of informing the supervisor of a Steward’s time usage should be worked out between the supervisor and the Steward.

D. Stewards should NEVER advise management of what they will be doing or with whom they will be meeting while on Bank Time.  A Steward’s obligation under Bank Time is limited to informing the supervisor of where he/she will be and approximately when he/she will return to the work area.

E.
Submitting Time Reports

1. Use of Form 3081 (SETR) is now required.  As indicated in the NTEU Chapter 46 President’s E-Mail of September 29, 2009.  Some stewards will need to submit copies of the completed Form 3081 to the Union Office on a case-by-case basis.  Currently approximately 1 in 3 stewards are being asked to turn in copies of their Form 3081 to the chapter on a continuing basis.  If the Chapter President is requesting you to provide these copies, please insure these copies are provided timely.  These copies are due to the union office on either a weekly or bi-weekly basis, depending upon when you currently turn in your time to your timekeeper.  Your manager will receive a time report from Labor Relations regarding the time you have reported to your timekeeper, regarding the total number of bank and official hours you used each month.

2. If your supervisor does not grant your time requested, or disagrees with you on how to charge your union time on your Form 3081, contact the Chapter President or Chief Steward for assistance.

3. The number of Bank Time hours Chapter 46 receives each year is limited so your time should be utilized carefully.  Never charge official time to our bank time allotment.  When in doubt, ask for assistance.

4. You can also use this information to support a reduction in your assigned inventory if appropriate.

VI.
Travel Vouchers

A. Reimbursement of travel and other expenses for union related activities should be done with the same degree of ethical considerations as Official IRS reimbursement.  Remember that local membership dues are used to reimburse your expenses and come out of the local Chapter’s budget.

B. Click on the following link for a copy of the Travel Expense Voucher (Exhibit 6-6) to be used for reimbursement of union travel expenses.

C. Any “Union-Related” travel on an IRS travel voucher (such as attending a grievance meeting) should be claimed using the GovTrip system, as with any other IRS related travel.  When performing union related travel in which the IRS is paying the travel, you may also use the Texas Hotel Occupancy Tax Exemption Certificate (Exhibit 6-8) to be exempted from paying the hotel tax on lodging expense.  This form is turned into the hotel where lodging occurs.

VII
Expense Voucher

Click on the following link for a copy of the Expense Invoice (Exhibit 6-7) to be used for reimbursement of non-travel union expenses.

VIII
Steward Application

If you should happen upon a member that is interested in becoming a steward.  Have that person complete a Steward Application and forward it to both the Chief Steward and the Communications Coordinator.

IV
Forms

A. Included on this CD-ROM Disk are some of the other most commonly used forms.  This electronic format enables you to complete, save and email them as needed.  If you wish they may be printed for your convenience.

B. If you have any questions concerning the use of these forms or the use of this CD-ROM Disk, in the pursuit of your stewardship, do not hesitate to call the union office for information, assistance, or guidance.
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