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This charter defines the operating parameters of the Treasury Inspector General for Tax Administration (TIGTA) Journey-Level Advisory Council (JAC).

Purpose and Objective
The purpose of the JAC is to identify barriers to organizational excellence and to improve the future direction of TIGTA.  The JAC will provide recommendations on a broad range of issues relating to TIGTA’s mission and activities, including, but not limited to, reviewing suggestions concerning areas of improvement; and preparing proposals for mission-related issues for senior management consideration.  

Term of Office
All JAC members appointed after January 2008 will serve two-year terms and can serve no more than two consecutive terms if approved by the heads of office.  When a member resigns, transfers, or otherwise is no longer a member of the employee group he/she represents, he/she will provide written notification of resignation to the JAC Coordinator.

Group Structure/Reporting
The JAC will establish ad hoc task teams to conduct a detailed review of specific subject areas when it is determined by senior management that a new initiative requires further study and analysis, or the JAC may be called upon to brief a Focus Group and/or Task Group on a specific issue.  The JAC will report back to the full Council to enable informed deliberations on particular issues.  Ad hoc task teams will be established as needed and team member terms remain in effect until the specific task is complete.  The JAC will be comprised of individuals from diverse backgrounds, all of whom bring a wide breadth of experience to the Council’s activities.  The JAC members will provide ideas and/or recommendations on issues identified for consideration to the JAC Coordinator as they are received and prior to the semiannual face-to-face meetings.  

Meetings
The JAC will meet twice a year with senior management to follow up on JAC issues and/or assignments.  Members assigned to focus groups and task teams may meet as needed.  Members can charge no more than 10% of their time per year to council matters.  Travel expenses will be charged to the functional budget under the Project Code - TGTJAC.  Meetings will provide an opportunity for the JAC to offer collective advice on strategic TIGTA issues.

Communications
Memoranda from the JAC to senior management will be approved by a majority of the members.  Individual member(s) may address narrowly focused issues or concerns raised by their particular employee group directly with the JAC Coordinator, JAC Advisor or the appropriate senior manager.

Duties and Responsibilities
The JAC is designed to focus on broad administrative matters; however, the JAC is not intended to address issues that are handled through the existing grievance or complaint processes, including surfacing suggestions or concerns through their management chain.  The JAC serves as an advisory body to the Inspector General.  The JAC reviews existing JAC issues and makes recommendations with respect to emerging mission-related issues, suggests operational improvements, offers constructive observations regarding current or proposed TIGTA policies, programs, and procedures, and advises the JAC Coordinator with respect to issues having substantive effect on the agency.  The JAC also researches, analyzes, and considers new issues, and makes recommendations and provides advice to the JAC Coordinator about them.

Council Reports
Following each meeting, a written summary will be prepared by the JAC Coordinator or designated JAC member.  This summary will be made available to all JAC members within two weeks for review and approval.  Finalized minutes will be made available within three weeks after the JAC meeting to all employees via the SharePoint site.

Amendments to the Charter
Proposed amendments to the Charter will be presented at a regular meeting to be voted on no later than 60 days after the meeting.  The Charter may be amended with the approval of two-thirds of JAC members.  Amendments must then be approved by the JAC Coordinator and JAC Advisor.



Submitted by:


_______________________________		___________________
(Name of JAC Representative)			Date						


Approved by:


_______________________________		___________________
(Name/Title Function Head)			Date						

Journey-Level Advisory Council Guidelines

The following guidelines apply to the Treasury Inspector General for Tax Administration’s Journey-Level Advisory Council (JAC):

Section 1 – Name
The name of the organization is the Journey-Level Advisory Council.

Section 2 – Purpose
TIGTA’s Journey-Level Advisory Council serves as an advisory body to the Inspector General and other senior executives by:

1. Seeking and conveying the views and concerns of the individual employee groups that JAC members represent while being sensitive to the mutual interests of all employees, regardless of their grade or classification group;

2. Proposing solutions to concerns raised by employees, as appropriate;

3. Providing input by assessing and commenting on TIGTA policies, procedures, plans and practices; and

4. Communicating issues and concerns of the Inspector General and other senior managers to employees.

Section 3 – Term of Office
JAC members will serve terms of two years with an option to serve a second term if approved by their respective head of office.  Members will serve no more than two consecutive two-year terms.  When a member resigns, transfers, or otherwise is no longer a member of the employee group he/she represents, he/she will provide written notification of resignation to the JAC Coordinator.

Section 4 – Group Structure/Reporting
The JAC will be composed of members representing the groups outlined in the Charter. 

Section 5 – Meetings
Meetings will provide JAC members with the ability to dialogue, as a group, to address specific issues/suggestions; and to follow up with senior management on submissions. 

Semiannual Meetings
A. Semiannual meetings will allow the JAC membership to interact and discuss matters of concern to all employees.  Additionally, the meetings will be a valuable tool for JAC members to present and communicate the concerns of the employees they represent to the JAC Coordinator and senior management.  A lack of participation by members can hinder the duties of the JAC; therefore attendance is required.

B. The JAC Coordinator will coordinate, schedule, and announce the dates of the meetings.

C. During the meetings, the JAC members will discuss and may make “JAC decisions” for presentation to the IG and senior executive staff, other managers, and employees.

D. Meeting Agenda
1. The JAC will submit, to the JAC Coordinator, items for discussion during the meeting; the JAC Coordinator will coordinate with the executive staff to finalize and distribute the agenda at least three days before the meeting.
2. The agenda will, to the extent possible, incorporate all requested agenda items for the JAC.  
3. In addition to including JAC members’ mission-related issues and suggestions, the agenda will include any items that the IG or senior executive staff wants to discuss and time for “administrative needs” (e.g., attendance to verify quorum - 60% of the JAC members present, approval of meeting minutes).
4. The agenda will outline the items to be discussed at the semiannual meeting and the allocated time.

E. Meeting Minutes
1. The JAC Coordinator or a designated JAC member will take the minutes of semiannual meetings.  (“Minutes” in this case are defined as “highlights” or a summary of key discussion points).  
2. The JAC Coordinator will forward a draft of the minutes to the Advisor and JAC members for review (if at all possible, within two weeks following each meeting).
3. JAC members will have three business days after receiving the draft to provide comments.
4. The JAC Coordinator will revise the minutes as necessary and forward the final version to all JAC members with an electronic copy to the IT Web Team for posting to the JAC SharePoint site and/or TIGTA intranet within three weeks after the initial meeting.


Section 6 – Communications/Council Reports
The JAC is responsible for communicating internally with employees, the Inspector General, and/or senior executives.

1. JAC members are expected to solicit feedback from their respective constituents.  This can be done through the use of the JAC SharePoint site and/or TIGTA intranet and via e-mails.

2. When representing consensus decisions of the JAC, the JAC Coordinator or a designated JAC member will prepare an internal memorandum or TIGTA News article to be approved by majority vote of the JAC and senior staff prior to issuance to all TIGTA employees. 

3. Annually, the JAC Coordinator will prepare a report outlining major issues discussed, suggestions made to the Inspector General and senior executives, and the results of its input/suggestions.

Section 7 – JAC Member Duties and Responsibilities 
The JAC is designed to focus on broad administrative matters. See duties and responsibilities as outlined above.
 
Section 8 – Amendments to the Charter
Proposed amendments to the Charter will be presented at a regular meeting to be voted on no later than 60 days after the meeting.  The Charter may be amended with the approval of two-thirds of JAC members.  Amendments must then be approved by the JAC Coordinator and JAC Advisor.


