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70 – Personnel

[bookmark: OrgCharts70_20]70.20     Organizational Charts 

[bookmark: OrgCharts70_20_1]70.20.1   Purpose and Scope.  
Organizational charts graphically depict the Treasury Inspector General for Tax Administration’s organizational structure.  The charts should remain current to assist employees and managers in understanding the structure of the organization.  

[bookmark: OrgCharts70_20_2]70.20.2   Policy.  
Each function is required to submit organizational chart updates on a quarterly basis; functions are encouraged to provide organizational chart updates as they occur.

[bookmark: OrgCharts70_20_3]70.20.3   Procedures.    
Functional office heads will submit updated organizational charts to the Director, Leadership and Human Capital quarterly by the following due dates:

· January 15th
· April 15th
· July 15th
· October 15th

A month before the quarterly due date, the Director, Leadership and Human Capital will create a data call request on the Chief of Operations site and send to the function heads or points of contact.   

The functional head will sign the quarterly updates to the respective organizational charts.  At a minimum, each authorized position (or groups of identical positions) will be shown on the chart along with the post of duty, position title, series, grade, and the personnel cost code. 

Approved organizational charts will be forwarded to the Office of Information Technology for posting to the intranet and the Internet, if necessary, and to the Bureau of the Service Administrative Resource Center for its use in processing personnel actions.
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