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CHAPTER 600 – MISSION SUPPORT

70 – Personnel

[bookmark: SOP_70_32]70.32     Standard Operating Procedures for Processing Organizational Structure Changes

[bookmark: SOP_70_32_1]70.32.1   Purpose.
This section establishes policies and procedures to ensure consistency when initiating and processing organizational structure changes within the Treasury Inspector General for Tax Administration (TIGTA). 

[bookmark: SOP_70_32_2]70.32.2   Definitions.
	
[bookmark: SOP_70_32_2_1]70.32.2.1   Justification Memorandum – The written description and justification for the desired organizational structure change, including the business case for the change and other pertinent facts essential for review by the Function Head of the requesting function or business unit and by the Principal Deputy Inspector General (PDIG) to make an informed decision.  

Exhibit (600)-70.32.2.1  Justification Memorandum.

[bookmark: SOP_70_32_2_2]70.32.2.2   Major Organizational Structure Change (Reorganization) – The planned elimination, addition, or redistribution of functions or duties in a business unit.  These are management initiated changes in one or more positions in a business unit or in reporting relationships within a business unit. 

[bookmark: SOP_70_32_2_3]70.32.2.3   Minor Organizational Structure Change – Minor organizational structure changes may be necessary to reflect program shifts or management policy.  These minor requests may involve changing the title of a particular department to more accurately reflect its function and role in the agency.  

[bookmark: SOP_70_32_2_4]70.32.2.4   Realignment – The movement of an employee and his/her position from one business unit to another.  A realignment is usually done in conjunction with a reorganization.  A realignment is processed when ALL of the following apply:
a. A transfer of a function or an organizational structure change occurs; 
b. The employee stays with the same agency; and 
c. There is no change in the employee’s position, grade, or pay. 

[bookmark: SOP_70_32_2_5]70.32.2.5   Reassignment – the change of an employee from one position to another without promotion or change to a lower grade.  A reassignment is processed when ALL of the following apply: 
· Movement to a position in a new occupational series or to another position in the same series;
· Assignment to a position that has been redescribed due to the introduction of a new or revised classification or job-grading standard; 
· Assignment to a position that has been redescribed as a result of a position review; and 
· Movement to a different position at the same grade but with a change in salary that is the result of different local prevailing wage rates or a different locality payment. 

[bookmark: SOP_70_32_2_6]70.32.2.6   Organizational Structure Crosswalk – used by the Bureau of the Fiscal Service-Administrative Resource Center (BFS-ARC) to obtain necessary information for the organizational structure change.  It is provided in an Excel spreadsheet format and lists the current name, HR Connect code, and business unit organizational structure code of each entity that is affected by the organizational structure change and specifies the action being taken (elimination, addition, or redistribution), any proposed business unit organizational structure being established, and the new HR Connect code and business unit organizational structure code being assigned. 

[bookmark: SOP_70_32_2_7]70.32.2.7   Position Crosswalk – used by BFS-ARC to obtain necessary information for the organizational structure change.  It is provided in a Microsoft Excel spreadsheet format and lists the employee name, current position number, current supervisor, and the new business unit organizational structure that the employee will report too. 

[bookmark: SOP_70_32_3]70.32.3   Roles and Responsibilities. 

[bookmark: SOP_70_32_3_1]70.32.3.1   Major Organizational Structure Changes (Reorganizations).

[bookmark: SOP_70_32_3_1_1]70.32.3.1.1   Proposing Function or Business Unit. 
· Prepares Justification Memorandum and obtains necessary management approval for the reorganization from the Function Head of the proposing function or business unit and from the PDIG.  
· Once approvals are obtained, the proposing function or business unit submits the reorganization proposal package to the Office of Leadership & Human Capital.  (Ideally, this would be done at least sixty (60) days before the proposed effective date of the reorganization.)  See Section 70.32.4 for contact information.
The reorganization proposal package includes: 
1. Justification Memorandum; 
a. The memorandum should include a detailed description of the proposed reorganization and the intended effective date.  The description should clearly explain each proposed change as a result of the reorganization, including: the need for the change; a description of any improvements in the management; delivery of services; efficiency of operations; and any effect, if applicable, on the budget and the personnel of each affected business unit. 
b. The memorandum must be signed and approved by the Function Head of the requesting function or business unit and by the PDIG. 
2. List of business unit organizational name changes, additions, or deletions;
3. New position descriptions (PDs), if applicable; 
4. A point-of-contact to communicate with if there are any questions; and 
5. Organizational charts – current and proposed.  The proposed organizational chart should depict the organizational structure by name as it will exist upon implementation of the reorganization.
· Submits request of classification for any new PDs, if applicable, through HR Connect for the BFS-ARC to classify before the intended effective date of the reorganization.

[bookmark: SOP_70_32_3_1_2]70.32.3.1.2   Function Head of Proposing Function or Business Unit.
· Approves or disapproves of proposed reorganization proposal. 
· If in agreement, signs and dates the Justification Memorandum. 

[bookmark: SOP_70_32_3_1_3]70.32.3.1.3   Principal Deputy Inspector General.
· Approves or disapproves of proposed reorganization proposal. 
· If in agreement; signs and dates the Justification Memorandum. 

[bookmark: SOP_70_32_3_1_4]70.32.3.1.4   Office of Mission Support (OMS):  Leadership & Human Capital.
· Reviews the reorganization proposal package for completeness and then forwards to the BFS-ARC for processing.
· Coordinates with the BFS-ARC to classify any new positions.
· Finalizes the Position Crosswalk and Organizational Crosswalk (provided by the BFS-ARC) of affected employees to ensure completeness and accuracy. 
· Submits the completed Crosswalks (both Position and Organizational) to the BFS-ARC.  
· The BFS-ARC will notify the Office of Leadership & Human Capital if reassignment actions are required.  If necessary, the Office of Leadership & Human Capital will notify each manager that will need to submit reassignment actions individually through HR Connect.  Reassignment actions must comply with the requirements of Chapter (600)-70.6 and related authorities. 
· Forwards Justification Memo to all OMS Directors and the Chief Information Officer (CIO).
· Notifies OMS and Office of Information Technology (OIT) business units when changes are necessary in other HR Systems (e.g., WebTA, TLMS, GovTrip, Paris, etc.).
· Once the BFS-ARC provides notification of the reorganization process completion, the Office of Leadership & Human Capital will notify the proposing function or business unit point of contact.
· Confirms with the BFS-ARC, OMS and OIT business units, and proposing function or business unit to ensure completeness and accuracy of all systems and organizational structure changes.

[bookmark: SOP_70_32_3_1_5]70.32.3.1.5   OMS:  Finance & Procurement.
· Works with the BFS-ARC to update or create new cost center codes only if the function or business unit initiating the reorganization has determined that the reorganization impacts the way it will track its budget.

[bookmark: SOP_70_32_3_1_6]70.32.3.1.6   OMS:  Support Services.
· Works with BFS-ARC to make all necessary changes to cardholders’ approval routing or default accounting string code templates.
· Works with BFS-ARC to make all necessary changes in GovTrip and WebTA. 

[bookmark: SOP_70_32_3_1_7]70.32.3.1.7   Information Technology/CIO.
· Makes all necessary changes in PARIS.  
· Makes the necessary changes in the Exchange server environment relative to distribution lists.  
· Based on roles and responsibilities, makes the necessary changes in system permissions to reflect the new business unit.    
· Posts updated organizational charts to the TIGTA web site(s).  

[bookmark: SOP_70_32_3_1_8]70.32.3.1.8   Bureau of the Fiscal Service–Administrative Resource Center.
· Receives reorganization proposal package from the Office of Leadership & Human Capital.  (Ideally, this would be received sixty (60) days before the proposed effective date to allow adequate time for completing the remaining steps of the process.)
· Establishes any new organizational codes and/or changes to business unit organizational titles. 
· Creates Organizational Structure Crosswalk and Position Crosswalk and provides to the Office of Leadership & Human Capital for review and completion.
· Once the Crosswalks have been completed and received back from the Office of Leadership & Human Capital, the BFS-ARC will:  
1. Review Crosswalks to identify any needed personnel actions that are not reorganization actions (i.e., reassignments). 
2. Notify the Office of Leadership & Human Capital if reassignment actions are required.  If reassignment actions are required, managers will need to submit those individually through HR Connect.  Reassignment actions must comply with the requirements of Chapter (600)-70.6 and related authorities. 
· Processes all actions.
· Conducts a quality review of completed actions to ensure legal sufficiency, technical accuracy, and completeness.
· Updates position description information in HR Connect (PD text only) as well as OF-8 forms.
· Notifies the Office of Leadership & Human Capital of process completion.   

[bookmark: SOP_70_32_3_2]70.32.3.2.   Minor Organizational Structure Changes (Title Changes).  Minor organizational structure changes do not involve the same administrative procedures as major organizational structure changes.  No realignment or reassignment actions are processed under minor organizational structure changes.  These minor requests usually involve the changing of the title of a particular department to more accurately reflect its function and role in the agency.  

[bookmark: SOP_70_32_3_2_1]70.32.3.2.1   Proposing Function or Business Unit.
· Prepares Justification Memorandum and obtains necessary management approval from the Function Head of the proposing function or business unit and from the PDIG.  The memorandum should include the old business unit title and new business unit title; background and reason for the title change; and the intended effective date.   
· Once approvals are obtained, the proposing function or business unit submits the memorandum to the Office of Leadership & Human Capital.  (Ideally, this would be done at least sixty (60) days before the intended effective date of a title change).  See Section 70.32.4 for contact information. 

[bookmark: SOP_70_32_3_2_2]70.32.3.2.2   OMS:  Leadership & Human Capital. 
· Forwards approved memorandum to the BFS-ARC for processing. 
· Notifies OMS and OIT business units when changes are necessary in other HR Systems. 
· Once the BFS-ARC provides notification of process completion, the Office of Leadership & Human Capital will notify the proposing function or business unit point of contact.
· Confirms with the BFS-ARC to ensure completeness and accuracy of title change.
 
[bookmark: SOP_70_32_3_2_3]70.32.3.2.3   Bureau of the Fiscal Service–Administrative Resource Center. 
· Processes actions. 
· Once actions are processed, conducts quality review of actions to ensure accuracy and completeness. 
· Notifies Office of Leadership & Human Capital of process completion. 

[bookmark: SOP_70_32_4]70.32.4   Contacts. 
Questions regarding any of these processes or procedures should be directed to the following contacts: 
a. OMS:  Leadership & Human Capital: 
E-mail:  OMSHumanCapital@tigta.treas.gov

b. BFS-ARC Processing:
Phone:  304-480-8729
E-mail:  TreasuryProcessingInquiries@fiscal.treasury.gov

c. BFS-ARC Classification: 
Phone:  304-480-8000
E-mail:  arcsupportdesk@fiscal.treasury.gov
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