	Business Function:  INFORMATION REQUESTS UNDER 7114(b)(4) OF THE STATUTE



	Action
	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	Step 1

Information request is provided to Specialist by Union or by supervisor/manager who has received an information request filed by the Union.
	Immediately (NLT 1 day from receipt)
	Labor Relations Specialist
	
	

	Step 2

Specialist verifies that request has met the legal requirements governing information requests and is releasable. Specialist determines if Privacy Act prohibits release of any portions of requested data. May consult with the Office of Counsel to make determination.  If request is adequate and data is releasable, go to Step 4 or 5; if applicable, if not, go to Step 6.
	1-7 days from receipt
	Labor Relations Specialist
	
	

	Step 3

If Union’s request is deficient, Specialist prepares response requesting additional data or any necessary clarification from the Union. If Union resubmits request, go to Step 1.
	2-7 days from receipt
	Labor Relations Specialist
	
	

	Step 4

If Union’s request is not deficient and data cannot be provided within 7 days, Specialist prepares interim response which provides available data, sanitized if necessary, and specifies the date on which remaining data will be sent.  Go to Step 7.
	5-10 days from receipt*

	Labor Relations Specialist
	Program Office Liaison
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	Average

Processing Time

(Calendar Days)
	Responsibility

	
	
	OHR
	Program Office
	Shared

	Step 5

If Union’s request is not deficient, and data is available, Specialist compiles the data, sanitized if necessary, and transmits it with a cover letter to the Union.
	5-10 days from receipt*
	Labor Relations Specialist
	Program Office Liaison
	X

	Step 6

If Union’s request is not deficient but data is not releasable, Specialist informally negotiates with the Union to determine the real need and explores ways to satisfy the Union's request.

a)  If agreement is reached and the Union elects to submit a restructured request, Specialist prepares notice of denial with suggestion to resubmit a new request.  If Union resubmits, go to Step 1.

If agreement cannot be reached and the data is not releasable, Specialist prepares notice of denial to the Union as described at Step 3.
	5-30 days from receipt*
	Labor Relations Specialist
	
	

	Step 7

When data promised in Step 4 becomes available, Specialist prepares response which provides remaining data, sanitized if necessary.
	3-5 days following receipt of data
	Labor Relations Specialist
	
	

	Step 8

If Union disagrees with Management’s determinations regarding provision of data under the Statute, it may file a grievance or a ULP as appropriate.
	
	
	
	


� *Time estimated for the steps in the process are based upon the average amount of time considered to be reasonable for completing associated actions.  These time estimates may be extended or shortened depending upon such factors as complexity, severity, scope and other administratively uncontrollable situations.





