The following should be cut and pasted onto formal letterhead.  All parenthetical/italic items (in blue) should be filled in with your specific information.  If you need assistance with developing appropriate rationale for saying people belong in the bargaining unit, feel free to contact Melissa Baumann.  In addition please provide a copy of this letter and management’s response to Melissa Baumann, so she can keep track of the CU information for the Council.
Dear (Forest Supervisor/Center or Station Director), 
In accordance with Article 1 of the Master Agreement, we are notifying you that the Union believes the employee(s) on the attached list are improperly being excluded or proposed for removal from the bargaining unit.  (Fill in information from the description of your bargaining unit, for example: At the Forest Products Laboratory, the bargaining unit includes “All nonprofessional employees of the Forest Products Laboratory including all permanent full time and part time WG employees, term and temporary employees with appointments of 90 days or more” and “All professional employees of the Forest Products Laboratory.”)  The Union believes that the listed employee(s) fit the definition of employees who are in the bargaining unit because
(Insert rationale for why you believe these employees are improperly excluded.  Several options are listed below, as these are the most common reasons people are incorrectly excluded.  PICK the paragraph that applies to your situation (Delete the bolded title in the final letter):
Fire supervisor:  the employee(s) listed are all fire fighters who have supervisory duties which take less than 51% of their employment time.  In accordance with 5 USC 7103(a)(10),  which states “with respect to any unit which includes firefighters or nurses, the term "supervisor" includes only those individuals who devote a preponderance of their employment time to exercising such authority,” these fire fighters should not be excluded from the bargaining unit.
Supervisor Exclusion (non-fire):  the employee(s) listed are currently coded with a supervisory code of 2 or 4, but the Union does not believe that the employees exercise supervisory authority as described in 5 USC 7103(a)(10).  
Managerial Exclusion:  the employee(s) listed are currently coded with a supervisory code of 5, but the Union does not believe that they exercise management authority as described in 5 USC 7103(a)(11).  Specifically, the FLRA has held that to be a management official an employee must (1) create, establish or prescribe general principles, plans or courses of action for an agency; (2) decide upon or settle upon general principles, plans or courses of action for an agency; or (3) bring about or obtain a result as to the adoption of general principles, plans or courses of action for an agency.  These employees do not have such authority.
No apparent reason for exclusion:  the employee(s) listed are all coded with supervisory codes of 6, 7, or 8, and thus they are non-supervisory, non-managerial employees and should be included in the bargaining unit.
We are asking that you review the list within 14 days and respond as to whether or not you concur that these positions should be in the BU.  If you concur, please take any necessary actions to correct their status.  If you do not concur and have not provided a rationale for you non-concurrence previously, we ask that you provide your rationale for why the Agency believes the position should not be in the BU.  If we do not receive a response within 14 days, or if we disagree with your determination, we will submit a clarification of unit petition to the FLRA to get a final determination.
If you have questions, please contact (union official) at (phone) or by email at (email).

Respectfully,

(Name)
(Title)

