FEB-PMC ROTATION PROGRAM

SAMPLE OUTREACH LANGUAGE FOR AGENCY POCS:  Recruitment



EMAIL TO AGENCY LEADERSHIP:  INTRODUCING THE PROGRAM AND ENCOURAGING THEIR SUPPORT (4 attachments)

Subject: President's Management Council Interagency Rotation Opportunity in YOUR FEB REGION
The President’s Management Council sponsors an interagency rotation program for high-potential GS 13-15s.  It enables emerging Federal leaders to expand their leadership competencies, broaden their organizational experiences, and foster networks they can leverage in the future.  I attached a brief program overview with additional details and a recently released memorandum from the U.S. Office of Personnel Management encouraging our participation.
During a time of limited resources, releasing a top performer for six months is a difficult decision.  Please consider our obligation to provide employees with opportunities to develop a broader understanding of government and public leadership.  This is a chance to offer high-potential staff members an exceptional learning experience.  You may also want to consider hosting one of the program’s participants.
We will soon invite interested individuals to submit a request for consideration, with the concurrence of their immediate supervisor and component management.  We appreciate your support for this effort.
If you have questions, please contact: <contact information>.
Attachment 1: PMC Interagency Rotation Program Overview
Attachment 2: FEB-PMC Memo from the U.S. Office of Personnel Management

Attachment 2: Employee Statement of Interest

Attachment 3: Rotation Description Template 

EMAIL TO POTENTIAL HOST SUPERVISORS:  REQUESTING ROTATIONS (2 attachments)

Subject: Hosting an Interagency Rotation
The President’s Management Council sponsors an interagency rotation program for high-potential GS 13-15s.  It enables emerging Federal leaders to expand their management skills, broaden their organizational experience, and foster networks they can leverage in the future.  I attached a brief program overview with additional details.
A key to the program’s success is engaged host supervisors who provide meaningful developmental assignments for program participants.  To offer a robust range of options for PMC Fellows, I encourage you to consider hosting a 6-month rotation from October 3, 2016 – March 31, 2017.
If you’re interested in helping an emerging leader experience a new opportunity, I attached a rotation description template in which you can outline goals and expectations for a potential assignment.  Please return this to me by DATE.
If you have questions, please contact: <contact information>.  
Thanks for your consideration and support of this important initiative.
Attachment 1: PMC Interagency Rotation Program Overview

Attachment 2: Rotation Description Template 

EMAIL TO GS 13s-15s:  ANNOUNCING THE PROGRAM AND TELLING EMPLOYEES HOW TO EXPRESS INTEREST (2 attachments)

Subject: Interagency Rotation Opportunity

Developing future leaders is an important aspect of agency management.  With that in mind, I’m excited to share information about an initiative led by the President’s Management Council.  This program matches high-potential GS 13-15s with six-month interagency rotational assignments that enable emerging Federal leaders to expand their management skills, broaden their organizational experience, and foster networks they can leverage in the future.  

Our requirements for program participation include [customize if needed]: 

· GS 13-15 (career, career-conditional, or equivalent)

· Full time agency employee for at least 18 months

· Currently work in the DC metro area

· Performance rating of “exceeds expectations” or higher

· Demonstrated commitment to leadership development, with potential and aspiration for an executive position
· Availability for an interagency assignment from October 3, 2016 – March 31, 2017
· Concurrence of immediate supervisor and component leadership

A brief overview of the program is attached.  If you would like to be considered, please complete the attached statement of interest form.  Scan the completed and signed form, with a current copy of your resume, and send it to <email address>  no later than <deadline>.  If you are unable to participate in this cohort but might be interested in future opportunities, please let me know.

Attachment 1: PMC Interagency Rotation Program Overview

Attachment 2: Participant Statement of Interest

EMAIL TO PARTICIPANTS: TO REVIEW AVAILABLE ROTATIONS (2 attachments)

Subject: Available Rotations for the PMC Interagency Rotation Program
Congratulations on being selected for the PMC Interagency Rotation Program beginning on October 3, 2016!  We’re delighted you expressed interest in a 6-month rotation with another agency.  As you know, this program enables emerging leaders to expand their management skills, broaden their organizational experience, and foster networks they can leverage in the future.  

I have attached a brief overview of the program and a summary of available rotational assignments. 

Please note the following important next steps:

· Review available assignments. Start by reviewing with the attached summary of available assignments.
· Identify 3 preferences by August 12, 2016.  By COB August 12th, submit three assignment preferences to me.  It’s often helpful to diversify your selections, proposing options in a range of agencies.  The PMC encourages its fellows to consider assignments outside of their current federal department.  Please also note required security clearances; you are eligible for roles for which you currently have the appropriate clearance.
· Speak with potential host supervisors. Supervisors who have offered to host a program participant will review materials and contact you to discuss the potential assignment.

· Rank your top 3 preferences by August 19th.  Rank your original three assignment options in order of preference – and send them to me (by assignment number).  We will use this input to match you with a rotation.  Please note that you may be assigned to any of the positions you identify in your top three, so carefully review and select your options.

· Assignment notification.  During the week of September 4th, we’ll notify you about your rotational assignment, which will begin on October 3rd.

· Orientation.  To prepare for your rotation, we’ll host an orientation for participants and supervisors on Thursday, September 22nd from 2:00 PM to 3:00 PM EST.  I’ll forward more information about that soon.

On behalf of our agency leadership, congratulations – and thank you for your interest in this program.  I look forward to working with you as you embark on this journey.  If you have any questions, please contact me directly.

Attachment 1: PMC Interagency Rotation Program Overview

Attachment 2: Summary of Available Rotational Assignments 

EMAIL TO HOST SUPERVISORS: TO REVIEW PARTICIPANT MATERIALS (2 attachments)

SUBJECT: PMC Rotation Program – Participants Interested in Your Assignment

Thank you for offering to host a President’s Management Council (PMC) Interagency Rotation Program participant for the 6-month cohort beginning on October 3, 2016.  This program enables emerging Federal leaders to expand their management skills, broaden their organizational experience, and foster networks they can leverage in the future – and we couldn’t do it without your support.

Please note the following important next steps:

· Reach out to interested participants.  I have attached a file for each participant who expressed interest in your available assignment.  Please reach out to these individuals, by email or phone, to assess their fit for this position.  Before we assign rotations, participants will have an opportunity to express their preferences – and your outreach will help them assess which options might be best.  

· Approve participants.  By the end of the day DEADLINE, please submit to me the names of those participants you approve for your rotational assignment.  Each participant is also considering a few roles in other agencies, so we can’t guarantee any of these individuals will be assigned to your office – but we want to have your approval before making a match.

· Assignment notification.  During the week of DEADLINE, we’ll notify you about final assignments.  If we assign a participant to your rotation, we’ll also provide onboarding suggestions to consider as you prepare for his/her arrival.

· Orientation.  We’ll host an orientation for participants and supervisors on Thursday, September 22nd from 2:00 PM to 3:00 PM EST.  If you’re hosting a participant, I’ll forward more information about that soon.

Please join us for one of the following conference calls (the same content will be covered in each) to learn more about the program, its matching process, and expectations for host supervisors:

· DATE/TIME/NUMBER

· DATE/TIME/NUMBER

In these developmental rotations, participants will benefit from an opportunity to learn from you and your colleagues.  On behalf of our agency leadership, thank you again for your interest in and support for this program.  Please let me know if you have any questions. 

Sincerely,

AGENCY REP NAME/PHONE NUMBER
