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	PMF TMS Events Template


The following template is designed for stakeholders to assemble appropriate content for the PMF Program Office to post an event in the PMF TMS (Talent Management System) for Finalists, Fellows, or Alumni. This template is posted under the “Resources” section on the Portal Site of the PMF TMS and the “Agencies\Resources” webpage under the “Templates” section on the PMF website at https://www.pmf.gov/agencies/resources/#Templates.
The PMF TMS contains an Events Management System (EMS) that enables the PMF Program Office to post and solicit an event to Finalists, Fellows, and/or Alumni. The posting is limited to these audiences and is advertised on the Apply Site of the PMF TMS for their viewing and registration. The participant is invited to register and can track their registration, attendance, obtain event documents, and obtain proof of participation (e.g., a Certificate of Completion that shows the participant, the event, and number of training and developmental hours awarded, if any). Only the PMF Program Office can post and manage events.  Agency PMF Coordinators may also view a Fellow’s event history on the PMF TMS.
A requestor may consist of the PMF Program Office, Federal agencies, or other appropriate third parties to advertise to a specific audience. For example, if an agency wishes to host an informational webinar to Finalists, if the PMF Program Office wishes to solicit current Fellows to register for the PMF LDP (Leadership Development Program), etc. The PMF Program Office reserves the right to edit or deny any requests. The event must be related to the PMF Program and specific to one or more of the audiences. If the event is open to more than one audience (e.g., current Finalists and Fellows), a separate request for each audience may be appropriate to distinguish between the audiences.
If the event includes any training and developmental hours for Fellows, the Fellow may count such as part of meeting their program requirements. After participation is confirmed, the PMF TMS will update the Fellow’s event registration and present him/her a “Certificate of Completion” (see POST-EVENT below), if applicable. The Fellow should document any appropriate training and development on their IDP (Individual Development Plan). During the registration and confirmation steps, the PMF TMS sends automated emails to the Fellow. The Fellow may utilize the automated emails, Certificate of Completion, or their Event History as proof of completion. Both the Fellow and the Agency PMF Coordinator may view all events, certificates, and event history in the PMF TMS. Agencies may have specific policies and procedures for what constitutes training and development; Fellows should consult their Supervisor and Agency PMF Coordinator.
Upon creation, the system will generate an Event ID# consisting of “YY-####”; whereas, “YY” is the last 2-digits of the Fiscal Year and “####” is a sequential number.

Any inquiries for an event will be directed to the event point of contact identified.
The PMF Program Office welcomes any suggestions for this template. Please send any suggestions via email to pmf@opm.gov with the subject  of “Events Template”.
EVENT PRE-CHECKLIST:  The following is a suggested pre-checklist before submitting a request for an event to be posted in the PMF TMS. This checklist is not all-inclusive; you or your organization may have other requirements.

	(:
	ACTION:

	
	Who is the audience for this event? An event can be advertised to Finalists, Fellows, and/or PMF Alumni.

	
	Do you have the staff and resources to host and conduct this event?

	
	Are you prepared to address any requests for a reasonable accommodation? 

	
	If your event includes a virtual component, (1) is it 508 compliant, and (2) have you created and tested it?

	
	Do you have any event documents applicable during the registration process?

	
	Have you cleared this event with appropriate personnel?

	
	Have you confirmed the event details (including logistics, spelling, plain language) before submitting? 

	
	Have you identified an event point of contact?

	
	


INSTRUCTIONS:  Fill out the template below.  When completed, please submit via email to pmf@opm.gov with a subject of “Event Request”.  Upon receipt, the PMF Program Office will review the request and reply; please allow a minimum of two business days. Requests should be reviewed for accuracy and written in plain language (e.g., avoid acronyms and government jargon not familiar to most participants). Items marked with a red asterisk (*) are required in order to post.
Upon posting the event, the PMF TMS will send an automated email to those participants who subscribe to automated notifications via a digest email after Midnight. Participants can log into their user account on the Apply Site of the PMF TMS to view events, register, access event documents, monitor their progress, and obtain any confirmations.
Based on the audience, the PMF TMS will automatically capture a participant’s response along with applicable basic contact information in any list of registrations provided to the Event Contact.
Participants are prompted for the following for all event registrations collected in the PMF TMS:  

1) Supervisory Approval (if applicable):  Participants must check a box indicating if they have received such approval.

2) Preferred Name for Documents (e.g., event ID badge, roster, or Certificate of Completion):  By default the PMF TMS will use the participant’s first and last name unless he/she enters differently, or a nick name.

3) Consent:  All participants must acknowledge and provide a general consent for the use of video, photos, voice recordings, testimonials, and/or quotes during the event.  The consent includes a general disclosure and release.
TEMPLATE:  All references to time are based on Eastern Time Zone; if event occurs in a different time zone, indicate in the Event Description below. The data fields below appear in the order when creating the event in the PMF TMS. A sample event posting appears under the template.  
	*EVENT TITLE (up to 100 characters total):
	

	*DATE(S) OF EVENT (if a single day, enter in start date field and leave end date field blank):
	Start Date (mm/dd/yyyy):
	
	End Date (mm/dd/yyyy):
	

	*EVENT START/END TIMES (based on Eastern Time (ET) Zone unless otherwise stated):
	Event Start Time:
	
	Event End Time:
	

	*AUDIENCE:  Check the appropriate audience boxes below, then identify the corresponding class year(s) if applicable.

	
	Current Finalists (will advertise to current Finalists only)

	
	Current Fellows (indicate for which class year(s) or enter “All Current Fellows” to the right):
	

	
	PMF Alumni (indicate for which class year(s) or for “All Alumni” to the right; the PMF TMS only contains Alumni data from the class years of 2010 to the present):
	

	*REGISTRATION OPENS (enter the date/time you would like registration to open; mm/dd/yyyy, #:## am/pm (ET); this is NOT the date/time for the actual event):
	

	*REGISTRATION CLOSES (enter the date/time you would like registration to open; mm/dd/yyyy, #:## am/pm (ET); this is NOT the date/time for the actual event):
	

	*EVENT TYPE (e.g., In-Person (single event), In-Person (multiple locations), Virtual, or a Combination (e.g., single location with a  virtual component)): 
	

	*IF VIRTUAL OR COMBINATION:  Enter the event link.
	

	*IF IN-PERSON OR COMBINATION:  Identify the location details (e.g., name of facility [a limit of 100 characters] and complete address, including ZIP Code):
	

	*EVENT DESCRIPTION:  Use the text box below to describe your event; the box will expand accordingly.  Please include any and all relevant information about the event, including any eligibility and prerequisite information, multiple locations, different time zone other than Eastern Time, etc.  The system allows the following styling options:  bold, underline, italics, bullets, and indenting. Your event/description may be edited by the PMF Program Office.

	

	*ESTIMATED TOTAL TRAINING AND DEVELOPMENT HOURS (if any; ranges from 0 (zero) to 250 hours):
	

	OPTIONAL “OTHER DATA COLLECTION FIELD” QUESTION:  The system allows for a single open-ended question to appear to participants during registration. For example, “Are you interested in carpooling?”  If applicable, enter your question in the text box below; limit of 100 characters. Any responses will be included in the list of registrants sent to the Event Contact.

	

	*EVENT DOCUMENTS:  Indicate if there are any event documents to be associated (e.g., agenda, maps, materials, etc.) to this event. If so, please attach to your request; there is a limit of up to 4 documents. The Event Contact may email any other materials from the list of registrants directly once the event registration has closed and the roster has been sent.
	YES:
	
	NO:
	


EVENT CONTACT:  Identify the point of contact for the event; this should be the contact for any questions from participants and/or the PMF Program Office. The PMF Program Office will direct any event inquiries to the Event Contact identified below. The Event Contact would be responsible in addressing any requests for a reasonable accommodation and ensure the event and any materials are 508-compliant. The Event Contact, or his/her designee, would also be responsible in monitoring attendance and informing the PMF Program Office (see POST-EVENT below).
	*POINT OF CONTACT:  First and last name.
	

	*CONTACT’S EMAIL ADDRESS:  Enter an email address.
	

	CONTACT’S WORK PHONE NUMBER (###-###-####):
	

	CONTACT’S CELL PHONE NUMBER (###-###-####):
	


If the requester needs to make edits to or cancel their event, please contact the PMF Program Office via email at pmf@opm.gov and reference the Event Title or Event ID# in the subject line.

Upon posting, the PMF Program Office will send a copy of the event to the Requester/Event Contact.

The PMF TMS sends automated emails to participants based on the following:  (1) an event has published^, (2) an event has been updated^, (3) the event registration opens^, and (4) if an event is cancelled^. The PMF TMS notifies the PMF Program Office when a participant:  (1) submits a registration, (2) cancels a registration, and/or (3) withdraws from the PMF Program. ^ = These automated emails are sent after Midnight following when an action is taken.
Once the event registration closes, the PMF Program Office will perform the following:  (1) confirm the participant is in good standing (e.g., a Fellow has onboarded and their appointment information is valid), (2) confirm the participant in the PMF TMS to change their registration status to “Confirmed”, (3) produce a list of registrants and sends a copy to the Event Contact, and (4) will stand by to receive proof of participation from the Event Contact (see POST-EVENT below). NOTE:  Any list of participants will contain PII (Personal Identifiable Information) and provisions of the Privacy Act and any other agency/organization policies would apply. 
All events collect the following information from participants:  (1) preferred name to appear on name badges, rosters, certificates, etc., (2) the ability to request a reasonable accommodation, (3) supervisor approval to participate (for Fellows only), and (4) consent for the use of video, photos, voice recordings, testimonials, and/or quotes.
POST-EVENT:  After the event has concluded, the Event Contact must send a list of participants who participated and the number of training and development hours to award (if any), in order for the PMF Program Office to record participation. Upon recording, the PMF TMS will instantly update the participant’s event registration status and, if applicable, instantly generate a “Certificate of Completion” where the participant can download as an Adobe (.pdf) file. Participants are able to monitor and track their events on the Apply Site of the PMF TMS during the duration of their participation in the PMF Program and Agency PMF Coordinators are able to view all events for their Fellows.
SAMPLE EVENT POSTING (AS IT APPEARS TO THE PARTICIPANT):
When a participant logs into the PMF TMS to search for events and clicks on the entry, the posting appears as follows.

	Event ID#:
	21-0001

	Event:
	Informational Webinar for Finalists

	Event Status:
	Published

	Event Date(s):
	Tuesday, June 1, 2021

	Event Times:
	9:00 AM – 10:00 AM (ET)

	Invited Audience:
	2021 Finalists

	Event Location:
	OPM

1900 E St, NW, Rm 2469

Washington, DC  20415

Optional virtual attendance. The link for the event is:  https://opm.zoomgov.com/pmf-orientation

	Estimated Training and Development Hours (if any):
	1

	Event Description:
	This is an informational webinar for Finalists to learn about next steps in securing a PMF appointment.

	Registration Opens:
	Monday, May 24, 2021, 12:00 PM (ET)

	Registration Closes:
	Friday, May 28, 2021, 12:00 PM (ET)

	Review the documents associated with this event (if any). To download a document, click on the title. You can access any documents associated to the event when viewing your Event History. Check the date/time stamp of the document for any updates.

	Event Documents

	PMF Fellowship Timeline (Uploaded 5/24/2021, 11:00:00 AM)


Please be sure to review the “Event Pre-Checklist” at the top of this template before submitting your request.
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