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(600)-50
FINANCIAL MANAGEMENT
50.1     The Budget Process.
The TIGTA budget process begins with budget formulation.  TIGTA estimates the resources needed to operate its programs for a designated fiscal year (FY), generally two years out, and presents these estimates to the Department of the Treasury, the Office of Management and Budget (OMB) and the Congress.  The next step in the budget process is financial plan development, which is the stage where funds and Full Time Equivalents (FTE) are allocated among the TIGTA functions (Audit, Investigations, Counsel, Information Technology, and Management Services).  The budget cycle concludes with the execution of the authorized budget during the fiscal year for which the budget applies.  The execution phase of the budget process consists of tracking and reporting budgeted resources versus actual levels of obligations.  This process continues for a period of five years after the availability of the appropriation ends. 

50.2     Budget Formulation.
The purpose and end product of the budget formulation process is the passage of public law that provides the budget authority necessary for an organization to perform its mission.  The public law i.e., appropriations bill, provides specific amounts of money for the operational costs necessary to support TIGTA's accomplishment of the goals and objectives for the fiscal year.

In the Executive Branch of the government, the President is responsible for submitting an annual budget to Congress.  OMB assists the President in the preparation of the budget and formulation of the government’s fiscal program by supervising and controlling the administration of the budget. The Department of the /Treasury prepares its own budget and that of its bureaus, including TIGTA, and forwards its budget to OMB for review and approval.  Budget examiners in the Department of the Treasury's Office of Finance (under the Assistant Secretary for Management/Chief Financial Officer) review the TIGTA budget submission. 

Within the Legislative Branch of the government, the Budget Committees of Congress and its Appropriations Committees play a primary role in the budget process.  These Budget Committees (House and Senate) serve to balance the needs of TIGTA with all the other programs presented by the President.  The Appropriation Committees of the House and Senate recommend specific funding amounts based on review of budget proposals of the President, the Budget Committees, and the Congressional Budget Office.  Specifically, the House and Senate Subcommittees on Treasury, Postal, and General Government review TIGTA's budget request.  In addition, the House Ways and Means Committee and the Senate Finance Committee determine national tax administration policy. 

50.2.1   Process and Timetable for Budget Formulation.  A typical budget formulation cycle is illustrated in the following table: Please note that budget formulation is an 18-month process.  For example, the process for the FY 2002 budget would start in February or March 2000 and conclude in September 2001.  Also note that timeframes are subject to change, especially those related to congressional actions. http://www.whitehouse.gov/omb/circulars/a11/00toc.html

	Feb/March
	Treasury issues a call requesting the bureaus develop budget initiatives that support their strategic plans and goals. TIGTA begins to prepare its budget submission. 

	May/June
	OMB issues guidance (OMB Circular A-11), and provides specific instructions for the development and presentation of the budget for the submission to OMB.

	June
	TIGTA’s budget goes to Treasury for review.

	Sept./Oct.
	TIGTA’s budget goes to OMB.

	Nov.
	OMB issues final “passback.”  The OMB guidance is augmented as necessary by the Treasury budget staff and passed on to the bureaus.

	Dec./Jan.
	TIGTA’s final budget goes to the President and OMB.

	Feb.
	President submits budget proposal to Congress.  It first goes to the House of Representatives where it is divided among the appropriation subcommittees. 

	April
	Congress prepares first concurrent resolution on the budget.

	June
	Appropriations are passed by the House, and the bills go the Senate.

	Sept.
	Differences are resolved between House and Senate appropriations, then passed by full House and Senate and moves on to the President. 

	Sept. 30
	President signs budget into law by this date and it becomes law.


During the formulation process, the Subcommittees of the House and Senate have the option of holding hearings with each bureau.  The Subcommittees also prepare mark-ups, which recommend specific dollar allocations for each account within the bill and file reports that identify the specific dollar amounts for each account and any direction, emphasis, or restrictions on the uses of the money contained in the bill.

The appropriation bill is debated and sometimes modified in both the House and Senate.  This is often referred to as “floor action.”  Any differences between the House and Senate versions of the bill are ironed out in conference with both chambers represented. 

The President is allowed ten days to review the bill before either approving or vetoing the bill.  If vetoed, the bill is returned to Congress for further consideration.  If the appropriation bill is not passed by Congress and approved by the President by the start of the fiscal year, a Continuing Resolution must be passed and approved to provide spending authority to maintain operations and avoid a "shutdown." 

50.3     Financial Plan Development.
Within the broad controls established by OMB Circular A-34, Instructions on Budget Execution, and Treasury budgetary guidance, TIGTA has authority and responsibility to allocate appropriated resources to its organizational functions and categories of expense. The TIGTA Financial Plan, also known as the operating budget, serves as the primary financial tool to provide TIGTA management with the means to manage and monitor the allocated resources during the fiscal year.  All available financial resources for the upcoming fiscal year are allocated to responsible officials within the TIGTA organization.  The sum of these allocations of appropriated monies must not exceed the amount provided by Congress.

To begin financial plan development, discussions are held with the Inspector General to assess priorities and issues for the upcoming fiscal year.  After this consultation, the Assistant Inspector General for Management Services issues a call memorandum in the early summer to all TIGTA functions requesting the development and submission of requirements and financial plan estimates.  Each TIGTA component is provided with the specific categories of expense for which they will develop estimates and provide narrative justification.  

Note:  During the appropriations process (described in more detail in Section 50.2) Congress may place restrictions on how resources should be allocated/expended.  Any restrictions would be included in the appropriation bill or the committee reports.  Currently there are no limitations governing resource allocation between TIGTA functions.  Congress did place limitations on moving resources between Object Classes of expense.  For further information call TIGTA’s Financial Management Section.

50.3.1   Development of Labor Cost Projection.  The Financial Management Section analyzes the most current cost information for Personnel Compensation and Benefits for all TIGTA functions and prepares the cost projections for these categories for the upcoming fiscal year.  These cost projections incorporate planning assumptions for the increase or decrease in number of staff authorized and on-roll as well as anticipated changes in grade levels.  The projections also include, as necessary, other factors that are expected to impact the attrition rates and the expected outcome of current hiring plans.  Examples of these factors are changes in retirement patterns, changes in health benefits, new trends in labor compensation like recruitment and retention bonuses and newly established special pay rates.  Once the labor cost projections for the upcoming year are refined, that amount of money is reserved within the total expected availability, and the remainder is available to pay for non-labor requirements.

50.3.2   Financial Plan Review, Analysis and Recommendation.  The Financial Management Section analyzes and summarizes the financial plan estimates received from TIGTA functions.  The analysis includes reviewing the current year's spending history for each component and examining trends in spending patterns.  The revised spending plans for the fourth quarter of the current fiscal year often impact the estimates for the upcoming year.  Management Services meets with the functions individually to refine the estimates.  When necessary, the staff also calls joint meetings with multiple functions to discuss organizational needs and overall TIGTA requirements.  The objective is to develop an organizationally balanced financial plan proposal to present to the Inspector General.  An Investment Review Board meeting is held to make final decisions regarding the proposed allocations to balance them with the available funds and to approve capital expenditures for the coming year. 

50.3.3   Financial Plan Approval and Distribution.  After the financial plan is approved by the Inspector General, the underlying detail of staff and dollar allocations by office code is uploaded to the Automated Financial System (AFS).  AFS provides the means to adjust allocations during the fiscal year and maintain a tracking of TIGTA's appropriated funds and expenses incurred.   

50.4     Budget Execution - Operating Guidelines.
The following guidelines will assist management in using available resources to accomplish the strategic objectives of the organization and to solve daily operational issues.  The guidelines will also assist in managing a budget within Object Class and expense category limitations.  These guidelines take precedence over any previous instructions.

50.4.1   Distribution of Funds.  After the financial plan is approved by the Inspector General, the FTE and dollar allocations for each TIGTA component are uploaded into AFS.  AFS is the financial tool that provides TIGTA with the mechanism to adjust financial plans, track obligations, and produce reports on the status of its plan.   

50.4.2   Financial Cuff System. To assist management in maintaining their financial plan down to the Special Agent-in-Charge (SAC) and Associate Inspector General (AIG) level, a financial “cuff system” was developed.  The cuff system is a group of Excel spreadsheets used to track each function’s financial plan and obligations.  The budget representative within the Offices of Audit and Investigations will re-distribute their function’s allocation to the various SACs and Associate IGs via the cuff system. The Financial Cuff System is described in more detail in Section 50.5.

50.4.3   Reprogramming Guidelines.  Congress limits reprogramming among Object Classes to plus or minus ten percent of the enacted budget of any Object Class or $500,000, whichever is greater.  The Financial Management Section manages the Object Class ceilings and floors in AFS at a TIGTA-wide level.  

All reprogramming requests between Object Classes should be submitted to Financial Management Section by the functional budget representative following the procedures outlined below.  Reprogramming among Object Classes may be done to the extent that it does not cause TIGTA to exceed its ceilings or floors.  

When a ceiling or floor has been exhausted, reprogramming in or out (as appropriate) of the affected Object Class will not be permitted until Congressional approval is obtained or until other reprogramming creates more available ceiling or floor.

Requests to reprogram funds should be submitted through your function’s budget representative and should include an explanation as to why the reprogramming is needed.  The functional budget representative should first attempt to satisfy the request internally by canvassing the other SAC/AIG offices.  Only after the functional budget representative has exhausted all means of funding the request internally should they contact the appropriate budget contact in Financial Management.  The request will be reviewed against ceiling and floor availability and, if approved, the Financial Management Section will make the desired change in AFS.  The Financial Management Section will notify the budget representative by e-mail if their request was approved or denied.  Audit and Investigations functional budget representatives will need to update the financial plan in the “Cuff System” to correspond with the AFS changes.  

50.4.4   Financial Coding Structure.  The TIGTA coding structure is made up of various numeric references used to define TIGTA as an entity within the federal government and track its spending patterns.  The financial codes will be used on all accounting and budget documents and records.  The TIGTA Appropriation (0119), Financial Plan (0390) and Activity (18) usually remain constant from one fiscal year to the next.  Office codes, numeric organizational designations, that are part of the financial plan, may change depending on the needs of the various TIGTA functions to capture spending within their area.  Sub-Object Class (SOC) codes, used to identify types of expenses at a detailed level, may vary from year to year in order to meet departmental requirements.
Since TIGTA uses IRS’ AFS, TIGTA financial codes are defined in the  Financial Management Codes Handbook of the Internal Revenue Manual (IRM).  This handbook serves as the primary reference for all financial coding and definition questions.  You will find information on the following topics:

· Resource Structure (Appropriation, Budget Activity, and Program Activity)

· Organizational Structure (Financial Plan, Allotment Office, Spending Office, and Cost Office)

· Classifications of Expense (Object Class, Budget Object Class, Sub-Object Class, and Budget Line Item)

· Other Financial Codes (Requisition Numbering Scheme, Travel Purpose Codes, and Employment Category Codes)

All TIGTA functions will follow the specific procedures and coding prescribed in the handbook.  The Financial Management Section will be responsible for verifying the accuracy of codes used on accounting and budget documents.  Requests for financial code changes, additions, and/or deletions must be submitted to the Assistant Director, Financial Management, by the functional budget representative under signature of the respective head of office. 

50.4.4.1   Financial Codes Specific to TIGTA.  We have prepared an Excel spreadsheet to detail the current TIGTA coding structure.  Each valid TIGTA allotment and spending office is reflected, by component, on the spreadsheet. 

In order to reflect more accurately how we spend our resources, we have decided to consolidate a number of SOCs for FY 2001. Many expense items have two SOCs for the exact same type of expense with the only difference being that one of the SOCs defines the expense as enforcement related.  For example, SOC 2435 is used for regular printing and SOC 2438 is used for enforcement related printing.  

By consolidating the SOCs we not only gain consistency in how we report our costs, we also eliminate the need to add costs from separate expense categories to arrive at a total for a single expense item.  However, we still maintain the ability to distinguish whether an expense is for Audit, Investigations, or other component by looking at the office code that was charged.  

50.4.4.2
The IRS Financial Management Codes Handbook provides information on the appropriate SOCs to use in FY 2001 including a summary of the SOC changes.  These changes need to be taken into consideration when arriving at your plan estimates to ensure funds are allocated in the correct expense categories.

50.4.5   Financial Definitions.
Allotment – The authorization to incur obligations within a fixed time period, for a specified purpose, and for a specified amount.

Allotment Office – A sub-unit of the Financial Plan used to enter the budget allocation into AFS to establish the initial financial plan and to process financial plan changes.  An Allotment Office is a secondary level of resource management and control within a financial plan.

Appropriation – The statutory authority to incur obligations and make payments out of the Treasury for specified purposes.

Automated Financial System (AFS) – AFS is an integrated budget and accounting financial system used by the IRS for financial accounting, funds control, management accounting and financial reporting capabilities.  Since IRS performs TIGTA’s accounting services, TIGTA’s financial and budget data is processed through AFS.

Budget Activity Code (BAC) – A subdivision of an appropriation identified in the formal request to Congress.  Budget Activities are negotiated with OMB and Congress and may not be changed without OMB and Congressional approval.  

Budget Line Item (BLI) – A grouping of related expenses for management and analysis of TIGTA’s operational costs.  A BLI can be made up of a number of Budget Object Classes (BOCs) from several Object Classes. BLIs are 2 digit alpha codes.

Budget Object Class (BOC) – A subdivision of expense Object Classes, by type, used for developing and executing the operating financial plan.  BOCs represent groups of SOCs that are linked together to provide summary management information for financial planning and budgeting purposes.  Accordingly, BOCs are more detailed than Object Classes, but less detailed than SOCs

Commitment – A commitment reserves a portion of the budgeted funds to signify the future intent to purchase goods or services.  Commitments can be established with current fiscal year budgeted funds only.  They are not legally binding; therefore, they may be withdrawn prior to ordering goods or services.  Once a commitment is established in AFS, the available budget is reduced by the amount of the commitment and is recorded as an unliquidated commitment.

Cost Office – An organizational component.  The office benefiting from the goods or services being acquired.  Cost office and Spending (Budget) Office are generally, but not always, the same.

CQ – A transaction code generated by AFS that identifies a commitment as being for a bankcard purchase.

Financial Plan – A comprehensive plan, which specifies the FTEs and dollars issued to an Executive to carry out the program(s) for which they are responsible. This four-digit alpha/numeric code represents the highest organizational level of a plan.

Fiscal Year – A four-digit code that corresponds to the fiscal year.  For example, Fiscal Year Code “2000” represents the fiscal year ending September 30, 2000 and “2001” represents the fiscal year ending September 30, 2001.  When a one-digit fiscal year is used as part of an accounting or budgeting document identification number in AFS, the one-digit corresponds with the last digit of the fiscal year concerned.

Full-Time Equivalent (FTE) – Is the total number of regular straight-time hours (i.e., not including Law Enforcement Availability Pay-LEAP, overtime or holiday hours) an employee was paid for in a given fiscal year divided by the total number of hours applicable to that fiscal year. The number of hours for FY 2001 is 2080 (260 days x 8 hrs).

Object Class – A classification of expenses according to types of services or other items involved, such as personnel services, travel, equipment, etc., as prescribed by the Office of Management and Budget Circular A-11, Preparation and Submission of Budget Estimates. 

Office Code - An organizational component, which is a sub-unit of a Financial Plan.  See Allotment Office, Spending (Budget) Office, and Cost Office.

Program Activity Code (PAC) – A grouping of related work operations, which constitute a specific phase or portion of an overall work program.  PACs are two-digit alpha/numeric codes that subdivide BACs.  PACs are primarily used for internal management and financial planning purposes.

Project Cost Accounting Subsystem (PCAS) - An integrated project tracking subsystem within AFS that collects expenditure data.  PCAS numbering consists of a five-digit code which identifies Initiatives, Projects, and Sub-projects coded in a hierarchical manner.  Positions 1-3 represent the Initiative, positions 1-4 represent the Project and positions 1-5 represent the Sub-project.

Request Tracking System (RTS) – RTS is an electronic system used to process requisition transactions to procurement. 

Spending (Budget) Office – An organizational component that is a sub-unit of an Allotment Office.  Indicates where obligations will be charged. The Spending (Budget) office code is used in all commitment and obligation documents. Obligations for Spending (Budget) offices are charged against the budget allocation in the corresponding Allotment Office.

Sub-Object Class (SOC) – A further subdivision of expenses in greater detail, by type, below the Object Class and BOC levels, against which expenditures are charged.  SOCs are four digit codes used to capture cost data for analysis and management of TIGTA’s operations

50.4.6     Commitments.
All commitments, including those not requiring Procurement action, are to be initiated and modified using the Request Tracking System (RTS).  By using RTS for all commitments we gain a consistency, accountability, and tracking mechanism that was missing when requests were processed in both automated and manual formats.

To establish a commitment for a procurement action or a non-bankcard out-service training request (SF-182) please follow the guidelines outlined in Chapter (600)-40.7, Procurement. 

The Financial Management Section will establish commitments for bankcard purchases.  Cardholders will be required to submit to their budget representative in Financial Management the amount they want committed in each of their purchase card accounts.  The commitment should be sufficient to cover a minimum of six months worth of anticipated charges and preferably an entire fiscal year.  

After the commitment has been established, no increases or decreases will be permitted until the results of the midyear review are known.  As part of the midyear review, cardholders will be requested to update the purchase card commitments to cover anticipated charges for the remainder of the fiscal year.   Again, increases or decreases will not be permitted until sometime in August when cardholders will be given one last opportunity to fine-tune their purchase card accounts.

50.4.7   Expense Category Specifics.  Guidelines for individual expense categories change from fiscal year to fiscal year depending upon budgetary dynamics.  The following guidelines are effective for FY 2001.

50.4.7.1   Labor.  With the exception of cash awards and overtime, all labor funds are considered a corporate asset and are therefore centrally managed by the National Director, Performance and Investment/CFO.

50.4.7.2   Relocation.  As with any other expense category, all functions will be expected to stay within their plan allocation.  There must be sufficient resources available in a function’s financial plan before a vacancy can be announced with moving expenses authorized.  xxxxxxxx of the Financial Management Section will assist employees authorized to relocate. 

50.4.7.3   Rent.  Administrative Services Section reviews all bills for accuracy and Financial Management Section certifies funds availability.  All rent charges are obligated against the Space and Housing Office Code (8003).


50.4.7.4   Communications.  All pager and cellular phone costs are considered communication expenses.  The appropriate SOC for the purchase of cellular phones is SOC 3173.  The monthly service fee is to be charged to SOC 2351.  Additional information on the cellular program can be found in the memorandum entitled FY-2001 TIGTA Nationwide Cellular Phone and Pager Program. 




50.4.7.5   Cash Awards.  Guidance on cash awards can be found in the memorandum entitled Fiscal Year (FY) 2000 Performance Evaluations for Managers and Non-Managers.

50.4.7.6   Training.  Any out-service training requests (SF-182s) that exceed the Citibank IMPAC card single purchase limit of $2,500 or for which a vendor will not accept the IMPAC card/convenience check, will be required to be processed through the RTS.  Current procedures for completing the SF-182, obtaining approval signatures and attaching all required documents remain in effect.  All such requests are to be forwarded directly to the Administrative Services Section.  Once the Procurement Analyst has entered the request into RTS, the SF-182 and attachments will be returned to the appropriate functional training coordinator for distribution of employee and vendor copies.

50.4.7.7   Services & Supplies.  (Toner Cartridges) Except for TIGTA Headquarters, each function is expected to buy their own printer toner cartridges.  The Office of Information Technology will purchase printer toner for all Headquarters’ occupants.

50.4.8   Financial Plan Reviews.  TIGTA usually conducts one formal financial plan review each fiscal year.  The review incorporates both labor and non-labor expense categories.  The Financial Management Section conducts the labor portion of the review, except for cash awards and overtime.  The non-labor portion of the review requires the assistance of the functions.  A call memorandum is issued, usually in mid-February, to each function with a response due in approximately six weeks.

The Financial Management Section provides a spreadsheet to each function with plan and obligation data through a specified date.  Each function is required to respond with estimated obligations for the remainder of the fiscal year for all the applicable categories.

In addition to the spreadsheets, each function must include narrative information for all deficits and reprogramming requests between Object Classes.  The narratives should describe in detail the source of any deficits, proposed reprogramming, and the operational consequences if the deficits are not funded.  When possible, deficits should be covered through internal reprogramming.

The responses are sent via electronic mail to the Assistant Director, Financial Management.  After completing an analysis of the functions’ submissions and the labor projection, the Financial Management Section summarizes the results of the mid-year review for the TIGTA IRB.  The IRB then makes its decisions on what deficits should be funded and how any surpluses should be spent.  A memorandum is prepared to inform the functions on the results of the mid-year review.

50.4.9   Budget Contacts.
50.4.9.1   Financial Management Section.  ********** is the budget contact within the Financial Management Section for Investigations.  ********* is the contact for Audit, Information Technology, Counsel, and Management Services.

50.4.9.2   Functional Budget Representatives. 

Audit – **************

Counsel – *************

Information Technology – **************

Investigations – ************* 

Human Resources – *************

Space & Housing – *************

Performance & Investment – ************ 

50.4.10   Functional Budget Representative Responsibilities.  Each functional budget representative is responsible for maintaining the "Financial Plan" column within the Cuff accounts.

The functional budget representative forwards requests to reprogram funds within an AIG/SAC financial plan or requests for additional funds are to the Financial Management Section.  

The functional budget representative is to notify the AIG/SAC of all approved/

disapproved requests. 

50.4.11   Financial Management Section Contact Responsibilities.  The Financial Management Section contacts are responsible for updating the commitment and obligation columns for all Cuff accounts by the 10th of each month. The data entered are to represent cumulative commitments/obligations through the last day of the month.

The contacts are to enter approved reprogramming requests outside of Object Classes into AFS and are to notify the respective functional budget representative once the transaction is completed.

Prior to processing the reprogramming requests, the contacts are to ensure that the ceiling and floor limitations will not be exceeded as a result.  If the request would result in exceeding the ceiling and/or floor limitations, they are to notify the appropriate functional budget representative and the National Director, Performance and Investment as to why the request can not be processed.

50.5     Cuff System.
The "Cuff System" is comprised of electronic Excel spreadsheets that are used to separately track each component’s financial plan as allocated by their respective Deputy IGs/AIGs.   The Cuff System data are extracted from AFS, which is the official program that tracks TIGTA’s resources.  Because reprogramming data with AFS is very cumbersome and access to the system is restricted, the Cuff System was developed to allocate resources to a lower level than is reflected in AFS.  The spreadsheet includes a breakout of the major expense categories by BOC and reflects the current financial plan; the cumulative obligations; the balance remaining; and the percent (%) of plan dollars spent for each as of the last day of each month.

50.5.1   Obtaining Access to the Cuff System.  You must be authorized to have access to the shared drawer in order to access the Cuff Accounts.  If you do not have access, and think you should have access, please contact your functional budget representative.

To Connect Network Drive to the "Financial Pl" Directory.
Access Windows Explorer

Select "Tools" from the tool bar

Select "Map Network Drive"

Leave the DRIVE code as is or assign to desired drive

Check the box "Reconnect at Login"

Under SHARED DIRECTORIES scroll down to "INSP_NO" and double click

Scroll down to Server #8 and double click

Scroll to "Financial PL" and double click

To Access the Files.
You must be in Excel

Tag "File" on the tool bar

Tag "Open"

Under the drop down directories tag "Financial Plan NO_server-08"

Double click on "Audit” or “Investigations"

Double click on "CuffReportAudit.xls” or “CuffReportInvest.xls”

At the bottom of the screen tag the appropriate AIG or SAC spreadsheet

50.6   Investment Review Board (IRB).
The purpose of the TIGTA IRB is to review and approve funding for TIGTA's capital investments and major acquisitions.  The IRB also ensures the regular monitoring and proper management of these investments.

50.6.1   TIGTA IRB Members.
· Inspector General

· Deputy Inspector General for Audit

· Deputy Inspector General for Investigations

· Assistant Inspector General for Management Services

· Assistant Inspector General for Information Technology

· Chief Counsel

· National Director, Performance and Investment/Chief Financial Officer (CFO)

Principal IRB members may designate others to attend in their absence.

50.6.2   Definitions.
50.6.2.1   Capital Investments.  Capital investments are investments in capital assets such as land, structures, equipment, and intellectual property (e.g., software) that are used by TIGTA and have an estimated dollar value or cost of at least $50,000 or more and a useful life of two years or more.  The cost of a capital asset includes both its purchase price and all other costs incurred to bring it to a form and location suitable for its intended use.

Examples of capital assets include, but are not limited to, the following:

· Office buildings, laboratories

· Furniture

· Motor vehicles, investigative equipment

· Information technology capital assets (hardware, software, and applications)

Capital assets do not include intangible assets, such as knowledge resulting from research and development or the human capital resulting from education and training.  Also excluded are items acquired for resale in the ordinary course of operations or held for the purpose of physical consumption, such as operating materials and supplies.

50.6.2.2   Major Acquisitions.  Major acquisitions are those that require special management attention because of their (a) importance to TIGTA's mission; (b) high development, operating, or maintenance costs; (c) significant role in the administration of TIGTA programs, finances, property, or other resources; and/or, if applicable, (d) high risk [i.e., ability to meet the function's mission]; or (e) high return [i.e., return over the life of the investment exceeds its cost by at least 25%].  

50.6.3   Responsibilities of the IRB.
50.6.3.1   Quarterly Meetings.  The National Director, Performance and Investment, will schedule all IRB meetings.  These meetings will be held at least quarterly to consider investment issues and make investment decisions.  In addition, the IRB will determine whether issues meet the criteria of the Treasury Investment Review Board (TIRB), and refer them when appropriate.

50.6.3.2   Reviewing Proposed Capital Investments.  The IRB is responsible for reviewing major new capital investments of $50,000 or more, as well as all Information Technology initiatives, upon recommendation of the Deputy Inspectors General, the Assistant Inspectors General and the Chief Counsel.  The IRB will determine if the business case supporting the proposed investment is sound, well justified, and appropriate for funding consideration in the budget process.  All projects must be approved by the IRB, and when required, be forwarded to the TIRB for review.  Decisions and recommendations of the IRB will be developed using consensus.  If consensus cannot be reached on the merits of a particular project, the Inspector General will determine that project's disposition.

When dealing with multiple requests, the IRB review process will result in a prioritized list of capital investment proposals.  When required, these proposals will be forwarded to the TIRB for review and at a minimum, this prioritized list will be updated and available to the TIRB during formulation of the OMB budget request.

Additionally, the IRB will review Information Technology's entire spending plan for the upcoming fiscal year prior to the start of the fiscal year.  The IRB will also approve an amount to be used for budget formulation.

50.6.3.3   Monitoring Capital Investments.  The IRB will regularly monitor all capital investments under development to ensure that cost, schedule and performance targets are being met.  In the event that a project is facing cost overruns, major schedule delays, or performance shortfalls, the IRB will determine the need to cancel the project and redirect freed resources to other priorities.  The IRB must coordinate the canceling of projects and redistributing of funds for those projects that the TIRB has approved.

50.6.4   Business Cases.  The appropriate Deputy Inspector General or Assistant Inspector General will prepare a business case for all capital investment proposals.  The business case should include:

· Description:  Provide the name of the project.  Define the project by describing what it is, what it will accomplish.

· Justification/Benefits of Project:  Describe the business need by defining the reasons for pursuing the project.  List the benefits to TIGTA, including a clear statement of how the asset will help TIGTA meet its mission, its long-term strategic goals and objectives and the annual performance plan required by the Government Performance and Results Act of 1993.

· Financial Basis for Selecting the Project/Cost Benefit Analysis Highlights: This selection will be based on a cost benefit analysis conducted prior to submitting a business case.  The analysis may vary, depending on the type of project being studied.  At a minimum, the function should ensure that the following items are addressed:
-
Identify assumptions and constraints
-
Identify and quantify benefits and costs (on a full life cycle basis)
· Program Management:  Describe who will manage the project and how it  will be managed, particularly in regard to project cost control, if applicable.  The project milestones indicated below should be used to determine the activities associated with long term projects (i.e., CMIS) and the timeframes for accomplishing those tasks.

A. Project Initiation Document

-
mm/dd/yyyy

B. Requirements Analysis Package

-
mm/dd/yyyy

C. Project Master Plan


-
mm/dd/yyyy

D. Master Plan Update


-
mm/dd/yyyy

E. Solicitation Document/RFP

-
mm/dd/yyyy

F. Contract Award


-
mm/dd/yyyy

G. Decision to Implement


-
mm/dd/yyyy

H. Date Prototype/Pilot Implemented
-
mm/dd/yyyy

I. Date Fully Implemented

-
mm/dd/yyyy

50.6.5   TIRB Approval.  When TIRB approval is required, the functions will coordinate with the Financial Management Section to prepare a business case using Treasury's standard business case template, as required in OMB A-11,  Exhibit 300A, Impact of Full Funding of Capital Assets, and Exhibit 300B, Capital Asset Plan and Justification. 

Note:  When TIRB approval is required, additional supporting documentation for the business case must be prepared.  

50.7 Procedures for Approval of Off-Site Meetings.
TIGTA has defined “meetings” to include meetings, conferences, CPEs, task forces or other special work groups, and developmental and training activities.  FLETC training is, however, not included in our definition of “meetings.”  Questions as to whether a particular activity meets the definition of “meetings” should be referred to the National Director, Performance and Investment for resolution.

The criteria to determine if a meeting requires prior approval are as follows:

· If a meeting is taking place in the headquarters city in government space and the majority of the attendees are from the hosting location, prior approval is not required.

· If a meeting is scheduled outside the headquarters city because suitable space in government space is not available in the headquarters city, and a cost comparison indicates it is less costly to hold the meeting outside the headquarters city (either in government or non-government space) then prior approval is not required.  Documentation on the meeting, including cost comparisons, must be kept on file by the sponsoring office.

· However, if suitable government space is available in both the headquarters city and an off-site location, prior approval is required, even if cost calculations show that the off-site location is less costly.

· If a meeting is scheduled outside the headquarters city in government space or in no-government space and cost calculations show that holding the meeting outside the headquarters city is more costly, prior approval is required.

All meeting requests requiring prior approval must be submitted to the Inspector General through the National Director, Performance and Investment under the signature of either a Deputy Inspector General, Assistant Inspector General, Associate Inspector General or the Chief Counsel.  The request should include all required cost comparisons, detailed information on how the costing was arrived at, what assumptions were used, and the name and phone number of someone to contact for additional information.  When conducting cost analysis for off-site meetings, you must include the cost of transportation, per diem, contract fees, room and equipment rental and all other costs incident to the meeting.  This also includes the cost of using Government Owned Vehicles.  The use of Government Owned Vehicles is to be calculated at $.50 per mile until notified otherwise.

The request, with the exception of task forces, should be received at least six weeks in advance of the date of the meeting to allow both for adequate review time and for a change of location or facility, if the initial request is not approved.  Arrangements with the proposed facility where the meeting is requested to be held, and/or hotel reservations should not be finalized until approval has been received.  Task force requests should be submitted as soon as the task force has set meeting dates.

Before deciding on any off-site location, all of the following steps should be taken:

· Determine the availability of government facilities before considering non-government facilities (Military bases are usually a good option);

· Minimize overnight travel by selecting a site that requires a minimum number of employees to travel/stay overnight;

· Include the headquarters city in all cost comparisons; 

· Select the headquarters city when cost differences are negligible;

· Avoid the use of resort or resort-type facilities; and, 

· Select a site where the primary objectives of the meeting can be attained.

50.8     Business Cards.
TIGTA must maintain the integrity of all identification media to prevent misuse or abuse that could bring discredit or adverse publicity to our organization.  TIGTA considers business cards to be a form of identification; therefore, business cards must conform to the specifications provided.  The design and specifications of the business cards ensure uniformity and consistency thereby allowing TIGTA to handle inquiries from taxpayers about the likelihood of a business card being genuine.  For that reason, only business cards authorized by TIGTA may be used as official identification.  Any employee using a business card in the performance of his/her official duties that is not from one of the approved sources should cease immediately.  TIGTA business cards are for use only in the conduct of official business.  Any other use will be considered unauthorized use of an official government card.

Currently there are only two authorized methods of obtaining business cards.  One is to purchase the cards from an authorized vendor, and the other is to produce the cards using the template in Microsoft Word.  TIGTA employees may not use any other type of business card in the performance of their official duties.

To date, only two vendors have been authorized to produce business cards using the TIGTA seal and badge.  Chu Graphic Arts (619-579-5222) of El Cajon, California and Bill Johnson Business Card Printers (816-761-6000) of Kansas City, Missouri.  To obtain an order form, call either of the vendors directly or contact ************ of Management Services at ***************.  The cost of commercially produced cards is the responsibility of the employee.

To create a customized page of business cards using the Word template, select File-New, click on the General tab and select Calling Card.  Similar to the commercially manufactured cards, the template incorporates the official TIGTA seal.  The cards should be printed on Avery 5371 White Business Cards or equivalent card stock.  The card stock can be purchased with appropriated funds using your offices’ supply resources.  We recommend that you only print a few pages at a time due to the frequency that information on the card changes.

50.9     Interagency Agreements (IAG).
An Interagency Agreement is written to obtain a legal binding contract between two Federal agencies which specifies the tasks to be accomplished by one agency in support of the other.  This includes labor and non-labor costs for detailed personnel and administrative support provided to TIGTA.  For assistance in preparing an IAG, follow the guidelines under the IRS Procurement website.  http://acprocurement.irs.gov/howto/iag.htm.


To view the current Interagency Agreements and MOUs for TIGTA, go to 

..\..\mous\mouindex.html.


50.9.1  Authority.  The authority to execute IAGs obligating TIGTA funds, is contained in the Economy Act, 31 U.S.C. §1535, as implemented by Federal Acquisition Regulation Subpart 17.5 and complies with the Competition in Contracting Act, P.L. 98-369.


50.9.2   To initiate a TIGTA IAG. 


· Refer to Chapter (700)-130 for Chief Counsel Instructions on preparing and routing Interagency Agreements/MOUs.

· Develop specifications or a statement of work to ensure that all program requirements are included. (Cost estimate should be obtained and a statement of work agreed upon.)


· Designate a Contracting Officer's Technical Representative (COTR) to administer your IAG and include COTR Procedures as an Attachment.


· Include appropriate signatures (i.e., National Director, Performance and Investment; Assistant Director, Financial Management; Assistant Director, Personnel) and accounting codes (i.e., 80J1, 8478, 8277, 8076, etc.)


· Complete the Analysis of Alternatives, questions of whether an IAG is appropriate to meet your needs: "Is this the most cost-effective, efficient method for the service?" 

· Include Memorandums of Understanding (MOUs) or any attachments from the other federal agency.

· Submit the completed agreement to the Office of Financial Management, Attention:  Daniel Shaffer, Rm. 700A, TIGTA:MS:PI:F, 1125 15th Street NW, Washington, DC  20005.
50.10     Corporate Express.
Corporate Express is the first option for consideration when obtaining office supplies throughout TIGTA.  It is mandatory to purchase all office supplies from Corporate Express if it is on contract, even if the item(s) to be purchased can be found at a lower price elsewhere.  Supplies not on contract may be purchased at any retail store. 

50.10.1   Excluded Items.  TIGTA does not have a “Don’t Buy List,” but furniture and computer equipment should not be purchased through Corporate Express.  For more information on acquisitions, see Chapter (600)-40.7.

50.10.2  Charging Office Supplies.   For the purchase of all office supplies, including any supply type item that can be used in conjunction with the mini/micro (desktop) computers, use SOC 2611. 

As a government agency, we are not subject to paying tax. The TIGTA Tax Exempt number is xxxxxxxxx.

Recently, the contract with Corporate Express extended the maximum period allowed for delivery of items from 24 hours to 72 hours. Nonetheless, 90% of the orders are still required to be delivered within 24 hours. If an order is expected to exceed or has exceeded 72 hours, the order will automatically be cancelled by Corporate Express. 

The Corporate Express catalog does not include price information. A separate price list is provided and is updated quarterly. Prices may change either up or down.  A change list will be distributed quarterly and a new price list published twice a year.

50.10.3   How to Resolve Corporate Express Order Problems.  First, call the Corporate Express customer service number (1-800-270-9711 ) and explain the problem.  Be ready to provide the customer service representative with the order number and date the order was placed. 

If, after having attempted to directly resolve the order problem with Corporate Express and in your estimation any further contact with Corporate Express on your part would be futile, please contact the TIGTA Office of Human Resources for assistance. 

50.10.4   Designation of Individuals Authorized to Order Desk-Top Office Supplies.  Any Citibank card holder is authorized to order desk-top office supplies.  However, each SAC or AIG office within TIGTA has established internal procedures that limit the designation of individuals approved to order supplies. 

50.10.5   Order Points.  Contact the Financial Management Section for a listing of the current order point numbers, corresponding delivery addresses, responsible card holder names and office contacts. 

As the Financial Management Section is responsible for maintaining the order point information in conjunction with the Corporate Express, all deletions or changes to the order point delivery address, card holder name or office contact name are to be forwarded by e-mail to the Assistant Director, Financial Management.  Your message should include the requested change(s) as well as the corresponding order point number(s).     

To add an order point, the following information should be e-mailed to the Assistant Director, Financial Management:

· Delivery address including room number and stop number if applicable;

· Name and phone number of credit card holder to which the expenditures are to be charged; and,

· Name and phone number of the office contact to which the supplies will be delivered.

Once the order point has been established, the Financial Management Section will notify the respective credit card holder and office contact of the order point number.

50.10.6   Corporate Express Ordering Procedures.  Prior to placing a supply order, the card holder is to ensure that a CQ has been established and that sufficient funds remain in the CQ to cover the cost of the order. A listing of CQs is available in the Cuff System (See Section 50.5).  This report should only be used as a cross-check against your internal records as the data, including balance, is as of the last day of each month only. Internal records of CQ changes and balances should be maintained on a day to day basis. To establish a new CQ, contact your Financial Management Representative - xxxxxxxxx for the Office of Investigations and Dan Shaffer for the Office of Information Technology, Chief Counsel, Management Services and the Office of Audit. 

For more information on how to place orders please refer to the Corporate Express Training Manual.  For a quick reference, a condensed version of these procedures is outlined below.  

· After all internal procedures for ordering from Corporate Express, including verifying the availability of funds, have been completed and all necessary approvals obtained, complete the Corporate Express order form. Be sure to include all needed information.

· For Corporate Express to fill the order, it must include the name, order point number i.e., TIG-012, phone number and fax number of the person placing the order. This information is needed in case Corporate Express should have questions regarding the order and so they can fax back confirmation. 

· When entering individual line items, all requested information must be provided. It is of particular importance to include the correct unit of measure, unit price and extended price as this information will prove valuable in determining possible errors in either the shipment or the bill.

· The order form must be dated and include an approver’s signature.

· Orders may be faxed (1-800-270-9611) and/or telephoned (1-800-270-9711) to Corporate Express, however, faxed copies are preferred. To avoid potential problems later, always ask to have a confirmation of the order faxed back for your records. If not received in a reasonable amount of time, follow-up with Corporate Express until you have a fax copy of the confirmation. 

· Orders received by Corporate Express after 3:00 p.m. are not guaranteed overnight delivery. When faxing several orders, be certain to include on the fax cover sheet the number of order sheets attached.  Upon receipt of the faxed confirmation from Corporate Express, you should reconcile your order to the confirmation order to ensure they are the same. This reconciliation is especially important if your office has one cardholder placing orders for multiple order points. 

50.10.7   Reconciling Corporate Express Orders & Error Resolution.   Please refer to the Corporate Express Training Manual.   

50.11     Financial Management for Investigative Activities.
50.11.1   Overview.  Investigations often require special expenditures of funds and may result in receipt of money or property that must be properly recorded and disposed of.  This section contains information regarding:

· Investigative imprest funds

· Confidential expenditures 

· Non-confidential expenditures


· Payments to confidential sources

· Expenses for the protection and maintenance of witnesses and confidential sources

· Expenses for undercover operations

· Special moneys and other property

· Reviews of investigative imprest funds, special moneys and seized property 

· Disposition of Government Owned Vehicle settlement checks

· Restitution payments

50.11.2     Investigative Imprest Funds.  An investigative imprest fund is a cash fund that has been advanced by a fiscal management office without charge to a government appropriation or fund account.  These funds are provided to an authorized cashier for disbursements related to enforcement of the laws and regulations enforced through the operations of the activity served by the cashier.

An investigative imprest fund has been established in each of the Field Division offices and in the Strategic Enforcement Division to pay confidential expenses. Common expenses include payments to confidential sources, payments in connection with undercover operations and payments in conjunction with the protection and maintenance of witnesses and confidential sources.  

The instructions contained in this section are for use by TIGTA Special Agents and the Financial Management Section staff.  Cashiers and supervisors should refer to Internal Revenue Manual (IRM) 1724, Imprest Funds Handbook, for more detailed information.

50.11.2.1   Uses of Imprest Funds.  Investigative imprest funds can only be used for:

· Reimbursing confidential expenditures, i.e., payments to or on behalf of confidential sources. 

· Expenses for undercover operations. 

· Expenses for protection and maintenance of witnesses and confidential sources. 

· Other expenditures of such a nature that their disclosure might jeopardize an investigation or create a potential danger to the investigating Special Agent.

· Payments to financial institutions that charge a fee for cashing disbursing office checks or maintaining the imprest fund checking account.

50.11.2.2   Establishing Investigative Imprest Fund Checking Accounts.  

All TIGTA investigative imprest funds must be checking accounts.  Cash accounts are prohibited.  

To establish an investigative imprest fund checking account, each Field Division office completes a signature card from a local bank.  Enter the names of the primary and alternate cashiers who will have access to the account.  If the bank assigns an account number at this time, enter it on the signature card(s).  If the bank does not assign an account number until funds are deposited, follow the instructions below.  Note:  TIGTA’s Employer/Taxpayer Identification Number is 72-0564834.  Checking accounts that pay interest should be avoided, if possible.  However, if an account was inadvertently opened and interest paid, a check in the amount of the interest paid for each month is to be made payable to the U.S. Treasury and included with the regular documents sent monthly to the Beckley Finance Center (BFC).   Every effort should be made to avoid banks that charge a monthly service fee.  If this cannot be avoided, then the monthly service fee in addition to the other confidential expenditures incurred during the month are to be reflected in the documents sent to BFC for reimbursement.  

The SAC or the Deputy Special Agent-in-Charge (DSAC) prepares a memo to the Director, BFC, informing them of the need and purpose to establish an investigative imprest fund checking account.  Include a signature approval line at the bottom of the memo for the appropriate Associate Inspector General for Investigations.  The memo is to include the following information:

· Name and address of bank

· Agency name:  TIGTA

· Names, phone numbers and address of the primary and alternate cashiers

· Date investigative imprest fund is needed

· Amount in which the account is requested to be established

· TIGTA’s Employer Identification Number:  72-0564834

· TIGTA’s Agency Locator Code (ALC):  20040001

· Accounting String:  2001 (FY)-0119(appropriation)-0390(financial plan)-84__(SAC four digit spending office code)-18(program activity code)

Forward the memo and completed signature card to the appropriate Associate Inspector General for Investigations for approval.  Once approved by the Associate Inspector General, forward the memo to the Assistant Director, Financial Management, for final review.  Requests that are denied will be returned to the respective SAC with an explanation of why it was not approved.

The Assistant Director, Financial Management, will forward the request to BFC at the following address:

Internal Revenue Service

Beckley Finance Center

ATTN:  Investigative Imprest Fund Technician

P.O. Box 9002

Beckley, WV  25802-9002

The Director, BFC, will sign the signature card(s).  Once the request has been processed (in approximately two weeks) BFC will return the signature card(s) to the requestor.  At the request of BFC, the Kansas City dispersing center will forward a check in the amount approved to the primary cashier.  

The check and signed signature card(s) should be taken to the bank.  If the bank account was not previously provided, enter the number on the signature card and fax a copy of the completed card to BFC at (304) 256-6033 or (304) 256-6094.

Each imprest fund account is established at a maximum of $10,000.  Requests to increase the account above $10,000 must be approved by the appropriate Associate Inspector General for Investigations.  To request an increase in the overall investigative imprest fund amount, follow the procedures for establishing an investigative imprest fund.  In the memo to the Director, BFC, note that the request is to increase/decrease funds for an existing account.  Include the current amount of funds in the account and the revised amount you wish to have in the account.  If a request is made to reduce the account, a money order made out to the “Internal Revenue Service” for the difference is to be included with the request.  

Note:  As the primary and alternate cashiers change, the signature cards will need to be revised accordingly and a copy faxed to BFC and the Assistant Director, Financial Management.  If the bank requires that new cards be obtained with each change, the cards should be completed and forwarded to the Director, BFC, for signature.  It is not necessary to obtain approval from an Associate Inspector General for Investigations.

50.11.2.3   Maintaining the Investigative Imprest Fund.  Investigative imprest funds are replenished on a monthly basis.  Reimbursements should be requested at the end of each month, but may be requested more than once a month, if necessary.  Monthly vouchers and all other required documents must still be submitted.  If funds need to be replenished more often than monthly, Field Divisions may need to have the overall investigative imprest fund amount increased. 

The following items are required for each reimbursement:

· Original Standard Form (SF) 1129, Cashier Reimbursement Voucher and/or Accountability Report, signed by cashier and the head of the office 

· Copy of SF 1129 with original signatures

· SF 1164, Claim for Reimbursement of Expenditures on Official Business, (supporting documents)

· Original SF 1149, Statement of Designated Depositary Account

· Copy of monthly bank statement.  Note:  This statement should be for the same period you are requesting reimbursement. To make balancing easier, the bank statement should close on the last day of each month.  The bank will change the closing date if requested.

Note:  Even if you are not submitting a request for reimbursement, the SF 1129 needs to be submitted at the end of each month.

Follow these instructions for preparing and submitting an SF 1129:

· Address on the SF 1129 should match the address in AFS.  This is the address that will be used to mail a check in the event the Electronic Funds Transfer is not or cannot be used.

· The term “cashier” must be shown as opposed to an administrative title (e.g., Joe E. Brown, Cashier, not Joe E. Brown, Administrative Assistant). 

· The cashier should sign in the “Status of Funds” section and the “Accounting Classification Block.”  The official responsible for the office in which the fund is located should sign in the “For Administrative Use” section and please put a date even though the form does not call for it.

· Sub-vouchers should be attached in numerical order and listed on the SF 1129 (i.e., SV# S-001 through S-009 with the time period of reimbursement, i.e., October 1, 1999 through October 31, 1999).

· Complete the accounting string for each separate SOC in the “Accounting Classification” section and on each sub-voucher.  (00-0119-84_ _ 84 _ _ (SAC spending office code)-18- _ _ _ _ (SOC 9102/9103, etc.) and _____ (Total $ amount).  Only the following SOCs are valid with the investigative imprest fund:  9101, 9102, 9103, 9104 and 252E.  SOC 252E is only to be used to cover the monthly service charge in the event none of the banks convenient to the office offer free checking.

50.11.2.4   Responsible Official.  The SAC is the responsible official for:

· Supervising their respective imprest fund

· Ensuring that the fund and related records are safeguarded

The responsible official must promptly notify the appropriate Associate Inspector General for Investigations and the Assistant Director, Financial Management, by memorandum, whenever there needs to be a change in the imprest fund caused by:

· Designation of the principal cashier or alternate cashier(s)

· Revocation of the principal or alternate cashier's designation

· A change from the principal cashier to alternate cashier or from the alternate cashier to principal cashier

· An increase or decrease in the amount of the imprest fund

· Establishing or changing a checking account

In addition, the responsible official must:

· Provide adequate training for new cashiers and alternates.

· Provide assistance to the cashier in performing his/her duties.

· Ensure timely submission and approval of accountability reports, checking account reports and fund reimbursement vouchers.

· Direct a cash verification of the imprest fund at least once each calendar quarter on an unannounced basis and whenever accountability for the fund is to be transferred.

· Ensure the combination to the lock on the imprest fund storage container and the cash box is changed whenever there is a change in cashiers; transfer of accountability due to unforeseen absence of the cashier; a compromise of the combination in some way; or at least once each year.

· Make an immediate report in the event of an imprest fund loss.

50.11.2.5   Monitoring and Controlling Expenditures.  The responsible official will control expenditures, which are reimbursed from the investigative imprest fund.  This includes ensuring periodic reviews of expenditures to monitor effective use and to confirm:

· Lawful use consistent with the enforcement of laws and regulations involving tax administration

· No abuse

· Value is received for funds expended

In carrying out these responsibilities, the responsible official must:

· In advance, authorize confidential expenditures in writing and maintain adequate documentation

· Approve all claims for reimbursement of confidential expenditures

50.11.3   Confidential Expenditures.  Confidential expenditures are of such a nature that their disclosure might jeopardize an investigation or create a potential danger to the Special Agent or others involved in the investigation. Confidential expenditures include payments made to or on behalf of confidential sources; for undercover operations; for witness protection; and for other expenses necessary for gathering information.

The proper SOC codes for confidential expenditures are:

· Code 9101-Confidential Expenditures for Confidential Sources

· Code 9102-Confidential Expenditures for Undercover Operations

· Code 9103-Other Confidential Expenditures

· Code 9104-Confidential Expenditures for Protection and Maintenance of Witnesses and Confidential Sources

50.11.3.1   Authorization to Incur Obligations.  Delegation Order No. 27, Authorization to Approve Confidential Expenditures, provides authority to approve payments for confidential expenditures pertaining to violations of federal statutes. 
50.11.3.2   Confidential Expenditures for Confidential Sources.  Confidential expenditures for confidential sources are expenditures involving payments for information from confidential sources or payments on behalf of confidential sources.  Payment to a confidential source means a direct payment to an individual; payment on behalf of a confidential source means a payment in lieu of a direct payment, such as purchasing an airline ticket for a confidential source or other similar expenditures.  Reimbursement for confidential expenditures to confidential sources may be claimed only through the investigative imprest fund.

Confidential expenditures do not include minor expenses incurred in extending a common courtesy to a confidential source, such as purchasing a cup of coffee, a sandwich, or a drink.  Such "courtesy" expenditures are treated as expenses incidental to securing evidence (SOC 252E), rather than as payments to or on behalf of confidential sources.  

A payment to a confidential source, which is not a reimbursement for expenses, is taxable to the confidential source.  The Special Agent making a taxable payment to a confidential source must:

· Tell the confidential source of its taxability

· Obtain his/her signature on SF 1165, Receipt for Cash-Subvoucher

· Document the payment in the confidential source control folder
	If...


	Then...

	The confidential source is believed to have met federal tax return filing requirements
	Attempt to determine whether all taxable payments were reported as income and advise the Assistant Special Agent-in-Charge (ASAC) of the findings.

	If payment was not reported
	Apprise the DSAC or the SAC so that appropriate action may be taken.


50.11.3.3   Confidential Expenditures for Undercover Operations.  Confidential expenditures are often incurred in connection with undercover operations.  Reimbursement for confidential expenditures in undercover operations may be claimed only through the investigative imprest fund.  See Section 50.11.7 for more information.  Also, see Chapter (400)-180 for information concerning undercover operations.

Note:  The cost of travel and per diem incurred by the undercover Special Agent outside of his/her undercover assignment is not a confidential expense and must be claimed on a travel voucher.

50.11.3.4   Confidential Expenditures for Protection and Maintenance of Witnesses and Confidential Sources.  Reimbursement for confidential expenditures incurred in the protection, relocation and maintenance of witnesses and confidential sources may be claimed only through the investigative imprest fund.  This does not include the loss of income, personal inconvenience or other monetary damage suffered, such as a distress sale of business or residence by the witness and/or confidential source. See Section 50.11.6 for more information.

50.11.3.5   Other Confidential Expenditures.  Other confidential expenditures are miscellaneous expenditures of such a nature that their disclosure might jeopardize an investigation or create a potential danger to the investigator. Examples include:

· Moneys not retrieved during remittance tests

· Reimbursement to non-TIGTA personnel for confidential expenses incurred while conducting activities at the request of TIGTA

· The cost of surveillance facilities and related expenses incurred by Special Agents in observing and identifying the activities of a subject

· Costs incurred in gathering information in connection with enforcing laws and regulations involving tax administration

· Confidential expenses incurred in locating certain witnesses

Reimbursement for other confidential expenditures may be claimed only through the investigative imprest fund.

50.11.3.6   Documentation Required.  Estimate the total anticipated expenditure whenever it becomes apparent that confidential funds will be expended.  Based upon the estimate, request authorization to make confidential expenditures from the appropriate official through supervisory channels.  Revise the request if funds required will exceed the authorization.

Written requests for authorization to make confidential expenditures should contain:

· The name of the taxpayer or entity

· The case number, when applicable

· The specific amount being requested

· The location of the imprest fund

· The proposed plan of action

· The period of time over which the expenditure(s) will be made

· A complete description of the purpose of the expenditure

· A separate statement establishing a foundation for any proposed expenditure to procure information

· A description setting forth any tentative arrangements and amounts previously discussed with the confidential source

Note:  Include an approval/concurrence section for the SAC, Associate Inspectors General, or Deputy Inspector General for Investigations, as appropriate.  Include in the approval/concurrence section:

· Statement of authorization to make confidential expenditures as proposed

· Space for the maximum dollar amount authorized

· Signature line for the appropriate official

Follow these procedures:

· Send the original request/authorization to the initiator of the request for the authorization

· Furnish the cashier of the specified imprest fund a copy of the request/authorization

· The SAC, Associate Inspectors General, or Deputy Inspector General for Investigations, will retain a copy of the request/authorization as the approving official

50.11.3.7   Advance of Funds.  When a confidential expenditure is anticipated, the Special Agent who will make the expenditure may request an advance of funds from the imprest fund cashier.

The Special Agent should not request the advance unless he/she anticipates that the expense will be incurred within thirty-one days after receiving the advance.  Advanced funds may only be held for that period without a written extension granted by the cashier.

Forward requests for investigative advances to the cashier.  The Responsible Official must have approved the request when it reaches the cashier.  Attach a copy of the authorization unless the cashier previously received it.

Note:  Advance requests require approval by at least one official other than the individual for whom the advance is requested

In exigent circumstances, an advance of funds may be approved by telephone.  Document the request in writing within 72 hours.

Whenever the cashier makes an advance, he/she prepares a receipt, in duplicate, on Form 2507, Receipt for Money-Cashier Advance Fund, that documents the advance number.  

The Special Agent who receives the advance: 

· Signs both copies of the receipt

· Returns the original to the cashier

· Retains the duplicate

If the advance is issued by mail, the cashier mails both copies of the receipt with the check.  The Special Agent receiving the advance mails the signed original to the cashier within five days.

A Special Agent must request and receive an advance and shall not re-advance any of the funds received from the cashier except:

· Special Agents who may claim reimbursement for expenditures made by IRS employees while participating in confidential investigations under the direction of TIGTA.

· Undercover operations where an assigned Special Agent may receive information from, and prepare claims on behalf of, another Special Agent carrying out an undercover investigation.

Note:  Anyone receiving an advance from an investigative imprest fund must not commingle it with other official funds or with private funds. (See IRM 1724, Imprest Funds Handbook.)

50.11.3.8   Return of Advanced Funds.  A Special Agent will obtain advance funds from the cashier in anticipation of an authorized expenditure.  The Special Agent must:

· Return the advance immediately to the cashier if the expenditure does not materialize

· Report transactions to the cashier with appropriate receipts as soon as the expenditures are complete

· Return any excess funds to the cashier

· Prepare a receipt in duplicate on Form 2507 when any part of the funds are returned

· Mail both copies of the receipt to the cashier if the funds are returned by mail

The cashier:

· Signs both copies of the receipt

· Returns the original to the Special Agent

· Retains the duplicate receipt  

· Returns the signed original to the Special Agent if the funds are returned by mail

50.11.3.9   Extension for Advanced Funds.  The Special Agent must submit a request for an extension within 90 days after receipt of the advance or prior extension, unless a shorter period is directed by the cashier.  

The advance may be extended at the discretion of the cashier when circumstances make it impracticable to incur the expenditure promptly.  The SAC must approve all requests for extensions of advances before they are submitted to the cashier for final determination.

To request an extension, place the following statement on the face of SF 1164:

Amount remaining outstanding in continuing authorization assignment

Approved:

Disapproved:

Date:

50.11.3.10   Reimbursement Procedures.  After making the confidential expenditure(s), promptly prepare and sign SF 1164, supported by receipts and/or statements in lieu of receipts.  Submit SF 1164 at least monthly when any expenditure above $25 occurs.

Receipts for each payment must be original, dated, show the items or services, and the amounts as follows:

· The vendor or vendor's agent (except confidential source) must sign the receipt for a single transaction in excess of $15.  The Special Agent who made the purchase must also sign the receipt.

· The vendor or the vendor's agent (except confidential source) is not required to sign receipts for single transactions of $15 or less.  The Special Agent who made the purchase must sign the receipts.

· Use the vendor's original bill, sales slip, cash register ticket, or invoice as the receipt.  Note:  Use SF 1165 as a receipt only in cases where a satisfactory vendor's bill, invoice or other receipt cannot be obtained.

· If the signature of the dealer and/or a detailed itemization of the articles purchased cannot be noted on the receipt, they will be placed on an attachment to the receipt.

· Regardless of the amount, a receipt for a payment to a confidential source must be signed by the confidential source and the Special Agent who made the payment.  Use SF 1165 as the receipt.

· In all instances where a receipt other than an original receipt is submitted, explain in writing the use of such a receipt.

When the nature of the expenditure makes it impossible to obtain a receipt, report the amount, circumstances, etc., in a signed memorandum.  This is a "statement in lieu of receipt."

All receipts and/or statements in lieu of receipts must also show the following:

· The correct accounting code(s) to indicate how the expense is to be charged in the accounting records

· The investigative advance identification number

On SF 1164, use only "confidential expenditure" to describe the amount of the payment requested and use the case number or other identification assigned in the authorization.  Do not make entries in the "Accounting Classification" block.

Claim security deposits as an expense on SF 1164. 

Forward the completed SF 1164 with supporting receipts/statements through channels to the Field Division Special Agent, or to the Deputy Inspector General for Investigations for approval of reimbursement.

50.11.3.11  Approval of Reimbursements.  All reimbursements must be approved by the SAC.  Before signing the SF 1164 as the “Authorized Certifying Officer”, the approving official should verify that the expenditures were properly authorized and expended.

Forward the approved SF 1164 and its attachments to the cashier for processing.

50.11.4   Non-Confidential Expenditures.  Non-confidential expenditures are miscellaneous expenses incurred incidental to securing evidence.  "Evidence" is not intended to be restricted to that which is used or admissible in court cases. Examples of non-confidential expenditures include:

· Securing photocopies of documents

· "Courtesy" expenditures which a Special Agent incurs while meeting with a confidential source, e.g., purchasing a cup of coffee, drink, sandwich, or meal for the confidential source

· A motel/hotel room for briefing and debriefing a cooperating employee

· Minor surveillance expenses

· Purchase of emergency supplies

· Rental of a safety deposit box

· Reimbursements to non-TIGTA personnel for minor expenses incurred by them while conducting activities at the request of TIGTA

These non-confidential expenses are claimed on travel vouchers by showing:

· Date of expenditure

· Amount of the expenditure

· Case number

Place the statement "Expenses Incident to Securing Evidence-SOC Code 252E" on the voucher.

50.11.5   Confidential Sources.  TIGTA may pay confidential sources a reasonable amount of money or provide other lawful consideration for information furnished, services rendered, or expenses incurred in authorized investigative activity.  No payment of money or other consideration, other than a published reward, shall be conditioned on the conviction of any particular individual.

Additional information on compensation for confidential sources is contained in Chapter (400)-150.5.30. 
50.11.6   Protection and Maintenance of Witnesses and Confidential Sources.  Federal agencies have always recognized a duty to protect confidential sources and witnesses from threats or possible danger resulting from their assistance to the Government by furnishing information or by testifying on behalf of the Government in an official proceeding.

See (400)-230 for more information on TIGTA’s Victim Witness Program.

50.11.6.1   Approval of Expenditures.  Delegation Order No. 27, Authorization to Approve Confidential Expenditures, provides authority to approve payments for confidential expenditures pertaining to violations of federal statutes.  Advance written authorization is required.

50.11.6.2   Prohibitions.  Special Agents are not authorized to commit any funds for compensation and expenses of witnesses or confidential sources, and are not authorized to make protective maintenance agreements.  Agreements made without authorization may become the personal responsibility of the maker.

50.11.6.3   Accounting for and Claiming Expenditures.  Authorized confidential expenditures made for protection and maintenance provided by TIGTA are charged to SOC 9104-Confidential Expenditures for Protection and Maintenance of Witnesses and Confidential Sources.

SOC 9104 represents the cost of all confidential expenditures incurred in relocating a confidential source or witness.  This SOC does not include reimbursement for loss of income, personal inconvenience, or any other type of monetary damage suffered, such as distress sale of business or residence.  In order to avoid jeopardizing the new identity of the relocated witness or confidential source, detailed information on these expenditures are held in the files of the investigative imprest funds in the Field Division or Headquarters Office, as appropriate.  Detailed information is not furnished to the Financial Management Section. Do not claim reimbursement for these confidential expenditures on travel vouchers; claim reimbursement only through the investigative imprest fund.

50.11.7   Undercover Operations.  Undercover operations use three categories of reimbursement for funds spent. 

· Confidential expenditures

· Non-confidential expenditures

· Recoverable funds

See Chapter (400)-180 for detailed information concerning undercover operations. 

50.11.7.1   Confidential Expenditures.  Claim confidential expenditures on SF 1164.  If claimed on travel vouchers, these are expenses, which could compromise the investigation or identity of an undercover operative.  As a rule, they are costs incurred under a fictitious identity. They include rentals of lodging, furniture, automobiles, and post office boxes. They also include utility bills, travel and entertainment expenses, safe house maintenance, and evidence purchases.  Each expense item listed on SF 1164 must be accompanied by a receipt or brief memorandum explaining why a receipt was not obtained.

Note:  Meals may be claimed as confidential expenses or per diem, depending on the circumstances.

50.11.7.2   Non-confidential Expenditures.  Claim non-confidential expenditures on SF 1012, Travel Voucher (page 1 and page 2).  These costs include travel and per diem expenses for supporting Special Agents.  An exception occurs when per diem will not cover the supporting Special Agent's meals and lodging.  This situation can arise when an operative portrays a "high roller" and must meet with targets at an expensive restaurant or hotel.  In this instance, management may authorize actual or confidential expenses.  Non-confidential expenses also cover an operative's travel expenses to and from the assignment under his/her true identity.

50.11.7.3   Recoverable Funds.  Recoverable moneys are returned in full or in part to the imprest fund. Examples include "flash money" and security deposits.  Claim recovered money on SF 1164 and supply supporting documentation when necessary (i.e., return of security deposits). 

50.11.8   Special Moneys and Property.  Special moneys include all confiscated bribe money and seized money as well as money expended from the investigative imprest fund and recovered from an employee/defendant in a remittance test.  

Property includes items of value such as securities, negotiable instruments, jewelry, and similar items, to be held for evidence, forfeiture or safekeeping.

Each SAC is responsible for proper handling, prompt reporting and timely disposition of all special moneys and property handled by employees under his/her jurisdiction. 

See Chapter (400)-190 for more information concerning processing of evidence.

50.11.8.1   Receipt of Special Moneys.  All special moneys must be reported on Form OI 141, Statement of Special Moneys and Property Transaction, within five business days of acquisition.  Forward Form OI 141 and two copies through the Divisional Moneys and Property System (MAPS) Program Coordinator to the Nationwide MAPS Program Coordinator.

Prepare separate Forms OI 141 for each case.  If there was more than one seizure on the same date for a single case, note each seizure amount separately on the same Form OI 141.  If there is more than one seizure on different dates for a single case, note each seizure on a separate Form OI 141.

Note:  Do not report the release of special moneys to the court for use as evidence on Form OI 141.  Fully document the transfer of the custody of evidence in the evidence log and on the evidence envelope.

50.11.8.2   Receipt of Property.  All property must be reported on Form OI 141 within five business days of acquisition.  Forward Form OI 141 and two copies through the Divisional MAPS Program Coordinator to the Nationwide MAPS Program Coordinator.

Establish a fair market value for seized items of personal property as this is required to complete the Form OI 141.  Report seized property, such as illegal firearms and other contraband, narcotics, and alcoholic beverages, on Form OI 141, with a zero dollar value, as these items generally have no monetary value to the government.

Prepare separate Forms OI 141 for each case.  If there was more than one seizure on the same date for a single case, note each seizure amount separately on the same Form OI 141.  If there is more than one seizure on different dates for a single case, note each seizure on a separate Form OI 141.

Note:  Do not report the release of special property to the court for use as evidence on Form OI 141.  Fully document the transfer of the custody of evidence in the evidence log and on the evidence envelope.

50.11.8.3   Disposal of Special Moneys.  Special Agents should dispose of seized moneys as soon as practical when the moneys are no longer needed.   Bribe money is treated differently.  See Section 50.11.8.4 for procedures relating to disposal of bribe money.

Special moneys that are returned to the owner or kept by the court should be reported on Form OI 141.  A signed receipt from the owner or documentation from the court that confirms the disposition should be attached to the Form OI 141 and sent through the Divisional MAPS Program Coordinator to the Nationwide MAPS Program Coordinator.  

Money returned to TIGTA by the court should be disposed of in accordance with the following procedures.

The case Special Agent is responsible for converting cash moneys to be deposited into a money order or cashier’s check made payable to TIGTA.  

No cash should be forwarded to the Financial Management Section for processing. 

In the event the dollar amount to be deposited exceeds $10,000, the Special Agent should contact the Financial Management Section.   Financial Management can provide TIGTA’s Employer Identification Number (EIN) to be used at a financial institution when converting the funds.  Using TIGTA’s EIN will eliminate generating a Currency Transaction Report on the Special Agent’s personal Social Security Number.

The case Special Agent will complete and forward the documents noted below and the money order or cashier’s check to their Divisional MAPS Program Coordinator.  If these documents must be mailed, they should be sent via traceable overnight mail.  For security purposes, it is suggested that the documents be sealed in an inner envelope before placing in a mailing envelope.

The case Special Agent will complete and forward the following documents:

· A transmittal memorandum, directed to the Beckley Finance Center, briefly describing the deposit request.  The memorandum should note that the deposit is being made on behalf of TIGTA and is to include the Agency Locator Code (ALC), 20040001, and the Miscellaneous Receipt Account #20-T1099 (Fines, Penalties and Forfeitures not Otherwise Classified).  Note that “T” for TIGTA is entered in front of “1099.”  No other ALC, Miscellaneous Receipt Account, or CASH-LINK Identification numbers should be used.

· Form OI 141 with the “Disposals” portion completed.  The “To Whom” portion should reflect that the moneys were sent to BFC for deposit into the Federal Reserve Bank.  The disposal “Date” should be the date the case Special Agent forwards the moneys to the Divisional MAPS Program Coordinator.

Disposal amounts must match the seizure amounts originally reported on the Form OI 141 as the moneys are tracked in the MAPS system exactly as they are initially reported.

· IRS Form 3210, Document Transmittal – The address at the top of the page or “To” block should reflect the following:

Internal Revenue Service

Beckley Finance Center

PO Box 9002

Beckley, WV 25802-9002

The narrative in the center of the form should include:

· the case number

· the control number initially assigned to the Form OI 141

· the amount to be deposited

· TIGTA’s ALC: 20040001

· the Miscellaneous Receipt Account #20-T1099 

The ASAC or SAC should sign the Form 3210 as the “Releasing Official” located at the lower right corner of the form.  The “From” block located at the bottom of the form should reflect the return address of the appropriate Divisional MAPS Program Coordinator.  Other blocks on the Form 3210 should be left blank.

Do not mail these documents directly to BFC.  They should be sent to the Divisional MAPS Program Coordinator who will forward them to the Nationwide MAPS Program Coordinator.  Electronic copies should not be sent as the Nationwide MAPS Coordinator requires documents with original signatures.

50.11.8.4   Disposal of Bribe Money.  18 USC 3666 provides that bribe money received or tendered in evidence in any United States Court shall be deposited in the registry of the court, after final disposition of the case, to be disposed of in accordance with the order of the court.

After final disposition of the case, the case Special Agent asks the U.S. Attorney’s Office to petition the court for an order:

· Specifying that the bribe money be forfeited to the U.S. 

· Commanding the clerk of the court to deposit it in the Treasury to the credit of the U.S.

The case Special Agent will obtain a copy of the court's order when the court orders disposal of the bribe money.  A Form OI 141 should be prepared within five business days and forwarded, along with a copy of the court order, through the Divisional MAPS Program Coordinator to the Nationwide MAPS Program Coordinator.

In the event that the court does not order the bribe money forfeited to the U.S. (i.e., disposed of through the court) and returns it to TIGTA, follow the instructions provided in 50.11.8.3.

Do not report the release of bribe money to the court for use as evidence on Form OI 141. 

50.11.8.5   Disposal of Property.  Disposal of seized property should be reported on Form OI 141 within five business days of disposal.  This includes property that has been returned to TIGTA by the court and is subsequently disposed of by TIGTA, property that is returned to the owner and property that is kept by the court.   A signed receipt or other documentation confirming the disposal should be attached to the Form OI 141 and forwarded through the Divisional MAPS Program Coordinator to the Nationwide MAPS Program Coordinator.  

Disposal amounts must match the seizure amounts originally reported on the Form OI 141 as the property values are tracked in the MAPS system exactly as they are initially reported.   Do not depreciate property values.

50.11.8.6   Responsibilities of Special Agents-in-Charge and Assistant Special Agents-in-Charge.  The SAC and ASAC are responsible for ensuring that all seized moneys and property are recorded and disposed of in a timely manner and in accordance with these guidelines.  They are responsible for ensuring the accuracy of all related documents.

50.11.8.7   Divisional MAPS Coordinators.  The Divisional MAPS Coordinator is the official record keeper for all Divisional MAPS files.  When the coordinator receives documents reflecting the receipt and disposal of moneys, he/she should review the documents to make certain that all of the appropriate forms are included and have been completed as described above.  If there are errors or omissions, the coordinator should make certain that the documents are corrected as necessary and the case Special Agent is notified of the changes.

The coordinator is to maintain a copy of all documentation for his/her MAPS records.

The original documents plus one copy are to be forwarded to the Nationwide MAPS Program Coordinator in the Financial Management Section.  These documents must be sent via traceable overnight mail.  For security purposes, it is suggested that the documents be sealed in an inner envelope before placing in a mailing envelope.  The address is as follows:

Treasury Inspector General for Tax Administration

Attention: Nationwide MAPS Program Coordinator  IG:MS:PI:F

1125 – 15th Street, NW 

Room 700A

Washington, DC  20005

After receiving the disposal documents, the Nationwide MAPS Program Coordinator will process the Form OI 141 through MAPS and forward the money order or cashiers check and appropriate forms to BFC.

BFC, after depositing the seized moneys, will return a signed copy of the Form 3210 and a confirmed copy of Form 215-A, Deposit Ticket, to the Divisional MAPS Coordinator at the address in the “From” block located at the bottom of the Form 3210.  The Form 3210 should be signed by a BFC Seized Assets Accountant in the “Received and verified” block located in the lower right corner of the form.  A confirmed copy of the deposit ticket will reflect that it is a “confirmed copy” and is stamped or signed in the lower right hand corner by the Federal Reserve Bank, Richmond, Virginia.  If for any reason the coordinator questions the authenticity of either of these forms, he/she should bring this to the attention of the SAC immediately.

The Divisional MAPS Coordinator is responsible for monitoring the return of the Forms 3210 and 215-A.  If after at least 30 days the BFC has not returned these forms, then the Nationwide MAPS Program Coordinator should be notified.  The Nationwide Coordinator is responsible for resolving all issues regarding Forms OI 141 and the disposition of seized moneys.   Note that the BFC will not return the Form OI 141.

50.11.8.8   Nationwide MAPS Program Coordinator.  The Nationwide MAPS Program Coordinator processes Forms OI 141 through MAPS. 

The Nationwide Coordinator is to maintain a copy of the transmittal memorandum, Form OI 141 and Form 3210 for his/her records and forward the originals to BFC for processing.  To avoid having these packages opened in the BFC mailroom, the originals are to be placed in a “Confidential Information - To Be Opened By Addressee Only” envelope to the attention of the “Seized Assets Accountant.”

The Nationwide Coordinator is also responsible for resolving all issues regarding Forms OI 141 and the disposition of seized moneys that requires coordination between the Divisional MAPS Coordinators and the BFC.

50.11.8.9   Beckley Finance Center.  BFC is to deposit the forfeited funds on behalf of TIGTA to the Miscellaneous Receipts Account #20-T1099, ALC 20040001, and adjust the total funds pending accordingly.  The funds will be deposited into the Federal Reserve Bank in Richmond, Virginia.

BFC will make a separate deposit for each Form 3210 and check or money order received to insure that a separate confirmed copy of each Form 215-A is available for TIGTA.

After making the deposit and receiving the confirmed copy of the Form 215-A from the bank, BFC will return a signed copy of the Form 3210 and a copy of the confirmed Form 215-A to the Divisional MAPS Program Coordinator.   

50.11.9   Review of Investigative Imprest Fund, Special Moneys and Seized Property.  The Special Agents-in-Charge conduct quarterly local reviews of investigative imprest funds and annual review of special moneys and seized property.  In the Headquarters Office, the SAC, Strategic Enforcement Division, and the SAC, Special Inquiries and Inspection Division, conduct the reviews.  The Deputy Inspector General for Audit may also conduct reviews of the investigative imprest funds and special money and seized property transactions. See Chapter (300)-40.9 for more information.

See manual Sections (400)-30.7 and (400)-30.8 for more information on these types of reviews.  

50.11.10   Disposition of Government Owned Vehicle (GOV) Settlement Checks.
When damage occurs to a TIGTA GOV, our wish would be to repair or replace the vehicle.  Accordingly, money received from insurance companies for damage to a GOV are to be credited to the TIGTA 0390 Financial Plan and not to the Treasury general fund or another financial plan within IRS.

50.11.10.1  Settlement on GOVs in Which the Vehicle Was Totaled.  The Deputy Inspector General for Investigations sends a memo through the National Director, Performance and Investment, to the IRS Chief, Office of Financial Operations (CFO:F:O) explaining the purpose for the reimbursement and TIGTA’s desire to have the funds returned to the 0390 Financial Plan.  The memo should further state that the funds will be used towards purchasing a replacement vehicle, note the amount of the settlement check and include the following accounting codes for which the funds are to be deposited:  00-0119-0390-8414-8478-18-1311. 

Note:  The National Office Technical and Forensic Support Division is designated to receive these funds, as they are responsible for the purchase of all TIGTA GOVs.

The memo and check are then to be forwarded to the Financial Management Section.  The Financial Management Section will ensure that the funds are appropriately applied to the TIGTA 0390 Financial Plan.  

50.11.10.2  Settlement on GOVs in Which the Vehicle Was Damaged.  If possible, the insurance company should write the settlement check directly to the vendor responsible for repairing the damaged vehicle.  However, if the insurance company insists on writing the check to TIGTA, the same procedures as above should be followed with the following exceptions.  

· The accounting string should reflect the appropriate spending office code for the SAC office.

· The memo should note that the funds are needed to offset actual expenditures to repair the vehicle.

50.11.11   Restitution Payments.  Restitution payments should be forwarded to BFC for deposit.  The payments should be accompanied by a memo that indicates that the check(s) enclosed are the result of court ordered restitutions and are to be deposited to the TIGTA miscellaneous receipts account, 20-T1099. A copy of the guidance from the IRS CFO’s office should also be attached.  The memo should be forwarded to BFC at the following address: 

Internal Revenue Service

Beckley Finance Center

PO Box 9002

Beckley, WV 25802-9002

Copies of all documents sent to BFC should be maintained in the appropriate SAC office.
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