Exhibit (600)-40.3


TIGTA Gainsharing Program 

Responsibilities

Participant: 

The participant will record all qualifying lodging and frequent flyer expenses on the TIGTA Travel Savings form and provide any necessary documentation. Once the minimum savings of $400 are obtained, the form is submitted to the Approving Official for verification. 

After the initial submission, each participant is to resubmit the savings form to the Approving Official on a quarterly basis and August 31st for rectification. The final travel savings form is submitted to the Approving Official, September 30th, after the close of the fiscal year. 

Manager/Approving Official: 

Each manager/approving official is to review and verify the expenses on each of the participant’s travel savings form. The first certification should occur once the participant reaches the initial minimum savings of $400 and then be recertified at the end of every quarter until the close of the current fiscal year (September 30th). The verification should include dates of travel, destinations and proof of frequent flyer redemption. 

Managers/Approving Officials will submit actual savings amounts to the appropriate Functional Budget Contact during the mid-year review. A second submission will be made for the period through August 31st. This submission will be made to the budget contacts no later than September 5th. 

Once all fiscal year travel has been completed and employees have submitted their travel savings forms, the manager is to complete and submit the award form, with the appropriate block checked, to the Personnel Office no later than October 31st. The award form must include a signed copy of the Travel Savings form, Part III. No more than one award form per employee is to be submitted.

Functional Budget Contacts: 

Each budget contact will submit a consolidated cumulative report of savings, by individual office code, to the Financial Management Section for the mid-year review and, again, no later than September 15.

Financial Management:

Financial Management will reprogram the travel funds into SOC 1236, after the mid-year review and for year-end processing. Financial Management will also provide Personnel with the appropriate accounting strings for each office for employees receiving gainsharing awards. 

Personnel: 

Personnel will ensure the information provided on the award form is accurate and complete and enter the complete accounting/funding information and forward the award form to the Philadelphia Transactional Processing Center (TPC) for processing. Personnel will provide a complete set of the travel savings forms to Financial Management Section for their records.

