TREASURY INSPECTOR GENERAL
FOR TAX ADMINISTRATION

DATE:  April 1, 2015
[bookmark: _GoBack]
CHAPTER 100 – NATURE AND PURPOSE

[bookmark: i_g_100_140]140     Interim Guidance for Notification of Approved Treasury Inspector General for Tax Administration (TIGTA) Policies

[bookmark: i_g_100_140_1]140.1   General.
This TIGTA Operations Manual (Manual) section provides guidance on how to issue interim guidance, while formal Manual chapters are being updated to reflect the policy changes.  The purpose of TIGTA interim guidance is to notify employees when official TIGTA policies, standard procedures, and guidelines have been established or revised, prior to them being included in the Manual.  Memoranda explaining interim guidance are usually initiated by the Inspector General’s Office, the Equal Employment Opportunity Manager, the Office of Chief Counsel (CC), or the Office of Mission Support (OMS), but can be initiated by other TIGTA functions, if needed.  

These policies are issued to TIGTA personnel as “interim guidance” until they are codified in the Manual.  Once these policies are included in the Manual pursuant to the subsequent quarterly update, the originating numbered interim guidance memoranda are updated with information pertaining to the appropriate posted Manual Transmittals (MT), that are saved within the Interim Guidance Index in the Internal Management Document System (IMDS).  (See Interim Guidance Memorandum 10-12, Superseded by MT #62, dated 4/1/10, Policy Updated, as an example.)

[bookmark: i_g_100_140_2]140.2   Preparation of Interim Guidance Memoranda.
The template for interim guidance memoranda is named "TIGTA-MEMO.dotm," and is located in Microsoft Word, under File/New/Personal templates.

At a minimum, the memoranda should include the following information:

· The title of the interim guidance on the subject line (e.g., Interim Guidance:  [Chapter Number and Title of Policy]).
· The purpose of the memorandum (e.g., “The purpose of this interim guidance memorandum is to address changes in [provide a statement about the affected policy].”).
· The actual information pertaining to the new and/or revised policy.
· When the policy will be included in the Manual (e.g., “This policy will be incorporated in the Manual during the next quarterly update.”).  
· The functional contact information.
· The memorandum should be signed by the head of the function or his/her designee that is responsible for implementing or issuing the policy.



[bookmark: i_g_100_140_3]140.3   Review and Clearance of Interim Guidance Memoranda.  
Interim guidance memoranda should be reviewed by all TIGTA functions.  The following review process should be followed:

· Unless the subject is time sensitive and must be issued immediately, the originating function has control over the drafting, internal review, and coordination of review by the other functions.
· There should be a 5-day turnaround for all functions to review and provide comments to the interim guidance memoranda.  However, for complex and/or large memoranda, the originating function should allow a maximum of 10 workdays for the other functions to complete their review.  
· The policy owners should review, address comments, and incorporate any new and/or revised policy changes received from the functions into the interim guidance memoranda.  The CC must review and approve all policy interim guidance memoranda prior to issuance and all legal comments/changes received from CC should be incorporated into the final draft.  Any concerns or questions regarding the legal comments/changes should be discussed with CC.
· The final interim guidance memoranda should be forwarded to the function head or his/her designee for signature.  

The signed memoranda should be forwarded to the *TIGTA OMS IMDS Requests mailbox for assignment of a numbering identifier, and subsequent issuance to all TIGTA personnel.

[bookmark: i_g_100_140_3_1]140.3.1   Interim Guidance Memoranda Numbering Process.  The TIGTA interim guidance notification memoranda are identified by a number, which is sequentially assigned by OMS.  This number is used for the purpose of updating and clarifying information, and is composed of the following three elements:

· Agency Abbreviation – The first element in the number should be TIGTA. 
· Fiscal Year – The first two digits of a TIGTA memorandum represents the fiscal year (FY) during which the memorandum is issued.
· Consecutive Number – This number is assigned sequentially to memoranda as they are issued during a FY (e.g., TIGTA #14-01, TIGTA #14-02, etc.).

[bookmark: i_g_100_140_4]140.4   Review and Clearance of IMDS Quarterly Updates.
As TIGTA employees are notified of an established or revised policy, the policy owners should continue to follow the normal procedures when preparing a Manual policy chapter/section for the IMDS quarterly updates (refer to Chapter (100)-70, TIGTA Operations Manual).
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