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40.1 Purpose.  

To outline the procedures followed by the Executive Secretariat, or the designated backup, as they relate to processing and controlling correspondence and projects for the Inspector General, internal communications and weekly senior staff meetings.
40.2 TIGTA Control Management (TCM).  

TCM is the centralized system to assign, control and track correspondence and projects within TIGTA. 


TCM is accessible by all TIGTA functional head secretarial staff. Upon request to the Executive Secretariat, access may be provided to managers and analysts who have a need to monitor the status of correspondence or projects.  

A TCM ticket is shown in Exhibit (200)-40.1, TCM Worksheet.  A list of TCM terms and definitions is shown in Exhibit (200)-40.2, TCM Definitions.

40.3 Controlling Correspondence and Projects.  

The Executive Secretariat serves as the overall point of control for all correspondence requiring a response by the Inspector General, and internal projects as determined by the Inspector General.  The Executive Secretariat monitors the timely response to inquiries and the completion of projects.  

All incoming mail addressed to the Inspector General will be date time-stamped by the Executive Secretariat.

Envelopes marked as “Personal” or “Confidential” for the Inspector General will not be opened, but forwarded directly to the Inspector General.  

All Congressional correspondence and any correspondence addressed to the Inspector General received directly by a functional office should be forwarded to the Executive Secretariat.  

The Executive Secretariat enters all Congressional correspondence into TCM.  Any other correspondence requiring a response from the Inspector General will also be controlled in TCM.  

Internal projects or assignments that are the result of senior staff meetings, Journey-Level Advisory Council meetings, etc., will be tracked in TCM if directed by the Inspector General.

All correspondence and projects logged in TCM will be assigned to a function with a due date for completion.  

Incoming correspondence that is logged into TCM will be scanned and embedded in the control ticket.  No more than 20 pages of the incoming correspondence should be scanned.  It should be scanned using Adobe Acrobat and saved as a pdf file.  If the document is more than 20 pages, the size of the incoming correspondence should be further described in the Processing Comments/Current Status field of TCM.   

Periodicals and other items that are for information purposes will be forwarded to the appropriate function and are not logged in TCM.    

The ability to record extensions to due dates and close tickets in TCM is limited to the Executive Secretariat when the original ticket is created by the Executive Secretariat.

Once the control has been established in TCM, the Executive Secretariat will forward the appropriate materials (e.g., incoming correspondence) to the function assigned to respond to the correspondence.
40.4        Congressional Correspondence. 
All Congressional correspondence is considered sensitive and will be designated in TCM accordingly.


Acknowledgement letters will be prepared by the assigned function.  The function has 15 calendar days from the date-stamp to issue the acknowledgement letter.  The acknowledgement due date is entered into the Control Due Date and Action Due Date fields in TCM.

If the Congressional correspondence involves an investigation that is under the prosecutorial process, the acknowledgement letter should indicate that no information can be provided and the requestor should be referred to the Department of Justice for further information.  The response should be completed within 15 calendar days.  The TCM ticket is closed after issuance of the acknowledgement letter in these instances.  

Once the acknowledgement letter has been issued, the assigned function will provide the Executive Secretariat with the due date for the final response, following the criteria shown in Exhibit (200)-40.3, Congressional Correspondence Due Dates.  This date is recorded as an extension in TCM (Extended Due Date field).  Extensions will override the control due date for status reporting purposes.


All final responses to Congressional correspondence must be reviewed by the Chief Counsel and then by the Congressional Liaison.  In establishing the final response due date, the functions should allow 10 calendar days for the Chief Counsel’s review.  The Congressional Liaison should not require more than one business day to review the response.  Follow the same procedures when preparing interim responses allowing enough time for Chief Counsel and the Congressional Liaison to review.  Forward documents to Chief Counsel office mailbox at *TIGTA Counsel Office. 


If the functions cannot meet the final response due date input to TCM for Congressional correspondence, an extension may be requested.  The Executive Secretariat has authority to grant extensions.  The revised due date will be entered in the Extended Due Date field in TCM.  The request and justification for an extension will be submitted in writing.  If the extension is approved, the justification, date, and who is making the request will be entered in the “Reason for Extension” data field of TCM.     

If the incoming Congressional correspondence has a requested response date of 30 days or less, no acknowledgement letter will be required.  The Executive Secretariat will record the requested response date in the Control Due Date field in TCM.  The Executive Secretariat will establish the function’s due date two days prior to the Control Due Date and record this in the Action Due Date field in TCM.  The two days are allotted for routing the final response and obtaining the Inspector General’s signature.


The Executive Secretariat will review outgoing correspondence with respect to disclosure, tone and whether it specifically addresses the concerns/questions raised in the incoming correspondence.  

Generally, the appropriate Deputy Inspectors General and Assistant Inspectors General will sign responses to Congressional correspondence that involve constituent inquiries.  The Chief Counsel will sign responses to Congressional correspondence that involves Freedom of Information Act (FOIA) inquiries.

Names and dates should not appear on separate lines within a letter.  At the end of each letter use: "If you have any questions, please do not hesitate to contact me at (202) xxx-xxxx or {insert name of Congressional Liaison}, Congressional Liaison, at (202) xxx-xxxx.”  Please use "at" before the telephone number.  Other expressions such as "on" are not appropriate.  “Sincerely,” should be used for the closing.  

The Executive Secretariat and the assigned function will mutually agree when it is appropriate for the Inspector General to sign responses to Congressional correspondence.  

40.5
Other Correspondence and Projects.    

Due dates for other correspondence or internal projects will be agreed to by the Inspector General and the assigned function.  These dues dates will be input into TCM following the same procedures as for Congressional correspondence. 

40.6
     Monitoring TCM Controls.  

The Executive Secretariat will generate weekly TCM status reports and distribute them to the senior executives each Wednesday.  The Executive Secretariat reports on the status of controls at the weekly senior staff meetings.  


To generate a report, activate TCM through the PARIS web browser.  At the Menu Options, select TCM Reports.  At the next screen of Additional Reports Menu, select Overdue & 30-Day Forecast Report.  Status Report listing appears as a compressed list.  In the upper right hand corner, select expand profiles.  All open TIGTA controls that are overdue or are due within the next 30 days will appear under each assigned office.


From the menu bar, select “Email this Report”.  The system will automatically create the TIGTA Overdue & 30-Day Forecast Report. 


To print from the menu bar select Print and then OK or use the printer icon on the browser.

A bolded red “dot” will appear next to a TCM date when the correspondence or project is overdue.

Copies of the report are emailed to the:  Inspector General, Deputy Inspector General for Audit, Deputy Inspector General for Investigations, Assistant Inspector General for Investigations for Headquarters, Special Agent in Charge of the Operations Division, Chief Counsel, Assistant Inspector General for Management Services, Assistant Inspector General for Information Technology, Congressional Liaison, Counselor to Inspector General, EEO Program Officer and Executive Secretariat.  

40.7     Preparing Correspondence.  

TIGTA personnel must prepare correspondence using the TIGTA approved form templates.  A memorandum is acceptable when corresponding with the Treasury, Internal Revenue Service or other Treasury bureaus.  Examples of memoranda are shown in the following Exhibits:

Chapter (200) Exhibit 40.4 



HYPERLINK "http://web.tigtanet.gov/IMDS/chapter200-general/200-exhibits/exhibit200-40-4-2.doc"

Chapter (200) Exhibit 40.4.2 



HYPERLINK "http://web.tigtanet.gov/IMDS/chapter200-general/200-exhibits/exhibit200-40-4-3.doc"

Chapter (200) Exhibit 40.4.3



Attachments should be electronically attached whenever possible.  To do this, insert the attachment(s) as an icon(s) at the end of the document after the word Enclosure or Attachment.  When necessary, hard copy attachments will be routed separately.  When attaching more than one document, specify the number in parenthesis (e.g., Attachments (2)).


Carbon copy of memorandum is identified by the title of the office two lines below the last line of the memorandum.

A list of frequently used Congressional addresses is shown in Exhibit (200)-40.5, Congressional Addresses. 

Examples of Congressional correspondence are shown in 
Exhibits (200)-40.6, (200)-40.7; (200)-40.8, Congressional Correspondence.

40.8 Routing Correspondence.  

Correspondence that requires the Inspector General's signature is routed electronically through the Executive Secretariat for review using the following routing path: 

· Initiator of Correspondence

· Appropriate Functional Chain of Command

· Functional Executive Secretary

· Functional Executive

· Functional Executive Secretary

· Congressional Liaison

· Executive Secretariat

· Counselor to Inspector General

· Chief Counsel

· Special Assistant to Inspector General

· Initiator of Correspondence

Each function will establish its own electronic routing path.  For correspondence that is signed by the functional head of office, the functional executive secretary will disseminate the correspondence and file it electronically.  

The initiator and each reviewer should sign and date the signature box before routing the correspondence to the next person.  

To route the correspondence electronically, select FILE, SEND TO, and then ROUTING RECIPIENT; select the appropriate e-mail addresses; check the box, ONE AFTER ANOTHER, under Route to Recipients, and select NONE under “Protect For.”  

The Special Assistant to the Inspector General prints the correspondence if an original signature is required or embeds the Inspector General's electronic signature if the correspondence will be issued electronically.  The Inspector General’s signature will be denoted with “/s/” in the electronic file if an original signature is used.

For internally-issued correspondence, signed by the Inspector General, the Executive Secretariat will number the memorandum, e.g., TIGTA#01-01.  The Executive Secretariat e-mails the memorandum to all employees, converts the file to an .html format and electronically files the document in the Internal Management Document System on the TIGTA Intranet web page under Interim Guidance.  

For TIGTA delegation orders, the Executive Secretariat will number the delegation order, e.g., Delegation Order No. 1.  The Executive Secretariat e-mails the delegation order to all employees and electronically files the document in the Internal Management Document System Section on the TIGTA Intranet web page under TIGTA  Delegation Orders.  

The Executive Secretariat issues the correspondence either electronically or manually, as required.

When the original correspondence is referred to TIGTA by the Treasury Executive Secretariat or Treasury Legislative Affairs, the Executive Secretariat will provide a copy of TIGTA’s response to Treasury.  

40.9
    Filing Correspondence.  

Copies of outgoing correspondence are maintained electronically in the read files for TIGTA employees to access as authorized.  When filing correspondence, retain the footer on all documents with the office symbols, reviewers' names, and signoff dates.

The read files are organized by fiscal year, the signatory official’s office, the initiator’s office, and sensitive/non-sensitive.  For example:  


FY 00 (issued in fiscal year 2000)

   
    Immediate Office (signed by the Inspector General)

    
       
        Audit (prepared by Audit)


                       Sensitive (deemed sensitive in nature)


 Access to sensitive files is restricted on a need to know basis.  Sensitive files generally contain correspondence related to specific taxpayers or employees.  All Congressional correspondence should be filed in the sensitive files.  Permission to access sensitive files will be granted by the head of office, or designee, for that function’s read files.
 

Employees may access the read files by connecting to the network drive where the read files are stored, “Fy read file on Fnhq101.”  This is done by selecting Programs/Windows Explorer/Tools/Map Network Drive; designating the drive; designating the fileserver; checking “Reconnect at Logon” and then “Okay.”    

Read files are available for the current fiscal year and one prior year.  The Office of Information Technology maintains the archived files for earlier years.  If there is a need to access archived files, a Helpdesk request should be submitted.

40.10 Internal Communications.  

“TIGTA News” is a means to communicate newsworthy information throughout the organization in an expedient manner using electronic mail and the Intranet.  

Newsworthy articles are created in Microsoft WORD and submitted to the Executive Secretariat through an employee’s manager.  

The senior executives will approve issuance of the article in TIGTA News at their weekly staff meetings.  In situations where the information is time sensitive, the Executive Secretariat will submit the article to the Inspector General for approval immediately upon receipt.


The Executive Secretariat edits the news articles as necessary, posts the articles on the Intranet web site, notifies all TIGTA employees through e-mail that a new article is available and the topic, and provides the direct link to the Intranet in the email message. 

The current TIGTA News articles are posted under “Current TIGTA News” on the Intranet web site.  The archived TIGTA News articles are organized by year, month and day.  

40.11
External Communications. The Executive Secretariat takes the narrative of the weekly Treasury report and posts it to the TIGTA News each Thursday. 


40.12 Senior Staff Meetings.  

Senior staff meetings are held each week, generally on Thursdays.  The Executive Secretariat is responsible for preparing the agenda for the senior staff meetings.  The Executive Secretariat attends the weekly staff meeting and is responsible for recording commitments as they are made.  


The Executive Secretariat prepares and distributes the agenda to the executives prior to the weekly senior staff meetings.  The senior executives submit agenda items to the Executive Secretariat by noon on Monday.  The agenda and any related documents are e-mailed to the executives and their secretaries by close-of-business each Tuesday.  Distribution includes the Inspector General; Principal Deputy Inspector General, Deputy Inspector General for Audit, Deputy Inspector General for Investigations, Chief Counsel, Associate Inspector General for Mission Support, Assistant Inspector General for Inspections and Evaluations, Congressional Liaison, Counselor to Inspector General, EEO Program Officer, Special Assistant to Inspector General, and Executive Secretariat.


After each staff meeting, the actions agreed to are documented and disseminated to the senior executives for comment.  The Executive Secretariat revises the commitments based on the executives’ feedback.  As appropriate, the Executive Secretariat will include any commitments on the following week’s agenda or generate a TCM control. 
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