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CHAPTER 300 – AUDITING

[bookmark: StaffDevelopment](300)-140	Staff Development

[bookmark: overview]140.1   Overview.
The Office of Audit (OA) is responsible for complying with the generally accepted Government Auditing Standards (GAGAS).  The standard regarding competence in GAGAS paragraphs 4.02-4.11 requires that the audit organization’s management must assign auditors to conduct the engagement who before beginning work on the engagement collectively possess the competence needed to address the engagement objectives and perform their work in accordance with GAGAS.  GAGAS paragraphs 4.16 through 4.53 discuss continuing professional education (CPE) requirements.  To meet this standard, the OA training program addresses the following areas:  

· Employee training. 

· Leadership development.

· Delineation of employee’s responsibilities by position.

· Maintaining support documentation for CPE.

· Time and Expense Capture (TEC) recording of training classes.

· Training classes offered by outside vendors.

· CPE seminars by business units.

· Onsite outside vendor training presentations.

· In-house training presentations.

· Self-study courses.

· Encouragement to obtain professional certifications.

· Rotation/reassignment policy.

The Integrated Talent Management System (ITMS) provides all Treasury Inspector General for Tax Administration (TIGTA) employees with access to web-based training, performance support, competency management, and other professional development services.

Some key features and benefits of the ITMS include: 

· A way to create and manage personalized learning plans for employees. 

· Identify and document learning and career goals. 

· Identify relevant learning opportunities and set target completion dates. 

· Manage personal career development. 

· Access to professional development courses, including leadership. 

· Access web-based, online courses in the SkillSoft Library that cover a variety of subjects concerning information technology and business skills. 

· Access web-based books and references from Books 24x7, a reference and learning software that allows the employee to set up a personal, online bookshelf to store content pertinent to his or her job, projects, and interests for quick retrieval or research. 

· View learning history. 

· Generate training reports and certificates of completion. 

· Automation of the Request, Authorization, Agreement and Certification of Training (SF-182) training request process. 

· Access to the ITMS from work or home for just-in-time training and self-directed learning. 

[bookmark: EmployeeTraining]140.2   Employee Training.

[bookmark: NewEmployeeTraiing]140.2.1   New Employee Training.   New employees must complete the following processes or training:

· On Boarding – The goal of the OA Onboarding process is to provide new employees with a point of contact for day-to-day administrative issues such as the location of facilities and supplies, obtaining access to the various systems, etc. 

· Orientation – Each new employee, including new student interns, must complete the TIGTA new employee orientation process.

As part of the new employee orientation process, the following classes must be completed.  These classes can be found on the employee's To-Do-List in ITMS.  (The new employee’s manager may need to add the TIGTA’s Authority and Understanding I.R.C. 6103 classes to the employee’s To-Do- List if not pre-populated.)

· Ethics 
· Cybersecurity Awareness
· FOIA Training for Federal Employees
· Equal Employment Opportunity/Reasonable Accommodation Records Management for Employees and Contractors
· Tax Compliance
· No Fear Act
· TIGTA Information Privacy Briefing
· TIGTA’s Authority
· Understanding I.R.C. § 6103
 
· [bookmark: privacy][bookmark: orientation][bookmark: ojt]On-the-Job Training – On-the-Job training (OJT) is designed to assist new employees by providing guidance and experiences necessary to achieve satisfactory performance.  OJT materials are available on-line through the OA Community SharePoint website under the Guidance section in the Orientation-OJT Documents folder.  This includes an Employee OJT Guide and a Coach’s OJT Guide that cover the following topics:

· Information on TIGTA, OA, and the Internal Revenue Service (IRS)
· Auditing standards and the audit process
· Staff development

The OA encourages assimilating new hires into the audit process as soon as is practical.  As such, each new employee should be immediately assigned to an audit in order to learn and master the OA’s audit techniques.  OJT allows the new employee to learn auditing skills under the guidance of an experienced employee and, at the same time, to contribute to the OA’s overall success.

Within budget constraints, new employees must complete the following training:
[bookmark: basic][bookmark: audit]
· Government Accountability Office (GAO) Yellow Book - Provides an understanding of the 2018 Yellow Book and significant requirements as they pertain to the Office of Audit, and the performance audits we conduct. 

· Audit Documentation/Evidence - Provides knowledge useful in identifying and gathering sufficient, relevant evidence to satisfy audit objectives.   

· Interview Skills and Techniques - Provides guidance on how to conduct an interview to properly gather audit evidence.      

· Developing Findings - Provides an understanding of the process used to develop audit findings that will improve tax administration.  

· Information Systems Auditing - GS-2210 IT Auditors should complete the Information Systems Auditing course offered by the Graduate School or a similar source.  The course should include instruction on the basic processes, tools, and techniques involved in auditing information systems, and provide familiarity with the basic audit techniques specified in the GAO's Federal Information System Controls Audit Manual (FISCAM), selected National Institute of Standards and Technology (NIST) special publications and other relevant audit guidance.  The employee will discover alternative methods of evaluating and testing both general and business process application controls, including identifying indicators of potential fraud.

· [bookmark: _GoBack]Introduction to Tax Administration - Provides a visual walkthrough of a processing center and covers key responsibilities in processing tax returns
(i.e., pipeline and non-pipeline functions.)  Also, addresses research tools, strategic planning and briefings.  

· Pathways Program employees (Recent Graduates) - must complete 40 hours per year of formal interactive training.  Managers are responsible for ensuring that the Recent Graduate Pathways employees complete the required 40 hours per year and submitting the appropriate documentation to the OA Training Coordinator.

· Student Interns must complete the following:

· Orientation.

· OJT.

· TIGTA’s Authority.

· Understanding I.R.C. § 6103.

[bookmark: CompetencyMatrices]140.2.2   Competency Matrices.   The OA Competency Matrices should be used by employees and managers in assessing employees’ readiness to advance to the next level.  Completion of the tasks is not a guarantee of advancement.  

These documents also identify mandatory and suggested training and development opportunities to assist OA employees at the GS-5 through GS-13 levels in developing their professional knowledge and skills.  The respective manager must track completion of mandatory training/tasks.

Employees and their managers should use the Matrices in developing individual short- and long-term training and development plans for acquiring the knowledge and skills needed for career advancement.  

The templates for the Competency Matrices can be found in the Audit Forms folder in the Templates section of Microsoft Word (Word/File/New/Personal Audit Forms Folder).

[bookmark: leadership]140.3  Leadership Development.   

[bookmark: leadprogram]140.3.1  Treasury Leadership Development Program.  This Program is a virtual training series designed to help develop new Treasury leaders.  The Program is organized into three tracks - Leading Yourself, Leading Your Team and Leading the Business.  Access to the Program is available in ITMS.

The OA also includes Leadership Development topics, when appropriate, within its in-house training curriculum. 

[bookmark: executive][bookmark: MgmtLeadership]140.3.2  Management Leadership Training.   Employees promoted to a management position should attend the following training courses:

· New Managers must complete the New Manager Curriculum course in ITMS within six months.

· New Directors should take a leadership or executive development class within six months of assuming a directorship.

· New Assistant Inspectors General for Audit (AIGA) should participate in an executive development course, such as one offered by the Treasury Executive Institute Leadership Program within six months of becoming an AIGA.  
[bookmark: tei][bookmark: posdevplan]
[bookmark: delineation]140.4   Delineation of Audit Responsibilities by Position.
The Deputy Inspector General for Audit (DIGA) is responsible for:

· Establishing a training program.

· Allocating sufficient funds to the training program. 

· Ensuring compliance with the training program.

· Approving all training requests for employees that are over $10,000 (i.e., OPM courses, etc.) before they are sent through the Purchase Approval Request (PAR) process.

The OA Training Coordinator is responsible for:

· Ensuring properly approved SF-182 documents are maintained in ITMS.

· Registering/enrolling employees for training classes.  

· Entering course information into the training log and creating a training folder.

· Sending the employee a registration/confirmation e-mail.

· Editing or transferring an existing SF-182 after submission.

· Updating the training folder and log.

· Coordinating efforts to contract with outside vendors to provide training for:

· A TIGTA Business Unit CPE seminar.

· Onsite training at a TIGTA location.

· Issuing a confirmation letter, when appropriate, upon vendor verification of enrollment.

· Ensuring vendors are paid.

· Providing guidance concerning training issues. 

· Providing periodic reports on the status of training funds.

· Providing periodic reports on each employee’s fulfillment of CPE requirements.

· Coordinating with TIGTA’s Procurement Services acquisition function to ensure compliance with procurement regulations.

· Maintaining documentation to support training expenditures.

· Determining allowable CPE hours and CPE type for in-house training programs.  Refer to Section (300)-140.14 for further details.

Each AIGA is responsible for:

· Identifying and developing educational activities, where appropriate, which fulfill the CPE needs of all employees.

· Ensuring CPE educational materials are available to maintain or improve employees’ existing skills.

· In conjunction with the OA Training Coordinator, determining allowable CPE hours for in-house training programs.  Refer to Section (300)-140.14 for further details.

· Approving or rejecting any request for exemption from specific CPE requirements.  Acceptable reasons cited in the Government Auditing Standards include foreign residency, ill health, maternity/paternity leave, or military service.

· Forwarding approved requests for exception from specific CPE requirements to the DIGA and OA Training Coordinator.

· Submitting Purchase Approval Requests to obtain training presentations from outside vendors for the business unit’s CPE.

Each Director and Manager is responsible for:

· Ensuring employees fulfill the mandatory CPE requirements.

· Ensuring employees are aware of their responsibilities regarding CPE.

· Assessing whether the training activity will enhance the employee’s ability to conduct audits and satisfies the definition of a qualifying activity for which CPE credit may be earned.  Managers must use professional judgment in determining whether training qualifies for CPE credit under the GAGAS.  Refer to 
Section (300)-140.14 for further details.

· Identifying and developing CPE educational activities for all employees as local needs dictate.

· Monitoring completion of required Competency Matrix training/tasks.

· Approving or rejecting the SF-182 in the ITMS.

· Ensuring the SF-182 indicates the appropriate CPE hours to be earned.  Refer to Section 140.14 for further details.

· Determining the appropriate classes for the individual employee to satisfy the 
24-hour type “G” CPE requirement.

· Ensuring employees correctly report the training classes, CPE hours, and CPE type on their monthly time and expense capture reports.

· Selecting appropriate individuals to serve as Onboarding and OJT Coaches for new employees.

· Approving training plans and schedules for employees based on the Competency Matrices for each grade level and Competency Assessments, as well as monitoring accomplishment.

· Notifying the Training Coordinator when a Pathways Recent Graduate or Intern is converted to a permanent employee.

Each employee is responsible for:

· Meeting the established CPE requirements.

· Submitting the SF-182 in the ITMS.

· Completing the SF-182 for all training.  The SF-182 is required for any training class, which requires the expenditure of funds, whether the funds are for tuition, registration, books, or travel.  However, when there is no charge for tuition/registration and the only expenditure of funds is for local travel that does not exceed $100, the SF-182 is not required. 

In cases where the SF-182 is not required, the employee should request (and receive) permission from the manager to attend the course/training event, preferably via e-mail.  

· Completing the approval submission screen.  Approval will be by the manager, then the Director.  

· An AIGA’s approval is required if the request includes training travel or if the request is for a Director’s training. 

· All training requests for employees that are over $10,000 must be approved by the DIGA.

· Listing the Business Unit Staff Advisor as second to the last approver.

· Listing the Assistant Training Coordinator as the final approver.

· Ensuring that a registration/confirmation e-mail is received from the OA Training Coordinator prior to attending a class.  

· Satisfactorily completing training classes.     

· Verifying completion of training and advising the OA Training Coordinator of deficiencies noted regarding courses, instructors or vendors.

· Completing the verification screen in the ITMS.

· Listing the business unit designated verification person on the approval submission screen.

· Correctly reporting CPE hours and CPE type on monthly time reports.  Employees must use professional judgment in determining whether training qualifies for CPE under the GAGAS.  See Section (300)-140.14 for further details.

· Maintaining sufficient documentation of CPE hours earned.  (See Section 140.14 for additional guidance on qualified courses.)

· Uploading documentation reflecting completion of training/CPE earned to the CPE Documentation page on the OA Community SharePoint site.  Acceptable documentation includes a copy of the certificate of completion, transcript for a college course (along with the course description), or other evidence of completion from the program sponsor.  Where appropriate, documentation supporting CPE credits earned should clearly identify:  

· The employee’s name.

· The name of the organization providing the CPE.

· Title of the program.

· Program date(s) or date completed for self-study programs.

· The number of CPE credits earned (and approved by the manager). 

· Providing the supervisor with an explanation when not fulfilling CPE requirements and submitting plans to eliminate any deficiencies.

· Identifying and requesting job experience that may be needed to achieve personal career goals.

· If professional designations are held, meeting CPE requirements to maintain certification.

Each Business Unit Staff Advisor is responsible for:

· Ensuring sufficient funding is available before approving the SF-182 and monitoring the business unit’s training budget.

· Notifying the Training Coordinator if multiple registrations will require a purchase order for tuition costing over $10,000 or if a discount is available for multiple participants.

· Ensuring all training requests for employees that are over $10,000 (i.e., OPM courses, etc.) are approved by the DIGA before they are sent through the PAR process.

· Approving or denying verification of attendance in the ITMS after the receipt of support documentation.

· Entering training not submitted through the SF-182 process on the employee’s ITMS training history.

· Reconciling TeamMate TEC entries to the supporting documentation or certificates, including ensuring the type and number of hours of CPE is correct.
[bookmark: documentation][bookmark: _Toc191683084][bookmark: _Toc191683085]
140.5   Maintaining Support Documentation for Continuing Professional Education.
TIGTA and its employee are responsible for maintaining documentation of the CPE hours completed.  The employee must maintain the following information for each CPE program or activity attended or completed and upload copies of all supporting documentation to the OA’s CPE Documentation page on the OA SharePoint site: 
· [bookmark: _Toc191683086][bookmark: _Toc193508500]Vendor-Provided Courses – Certificate of completion or other evidence of completion provided by the CPE provider that states/supports the number of CPE hours earned and meets the requirements listed above in Section (300)-140.4 (Employee Responsibility Section).  

· [bookmark: _Toc191683087][bookmark: _Toc193508501]Conference or Seminar – Certificate of completion or other evidence of completion provided by the CPE provider that states/supports the number of CPE hours earned and meets the requirements listed above in Section (300)-140.4 (Employee Responsibility Section). 

· If no certificate is provided, a copy of the agenda indicating sessions or tracks attended should be maintained.  Computation for determining the number of CPE hours using 50 minutes of instruction time per CPE hour as the standard must also be uploaded.
[bookmark: _Toc191683088][bookmark: _Toc193508502]
· SkillSoft E-Learning Courses – CPE hours claimed cannot exceed the number of hours shown as course duration.

· Completion certificate.

· Class overview and duration.

· [bookmark: _Toc191683089][bookmark: _Toc193508503]Tax Talk

· Certificate of completion that states the number of CPE hours earned. 

· [bookmark: _Toc191683090][bookmark: _Toc193508504]Webcast or Other E-Learning Sites

· Certificate of completion that includes:

· Employee Name.

· Name of the organization providing the CPE.

· Title of the training program.

· Overview of the program.

· Date(s) and duration/CPE hours earned for the program.  

If no certificate is provided, or the certificate does not include any of the elements noted above, then:

1. The webcast announcement, or similar documentation, that shows vendor, date, time, title, and webcast overview.

1. Documentation of CPEs earned, webcast beginning and ending time, or screen shots showing webcast duration.

· E-mail/documentation confirming attendance.

· OA Webcasts – For internal training programs, a certificate of completion will be provided to all participants who meet the applicable requirements (such as, pre-session work, minutes attended, answer polling questions, etc.)

· Other Types of E-Learning (CD/DVD, Audio, Videotape, WebEx, Telephone)

· Name of the organization providing the CPE.

· Employee Name. 

· Title of the training program.

· Overview of the program.

· Date and duration time of the program.  

· Certificate or other evidence of completion.  If no certificate is provided, or the certificate does not note the CPE earned, the employee must compute the CPE hours based on hours of instruction completed.  Computation for determining the number of CPE hours using 50 minutes of instruction time per CPE hour as the standard must also be uploaded.

· [bookmark: _Toc191683091][bookmark: _Toc193508505]Organizational Meetings 

· Name of organization (AGA, IIA, ISACA, etc.) providing the CPE.

· Employee Name.

· Date, location, and time of the meeting.

· Meeting agenda (identifying the portion of the meeting that is a structured educational program with learning objectives designed to maintain or enhance auditors’ competence).
 
· [bookmark: _Toc191683092][bookmark: _Toc193508506]Certificate or other evidence of attendance, if provided.  If no certificate is provided, or the certificate does not note the CPE earned, the employee must compute the CPE hours based on hours of instruction completed.  Computation for determining the number of CPE hours using 50 minutes of instruction time per CPE hour as the standard must also be uploaded.

· Treasury Executive Institute

· Treasury Executive Institute (TEI) flyer showing title, speaker, location, date, and length of program.

· Registration confirmation e-mail.

· TEI roster.

· [bookmark: _Toc191683093][bookmark: _Toc193508507]TIGTA In-House Training – Employees are required to upload a copy of their certificate to the SharePoint Site.  In addition, the Business Unit Staff Advisor and Headquarters Office will maintain the following documentation on the OA CPE Documentation SharePoint site:

· Class objective.

· Date, time, and instructor.

· Class agenda.

· Class training material.

· Sign-in sheet or attendance documentation.

· Master file of Certificates.

· [bookmark: _Toc191683094][bookmark: _Toc193508508]Business Unit CPE Seminars – Employees are required to upload a copy of their certificate to the SharePoint site.  In addition, Business Unit Staff Advisor and/or Headquarters Office will maintain the documentation on the OA CPE Documentation SharePoint site:

· Agenda.

· Sign-in sheet or attendance documentation.

· Masterfile of Certificates.

Documentation will be maintained on the OA CPE Documentation SharePoint site, which will be available to the AIGAs, Directors, and managers, the OA Training Coordinator, and the Business Unit Staff Advisors or their designee.  This consolidated approach will facilitate both internal and external peer reviews by having all documentation in one central location, while also eliminating the need to transfer training documents when employees are assigned to a new business unit.  Documentation will be maintained for a period of five years after the fiscal year in which the CPE credits were earned.


[bookmark: time][bookmark: _Toc193508510]140.6   Time and Expense Capture of Training Courses and CPE Credits.
The respective vendor is the primary source for determining the number of CPE hours to be reported.  Most vendors identify the appropriate number of hours earned in either CPE hours or Continuing Educational Units (CEU).  CEUs should be converted to CPE hours.  To convert CEUs to CPE hours, multiply the number of CEUs by 10.  For example, a class with 1.2 CEUs would convert to 12 CPE hours.  

If the vendor does not indicate the appropriate amount of CPE hours, the employee may calculate the appropriate amount of CPE hours, after satisfactory completion of the requirements of the program, by using 50 minutes of instruction time per CPE hour as the standard. 

Employees taking professional certification review classes (reference Government Auditing Standards Section 4.47 for professional certification review course qualifying topics) or college/university courses must coordinate with the OA Training Coordinator to determine the appropriate number of CPE hours to claim.  CPE hours cannot be claimed for sitting for professional certification examinations.

It is critical for employees to ensure that their CPE hours are accurately reflected on the TeamMate TEC Module and for managers to verify CPE hours and type of CPE since this information is used to support the employee’s training attendance.  As such, completion and approval of the monthly TEC report signify that the training was attended and completed, the training qualifies for CPE, the CPE is correctly reported, and the training has been determined to enhance the employee’s professional competency.

Below are examples of common training entries in the TEC:
· [bookmark: _Toc193508511]Annual Mandatory Training – No CPE hours are granted for annual mandatory training.  

Scenario:  An employee who has been with the OA for five years spends 50 minutes completing the mandatory No Fear Act training.  Training time should be reflected as duty hours with no CPE hours claimed.  The course title should be reflected in the Comments section (to type in the Comments section, put the cursor on the hours worked). The ½ red slash must appear to reflect that Comments section data were captured.

· [bookmark: _Toc193508512]On-the-Job Training – On-the-job training (OJT) does not qualify as CPE hours and should be claimed as duty hours.

Scenario:  The employee worked eight hours as OJT.  The time should be reported as 202xS02 – Coaching; Category “Hours Duty.”  No CPE hours are claimed.  However, the title “OJT” should be reflected in the Comments section.

· [bookmark: _Toc193508513]Business Unit CPE Seminar With Both Government and Other CPE Hours.

Scenario:  The Business Unit CPE seminar is held Tuesday March 4 through Thursday March 6, with travel days Monday and Friday.  The agenda will provide 15 Government CPE hours and 9 Other CPE hours.  The employee should show travel days as “Hours Duty” and then break up the CPE hours between Government and Other.

· [bookmark: _Toc193508514]ITMS E-Learning Course – The CPE hours claimed are based on course length stated in the course description.

Scenario:  The employee takes 2.5 hours to complete an e-learning course.  However, the course outline indicates that the class qualifies for two CPE hours.  The employee should reflect the CPE hours noted in the course outline and include the course title in the Comments section.

· [bookmark: _Toc193508515]Classes With No Stated CPE Hours.

Scenario:  The employee attends a Project Management class scheduled for 
9 a.m. to 4 p.m.  There are two 10-minute morning and two 10-minute afternoon breaks, along with a one-hour lunch break.  The vendor does not indicate the appropriate amount of CPE hours.  CPE hours should be calculated as follows:  one CPE hour per 50 minutes of instruction time.  One-half CPE hour increments (equal to 25 minutes) may also be granted after the first CPE hour has been earned in a given program or activity.  Instruction time does not include breaks or lunch.  Divide the total instruction time for the class by 50 to obtain the raw number of CPE hours.  Round the CPE hours down to the nearest one-half hour (7 hours total – 40 minutes of break time – 1 hour for lunch = 320 instructional time/50).  The total CPE hours claimed should be six.  Time should be claimed as 202xS01; Category “Other.”

[bookmark: training]140.7   Training Classes Offered by Outside Vendors.
Each employee is responsible for fulfilling his or her annual CPE requirements and identifying useful training classes.  To attend a training class offered by an outside vendor, the employee must submit a Form SF-182 through the appropriate approval chain.  

[bookmark: cpeseminar]140.8   Continuing Professional Education Seminars by Business Units.
The AIGA may develop a CPE seminar to fulfill the training needs for all employees within the business unit.  The CPE seminars vary in length and content.  Each CPE seminar is tailored to the training needs of the employees and the IRS functional areas audited by the business unit.  

An approved off-site memo must be signed by the Inspector General or his designee before contacting hotels or vendors needed for the CPE seminar.  All seminar expenses must be reported for the quarterly conference spending report.

To obtain training services, from an outside vendor, at a Business Unit CPE seminar, the following items must be submitted:

· Request for Purchase (also submit to the PAR SharePoint site if it exceeds $10,000) that includes:  

· Approved off-site memo.

· A Performance Work Statement that identifies:

· The subject matter/topics to be covered; the time, date(s), and location of the class. 

· The number of students (if an exact number cannot be provided, a range is acceptable).

· A detailed description of the items to be provided by the vendor (e.g., books, audiovisual equipment, records of attendance, etc.). 

· A detailed description of items to be provided by TIGTA (e.g., classroom, audiovisual equipment).  

· A sole source justification for the specific vendor.  (Not required if the total cost of the course/presentation is less than $10,000.)

· A narrative justification for the specific class.

· Cost of the class, which includes all expenses associated with the onsite class (materials, books, travel, etc.). 

· Market survey with a minimum of three vendor’s quote on the vendor’s letterhead which includes all costs associated with the presentation (materials, books, travel, etc.).  The quote should also identify the items to be provided by the vendor and/or TIGTA and any limits on the number of students to be trained.  (Not required if the total cost of the course/presentation is less than $10,000.)

See Section (300)-140.5 for CPE documentation requirements.

[bookmark: onsite]140.9   On-site Outside Vendor Training Presentations.
Many vendors will provide their training at a TIGTA location.  To obtain a specific training class at a TIGTA site, an approved SF-182 must be submitted to the OA Training mailbox.  

A Request for Purchase (also must be submitted to the PAR SharePoint site if it exceeds $10,000) that includes:

· A Performance Work Statement that identifies:

· The subject matter/topics to be covered; the time, date(s), and location of the class.

· The number of students (if an exact number cannot be provided, a range is acceptable). 

· A detailed description of the items to be provided by the vendor (e.g., books, audiovisual equipment, records of attendance, etc.).

· A detailed description of items to be provided by TIGTA (e.g., classroom, audiovisual equipment).  

· A sole source justification for the specific vendor.  (Not required if the total cost of the course/presentation is less than $10,000.)

· A narrative justification for the specific class.

· Cost of the class, which includes all expenses associated with the on-site class (materials, books, travel, etc.). 

· A market survey with a minimum of quotes from three vendors on each vendor’s letterhead which includes all costs associated with the presentation (materials, books, travel, etc.).  The quote should also identify the items to be provided by the vendor and/or TIGTA, and any limits on the number of students to be trained.  (Not required if the total cost of the course/ presentation is less than $10,000.)

The OA Training Coordinator will work with BFS Procurement Personnel to arrange for the onsite class.  Granting the contractors access to the TIGTA site, especially an IRS campus, may require coordination with TIGTA and IRS security personnel and is the responsibility of the OA office requesting the course.  Also, obtaining space for training courses requires coordination with the appropriate IRS Career Management and Learning Center staff.  

See Section (300)-140.5 for CPE documentation requirements.

[bookmark: inhouse]140.10   In-House Training Presentations.
In-house training presentations may occur at several locations across the country or only at specific posts of duty.  Typically, TIGTA employees prepare and give these presentations.  Examples of in-house training presentations include TeamMate and report writing.  The OA Training Coordinator is responsible for determining the appropriate amount and type of CPE hours for in-house training presentations.  The amount of and type of CPE hours should be communicated to the employees attending the in-house training presentation.

For in-house training programs, including Business Unit CPE Seminars and on-site vendor training presentations, documentation of completed training must be maintained by the employee/posted to the OA Training SharePoint site, the Training Coordinator, and the Business Unit Staff Advisor or designee.  This documentation includes an agenda or outline of the training program that shows the learning objectives of the program, topics covered, name of the instructor, date(s), and length of the training program; records of attendance and completion; and the number of CPE credits earned.  In addition, evaluations of the training programs should be obtained from the instructors and participants, as appropriate.  

[bookmark: selfstudyrequire]140.11   Self-Study Courses.
Self-study courses are available from the ITMS, the IRS, and the Department of the Treasury.  Employees should obtain their supervisor’s approval prior to enrolling in a class.  Since these classes do not require the expenditure of funds, no SF-182 is needed.  

[bookmark: encouragement]140.12   Encouragement to Obtain Professional Certifications.
The Inspector General Act requires an emphasis on detecting and deterring fraud, waste, and abuse in Government programs.  Professional certifications appropriate for this emphasis include, but are not limited to, the Certified Public Accountant (CPA), the Certified Fraud Examiner (CFE), the Certified Internal Auditor (CIA), the Certified Information Systems Auditor (CISA), and the Certified Government Financial Manager (CGFM).  These certifications and others may help employees achieve and demonstrate additional competencies in specialized areas related to organizational audit activities.  Employees are encouraged to participate in these certification programs to expand their professional skills.  

The OA will fund the cost of a review course up to $2,000 per exam.  Employees will be responsible for paying the difference between the OA-provided funding and the cost of the professional certification course.  The OA will not pay for the examination fee, lodging, food, or travel to the examination site.  Upon achieving the certification, the individual is responsible for all costs associated with maintaining the certification, including any CPE requirements.

Additionally, the OA’s cumulative funding will be limited to $10,000 annually (providing sufficient funds are allocated in the TIGTA budget).  Employees requesting reimbursement for more than one professional certification course and materials will be considered for approval provided: 

· The employee has passed and obtained the prior OA-funded professional certification. 

· Funding a subsequent professional certification course and materials will not conflict with the ability to fund submitted requests by other OA employees for an initial certification.

· Sufficient funds are available in the OA’s annual allotment.

To request financial assistance for a review course, the employee must complete a training request in the ITMS and obtain the necessary managerial approvals.  The OA Training Coordinator must remit the OA payment directly to the vendor.  Therefore, employees must not self-register for a course or purchase self-study course materials.  The OA is unable to directly reimburse an employee for review courses and materials.  After receiving the approved training request, the OA’s Training Coordinator will coordinate remittance of the OA funded portion of the course fee directly to the vendor and will register the employee and purchase the training course.  The employee will be responsible for remitting any remaining portion of the course fee to the vendor or reimbursing TIGTA, as appropriate.  

In order to ensure that both the employee and the OA receive full benefit from 
OA-funded review courses, employees are required to complete the review course and submit evidence of having taken the related examination within 12 months of either receiving the course materials for self-study courses, or beginning classroom-based review courses.  If these criteria are not met, the employee will be required to reimburse the OA for funds provided for the review course and related materials.  

The 12-month completion period may be extended due to extenuating circumstances Extenuating circumstances include:  (1) illness (medical documentation required), (2) personal emergency (self or immediate family member), or (3) work-related emergency or hardship.  In these cases, a written request must be provided to the employee’s manager before the end of the 12-month period.  This request should briefly outline the circumstances that require the extension and the revised completion date.  The request must be approved by the employee’s manager and Director.  A copy of the approved extension request must then be provided to both the employee and the OA Training Coordinator.

Use of individual employee workstations and official duty time for study purposes is authorized.  Employees must obtain their supervisor’s approval before using official duty time to study for a professional certification.  Study time may be taken throughout the entire review period or concentrated in the weeks immediately preceding the examination.  In order to ensure timely completion of audit assignments, the manager may limit the duty hours per week or day that may be used to study.  Study time for other than a structured course should be reported using the appropriate training code with no CPE hours.  For example, the monthly TEC report may indicate 202xS04, Self-Study/Professional Certification, two duty hours, no CPE hours.  

Employees are limited to a total of 80 duty hours to study for a professional certification within a 12-month period.  Also, employees may not spend more than 80 duty hours studying for any one professional examination.  For example:  In 2020, Jane spent 10 duty hours, each month from January through August, studying for the Certified Fraud Examination (CFE).  She may not use additional duty hours to study for the CFE and may not use additional duty hours within the 12 months following August 2020 to study for other professional certifications.  

Employees may be granted administrative leave for the day(s) of the professional examination.  Administrative leave may not be granted for the days preceding or subsequent to the professional examination.

[bookmark: details]140.13   Rotation and Reassignment Policy.
The following rotation and reassignment policy applies to the voluntary transfer to another OA business unit or TIGTA functional area on a temporary (rotation) or permanent (reassignment) basis.  Requests for rotation or reassignment to a different manager or directorate within the employee’s assigned business unit will be handled informally by the business unit’s AIGA.

Rotation Procedures

The OA rotation policy offers all employees the opportunity to rotate to a different OA business unit for a period of approximately one year or the length of an audit project to gain a broader breath of exposure to tax administration activities that occur outside their business unit.  The goal of the rotation is to increase the employee’s knowledge, skills and perspectives.  The rotation may also help the employee gain experience that may benefit the employee when competing for future leadership positions.  

To be eligible for rotation, the employee must be rated at least at the Successful level, cannot be presently operating under a performance improvement plan, and cannot have received a disciplinary or adverse action within the past rating period.  Additionally, employees are not eligible to request a rotation to another business unit until the first year of employment and all OJT tasks are completed. 

A Request for Rotation/Reassignment Form (available in the templates section of Microsoft Word) should be submitted through the employee’s management chain (manager, Director, and AIGA), with a cc: to the AIGA, Management Planning and Workforce Development (MPW) for consideration and approval.  The AIGA, MPW, will verify whether another unit has vacancies and coordinate with the respective AIGA and DIGA, if necessary, to effect the rotation.  Employees may provide a business unit preference on the Request for Rotation/Reassignment Form; however, all requests will be considered based on availability, timing, and business needs of the organization at the time of the request.  Preference will be given to employees who have not previously rotated during their tenure with OA.  

To ensure the successful rotation of employees, it is important for the releasing manager and the acquiring manager to discuss the experience and goals of the employee being rotated.  A Rotation Checklist for Managers provides information covering discussions with employees and administrative actions to be taken by releasing and acquiring managers.  The Checklist can be found in the Templates section of Microsoft Word.  

TIGTA personnel policy requires that when an employee changes managers within TIGTA, the working Employee Performance File and Drop File must be forwarded to the new manager.  Depending on when in the appraisal year the employee rotates, either an interim rating or input for the employee’s appraisal will be provided by the releasing manager to the acquiring manager.  (If a rotation starts on October 1 (the start of the fiscal year) or before the employee has performed 90 days in the appraisal year with the releasing manager, an interim rating is not required; however, input on performance should be provided to the acquiring manager).  

It is important to note that the interests and skills of each employee are unique.  While the final placement of an employee upon completion of the rotational period will generally be back to his or her initial business unit, the employee can express his or her preference for a permanent reassignment.  In these situations, final placement will be decided by the AIGAs and DIGA, if necessary.

Reassignment Request Procedures

An employee may request a permanent reassignment to another OA business unit by completing a Request for Rotation/Reassignment Form and submitting the form to his or her manager.  The template for this form can be found in the templates section of Microsoft Word.  

A Request for Rotation/Reassignment Form should provide justification on how the reassignment will assist in the employee achieving his or her long-term career plans, including why a change to a different business unit would be more beneficial than a rotation.  To be considered for reassignment, an employee must be rated at least at the Successful level, cannot be presently operating under a performance improvement plan, and cannot have received a disciplinary or adverse action within the past rating period.  The Form should be submitted through the employee’s management chain (manager, Director, and AIGA), with a cc: to the AIGA, MPW for consideration.  The AIGA, MPW, will verify whether the requested unit has vacancies and coordinate with the respective AIGA, and DIGA, if necessary, to effect the reassignment.  

All requests for reassignment will be considered based on the business needs of the organization at the time of the request.  Factors to be considered are whether the reassignment will enable both business units to meet business needs and accomplish business goals, and the timing of the requested reassignment can be worked out to be mutually beneficial to both business units.  The employee must note on the Request for Rotation/Reassignment Form only one business unit to which they are requesting to be reassigned.

[bookmark: cperequire]140.14   Continuing Professional Education Requirements.
The GAGAS discusses CPE requirements and provides related guidance in paragraphs 4.16 through 4.53.  Specifically, GAGAS 4.16 requires employees who plan, direct, perform engagement procedures for, or report on an engagement conducted in accordance with GAGAS to develop and maintain their professional competence by completing at least 80 hours of CPE in every 2-year period.  As such, each auditor, information technology specialist, program analyst or evaluator directly involved in the planning, performing, directing or reporting on ongoing audits must complete:

· At least 24 hours in subjects directly related to the Government environment, Government auditing, or the specific or unique environment in which the audited entity operates.  TIGTA designates this as type “G” training.  

· An additional 56 hours in subjects that directly enhance the employee’s professional expertise to conduct engagements.

GAGAS also requires that auditors and evaluators complete at least 20 hours of CPE in each year of the two-year period.  OA’s reporting period ends on September 30 of even-numbered fiscal years.  CPE hours earned in excess of the minimums may not be carried over to the next two-year reporting period.

GAGAS also provides the following CPE guidance:

· CPE used to fulfill the 24-hour requirement may be taken at any time during the 2-year measurement period.

· The subject matter categories for the 24-hour requirement may be used to satisfy the 56-hour CPE requirement.
Employees hired or assigned to a GAGAS audit or attestation engagement after the beginning of the TIGTA two-year CPE period may complete a prorated number of CPE hours that is based on the number of full six-month intervals remaining in the CPE period.  For example, TIGTA has a two-year CPE period running from October 1, 2018, through September 30, 2020.  A new employee was assigned to a GAGAS audit in December 2018.  The prorated CPE requirement for the employee is calculated as follows: 

· Number of full six-month intervals remaining in the CPE period:  3. 

· Number of six-month intervals in the full two-year period:  4. 

· Newly assigned employee’s CPE requirement:  ¾ x 80 hours = 60 hours.

For newly hired auditors or evaluators who are subject to the 24-hour requirement, the number of hours is calculated in a similar manner:  ¾ x 24 hours = 18 hours.  The prorated number of hours would be the total requirement over the partial period.  The 20-hour minimum for each CPE year does not apply when a prorated number of hours is being used to cover a partial two-year CPE period.

Employees who do not satisfy the CPE requirements within the two-year reporting period must fulfill the CPE deficiency within the two months immediately following the end of the two-year reporting period.  (The same applies to employees who do not satisfy the 20 CPE hour per year requirement.)  If the CPE requirements are not fulfilled within this time period, the employee cannot participate in audit work until those requirements are satisfied.  The CPE hours completed to fulfill a deficiency in one period shall not be counted toward the CPE requirements for the next period.

The respective AIGA may grant a partial waiver of CPE requirements for audit staff who have had extended periods of absence or other extenuating circumstances during the two-year period.  Acceptable reasons for granting waivers include absence due to:

· Maternity or paternity leave.

· Sabbaticals.

· Ill health.

· Military leave.

· Leave without pay absences.

· Extended family leave.

· Disasters.

If a partial waiver is granted, the respective AIGA must document in writing the reason for granting the waiver and the reduced CPE requirements (including an explanation of how the new CPE hour requirements were calculated).  The methodology for calculating CPE requirements for new hires, explained above, should also be used for calculating reduced CPE requirements due to extended absence or extenuating circumstances.  A copy of the documentation should be placed with the employee’s training records, saved on the OA Training SharePoint site, and maintained for a period of five years.  A separate copy should be provided to the OA Training Coordinator.

GAGAS paragraph 4.23 provides examples of subject matter directly related to the Government environment, Government auditing, or the specific or unique environment in which the audited entity operates.  Examples include, but are not limited to, the following: 

· GAGAS and related topics, such as internal control as addressed in GAGAS. 
· Applicable American Institute of Certified Public Accountants’ (AICPA) Statements on Auditing Standards.
· Applicable auditing standards issued by the Institute of Internal Auditors, the Public Company Accounting and Oversight Board, the International Auditing and Assurance Standards Board, or other auditing standard-setting body. 

· U.S. generally accepted accounting principles, or the applicable financial reporting framework being used, such as those issued by the Federal Accounting Standards Advisory Board, the Governmental Accounting Standards Board, or the Financial Accounting Standards Board. 
· Standards for Internal Control in the Federal Government.
· Requirements for recipients of federal contracts or grants, such as Single Audits under the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards.
· Requirements for Federal, State, or local program audits. 
· Relevant or applicable audit standards or guides, including those for information technology auditing and forensic auditing. 
· Information technology auditing topics applicable to the government environment. 
· Fraud topics applicable to a government environment. 
· Statutory requirements, regulations, criteria, guidance, trends, risks, or topics relevant to the specific and unique environment in which the audited entity operates. 
· Statutory requirements, regulations, criteria, guidance, trends, risks, or topics relevant to the subject matter of the engagement, such as scientific, medical, environmental, educational, or any other specialized subject matter. 
· Topics directly related to the government environment, such as the nature of government (structures, financing, and operations), economic or other conditions and pressures facing governments, common government financial management issues, appropriations, measurement or evaluation of government financial or program performance, and application of general audit methodologies or techniques to a government environment or program. 

· Specialized audit methodologies or analytical techniques, such as the use of complex survey instruments, actuarial estimates, statistical analysis tests, or statistical or non‑statistical sampling. 
· Performance auditing topics, such as obtaining evidence, professional skepticism, and other applicable audit skills.
· Government ethics and independence. 
· Partnerships between governments, businesses, and citizens. 
· Legislative policies and procedures.  
· Topics related to fraud, waste, abuse, or improper payments affecting government entities. 
· Compliance with laws and regulations.

Topics which do not fall into the Government environment, Government auditing, or the specific environment in which the IRS operates should be reported as type “O” training.  These can include:

· General Ethics and Independence
· Oral and Written Communication
· Leadership
· Managing Time and Resources
· Accounting
· Procurement
· Program Performance
· Audit Engagement Software
· Human Capital Management

Programs and Activities That Qualify for CPE Hours: 
CPE programs are structured educational activities or programs with learning objectives designed to maintain or enhance the participant’s competence to address engagement objectives and perform work in accordance with GAGAS.  GAGAS paragraph 4.33 provides examples of structured educational programs.  Qualifying activities can include:

Group programs, including:

· Internal training programs (e.g., courses, seminars, and workshops). 

· Education and development programs presented at conferences, conventions, meetings, seminars, and meetings or workshops of professional organizations. 

· Training programs presented by other audit organizations, educational organizations, foundations, and associations.

· Web-based seminars.

· Audio conferences. 

· Accredited university and college courses (credit and noncredit). 

· Standard-setting organization, professional organization, or audit organization staff meetings when a structured educational program with learning objectives is presented (i.e., the portion of the meeting that is a structured educational program with learning objectives designed to maintain or enhance competency.) 

Individual study programs, including: 

· E-learning programs, correspondence courses, individual-study guides, and workbooks. 

Other professional activities, such as:

· Serving as a speaker, panelist, instructor, or discussion leader at programs that qualify for CPE hours.

· Developing or technical review of courses or the course materials for programs that qualify for CPE hours. 

· Publishing articles and books that contribute directly to the author’s professional proficiency to conduct engagements.

Other activities may qualify for CPE hours.  The employee’s manager should evaluate the activity and determine if the activity is consistent with the objectives of the 
OA training program and the GAGAS guidance.  The manager may contact the OA Training Coordinator for guidance.

Programs and Activities That Do Not Qualify for CPE hours:

· On-the-job training. 

· Basic or elementary courses in subjects or topics in which the employee already has the knowledge and skills being taught. 

· Programs designed for general personal development, such as résumé writing, improving parent-child relations, personal investments and money management, and retirement planning.

· Retirement seminars.

· Programs that demonstrate office equipment or software that is not used in conducting audits.

· Programs that provide training on the audit organization’s administrative operations. 

· Business sessions at professional organization conferences, conventions, and meetings that do not have a structured educational program with learning objectives. 

·  Conducting external quality control reviews.

· [bookmark: _Toc193508497]Sitting for professional certification examinations.

Basic or elementary courses would be acceptable in cases where they are deemed necessary as “refresher” courses to enhance the auditors’ proficiency to conduct audits and attestation engagements.

TIGTA-Identified Training Not Qualified for Continuing Professional Education Credit:

· TIGTA Mandatory training, such as:

· Hatch Act.

· Ethics training.  

· TIGTA’s Authority.

· Understanding I.R.C. Section 6103.

· No Fear Act.

· Hiring Reform/Employment of Veterans.

· Merit System Principles, Prohibited Personnel Practices, and Whistleblower.

· Uniformed Services Employment/Reemployment.

· Travel and purchase card training.

· Health and fitness courses.

· Telework training.

· Public Transportation Subsidy Program training.

[bookmark: determinecpe][bookmark: courseinst][bookmark: _Toc191683080]140.14.1   Determining Continuing Professional Education Hours for Training Courses.   A CPE hour may be granted for each 50 minutes of participation in programs and activities that qualify.  One-half CPE hour increments (equal to 25 minutes) may also be granted after the first CPE hour has been earned in a given program or activity.  At conferences and training classes in which the length of individual presentations or sessions is other than 50 minutes, the sum of the time for the presentations or sessions should be considered as one total program.  For example, two 90-minute, two 50-minute, and three 40-minute presentations equal 400 minutes or eight CPE hours.  When the total minutes of a presentation are more than 50, but not evenly divisible by 50, the CPE hours should be rounded down to the nearest one-half hour. 
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· Group programs – Participants should receive CPE hours only for the actual time they attend the program.  Preparation time for students participating in a CPE program should be counted only if the CPE provider has designated a portion of the CPE program as individual study.
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· University or college credit courses – Each unit of college credit under a semester system equals 15 CPE hours, and each unit of college credit under a quarter system equals 10 CPE hours.  

For university or college noncredit courses, CPE hours may be granted only for the actual classroom time. 
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· Individual study programs -- For individual-study programs where successful completion is measured by a summary examination, CPE credit may be granted if the participant completes the examination with a passing grade.  Participants in other individual-study programs may earn CPE hours when they satisfactorily complete the requirements of the self-study program. 

The number of CPE hours reported should be based on the CPE provider’s recommended number of CPE hours for the program.
 
· Speakers, instructors, and discussion leaders – Speakers, instructors, and discussion leaders at programs that qualify for CPE and auditors who develop or write the course materials may receive CPE hours for preparation and presentation time to the extent the subject matter contributes to auditors’ competence.   One CPE hour may be granted for each 50 minutes of presentation time.  Up to 2 CPE hours may be granted for developing, writing, or advance preparation for each 50 minutes of the presentation. For example, a discussion leader could receive up to 21 CPE hours for a presentation of 350 minutes (seven hours for presentation and up to 14 hours for preparation).  In this same example, an individual who develops or writes the course materials but does not participate in the presentation could receive up to 14 CPE hours.  

An individual may not receive CPE hours for preparation or presentation time for repeated presentations that he or she makes within the two-year period, unless the subject matter involved was changed significantly for each presentation.  

The maximum number of CPE hours that may be granted to an individual as a speaker, instructor, discussion leader or preparer of course materials may not exceed 40 hours for any two-year period.
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