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CHAPTER 300 – AUDITING

[bookmark: nature](300)-20	Nature of System

[bookmark: overview]20.1   Overview.
The Treasury Inspector General for Tax Administration (TIGTA) Manual Document System is described in Chapter (100)-70 of the TIGTA Operations Manual.

This chapter represents the background, policies, and procedures for the TIGTA Office of Audit (OA).

[bookmark: digamemo]20.2   Deputy Inspector General for Audit Memoranda.
Deputy Inspector General for Audit (DIGA) memoranda may be used to issue procedural instructions or changes to procedures in Chapter (300) of the TIGTA Operations Manual (Audit Manual).  These memoranda may also be used to issue non-procedural instructions (e.g., training instructions) or reading only type information (e.g., documents regarding Internal Revenue Service activities, Government Accountability Office activity, etc.).  All DIGA memoranda, whether procedural or informational in nature, will be placed on the TIGTA Intranet website on the Internal Management Document System webpage.  Auditors must access these memoranda when conducting research for current OA procedures.
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[bookmark: maintainingmanual]20.3   Maintaining the Audit Manual. 
The Office of Management and Policy (OMP) is responsible for maintaining the Audit Manual and controlling the DIGA memorandum process.

The Audit Manual will be updated quarterly by the OMP.  This will include incorporating into the Manual all “procedural type” DIGA memoranda that were issued during the quarter.

[bookmark: workcontrol]20.4   Deputy Inspector General for Audit Work Control System. 
The DIGA’s Staff Assistant (SA) will establish and maintain control (i.e., maintain control log, assign control numbers, monitor due dates, conduct follow-ups, and maintain extension requests) over the most significant OA assignments in accordance with instructions provided by the DIGA’s office.  This control will be established by using the Assignment Control Log for the DIGA on the Treasury Control Management System (TCMS) or other system designated for such purposes.  This log will not be used to control audit calendar items since audit offices should establish their own control over these items.  The DIGA’s SA will, however, continue to follow up on those items not received by the due date.  If the IG’s office initiates a control item, that office will enter this on the TCMS.

The DIGA’s SA, unless there is an externally imposed due date (e.g., Inspector General’s (IG) office or other functions), will authorize one extension (not to exceed 10 workdays), if requested timely, to the original assignment due date when circumstances warrant such an extension.  All requests for an extension exceeding 10 workdays and a request for extension made after the due date can be granted only by the DIGA.  The circumstances requiring an extension will be reduced to writing (i.e., buckslip or memorandum) and forwarded to the DIGA’s SA on the date the extension is requested.

If it is determined that the due date for externally imposed due dates (e.g., due dates controlled by the IG’s office) cannot be met, the office responsible for the assignment will contact the initiator (e.g., the IG’s office) and request an extension.  The IG’s office will note this on the TCMS.  The extended due date must be communicated to the DIGA’s SA.  The file must be documented as to why the due date was not attained, when the initiator was contacted and by whom, and who extended the due date.

All assignments submitted for the DIGA’s review must go through the DIGA’s SA.  Upon receipt of assignments, the SA will:

· Complete the information required to be entered on the Assignment Control Log.  This includes annotating the columns titled “Date Closed” and “Late” for those assignments that are not completed by the original or extended due date.

· Review each untimely assignment to assure that the required explanation for not meeting the due date is present.  If the explanation is not present, the assigned manager will be contacted to obtain the required explanation.

· Place the explanation on top of the assignment for review by the DIGA.

Whenever revisions are required, the DIGA will document the changes in the file and give the file to the DIGA’s SA, who will return it to the originating office for revision.  Before returning the file, the DIGA’s SA will note the Assignment Control Log with the new due date.  NOTE: If a file is returned for revision during discussion with the DIGA, it is the responsibility of the assigned manager to advise the DIGA’s SA of the new control dates.

When a file is completed, the DIGA’s SA will close the item from the Assignment Control Log.  For externally controlled due dates, the originating office will close the item on the TCMS.
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