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CHAPTER 600 – MISSION SUPPORT
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[bookmark: natpurp600_20_1]20.1   Overview.
The Treasury Inspector General for Tax Administration (TIGTA) Operations Manual System is described in  of the TIGTA Operations Manual (Manual), which can be accessed via the Internal Management Document System (IMDS) website. 

The Office of Mission Support (OMS) function is responsible for initiating and maintaining the TIGTA Operations Manual Chapters:  Nature and Purpose (100); General Management (200)-10, 20, 30, 50, 60, 80, 90, and 100; and Mission Support (600).  Refer to the Manual Transmittal template for guidance on preparing manual transmittals.  Manual Transmittals must accompany Manual updates or newly initiated Manual policies.  The template to be used is named "ManualTransmittal.dotm," and is located in Microsoft Word under, File/New/My templates/Personal Templates.  

The Office of Strategic Performance (SP) Directorate within OMS is responsible for the review and posting of OMS Manual policies. 

[bookmark: natpurp600_20_2]20.2   Deputy Inspector General for Office of Mission Support (DIGMS) Memoranda.
The DIGMS memoranda are generally used to circulate special, one-time or interim instructions to all OMS employees.  Consistent with the policy review, requirements contained in , review of all DIGMS memoranda is required.  All guidance that is still pertinent will then be codified into the appropriate Manual chapter.  The DIGMS memoranda are for functional use only and are issued to all functional employees.

[bookmark: natpurp600_20_3]20.3   Maintaining the Office of Mission Support Manual.
Each Directorate within OMS is responsible for the submission of updated policies.  The OMS Manual sections are updated quarterly (October 1; January 1; April 1; and July 1).  This process will include incorporating into the Manual all “procedural type” DIGMS memoranda that have been issued during the quarter.

Each Directorate within OMS is responsible for the review, update and validation of policies for each quarterly posting. 

The policy updates will be submitted to the OMS IMDS Content Provider (CP), whom has the overall responsibility for the OMS sections in the Manual.  

The OMS IMDS CP (CP), whom is located within the SP Directorate, will work in conjunction with all OMS Directorates to update and post Manual sections.  The CP serves as the primary point of contact (POC) for all Manual updates.  The CP adheres to SP’s Standard Operating Procedures (SOPs) for Manual updates and postings.

On a quarterly basis, the CP will issue an e-mail notice to all OMS employees reminding them to submit quarterly updates, at least one month prior to the quarterly posting dates.

The CP receives all quarterly Manual updates for posting to IMDS and reviews the policy submissions to ensure that the information does not contain tracked changes in the document and that all links are active.  If track changes are visible and/or links are not active, the CP will reach out to the content owner of the chapter/section to make the necessary corrections.

The CP ensures that each update/revised chapter/section is accompanied by a signed Manual Transmittal (MT).  The MT must outline all of the changes being made to the chapter/section.

The CP will upload all quarterly updates to the IMDS temp server and notify the Office of Information Technology POC to have the documents loaded to the IMDS live site.

The CP will check the IMDS live site for accuracy and notify the content owner that the quarterly updates were completed.  The content owner will check the IMDS live site to verify that the updates were posted correctly.  If there are issues, the content owner will contact the CP and report any discrepancies.

If no discrepancies are reported, the IMDS CP will notify the Electronic Freedom of Information Act (E-FOIA) CP that the quarterly updates were successful and that the E-FOIA process can now be initiated and finalized.

[bookmark: natpurp600_20_4]20.4   Office of Mission Support Work Control System and Reporting Requirements.
The OMS will utilize the Data Call Repository (DCR) site to maintain control of all reporting requirements and functional assignments.  

Each entry in the DCR will include pertinent information for the categories listed below:

· Title 
· Request Type 
· Requestor 
· Description of the Reporting Requirement 
· Business Unit Handling the Data Call Response
· Specific TIGTA Contact Coordinating the Response
· Request Recipients
· Date Assigned
· Due Date
· Issue Status
· Priority
· Comments
· Category
· Notify
· Send Notification

Each OMS Directorate will ensure that deadlines noted in the DCR are met timely and that the appropriate information is annotated in the Repository at the completion of the assignment. 

When a reporting requirement is completed, the appropriate Directorate will close the item in the DCR.
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