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FINANCIAL MANAGEMENT
50.1   The Budget Process
The TIGTA budget process begins with budget formulation.  TIGTA estimates the resources needed to operate its programs for a designated fiscal year (FY), generally two years out, and presents these estimates to the Department of the Treasury, the Office of Management and Budget (OMB), and the Congress.  The next step in the budget process is financial plan development, which is the stage where funds and Full Time Equivalents (FTEs) are allocated among the TIGTA functions (Audit, Investigations, Counsel, Mission Support, and Inspections and Evaluations).  The budget cycle concludes with the execution of the authorized budget during the fiscal year for which the budget applies.  The execution phase of the budget process consists of tracking and reporting budgeted resources versus actual levels of obligations.  This process continues for a period of five years after the availability of the appropriation ends. 

50.2   Budget Formulation

The purpose of the budget formulation process is the passage of a public law that provides the budget authority necessary for an organization to perform its mission.  The public law, or appropriations bill, provides specific amounts of money for the operational costs necessary to support TIGTA's accomplishment of its goals and objectives for the fiscal year.

In the executive branch of the Government, the President is responsible for submitting an annual budget to Congress.  OMB assists the President in the preparation of the budget and formulation of the Government’s fiscal program by supervising and controlling the administration of the budget.  The Department of the Treasury prepares its own budget and that of its bureaus, including TIGTA, and forwards its budget to OMB for review and approval.  Budget examiners in the Department of the Treasury's Office of Finance (under the Assistant Secretary for Management/Chief Financial Officer) review the TIGTA budget submission. 

Within the legislative branch of the Government, the budget and appropriations committees of Congress play a primary role in the budget process.  These House and Senate committees serve to balance the needs of TIGTA with all the other programs presented by the President.  The committees recommend specific funding amounts based on review of budget proposals of the President, the budget committees, and the Congressional Budget Office.  Specifically, the House Subcommittee on Financial Services and General Government reviews TIGTA's budget request.  In addition, the House Ways and Means Committee and the Senate Finance Committee determine national tax administration policy. 

Generally, on or before the first Monday in February, the President submits to Congress a detailed budget request for the coming Federal fiscal year, which begins on October 1. In years when there is a change in administration, the budget is submitted later. This budget request, developed by the President’s Office of Management and Budget (OMB), plays a very important role; it tells the Congress what the President recommends for overall Federal fiscal policy.

TIGTA’s budget formulation is managed in Finance within the Office of Mission Support.  Budget formulation is the process of determining the resources necessary for TIGTA to carry out its programs, perform its mission, and to achieve strategic objectives and goals.  Finance coordinates with the TIGTA functional units, Treasury and OMB.  In coordination with TIGTA’s functions, Finance is responsible for the following:

· Prepares three annual budget submissions for TIGTA, 

· The Department of the Treasury;

· OMB; and 

· The Congressional Justification or The President’s Budget.

· Enters all table data into the OMB MAX system annually for the prior year, current year, and budget years.

· Enters all narrative and appropriation language into the OMB MAX system.

· Prepares the annual Budget in Brief (BIB).

· Coordinates the Legislative Proposals with Treasury Tax Policy through the Treasury budget examiner.

· Manages passback and appeal processes. Assists the CFO in preparation of briefing documents and appeal scenarios.

· Coordinates and/or drafts responses to questions from Treasury, OMB, and the Congress.

· Coordinates, reviews, validates, and/or prepares OMB External Exhibits.  

· Coordinates and prepares Budget Data Requests (BDR).


50.2.1   Process and Timetable for Budget Formulation 

The President's budget, officially referred to as The Budget of the United States Government, must be submitted to the Congress no later than the first Monday in February. The President’s budget document consists of:

· Estimates of spending, revenues, borrowing, and Federal debt;

· Policy and legislative recommendations;

· Detailed estimates of the financial operations of Federal agencies and programs;

· Detailed results and estimates of performance for related programs of Agencies and Departments;

· Data on the actual and projected performance of the economy; and other information supporting the President's recommendations. 

A typical budget formulation cycle is illustrated in the following table.  The budget formulation is an 18-month process.  For example, the process for the FY 2015 budget would start in March 2013 and conclude in September 2014.  Also note that timeframes are subject to change, especially those related to Congressional actions.  For more information, see OMB Circular No. A-11, Preparation, Submission, and Execution of the Budget (2012).

Budget Timeline

	Date
	Action/Event

	March 2013
	The Department issues Initiative Guidance which instructs bureaus to develop budget initiatives that support its strategic plans and goals.  

	March 2013
	TIGTA begins preparation for the Treasury Budget Submission.

	March thru
May 2013
	OMS Finance coordinates the Senior Staff meetings to discuss possible budget requests and the budget timelines.  Ideas are refined and text is updated into Departmental submission.

	May/
June 2013
	OMB issues guidance (OMB Circular A-11), and provides specific instructions for the development and presentation of the budget for the submission to OMB.

	June 2013
	TIGTA submits its budget to Treasury for review.

	July 2013
	Treasury issues Treasury Passback 

	September/
October 2013
	Treasury submits the Department budget to OMB. This budget includes TIGTA.

	November 2013
	OMB issues OMB Passback.  The OMB guidance is augmented as necessary by the Treasury budget staff and passed on to the bureaus. Settlement is reached.

	December 2013/

January 2014
	Treasury submits the final budget to OMB.

	February 2014
	The President and OMB submit the President’s budget proposal to Congress.  It first goes to the House where it is divided among the appropriations subcommittees. 

	April 2014
	The Congress prepares first concurrent resolution on the budget.

	June 2014
	Appropriations are passed by the House, and then forwarded to the Senate.

	September 2014
	Differences are resolved between House and Senate appropriations, then final bill passed by Congress. 

	September 30, 2014
	President signs budget bill into law.


During the formulation process, the Congressional committees may hold budget hearings with the bureaus.  The committees also prepare mark-ups recommending specific dollar allocations for each account within the bill.  The appropriations bill is debated and sometimes modified in both the House and Senate.  This is often referred to as “floor action.”  Any differences between the House and Senate versions of the bill are ironed out in conference with both chambers represented. 

The President has ten days in which to either sign or veto the bill.  If vetoed, the bill is returned to Congress for further consideration.  If the appropriations bill is not enacted by the start of the new fiscal year, a Continuing Resolution must be passed to provide spending authority to maintain operations and avoid a Government shutdown.

50.3   Financial Plan Development

Within the broad controls established by OMB Circular A-11, Preparation, Submission, and Execution of the Budget, and Treasury budgetary guidance, TIGTA has authority and responsibility to allocate appropriated resources to its organizational functions and expense categories. The TIGTA Financial Plan, also known as the operating budget, serves as the primary financial tool to provide TIGTA management with the means to manage and monitor the allocated resources during the fiscal year.  All available financial resources for the upcoming fiscal year are allocated to responsible officials within the TIGTA organization.  The sum of these allocations must not exceed the amount authorized by Congress.

To begin financial plan development, discussions are held with the Inspector General to assess priorities and issues for the upcoming fiscal year.  After this consultation, the Chief Financial Officer issues a call memorandum in the early summer to all TIGTA functions requesting the development and submission of requirements and financial plan estimates with a response due in approximately six weeks.  Each TIGTA function is required to develop estimates and provide narrative justifications for their estimates.  Specific guidance is provided for each category of expense.  

During the appropriations process, Congress may place restrictions on how resources should be allocated or expended.  Currently, there are no limitations governing resource allocation between TIGTA functions.  Congress has placed limitations on moving resources between budget activities in excess of $5,000,000 or 10 percent, whichever is greater.  For further information, contact TIGTA’s Finance group.

50.3.1   Development of Labor Cost Projection

Finance analyzes the most current cost information for personnel compensation and benefits for all TIGTA functions and prepares the cost projections for these categories for the upcoming fiscal year.  These cost projections incorporate planning assumptions for the increase or decrease in number of staff authorized and on-roll as well as anticipated changes in grade levels.  The projections also include, as necessary, other factors that are expected to impact the attrition rates and the expected outcome of current hiring plans.  Examples of these factors are changes in retirement patterns, health benefits, compensation, and special pay rates.  Once the labor cost projections for the upcoming year are refined, that amount of money is reserved within the total expected availability, and the remainder is available to pay for non-labor requirements.

50.3.2   Financial Plan Review, Analysis, and Recommendation

Finance analyzes and summarizes the financial plan estimates received from TIGTA functions.  The analysis includes reviewing the current year's spending history for each component and examining trends in spending patterns.  The revised spending plans for the fourth quarter of the current fiscal year often impact the estimates for the upcoming year.  Finance may meet with the functions individually to refine their estimates.  When necessary, the staff also calls joint meetings with multiple functions to discuss organizational needs and overall TIGTA requirements.  The objective is to develop an organizationally balanced financial plan proposal to present to the Inspector General.  An Investment Review Board meeting is held to make final decisions regarding the proposed allocations to balance them with the available funds and to approve capital expenditures for the coming year. 

50.3.3   Financial Plan Approval and Distribution

After the financial plan is approved by the Inspector General, the underlying detail of dollar allocations by Internal Organizational Code is provided to TIGTA’s financial service provider, the Bureau of Public Debt (BPD).  BPD uploads the data to its Discoverer Financial System.  Discoverer provides the means to adjust allocations during the fiscal year and to track TIGTA's appropriated and reimbursable funds and expenses incurred.

50.4   Budget Execution - Operating Guidelines
The following guidelines will assist management in using available resources to accomplish the strategic objectives of the organization and to solve daily operational issues.  The guidelines will also assist in managing a budget within object class and expense category limitations.  These guidelines take precedence over any previous instructions.

50.4.1   Reprogramming Guidelines

Congress limits reprogramming between budget activities to $5,000,000 or 10 percent, whichever is greater.  Finance tracks changes between budget activities to ensure they stay within Congressional limitations.  

Requests to reprogram funds should be submitted through your Functional Budget Coordinator to BPD’s budget mailbox (BudgetARC@bpd.treas.gov).  Reprogramming requests that exceed $100,000 in or out of a single object class should be routed through your Functional Budget Coordinator to Finance for approval prior to being forwarded to BPD for processing.  

50.4.2   Financial Coding Structure

The TIGTA financial coding structure is made up of various alpha-numeric references used to define TIGTA as an entity within the federal government and track its spending patterns.  The financial codes will be used on all accounting and budget documents and records.  Prior to the start of each new fiscal year, Finance provides a new cost accounting structure to each function.  The coding structure provides the appropriate codes to use within the various personnel, travel, time and attendance, and financial systems.  Changes in the codes from one fiscal year to the next are highlighted.    
TIGTA provides a list of its specific accounting codes to BPD each fiscal year, and BPD uses it to validate codes within the Discoverer Financial System.  In addition to codes specific to TIGTA, there are general accounting codes common to most bureaus within Treasury.  Please refer to the BPD tab on the TIGTA intranet site for general accounting codes and definitions.  Each TIGTA function is responsible for verifying the accuracy of the codes they use on accounting and budget documents.  

50.4.3   Financial Definitions
Appropriation – The statutory authority to incur obligations and make payments out of the Treasury for specified purposes.

Budget – A plan for using financial and staff resources to accomplish goals and objectives within a definite time period.

Budget Activity – A subdivision of an appropriation identified in the formal request to Congress.  Budget activities are negotiated with OMB and Congress and may not be changed without OMB and Congressional approval.  

Budget Execution – The process by which the financial resources available to an agency are directed and controlled toward achieving the purposes and objectives for which the budget was approved.

Budget Line Item (BLI) – A grouping of related expenses for management and analysis of TIGTA’s operational costs.  A BLI can be made up of a number of budget object classes (BOCs) from several object classes.

Budget Object Class (BOC) – A subdivision of expense in a classification system used for developing and executing the operating financial plan.  BOCs provide summary management information for financial planning and budgeting purposes.  
Commitment – A commitment reserves a portion of the budgeted funds to signify the future intent to purchase goods or services.  Commitments can be established with current fiscal year budgeted funds only.  They are not legally binding and may be withdrawn prior to ordering goods or services.  Once a commitment is established in Discoverer, the available budget is reduced by the amount of the commitment.

Continuing Resolution (CR) – Legislation enacted by Congress to provide budget authority for Federal agencies to continue operating until the regular appropriations are enacted.  The CR usually specifies a maximum rate at which obligations may be incurred, based on the rate of the prior year, the President’s budget request, or an appropriations bill passed by either or both houses of Congress. 

Internal Organizational Code  – An organizational accounting code used to allocate funds and track spending.  

De-obligation – A downward adjustment of a previously recorded obligation resulting from the cancellation of a project or contract, price revision, or corrections of estimates previously recorded as obligations.

Discoverer Financial System – Discoverer is an integrated budget and accounting financial system used by BPD and TIGTA employees that have access for financial accounting, funds control, management accounting, and financial reporting capabilities.  Since BPD performs TIGTA’s accounting services, TIGTA’s financial and budget data is processed through Discoverer.

Expenditure – Cash paid or to be paid for the purchase of an item or service. 

Financial Plan – A comprehensive plan, which specifies the dollars issued to a manager to carry out the program(s) for which he/she is responsible.

Fiscal Year – A 12-month accounting period varying from the calendar year.  The Federal government fiscal year runs from October 1 through September 30.
Full-Time Equivalent (FTE) –A method of measuring the percentage of time an employee or group of employees worked or is projected to work in a particular fiscal year.  An FTE is calculated by dividing the number of regular straight-time hours (not including Law Enforcement Availability Pay-LEAP, overtime, or holiday hours) worked by the applicable number of hours in a given fiscal year.   For example, for FY 2009 the number of hours would be 2088 (261 days x 8 hours).

Object Class – A budget classification of expenses identifying the transactions by the nature of the goods or services purchased (such as personnel compensation, equipment, supplies, materials, travel, etc.) without regard to the purpose of the programs for which they are used.  
Obligations – Binding agreements for orders placed, contracts awarded, services received, and similar transactions during a given period that will result in outlays, immediately or in the future. Budgetary resources must be available before obligations can be incurred legally. 

Outlay – A payment to liquidate an obligation (when checks are issued or cash disbursed).  Outlays during a fiscal year may be for payment of obligations incurred in prior years or in the same year.  Outlays are the measure of government spending. 

Prior Year – The fiscal year immediately preceding the current year.

Reimbursements – Amounts earned by an agency for commodities, work, or services furnished to other Federal agencies for which payments are required and which may be credited to an appropriation or fund.  These amounts are deducted from the total obligations incurred and outlays made in determining net obligations and outlays for such accounts.

Reprogramming – Movement of funds by a function between BOCs within their own financial plan or to another function.  

Rescission – Congressional action to withdraw budget authority.  

Supplemental Appropriation – An act appropriating additional funds for the current year after enactment of the regular appropriation.  Supplemental appropriations provide additional budget authority beyond the original estimates when the need for funds is too urgent to be postponed until the next regular appropriation bill.

Warrants – The official documents issued pursuant to law by the Secretary of the Treasury that establish the amount of money authorized to be withdrawn from the Treasury.

50.4.4   Expense Category Specifics

Guidelines for individual expense categories change from fiscal year to fiscal year depending upon budgetary dynamics.  Please refer to the current year Financial Operating Guidelines for budget information relating to individual expense categories.  The guidelines are available on the TIGTA home page in the Internal Management Document System (IMDS) under Interim Guidance.  

50.4.5   Mid-Year Review

TIGTA conducts a mid-year review unless budget circumstances, such as an extended Continuing Resolution, make it unproductive to do so.  The review incorporates both labor and non-labor expense categories.  Finance conducts the labor portion of the review, except for cash awards and overtime.  The non-labor portion of the review requires the assistance of the functions.  A call memorandum is issued, usually in mid-February, to each function with a response due in approximately six weeks.  Finance provides a spreadsheet to each function with plan and obligation data through a specified date.  Each function is required to respond with estimated obligations for the remainder of the fiscal year for all the applicable categories.

In addition to the spreadsheets, each function must include narrative information for all deficits in excess of $25,000.  The narratives should describe in detail the source of any deficits, proposed reprogramming, and the operational consequences if the deficits are not funded.  When possible, deficits should be covered through internal reprogramming.

The responses are sent via electronic mail to the Assistant Director, Finance.  After completing an analysis of the functions’ submissions and the labor projection, Finance summarizes the results of the mid-year review for the TIGTA IRB.  The IRB then makes its decisions on what deficits should be funded and how any surpluses should be spent.  Finance informs the functions of the mid-year review results and makes the appropriate financial plan adjustments in Discoverer.

50.5    Investment Review Board (IRB)
The purpose of the TIGTA IRB is to review and approve funding for TIGTA's capital investments and major acquisitions.  The IRB also ensures the regular monitoring and proper management of these investments.  Principal IRB members may designate others to attend in their absence.

50.5.1   IRB Members
· Inspector General

· Principal Deputy Inspector General

· Deputy Inspector General for Audit

· Deputy Inspector General for Investigations

· Deputy Inspector General for Inspections and Evaluations

· Chief Counsel

· Associate Inspector General for Mission Support

· Director, Finance and Accountability

· Director, Information Technology

50.5.2   Definitions
Direct Costs – Quantifiable costs that can be easily measured in dollars such as hardware acquisition expenses.

Implementation Costs – Start-up expenses for hardware, software, project design and development, and transition.

Indirect Costs –Costs which benefit more than one cost objective and cannot be easily traced to each cost objective

Intangible Benefits – Identifiable benefits that cannot be easily measured in dollars or units such as enhanced data accuracy, data security, organizational knowledge, or employee morale.

Ongoing Costs – Expenses for salaries, supplies, and training.

Operating Costs – Expenses for maintenance, enhancements, and upgrades.

Tangible Benefits – Quantifiable benefits that can be easily measured in dollars or units such as reduced cost, decreased cycle time, enhanced productivity, or improved service.

Total Acquisition Costs – All non-recurring acquisition costs over the economic life of the asset such as hardware procurement.

Total Life Cycle Costs – All direct and indirect costs over the economic life of an asset.

Total Recurring Costs – All recurring costs over the economic life of an asset such as upgrades and support services.

50.5.2.1   Capital Investments

Capital investments are investments in capital assets such as land, structures, equipment, and intellectual property (e.g., software) that have an estimated dollar value or cost of at least $50,000 and a useful life of at least two years.  The cost of a capital asset includes both its purchase price and all other costs incurred to bring it to a form and location suitable for its intended use.  Examples of capital assets include, but are not limited to, the following:

· Office buildings, laboratories

· Furniture

· Motor vehicles, investigative equipment

· Computer hardware and software

Capital assets do not include intangible assets, such as knowledge resulting from research and development or the human capital resulting from education and training.  Also excluded are items acquired for resale in the ordinary course of operations or held for the purpose of physical consumption, such as operating materials and supplies.

50.5.2.2   Major Acquisitions

Major acquisitions are those that require special management attention because of their 1) importance to TIGTA's mission; 2) high development, operating, or maintenance costs; 3) significant role in the administration of TIGTA programs, finances, property, or other resources; 4) high risk (i.e., ability to meet the function's mission); or 5) high return (i.e., return over the life of the investment exceeds its cost by at least 25 percent).  

50.5.3   Responsibilities of the IRB
50.5.3.1   Quarterly Meetings

The Director, Finance and Accountability, will schedule all IRB meetings.  These meetings will be held at least quarterly to consider investment issues and make investment decisions.  In addition, the IRB will determine whether issues meet the criteria of the Treasury Investment Review Board (TIRB), and refer to them when appropriate.

50.5.3.2   Reviewing Proposed Capital Investments

The IRB is responsible for reviewing major new capital investments of $50,000 or more, as well as all information technology initiatives, upon recommendation of the Deputy Inspectors General, the Associate Inspector General for Mission Support, and the Chief Counsel.  The IRB will determine if the business case supporting the proposed investment is sound, well justified, and appropriate for funding consideration in the budget process.  All projects must be approved by the IRB, and when required, be forwarded to the TIRB for review.  Decisions and recommendations of the IRB will be developed using consensus.  If consensus cannot be reached on the merits of a particular project, the Inspector General will determine that project's disposition.

When dealing with multiple requests, the IRB review process will result in a prioritized list of capital investment proposals.  When required, these proposals will be forwarded to the TIRB for review and, at a minimum, the prioritized list will be updated and made available to the TIRB during formulation of the OMB budget request.  Additionally, the IRB will review Information Technology's entire spending plan for the upcoming fiscal year prior to the start of the fiscal year.  The IRB will also approve an amount to be used for budget formulation.

50.5.3.3   Monitoring Capital Investments

The IRB will regularly monitor all capital investments under development to ensure that cost, scheduling, and performance targets are being met.  In the event that a project is facing cost overruns, major delays, or performance shortfalls, the IRB will determine the need to cancel the project and redirect the freed resources to other priorities.  The IRB must coordinate the cancellation and funds redistribution for projects approved by the TIRB.

50.5.4   Business Cases

The appropriate Deputy Inspector General or Associate Inspector General will prepare a business case for all capital investment proposals.  The business case should include:

· Description:  Provide the name of the project.  Define the project by describing what it is and what it will accomplish.

· Justification/Benefits of Project:  Describe the business need by defining the reasons for pursuing the project.  List the benefits to TIGTA, including a clear statement of how the asset will help TIGTA meet its mission, its long-term strategic goals and objectives, and the annual performance plan required by the Government Performance and Results Act of 1993.

· Financial Basis for Selecting the Project/Cost Benefit Analysis Highlights: This selection will be based on a cost benefit analysis conducted prior to submitting a business case.  The analysis may vary, depending on the type of project being studied.  At a minimum, the function should:
· Identify assumptions and constraints.
· Identify and quantify benefits and costs (on a full life cycle basis).
· Program Management:  Describe who will manage the project and how it will be managed, particularly in regard to project cost control, if applicable.  The project milestones indicated below should be used to determine the activities associated with long-term projects (i.e., CMIS) and the timeframes for accomplishing those tasks.

1. Project Initiation Document

-
mm/dd/yyyy

2. Requirements Analysis Package

-
mm/dd/yyyy

3. Project Master Plan


-
mm/dd/yyyy

4. Master Plan Update


-
mm/dd/yyyy

5. Solicitation Document/RFP

-
mm/dd/yyyy

6. Contract Award


-
mm/dd/yyyy

7. Decision to Implement


-
mm/dd/yyyy

8. Date Prototype/Pilot Implemented

-
mm/dd/yyyy

9. Date Fully Implemented


-
mm/dd/yyyy

50.5.5   TIRB Approval

When TIRB approval is required, the functions will coordinate with Finance to prepare a business case using Treasury's standard business case template, as required in OMB A-11, Exhibit 300, on Planning, Budgeting, Acquisition, and Management of Capital Assets, and Supplement to Part 7, Exhibit 300, in the Capital Programming Guide.  When TIRB approval is required, additional supporting documentation for the business case must be prepared.
50.6   Procedures for Approval of Off-Site Meetings
TIGTA has defined “meetings” to include meetings, conferences, Continuing Professional Education (CPEs), task forces or other special work groups, and developmental and training activities.  FLETC training, however, is not included in our definition of “meetings.”  Questions as to whether a particular activity meets the definition of “meetings” should be referred to the Director, Finance and Accountability, for resolution.  The criteria to determine if a meeting requires prior approval are as follow:

· If a meeting is scheduled in the headquarters city in government space and the majority of the attendees are from the host location, prior approval is not required.

· If a meeting is scheduled outside the headquarters city because suitable government space is not available in the headquarters city and a cost comparison indicates it is less costly to hold the meeting outside the headquarters city (either in government or non-government space), prior approval is not required.  All documentation, including cost comparisons, must be kept on file by the sponsoring office.

· However, if a meeting is scheduled outside the headquarters city but suitable government space is available in the headquarters city, prior approval is required, even if cost calculations show that the off-site location is less costly.

· If a meeting is scheduled outside the headquarters city, either in government or non-government space, and cost calculations show that holding the meeting outside the headquarters city is more costly, prior approval is required.

All meeting requests requiring prior approval must be submitted to the Principal Deputy Inspector General through the Director, Finance and Accountability, under the signature of a Deputy Inspector General, Associate Inspector General, or the Chief Counsel.  The request should include all required cost comparisons, detailed information on how the costing was arrived at, what assumptions were used and the name and phone number of the person to contact for additional information.  When conducting cost analysis for off-site meetings, you must include the cost of transportation, per diem, contract fees, room and equipment rental, and all other costs incident to the meeting.  

The request, with the exception of task forces, should be received at least six weeks in advance of the date of the meeting to allow both for adequate review time and for a change of location or facility, if the initial request is not approved.  Arrangements with the proposed facility where the meeting is requested to be held and hotel reservations should not be finalized until approval has been received.  Task force requests should be submitted as soon as the task force has set meeting dates.  Before deciding on any off-site location, all of the following steps should be taken:

· Determine the availability of government facilities before considering non-government facilities (military bases often a good option).

· Minimize overnight travel by selecting a site that requires a minimum number of employees to travel/stay overnight.

· Include the headquarters city in all cost comparisons. 

· Select the headquarters city when cost differences are negligible.

· Avoid the use of resort or resort-type facilities. 

· Select a site where the primary objectives of the meeting can be attained.

50.7   Business Cards   

TIGTA must maintain the integrity of all identification media to prevent misuse or abuse that could bring discredit or adverse publicity to our organization.  TIGTA considers business cards to be a form of identification, and business cards must therefore conform to designated specifications.  The design and specifications of the business cards ensure uniformity and consistency, thereby allowing TIGTA to expeditiously handle inquiries from taxpayers about the likelihood of a business card being genuine.  For that reason, only business cards authorized by TIGTA may be used as official identification.  Any employee using business cards from an unauthorized source in the performance of his/her official duties must cease immediately.  TIGTA business cards are for use only in the conduct of official business, and any other use is unauthorized.

Currently, there are only two authorized methods of obtaining business cards.  One is to purchase the cards from an authorized vendor, and the other is to produce the cards using the template in Microsoft Word.  TIGTA employees may not use any other type of business card in the performance of their official duties.

The vendor authorized to produce business cards using the TIGTA seal and badge is Chu Graphic Arts of El Cajon, California (phone 619-579-5222).  To obtain an order form, call the vendor and request that a form be faxed to you.  The completed order form must bear the name, signature, and title of an authorizing TIGTA official.  The requesting employee must pay for this service, as preprinted business cards cannot be purchased with appropriated funds.

To create a customized page of business cards using the Word template, select File-New, click on “On My Computer” under the templates menu on the right side of your screen, click on the “General” tab, and select the “Calling Card” template.  The template incorporates the official TIGTA seal, similar to the commercially preprinted cards.  The cards should be printed on Avery 5371 White Business Cards or equivalent card stock.  The card stock can be purchased with appropriated funds through your office supply sources.  We recommend that you print only a few pages at a time due to the frequency that information changes.

50.8   Interagency Agreements (IAs)  
An IA is written to obtain a legally binding contract between two federal agencies that specifies the tasks to be accomplished by one agency in support of the other.  This includes labor and non-labor costs for detailed personnel and administrative support provided to TIGTA.


50.8.1   Authority  

The authority to execute IAs obligating TIGTA funds is contained in statutes such as the Government Reform Act of 1994 and the Economy Act, 31 U.S.C. § 1535.


50.8.2   To initiate a TIGTA IA


· Refer to TIGTA Manual Chapter (600)-40.3 for Office of Procurement Services’ instructions for preparing and routing IAs.

50.8.3   Billing for Interagency Agreements

· Electronic payments are required between federal agencies, and the standard payment method is through the Intra-governmental Payment and Collection (IPAC) System.  TIGTA’s accounting services provider, Bureau of the Public Debt, Administrative Resource Center (BPD-ARC), is responsible for retrieving IPAC bills from, or initiating IPAC bills in, the IPAC system.
50.8.3.1 
TIGTA as Billed Agency

· BPD-ARC will request certification (approval) of an IPAC by sending the IPAC bill and a certification form via email to the designated Contracting Officer’s Technical Representative (COTR) or IPAC approver.  
· Since IPAC immediately reduces TIGTA’s funds, the approver must ensure that the IPAC charge is correct and consistent with the goods/services received as well as the IA terms. 
· If needed to ensure billing consistency, the approver may request additional documentation from the billing agency.  If the billing agency does not provide sufficient documentation for the bill, the approver may “chargeback” (reject) the transaction, or the part of the transaction lacking sufficient documentation.
· If the IPAC is certified as valid, the bill must either be applied to an existing obligation or charged directly to an accounting string supplied by the approver.  The accounting string must include the appropriate cost center and BOC.  Please check with TIGTA’s budget analyst or accountant if not sure of the accounting string information.
· If the approver fails to send the completed certification form back to BPD by the end of the month, the IPAC will be charged against that function’s default cost center and BOC 253004.  The expense will remain charged to the default codes until the completed certification form is received by BPD.
50.8.3.2 
TIGTA as Billing Agency

To ensure funds are collected for the work performed by TIGTA, the Assistant Director, Finance, must receive a copy of the IA signed by both parties.  In addition, on a monthly or quarterly basis, the function performing the service should notify the Assistant Director, Finance, regarding the amount of work performed and request that TIGTA bill the other Federal agency.  See TIGTA Manual (600)-40.3 for more information.  The Assistant Director, Finance, will provide necessary billing information to BPD-ARC.
50.9   Accounting for the Investigative Imprest Fund

In accordance with the implementation of the Debt Collection Improvement Act of 1996 (DCIA), imprest funds may only be used when the Electronic Funds Transfer (EFT) requirement is waived.  TIGTA is permitted to have imprest funds under this waiver for payments made in furtherance of law enforcement action.  Therefore, only the Office of Investigations (OI) may establish and maintain an imprest fund, and any disbursements shall be related to the enforcement of laws and regulations.

50.9.1   References

· Debt Collection Improvement Act of 1996, Pub. L. 104-134, Ch. 10, § 31001 (DCIA)

· 31 CFR Part 208.

· Treasury Policy Directive issued November 9, 1999 – Imprest Funds.

· Treasury Directive 40-04 – Treasury Internal (Management) Control Program.

· Delegation Order No. 27 (Rev 2), Authorization to Approve Confidential Expenditures.

· Statement of Federal Financial Accounting Standards 1 – Accounting for Selected Assets and Liabilities.

· Financial Management Services (FMS) Cashier’s Manual.

· DIGI Memo 07-03 – Reimbursement of Remittance Test Money.

50.9.2   Definitions
ABA Routing Number – American Bankers Association (ABA) number used to identify specific financial institution.

AIGI – Assistant Inspector General for Investigations.

Alternate Cashier – Investigative employee designated to perform the duties of the Principal Cashier when the Principal Cashier is not available.

Budget Object Code (BOC) – A  code used to classify the expenditure based on the nature of the good or services purchased.

Bureau of the Public Debt-Administrative Resource Center (BPD-ARC) – TIGTA’s financial services provider

Confidential Expenditure – Expenditure of a nature that the disclosure of which might jeopardize an investigation or create a potential danger to the Special Agent or others involved in the investigation.

Confidential Source – Any person or entity providing information or services on a confidential basis, whether compensated or not

Confidential Source Expenditure –Payment made directly to or on behalf of a confidential source.

Code of Federal Regulations (CFR) – The codification of the general and permanent rules and regulations published in the Federal Register by the executive departments and agencies of the Federal government.

Clearance – The process whereby a financial institution processes checks drawn upon or deposited into accounts maintained by the institution.

Electronic Funds Transfer (EFT) – Method of disbursing funds without use of a paper check.

Flash Money – Large amount of money needed by a Special Agent in performance of role as a “high roller” in an investigation.

GovTrip – System used by TIGTA employees to obtain reimbursement for non-confidential expenses incurred in performance of official duties.

Incidental Expenditure – Miscellaneous expense incurred by a Special Agent during a meeting with a confidential source to obtain evidence.

Imprest fund - A fixed amount of appropriated funds that is deposited in a financial institution rather than being held by Treasury.  

IRS – Internal Revenue Service

Non-Confidential Expenditure – A miscellaneous expense incurred incidental to securing evidence.

OF – Optional Form

Principal Cashier – Investigative employee designated to maintain and account for the imprest fund for a specific Division.

Recoverable Money – Security deposits or “flash money” used during an investigation which may be recouped in full or in part.

Remittance Testing – Imprest funds used to test whether or not tax remittances submitted to the IRS are received and posted to the correct taxpayer account.

SAC – Special Agent In-Charge

Signature Card – Document identifying individual authorized to make withdrawals from an account at a financial institution.

SF – Standard Form

Standard General Ledger (SGL) – A uniform listing of accounts used to properly classify and record financial transactions and facilitate financial reporting.

50.9.3   Establishing an Investigative Imprest Fund

All TIGTA investigative imprest funds must be maintained in checking accounts at Federally insured financial institutions.  Cash accounts are prohibited.  An investigative imprest fund checking account has been established for each Field Division and the Strategic Data Services Division.  

Each Division completes a signature card from a local bank.  The names of the primary and alternate cashiers who will have access to the account, of which one must be the ASAC who is co-located with the SAC, are entered.

The Special Agent-In-Charge (SAC) prepares a memo to the appropriate Assistant Inspector General for Investigations (AIGI) requesting the establishment of an investigative imprest fund checking account.  The memo must include the following information:

· Financial institution information: 

· Name.

· Mailing address including city, state, and zip code.

· ABA routing number.

· Checking account number, if available.  (Some financial institutions will not provide an account number without a deposit.)

· Phone number. 

· Financial institution contact name, if available.

· Name, mailing address, and phone number of the primary cashier.

· Name and phone number of the alternate cashier.

· Date investigative imprest fund is needed.

· Amount requested.

· Fund:  TGT0119DB (enter 2-digit fiscal year twice) XX e.g. TGT0119DB1313XX for FY 2013 appropriation.

· Cost center of the division which will be maintaining and accounting for the imprest fund (see Exhibit (600)-50-4). 

The completed signature card should be attached to the request memo.  The account number should be written on the signature card.

The primary cashier shall open the investigative imprest fund at a Federally insured financial institution.  The checking account shall be in the name of the Treasury Inspector General for Tax Administration under TIGTA’s EIN 03-0510164 as an account for a non-taxable entity not subject to back-up withholding.  Checking accounts that pay interest or incur a monthly service fee shall be avoided, if possible.  The signature card for the checking account shall be signed by the primary and alternate cashiers.  In order to maintain good internal control and appropriate segregation of duties, the SAC shall NOT be on the signature card.  

The AIGI forwards the approved memo to the Assistant Director, Finance who 1) reviews the request to ensure all required data is contained in the memo and approves request by notifying, BPD-ARC to process request, 2) updates the investigative imprest fund spreadsheet, and 3) sends a copy of the spreadsheet to BPD-ARC and the Staff Accountant.

BPD-ARC will send an electronic funds transfer (EFT) in the amount requested to the designated bank for the designated checking account.  If the checking account number is not provided, a check payable to the Treasury Inspector General for Tax Administration in the amount requested will be sent to the primary cashier at the mailing address indicated in the request memo.  BPD-ARC will make the appropriate accounting entry to record the establishment of an imprest fund.  

In accordance with cash management and internal controls, the primary cashier will deposit the check no later than the next business day and properly secure  the check (in a locked container with access limited to the primary and alternate cashiers) until deposited.  If the completed signature card was not attached to the request memo, the primary cashier will email a copy of the completed signature card showing the checking account number to the Assistant Director, Finance.  The Staff Accountant will ensure that the new imprest fund is properly recorded in the accounting records as an increase to the Imprest Funds account (SGL 1120) and a decrease to the Fund Balance With Treasury account (FBWT SGL 1010).

50.9.4   Changes to the Investigative Imprest Fund

50.9.4.1   Increasing Amount of Investigative Imprest Fund

The maximum amount of each investigative imprest fund is $10,000.  With appropriate justification, approval from the appropriate AIGI, and coordination with the Assistant Director, Finance, an investigative imprest fund may be increased above the $10,000 limitation.

The SAC prepares a memo to the appropriate AIGI requesting the increase.  The memo will include:  

· Financial institution information:

· Name.

· Mailing address including city, state, and zip code.

· ABA routing number.

· Checking account number. 

· Phone number. 

· Financial institution contact name, if available.

· Current amount of imprest fund.

· Amount of increase requested.

· New total of imprest fund.

· Date required.

· Cost center.Fund:  TGT0119DB (enter 2-digit fiscal year twice) XX   e.g. TGT0119DB1313XX for FY 2013 appropriation (See Exhibit (600)-50-5).

The AIGI forwards approved memo to the Assistant Director, Finance, who 1) reviews the memo to ensure that all required data has been provided, 2) approves request by notifying BPD-ARC to process request, 3) updates the investigative imprest fund spreadsheet, and 4) provides the Staff Accountant with a copy of the updated spreadsheet.  BPD-ARC sends an EFT to the checking account identified in the request memo and records the appropriate accounting entry.  The Staff Accountant ensures that the increase in the imprest fund is recorded as an increase in SGL 1120 and a decrease in SGL 1010.

50.9.4.2   Requests to Decrease the Amount of or Close the Investigative Imprest Fund
The SAC will submit a memo to the Assistant Director, Finance, requesting a decrease in or closure of the investigative imprest fund.  The memo shall contain the following items:

· Financial institution information:

· Name.

· Mailing address including city, state, and zip code.

· ABA routing number.

· Checking account number. 

· Phone number. 

· Financial institution contact name, if available.

· Current amount of imprest fund.

· Amount of decrease requested.

· New total of imprest fund.

· Cost center.

· Fund:  TGT0119DB (enter 2-digit fiscal year twice) XX  e.g. TGT0119DB1313XX for FY 2013 appropriation.

· .

· Primary cashier’s email address.

· Overnight mail tracking number.

· Reason for closure, if closing the imprest fund account (see Exhibit (600)-50-6).

The imprest fund may not be closed until:

· All checks written by the imprest fund cashier have “cleared” on the account statement.

· All funds advanced to SAs have been fully accounted for:

· SAs have submitted all SF-1164s documenting expenditures.

· SAs have returned all unused funds.

· Advance balances are zero.

· All funds returned by SAs have been deposited and “cleared” on account statement.

· Primary cashier has reconciled imprest fund.

· SAC has reviewed and approved primary cashier’s imprest fund reconciliation.

· All unused checks have been destroyed.

The cost, if any, of obtaining a cashier’s check shall be deducted by the financial institution from the imprest fund account and will appear on the monthly account statement.  The SAC will have the imprest fund cashier obtain a cashier’s check payable to the Treasury Inspector General for Tax Administration from the financial institution where the imprest funds are maintained.  The imprest fund cashier will attach the cashier’s check or money order to the signed memo.  For security, the imprest fund cashier will place the documents in an envelope marked “Confidential – Imprest Fund” before placing the documents in the overnight mail envelope. The overnight mail will be directed to the Assistant Director, Finance.  The imprest fund cashier will maintain a copy of the memo and the cashier’s check or money order for their records.  

The Assistant Director, Finance, will 1) review the memo to ensure all required data is present, 2) place the documents in an envelope marked “TIGTA Imprest Fund” in overnight mail addressed to BPD-ARC, 3) email the primary cashier acknowledging receipt of the documents, 4) update the investigative imprest fund spreadsheet, and 5) provide the Staff Accountant with a copy of the updated spreadsheet.  

BPD-ARC will 1) deposit the funds; 2) send the Assistant Director, Finance, acknowledgement of receipt of the funds, and 3) make the appropriate accounting entry.  The Staff Accountant will verify that the appropriate increase in SGL 1010 and corresponding decrease in SGL 1120 has occurred.

50.9.4.3   Changes in Financial Institution or Cashiers 
The SAC will perform cash verification (reconciliation) when there is a change in cashiers.  Changes in the financial institution or the cashiers (primary or alternate) require a new signature card.  The account number should be written on the signature card.  The primary cashier will retain a copy of the completed signature card in his/her files.  The SAC will prepare a   memorandum to the appropriate AIGI requesting the change.  The completed signature card should be attached to the request memo.  

The memorandum shall contain the following items:

· Financial institution information: 

· Name of former financial institution and former account number (if changing financial institution).

· For new (or current) account:

· Name of financial institution.

· Mailing address including city, state, and zip code.

· ABA routing number.

· Checking account number.

· Phone number.

· Financial institution contact name, if available.

· Date funds moved from former account to new account (if changing financial institution or account).

· Cashier information:

· Former cashier’s name if changing cashiers otherwise provide current cashier’s name.

· For new cashier:

· Name.

· Mailing address, if primary cashier.

· Phone number.

· Designation (primary or alternate).

· Date of cashier change.

The AIGI forwards the approved memo to the Assistant Director, Finance who 1) reviews the request to ensure all required data is contained in the memo, 2) approves request by notifying BPD-ARC to process request, 3) updates the investigative imprest fund spreadsheet, and 4) sends a copy of the spreadsheet to BPD-ARC and the Staff Accountant.

50.9.4.4
Change in SAC
When a change in the SAC occurs, the appropriate AIGI will send the Assistant Director, Finance, an email indicating the Division, the new SAC’s name, and the effective date.  The Assistant Director, Finance, will update the investigative imprest fund spreadsheet and send a copy to BPD-ARC.

50.9.4.5
Other Changes

The Assistant Director, Finance should be contacted by email for instructions for any other changes not discussed in this section.

50.9.5   Authorization to Incur Confidential Expenditures
Authorization is needed prior to using the investigative imprest funds.  The SAC may authorize confidential expenditures up to $2,500, except for confidential expenditures related to undercover operations.  However, the SAC can authorize confidential expenditures for undercover operations contained in the approved operational plan.  The AIGI or the Deputy AIGI may authorize all confidential expenditures up to $20,000.  The DIGI may authorize all confidential expenditures of more than $20,000.  

Authorization for confidential expenditures is documented in a memo which is retained by the SA in the case file, by the primary cashier in the investigative imprest fund, and by the approving official.  The approved authorization memo shall be retained for six years and three months.

A memo shall be used to request authorization and document approval to make confidential expenditures.  The memo will be approved by the appropriate official based on the funding request.  See Delegation Order No. 27 (Revision 2).  The memo will contain the following:

· Name of the taxpayer or entity.

· Case number, when applicable.

· Specific amount being requested.

· Maximum dollar amount authorized.

· Divisional imprest fund that will be used.

· Proposed plan of action.

· Period of time over which the expenditure(s) will be made.

· Complete description of the purpose of the expenditure.

· Statement establishing a foundation for any proposed expenditure to procure information.

· Description setting forth any tentative arrangements and amounts previously discussed with the confidential source.

· Statement:  “This signed memo is authorization to make confidential expenditures as proposed in the above paragraphs.”

A revised request is required when it is anticipated that expenditures will exceed the authorized amount.

50.9.6   Use of Investigative Imprest Funds

Investigative imprest funds can only be used for confidential expenditures, fees charged by financial institutions for maintaining the imprest checking account, or fees for cashier’s checks or money orders.  The investigative imprest fund shall not be used for normal operating expenditures such as subscriptions, office supplies, photocopies, postage, etc.  The investigative imprest fund must be used to pay all confidential expenditures.  Confidential expenditures shall not be claimed on vouchers.  

Confidential expenditures are expenses that if disclosed could compromise the investigation or jeopardize the safety of the SA or other individuals involved in the investigation.  OI shall maintain detailed information on these expenditures in the investigative imprest fund files in the divisional office, as appropriate.  Do not furnish detailed information to BPD-ARC.

Confidential expenditures can be segregated into 1) confidential source expenditures, 2) certain undercover operation expenditures, 3) expenditures for the protection and maintenance of witnesses and confidential sources, and 4) other confidential expenditures. 

50.9.6.1   Confidential Source Expenditures 

The SA may pay confidential sources a reasonable amount of money or provide other lawful consideration for information furnished, services rendered, or expenses incurred in authorized investigative activity.  No payment of money or other consideration, other than a published reward, shall be conditioned on the conviction of any particular individual.  The confidential source payment may be paid directly to the confidential source or paid indirectly.  Indirect payment is a payment on behalf of a confidential source, such as purchasing an airline ticket for a confidential source.  See Chapter 400 Section 150.5.4 and Section 150.5.30 for additional information regarding confidential sources.  Confidential source expenditures are debited to BOC 910002.

Confidential source expenditures do not include incidental expenses such as purchasing a cup of coffee, a sandwich, or a drink.  See 50.9.7 for additional information on non-confidential expenditures.  

A payment to a confidential source, which is not a reimbursement for expenses, is taxable to the confidential source.  The Special Agent making a taxable payment to a confidential source must:

· Tell the confidential source of its taxability.

· Document the payment in the confidential source control folder.
50.9.6.2   Undercover Operation Expenditures
Undercover operations may include 1) confidential expenditures, 2) non-confidential expenditures, and 3) recoverable funds.  Undercover confidential expenditures and undercover recoverable funds must be paid through the investigative imprest fund.  Undercover non-confidential expenses must be paid through the submission of a local voucher, not the investigative imprest funds.  See Chapter 400 Section 180 for additional information concerning undercover operations.

50.9.6.2.1   Undercover Confidential Expenditures  

Undercover confidential expenditures are expenses that if disclosed could compromise the investigation or identity of an undercover SA.  As a general rule, these costs are incurred under a fictitious identity. These costs include lodgings, furniture, automobiles, post office boxes, utility bills, travel, entertainment, safe house maintenance, and evidence purchases.  Undercover confidential expenses are debited to BOC 910001.

Undercover confidential expenditures might include travel expenses for an SA portraying a “high roller” where the SA meets with the subjects of the investigation at an expensive restaurant or hotel.  In these instances, OI management may designate these expenses as confidential or authorize actual expenses.  If actual expenses are authorized, the SA must file a travel voucher rather than seeking reimbursement through the imprest fund and follow the procedures in Chapter 600 Section 40.5.

50.9.6.2.2   Undercover Non-Confidential Expenditures
Undercover non-confidential expenditures are expenses of a nature that the disclosure of which would not compromise an investigation or jeopardize the safety of the SA or other individuals involved in the investigation.  Undercover non-confidential expenses must be paid through the submission of a local voucher, not through the imprest fund.  Travel and per diem incurred by the undercover Special Agent outside of his/her undercover assignment is not a confidential expense and must be claimed on a travel voucher.  Undercover non-confidential expenditures are debited to BOC 252008.  See 50.9.7 for additional details on non-confidential expenditures.

50.9.6.2.3   Recoverable Funds  

Recoverable funds include security deposits and “flash money”.  Recoverable funds are returned in full or in part to the imprest fund.  The disbursement of recoverable funds is debited to BOC 910001.  The recovery of these funds is credited to BOC 910001.  Thus, only the unrecovered funds are expensed in BOC 910001.  The SA should maintain a list of the security deposits (amounts and vendors paid) and make a reasonable attempt to obtain a refund of the security deposit at the conclusion of an undercover operation.  If a refund of the security deposit is obtained, the SA will submit the refund to the imprest fund cashier with a memorandum identifying the case number and requesting the funds be deposited to the imprest fund.  The cashier will follow the instructions in Section 50.9.12.1 below to process the refund.

50.9.6.3   Expenditures for the Protection, Relocation, and Maintenance of Witnesses and Confidential Sources
Expenditures for the protection, relocation, and maintenance of witnesses and confidential sources must be paid through the investigative imprest fund.  To avoid jeopardizing the new identity of the relocated witness or confidential source, maintain detailed information on these expenditures in the files of investigative imprest funds in the divisional office, as appropriate.  Do not furnish detailed information to BPD-ARC.   Refer to Chapter 400 Section 230 for detailed procedures regarding TIGTA’s Victim Witness Program.  Expenditures for the protection and maintenance of witnesses and confidential sources are debited to BOC 910002.

50.9.6.3.1   Prohibitions
Special Agents are not authorized to commit any funds for compensation and expenses of witnesses or confidential sources, and are not authorized to make protective maintenance agreements.  Agreements made without authorization may become the personal responsibility of the maker.

Protection, relocation, and maintenance of witnesses and confidential sources does not include the loss of income, personal inconvenience, or other monetary damage suffered, such as a distress sale of a business or residence by the witness or confidential source.  

50.9.6.4   Other Confidential Expenditures
Other confidential expenditures are miscellaneous expenditures of such a nature that their disclosure might jeopardize an investigation or create a potential danger to the Special Agent.  Examples include:

· Remittance testing expenditures.

· Reimbursement to non-TIGTA personnel for confidential expenses incurred while conducting activities at the request of TIGTA.

· The cost of surveillance facilities and related expenses incurred by SAs in observing and identifying the activities of a subject.

· Costs incurred in gathering information in connection with enforcing laws and regulations involving tax administration.

· Confidential expenses incurred in locating certain witnesses.

Other confidential expenditures are debited to BOC 910002 except for remittance test expenditures.  Remittance test expenditures are debited to BOC 910002 project code TGT0REMITT.  Recovered remittance test expenditures are credited to BOC 910002 project code TGT0REMITT.  Thus, only the unrecovered remittance test expenditures remain as an expense in BOC 910002 project code TGT0REMITT.

50.9.7   Non-Confidential Expenditures
Non-confidential expenditures are miscellaneous expenses incurred incidental to securing evidence.  "Evidence" is not intended to be restricted to that which is used or admissible in court cases. Examples of non-confidential expenditures include:

· Securing photocopies of documents.

· Incidental expenditures which a SA incurs while meeting with a confidential source such as purchasing a cup of coffee, drink, sandwich, or meal for the confidential source.

· A motel/hotel room for briefing and debriefing a cooperating employee.

· Minor surveillance expenses.

· Purchase of emergency supplies.

· Rental of a safety deposit box.

· Reimbursements to non-TIGTA personnel for minor expenses incurred by them while conducting activities at the request of TIGTA.

· Travel to and from the assignment under the SA’s true identity.

· Travel and per diem for supporting SAs unless the supporting SA is portraying a “high roller”.  See 50.9.6.2.1 for additional details.

The SA must file a local voucher in GovTrip to receive reimbursement for non-confidential expenditures.  All non-confidential expenditures must be coded to BOC 252008 by selecting NONTRAV 252008 – Securing Evidence from the expense type drop down menu.  All non-confidential expenditures are to be coded to BOC 252008 regardless of the actual item or service being purchased.  Receipts must be attached for any expense over $75.  

50.9.8   Oversight of the Investigative Imprest Fund
50.9.8.1   SAC Responsibilities

The SAC is responsible for supervising the operation of the investigative imprest fund in his/her division.  The SAC’s responsibilities include:

· Having an individual not involved in the operation of the imprest fund conduct a verification of the imprest fund:

· Whenever accountability for the fund is to be transferred; and

· Without announcement or advance scheduling at least once a calendar quarter.

· Ensuring the combination to the lock on the imprest fund storage container is changed 1) whenever there is a change in cashiers; 2) upon transfer of accountability due to unforeseen absence of the cashier; 3) upon a compromise of the combination in some way; or 4) at least once each year.

· Making an immediate report in the event of an imprest fund loss to the appropriate AIGI and the Assistant Director, Finance.

· Conducting periodic reviews of expenditures to:

· Monitor effective use of funds;

· Confirm value is received for funds expended;

· Confirm use of funds is lawful and consistent with enforcement of laws and regulation involving tax administration; and

· Confirm absence of abuse.

· Providing adequate training and guidance to cashiers, both primary and alternate.

· When appropriate, timely approving SA requests for and extensions of advances from the imprest fund.

· Reviewing all reimbursement forms (SF-1164 Claim for Reimbursement for Expenses) and supporting documentation to verify that expenditures were properly authorized, documented, and appropriate.  See Exhibit (600)-50-10 for a sample of this form.

· Forwarding approved SF-1164s and supporting documentation to the imprest fund cashier for processing. 

· Reviewing monthly SF 1149, Statement of Designated Depositary Account to verify that the amounts reported on the SF 1149 are correct and supported by the attached documents:  OF 1129, Cashier Reimbursement Voucher/Accountability Report, bank statement, Outstanding Advances to SAs, check register, and SF 1164s.  See Exhibit (600)-50-11 and Exhibit (600)-50-12 for samples of the SF 1149 and OF 1129, respectively.

50.9.8.2   Audits of Investigative Imprest Fund

Each year each investigative imprest fund will be audited.  Performance of the audits is shared by OI and the Office of Inspections and Evaluations (I & E).  Each year, OI will audit the imprest fund of each field division reviewed during OI’s biennial field division inspection and I & E will audit the remaining field divisions’ imprest funds i.e. those field divisions not inspected by OI.  See Chapter 400 Section 360 for additional details.

50.9.9   Obtaining Funds from the Investigative Imprest Fund
The SA may only obtain funds from the investigative imprest fund with proper authorization and an approved advance request as discussed in Section 50.9.5 and Sub-sections 50.9.9.1, 50.9.9.1.1, and 50.9.9.1.2.
50.9.9.1   Advances

Funds may be advanced for confidential expenditures which are anticipated to occur within 30 days.  The initial authorization for advanced funds may be for no longer than 90 days.  The approving official may grant in writing an extension of the advance; however, the advance shall not be held longer than 120 days under any circumstances.  Advance requests require approval of the SAC.  The ASAC may not approve a request from himself/herself when acting for the SAC.  Individuals receiving an advance from an investigative imprest fund shall not commingle it with other official funds or with private funds.  Commingling is the mixing of funds advanced by TIGTA with the agent's own money, making it difficult to determine which funds belong to each party.  Cashing an imprest fund check, by itself, does not constitute commingling funds.

50.9.9.1.1
  Obtaining an Advance
To obtain an advance, the SA submits a written request through the appropriate channels to the SAC specifying the amount, the reason the advance is needed, the anticipated time period of the expenditure, and the length of time the advance may be held.  The SAC forwards the approved requests to the SA and the imprest fund cashier.  The cashier 1) prepares a check payable to the SA, 2) updates the checkbook register, 3) updates the outstanding advances, 4) prepares Form 2507, Receipt for Money-Cashier Advance, 5) obtains the SA’s signature on Form 2507 acknowledging receipt of the check, 6) retains a copy of the completed and signed Form 2507 in the imprest fund file, and 7) gives the SA a copy of the signed Form 2507.  The SA retains the completed signed copy of Form 2507 along with the approved advance request in the case file.  

In exigent circumstances, the imprest fund cashier may advance funds when approved by the SAC via telephone.  However, the SA must submit a written memo to the SAC and the SAC must forward the approved request to the cashier within 72 hours.  All other procedures outlined in the paragraph above will be followed.

If the check is mailed to the SA, the cashier will include two copies of Form 2507 along with the check.  The SA will sign both copies of Form 2507, retaining one copy for the case file and returning the other copy to the cashier within five business days of receiving the check.  

The SA shall not use any imprest funds to pay other individuals except:

· To reimburse IRS employees for confidential expenditures made by IRS employees while participating in confidential investigations under the direction of TIGTA.

· During undercover operations where an assigned SA may receive information from, and prepare claims on behalf of, another SA carrying out an undercover investigation.

In both instances, the SA must obtain original receipts from the IRS employee or the undercover SA.  These receipts shall be attached to the SA’s SF-1164 to document the expenditure of the imprest funds.  

50.9.9.1.2   Extension of Advances  

When circumstances make it impracticable to incur the confidential expenditure promptly, the SAC may at his/her discretion authorize an extension of the advance.  

The SA must submit a request for an extension at least five working days prior to the expiration of the initial advance approval.  The SA requests an extension by placing the statement “Advance amount remaining outstanding in continuing authorization for assignment” on the SF 1164 along with the amount of the outstanding advance.  The SAC will indicate his/her approval by signing and dating the SF 1164 as the approving official and indicating the timeframe for the extension.  In no circumstances shall the SAC allow an advance to be held over 120 days.  If the SAC does not approve the extension, the SAC will place the statement “Extension request denied” along with his/her signature and date in the body of the SF 1164.  The SAC will forward a copy of the signed SF 1164 to the SA and the imprest cashier.  If the request for extension is denied, the SA will immediately return the outstanding advance according to the procedures in Section 50.9.9.2 below.   If the extension is approved, the cashier will update the Outstanding Advances to indicate the new timeframe. 

50.9.9.2   Return of Advanced Funds

The SA will appropriately account for the advanced funds by:

· Immediately returning advance funds to the cashier if the anticipated confidential expenditure does not materialize or the request for extension is denied.  

· Submitting an SF-1164 (See 50.9.10 for detailed instructions) when confidential expenditures have been completed and returning any excess advance funds.  

· Preparing Form 2507 when all, or any portion of, the funds, are returned to the cashier.  If the funds are returned via mail, the SA will obtain a cashier’s check or money order.  Money shall not be sent through the mail.

· Obtaining the cashier’s signature on Form 2507 acknowledging receipt of the funds.

· Retaining a copy of the completed, signed Form 2507 in the case file.

The imprest fund cashier:

· Updates the Outstanding Advances upon receipt of funds or the SF-1164 documenting the expenditure of the advance.

· Deposits any excess funds into the imprest fund checking account no later than one business day after receipt and keeps the cash, cashier’s check or money order secured until deposited.

· Records the deposit in the check register.

· Signs Form 2507 acknowledging receipt of funds, 

· Returns a copy of the completed form to the SA, and 

· Retains a copy for the imprest fund files.

50.9.10   Reimbursement for Confidential Expenditures

Reimbursement of confidential expenditures should be requested at least monthly when any expenditure above $25 occurs.  

After making a confidential expenditure, the SA will:

· Promptly prepare and sign SF-1164. 

· Attach the original receipts and/or statements in lieu of receipts to the SF-1164.

· The original dated receipt is the vendor’s original bill, sales slip, cash register ticket or invoice which identifies the items or services purchased. 

· If a detailed itemization of the articles purchased is not shown on the receipt, the detail is to be placed on an attachment signed by the vendor and stapled to the receipt.

· Regardless of the amount, a receipt for a payment to a confidential source must be signed by the confidential source and the SA who made the payment.

· Explain, in writing, the use of all receipts which are not the original dated receipts.

· If the nature of the expenditure makes it impossible to obtain a receipt, the SA must prepare a memorandum (Statement in Lieu of Receipt) documenting the amount and circumstances.  The SA will sign this memo and attach it to the SF-1164.

· All confidential expenditures will be shown as “confidential expenditure”, “undercover confidential expenditure”, “undercover recoverable funds”, or “remittance test” only.  The SA shall not use any other description on the SF- 1164.

· Indicate the case number in the body of the SF-1164.

· Submit the SF-1164 through the appropriate channels to the SAC.  

The SAC will promptly review the SF-1164s, send the approved SF-1164s to the cashier for processing, and send rejected SF-1164s to the SA for correction.

The cashier will: 

· Mark the receipts and/or the statement in lieu of receipts and the SF-1164 with the appropriate BOC, the date received, and the word “paid”.  Most confidential expenses are coded to BOC 910002; however, undercover confidential expenditures and undercover recoverable funds are coded to BOC 910001.  Remittance test funds for both expenditures and returns are coded to BOC 910002 with the project code TGT0REMITT.  Non-confidential expenditures should not be claimed on an SF-1164; the SA should file a local voucher in GovTrip and select NON TRAV BOC 252008, Securing Evidence.  

· Update the outstanding advance 

50.9.11   Recovery of Remittance Test Funds

The SA will submit an SF 1164 and the signed remittance test reimbursement memorandum to the imprest fund cashier.  The SA will enter the amount and the notation “Recovery of Remittance Test Funds” on the SF 1164.  The IRS will send the funds via EFT to the appropriate imprest fund checking account.  The cashier will monitor the bank statement to ensure that the funds are received from the IRS and contact the SA if the funds are not received within 30 business days.  After the funds are received, the cashier will follow the procedures in Section 50.9.12 and Sub-section 50.9.12.1 to replenish the imprest fund for the current period.

50.9.12   Replenishment of the Imprest Fund
Investigative imprest funds are replenished on a monthly basis, but may be requested more frequently if necessary.  If the imprest funds consistently need to be replenished more frequently than monthly, the SAC may request an increase in the imprest fund.  

The imprest fund cashier shall reconcile the imprest fund each month.  In order to facilitate the reconciliation, the cashier will request the financial institution to issue the monthly account statement at the calendar end of each month.  The reconciliation package should be completed, signed by the SAC, and submitted to BPD-ARC by the 10th business day of the month.  The cashier will submit the following items to the SAC for review and approval:

· OF-1129, Reimbursement Voucher and Cashier Accountability Report. 
· SF-1149, Statement of Designated Depositary Account.

· Monthly account statement from financial institution.

· SF-1164, Claim for Reimbursement for Expenditures on Official Business, and supporting receipts or statements in lieu of receipts.

· Summary list of outstanding advances held by SAs.

· Check register.

After review and approval by the SAC, the OF-1129, SF-1149, SF-1164, monthly account statement, and summary list of outstanding advances, shall be sent to BPD.  If possible, send the documents by encrypted email to BPD at TGT@bpd.treas.gov to reduce mailing costs and facilitate prompt processing.  These documents must be submitted each month even if no reimbursement is needed.  An SF-1164 for service fees charged by the financial institution is not necessary; however, the cashier must highlight the service fee on the monthly account statement.  Do not send the receipts or statements in lieu of receipts to BPD.  This information is to remain in the imprest fund records at the division.

50.9.12.1
Replenishment Involving Recovered Remittance Test Funds  

If the recovered remittance test funds reported on the OF 1129 were replenished via a prior replenishment as described in Section 50.9.12, then a check for the exact recovery amount should be attached to the OF 1129.  The check should be made payable to the Treasury Inspector General for Tax Administration.  In this case, BPD will replenish the exact amount reported as “Reimbursements of 1164s Paid this Month” on the OF 1129.  Monitoring of the imprest fund account is recommended to ensure no errors on BPD's part in remitting the correct replenishment amount for the month.

50.10   Financial Reporting  

50.10.1   Introduction

The Constitution, Article 1, Section 9 states, “No Money shall be drawn from the Treasury, but in Consequence of Appropriations made by Law; and a regular Statement and Account of the Receipts and Expenditures of all public Money shall be published from time to time.”  Thus, the Constitution created the first financial reporting requirement.  However, just as an appropriation precedes the financial reporting, a budget submission precedes the appropriation.  A provision of the Congressional Budget and Impoundment Control Act of 1974, 31 U.S.C. § 1105, requires the President to submit a budget request to Congress for the coming fiscal year no later than the first Monday in February.  From these two basic concepts, a host of requirements flow, including legislation, Office of Management and Budget (OMB) circulars, Statements of Federal Financial Accounting Standards, and Treasury directives and policies.

In order to comply with the financial reporting requirements, TIGTA captures data through a variety of systems (PRISM, WebTA, GovTrip, PARIS PPM, etc.).  Each employee contributes to TIGTA’s financial reporting by providing accurate data for various financial transactions and following TIGTA’s policies.  Financial data is collected when an employee enters information into WebTA, prepares a travel authorization, completes a voucher, reallocates costs for the small purchase card or Fleet card transactions in Citidirect, enters a requisition or Interagency Agreement into PRISM, approves payment of an invoice or IPAC, enters an E-52 into HR Connect, submits OI Form 141, or enters information into the PARIS Personal Property Management (PPM) system.

To ensure the accuracy of the financial data, TIGTA has established and implemented internal controls which are documented throughout TIGTA’s Operations Manual.  The internal controls related to properly recording financial transactions are not limited to Chapter 600 Section 50.  For example, Chapter 300 Section 140.12 contains the Office of Audit’s (OA) policy on payment of review courses related to obtaining professional certifications, Chapter 400 Section 110 contains information on expenses related to Government Owned Vehicles (GOV), and Chapter 600 Section 100 contains information related to the personal property management system.  Like records management, every employee contributes to the accuracy of TIGTA’s financial data by ensuring the correct accounting information (e.g. fiscal year, cost center, Budget Object Code (BOC), obligation number) is entered on their documents. 

Not all data needed for, or about financial reporting can be captured through the various systems.  Some financial reporting data or requirements necessitate the financial area to issue a data call to the functions to obtain information.  The sections below detail the annual data calls.

50.10.2   References

· 5 U.S.C.A. § app. 3 (West 2007) - Inspector General Act of 1978, as amended.

· 31 U.S.C. § 3512(d) - Federal Managers’ Financial Improvement Act of 1982. 

· 31 U.S.C. §§ 901-903 - Chief Financial Officers Act of 1990.

· 31 U.S.C. §§ 1101, Note and 1115, Note - Government Performance Results Act of 1993.

· 31 U.S.C. § 3321, Note - Improper Payment Information Act of 2002.

· 31 U.S.C. §§ 3561-3567 - Recovery Auditing Act.  

· 31 U.S.C. §§ 1511-1514.

· 31 U.S.C. § 3524.

· 31 U.S.C. §§ 1341-1342 and §§ 1511-1519 – Anti-Deficiency Act.

· 31 U.S.C. §§ 1301(a), 3302(b) – Augmentation Prohibition.

· 31 U.S.C. §§ 3302, 3701, 3711, 3716-3719 – Debt Collection Act of 1982.

· 31 U.S.C. § 3720 – Debt Collection Improvement Act of 1996.

· OMB Circular A-123 – Management’s Responsibility for Internal Control.

· OMB Circular A-11 – Preparation, Submission, and Execution of Budget.

· OMB Circular A-127 - Financial Management Systems.

· OMB Circular A-134 - Financial Accounting Principles and Standards.

· OMB Circular A-136 - Financial Reporting Requirements.

· Statement of Federal Financial Accounting Standards (SFFAS) issued by the Federal Accounting Standards Advisory Board (FASAB).

· Treasury Accounting Policy.

· Treasury Financial Manual (TFM) issued by Financial Management Services (FMS).

50.10.3   A-123 – Appendix A – Internal Controls over Financial Reporting
A-123 as implemented by Treasury requires TIGTA to establish a Senior Assessment Team (SAT) headed by the Chief Financial Officer (CFO), to include individuals knowledgeable of TIGTA’s mission from an operational and programmatic perspective. Every year, the SAT is responsible for ensuring the accurate and timely execution of the mandated assessment methodology established by Treasury.  The methodology is summarized below; 

· Assess adherence to the five standards of internal control by completing the Government Accountability Office (GAO) Abbreviated Internal Control Questionnaire.

· Incorporate the results of internal control and/or management reviews and audits into their assessment of internal control.

· Test the transaction types (e.g. payroll, intergovernmental) identified by Treasury.

· Identify the key financial reports and review their format, content, accuracy, method of assembly and usefulness.

· Test financial statement compilation, consolidation, and assembly process

· Notify Treasury of the results of the A-123 assessment.

· Include the results in the preparation of the annual Federal Managers Financial Integrity Act (FMFIA)/Federal Financial Management Improvement Act (FFMIA) assurance statement.

TIGTA’s SAT comprises the following individuals;

· Principal Deputy Inspector General

· Deputy Inspector General for Investigations

· Deputy Inspector General for Audit

· Deputy Inspector General for Inspections and Evaluations

· Chief Counsel

· Associate Inspector General , Office of Mission Support / Chief Financial Officer (Head of SAT)

In order to comply with these requirements, the CFO will issue an annual data call to the functions (usually around February) requiring the completion of the GAO abbreviated questionnaire and submission of completed reviews that are related to financial reporting such as imprest funds, small purchases, procurements, WebTA submissions, accuracy of PPM data, certification and accreditation of information systems, internal/external peer reviews, vouchers (travel, non-confidential expenditures).  The GAO abbreviated questionnaire must be completed and returned to the CFO mailbox or Staff Accountant.  A copy of the function’s prior year response will be available via a hyperlink, or provided by the staff accountant upon request.  The reviews must be submitted to the CFO mailbox or the staff accountant.  The actual due dates will be indicated in the annual data call and may vary slightly based on Treasury guidance/deadlines.  

In addition to the data call, various individuals may be requested to provide information (copies of invoices, receipt/acceptance forms, interagency agreements, and requisitions) related to testing transactions.  Treasury’s guidance states that individuals testing the transactions must not be those routinely executing the controls.  Therefore, the CFO may request assistance from the Office of Audit, if needed, to comply with this restriction.  

Treasury requires the submission of:

1. The name and title of the SAT members.

2. The test team members and their area of expertise.

3. The GAO abbreviated internal control questionnaire.

4. The test plan for all required transaction types.

5. The test results.

6. Corrective action plans for ineffective controls.

Prior to submission, the SAT is required to review the results of the assessment based on Treasury’s methodology.
The results of the A-123 testing are incorporated in the annual assurance statement.  The SAT will be copied on all submissions to Treasury.
50.10.4   Annual FMFIA/FFMIA Assurance Statement
This document requires the IG to provide written assurance to the Treasury Secretary that TIGTA has made a conscientious effort to comply with the internal control requirements of various legislation and is operating in accordance with procedures and standards prescribed by the Comptroller General and OMB.  The assurance statement specifies nine control objectives, indicates the appropriate level of assurance regarding compliance with FFMIA and A-123 Appendix A and describes the analytical basis for the assurance, highlights significant accomplishments, and identifies material weakness and reportable conditions.  In order to complete the audit of Treasury’s consolidated financial statements, each Treasury bureau is required to submit an interim annual assurance statement in early September and a final annual assurance statement in early October.  

The CFO assists the IG by issuing a data call to gather the information needed to prepare the annual assurance statement.  The data call which is usually transmitted in July includes an interim and final response date and a brief summary of the annual guidance issued by Treasury.  Also TIGTA’s prior year response and each function’s prior year response is provided via a hyperlink or upon request to the staff accountant.  The responses must be submitted to the CFO mailbox, the DCFO or the staff accountant by the due dates.  
The annual assurance statement is needed to complete the audit of Treasury’s financial statements which are included in the Performance and Accountability Report (PAR).  OMB Circular A-136 requires issuance of the PAR to OMB and Congress no later than 45 days after the fiscal year end (November 15th).  Accordingly Treasury does not provide flexibility in the due dates.  Therefore, the CFO strives to issue the data call as soon as possible to provide the functions with sufficient time to respond by the due dates.  
50.10.5   Annual Management Representation Letter
Generally accepted auditing standards require the external auditors to obtain the management representation letter (letter) before they can issue their auditors’ report on the Treasury’s financial statements.

To provide support for Treasury’s letter, the Secretary requests that the head of each reporting component review the letter and sign the management representation memorandum (memo) to him.  This requires the IG to provide assurance to the Treasury Secretary by signing the memo.  No items in the memo should be deleted as the same memo is provided to other Treasury bureau heads.  Treasury normally issues their management representation templates in early November, with a submission date also in early November.  

The CFO assists the IG by gathering data needed to verify the accuracy of the items applicable to TIGTA in the letter prepared by Treasury.  The representations in the letter do not affect each function within TIGTA; therefore, the data call is limited to the applicable functions.  
50.10.6   Annual Unasserted Claims Memorandum
This document requires the IG to provide the Treasury Secretary with information regarding any event that has occurred which could result in a possible claim where a reasonable possibility exists that the outcome would be unfavorable and the resulting liability would be material.  This information, along with data from Counsel related to pending litigation, is used to ensure that all contingent liabilities are properly reported in the financial statements.  

The CFO assists the IG by querying Counsel about unasserted claims.  Therefore, it is critical that all functions coordinate with Counsel when an event occurs that could lead to litigation which would result in a significant liability for TIGTA (e.g., accidents involving government owned vehicles, adverse personnel actions, allegations of discrimination or sexual harassment, termination of a contract, inappropriate disclosure of information, etc.). 

Since the unasserted claims information is used in the preparation of the financial statements, Treasury requires submission of an initial statement, an interim statement, and a final statement.  Treasury normally issues the annual guidance in mid-July, requires the initial statement in early August, the interim statement in mid-October, and the final statement in early November.  The final statement may be transmitted via email; a formal memo is not required.  However, the initial and interim responses must be in a formal memo.

50.10.7   Semi-Annual Report to Congress
This report to Congress, which is due no later than October 31 and April 30 of each year, summarizes the activities of the agency during the immediate preceding six month periods ending March 31 and September 30 (see 600.60.4 for further information).

50.10.8   Submission of Budget Request

The budget process is lengthy, running from 18 to 24 months.  Although Congress is required to pass all of the appropriation bills before the fiscal year starts on October 1, this does not usually occur, in which case Congress issues a Continuing Resolution to provide agencies funding until the appropriations bill is passed.  

Treasury, like all other agencies, prepares a budget request and submits it to OMB for inclusion into the President’s budget.  As a Treasury bureau, TIGTA submits its budget request to Treasury.  Preparation, submission, and review of the budget is a lengthy process that requires information from the Office of Audit (OA), Office of Investigations (OI), and Office of Inspections and Evaluations (I&E).  The budget includes a mission statement, fiscal year priorities, initiatives, charts, exhibits, and budget and performance data.  The budget is submitted using various systems (MAX and BEFM).  Exhibits include, but are not limited to, the Exhibit 54 – Space Budget Justification; Exhibit 52 – Report on Resources for Financial Management Activities; Exhibit 300:  Capital Asset Plan and Business Case; and Exhibit 53 – Agency IT Investment Portfolio.
50.10.9   Other Financial Reporting not Requiring Data Calls
A variety of financial reporting occurs on a monthly, quarterly, semi-annual, annual, or ad hoc basis that does not require a data call.  In these instances, the data is obtained from TIGTA’s core financial (Oracle/Discoverer) or feeder systems.  The feeder systems are PRISM (procurement), Citidirect (small purchase and Fleet cards), GovTrip (vouchers), PARIS PPM (assets), WebTA (payroll), and HR Connect (personnel).  As stated earlier in this section, the data in these systems affects the accuracy of TIGTA’s core financial system, financial statements, and financial reporting.  Therefore, it is important that every employee ensure that the correct accounting information is used on all documents.  Questions regarding the accounting information should be directed to the Functional Budget Coordinator or the Staff Accountant.  

Monthly reporting includes:

· Treasury Information Executive Repository (TIER) file, usually submitted around the third business day of the month per Treasury’s PAR timeline.  The file provides all account balances and related account attributes.  This information is used by Treasury to prepare monthly financial statements.  
· SF-133 Report on Budget Execution and Budgetary Resources (FACTS II) except October, April and May.

· Depreciation report maintained by the Staff Accountant based on data from PRISM, Oracle/Discoverer, and PPM.

· Report of Seized Assets (open items) from PPM.

Financial indicators required by OMB: 

(Treasury posts all bureaus’ scores on their website).

· Prompt Pay identifies late payments and penalties.  Late payments/penalties > .02% yields RED score.  

Quarterly reporting includes:

· Treasury Report on Receivables (TROR).

· Federal Employees Compensation Act (FECA).

· Financial Statement Variance Analysis.

· Meaningful Categories (FACTS II).

· Financial Statement footnotes

Semi-annual reporting includes:

· Imputed Costs – requires identification of any good or service received from another Treasury bureau without reimbursement to the Treasury bureau providing the good or service.  If the amount is material, an accounting entry is required.  For example, the IRS used to provide TIGTA space, software licenses, telephone service, public transportation subsidies, etc.  This reporting requires that all Treasury bureaus review data submitted by other bureaus and identify missing items (Appendix A due December 1 and September 1; Appendix B due January 15 and September 15).

· Eliminations – requires the identification and resolution of differences reported between federal agencies related to interagency agreements, FECA, and benefits paid by Office of Personnel Management related to former federal employees (due in late July and late October).  

Annual reporting includes:

· SF-132, Apportionment and Reapportionment Schedule. 

· Recovery auditing.

· Improper Payment Information Act as amended by Improper Payments Elimination and Recovery Act (IPERA) of 2010 Report Debt Collection Improvement Act.

· Financial Systems Plan.

· Financial Systems Inventory.

· TROR certification and verification.

· Elimination – confirmation of SGL balances.

· Notes to Financial Statements and Closing Package documents
Ad Hoc reporting includes:

· Reporting to the President through OMB, if budgetary authority is exceeded (Anti-Deficiency Act violation).

· Resubmission of SF-132, Apportionment and Reapportionment Schedule, if moneys from interagency agreement substantially exceed initial estimated amount.

50.11   Accounting for Seized Assets, Bribes, and Restitutions
During an investigation, the Office of Investigation (OI) may seize personal property under the Money Laundering and Control Act of 1986, 18 U.S.C. § 1956   and § 1957, where the underlying conduct is subject to investigation under the IG Act.  Chapter 400 Section 190 provides detailed information on the processing, handling, storage, and disposal of evidence.  This section provides information on the proper accounting for seized assets, bribes, and restitutions.

50.11.1 References

· General Accountability Office (GAO) report 01-99G – Seized Property and Forfeited Asset Systems Requirements - Checklist for Reviewing Systems Under the Federal Financial Management Improvement Act. 

· SFFAS # 3 – Accounting for Inventory and Related Property.

· Treasury Financial Manual (TFM) section on Federal Account Symbols and Titles (FAST).
· 41 CFR Part 102-41 Disposition of Seized, Forfeited, Voluntarily Abandoned, and Unclaimed Personal Property 
50.11.2   Definitions
AIGI – Assistant Inspector General for Investigations.

Bailment – A legal relationship established when TIGTA takes custody of personal property owned by a third party.

Bribe – Anything of value received as an incentive for the Federal employee related to performance of their official duties.

DIGI – Deputy Inspector General for Investigations.

Divisional Seized Asset Coordinator – Individual within the Office of Investigations (OI) assigned administrative duties related to the seized asset module within the PARIS Property Management (PPM) system.

EIN – Employer Identification Number

Evidence – Information and items gathered by OI during an investigation.

Fair Market Value – The amount that a seller can receive for the item in the normal marketplace from an unrelated third party.

Forfeited – TIGTA has acquired ownership of personal property through a summary process or court order pursuant to any law of the United States.  
Funds – Cash, checks, or money orders.

Monetary Item – Cash or any negotiable item such as an un-cashed money order or check.  Monetary item and moneys are interchangeable in this section.
Also check, cashier’s check and money order are similar and interchangeable in this section.  
National Seized Asset Coordinator – Individual within the Office of Mission Support (OMS) assigned administrative duties related to the seized asset module within PPM.

PPM – PARIS Property Management system.

Restitution – Court order requiring defendant to remit specified amount of money.

Return – Ownership of the seized asset remains with the original owner and the seized asset is returned to the original owner or the owner’s designee.

Tax Remittance – Funds submitted to an Internal Revenue Service (IRS) specified location by an individual to pay their Federal taxes.

SA – Special Agent

SAC – Special Agent In-Charge

Seized Asset – Personal property that has been confiscated by TIGTA, whose care and handling will be the responsibility of TIGTA until final ownership is determined by the judicial process.    TIGTA does not have ownership of the asset and thus may not convert the asset to its official use pending a final forfeiture determination.  
50.11.3   Accounting for Seized Assets and Bribes
Seizure of assets establishes a bailment relationship between TIGTA and the owner of the property, requiring TIGTA to properly safeguard and account for these assets.  OI Form 141, Statement of Special Moneys and Property Transaction is used to gather information needed for proper accounting.  OI Form 141 is submitted twice:  1) when assets are seized or bribe money is received, and 2) upon disposal of seized assets and bribe money.  

Accounting for seized assets and bribes requires coordination between various individuals:  Special Agent In-Charge (SAC), Special Agents (SA), Divisional Seized Asset Coordinator, National Seized Asset Coordinator, Assistant Director, Finance, Staff Accountant, and IRS and Bureau of the Public Debt (BPD)-Administrative Resource Center (ARC) personnel.  

Each SAC is responsible for the proper handling, prompt reporting and timely disposition of all seized funds and property handled by the SAs under his/her jurisdiction.  The SAC should conduct annual reviews of the seized funds and property.

50.11.4   Seizure of money, including tax remittances, monetary items, property and bribes.
NOTE: The SA, Divisional Seized Asset Coordinator and National Seized Asset Coordinator in this order will do the following;  

1. The SA will: 

· Complete OI Form 141,

· Prepare a separate OI Form 141 for each case; seizures for multiple cases may not be reported on a single OI Form 141.

· Prepare a separate OI Form 141 for seizures on different dates for the same case.  

· Each item shall be listed separately in the appropriate section:  Recovered moneys held as evidence, moneys held for safekeeping, bribe moneys, seized property.  

· Report all seized monetary items at their face value.

· Report seized property at the fair market value as of the seizure date, except illegal firearms, drugs, alcohol which are reported with a $0 fair market value.

· Information should only be entered into block 8 (a through d) at time of disposal.  

· Additional instructions are attached to OI Form 141.

· Within five business days, email the completed OI form 141 to the appropriate Divisional Seized Asset PPM Coordinator

· Correct errors and omissions when requested by the Divisional Seized Asset Coordinator.

· Retain a copy of the completed OI form 141 in the case file.

· Do not use OI Form 141 to report release of seized assets or bribe money to court for use as evidence.  Fully document the transfer of custody of evidence in the evidence log and on the Evidence Custody Document.  See Chapter (400)-190 for additional detailed instructions.

2. The Divisional Seized Asset Coordinator will:

· Review OI Form 141 to ensure it has been correctly completed and all necessary data supplied.  If there are errors or omissions, work with SA to obtain corrected OI Form 141.

· Retain a copy of OI Form 141 for their records

· Email, within two business days, the completed OI Form 141 to the National Seized Asset Coordinator.

· Provide additional information or explanation when requested by the National Seized Asset Coordinator.

3. The National Seized Asset Coordinator will:

· Enter the information for the OI Form 141 into the PPM Seized Asset database within two business days of receiving the form. 

· Required data:  Type, inventory status, acquisition, acquisition date, product type, division, availability, cost, case number, case name, employee ID.

· If applicable:  Serial number, brand, model number, comments.

· Record the sequentially assigned PPM record number for each seized asset on the OI Form 141.

· Maintain a copy of the OI Form 141.

· Contact the Divisional Seized Asset Coordinator to resolve any questions or issues regarding the OI Form 141.

50.11.5   Disposal of seized assets, bribes, tax remittances, and property.
Disposal may not occur until final disposition of the judicial process.  The disposal procedures vary depending upon the item:  seized funds, seized property, bribe, or tax remittance.  Regardless of the item, an OI Form 141 is required for each disposal.  
50.11.5.1   Disposal of seized money and monetary items NOT misappropriated tax remittances or Bribe Money.  
See 50.11.5.2 for disposal of Bribe Money.  See 50.11.5.3 for disposal procedures for misappropriated tax remittances.
NOTE: All SAs and seized asset coordinators should follow the guidelines below for mailing money orders or cashier’s checks;
· For check values $1000 and over, use overnight service

· For check values of at least $100 but less than $1000, use 2nd day service

· For checks less than $100 use certified mail  

NOTE: The SA, Divisional Seized Asset Coordinator and National Seized Asset Coordinator in this order will do the following;

1. The SA will:

· Complete OI Form 141, email it to the Divisional Seized Asset Coordinator, and retain a copy for the case file.  All blocks of the 141 must be completed.

· Block 8(a) should be the date the SA returned the funds to the original owner or forwarded the funds to the Divisional Seized Asset Coordinator.

· Block 8(b) closing status must be either returned or forfeited.  

· Amounts in block 8(c) must equal amount reported in block 7(c) at time of seizure.  Seized money and monetary items do not appreciate nor depreciate in value.  

· Block 8(d) must indicate who received the money.

· Obtain a signed receipt witnessed by at least two SAs for cash or monetary items returned to the original owner and retain a copy of the signed receipt in the case file.

· Convert forfeited cash to a money order or cashier’s check.  Cash shall not be forwarded for processing.

The money order or cashier’s check must be made payable to TIGTA.  For amounts over $10,000, the SA should provide TIGTA’s EIN (03-0510164) to the financial institution generating a Currency Transaction Report (CTR).  The SA should not provide his or her individual SSN to the financial institution”.  
· Complete Form 3210, Document Transmittal and email it to the Divisional Seized Asset Coordinator. 

· The “TO” block shall contain the address for the National Seized Asset Coordinator, even though the Form 3210 is being initially sent to the Divisional PPM Coordinator.

· The release date shall match the disposal date in block 8(a) of the OI Form 141.

· The Case number, amount to be deposited, and overnight tracking number shall be completed.

· The “From” box shall contain the mailing address for the Divisional Seized Asset Coordinator.

· Divisional Seized Asset Coordinator or the SAC will sign as the releasing official.

· The Divisional Seized Asset Coordinator’s phone number must be entered in the “Originator Telephone Number” box.

· Attach the cashier’s check or money order to the completed Form 3210 and for security, place these items in an envelope marked Confidential – Divisional Seized Asset Coordinator.  Place this envelope in the appropriate mail envelope addressed to the Divisional Seized Asset Coordinator.  The mailing guidelines at the beginning of this subsection should be followed.  Regular mail shall not be used.  Form 3210 should indicate the mail tracking number.  

· Retain a copy of the cashier’s check or money order and Form 3210 in the case file.

2. The Divisional Seized Asset Coordinator will: 

· Review the OI Form 141, contact the SA to resolve any errors or omissions, and email the OI Form 141 to the National Seized Asset Coordinator.

· Review the Form 3210 and contact the appropriate SA to correct any errors or omissions.  Email an acknowledgement to the SA indicating that the funds were received. 

· Revise the Form 3210 to reflect the new tracking number.  Attach the cashier’s check or money order to the revised Form 3210.  Email an electronic copy of the revised Form 3210 to the National Seized Asset Coordinator.

· Place the revised Form 3210 and cashier’s check or money order in an envelope marked “Confidential – National Seized Asset Coordinator.”  Place this envelope in a mail envelope addressed to the National Seized Asset Coordinator.  The mailing guidelines at the beginning of this subsection should be followed.

· Retain a copy of the original and revised Form 3210 and the cashier’s check or money order for their files.  

· Retain a copy of Form 3210 signed by the National Seized Asset Coordinator in their files. 

3. The National Seized Asset Coordinator will:

· Update the Seized Asset module of PPM based on the Form 141.

· Change the disposed indicator to “yes”, change the status to “forfeiture” or “remission”, and the availability to “final”.

· Enter the final disposition date, final disposition location, status date, and comments, if any.  

· Sign and date Form 3210 in the appropriate blocks and email the completed Form 3210 to the Divisional Seized Asset Coordinator as confirmation of funds receipt. 

· Prepare a new Form 3210 for transmission to BPD-ARC.

· Use template Form 3210.

· Copy the information (case number, amount to be deposited) from the Form 3210 received from the Divisional Seized Asset PPM Coordinator.  

· Enter the new tracking number. 

· Attach the cashier’s check or money order to the Form 3210, place in an envelope marked “TIGTA -- Seized Cash for Deposit.”  Place this envelope in a mail envelope addressed to the Accounting Services Branch at BPD-ARC.  The mailing guidelines at the beginning of this subsection should be followed.  The current address can be obtained by accessing the BPD-ARC webpage and clicking on Mail/Parcel/Fax or by confirming with the staff accountant.

· Retain a copy of the Form 3210 sent to the Divisional Seized Asset Coordinator, the Form 3210 sent to BPD-ARC, and the signed Form 3210 received from BPD-ARC along with a copy of the cashier’s check or money order.

BPD-ARC will:

· Sign and return the Form 3210 to the National Seized Asset Coordinator acknowledging receipt of the funds.

· Deposit the funds into the Miscellaneous Receipts Fund of the Department of the Treasury’s General Fund at a Federal Reserve Bank.

· Record this transaction in sufficient detail in the accounting records to allow TIGTA to trace each cashier’s check or money order to the detailed trial balance report for the Miscellaneous Receipts Fund (TGT1099GRXXXXXX). 

50.11.5.2   Disposal of Bribe Money
18 U.S.C. § 3666 provides that bribe money received or tendered in evidence in any United States Court shall be deposited in the registry of the court, after final disposition of the case, to be disposed of in accordance with the order of the court.  

The SA will:

· After final disposition of the case, ask the U.S. Attorney’s Office to petition the court for an order 1) specifying that the bribe money be forfeited, and 2) commanding the clerk of the court to deposit the funds in the Department of the Treasury’s Miscellaneous Receipts Fund.  

· Obtain a copy of the court order related to the disposition of the bribe money.

· Complete the OI Form 141 as described in 50.11.5.1 above, attach the court order, and email the documents to the Divisional Seized Asset Coordinator.  These forms shall be emailed within five business days of obtaining the court order.

The Divisional Seized Asset Coordinator will: 

· Review the OI Form 141, contact the SA to resolve any errors or omissions, and email the OI Form 141 to the National Seized Asset Coordinator.

The National Seized Asset Coordinator will:

· Update the Seized Asset module of PPM based on the Form 141.

· Change the disposed indicator to “yes”, change the status to “forfeiture”, and the availability to “final”.

· Enter the final disposition date, final disposition location, status date, and comments, if any.  

If the court denies the U.S. Attorney’s petition and returns the bribe money to TIGTA, the procedures for disposal of seized money at 50.11.5.1 will be followed.

50.11.5.3   Disposal of Tax Remittances
The IRS is responsible for the collection of income taxes and maintenance of accounting records indicating the income tax liability of individuals and taxable entities.  Tax remittances are posted to the applicable tax receipt account within the overall General Fund receipt account.  The applicable tax receipt account is based on the type of tax collected.  

Misappropriated tax remittances recovered by OI during an investigation and forfeited to TIGTA by the court will be transferred to the IRS for deposit into the appropriate tax receipt account.  These funds will not be forwarded to BPD-ARC for deposit into the Miscellaneous Receipts Fund.

The SA will:

· Request the court to forfeit the tax remittance to TIGTA for transfer to the IRS and credit to the affected taxpayers’ tax accounts.

· Convert the cash to a cashier’s check or money order payable to the IRS, if the courts forfeit the tax remittances to TIGTA.

· Prepare results memorandum indicating that recovered misappropriated tax remittance money is being transferred to the IRS to credit the affected taxpayers’ accounts.  See Chapter (400)- 280.8.2.2 for additional information.

· Complete Form 3210:

· Enter the IRS Submission Processing Center address where the results memorandum is being sent in the “TO” block.

· Enter the seized tax remittance money, case number, cashier’s check or money order number and amount in the “Document Identification” block.  Also, indicate that the cashier’s check or money order is made payable to the IRS.

· Enter the tracking number in the “Remarks” block.

· Enter the SA’s mailing address in the “From” block.

· Have the SAC sign in the “Releasing Official” block.

· For security, place the results memo, Form 3210, and the cashier’s check or money order in an envelope marked “Confidential”.  Place the “Confidential” envelope in an envelope addressed to the appropriate IRS Submission Processing Center.  The mailing guidelines in subsection 50.11.5.1 should be followed.  Note:  The IRS will sign and return Form 3210 to the SA indicating receipt of the tax remittance and results memorandum.  
· Complete OI Form 141 and retain a copy for the case file.  All blocks of the 141 must be completed.

· Block 8(a) should be the date the SA forwarded the funds to the IRS.

· Block 8(b) closing status is forfeited.  

· Amounts in block 8(c) must equal amount reported in block 7 (c) at time of seizure.  Seized assets do not appreciate nor depreciation in value.  

· Block 8(d) indicate funds were transferred to the IRS for a tax liability.

· Email the completed OI Form 141 and Form 3210 signed by the IRS to the Divisional Seized Asset Coordinator.

The Divisional Seized Asset Coordinator will: 

· Review the OI Form 141 and Form 3210, contact the SA to resolve any errors or omissions, and email the OI Form 141 and Form 3210 to the National Seized Asset Coordinator.

The National Seized Asset Coordinator will:

· Update the Seized Asset module of PPM based on the Form 141.

· Change the disposed indicator to “yes”, the status to “forfeiture”, and the availability to “final”.

· Enter the final disposition date, final disposition location, status date, and comments, if any.  

50.11.5.4   Disposal of Seized Property

The SA will:

· Complete OI Form 141, email it to the Divisional Seized Asset Coordinator within five business days of the disposal, and retain a copy from the case file.  

· All blocks of the 141 must be completed.

· Block 8(b) closing status must be either returned or forfeited.  

· Amounts in block 8(c) must equal amount reported in block 7 (c) at time of seizure.  Seized assets do not appreciate nor depreciate in value.  

· Block 8(d) must indicate who received the money. 

· Obtain a signed receipt for property returned to the original owner, and retain a copy of the signed receipt in the case file.

· If TIGTA retains the forfeited property for its official use, it loses its identity as forfeited property.  The SA will provide the appropriate Inventory Program Coordinator with all information need to create a record in the applicable PPM module.  See Chapters (600)-100 Personnel Property Management Program and (600).12 Accounting for Assets for additional information.  

The Divisional Seized Asset Coordinator will: 

· Review the OI Form 141, contact the SA to resolve any errors or omissions, and email within two business days the OI Form 141 to the National Seized Asset PPM Coordinator.

The National Seized Asset Coordinator will:

· Update within two business days the Seized Asset module of PPM based on the Form 141.

· Change the disposed indicator to “yes”, change the status to “forfeiture” or “remission”, and the availability to “final”.

· Enter the final disposition date, final disposition location, status date, and comments, if any.  

50.11.6   Seized Asset Reporting 

The National Seized Asset Coordinator will:

· Submit the “Seized Asset BPD Reports – Monetary” and “Seized Asset BPD Reports – Property” to TIGTA’s reporting accountant at BPD-ARC.  These reports shall be sent electronically.  The reports are due to BPD-ARC no earlier than the third business day before month end and no later than the second business day of the subsequent month.  

· On a monthly basis, pull the “Seized Asset Disposition – Closed” report and trace all forfeited monetary items to the accounting records (Detailed Trial Balance for TGT1099GRXXXXXX).  

· Upon request, provide OI with the dates and amounts of forfeited funds deposited to the Miscellaneous Receipts Fund in the Department of the Treasury’s General Fund receipt account.  

· On an annual basis, pull the “Seized Asset Disposition – Close” report and trace all forfeited property items retained by TIGTA to the appropriate PPM module.  

50.11.6.1   Quarterly Verification
Each quarter, the National Seized Asset Coordinator will run the PPM report entitled “Inventory of Seized Items – Property, Negotiable, or Cash.”  The National Seized Asset Coordinator will issue a data call to all Special Agents in Charge (SACs) in OI, requesting that their respective staff review the information for accuracy.  OI staff will:

· Submit an OI Form 141 to the Divisional Seized Asset Coordinator when an open case does not appear on the listing, or a closed case does appear on the listing.

· Provide the information needed to the Divisional Seized Asset Coordinator to correct all errors.

· Inform the Divisional Seized Asset Coordinator of any changes to the status of open cases.  

	Status Codes

	(1)
	Prosecution Pending

	(2)
	Disposition in Progress

	(3)
	Case Being Appealed

	(4)
	Case Under Investigation

	(5)
	Trial in Progress

	(6)
	US Attorney’s Office Concerns

	(7)
	Pros. Adjourned, Contemplate Dismissal

	(8)
	Fugitive

	(9)
	Being Held Pursuant to Court Order

	(10)
	Other


The Divisional Seized Asset Coordinator will: 

· Update the status and status date, as appropriate, based on information from OI and enter the validation date. 

· Notify the SAC that the review has been completed and list any errors found and corrective action taken.

The SAC will send an email to the National Seized Asset Coordinator indicating the results of the review and any corrective action required of the National Seized Asset Coordinator.  The National Seized Asset Coordinator will correct the errors and notify the Divisional Seized Asset Coordinator when the corrections have been made.  

50.11.7   Restitution Payments  

If the court notifies the SA that a defendant has been ordered to make restitution payments to TIGTA; the SA will prepare a memo to BPD-ARC notifying them that the payment will be sent directly from the court’s probation office.  This memo is to include:

· Defendant’s name.

· Statement:  “Payment is the result of court-ordered restitution.”

· Court case/docket number assigned by the court (not the TIGTA assigned case number).

· United States District Court from which the check will be sent.

· Statement:  Any checks received from the court’s probation office in conjunction with the above named defendant or court case/docket number shall be deposited to the Miscellaneous Receipts Fund (TGT1099GRXXXXXX) of the Department of the Treasury’s General Fund Receipt Account on behalf of TIGTA.
· Any other pertinent information that might assist BPD-ARC in identifying these checks.  

The memo shall be sent to BPD-ARC at the following address (please re-verify address by accessing the BPD-ARC webpage and clicking on Mail/Parcel/Fax or by re-confirming with the staff accountant): 

Bureau of the Public Debt

Accounting Services Branch

Avery Street A3-G

200 Third Street

Parkersburg WV 26106
Attention: TIGTA Processing
The SA must notify the court of the following:

· A restitution check, in conjunction with this defendant, should be made payable to Treasury Inspector for Tax Administration and forwarded to the above address for processing.  
· The check should contain the court case/docket number.

· The check is for court-ordered restitution. 

Copies of all documents sent to BPD-ARC should be maintained in the appropriate SAC office for six years and three months.

In the event that the courts provide the SA with a one-time full restitution payment, the SA will:

· Complete Form 3210:

· Enter BPD-ARC’s Processing Center address in the “TO” block.

· Enter the defendant’s name, court case/docket number assigned by the court, TIGTA’s assigned case number, and the amount and check number in the “Document Identification” block.  Also, indicate that the cashier’s check or money order is a one-time full restitution payment ordered by the court.

· Enter the mail tracking number in the “Remarks” block.  The mailing guidelines at the beginning of 50.11.5.1 should be followed.
· Enter the SA’s mailing address in the “From” block.

· Have the SAC sign in the “Releasing Official” Block.

· Attach the check to the completed Form 3210 and place both items in an envelope marked “TIGTA Restitution.”

· Place the “TIGTA Restitution” envelope in the appropriate mail envelope addressed to BPD-ARC.

· Retain a copy of the check, Form 3210 sent to BPD-ARC, and the signed Form 3210 returned by BPD-ARC in the case file.

· Follow procedures in Chapter 400 Section 280.8.2 if the court orders that restitution payment be made directly to the IRS.

· Contact the Staff Accountant if a listing of restitution payments is needed.

BPD-ARC will promptly deposit the restitution payment at a Federal Reserve Bank to the Miscellaneous Receipts Fund (TGT1099GRXXXXXX) within the Department of the Treasury’s General Fund Receipts Account on TIGTA’s behalf.  BPD-ARC will record the transaction in sufficient detail in the accounting records so that it is identifiable as a restitution payment in the detailed trial balance.
50.11.8
Other Payments
For payments related to forfeiture money judgments and any other payment not discussed in this chapter, please contact the Assistant Director, Finance by email for further instructions.

50.12   Accounting for Assets
In the normal course of business, TIGTA purchases many items, (e.g., paper, pens, binder clips, etc.) that have a short useful life.  These items are expensed in the financial records.  Other items used by employees (e.g., vehicles, servers, forensic lab equipment), have a useful life extending over several years and must be capitalized pursuant to accounting standards and Treasury policy.   

50.12.1 References

· OMB Circular A-11, Preparing, Submitting, and Executing the Budget.

· SFFAS No. 3, Accounting for Inventory and Related Property. 

· SFFAS No. 5, Accounting for Liabilities of the Federal Government. 

· SFFAS No. 6, Accounting for Property Plant and Equipment.

· SFFAS No. 10, Accounting for Internal Use Software.
· Treasury Financial Manual, U.S. Standard General Ledger
· APM OAIC #04-01, Intra-Treasury Capitalization – Eliminations.

· APM OAIC#11-01, Departmental Policy on Capitalization.

50.12.2   Definitions
Acquisition Cost – Includes both purchase price and all other costs incurred (e.g., delivery, handling/storage fees, installation) to bring the asset to a form and location suitable for its intended use.

Accumulated Depreciation – The cumulative amount of depreciation associated with a capitalized asset.  

APM OAIC – Accounting Policy Memorandum Office of Accounting Internal Control issued by Treasury.

Amortization – The process of allocating the acquisition cost of an asset to the period of the asset’s useful life.  Amortization is usually applied to intangible assets (e.g., goodwill, software).

Bargain Purchase Price Option – An option that allows purchase of a leased asset at a price that is substantially lower than the fair market value of the asset at the date the purchase option is exercised.

Budget Object Code (BOC) – A code used to classify expenditures based on the nature of the good or service obtained.

Bulk Purchase – Buying more than one of an item at the same time, usually to obtain a quantity discount (e.g., fleet of vehicles, group of servers).

Bundled or Package Pricing – The practice of selling related items as a group rather than separately pricing each item (e.g., receiving a printer for $0 when purchasing a laptop and monitor). 

Capitalized Asset – An asset (land, buildings, equipment, software, lease, etc.) whose acquisition cost is allocated over the useful life of the asset rather than being expensed at the time of purchase.

Depreciation – The process of allocating the acquisition cost of a capital asset by recording a monthly expense based on use, wear, age or obsolescence. 

Depreciation Rate - The rate at which the capitalized asset is depreciated or expensed.  The depreciation rate is based on the useful life of the asset which is shown as life expectancy in months on the fixed asset profile in TIGTA’s PARIS Property Module (PPM). 
Economic or Useful Life – Estimated period that an asset will provide a benefit to TIGTA.  For example, the economic life of a vehicle is six years.  The economic life of a computer is four years.

Expense Items - Items that are used by employees in performing their daily duties and have a short useful life.  Generally, these items are low in cost.  

Fair Market Value – The amount a seller can receive for a good or service under normal market conditions in a transaction with an unrelated third party.

Forfeited Assets – Money, negotiable monetary instruments, or other property seized during an investigation where the courts have legally transferred ownership from the original owner to another entity.  
GOV – Government-owned vehicle
Internal Use Software – Software that is 1) purchased from a commercial vendor (known as commercial off-the-shelf or COTS software), 2) internally developed, or 3) contractor-developed solely to meet the entity’s internal or operational needs.

Inventory Program Coordinator - A person designated by the function to be responsible for administering a specific inventory (e.g., firearms, vehicles, investigative equipment, seized assets), including the capture and maintenance of accurate data related to the inventory and completion of the capitalization information on the fixed asset profile.

Leasehold Improvement – A permanent addition to a leased asset the removal of which would damage the asset (e.g., installation of a radio in a leased vehicle, installation of an evidence cage in rented space).

Net Book Value – The acquisition cost less the accumulated depreciation.  Net book value is used to calculate gain or loss at the time of disposal of a capitalized asset.  

Non-capitalized Assets - Assets under the capitalization threshold that are expensed when purchased.  Most assets are recorded in TIGTA’s inventory tracking system.  See Chapter 600 Section 100 for additional details.

PARIS Property Module (PPM) - The inventory tracking system used by TIGTA to record items of value.  Both capital assets and non-capital assets are recorded in this system.  Refer to Chapter 600 Section 100, Personal Property Management Program, for detailed information.

Seized Asset – Money, negotiable instruments, or other property seized during an investigation and held by TIGTA for safekeeping until the proper disposition (e.g., return or forfeiture) is determined.  See Chapter 600 Section 50.11 Accounting for Seized Assets, Bribes and Restitutions for additional information.

SFFAS – Statement of Federal Financial Accounting Standard issued by the Federal Accounting Standards Advisory Board.

50.12.3   Capitalization and Depreciation Policy
To be capitalized, an asset must meet the following criteria;

· Have an acquisition cost of at least $50,000 or be a *bulk purchase of at least $500,000 for a group of similar items or be an internal use software with an acquisition cost of at least $250,000.  See section 50.12.6 for more information about internal use software.  

· Have a useful life of two or more years.
· Not be intended for sale in the ordinary course of TIGTA’s operations.
· Have been acquired with the intent of being used, or being available for use by TIGTA.
*For example, a purchase of 20 servers at $26,000 each for a total of $520,000 would be capitalized.

All GOVs shall be capitalized.

Assets that are part of the same project/equipment/system will be capitalized when the components combined meet TIGTA’s capitalization criteria even though individual components may be less than the capitalization threshold.

Depreciation shall be calculated only for capitalized assets.  Although land is a capitalized asset, land is not depreciated.  Depreciation is calculated monthly by dividing the acquisition cost by the useful life in months.  

Any cost which extends the useful life of an existing capitalized asset or significantly increases the functionality of an existing capitalized asset shall be capitalized and depreciated over the remaining useful life of the capitalized asset.  Modifications to internal use software that extend the useful life but do not significantly increase the capabilities of the software will not be capitalized. 
Depreciation begins in the month of acquisition and continues until disposal of the asset or the asset is fully depreciated, whichever occurs first.  Depreciation begins in the month acquired if the capitalized asset is acquired on or before the 15th of the month; otherwise, depreciation begins in the subsequent month.  Depreciation ends in the month of disposal if disposal occurs on or after the 15th; otherwise, depreciation ends in the prior month.  Amortization of internally developed software begins when the software, or a software module, is deployed.  

50.12.4   Bundled or Packaged Pricing
Assets shall not be recorded at a bundled or packaged price.  When TIGTA purchases a group of related assets as a bundle or package, the requisition shall show the relative price and the appropriate BOC for each item or group of items.  The relative price is the percentage of the bundled or packaged price based on the unbundled or individual price of the items and/or services.  

For example, suppose TIGTA needs ten laptops, ten licenses for Windows Vista, three printers, one training class for 1ten employees, and one year maintenance.  A vendor agrees to provide these items for a total cost of $25,000 as a bundle or package deal.  The bundled/package price represents a $6,000 discount from the individual price:  ten laptops $25,000; ten licenses $2,000;  three printers $1,500; training $1,500; and maintenance $1,000.  Although these items would not be capitalized, the relative cost method should be used to determine the acquisition cost for each item entered into PPM.  Thus, each laptop would have an acquisition cost of $2,016, each license would have an acquisition cost of $161, each printer would have an acquisition cost of $403, the training would be expensed at $1,210, and the maintenance expense would be $806.  Therefore, the requisition should show five line items with the appropriate relative cost and BOC to properly record the transaction in the financial records.

	 
	# Units
	Unbundled Price
	Relative % Price
	Relative Cost by Item
	Acquisition Unit Cost
	BOC
	Computation

	Laptops
	10
	25,000
	81%
	20,161
	2,016
	310302
	25,000/31,000*25,000

	Licenses
	10
	2,000
	6%
	1,613
	161
	310202
	2,000/31,000*25,000

	Printers
	3
	1,500
	5%
	1,210
	403
	310302
	1,500/31,000*25,000

	Training
	1
	1,500
	5%
	1,210
	1,210
	252007
	1,500/31,000*25,000

	Maintenance
	1
	1,000
	3%
	806
	806
	257102
	1,000/31,000*25,000

	Total
	
	 $   31,000 
	100%
	 $   25,000 
	
	
	 

	Bundled Price
	 
	 $   25,000 
	 
	 
	 
	 
	 


50.12.5   Asset Acquisition   

Assets may be acquired through purchase, lease, transfer from another Federal agency, or forfeiture of seized assets.  See Chapter 600 Section 100 for detailed information on inventory and tracking of assets.

50.12.5.1   Assets Obtained by Purchase

Most assets, capitalized and non-capitalized, are obtained by purchase.  When assets are purchased, the financial reporting process begins with the entry of a requisition into PRISM, the procurement system.  All purchased assets are coded to the appropriate 3000 series BOC.  However, the Standard General Ledger (SGL) account varies depending upon whether or not the asset is capitalized.  Non-capitalized assets are coded to SGL 6100 – Operating Expenses.  Capitalized assets are coded to SGL 1750, 1810, or 1832 depending upon the specific asset.  See Chapter 600 Section 40.3 15, Accounting Codes for Requisitions Involving Acquisition of Capitalized Assets, for detailed information on the appropriate accounting codes.   For further inquiries regarding accounting codes, please contact the Staff Accountant.   For questions regarding the appropriate BOC, please consult your Functional Budget Representative or the Staff Accountant.  

50.12.5.2   Assets Obtained by Lease

Leased assets may be capitalized or non-capitalized.  Assets obtained under an operating lease are not capitalized.  Assets obtained under a capital lease are capitalized.

50.12.5.2.1   Capital Lease

According to SFFAS No. 6, a capital lease is a lease that meets any of the following four criteria; 

· The lease transfers ownership of the property to the lessee by the end of the lease term.

· The lease contains an option to purchase the leased property at a bargain price.

· The lease term is equal to or greater than 75 percent of the estimated economic life of the leased property.  

· The present value of rental and other minimum lease payments, excluding that portion of the payments representing executory cost, equals or exceeds 90 percent of the fair value of the leased property.

The last two criteria are not applicable when the beginning of the lease term falls within the last 25 percent of the total estimated economic life of the leased property. 

50.12.5.2. 2   Operating Lease
Any lease that does not meet any of the four criteria in section 50.12.5.2.1 is an operating lease.

50.12.5.2.3   Determining if a Lease is Capital or Operating

 Prior to initiating the procurement action, the requisitioner shall determine and document whether the lease is an operating lease or a capitalized lease by completing the lease checklist below (see Exhibit 600 50.14 for actual checklist which must be used for the calculations to work).  Completion of this checklist is very important because sufficient budgetary resources covering the present value of the lease payments must be available if the lease is determined to be capital Please contact the Staff Accountant for help with using the checklist.

	
	A. Questions
	1 = No, 0 = Yes

	1
	Does ownership of asset transfer to TIGTA
	 

	2
	Does lease contain bargain purchase price
	 

	3
	Does lease term cover > 75% of useful life (see section B below for calculation)
	 

	4
	Is present value (PV) of all lease payments > 90% of fair market value of asset (see section C below for calculation)
	 

	
	Based on answers to above questions, lease is
	'Capital'

	
	
	
	

	
	B. Enter information into chart below to calculate answer for question 3

	
	Enter Lease Term
	 

	
	Enter Useful Life of Asset
	 

	
	AUTOMATICALLY CALCULATED
	-

	
	
	
	

	
	C. Enter the information in the chart below to calculate answer for question 4 

	
	Enter Lease Payment
	

	
	Enter Treasury Rate
	

	
	Enter Total Number of Lease Payment
	

	
	Enter Fair Market Value (FMV) of Asset at Beginning of Lease
	 

	
	AUTOMATICALLY CALCULATED - Present Value
	$0.00 

	
	AUTOMATICALLY CALCULATED
	-

	

	


50.12.5.2. 4   Multi-year Lease

TIGTA may use a single-year lease, single-year lease with option years, or a multi-year lease.  Single-year leases may contain a base year and up to four option years, but the total term of the lease may not exceed five years.  Multi-year leases may not exceed five years.  

All leases shall contain a termination clause allowing TIGTA to end the lease if an appropriation is not received for the subsequent years of the multi-year lease or option years of the single-year lease.  This termination clause is needed to allow TIGTA to incrementally fund the lease payments with the single-year appropriations received by TIGTA.  Each fiscal year, a requisition must be submitted to add the incremental funding to cover the lease payments to be made during the fiscal year and the termination fee related to that specific fiscal year. 

50.12.5.2.4 5 Leasehold Improvements
No leasehold improvements shall be installed by TIGTA or contractors employed by TIGTA.  Any leasehold improvements related to buildings must be submitted to the Office of Mission Support (OMS).  OMS will work with the function and coordinate with GSA to obtain the leasehold improvement.  Leasehold improvements related to personal property must be coordinated with the appropriate Inventory Program Coordinator.  For example, a leasehold improvement such as installation of a radio in a vehicle must be coordinated with the Vehicle Inventory Program Coordinator.

50.12.5.3   Assets Obtained by Transfer from Other Federal Agency

Assets may be obtained through the surplus/excess process from other Federal agencies.  Treasury Directive 73-01 requires Treasury bureaus to offer excess personal property to other Treasury bureaus or Federal agencies before taking alternate disposal actions.  See Chapter 600 Section 100, Personal Property Management System, for detailed information.  

To avoid any appearance of a conflict of interest, all asset transfers from the IRS to TIGTA or from TIGTA to the IRS should be fully documented to show compliance with the surplus/excess procedures.   

Accounting standards (SFFAS No. 6) require that assets acquired by transfer be recorded at the transferring entity’s cost less the associated accumulated depreciation.  If the transferring entity cannot provide this information, the asset should be recorded at the fair market value of the asset at the time of transfer.  Therefore, the TIGTA employee working with the other Federal agency or Treasury bureau to acquire the asset must:

· Request and obtain written documentation of the accounting data (cost and accumulated depreciation) from the Treasury bureau or other Federal agency.  An email from the transferring entity with the accounting data is sufficient documentation.  

· Determine and document the fair market value of the asset, when the other Federal agency or Treasury bureau is unable to provide the accounting data. 

· Provide within three business days of the transfer all data, including accounting data, needed to record the asset in PPM to the appropriate Inventory Program Coordinator.

· Inform the Staff Accountant of the asset transfer.  

The appropriate Inventory Program Coordinator will enter the data into PPM to record the asset, including completion of the fixed asset profile, no later than six business days after the asset transfer occurs.

50.12.5.4   Assets Acquired by Forfeiture

During the course of an investigation, assets may be seized by Office of Investigations (OI) Special Agents (SA).  The legal process determines the proper disposition of the seized asset--return to the original owner/owner’s designee or forfeiture by the original owner.  

In some instances, seized assets are forfeited to TIGTA.  Seized money and negotiable items may not be retained by TIGTA.  Seized money and negotiable items, except for recovered stolen tax remittance, must be deposited to the miscellaneous receipts fund of the government.  Recovered stolen tax remittance must be returned to the IRS.  See Chapter 600 Section 50.11 for detailed procedures.  

In accordance with the applicable laws when seized property is forfeited, TIGTA may be able to retain the seized property.  When this occurs, in addition to submitting the OI Form 141 to the Divisional Seized Asset PPM Coordinator, the SA will provide the appropriate Inventory Program Coordinator with all the pertinent information, including the accounting data, needed to properly record the property in the applicable PPM module:  Vehicles, Firearms, Investigative Equipment, Computers, or Radio & Communication Equipment (RCOM).

For these assets:

· The acquisition date should be the disposal date shown in 8(a) on the OI Form 141.
· The cost should be the fair market value at the time of forfeiture which should be shown on the OI Form 141 in 8(c).
· The acquisition should be forfeited.  
50.12.6   Internal Use Software
Statement of Federal Financial Accounting Standard No. 10, Internal Use Software, requires capitalization of internal use software when the acquisition cost meets TIGTA’s capitalization threshold.  The acquisition cost of internal use software varies depending upon the acquisition method: 1) commercial off-the-shelf, 2) contractor developed, or 3) internally developed (with or without a contractor’s assistance).

50.12.6.1   Commercial Off-The-Shelf Software

The acquisition cost of COTS is the price paid to the vendor for the software, including shipping and handling.

50.12.6.2   Contractor Developed Software

The acquisition cost includes the amount paid to the contractor to design, program, install, and implement the software.  

50.12.6.3   Internally Developed Software

The acquisition cost of internally developed software includes direct and indirect costs.  Direct costs include outside consultant fees and salaries of programmers, systems analysts, project managers, and administrative personnel.  Indirect costs include employee benefits, rent, supplies, and documentation manuals.  The accumulation of the acquisition costs begins 1) after management authorizes and commits to a project where the software is expected to have a useful life of two or more years, and 2) the conceptual formulation, design, and testing of possible software project alternatives is completed.  The accumulation of acquisition costs ends at the successful completion of final acceptance testing.  Depreciation does not begin until the software is deployed.  

The life cycle for internally developed software generally is divided into three phases: 1) Preliminary Design, 2) Development, and 3) Implementation. The Preliminary Design phase generally consists of conceptual formulation, evaluation, design, testing of alternatives, and selection of a specific alternative. Costs incurred during the Preliminary Design phase are to be expensed as general operating expenses. The Development phase generally includes configuration, coding, hardware installation, and testing, including parallel processing. Costs incurred during the Development phase are capitalized. The Implementation phase includes data conversion and application maintenance.  Costs incurred during the Implementation phase are to be expensed as general operating expenses.
The Chief Information Officer (CIO) shall work closely with the Assistant Director, Finance, to ensure that the information needed for proper financial reporting is obtained.  This includes the appropriate period to accumulate the acquisition cost, the expected useful life, and the deployment date of the software, or if appropriate the deployment date of each software module.  If the internal software development project is terminated, the CIO shall inform the Assistant Director, Finance, to allow the proper financial reporting.  

Data conversion costs, which include purging/cleaning existing data, and reconciling/balancing data, shall be expensed.  Minor enhancements, minor upgrades, and design flaw repairs shall not be capitalized, even if the useful life is extended.  Significant enhancements or upgrades that result in significant additional capabilities shall be capitalized.  

50.12.7   Lost, Stolen, Damaged Capitalized Asset
Information related to capitalized assets that are lost, stolen, or damaged is required to properly calculate the monthly depreciation. Therefore, the TIGTA Personal Property Officer (TPPO) will notify the applicable Inventory Program Coordinator and the Staff Accountant within 48 hours of notification from the employee’s supervisor when a capitalized asset has been lost, stolen, or damaged.  Chapter 600 Section 100.8 requires each employee to notify his/her immediate supervisor within 48 hours of discovery when a government-owned asset in his/her possession is lost, stolen, or damaged.  In addition, the supervisor must inform the TPPO of the loss, theft, or damage within one day of notification by the employee.  

50.12.7.1   Financial Implications of Accidents Involving GOVs
When a TIGTA GOV is involved in an accident, the Deputy AIGI will submit the approved accident report to Counsel in accordance with Chapter 400.110.18.2.  

When TIGTA is at fault, the other driver may file a claim under the Federal Tort Claims Act (see Chapter 700.100.2) to recover funds.  Settlements of $2,500 or less are paid from TIGTA appropriated funds.  Settlements above $2,500 are paid from the Judgment Fund.  Any claims received by OI should be promptly transmitted to Counsel (see Chapter 700.100.2.3).  Counsel will work with the driver or his/her designee (i.e., insurance company, attorney) to reach a settlement and submit the appropriate paperwork to initiate payment to the Assistant Director, Finance, or the Judgment Fund.  When the other driver is at fault, TIGTA may be entitled to have the vehicle repaired without expenditure of appropriated funds or receive the salvage value of the vehicle.  While these situations may be handled by OI, Counsel is available to provide guidance and assistance.

50.12.7.1.1   Restrictions on Use of Funds Received Related to GOVs
31 U.S.C. § 3302(b) requires TIGTA to deposit all monies received from an external source into the General Fund (miscellaneous receipts TGT1099GRXXXXXX) unless there is a specific statutory authority to apply the funds to a specific appropriations account or use, or the receipt qualifies as a “repayment” of appropriated funds.  This includes amounts for the loss of or damage to GOVs.  Two exemptions to this general rule exist.

Legislative exemption:  40 U.S.C. § 503(a) allows TIGTA to retain the proceeds from the sale of GOVs to offset the cost of purchasing new GOVs.  TIGTA must use these funds in the fiscal year the GOV was sold or the subsequent year.  These funds may only be used to purchase replacement vehicles.  This does not include “settlement funds” received when a vehicle is totaled.  If the insurance company can provide documentation indicating the portion of the “settlement funds” which represent the salvage value of the vehicle and the insurance company takes possession of and title to the vehicle, TIGTA may retain the salvage value, but must deposit the remaining settlement funds to the miscellaneous receipts fund (TGT1099GRXXXXXX).  If this situation arises, please contact the Staff Accountant regarding the documentation needed to “split deposit” the full settlement check.

A non-statutory exemption allows the private party responsible for the damage to have the GOV repaired to TIGTA’s satisfaction.  However, the private party responsible must directly pay the vendor making the repairs.  Any funds received by TIGTA from a private party for repairs must be deposited to the miscellaneous receipts fund (TGT1099GRXXXXXX).

50.12.7.2   Recovery of Previously Lost or Stolen Capitalized Assets
To ensure the accuracy of the PPM data and the financial records, the TPPO, Inventory Program Coordinator, and Staff Accountant shall be informed when a previously lost or stolen capitalized asset is recovered.  

50.12.8   Disposal of Capitalized Assets
Disposal of capitalized assets begins with identifying the asset as excess.  Each applicable Inventory Program Coordinator will send the Staff Accountant a copy of the SF-120, Report of Excess Personal Property, when a capitalized asset is identified as excess.  

Excess assets may be transferred to other entities (Treasury bureaus, Federal agencies, state or local law enforcement entities, charitable organizations) or sold.  See Chapter 600 Section 100 Personal Property Management Program for detailed information on the appropriate method for disposal of assets.  The TPPO will notify the Staff Accountant when the disposal process for a capitalized asset has been completed and provide the final disposition location.  

The Inventory Program Coordinator will provide the Staff Accountant with a copy of the SF-122 Transfer Order, Excess Personal Property when an excess capitalized asset is transferred to another Federal agency.  The Staff Accountant will provide the Inventory Program Coordinator with the acquisition cost and related accumulated depreciation needed to properly complete the SF-122.  

50.12.9   Capitalized Asset Reporting 

PPM, Oracle/Discoverer, and PRISM are used to obtain the data needed for financial reporting on capitalized assets.  

50.12.9.1   PPM

The primary source for capitalized asset reporting is PPM.  Therefore, it is imperative that all assets be properly recorded in PPM and the data elements needed for financial reporting be captured in each asset record.  Inventory Program Coordinators and the TPPO must consult with the Staff Accountant when developing or revising specific data requirements for PPM.  

In addition, Inventory Program Coordinators must capture and maintain the documentation needed for financial reporting, in accordance with the applicable financial records retention schedule.  Inventory Program Coordinators may want to be included as an information only recipient on the routing list for any requisitions coded to a BOC in the 310000 series to obtain a “heads up” notification that a record will need to be created for the asset in PPM.

The required data elements vary depending upon the PPM module (Vehicles, Computers, Firearms, Investigative Equipment, and RCOM).  Each Inventory Program Coordinator is responsible for obtaining all required information and creating the record in PPM.  See Chapter 600 Section 100 for additional information about the required data elements for each PPM module and the Inventory Program Coordinators‘duties.  

50.12.9.1.1   Seized Assets

For accurate financial asset reporting, each Inventory Program Coordinator must enter the following accounting related data elements:

· Type

· Inventory status

· Acquisition

· Acquisition date

· Case number

· Status date

· Availability

· Product type

· Cost

Seized monetary and negotiable items shall be recorded with a cost equal to their face value.  Seized property shall be recorded with a cost equal to the fair market value as of the date of seizure, except for illegal firearms, drugs, and alcohol.   Seized property forfeited to TIGTA shall be recorded with a cost equal to the fair market of as of the date of the forfeiture.  Illegal firearms, drugs, and alcohol shall be recorded with a zero cost.  

50.12.9.1.2   Vehicles, Firearms, RCOM, Computers, Investigative Equipment

For accurate financial asset reporting, each Inventory Program Coordinator must enter the following accounting related data elements:

· Serial number or Vehicle Identification Number

· Acquisition date

· Acquisition

· Status

· Status date

· Availability

· Cost

· Fixed Asset Profile:

· Life expectancy in months

· Capitalization indicator marked yes or no, as applicable

These items shall not be entered into PPM with a cost of zero unless a fully depreciated asset is transferred from another entity.

50.12.9.1.3   All Assets which are no longer owned by TIGTA (sold, destroyed, transferred, lost, stolen, or donated) must have the following additional data elements:

· Final disposition date.

· Final disposition location.

· Final disposition type.

· Recovered amount, if any funds are obtained from the sale of the asset.

50.12.9.1.4   PPM Reports
On a monthly basis, various PPM reports are used to prepare the monthly depreciation schedule which is used to update our core financial records (Oracle/Discoverer).  PPM reports include: 

· Divisional Report for Operational Vehicle

· Cars Acquired

· Cars Sold

· Seized Assets BPD Reports

· Property

· Monetary

· Seized Assets Disposition – Closed

· Inventory Seized Items

· Cash

· Negotiable 

· Property

· Seized Asset Transfers

50.12.9.2   Oracle/Discoverer and PRISM

Oracle/Discoverer is used to identify all obligations posted to the 310000 BOC series – Equipment.  Obligations exceeding the capitalization threshold are traced to the applicable requisition in the PRISM (procurement) system.  The requisition is reviewed to determine if the per unit cost for any item meets or exceeds the $50,000 ($250,000 for internal use software) capitalization threshold, if the total cost for a bulk purchase meets or exceeds the $500,000 capitalization threshold, or if a vehicle was acquired.  The functional point of contact identified on the requisition may be contacted to obtain additional information or clarification.  If the requisition is related to a capitalized asset, the appropriate Inventory Program Coordinator will be contacted and asked to supply the PPM record number.  In accordance with Chapter 600 Section 100.5, Acquisition of Personal Property, the Inventory Program Coordinator should record the asset in PPM within five business days of receipt and acceptance.  

50.13   Use of Representation Funds 

50.13.1   Purpose
The representation fund is a budget allocation used to facilitate official reception and representation activities that are intended to increase cooperation with foreign governments, public or private organizations outside of the Federal government, and other Federal agencies.  The use of representation funds must reflect the highest standards of conduct, taste, and economy, while avoiding the appearance of any personal benefit.  Delegated authority to approve the use of representation funds must be renewed annually.
50.13.2 Guidelines
The representation fund is used to pay for official entertainment and other similar expenses that support and further the mission of TIGTA.  Representation funds are not intended for the personal benefit of Government officials or TIGTA employees.  When using representation funds, every effort must be made to keep Government spending to a minimum.  Government facilities, services, and employees, as well as American made products, should be used whenever possible.
50.13.3   Approval of Representation Fund Expenses
In addition to the Inspector General, the following TIGTA officials are authorized to approve representation fund expenses, pursuant to Delegation Order No. 2:

· Associate Inspector General for Mission Support/Chief Financial Officer

· Director, Finance and Accountability/Deputy Chief Financial Officer

50.13.4
Authorized Expenses
The authorizing officials noted above will determine when representation fund expenses are appropriate to promote the business of TIGTA or the Federal government.  Please note that the purchase of promotional items is not permitted per IG Memo 12-24.   Authorized expenses include, but are not limited to the following:
· Meals and refreshments.

· Tips and gratuities.

(
Awards and training ceremonies.  Representation funds can be used for these purposes under some circumstances.  However, this is not recommended when funds for these events are available under the Government Employees Incentive Awards Act. 

(
Entertainment of a protocol nature.
(
Other representational expenses that the authorizing official may approve as being of a type to promote the interests of TIGTA or the United States.
50.13.5 Restrictions
Representation funds may not be used for the following or similar reasons:
· Expenses in connection with routine business meetings or luncheons.

· Membership fees or dues in any society, club, or association.

· Social affairs that have no legitimate connection with official TIGTA business (e.g., employee birthday parties, retirement luncheons).

· Political events.

· Special observances internal to TIGTA (e.g., Journey-Level Advisory Council meetings).

50.13.6 Requests for Use of the Representation Fund
Advance written request for use of the representation fund will be submitted to the authorizing official by the appropriate function head.  The request must be prepared four weeks prior to the event and include the following information:  
(
Type and purpose of the function.

(
Location and date of the event.

· Type of expense (e.g., pastries, meals, finger foods), including estimated cost.  (If something very specific is required, include a detailed description).

· Names and titles of attendees, if available. 
· Contact name and phone number.

Under unusual time constraints, oral approval may be obtained from the authorizing official upon confirmation that funds are available. This approval is subject to a subsequent written request with an annotation that the authorizing official granted prior oral approval.
50.13.7 Payment and Purchasing 

50.13.7.1   Payment can be made at the time of purchase/order, or upon receipt of an invoice.  Representation fund purchases must be paid for with an Office of Mission Support (OMS) small purchase card.  The OMS card holder will order or purchase the items, as needed.  All representation fund costs will be charged to the following accounting codes:

· Cost Center:  TGT6700000000

· Budget Object Class:  252003


50.13.8   Maintenance and Miscellaneous  

50.13.8.1   The Associate Inspector General for Mission Support has the responsibility for reviewing and reporting representation fund expenditures, as well as developing procedures for the administration, reimbursement, and accounting of the fund.
50.13.8.2   OMS will appoint a Representation Fund Coordinator who will maintain a record of all representation fund requests and payments.

50.14
Processing Checks

Introduction
Occasionally, TIGTA directly receives checks related to vendor refunds, Freedom of Information Act (FOIA) requests, and insurance settlements.  This section establishes procedures for processing such checks.  For the purposes of this section, checks also include cashier checks and money orders.

50.14.1
Mailing Checks
For cost effectiveness, TIGTA employees should follow the guidelines below for mailing checks discussed in this section;

· For check values $1000 and over, use overnight service
· For check values of at least $100 but less than $1000, use 2nd day service

· For checks of at least $25 but less than $100, use certified mail  
· For checks $25 or less use regular first class mail and notify the Assistant Director, Finance by email
50.14.2   Refund Checks 
Employees approving invoices or Intragovernmental Payments and Collections (IPACs) should not approve erroneous charges.  All invoices or IPACs with erroneous charges should be rejected.  Refunds result from discontinuing prepaid services, returning unused goods, cancellation of annual subscriptions, etc.  Most vendors will provide a credit on the subsequent invoice; however, in some instances, the vendor will provide a refund check.  

50.14.2.1   Obtaining a Refund Check
The TIGTA employee who identifies the need for a refund shall contact the vendor and request the refund in the form of a credit on a subsequent bill.  If this method is not appropriate, the TIGTA employee should request that the vendor submit a check payable to the Treasury Inspector General for Tax Administration and mail the check to the following address:


Treasury Inspector General for Tax Administration


Attention:  Assistant Director, Finance 

1401 H Street, NW 
Suite 469


Washington, DC  20005

The TIGTA employee will send an email to the Assistant Director, Finance and the appropriate Functional Budget Coordinator with the following information:  

· Brief description of why TIGTA received refund (e.g., employee unable to attend training class due to medical emergency);

· Vendor’s name and mailing address;

· Amount of refund;

· Date refund requested;

· Accounting string data:

· TGT0119DBXXXX (insert 2-digit fiscal year) XX, e.g. for FY 2013 appropriation it would be TGT0119DB1313XX;

· Cost center; and 

· Budget object code and

· Statement:  “Please deposit and credit TIGTA’s account based on the above accounting string”.

50.14.2.2   Processing a Refund Check
The Assistant Director, Finance will follow up with the TIGTA employee who requested the refund, if the refund is not received within 10 business days.  The TIGTA employee who requested the refund will be responsible for contacting the vendor, taking the appropriate action to obtain the refund, and keeping the Assistant Director, Finance informed.

Upon receipt of the refund check, the Assistant Director, Finance will prepare a memo to  Bureau of the Public Debt (BPD)-Administrative Resource Center (ARC) containing the following information;

· Brief description of why TIGTA received refund

· Amount of refund

· Accounting string data for deposit:

· TGT0119DBXXXX (insert 2-digit fiscal year) XX, e.g. for FY 2013 appropriation it would be TGT0119DB1313XX ;

· Cost center; and 

· Budget object code.

The Assistant Director, Finance will place both the check and memo in a confidential envelope marked “TIGTA – Account Processing”, place the envelope in the appropriate mail envelope (see 50.14.1), and mail envelope to BPD.   

The envelope should be mailed to:

Attn: Processing
Accounting Services Branch
Bureau of the Public Debt
200 Third Street, Room A3-G
Parkersburg, WV 26103-5312

BPD-ARC will be notified by email to expect the check, and subsequently will email the Assistant Director, Finance confirming receipt of the check.  The Assistant Director, Finance will email the individual who requested the refund and the appropriate Functional Budget Coordinator informing them that the check was received by BPD and will be processed.  

The Assistant Director, Finance will maintain originals or copies, as appropriate, of the following documents in file:

· Refund check; 

· Envelope that the refund check was received in;

· Email from the individual who requested the refund;

· Memo to BPD-ARC; and

· Email sent to the individual who requested the refund and the Functional Budget Coordinator.  

50.14.3   FOIA Checks
The TIGTA Office of Chief Counsel's Disclosure Branch (Disclosure) is responsible for obtaining all FOIA checks.  All checks should be made payable to the Treasury Inspector General for Tax Administration.

The Disclosure staff will send an email to the Assistant Director, Finance and copy the Staff Accountant notifying them of the FOIA check.  Following the email notification, the Disclosure staff will provide the check to the Assistant Director, Finance or the Staff Accountant, and obtain a signed receipt from whoever accepts the check.  The receipt will be prepared by the Disclosure staff.

50.14.3.1   Processing a FOIA Check
Upon receipt of the FOIA check, the Assistant Director, Finance will prepare a memo to BPD-ARC containing the following information:

· Brief description of the source of the check;

· Amount of check; and

· A request to deposit check to the General Receipts Fund; TGT3220GRXXXXXX.

The Assistant Director, Finance will place both the check and memo in a confidential envelope marked “TIGTA – Account Processing”, place the envelope in the appropriate mail envelope (see 50.14.1), and mail envelope to BPD.  
The envelope should be mailed to:

Attn: Processing
Accounting Services Branch
Bureau of the Public Debt

200 Third Street, Room A3-G
Parkersburg, WV 26103-5312

BPD-ARC will be notified by email to expect the check, and subsequently will email the Assistant Director, Finance confirming receipt of the check.  

50.14.4   Settlement Checks

Settlement checks are normally obtained by TIGTA’s Office of Chief Counsel (Counsel).  All checks should be made payable to the Treasury Inspector General for Tax Administration.

Counsel will send an email to the Assistant Director, Finance and copy the Staff Accountant notifying them of the settlement check.  Following the email notification, Counsel will provide the check to the Assistant Director, Finance or the Staff Accountant.  An email to Counsel confirming receipt of the check will be sent by the Director, Finance or the Staff Accountant.

50.14.4.1   Processing a Settlement Check
Upon receipt of the check, the Assistant Director, Finance will prepare a memo to BPD-ARC containing the following information:

· Brief description of the source of the check;

· Amount of check; and

· A request to deposit check to the General Fund; TGT1099GRXXXXXX.

The Assistant Director, Finance will place both the check and memo in a confidential envelope marked “TIGTA – Account Processing”, place the envelope in the appropriate mail envelope (see 50.14.1), and mail envelope to BPD.  
The envelope should be mailed to:

Attn: Processing
Accounting Services Branch
Bureau of the Public Debt
200 Third Street, Room A3-G
Parkersburg, WV 26103-5312

BPD-ARC will be notified by email to expect the check, and subsequently will email the Assistant Director, Finance confirming receipt of the check.  
50.14.5
Other Checks
See Chapter 600 Section 70.4.14 for procedures regarding jury duty and witness fees - in addition to following the section, the employee should notify the Assistant Director, Finance, after notifying their servicing personnel office.  See Chapter 600 Section 40.5.7 for checks related to travel paid by non-Federal sources.  See Chapter 600 Section 40.5.10.3 for checks related to compensation when denied boarding.  See Chapter 600 Section 50.9.4.2 for checks related to the imprest fund.  See Chapter 600 Sections 50.11.5 and 50.11.7 for forfeited seized cash and one-time restitution checks.  For checks related to travel refunds, please contact TIGTA’s Travel Card Program Coordinator in Office of Support Services under Office of Mission Support.  For any other check not discussed in this chapter, please contact the Assistant Director, Finance by email for further instructions.

50.15   Access to the Financial System

TIGTA obtains its accounting services through an interagency agreement with the Bureau of the Public Debt’s Administrative Resource Center (BPD-ARC).  BPD-ARC uses an Oracle database to capture accounting data and Discoverer, a query tool, to provide accounting data to authorized TIGTA employees.  In accordance with internal control procedures, access to TIGTA’s accounting data systems is limited to individuals requiring access to perform their official duties.  

To obtain access, complete the access request form which can be retrieved from TIGTA’s BPD customer page.  Complete boxes 1 through 15, 17, and 25 through 28.  Boxes 25 through 28 cannot be completed electronically.  The completed form should be sent to the Assistant Director, Finance.  BPD will not grant Discoverer access without that official’s approval.  Incomplete or incorrect forms will be returned to the sender.  

Box 9

Do not complete box 9 unless you currently have Discoverer access and need to change your access, have experienced a name change, or no longer require Discoverer access.

Box 14

Tick the “Discoverer” Box

Box 17 

Tick the “Financial” block.  Functional Budget Coordinators should request Discoverer Plus access.  All others should request Discoverer Viewer access.  If access to awards and overtime data is also required, tick the “Payroll” block.  

Box 15

Specify the Discoverer reports required from the chart below.  Your Functional Budget Coordinator or the Staff Accountant can provide further information on the user options available.  Discoverer Plus access is limited to the Functional Budget Coordinators. 

	Discoverer Report Name
	Description

	Accounting Flexfield Values
	Cost Centers, BOCs, Funds, SGL and Project Codes

	EOR Payroll Cost and Hours
	Payroll Information

	Status of Federal Funds
	Budget Authority, Commitments, Obligations, Expenditures

	Citidirect 
	Detail for Government Purchase Card and Fleet Cards

	Trial Balance-TGT3845CLXXXX Fund
	Proceeds on GOV Sales by Fiscal Year

	Prompt Pay Detail
	Prompt Pay Detail and Summary

	EFT Activity
	EFT Detail and Summary


If box 15 is not large enough to contain the Discoverer report names and cost centers, you may include this information on an attachment.  

The Trial Balance Report is restricted to Finance employees and the following OI employees--SAC, Technical & Firearms Support Division; ASAC, Investigative Support; Budget Coordinator; and Fleet Coordinator.

See Exhibits 50-8 (Budget Coordinator) and 50-9 (Office Manager) for examples of completed forms.

50.16  Tort Claims Processing.

Upon approval of a tort claim, Counsel will issue a letter of payment authorization to the Assistant Director, Finance, with the following information:

· Payee’s name.

· Payee’s mailing address (if check is to be issued in lieu of EFT).

· Payee’s tax identification number (SSN for an individual/EIN for a business).

· Payee’s claim or reference number (commonly required by insurer payee’s)

· Date by which payment is required, if applicable.  (Some settlement documents require payment within a specific timeframe, while others require that TIGTA submit the payment request to BPD within a specific timeframe.)

· Payment amount.

· Cost center, fiscal year fund, and BOC.

· Notice of whether a 1099 must be issued.

In addition, the following information is required for an EFT payment: 

· Name of bank.

· Bank’s ABA routing number.

· Bank account number.

· Identification of account as checking or savings.

The Assistant Director, Finance will forward the request to the Budget Execution Analyst (Analyst) who will initiate payment processing by emailing BPD at TGT@bpd.treas.gov.  To assure the security of the SSN/EIN, the Analyst may password protect the document and transmit the password in a separate email.  Alternatively, the Analyst may redact the SSN/EIN from the document prior to transmission and request that BPD contact him/her by phone to obtain the SSN/EIN.  The Analyst will copy the Staff Accountant on this email 

The Staff Accountant will review the Discoverer EFT Activity Report to ensure payment is classified as a non Federal check, and if necessary resolve any discrepancies with BPD.

The Treasury Judgment Fund pays for all tort claims over $2,500 and all No Fear Act claims.  However, TIGTA must reimburse the Treasury Judgment Fund for No Fear Act claims, and all payments made on TIGTA’s behalf must be recorded as imputed costs.

50.16.1 Other Claims Processing.

For any other claim not discussed in this chapter, please contact the Assistant Director, Finance by email for further instructions.

50.17
Managing Debt

References

· Treasury Directive 34-02 Credit Management and Debt Collection

· OMB Circular A-129 Managing Federal Credit Programs

· Treasury Financial Manual (TFM) Supplement Managing Federal Receivables

· Treasury Financial Manual (TFM) Supplement Delinquent Debt Collection

· TIGTA Delegation Order 31 Authority to Collect Debts

· TIGTA Operations Manual (TIGTA Manual), Chapter 700 Section 100.6, Collection of Debts Owed the United States
Definitions

Compromise 

An agency compromises a debt whenever it accepts less than the full amount of the outstanding debt in full satisfaction of the entire amount.  
Suspension

Suspension of a collection is when an agency decides to defer its attempts to enforce collection for a period of time specified in its regulations or collection strategy.  

Termination

Termination of a collection action is a decision to cease active collection on a debt.

50.17.1   Introduction
It is TIGTA’s policy to collect debts that fall within the scope defined by TIGTA Manual, Chapter 700 Section 100.6.4.2, Scope.  TIGTA’s financial services provider – Bureau of Public Debt Administrative Resource Center (BPD-ARC) records such debts that arise from transactions processed in any of the systems (WebTA, PRISM, GovTrip, Citidirect) that interface with the core financial system.  Occasionally some debts may arise from transactions that occur outside the financial management system e.g. legal claims, improper purchase card payments, etc.  Such debts will also be recorded as accounts receivable in the core financial system.  The purpose of this section is to establish policies and procedures that occur outside the financial management system, and for managing all of TIGTA’s debts. 
50.17.2
Claims Collection Official

In accordance with Mission Support Delegation Order 02, TIGTA’s Claims Collection Official (COO) is the Director, Finance and Accountability / Deputy Chief Financial Officer (DCFO).
50.17.3   Procedures for Recording a Debt

Once a debt has been established in accordance with TIGTA Manual, Chapter 700 Section 100.6.6, Phase I – Establishment of the Debt, the following procedures will be followed:

1. The person who established the debt should notify TIGTA’s COO of the debt by email, and copy the Assistant Director, Finance.  The email should contain the following information:

· A description of the situation that led to the debt.

· The amount of the debt, and name, billing address, tax identification number of the debtor.  If the debtor is an organization, the point of contact’s name should also be provided.  If the organization is an insurance company, the claim and policy numbers should also be provided (if applicable).

· If the debt was as a result of an improper or wrong payment made with a TIGTA purchase card that cannot be credited back to the card, the following information should be provided: the accounting string, e.g., TGT0119SE (insert 2-digit fiscal year) XX; cost center; and, budget object class.
· A demand letter prepared in accordance with the following subsections in the TIGTA Manual, Chapter 700 Sections 100.6.7 Phase II – Demand and Negotiation, and, 100.6.7.1 Demand and 100.6.7.1.1 Form of Demand.
2. The COO will notify BPD-ARC by email to create an account receivable.  A signed copy of the demand letter will also be attached to the email.

BPD-ARC will generate an invoice, mail it to the debtor along with the demand letter, and create the account receivable in the core financial system

50.17.4
Managing Delinquent Debt

· A debt is delinquent when the scheduled payment is not paid in full by the payment due date contained in the initial demand letter, or by the date specified in the applicable agreement.

· Debt that is 90 to 180 days delinquent will be handled by the Staff Accountant in accordance with TIGTA Manual, Chapter 700 Section 100.6.8, Phase III – Administrative Collection Proceedings.
· Debt that is over 180 days delinquent will be referred to Department of Treasury’s Financial Management Service (FMS) in coordination with BPD-ARC and the Chief Counsel.  Exceptions to this requirement are set forth in 31 C.F.R. § 285.12.

· The COO in coordination with BPD-ARC shall report debt that is at least $100 and over 180 days delinquent to credit bureaus through FMS on a nonexclusive basis.  This will be done on the same form used to refer the debt to FMS (see bullet above).  Per TIGTA Manual (700) 100.6.8.2.6 Credit Reporting Agencies advance notice to the debtor is required prior to reporting to credit bureaus. 

· Debt that is less than $100 and over 180 days delinquent will be reported to credit bureaus through FMS at the discretion of TIGTA.  The COO will determine whether to report such debt to the credit bureaus.  The advance notice requirements discussed in TIGTA Manual (700) 100.6.8.2.6 Credit Reporting Agencies should be followed if a decision is made to report.

.

50.17.5
Compromise, Suspension and Termination of Collection of a Debt
The COO must obtain TIGTA’s Office of Chief Counsel’s approval prior to compromising or terminating collection activity on debts greater than $1,500.

A compromise may be considered (but is not required) when one or more of the following criteria apply:

· The debtor is unable to pay the debt within a reasonable time period, as verified through credit reports or other financial statements

· The agency is unable to enforce collection within a reasonable time period
· The cost of collection does not justify enforced collection of the full amount
· There is real doubt concerning the government's ability to prove its case in court
A suspension of a collection action may occur when one or more of the following criteria apply;

· The agency cannot locate the debtor at the present time

· The debtor’s financial condition is expected to improve

· The debtor has  requested an administrative review of the debt

· The debtor has filed a petition in bankruptcy

Termination should occur if any of the criteria below applies; 

· The debt is legally without merit

· The debt cannot be substantiated

· The costs of further collection action will exceed the amount recoverable

· The bureau is unable to locate the debtor

· The bureau is unable to collect any substantial amount 

· Debt against debtor has been discharged in bankruptcy

50.17.6
Write-Off and Closeout Procedures
TIGTA will consider a debt uncollectible and write it off if one or more of the termination criteria above apply.  Generally, write-off is mandatory for debts delinquent more than two years unless documented and justified to OMB in consultation with Treasury.  In those cases where material collections can be documented to occur after two years, debt should not be written-off until the estimated collections become immaterial.

Written-off debt should be classified as either Currently Not Collectible (CNC) or Close-out.  It should be classified as CNC when it is determined that cost effective collection of the debt should continue.  Written-off debt should be classified as Close-out when it is determined that it is not cost effective to pursue the collection, or the collection action is legally barred.

The COO will make all write-off decisions and will notify BPD-ARC accordingly.  This decision will be coordinated with Office of Chief Counsel for debts greater than $1500.

If a written-off debt is classified as Closeout, the COO must determine whether to report it to the Internal Revenue Service (IRS) on Form 1099-C as potential income to the debtor.  The following identifiable events trigger reporting such debt on Form 1099-C:

· A discharge of bankruptcy under Title 11 of the United States Code (bankruptcy)

· A cancellation of an indebtedness that makes the debt unenforceable in a receivership, foreclosure, or similar Federal or State court proceeding

· A cancellation of an indebtedness where a debtor’s affirmative statute of limitations defense is upheld and can no longer be challenged by appeal

· A cancellation of an indebtedness that occurs when the creditor elects foreclosure remedies that legally bar the creditor’s right to collect the debt

· A cancellation that  renders a debt unenforceable pursuant to a probate or similar proceeding

· A discharge of indebtedness pursuant to an agreement between the creditor and the debtor to discharge the indebtedness at less than full consideration

· A discharge of indebtedness pursuant to a decision by the creditor, or the application of a defined policy of the creditor to discontinue collection action and discharge the debt

No later than 20th of January of the following calendar year from when a debt is written-off, TIGTA must report closed-out debts of $600 or more on form 1099-C, but has the option of reporting amounts less than $600.  The COO will coordinate this with BPD-ARC.  
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