TREASURY INSPECTOR GENERAL 

FOR TAX ADMINISTRATION
DATE:  October 1, 2013


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 Fiscal Service-Administrative Resource Center (BFS-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 Operations 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, BFS-ARC to process request, 2) updates the investigative imprest fund spreadsheet, and 3) sends a copy of the spreadsheet to BFS-ARC and the Staff Accountant.

BFS-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.  BFS-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 BFS-ARC to process request, 3) updates the investigative imprest fund spreadsheet, and 4) provides the Staff Accountant with a copy of the updated spreadsheet.  BFS-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 BFS-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.  

BFS-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 BFS-ARC to process request, 3) updates the investigative imprest fund spreadsheet, and 4) sends a copy of the spreadsheet to BFS-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 BFS-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 BFS-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 BFS-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 BFS-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 BFS.  If possible, send the documents by encrypted email to BFS 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 BFS.  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, BFS 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 BFS's part in remitting the correct replenishment amount for the month.
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