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DATE:  October 1, 2007


(600) 70.25  Reimbursement of Professional Credential Fees
70.25.1  Nature and Purpose.  This section establishes the policies and procedures for employees to request reimbursement for annual fees related to maintaining a professional credential.    

Pursuant to 5 U.S.C. § 5757, the Treasury Inspector General for Tax Administration (TIGTA) is authorized to use appropriated funds or funds otherwise available to pay for expenses for employees to obtain professional credentials, including expenses for professional accreditation, State-imposed and professional licenses, and professional certification; and examinations to obtain such credentials.  

This policy authorizes those annual fees required to maintain the license or official certification needed to practice a particular profession.  This includes certain costs related to licensing which are required in order for the employee to maintain the license.  This policy does not authorize reimbursement for employees’ voluntary membership in an organization of already credentialed professionals.  Employees will not be reimbursed for professional association membership fees unless membership is a prerequisite to maintaining the professional license or certification.  Except as otherwise authorized, TIGTA is prohibited from using appropriated funds to pay for: (1) membership fees or dues of an employee; or (2) expenses of attendance of an individual employee at meetings or conventions of members of a society or association under 5 U.S.C. § 5946.    

This policy specifically excludes any employees occupying or seeking to qualify for appointment to any position that is excepted from the competitive service because of the confidential, policy-determining, policy making, or policy-advocating character of the position (Schedule C positions).   

This policy does not address the use of appropriated funds or other funds available to TIGTA for training and development of employees or membership fees that are a necessary cost of the training, directly related to the training itself, or where payment of the membership fee is a condition precedent to undergoing training.  Such payment and reimbursement are covered under TIGTA’s training policy, Chapter (600)-70.19, and 5 U.S.C. § 4109.  The use of appropriated funds for an agency membership in a professional organization is addressed in Chapter (600)-70.19.15.3 of the Operations Manual, and the payment for review courses and professional examinations is addressed in Chapter 600-70.19.13 of the Operations Manual. 

70.25.2   Authorities.

5 U.S.C § 5757, 5 U.S.C § 5946, Comptroller General Decision B-302548, Scope of Professional Credentials Statute, August 20, 2004, Comptroller General Decision B-289219, Pension Benefit Guaranty Corp.-Court Admission Fees, October 29, 2002

70.25.3   Policy.  As funding permits, TIGTA employees may be reimbursed for annual fees incurred in maintaining a professional credential or professional membership if having the credential or membership is a requirement in connection with their official duties and is a condition of employment with TIGTA.  Professional credentials include only those items that are required for an individual to be licensed or otherwise certified to practice a particular profession and include licenses, certifications, and accreditations.  Examples include annual state bar membership, court admission fees required of attorneys for admission to practice before a court if admission is necessary to carry out TIGTA’s statutory mission, and other certifications that permit an employee to practice in a professional area.  
Employees occupying positions that require the incumbents having a credential or professional membership to perform their official duties are eligible to receive reimbursement of fees in maintaining a professional credential or membership in a professional association.  Professional credential and membership requirements are stipulated in the classified position descriptions of employees.  TIGTA positions currently having credential or membership requirements include:  

· General Attorney, GS-0905  – active membership in good standing in a state bar or the bar of a United States territory;

· Lead Fingerprint Specialist (Forensic Latent Specialist), GS-0072 – incumbent maintains certification in related scientific discipline; 

· Investigative Specialist (Electronics), GS-1801 – maintains certification(s) in related electronic surveillance disciplines; 

· Lead Forensic Document Analyst, GS-1397 – incumbent maintains certification in related scientific discipline; and 

· Senior Fingerprint Specialist, GS-0072 – the knowledge, technical background and education necessary to meet the requirements for board certification in latent prints by the International Association for Identification.  

Employees may only be reimbursed annually (once within a 12 month period, on a fiscal year basis) for fees in connection with one credential or one-year active, mandatory professional association membership fee (or equivalent in the case of multiple year membership fees), but not both.  The membership fee must be a prerequisite to maintaining the professional license, certification or necessary to practice a particular profession.  Penalties of late payment of fees will not be reimbursed.  In addition, voluntary costs related to subscriptions to professional journals, sectional dues, or contributions to voluntary association funds will not be reimbursed.  Mandatory portions of the membership fee (e.g., Interest on Lawyers’ Trust Accounts (IOLTA) contributions) will be reimbursed. 

The Director, Human Capital and Support Services, will reevaluate positions as the need occurs.  Functions should notify the Director, Human Capital and Support Services, if there are changes in a position description that they believe renders it a covered position under this chapter.

70.25.4   Reimbursement Procedures.  Vouchers for reimbursement of professional credential fees may be filed only once a year and must adhere to the following guidelines:

· Employees will file for reimbursement of approved fees using the Local Voucher Feature within the GovTrip System.  

· Employees must select the expense type titled NONTRAV 2524MISC SERVICES from the drop-down menu under Non-Mileage expenses when claiming these fees.  

· Employees must identify the type of fees claimed in the comments area in GovTrip (e.g., state bar membership, annual fee for fingerprint credential). 

· Employees must submit their local voucher for reimbursement of approved fees by October 15 of each year.

· Employees must ensure that the start date on the voucher is within the fiscal year fees are incurred.  
· Approving officials will review and approve or reject reimbursement request within 7 work days as required by (600)-40.5.40 Guidelines for Review of Travel Vouchers.  Approving officials should also refer to that manual section for additional information on reviewing all vouchers within the travel management system.

70.25.5   Required Documentation.  Employees are required to provide documentation to their claim for reimbursement.  Employees must attach (scanned or faxed into GovTrip) an invoice documenting full payment.  Employees must also attach documentation showing the period covered by the fees and the completed self-certification form, Self-Certification of Professional Credential Fees.  The self-certification template is located in Word/File/New/On My Computer/Management Services.  

The GovTrip system will maintain the voucher and supporting documentation for 6 years and 3 months.

70.25.6   Accounting Information.  These fees will be expensed against BOC 2524 (Miscellaneous Services).  Functions are responsible for funding reimbursement of these fees.
70.25.7   Taxability of Reimbursement.  Reimbursements are considered non-taxable since the reimbursements meet the definition of an “accountable plan” under the Internal Revenue Code.  
70.25.8   Employees Separating from TIGTA.  Separating employees who have worked for the period covered by the reimbursed fees will not be required to reimburse TIGTA upon separation.  However, employees who separate from TIGTA before the covered period ends will be required to reimburse TIGTA a prorated amount from the effective date of separation.  For example, an attorney’s State bar dues cover a 12-month period starting in July.  In FY 06, the attorney is reimbursed for dues covering the period of July 2006 to July 2007.  If the employee is separated from TIGTA in August 2007, the attorney would not be required to reimburse TIGTA for those reimbursed dues.  However, if the attorney is separated in May 2007, the attorney would have to reimburse TIGTA the prorated amount of the reimbursed dues covering May through July 2007.

Managers of separating employees will discuss this requirement with the employees during the Employee Exit Clearance Procedures described in Chapter (600)-70.3.  In addition, managers will contact the Bureau of the Public Debt/Administrative Resource Center to begin repayment process.

70.25.9   Approval.  Approval for the reimbursement of professional credential fees is discretionary on the part of the function and is not an entitlement or benefit of employment.  Reimbursement may be limited by availability of funding.  Managers are required to review the voucher and the completed self-certification form (See section 70.25.5) for accuracy and to ensure the request is not a duplicate prior to approving.  Managers must reject vouchers that do not include required documentation.
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