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70.14.8.3.3	Vacancy Announcements
70.14.9		Reemployment Priority List
70.14.9.1	Reemployment Priority List (RPL) for Competitive Service Employees
70.14.9.2	Priority Reemployment List (PRL) for Excepted Service Employees
70.15		PRIORITY PLACEMENT PROGRAM
70.15.1	Purpose
70.15.2	Scope
70.15.3	Authorities
70.15.4	Definitions
70.15.5	Policy
70.15.6	Employees Eligible for Participation
70.15.7	Employees Ineligible for Participation
70.15.8	Procedures
70.15.9	Criteria for “Reasonable Offer”
70.15.10	Employee Registration for PPP
70.15.11	Determining Appropriate Vacancies for Priority Placement Referral
70.15.12	Referral of Candidates for Priority Placement
70.15.13	Selection of PPP Candidates
70.15.14	Records and Reports
70.16		DISCRETIONARY GRADE AND PAY RETENTION
70.16.1	Purpose
70.16.2	Scope
70.16.3	Authorities
70.16.4	Policy
70.16.5	Records and Reports	
70.16.6 Discretionary Grade Retention	
70.16.7 Discretionary Pay Retention
70.17	VOLUNTEER PROGRAM
70.17.1	Abbreviations and Acronyms
70.17.2	Introduction 
70.17.3	Authorities
70.17.4	Definitions
70.17.5	Policy
70.17.6	Eligibility Requirements
70.17.7	Security Requirements
70.17.8	Status
70.17.9	Benefits
70.17.10	Employment Conditions
70.17.11	Work Schedules
70.17.12	Recording Service Time
70.17.13	Compensation
70.17.14	Termination of Volunteer Service Agreement
70.17.15	Volunteer Requests
70.17.16	Written Agreement 
70.17.17	Responsibilities
70.17.18	Documentation
70.17.19	Reports
70.18	REIMBURSEMENT FOR PROFESSIONAL LIABILITY INSURANCE
70.18.1	Nature and Purpose
70.18.2	Definitions
70.18.3	Authorities
70.18.4	Reimbursement Computations
70.18.5	Requesting Reimbursements
70.18.6	Due Date for Filing Request for Reimbursement
70.18.7	Payment of Reimbursements
70.18.8	Taxability of Reimbursements
70.18.9	Discontinued Coverage
[bookmark: TIGTA_Training]70.19		LEARNING AND DEVELOPMENT
70.19.1	Introduction
70.19.2	Purpose
70.19.3	Authorities and References
70.19.4	Responsibilities
70.19.5	Prohibited Training
70.19.6	Selecting and Assigning Employees to Training
70.19.7	Mandatory and Required Training for All New Employees
70.19.8	Mandatory and Required Training for All Employees
70.19.9	Tuition Assistance and Academic Degrees
70.19.10	External Training Requests
70.19.11	Procurement Solicitation Requirements
70.19.12	Ratification of Unauthorized Training Commitment
70.19.13	Continued Service Agreement
70.19.13.1	Failure to Complete Service Obligation
70.19.13.2	Exception Request
70.19.14	Training Expenses
70.19.14.1	Availability Pay
70.19.14.2	Travel and Per Diem
70.19.14.3	Meals and Incidental Expenses (M&IE)
70.19.14.4	Parking Fees
70.19.14.5	Training Costs
70.19.14.6	Sharing Costs
70.19.14.7	Examination Fees
70.19.14.8	Review Courses and Professional Examinations
70.19.14.9	Disabled Employees' Services
70.19.14.10	Paying for Memberships in Professional Organizations 
70.19.14.11	Attendance at Professional Meetings and Conferences 
70.19.15	Computing Time in Training
70.19.16	Evaluating Training
70.19.17	Training Reports
70.19.18	Accepting Contributions, Awards, and Payments From Non-Government Organizations 
70.19.19	Supervisory, Management, and Executive Development
70.19.20	New Supervisors
70.19.20.1	New Supervisor Registration Process
70.19.21	Non-Probationary Supervisors and Managers Development
70.19.22	Executive Development
70.19.23	Records Management
70.20	ORGANIZATIONAL CHARTS
70.20.1  	Introduction
70.20.2  	Abbreviations and Acronyms
70.20.3 	Policy
70.20.4		Procedures
70.20.5		Archiving
70.21	EMPLOYEE PERFORMANCE AND DROP FILES 
70.21.1	Purpose
70.21.2	Authority
70.21.3	Employee Performance Files
70.21.3.1	Managerial Review of EPF’s
70.21.3.2	Employee Requests to Review Their EPF
70.21.3.3	Third Party Request to Review the EPF
70.21.4	Employee Drop Files
70.21.5	Calculation of Retention Periods
[bookmark: EmpoyeePerformanceDropFile70_21_6]70.21.6	Distribution of Working EPF’s and Drop Files Upon Personnel Changes
[bookmark: EmployeePerfDropFilesSecurity0405]70.21.7   	Security of Employee Performance and Drop Files
70.22		SPECIAL AGENT PART-TIME EMPLOYMENT PROGRAM
70.22.1	Introduction
70.22.2	Eligibility Requirements for the Part-Time Employment Program
70.22.3	Application
70.22.4	Compensation and Work Hours
70.22.5	Reassignments
70.22.6	Promotions
70.22.7	Work Assignments
70.22.8	Performance Evaluations
70.22.9	Outside Employment
70.22.10	Benefits
70.22.11	Complement
70.23  	EMPLOYMENT OF ATTORNEYS AND LAW CLERKS
70.23.1	Abbreviations and Acronyms
70.23.2	Introduction
70.23.3	Authorities
70.23.4	Policy
70.23.5	Minimum Qualification Requirements
70.23.6	Summer Law Clerk
70.23.7	Procedures for Entry Appointment
70.23.8	Selection
70.23.9	Selecting Official 
[bookmark: PW_70_24]70.24  	PATHWAYS FOR STUDENTS AND RECENT GRADUATES TO FEDERAL CAREERS
[bookmark: PW_70_24_1][bookmark: PW_70_24_3][bookmark: PW_70_24_5_1][bookmark: PW_70_24_5]70.24.1    		Abbreviations and Acronyms  
[bookmark: PW_70_24_2]70.24.2   		Introduction
70.24.3   		Authorities
70.24.4   		Policy
70.24.5   		Program Responsibilities
70.24.6   		Requirements for All Pathways Programs
[bookmark: PW_70_24_5_2]70.24.6.1		Workforce Planning
70.24.6.2   		Positions Covered  
[bookmark: PW_70_24_5_3]70.24.6.3   		Announcements
[bookmark: PW_70_24_5_4]70.24.6.4   		Accepting Applications  
[bookmark: PW_70_24_5_5]70.24.6.5   		Eligibility
[bookmark: PW_70_24_5_6]70.24.6.6   		Rating, Arranging, and Referring Qualified Applicants, and Selections
[bookmark: PW_70_24_5_7]70.24.6.7   		Priority Reemployment List for the Excepted Service
[bookmark: PW_70_24_5_8]70.24.6.8  		Appointment
[bookmark: PW_70_24_5_9]70.24.6.9   		Career Ladder Promotions
[bookmark: PW_70_24_5_10]70.24.6.10   		Conversions to the Competitive Service
[bookmark: PW_70_24_5_11][bookmark: PW_70_24_5_12][bookmark: PW_70_24_5_13][bookmark: PW_70_24_5_14]70.24.6.11   		Extensions (for Recent Graduates and PMF Programs)
70.24.6.12  		Termination
70.24.6.13   		Records Retention
70.24.6.14   		Oversight
70.25  		REIMBURSEMENT OF PROFESSIONAL CREDENTIAL FEES
70.25.1   		Nature and Purpose
[bookmark: studenteducempvolpro70_17_3]70.25.2   		Authorities
[bookmark: studenteducempvolpro70_17_2]70.25.3   		Policy
[bookmark: studenteducempvolpro70_17_6]70.25.4   		Reimbursement Procedures
70.25.5   		Required Documentation
70.25.6   		Accounting Information
70.25.7   		Taxability of Reimbursement
70.25.8   		Employees Separating From TIGTA
70.25.9   		Approval
70.26  		NEW EMPLOYEE ONBOARDING
[bookmark: eex70_3_1]70.26.1   		Purpose
70.26.2   		EODS On-Line On-Boarding
70.26.3   		TIGTA New Employee Orientation Website
[bookmark: eex70_3_3]70.26.4   		Responsibilities
70.26.5		Filing an OGE Form 450, Confidential Financial Disclosure Report
70.27  		STUDENT LOAN REPAYMENT PROGRAM
70.27.1		Purpose
70.27.2	Authorities
70.27.3	Responsibilities
70.27.4	Eligibility
70.27.5	Criteria for Payment of a Student Loan Repayment Program Incentive
70.27.6	Establishing the Amount of Incentive to be Paid
70.27.7	Procedures for Approval
70.27.8	Service Agreements
70.27.9	Termination of Service Agreement
70.27.10	Accountability, Oversight and Records
70.28  	RELOCATION INCENTIVE POLICY
70.28.1	Purpose
70.28.2	Authorities
70.28.3	Responsibilities
70.28.4	Eligibility
70.28.5	Criteria for Payment of a Relocation Incentive
70.28.6	Justification for Payment of a Relocation Incentive
70.28.7	Establishing the Amount of Incentive to be Paid
70.28.8	Procedures for Approval
70.28.9	Service Period
70.28.10	Termination of Service Agreement
70.28.11	Accountability, Oversight and Records
70.29  	RECRUITMENT INCENTIVE PROGRAM
70.29.1	Purpose
70.29.2	Authorities
70.29.3	Responsibilities
70.29.4	Eligibility
70.29.5	Criteria for Offering a Recruitment Incentive
70.29.6	Justification for Offering a Recruitment Incentive
70.29.7	Establishing the Amount of Incentive to be Paid
70.29.8	Procedures for Payment
70.29.9	Service Period and Agreements
70.29.10	Termination of Service Agreement
70.29.11		Accountability, Oversight and Records 
70.30 				CONTENT SUBMISSION REQUIREMENTS FOR UPLOADING CONTENT TO THE LEARNING MANAGEMENT SYSTEM 
70.30.1	Introduction
70.30.2	Background
70.30.3	Definitions
70.30.4	Responsibilities
70.30.5	Guidance for Content Owners
70.30.5.1	Preparing Content to be Placed into ITMS
70.30.6	Submission of Content
70.30.7	Description of the Process
70.30.8	Additional Guidance
70.31 		PERFORMANCE MANAGEMENT PROGRAM
[bookmark: perfmgnmt70_9_1]70.31.1   		Purpose  
[bookmark: perfmgnmt70_9_2]70.31.2   		Scope
[bookmark: perfmgnmt70_9_3]70.31.3   		Authorities
70.31.4   		Definitions
70.31.5 		Responsibilities
[bookmark: perfmgnmt70_9_6]70.31.6  		Performance Plans
70.31.6.1  		Issuing Performance Plans and Setting Expectations
70.31.7   		Monitoring Performance
70.31.7.1  		Informal Performance Reviews and Feedback
70.31.7.2  		Formal Progress Reviews and Feedback
70.31.7.3  		Details and Temporary Promotions
70.31.7.4  		Position Changes
70.31.7.5		Change in Managers
70.31.7.6   		Adjusting Annual Performance Plans
70.31.7.7   		Self-Assessment
70.31.8   		Rating Performance Elements
70.31.8.1   		Rating of Record
70.31.8.2   		Summary Rating
70.31.8.3   		Narrative Summary
70.31.8.4   		Sources of Input for the Rating of Record
70.31.9   		Interim Rating
[bookmark: perfmgnmt70_9_10]70.31.9.1   		Change of Managers With Less Than 90 Calendar Days Remaining in the Rating Period
[bookmark: perfmgnmt70_9_7]70.31.9.2   		Postponement of Issuance of a Rating of Record  
[bookmark: perfmgnmt70_9_8]70.31.10   		Performance and Employee Development Discussion
[bookmark: perfmgnmt70_9_9]70.31.11  	 	Performance Improvement Plans (PIP)
70.31.12   		Relationship of Performance Appraisal to Other Personnel Actions
[bookmark: perfmgnmt70_9_11]70.31.13   		Rewarding Performance
70.31.14   		Grievances
70.31.15   		Retention of Records
70.31.16   		Appraisal Program Evaluation
70.32 		STANDARD OPERATING PROCEDURES FOR PROCESSING ORGANIZATIONAL STRUCTURE CHANGES
70.32.1 		Purpose
70.32.2	Definitions
70.32.2.1	Justification Memorandum 
70.32.2.2	Major Organizational Structure Change (Reorganization)
70.32.2.3	Minor Organizational Structure Change
70.32.2.4	Realignment
70.32.2.5 	Reassignment
70.32.2.6	Organizational Structure Crosswalk
70.32.2.7 	Position Crosswalk
70.32.3		Roles and Responsibilities
70.32.3.1	Major Organizational Structure Changes (Reorganizations)
70.32.3.1.1	Proposing Function or Business Unit
70.32.3.1.2		Function Head of Proposing Function or Business Unit
70.32.3.1.3		Principal Deputy Inspector General 
70.32.3.1.4		OMS:  Human Capital & Personnel Security 
70.32.3.1.5		OMS:  Finance & Procurement
70.32.3.1.6		OMS:  Facilities Management and Support Services
70.32.3.1.7		Information Technology/CIO
70.32.3.1.8		Bureau of the Fiscal Service – Administrative Resource Center
70.32.3.2	Minor Organizational Structure Changes (Title Changes)
70.32.3.2.1		Proposing Function or Business Unit
70.32.3.2.2		OMS:  HCPS 
70.32.3.2.3		Bureau of the Fiscal Service – Administrative Resource Center
70.32.4		Contacts
70.33		RECOGNITION PROGRAM
70.33.1	Introduction
70.33.2	Scope
70.33.3	Authorities
70.33.4	Definitions
70.33.5	Rewarding Performance
70.33.5.1	General Guidance
70.33.5.2	Responsibilities
70.33.5.3	Eligibility
70.33.5.4	Types of Recognition
70.33.5.5	Recognition Submission Process
70.33.5.6	Award Certificates
70.34 	Reserved [LEADERSHIP AND MANAGER/SUPERVISOR TRAINING]
70.35		Reserved [DOMESTIC VIOLENCE, SEXUAL ASSAULT, AND STALKING POLICY]
70.36		Reserved [PERSONNEL SECURITY]
70.37		Reserved [INFORMATION SECURITY]
70.38	Reserved [INDUSTRIAL SECURITY]
70.39		Reserved [POSITION MANAGEMENT]
70.40		OFFICIAL WORKSITE/POST OF DUTY
[bookmark: Purpose_70_40_1][bookmark: Responsibilities_70_40_2][bookmark: References_70_40_3][bookmark: Definitions_70_40_4][bookmark: Local_Commuting_Area_70_40_5][bookmark: Temporary_Changes_Work_Location_70_40_6][bookmark: Benefits_70_40_7][bookmark: Fulltime_Work_from_Home_POD_70_40_8][bookmark: Employee_Injury_Home_POD_70_40_9][bookmark: Computer_Security_70_40_10][bookmark: Equipment_Supplies_70_40_11]70.40.1   	Introduction
70.40.2   	Authorities
70.40.3   	Definitions
70.40.4   	Responsibilities
70.40.5   	Temporary Changes in Work Location
70.40.6   	Benefits
70.40.7   	Full-Time Work From a Home Post of Duty
70.40.7.1	Approval of a Home POD
70.40.7.1.1	Responsibilities
70.40.7.2   	Employee Injury at the Home POD
70.40.7.3  	Information and Computer Security Requirements
70.40.7.4   	TIGTA-Provided Equipment and Supplies
70.41	[AVAILABLE FOR USE]
70.42	ANTI-HARASSMENT POLICY – ADDRESSING WORKPLACE HARASSMENT
70.42.1	Purpose
70.42.2	Anti-Harassment Policy Goals
70.42.3	List of Acronyms
70.42.4	Authorities
70.42.5	What is Harassment?
70.42.6	Retaliation in the Anti-Harassment Process
70.42.7	Management Responsibilities
70.42.8	Processes and Procedures
70.43	NOTIFICATION OF AN EMPLOYEE DEATH
70.43.1	Purpose
70.43.2	Abbreviations, Acronyms, and Symbols
70.43.3	Notification of an Employee Death 
70.43.4	Best Practices – Notification Procedures
70.43.5	Best Practices – What to Say to Employees
70.43.6	Best Practices – What to Say to Employees (Notification in Person)
70.43.7	References and Related Information
Exhibit (600)-70.1	Commuting Areas
Exhibit (600)-70.2	Competitive Areas
Exhibit (600)-70.3		Table of Penalties and Offenses
Exhibit (600)-70.4 		TD F 80.05 Removal of Information
Exhibit (600)-70.5 		Vacancy Announcement Requirements for Common Personnel Actions
Exhibit (600)-70.6 		Notice to Training Vendors
Exhibit (600)-70.7		SF 182 Sample
Exhibit (600)-70.8 		Self-Certification of Premiums Paid for Professional Liability Insurance
Exhibit (600)-70.9	Employee Exit Clearance Form
Exhibit (600)-70.10	TIGTA MaxiFlex Bi-Weekly Schedule Form
Exhibit (600)-70.11  	TIGTA MaxiFlex Work Schedule Application and Agreement
Exhibit (600)-70.12	Continued Service Agreement
Exhibit (600)-70.13	Available for Use
Exhibit (600)-70.14 	Executive Performance Management Appraisal
Exhibit (600)-70.15 	SES Awards & Incentives
Exhibit (600)-70.16 	Employment Verification 
Exhibit (600)-70.17 		Retirement Letter 
Exhibit (600)-70.18 	Retirement Memo
Exhibit (600)-70.19 		Request for Retirement Letter White House
Exhibit (600)-70.20 	Retirement Memorabilia Request Form
Exhibit (600)-70.21 	Available for Use
Exhibit (600)-70.22	Executive Continuing Learning Program
Exhibit (600)-70.23 	Responsibilities
Exhibit (600)-70.24 	Internship Program
Exhibit (600)-70.25 	Recent Graduates Program
Exhibit (600)-70.26 	Presidential Management Fellows Program
Exhibit (600)-70.27 	Available for Use
Exhibit (600)-70.28 	Available for Use
Exhibit (600)-70.29 	Available for Use
Exhibit (600)-70.30 	Available for Use
Exhibit (600)-70.31 	Available for Use
[bookmark: Exhibit_70_32_2_1]Exhibit (600)-70.32.1	Justification Memorandum
Exhibit (600)-70.42.1	Attachment A:  Anti-Harassment Tool #1 – Harassment Scenarios
Exhibit (600)-70.42.2	Attachment B:  Anti-Harassment Tool #2 – Management Inquiry Report Format
Exhibit (600)-70.42.3	Attachment C:  Anti-Harassment Tool #3 – Suggested Questions for Allegation Review & Management Inquiry
Exhibit (600)-70.42.4	Attachment D:  Anti-Harassment Process – Notice of Expectations
Exhibit (600)-70.42.5	Attachment E:  Anti-Harassment Tool #4 – Sample of Completed Allegation Review/Management Inquiry
Exhibit (600)-70.42.6	Attachment F:  Anti-Harassment Tool #5 – Proactive Actions to Prevent Potential Conflicts
(600)-80	REAL ESTATE
80.1 Definitions
80.2 Real Estate Standards
80.2.1 National Workspace Standards
80.2.2 Special Use Space Guidelines
80.3	Facilities Support
80.4	Building Services
80.5 Parking 
80.6 Non-Space Related Activity
80.7 Requesting Space Alterations or New Space
80.7.1 Roles and Responsibilities 
80.7.1.1 	Function Approving Official
80.7.1.2 	Function Manager
80.7.1.3 	Realty Specialist
80.7.2 Real Estate Services
80.8 Tracking and Payment of Rent 
80.9 TIGTA Build Out Standards for Field Offices

(600)-90		HEALTH AND SAFETY PROGRAM
	90.1		Introductions and Authorities
	90.2		Definitions
	90.3		Responsibilities	
	90.4		Workers’ Compensation Program
	90.5		Workers’ Compensation Claims
[bookmark: SHIMS]	90.6		Safety and Health Information Management System (SHIMS)
90.6.1 Process for Filing a Claim in SHIMS
90.6.2 Non-Certification, Controversion and Fraud
90.6.3 Timeliness of Claims
90.7 Department of Labor (DOL)
90.8 Injury/Incident Review Reports
90.9 Health and Safety Officer
90.10 Reporting Job-Related Injuries on Time and Attendance Records
90.10.1 Forms
90.10.2 Use of Leave
90.11	TIGTA POLICY ON INDOOR AIR QUALITY
90.11.1	Background
90.11.2	Policy on Use of Scented and Fragrant Products
90.12	USE OF SPACE HEATERS
Exhibit (600)-90.1	TIGTA Injury/Incident Review Report
Exhibit (600)-90.2	General Injury Leave Reporting Policy
 
(600)-100    	PERSONAL PROPERTY MANAGEMENT PROGRAM
	100.1	Overview
	100.2	Policy
	100.2.1	Responsibilities
100.2.2	Authorities
	100.3	Personal Property Inventory and Tracking
100.3.1	Access to PPM
100.3.2	Request for Programming Changes to PPM
	100.4	PPM SharePoint Site
	100.4.1	Access to PPM SharePoint Site
	100.5	Acquisition of Personal Property
	100.6	Inventory Responsibilities and Processes
100.6.1	Inventory Program Coordinators
100.6.2	Property Receipt and Custody
100.6.3	Firearms Inventory
1006.4	Vehicles Inventory
100.6.5	Investigative Equipment Inventory
100.6.6	Undercover Personal Property
100.6.7	Forensic Science Lab Inventory
100.6.8	Radio and Communication Equipment (RCOM)
100.6.9	Seized Assets
100.6.10	Computers, Computing Devices, Software and Other ADP Equipment
100.6.10.1	Custody and Receipt for Computer Equipment
100.6.10.2	Custody and Receipt for Blackberries
100.6.11	Office Equipment, Cell Phones and Other Miscellaneous Property
100.6.11.1	Custody and Receipt for Office Equipment other Miscellaneous Personal Property
100.6.12	Copy Machines
100.6.13	Furniture
100.6.14	Copy Machines
100.7	Preparing a SF-120 Report of Excess Personal Property, and Related GSA Requirements
	100.8	Personal Property Management Program
	100.9	Inventory Reconciliation

(600)-110	RECORDS MANAGEMENT
[bookmark: rm110_1]110.1	Definition of a Federal Record
[bookmark: rm110_2]110.2	Records Management
[bookmark: rm110_2_1]110.2.1	TIGTA Records Management Officer
[bookmark: rm110_2_2]110.2.2	Safeguarding Records
[bookmark: rm110_2_3]110.2.3	Types of Records
110.2.4	Records Control Schedules
[bookmark: rm110_2_5]110.2.5	Scheduling Records and Obtaining Disposition Authority
[bookmark: rm110_2_6]110.2.6	Disposing of Records
[bookmark: rm110_2_7]110.2.7	Transferring Records to the Federal Records Centers
[bookmark: rm110_2_8]110.2.8	Controlled Unclassified Information
[bookmark: rm110_2_9]110.2.9	Appropriate Shipment
[bookmark: rm110_3]110.3	Records Management Training
[bookmark: rm110_4]110.4	Records Management Liaisons
[bookmark: rm110_5]110.5	Instant Messaging
[bookmark: rm110_6]110.6	E-Mail Records

(600)-120  		GOVERNANCE AND PROJECT MANAGEMENT
	120.1	Governance
	120.1.1	Definition
	120.1.2	Responsibilities
	120.2	Project Management
	120.2.1	Definition
	120.2.2	Scope
	120.2.3	Policy
	120.2.4	Responsibilities
	120.2.5	Communication
	120.2.6	Project Criteria
	120.2.7	Project Submission
	120.2.8	Sample Projects

 (600)-130   		BOARD OF SURVEY
         130.1  	Lost, Damaged or Stolen Personal Property   
[bookmark: BOS130_2]	130.2 	TIGTA Board of Survey Membership
[bookmark: BOS130_3]130.3 	Review of Reports of Lost, Damaged, or Stolen Property
[bookmark: BOS130_4]130.4 	Criteria for Convening a BOS Teleconference Meeting
[bookmark: BOS130_5]130.5  	BOS SharePoint Site
[bookmark: BOS130_6]130.6  	Roles and Responsibilities of the TIGTA BOS
[bookmark: BOS130_6_1]130.6.1 	Determinations Made by the BOS
[bookmark: BOS130_7]130.7  	Appeal and Grievance Processes
Exhibit (600)-130.1	Board of Survey Checklist
Exhibit (600)-130.2	Memorandum for Board of Survey Chairperson
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