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[bookmark: CertificationofDocuments][bookmark: _GoBack]CHAPTER 700 – CHIEF COUNSEL

(700)-110     Certification of Documents

[bookmark: Background]110.1   Overview.
This policy establishes the processes and responsibilities for authenticating copies or transcripts of books, records, papers, or documents under the seal of the Treasury Inspector General for Tax Administration.  Copies of official records may be certified upon request, e.g., for use in a legal proceeding.  Requests for certification should be referred to the office that has custody of the records, via the function’s Records Management Liaison, and include notification to the Office of Chief Counsel for necessary coordination.  The incoming request should identify any specific certification requirements applicable, e.g., if the certification request is for use in a judicial proceeding.

[bookmark: TreasuryOrder]110.2   Authority.
Treasury Directive 25-01 provides that the Treasury Inspector General for Tax Administration shall ensure that certifying officials are properly appointed and authorized for their respective bureaus and offices.

TIGTA Delegation Order No. 24 delegates the authority to certify TIGTA records to the Chief Counsel.  This authority may be re-delegated. 

110.3   Locating Responsive Records.  The custodial function should identify the responsive records and determine where the records are physically located.  If the request is for documents in a format other than hard copy, the function should contact the Office of Chief Counsel for further coordination and processing.  

The function is responsible for notifying the requester if the Agency has destroyed the records in accordance with its records retention schedule.

110.4   Certification of Documents.

110.4.1   Legal Custodian.   The Legal Custodian is the head of the TIGTA function that maintains the records to be certified.  The Legal Custodian completes Part A of TIGTA Form TIGTA 1000, which is a Word template (i.e., Personal Templates/Counsel folder), by entering the date of preparation, a description that clearly identifies all documents submitted for certification, and a signature and title of the Legal Custodian.  As appropriate, the Legal Custodian should identify the document(s) by:
· The form number and title of the document;
· The date of the document;
· The name and signer of the document;
· The name of the audit, or investigation number; and/or
· Any other feature by which the document would normally be identified; and/or 

The Legal Custodian should also include the total number of pages to be certified with the phrase “... consisting of [insert total] pages.” 

The Legal Custodian should ensure that identification of records is brief and includes only such details as are necessary to identify the documents.  Copies of records must accurately portray the originals and be free of any distortions, flaws, or illegibility not present in the original, and the Legal Custodian should ensure copies are accurate and authentic before signing the form.  

The Legal Custodian must identify any material in the records that cannot be released in full or part for legal reasons (e.g., grand jury material, confidential informants, etc.).  

The Legal Custodian forwards the certification package, consisting of the completed form, documents to be certified, and pertinent background information, including the document(s) prompting the certification and any specific certification requirements, to the Office of Chief Counsel.  

The Legal Custodian is responsible for maintaining a copy of the certification package as well as a copy of the completed Form 1000 that is returned by the Chief Counsel.  

110.4.2   Certifying Official.   The Certifying Official is the Chief Counsel.  Upon receipt of a certification package, Counsel will conduct a disclosure review of the documents to be certified and will determine whether there is legal authority to disclose the requested documents.  If there is disclosure authority, the Certifying Official will sign and date the Form 1000, place an embossed gummed seal in the lower left corner of the form, place the form on top of the document being certified, and staple the documents together, taking care not to obliterate any portions of the document. 

[bookmark: Court]In the event that the certified record is needed in a litigation, e.g., a blue ribbon certification is required, in lieu of stapling the records, the Certifying Official will press one eyelet or rivet in the top left corner of the document and press another eyelet or rivet in the bottom left corner of the document through all pages, taking care not to obliterate any portion of the record.  The Certifying Official will run a blue ribbon through the eyelets down the left side of the form, tie it, and place a gummed TIGTA seal over both ends of the ribbon in the lower left corner and sign. 

The Certifying Official will return the certified documents and all supporting papers to the Legal Custodian of the documents.  The Legal Custodian is responsible for providing the certified documents to the requester.  

[bookmark: UnauthorizedUse]110.5   Unauthorized Use of Seal.  An employee who fraudulently or wrongfully affixes or impresses the seal of any department or agency of the United States, to or upon any document or with knowledge of its fraudulent character, or with wrongful or fraudulent intent, uses, buys, procures, sells, or transfers to another any document to which or upon said seal has been fraudulently affixed or impressed, shall be fined not more than $5,000 or imprisoned not more than five years, or both.  18 U.S.C. § 1017.  
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