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CHAPTER 800 – INSPECTIONS AND EVALUATIONS

[bookmark: DiscussionandDraftReports](800)-70     Reporting

[bookmark: ReportWritingProcess]70.1   Report Writing Process.
While this discussion of the various reports is topically presented as separate from the rest of the inspection/evaluation process, it is vital that each team member consistently keeps the report in mind when planning and conducting field work.  As each objective or test is completed and documented, it must be done with consideration of if or how that information will be incorporated into the report and how it may influence the presentation of other findings. 

[bookmark: DraftReports][bookmark: Findings]70.2   Draft Reports.
[bookmark: _GoBack]The draft report (ensure the team uses the most current Report Template) is usually prepared by the lead evaluator based upon the discussion draft report and the comments provided by the Internal Revenue Service (IRS) or other recipient if appropriate, in response to the discussion draft.  The draft report is routed through the supervisory evaluator and the director.  It is referenced and then provided to the Deputy Inspector General for Inspections and Evaluations (DIGIE) for approval.  (In some instances and with the approval of the DIGIE when a discussion draft is not required and the draft report is the first document the IRS will receive; the draft will not be indexed and referenced until the DIGIE has approved its contents.)  It is then sent to the Office of Audit’s Office of Management and Policy (OMP) for their quality review.  The lead and supervisory evaluator will address the OMP comments in consultation with the director, as needed.  The draft report is then proofread by the staff advisor before being signed by the DIGIE.  Once the draft report is signed by the DIGIE, the staff advisor will issue the report to the IRS and retain a copy in the project file.

[bookmark: IndexingandReferencingReports][bookmark: IndexingReports]70.3   Indexing and Referencing Reports.
The supervisory evaluator and director are responsible for ensuring the draft report is indexed and referenced before it is issued.  Information collected through interviews, observations, document reviews, or analysis after the draft report was issued and the IRS management’s response that is included in the final report, must be indexed, referenced, and reviewed by the supervisory evaluator and concurred to by the director before the final report is issued.

Report indexing entails listing and numbering all sources of data and information used to develop the draft and final report so it can be readily located in the work papers.  Report indexing is very important as it is an integral part of our quality assurance process and provides a mechanism to retrieve source data and information in the future for further study, to promptly respond to Freedom of Information Act requests, or to address issues raised with the accuracy of reported data and information.

[bookmark: ReportResponsePeriod]70.4   Report Response Period.
The IRS will be asked to respond to inspection/evaluation reports that do not contain a recommendation within 15 calendar days.  The IRS will be asked to respond to inspection/evaluation reports with findings/recommendations within 30 calendar days.  Note, depending on the complexity of the issues and the number of IRS business units involved, the DIGIE (or in his/her absence the appropriate director) may agree to extend the response period on a case-by-case basis.

[bookmark: ReportsofInternalTIGTA]70.5   Reports of Internal Treasury Inspector General for Tax Administration Operations/Programs.
Reports containing the results of reviews of Treasury Inspector General for Tax Administration (TIGTA) operations and programs must be prepared with the same due diligence and professional care as those issued to external parties.  The primary difference between external and internal projects and reports is that they will not need to fully adhere to CIGIE standards related to independence and quality control.  Our independence could be impaired, in fact or appearance, in cases where I&E reviews its own compliance with TIGTA’s policies and procedures.  The quality standard may be impaired, because internal draft reports (template:  Internal Report Memo Template) will be indexed; but will not be independently referenced unless the director deems it necessary.  The draft reports will be issued by the director to the responsible TIGTA functional executive upon approval by the DIGIE.   Final reports will be issued by the DIGIE to the TIGTA functional executive, unless the inspection or evaluation was initiated in response to a request from the Inspector General (IG), in which case it will be issued to the IG.  

[bookmark: SBUDesignation]70.6   Sensitive But Unclassified Designation.
Use the Sensitive But Unclassified (SBU) designation on reports that contain taxpayer data, information designated SBU (or equivalent by issuing agency), or information that, if made public, could cause harm to the IRS’s tax administration efforts.  I&E will only issue SBU reports to the officials designated by the IRS. 

See I&E Chapter (800) 80.1.4 and guidance on marking requirements contained in the I&E Handbook pursuant to the Treasure Security Manual (TD P 15-71) Chapter III, Section 24.
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