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70.1
Nature and Purpose.  

The TIGTA Operations Manual serves as an operating document and contains general management, audit, investigative, information technology, counsel, security and administrative policies, standards and procedures.  The system provides TIGTA management with ways to communicate and direct the activities of all employees.  The numbering system is controlled by the Management Services function and is designed to accommodate additions and changes.  The manual will be maintained electronically, and each employee will have on-line access to the manual (TIGTA Homepage under Internal Management Document System) with key-word search capabilities.  

70.2
Contents.  

The TIGTA Operations Manual includes general guidance, as well as, functional guidance.
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70.3
Development and Review.
70.3.1    Each TIGTA function (Audit, Investigations, Information Technology, Management Services, and Chief Counsel) is responsible for initiating and maintaining manual chapters pertaining to its respective operations.

70.3.2    The Management Services function is also responsible for initiating and maintaining the Nature and Purpose (100) and General Management (200) chapters, and coordinating the electronic availability of the entire TIGTA Operations Manual.

70.3.3    Each initiator will circulate draft chapters and revisions to existing chapters for concurrent review and comment by the appropriate TIGTA officials.  At a minimum, the Deputy Inspectors General, Assistant Inspectors General, Chief Counsel, and Performance Staff will review and comment on drafts.  Generally, comments will be forwarded to the originator within 30 calendar days.

70.3.4    Initiators are responsible for the clearance of their portion of the manual and obtaining approval from the appropriate functional heads.  

70.3.5 A transmittal page will be prepared for all new chapters or revisions. The transmittal page provides the title and a summary of the chapter or changes being made, as well as any material being superseded.  The transmittal page is dated with the date the head of office signs the transmittal and includes a sequential control number.  The Performance Staff will assign all control numbers.  The transmittal is electronically signed by the appropriate functional head, and filed in the "Manual Transmittals" folder of the "IMDS" drawer that is located on the IMDS fileserver.  Refer to Exhibit (100)-70.1 for guidance on preparing transmittals.  The template to be used is named "ManualTransmittal.dot" and is located in WORD under File / New / General.  

70.4   Format.

70.4.1    General.   Chapters will be divided into sections, sub-sections and paragraphs or bulleted text.  Each chapter will contain a table of contents.  Each chapter will contain an abbreviation/acronym section, an introduction section, an authorities section, and one or more sections explaining the subject matter, if applicable.  Refer to Exhibit (100)-70.2 as a guide for formatting the manual.

At a minimum, each section should be one file.  Filenames should not contain spaces or dashes but you may use the underscore ("_") sign. Suggested filenames:  Chapter100_Sec10, and Chapter100_TOC.

To make the manual as easy to use as possible, all files should be saved in the "Normal" view before they are submitted for review or loaded on the IMDS Webpage.  Once a file has been approved it is to be filed in the appropriate chapter folder under the applicable section folder of the "IMDS" drawer. 

70.4.2   Table of Contents.  The table of contents will list the number and title of each chapter, section, sub-section, exhibit, etc.  The table of contents will be delineated down to at least the sub-section level (i.e., (100)-70.2).  Links will then be established, also down to the sub-section level, as well as to any Exhibits.  This will allow users to double click on the cite and automatically be taken to that location in the manual.  Initiators may also include links to information below the sub-section level, particularly when the subject area is lengthy.  Refer to Exhibit (100)-70.3 for an example of a table of contents for the manual.  The template to be used is named "TableofContents.dot" and is located in WORD under File / New / General.

70.4.3    Title.  The chapter title succinctly describes the subject of the chapter.  The title is centered, in upper case and in bold text.

70.4.4    Abbreviations/Acronyms Section.  Each manual chapter will include a list of abbreviations and acronyms and their definitions.  This list will immediately precede the introduction.

70.4.5    Introduction Section.  The introduction may be an overview or state the purpose of the chapter, and if appropriate, it contains references.  Section headings begin at the left margin.  Sections are identified by a chapter number enclosed in parentheses, followed by a dash and the section number (e.g., (100)-10), which is then followed by the section title.  The first letter of each key word of the section is upper case and the entire caption is in bold text and underlined.  Allow five spaces between the section number and the section title.  As sections are added to or deleted from a chapter, the entire numbering scheme in that chapter may need to be renumbered.    

70.4.6    Authorities Section.  This section should identify the general and specific authorities the function has been delegated and include a brief description of what those authorities permit or entitle the organization to do.  

When feasible, include a hyperlink to the document or cite from where the authority is derived.  Initiators are responsible for maintaining the hyperlinks. 

70.4.7    Additional Sections.  The remainder of each chapter consists of any additional sections required to convey the specific policies and procedures being implemented by the chapter.  Sub-sections are separated with a period (e.g., (100)-30.1).  Each new sub-section paragraph begins at the left margin.  The first letter of each key word of the sub-section is upper case and the entire caption is underlined.  Allow three spaces between the section number and the section title.  The narrative for that subsection should begin on the next line.  Subsequent sub-sections are separated with a period (e.g., (100)-30.1.1), and also begin at the left margin.  The narrative for these sub-sections should begin three spaces following the section number.  If appropriate, captions may be included after the section number. 

70.4.8    Exhibits.  Tables, charts, samples of forms, etc., will be included as appendices, which will be included in the order that they are mentioned within the body of each section (e.g., Exhibit (100)-10.1, Exhibit (100)-10.2, Exhibit (200)-10.2, Exhibit (200)-10.1, etc.).  Exhibits may be included as part of the file or as their own file.

70.4.9    Forms.  Forms may be external (GSA or OPM, etc.) and internal (TIGTA or function specific).  Initiators are responsible for ensuring employees have access to the most current issuance of forms. Refer to Chapter (200)-70, Forms Management, for additional guidance on the creation of and access to forms.

70.4.9.1 External Forms.  Generally, where forms already exist, TIGTA should not recreate the form.  Instead, when referring to the use of an external form, the function should provide a hyperlink to the site where the form is available.  

70.4.9.2 Internal Forms.  At times it may be necessary to create a form specific for TIGTA’s use.  The responsible function will coordinate the development of any new form with the Office of Information Technology.  Refer to (Chapter (200)-70 Forms Management) for further details on the development of internal forms.

70.5
Style.  

TIGTA Operations Manual chapters will be formatted in the latest authorized version of Microsoft WORD.  The layout will be as follows:

70.5.1    Top and Bottom Margins.  There will be a one-inch margin at the top and bottom of each page.

70.5.2 Left and Right Margins.  Left and right margins will be one inch.  

70.5.3 Header and Footer Sections.  Refer to Exhibit 70-2.

The header will include:

· "Office of Treasury Inspector General for Tax Administration" -- top, centered

· "DATE:  Month, Day, Year" -- right justified; bold text

· A line the full width of the page will separate the header from the text.

The footer will include:

· "Operations Manual" -- left justified

· Page number -- centered

· "Chapter XXX" -- right justified

· A line the full width of the page will separate the footer from the text.

Note:  Page numbers are not to be referenced.  Tables of Content are not numbered.

70.5.4 Spacing.  TIGTA Manual chapters will be prepared single-spaced with a single line to separate sections.  Each section or subsection will begin with an identifying number.  The text pitch should be 12 characters per inch and the font style should be Arial.  Section text should begin fives spaces after the section number, and sub-section and subsequent sub-section text should begin three spaces after the sub-section number.  

70.6
Policy Review Requirements.  

At a minimum, each year originating functions will review their respective chapters to ensure that the chapters continue to reflect current TIGTA policies, procedures, etc.  Any necessary changes will be accomplished in accordance with Section 70.3.  

The functions should pay particular attention to the archive schedule before issuing updates.  It is suggested that updates be done as soon as possible after the archiving has been done.  

70.7
Archiving.  On a quarterly basis, the Office of Information Technology will archive the entire Operations Manual.  The archive schedule will be as follows:  

· September 30

· December 31

· March 31

· June 30

Additional information on records retention requirements can be found in Chapter (600)-40.5.
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