OFFICE OF TREASURY INSPECTOR GENERAL

FOR TAX ADMINISTRATION

DATE:  April 1, 2004


CHAPTER 600 - MANAGEMENT SERVICES

(600)-40     Administrative Services.

40.1   Telecommunications.   Per a Memorandum of Understanding (MOU) between TIGTA and the Internal Revenue Service (IRS), the IRS will continue to provide voice telecommunications services including Voice Messaging System (VMS) support and telephone credit cards.  TIGTA will continue to pay for commercial long distance charges that were paid prior to the separation from the IRS.  All other charges will be born by the IRS until a transfer of resources is made.  Also, TIGTA will pay for the lease of radio transmission facilities and other law enforcement expenses.  TIGTA will pay for the installation of telephone systems, and the moving or upgrading of lines when it is not the result of a forced move.

40.1.1   Telephone Credit Cards.   Managers are responsible for initiating the request for calling cards for their employees by completing the AT&T/Sprint Phone Card order form.  Two levels of approval are required, the immediate supervisor and the second level manager or designee.  The immediate supervisor will complete the order form and submit it via e-mail to the second level for approval.  If approved, the second level manager will forward the order form to Mission Support as the designated point of contact for TIGTA.  The request will be reviewed for completeness and forwarded to the IRS Phone Card Staff for processing.

Telephone Credit Cards will be shipped from IRS to the immediate supervisor.  Upon receipt, the supervisor will have the employees sign the Transmittal for Receipt Form that will arrive with their card.  In the event that a Transmittal for Receipt form is not received, a plain sheet of paper with the employees name, ten digit card number, signature and date that the card was received is acceptable.  The supervisor will then fax the signed transmittal to the IRS Phone Card staff at (313) 234-1759.  The signed Transmittal or signed sheet will serve as evidence that a phone card was issued to the employee; this signed document will be maintained in the employee’s drop file.

40.1.2   Voice Messaging System.   The IRS Telecommunications Services Branch manages and supports the nationwide IRS VMS Network. The VMS Network consists of voice messaging systems located throughout the country that are networked together.  All of these systems are centrally managed by the Nationwide VMS Operations Center, with TIGTA's Administrative Services providing liaison between TIGTA and IRS.  TIGTA employees needing voice messaging should request this service by completing the VMS Request form and e-mailing it to their supervisor to be forwarded to the TIGTA VMS Coordinator in Administrative Services.  When VMS has been activated, the coordinator, who will provide instructions on the use of VMS, will contact you.  Any issues or problems with VMS should be reported to the TIGTA VMS Coordinator in Administrative Services for resolution.

40.2   Communications and Mail.   Per the MOU between TIGTA and IRS, IRS continues to provide support in the processing and delivery of both incoming and outgoing mail.  Administrative Services provides oversight and guidance on proper mail procedures and serves as liaison with the IRS per the MOU.  Mail services include United States Postal Service (USPS), Federal Express and other couriers under contract with the IRS.

40.2.1   Mail Delivery.  Mail delivery is defined to include USPS, contract courier services and interoffice mail.  Per the MOU, incoming deliveries will be performed via IRS staff, and outgoing mail will be processed through the IRS mail facilities.  Offices that maintain Post Office Boxes are responsible for the pick up of their mail and well as for the arrangement of funds to pay for the box.

40.2.1.1   Incoming Mail Delivery.   Incoming mail delivery is defined to include USPS and interoffice mail.  Incoming mail that is processed through an IRS mail facility will be delivered by the IRS staff to predetermined delivery points.  Where there is no IRS mail facility, and arrangements have not been made with the IRS for delivery, the United States Post Office will deliver as addressed.  The United States Post Office will not deliver any mail that is not properly prepared and addressed.  If arrangements need to be made for mail delivery, please contact Administrative Services for guidance.

40.2.1.2   Outgoing Mail Delivery.   Outgoing mail delivery is defined to include USPS and interoffice mail.  Per the MOU, where co-located with IRS, outgoing mail will be processed through IRS mail facilities.  Where not co-located with the IRS, and arrangements have not been made with IRS, outgoing mail will be placed in the proper United States Post Office boxes.  The Post Office requires that all mail be properly prepared, addressed and have the proper postage affixed.  In those rare instances where there is no IRS facility, and other arrangements need to be made, please contact Administrative Services for assistance.  General Accounting Office no longer allows use of penalty stamps or indicia envelops due to the 100% Mail Accountability procedures imposed.

40.2.2   Postage Charges.   Per the MOU, the IRS will continue to pay for the cost of postage for United States Post Office mail.  Therefore, all mail should be processed through an IRS mailroom facility.  If there is no IRS facility and other arrangements need to be made, please contact Administrative Services for assistance.

40.2.3   Special Delivery.   Special delivery is defined as private courier services, and where offered, hand delivery.  Per the MOU, the IRS will continue to pay for next day, second day and ground service and where offered, provide hand deliveries to other locations.  A Form 9814 must be completed for each package sent via special delivery.  A central file should be maintained with copies of both the Form 9814 and United Parcel Service (UPS) Shippers copy.  Offices that use private courier services are responsible for arranging and paying for the service.

40.2.3.1   United Parcel Service.   When requesting next day and second day service, the sending office is responsible for ensuring that the item is properly packaged.  A UPS Shipping Document must be attached to each package and blocks 1, 2, 4, 7 and 9 must be completed. 

Scheduling a pick-up or tracking an item may be accomplished via the Internet at www.ups.com or by calling 1-800-742-5877.  Preprinted labels are available from UPS.

40.2.4   Anthrax and other Biological Agent Threats.   The following guidelines have been established due to the potential threat of anthrax being sent by mail.  Anthrax organisms can cause infection in the skin, gastrointestinal system, or the lungs.  To do so, the organism must be rubbed into abraded skin, swallowed, or inhaled as a fine, aerosolized mist.  Disease can be prevented after exposure to the anthrax spores by early treatment with the appropriate antibiotics.  Anthrax is not spread from one person to another person.  For anthrax to be effective as a covert agent, it must be aerosolized into very small particles.  If these small particles are inhaled, life-threatening lung infection can occur, but prompt recognition and treatment are effective.

40.2.4.1   How to Handle Anthrax and other Biological Agent Threats.   many facilities in communities around the country have received anthrax threat letters.  Most were empty envelopes; some have contained powdery substances.  The purpose of these guidelines is to establish procedures for handling such incidents.  

All Mail should be visually inspected prior to distribution.   If a suspicious Unopened Letter or Package marked with a threatening message is received:  

1. Do not shake or empty the contents of the suspicious envelope or package.

2. Place the envelope or package in a plastic bag or some other type of container to prevent any leakage of the contents.

3. If you do not have a container, cover the envelope or package with anything (e.g., clothing, paper, trashcan, etc.) and do not remove this cover.

4. CLOSE the door, or section off the area to prevent others from entering.

5. Report the incident to your local TIGTA Investigative Special Agent or Representative and notify your building security official or an available supervisor.

6. LIST all the people who were in the room or area when this suspicious letter or package was recognized.  Give this list to authorities investigating the incident.

If you open an envelope with powder and/OR if powder spills out: 

1. DO NOT try to clean up the powder.  COVER the spilled contents immediately with anything (e.g., clothing, paper, trashcan, etc.) and do not remove this cover.  Since aerosolized anthrax can be dispersed by the slightest of air movement, caution should be taken when covering the substance to prevent additional dispersion.

2. CLOSE the door, or section off the area to prevent others from entering (i.e., keep others away).

3. Report the incident to the local emergency authorities immediately and notify a TIGTA Special Agent or Investigative Representative and local security.

4.
List all people who were in the room or area, especially those who had actual contact with the powder. Give this list to authorities investigating the incident.

40.2.4.2   Identifying Suspicious Packages and Letters.   Some characteristics of suspicious packages and letters include the following:

· Excessive postage

· Handwritten or poorly typed addresses

· Incorrect titles

· Title, but no name

· Misspellings of common words

· Oily stains, discoloration or odor

· No return address or a fraudulent return address

· Excessive weight

· Lopsided or uneven envelope

· Protruding wires or aluminum foil

· Excessive security material such as masking tape, string, etc.

· Visual distractions

· Ticking sound

· Marked with restrictive endorsements, such as “Personal” or “Confidential”

· Shows a city or state in the postmark that does not match the return address

· Addressee not expecting the mailing or does not recognize the sender

40.2.4.3   Additional Recommended Precautions.   Provide the following equipment to those individuals handling mail:

· Latex gloves - can be purchased at a drug store or medical supply house

· Protective eyewear similar to shooting glasses

· Protective facial masks - recommended type, Johnson & Johnson SOFLOOP 4225, Laser Plume Face Mask, #55910, available from Moore Medical 1-800-234-1464.

40.3  Small Purchase Card Program 

40.3.1   Overview.  This manual is to provide general guidelines and policies for the administration of the Treasury Inspector General for Tax Administration (TIGTA) Citibank Government Purchasing Card program.

This manual provides program information for the following individuals: Agency/Organization Program Coordinator (A/OPC), Approving Official (AO), and Cardholder. 

40.3.2   Responsibilities.
All Cardholders and AO’s should complete the General Services Administration (GSA) web based Cardholder Training and self-test. Upon completion, Cardholders are to forward the “Certificate of Completion” to the A/OPC.  Cardholders and Approvers should also become familiar with their respective Citibank Government Purchase Card Guide. 

Cardholder.   The designated individual who is issued a Purchase Card and is responsible for the purchasing of goods and/or services in accordance with Agency and Departmental guidelines;

The Cardholder is responsible for complying with TIGTA policy and procedures regarding authorized purchases, record keeping, reconciliation and payment of the Statement of Account (SOA).

Approving Official.  The Approving Official (AO) is normally the supervisor to whom a Cardholder reports for authorization to purchase required supplies and/or services.  AOs assist Cardholders to ensure that proper procedures are followed in purchasing supplies or services. AOs should review and approve Cardholders monthly statements. 

Agency/Organizational Program Coordinator.  The A/OPC is located in Administrative Services and serves as the focal point for answering questions, coordinating applications, issuing and destroying cards, establishing and reviewing reports, managing administrative training and serving as the overall point of contact between Cardholders, the Agency/Organization, GSA and Citibank.

40.3.3   Account Setup and Maintenance.
40.3.3.1   Setup and Activation.  

FORMS.   ALL CITIBANK GOVERNMENT CARD FORMS CAN BE ACCESSED BY CLICKING ON CITIBANK GOVERNMENT SERVICES , THEN CLICK GOVERNMENT SERVICES AND REFERENCES. 

Requests for Small Purchase cards must be submitted by the appropriate Assistant Inspector General to the A/OPC.  The AO or Cardholder will then complete the Citibank Purchase Card Setup Form or Approving Official Setup Form.  Once completed, the set-up form is then faxed or sent electronically to the A/OPC.  The A/OPC will submit all Cardholder and Approving Official account setup forms to Citibank for processing.  

The placement of AO and Cardholder accounts is based on a hierarchy structure established by the A/OPC and Citibank specifically for the TIGTA Small Purchase Card Program.  Each AO is assigned to a hierarchy level within this structure.  Once the AO level is established, the Cardholder account will be assigned accordingly.  Citibank will issue a card within 7-10 business days following the receipt of the application.  

All cards issued are inactive in order to reduce the potential for fraud.  Cardholders will be required to activate their cards through the Citibank Customer Services Center.  During activation, Cardholders will be asked to provide a unique identifier, which was established during the account setup process.  Cards will not work until the activation process has been completed. 

Once the Cardholder has received his/her card, the following should be checked:

1. The new Cardholder verifies receipt of the card and Cardholder guide.

2. The Cardholder checks the spelling of his/her name and signs the signature strip on the back of the card.

3. The Cardholder calls the toll-free number on the action notice and enters the information requested by the prompt to verify receipt.  

The card is now activated and ready for use.

Convenience Checks
Convenience checks are an alternate way to pay vendors who otherwise do not accept credit cards.  The checks are pre-numbered and pre-printed with individual Cardholder information.  For safety and security, each check face is printed with a “Not to Exceed” amount, which is the same as the Cardholders’ per purchase limit.  All TIGTA Cardholders will be issued a supply of convenience checks.

Each convenience check carries a transaction fee equal to 1.25% of the total amount of the check.  This fee will be assessed as a separate transaction on the Cardholder’s monthly Statement of Account (SOA).  All fees are charged to the same accounting string or CQ number as the associated check.  

The same regulations and safety precautions, which are followed for the purchase card, should be applied to the use of convenience checks.  Checks can be reordered at anytime and require e-mail notification from the Cardholder’s AO to the A/OPC.  Once Citibank receives the request from the A/OPC, it will take approximately 2-3 weeks for processing and delivery of the checks.

Established Limits
The Purchase cards are established with the following limits.  The AO may request the A/OPC to lower any of these limits.

Per purchase limits:
$2,500 (default)

Per check limit:
$2,500 (default)

Monthly limit:
$50,000 (default)

Per purchase limit refers to the total amount of a single transaction by a single vendor.  However, if the Cardholder places two different calls in order to keep the single purchase below the per purchase limit, this would be considered a split procurement and is not allowed.  The Cardholder would need to prepare a Request for Procurement and submit it to Acquisitions, in Administrative Services.  Refer to (600) - 40.7.1, Request for Procurement.

The purchase card may also be used to purchase monthly services as long as those services do not exceed a monthly cost of $2,500 or an annual cost of $30,000.  An example would be payments for cellular phone services.

All Cardholders will receive an embossed credit card and 50 convenience checks as part of their initial setup.  At no time is the purchase card or its convenience checks to be used for personal purchases.

40.3.3.2   Maintenance.
Information Updates - Any changes to card or Cardholder information must be submitted to the TIGTA A/OPC on a Citibank Maintenance Form.  The A/OPC will then verify and authorize Citibank to make the necessary changes.

Authorization Changes - In the event an employee relocates to another TIGTA office and retains his/her credit card, the AO will need to contact the TIGTA A/OPC.  The A/OPC will make the necessary hierarchical changes through Citibank.

Account Renewal - Purchase cards are issued with an expiration date, usually two to three years after issuance.  Replacement renewal cards will be sent directly to the Cardholder no later than 20 calendar days before the expiration date.  

The A/OPC will monitor accounts that show no activity for the past six months.  Cardholders with inactive accounts will be contacted prior to renewal.

Lost or Stolen Account/Card - Cardholders must immediately report lost or stolen account numbers and cards to the Citibank Customer Service Center at 1-800-790-7206 and the A/OPC.  The Service center is staffed 24 hours a day, 7 days a week.  

Emergency Card Issuance - Cardholders must notify the A/OPC when a replacement card is needed.  Citibank will issue and deliver an emergency card within 24 hours after initial notice from the A/OPC.  

Termination of Account and Cancellation of Card - The AO will notify the TIGTA A/OPC via e-mail when a Cardholder leaves the agency or no longer requires a purchase card.  The AO will then return the purchase card and any remaining convenience checks to the A/OPC.  

40.3.4   Authorized Use of the Small Purchase Credit Card
Prior to any purchase being made, the Cardholder and AO must ensure established financial guidelines and funding have been met.  Refer to (600)-50, Financial Management.  

Use of the purchase card should be consistent with guidelines for required sources and micro purchases at or below the simplified acquisition threshold. The Federal Acquisition Streamlining Act did not abolish the priorities for use of Government supply sources nor did it exempt micro purchases from this requirement.  Micro Purchases are not exempt from using required sources. See Exhibit (600)-40.4, “Suggested Sources.”  Procurements paid for with the card are subject to the acquisition rules established in the Federal Acquisition Regulations (FAR), Part 8, “Required Sources of Supplies and Services” and TIGTA Acquisition policy and procedure.

TIGTA’s Restricted Purchases List

TIGTA maintains a list of restricted purchases (see Exhibit (600)-40.2), generally these types of items should not be purchased, but if you do require one of the items listed, you should get prior written approval from your approving official.  Any questions should be directed to the small purchase card coordinator.

The Cardholder will need to verify:

· Does the Vendor accept Citibank MasterCard (or checks when necessary)?

· Does the Vendor accept oral (telephone) orders?

· In providing services or merchandise to the Federal Government, the Vendor understands that he/she should not charge for back-ordered items before they are shipped.

Remember:  Convenience Checks carry a 1.25% surcharge.  This surcharge is added to the total cost of the merchandise or service and funding must be available prior to making the purchase.  If a check is lost or stolen, contact the A/OPC immediately.  The A/OPC can request Citibank to stop payment.  

The Cardholder should ask the vendor about shipping and handling charges and any other incidental charges.  This would include such services as floor delivery and setup charges.  Each Cardholder will be responsible for keeping records of these additional expenditures.

The Cardholder should provide a complete shipping address for delivery of goods, including floor and room number.  If the goods are shipped to a destination that is different from the Cardholder’s address, a contact name and phone number is to be provided.  The Cardholder is to have the alternate site provide confirmation of the date that the goods or services were actually received.

When receiving orders that are split, back orders or delayed deliveries (i.e. training courses), the Cardholder should ensure that the vendor understands not to bill the credit card until the goods are received or the services are rendered.  If the purchase appears on the statement before receipt of goods, the Cardholder should promptly notify the vendor to remove the charge.  If the charge is not removed, the Cardholder is to immediately dispute the charge with Citibank to avoid premature payment. Cardholders should also advise the vendor or merchant that purchases are not subject to state and/or local sales tax.

If a Cardholder experiences authorization problems (i.e. Merchant Category Codes) while making a purchase, they are to contact the A/OPC immediately.  The A/OPC will verify, though Citibank, the cause of the problem and make the necessary authorization so the vendor can complete the transaction.  

Cardholders will not split a purchase or ask a vendor to split billing, in order to stay under the $2500 maximum single purchase limit.  Refer to Chapter (600)-40.7.3, Acquisitions, “Micro-Purchases Using the Small Purchase Credit Card”
Check the GSA website for State Issued Exemption letters. The United States Government tax exemption number for credit card transactions is #4700.  For each state that has issued an exemption letter, the letter should be sufficient, for most vendors, in waiving state sales tax.  If sales tax is charged, the sales tax cannot be disputed through Citibank.  The vendor must be contacted directly to issue a credit for any erroneous sales tax.  If sales tax is charged and the vendor will not issue a credit, the amount of tax is absorbed into the total cost of the merchandise or service.

40.3.5   Review of Statements.  Cardholders receive a detailed Statement of Account from Citibank listing all posted activity for the designated billing cycle.  If the statement is not received by the 20th of the month, the Cardholder or AO should contact the A/OPC for a copy.

Types of detailed information shown on the monthly statement:

· Statement Date

· Cardholder Address

· Designated Billing Office Identifier

· Statement Total In Dollars

· Itemized Charge Transactions

· Amount Carried Over From Previous Invoice (If Applicable)

· Cardholders Billing Cycle And Single Purchase Limit

Cardholder Records

Purchases can be made in person, via e-mail, on the Internet, or by fax or phone.  Regardless of the purchasing method used, all transactions are to be recorded on log sheets.  See Exhibit (600)-40.5.  Each transaction on the monthly statement will be annotated with the proper CQ number.  For convenience checks, the same CQ number will be used for the transaction fee.

If a charge is being disputed, a copy of the dispute form must accompany the monthly statement sent to Beckley Finance Center.  Citibank allows only 60 days for disputes.

Approving Official Reports

 AO’s receive a monthly report containing consolidated Cardholder activity as well as Cardholder limits, mailing addresses, payment and billing information.  This report acts as a verification of all monthly activity.  It also allows the AO to review and verify Cardholder account information.  Each AO’s report lists only those Cardholders assigned to the individual AO. 

Any questions or concerns regarding Cardholders, cards, account information, convenience check charges or AO assignments, should be directed to the TIGTA A/OPC.
Approving Official’s Review
· Verify the account information contained on the monthly AO report.

· Review each Cardholder’s monthly SOA and compare the purchases on the statement with the AO’s report.  

· Question any charge that seems suspect.

· Sign the Cardholder’s SOA after the review and reconciliation has been completed.

· Maintain a copy for at least 1 year.

40.3.6   Reconciliation of Charges
Reconciliation of Statement Of Account.  The Cardholder should review his/her transaction log sheet(s) to ensure that all transactions on the SOA are appropriate.  This review should be accomplished in a timely manner per Treasury Directive 76-04.  Reconciliation’s not completed in a timely manner and forwarded to the Designated Billing Office could be subject to prompt payment penalties.  

If the Cardholder is not available to reconcile the SOA, then the Cardholder should provide the AO with the necessary documentation for review and reconciliation.  The AO should review the SOA to ensure the appropriateness of expenses. 

Supporting Documentation. - The Cardholder should have supporting documentation (receipt/invoice/confirmation number) for each transaction. If the Cardholder does not have supporting documentation for a transaction, then the Cardholder should make an appropriate note to his/her file.

Credits. - If an item has been returned and the vendor has agreed to issue a credit or forward a credit voucher to the Cardholder, the Cardholder should verify that the credit is on the statement.  If any credit does not appear in a timely manner, usually within 45 days, or any other irregularities appear on the SOA, the Cardholder should file a dispute.  This should be done only if a dispute has not already been filed with Citibank. Citibank will only accept a dispute if it is filed within 60 days of the statement date that the charge first appeared.  Contact the A/OPC regarding the resolution or tracking of any dispute. 

Convenience Checks. - Convenience checks will appear on the SOA once the check has been presented to Citibank for payment and payment has been authorized.  Once the check has cleared and is posted to the SOA, it will appear as a line in the transaction detail portion of the SOA.  The line will also include the check number, the payee, amount and date the check was processed.  

The transaction fee of 1.25% associated with a convenience check will also be listed on the SOA.  The check amount and the corresponding fee are to be charged to the same accounting string or CQ number.  The checks written by Cardholders are listed on the AO’s monthly report.  The AO report shows the payee name, amount and check number.

Accounting Information/CQ. - Each expense or credit on the SOA must have a valid accounting string, CQ number, or combination of accounting strings and/or CQ numbers to charge against. CQ numbers should be properly funded prior to transactions being made and listed on the SOA.  For further information on funding, refer to Chapter (600)-50, Financial Management.

Cardholder Statements   Once reconciled and prior to review by the AO, a copy of the statement, signed by the cardholder only, should be faxed to Beckley Finance Center at (304) 256-6094, or 6033.  This should be done within 5 days of receipt of the statement.  Refer to Treasury Directive 76-04.

The Cardholder maintains all original log sheets, receipts, invoices and a copy of the signed statement.  Once the AO has reviewed and signed, the original signed statement should be express mailed to: Beckley Finance Center, 110 North Heber Street, Beckley, WV 25801.  Cardholders are to make every attempt to complete this prior to the 28th of the month.

40.3.7   Dispute Process.

A Cardholder may disagree with a charge that appears on his/her SOA.  A dispute cannot be made with Citibank on sales tax or shipping and handling charges.  These types of disagreements must be resolved directly with the merchant.  Cardholders must be vigilant and verify the transaction total with the merchant at the time of the transaction.  Examples of typical disputes are:

· Unauthorized Mail or Telephone Orders

· Duplicate Processing

· Merchandise or Services not received

· Canceled or Returned Merchandise

· Credit Not Received

· Difference in Amount

· Inadequate Description/Unrecognized Charge

· Copy Request

· Services Not Rendered

· Dissatisfaction with Goods or Services Provided

The first course of action is for the Cardholder to contact the supplier and attempt to resolve the dispute directly.  

If attempts to resolve the dispute with the merchant are unsuccessful, or if attempts to contact the merchant are impossible (supplier is not recognized, contact information is not available, etc.), the following three steps should be followed by the Cardholder.  In the event that the Cardholder is not available, the AO should contact A/OPC.

Step 1

The Cardholder must complete the dispute form, available at Citibank Government Services, and forward to Citibank as soon as possible.  The Cardholder is also encouraged to call Citibank to report that a dispute will be filed.  Citibank Customer Service can be reached at 1-800-790-7206.  The Cardholder will have 60 days from the receipt of the SOA to dispute the charge.  All rights to dispute a charge expire after 60 days.  The original or electronic form is sent to Citibank, a copy is attached to the original SOA mailed to Beckley Finance Center and the Cardholder retains a copy.

Step 2

Once the dispute form has been filed, Citibank will issue a temporary credit or suspend the disputed charge.  The disputed amount will be removed from the Cardholder’s balance due.  Citibank will notify the Cardholder that the amount has been removed pending the outcome of the dispute process.

Citibank will then notify the merchant of the dispute.  Citibank will give the merchant up to 45 days to respond, if the merchant does not respond the disputed amount will be removed permanently from the Cardholder’s balance.  At this point no further action is required of the Cardholder.

If the merchant responds and the dispute is in favor of the merchant, the charge and any applicable interest will show on the Cardholders next monthly SOA.  

In the event that the merchant and Cardholder cannot reach an agreement, or the charge appears to be fraudulent, special action will be taken by Citibank.

Step 3

Citibank will issue a letter of dispute resolution to the Cardholder.  The Cardholder should retain this letter and any other supporting documentation in his/her files.

40.3.8   Audit Process.
On a quarterly basis the A/OPC will conduct random records reviews of Cardholders.  The criteria for each Cardholder review are:

· Review of 3 monthly statements with activity.

· Request log sheets and receipts for each month’s activity.

· Check statements to ensure they are properly authorized (both Cardholder and approving official signatures).

· Verify use of appropriate accounting codes.

· Check funding availability.  This will be verified through Beckley Finance Center.

Once the audit is completed, a statement of findings will be sent to the Cardholder and the AO.  Where problems, other than fraud, are found a follow-up audit will be conducted sometime during the following year.  If, after the second audit, problems persist, a memorandum of findings will be sent by the Assistant Inspector General for Management Services to the appropriate function head for resolution.

40.4   Leave and Attendance.  

This chapter outlines the various procedures and responsibilities regarding time and leave for TIGTA employees.  

Authorities.
5USC610, Hours of Duty
5CFR630, Absence and Leave
40.4.1   Core Hours.  The wide geographic dispersion of our organization across several time zones requires personal availability so that we can effectively communicate.  Therefore, the core hours are 9:00 a.m. to 2:30 p.m. for all TIGTA employees regardless of the type of work schedule.  Also, tours of duty may not begin before 6:00 a.m. and may not end after 6:00 p.m.  Employees wishing to deviate from the core hour requirement should request a change in work schedule by submitting a written request to their immediate supervisor.  The supervisors are responsible for reviewing and approving these requests based on the needs of the function.  Approved requests should be kept on record by the supervisor until changed.

40.4.1.1   Establishment of Workweeks.  The administrative workweek has been determined by the Treasury Inspector General for Tax Administration to be Sunday through Saturday.  The basic workweek is Monday – Friday of each administrative workweek unless established otherwise by authorities in accordance with TIGTA delegation order 13.

40.4.1.2   Establishment of Work Schedules.  Refer to section 40.4.3 for instructions concerning Alternative Work Schedules (AWS).  Traditional work schedules include those schedules permissible prior to enactment of alternative work schedule legislation, such as, the five 8-hour/day schedule, first 40-hour schedule, part-time and intermittent schedules, variations for educational purposes, and provisions for emergency situations.  The daily standard tour of duty for all full-time employees except those on an AWS shall consist of 8 working hours, worked continuously except for a lunch period. The lunch period shall be unpaid, set by the immediate manager and should normally be 30 minutes to 1 hour in length.  A tour-of-duty may not begin before 6:00 a.m. and may not end after 6:00 p.m.  Working hours will not be adjusted solely for the personal convenience of individual employees.  However, if it is possible to make such adjustments without interference with the accomplishment of assigned duties or disrupting the work of others, limited adjustment may be made to accommodate bus or car pool schedules or family needs, such as child-care arrangements, as approved by the immediate manager.  Assignments to standard tours of duty are recorded on the time reports and do not require a written notice to the employee or other report.

40.4.1.3   Variations for Educational Purposes.  The basic workweek may be rescheduled to allow non-temporary, full-time employees to take courses in nearby educational institutions, provided that:

· The course serves a work-related purpose;

· The course would equip the employee for more advanced work in the TIGTA;

· Rescheduling does not interfere appreciably with the employee's work or the work schedules of other employees.

Premium pay may not be paid solely because of rescheduling for educational purposes.  However, if an employee, in order to attend school, volunteers for, and therefore is assigned to a regularly scheduled tour for which night differential will be paid, he/she will receive it because the rescheduling was not solely for his/her benefit.

40.4.1.4   Tours of Duty.  The basic workweek for full-time employees is the first 40 hours in a pay status including, as appropriate, hours worked, creditable holiday absence, compensatory time and/or leave during this period.  The 40 hours must occur over 5 days of the administrative workweek, as consistent with any AWS workweek schedule selected for the employee.

Part -time employees have a scheduled tour of duty of 16 to 32 hours per week that requires service on a regular, repetitive basis.  (Only as an exception and in extenuating circumstances, may a part-time employee be permitted to work 1-15 hours in a week.)  Part-time employees will not be scheduled to work more than 5 of the 7 days in the administrative workweek.  The number of hours a part-time employee will work must be designated when the personnel action is prepared.  On an irregular and occasional basis, supervisors may authorize up to a total of 8 hours of work per day for part-time employees:

· Having a daily tour of duty of less than 8 hours; or

· On days not scheduled for work within the administrative workweek;

At least one of the above conditions must be met.  Such hours are not overtime hours.

40.4.1.5   Records and Reports.  Records of non-standard tours, established under the authorities provided herein, shall be available in the offices of the approving officials as source data for any required reports.  Documentation on time reports suffices for nonstandard tours that must be approved by persons specifically designated.  For those tours requiring approval by higher levels, place copies of the request, including the details and justification for establishing a non-standard tour, together with the signature of the approving official, in the individual's time-report file.  This information is filed in the office of the approving official and of the requesting unit.

40.4.1.6   Regular Scheduled Overtime.  Overtime work scheduled in advance of the administrative workweek is regularly scheduled overtime.  Work (overtime and non-overtime) is considered as scheduled in advance if all of the following are known before the beginning of the administrative workweek:

· The specific day the employee is to work;

· The specific hours the employee is to work;

· The specific employees who are to do the work; and

· The work is not voluntary.  (Voluntary overtime is not regularly scheduled overtime work if no specific employee is scheduled to perform the work and there is no penalty for "no shows.").

If applicable, the tour shall specify, by calendar day and number of hours a day, any period of regularly scheduled overtime.  It is the policy of TIGTA to schedule overtime work in increments of 15 minutes.

40.4.1.7   Irregular, Unscheduled Overtime.  Certain circumstances may require or warrant employees to work unscheduled overtime.  The following are considered irregular or unscheduled overtime when excess hours of work are:

· Needed for investigative purposes or extraordinary emergency situations, where the supervisor may order themselves or any employee to work excess hours as dictated by the situation;

· Necessary in order to meet deadlines or accomplish temporarily increased workloads, employees may request or be ordered to work such excess hours; or 

· Necessary on a continuing but irregular basis to fit special operating needs.

Requests for approval, approvals of requests, and orders to work overtime hours 
must be documented in writing.  Any approved irregular overtime shall be recorded, accumulated, and credited for each employee in minimum periods of 15 minutes and multiples thereof for each workday on which any overtime is performed.  Any such work of less than a 15 minute interval will not be aggregated for pay purposes but odd minutes will be rounded up to the nearest quarter hour on a workday basis.  Management may consider Administratively Uncontrollable Overtime (AUO), when a large amount of unscheduled overtime occurs.

40.4.1.8   Compensatory Time.  Compensatory time off is time off with pay in lieu of overtime for regularly scheduled or irregular or occasional overtime work.  Compensatory time off may be approved in lieu of overtime pay for irregular or occasional overtime work for both FLSA exempt and nonexempt employees.  

TIGTA may require that a FLSA exempt employee receive compensatory time off in lieu of overtime pay for irregular or occasional overtime work, but only for a FLSA exempt employee whose rate of basic pay is above the rate for GS-10, step 10.  

The guidelines for compensatory time are:

· Maximum accumulation of compensatory time.  The accumulation of compensatory time off to an employee’s credit shall not exceed 80 hours at any time.  Compensatory time must be used within 12 pay periods after the pay period it was worked.  At the end of this time limit, unused compensatory time will be forfeited.  Only FLSA nonexempt employees who do not use compensatory time off within the 12 pay period time limit, must be paid for the overtime worked at the overtime rate in effect during the pay period in which the overtime work was completed.  The timekeeper is responsible for keeping the manager informed of when the compensatory time will be forfeited.  Payment will be initiated through the servicing personnel office, with supervisory approval, once the compensatory time has forfeited.  One hour of compensatory time off is granted for each hour of overtime work.  

· Use and reporting of compensatory time.  Posting of compensatory time earned should be posted in 15 minute increments.  Compensatory time may not be used until after it is earned, if in the same pay period.  An employee may not work compensatory time at the end of a week to offset time off taken earlier in the week.  Nor may compensatory time be used to offset advanced sick or annual leave.  Compensatory time should be used by an employee before annual leave is used, unless the employee has annual leave which would be forfeited and it is pay period 16 or later in the leave year.  Compensatory time taken should also be posted in 15 minute increments.  Although compensatory time is required to be used before annual leave, if the employee has a balance of compensatory time including a partial hour, and the employee takes the whole day off, the partial hour will be retained for later use.  

40.4.2   Timekeeping System.  PC-Tare is the software used by timekeepers to input an employee’s biweekly time and attendance.  Timekeepers input T/A data into PC-Tare each pay period and transmit the data file to TIGTA’s PC-Tare unit at the Philadelphia Transactional Processing Center.  This is where the payroll information is processed via TIMIS.  The TIMIS database is the payroll/personnel system used to process employees pay and track employee T/A benefits.

40.4.2.1   Responsibilities.  Employees, managers and timekeepers are all responsible for ensuring accurate and timely submission of T/A data.  These responsibilities are in place to avoid processing errors, leave or pay discrepancies and the need for T/A amendments.  

Employee responsibilities:

· Preparation of proper form to request/report leave

· Notify manager of emergency leave as soon as possible

· Provide needed supporting documents

· Verify and sign PC-Tare roster and printouts

· Review LES and notify timekeeper of any discrepancy

· Maintain own T/A file with all documentation

· Work with timekeeper to resolve T/A discrepancies

Manager responsibilities:

· Approve or deny leave

· Track hours worked and leave used by employees

· Obtain any needed supporting documentation from the employee and provide to the timekeeper

· Assist timekeeper in resolving T/A discrepancies

· Verify and sign PC-Tare roster 

· Ensure office has a certified primary and back-up timekeeper

· Ensure timekeeper has adequate time to accurately post and transmit T/A data

· Keep timekeeper informed of any changes in employee’s leave usage

· Ensure that the Leave Balance Transfer policy is explained to all new employees and that their timekeepers follow the procedures as outlined below in 40.4.2.2.  

TIGTA Timekeeper responsibilities:

· Obtain approved employee time sheets from the employee’s manager

· Verify time sheets with any supporting documentation received from the employee’s manager

· Ensure all supporting documentation is attached and notify manager of any missing documentation

· Perform PC-Tare process to input T/A data each pay period

· Provide PC-Tare certification sheets (printouts) to employees

· Make any needed corrections after employee review

· Transmit T/A file to PC-Tare unit

· Review leave error reports and resolve discrepancies immediately with employee and manager’s assistance

· Input accurate accounting data for all new employees, as provided each FY from the Office of Performance and Investment

· Maintain accurate T/A records in accordance with the general record schedule

TIGTA Pay and Leave Coordinator responsibilities:

· Provide guidance to all timekeepers of any procedural changes

· Assist managers, timekeepers and employees when needed to research in-depth pay or leave problems that cannot be resolved by the timekeeper through the amendment process

· Serve as a liaison between TIGTA’s servicing personnel office (Philadelphia TPC) and TIGTA timekeepers, when timely resolution cannot be reached

·  Provide timekeepers with a verification of TIMIS leave data and leave accrual changes

Philadelphia Transactional Processing Center responsibilities:

· Transmit all T/A data files for TIGTA to the National Finance Center each pay period

· Notify the timekeeper and/or pay and leave coordinator of any incomplete T/A data files received 

· Notify timekeeper and/or pay and leave coordinator of any TIGTA employees appearing on the “unpaid listing”

· Transmit all corrected T/A data files for TIGTA to the National Finance Center

· Communicate receipt and status of transmitted corrections and all requests to timekeepers

· Provide overall guidance and procedures for the correct processing of unique T/A corrections

· Input official leave balances into TIMIS 

40.4.2.2   Leave Balance Transfer of New Hires.  An Official Personnel File (OPF), which includes a form SF-1150 documenting an employee’s official leave balances, must be received from the employee’s former agency before leave balances can be officially entered into TIGTA records.  Before TIGTA’s servicing personnel office may request the OPF of a new hire, the hard copy personnel action must be provided.  This documentation is normally not available until three weeks after the employee has reported.  Until the Philadelphia TPC receives the OPF with SF-1150, the TIMIS database is not updated to reflect these balances with the National Finance Center (NFC.)  If a timekeeper prematurely enters the new employee’s leave balances into PC-Tare, the difference between TIMIS and PC-TARE generates a leave error.  Since the TIMIS/NFC records are official, timekeepers must not enter leave balances into PC-Tare until they have confirmation that the Philadelphia TPC has input the balances into TIMIS.  To reduce leave errors, unnecessary corrections, and possible non-pay status for new employees, the following steps for new employees should be followed:
Timekeepers will establish a new employee’s PC-Tare record with beginning  leave balances of zero.  

These beginning balances will remain for a period of six weeks (three pay periods) to allow for the receipt of the employee’s OPF and input of the SF-1150 by the Philadelphia Transactional Processing Center.  

If, at the end of the six-week period, the employee’s TIGTA LES does not reflect the input of the transferred leave balances in TIMIS, timekeepers will be responsible for taking the following steps:

· Obtain the new employee’s final LES from their previous agency. 

(This is the only document the Philadelphia TPC will accept)

· Fax a copy of the LES to Maureen Baranek on (215) 516-1177 at the Philadelphia TPC, with a copy to Yvette Taylor (Fax 202-622-5624), requesting that the TPC “TINQ” the employee’s account to add these balances.  

The TPC staff should communicate receipt and completion of the request to the timekeeper.   

· NOT UNTIL receipt of this confirmation, may the timekeeper adjust the employee’s master record in PC-Tare to reflect the transferred leave balances.    

· All communications and documentation will be kept in the employee’s time and attendance file maintained by the timekeeper.  

In the event a new employee wishes to take leave and has a zero leave balance in PC-Tare, leave may be advanced by management upon review of the official final LES from the previous agency.  Management should only advance the amount of leave that the balance transfer will cover.  

40.4.2.3   Restored Leave for Transferred Employees.  While restored leave is transferred with an employee from their previous agency, there is no way to advance restored leave in the PC-Tare system.  Therefore, if leave is advanced based on a restored leave balance awaiting transfer, timekeepers will have to transmit corrections after the TIMIS database has been updated to ensure that restored leave is used.  Timekeepers may not advance any leave to an employee without prior approval from management. 

40.4.2.4   Resolving Leave Errors.  Leave errors may occur for several reasons, last minute changes in employees attendance, input errors, etc.  When a discrepancy exists between PC-Tare and the TIMIS database a leave error is documented.  Timekeepers receive a report from the Philadelphia TPC when they have an employee(s) with a leave error(s).  It is the responsibility of the timekeeper to review and reconcile the leave error report as soon as possible.  The timekeeper must complete a leave audit to determine what created the error and when it occurred.  After the error has been identified, it is corrected either by transmitting an amendment or requesting an update through the Time and Attendance Inquiry System (TINQ).  Both actions must be coordinated with the Philadelphia TPC to ensure receipt and accuracy.  The employee and manager should be made aware of the existing errors and notified when the correction will be in effect.  All correction documentation must be maintained in the employee’s T/A file.

40.4.3   Alternative Work Schedules (AWS).  TIGTA operates an AWS program, which includes two Compressed Work Schedules (CWS) as defined below.  To be eligible for AWS, an employee’s performance must be rated acceptable or higher and he/she may not be on a leave restriction letter.  Employees on a CWS whose evaluation falls below acceptable may be assigned to the manager’s or lead’s tour of duty or a normal tour of duty, at the discretion of the manager.  SES employees are not eligible to work AWS nor may they earn or take credit hours.

40.4.3.1   Available Workschedules.  Options available to employees are defined below:

· 5/4/-9 is a compressed work schedule that includes 8 workdays of 9 hours each, 1 workday of 8 hours and 1 non-workday within the biweekly pay period.

· 4-10 is a compressed work schedule that includes 4 work days of 10 hours each and 1 non-workday, in each administrative workweek of the biweekly pay period.

· Flexitour with credit hours have regularly scheduled tours of duty.  The reporting and departure time may vary, subject to core hour restrictions and managerial approval.  Employees on flexitour may earn credit hours by working before or after their regular tours of duty, or on non-work days.  

· Part-time career employment is regularly scheduled work from 16 to 32 hours a week.  Management may approve requests for this work schedule if staffing and budget requirements allow it.

40.4.3.2   Application.  Participation in a CWS is voluntary.  Employees who wish to participate must do so by submitting a completed AWS request form, located in Word under the “Mgmt Services” templates, to their manager two pay periods in advance of when they desire to start the AWS.  Employees electing the 5/4/-9 or 4-10 schedule must designate the non-workday on the written application.  Upon approval by the immediate manager, the employee will begin to work the AWS beginning of the next pay period.  Managers must provide a copy of the approved application to the employees’ timekeeper as notification of the schedule change and documentation in the employees’ time and attendance file.  The employee will remain on the selected AWS until management notifies the employee in writing that he/she may no longer work on that tour.

40.4.3.3   Schedule Changes.  Employees on flexitour with credit hours may change their work schedules to be effective at the beginning of any pay period with the advance approval of an official authorized to establish tours of duty.  Such changes must be requested no later than two full workdays before the close of the preceding pay period.  

Employees on either a 4/10 or 5/4-9 schedule may change their work schedules and/or non-workday, with the advance approval of the immediate supervisor.  Such changes must be requested no later than two full workdays before the close of the preceding pay period and only one request per calendar quarter is permitted.  An immediate supervisor may grant a temporary variance of an employee’s work schedule if the request is necessitated by an emergency condition.  An emergency change would not count as the quarterly request for change.

Employees in travel or temporary duty status may continue to work their schedules used at their permanent work site unless it is not feasible.  Employees will then be required to follow the schedule used at the temporary work site.

When an employee is attending training it will be at the discretion of the employee's manager to determine if an alternative work schedule should be followed, or the employee will be required to follow a traditional fixed schedule. The length and hours of the training will play an important role in the decision making process. 

If a part-time schedule is approved, a request for personnel action must be prepared to effect the new tour of duty.  The action will be a change in tour of duty and must specify the actual days of the week to be worked, the hours each day and the total hours per pay period. 

40.4.3.4   Credit Hours.  TIGTA employees on a flexitour work schedule may earn credit hours by working before or after regular tours of duty, or on non-work days.  Credit hours can be earned or taken in one-hour increments only.  Employees may earn no more than two credit hours per workday or more than eight credit hours per non-work day.  Credit hours may be taken only after they have been earned, and may be taken within the same pay period as earned.  The number of credit hours that can be carried forward to the next pay period may not exceed 24 hours.  

40.4.4   Family Friendly Leave Policies.  Established legislation offers employees leave entitlements for the purpose of family illness, care or bereavement.  The guidelines and regulations for the use of such entitlements are provided in this section.

40.4.4.1   Family and Medical Leave Act.   TIGTA supports the leave entitlements under the Family and Medical Leave Act of 1993 (FMLA), TIGTA employees are entitled to use a total of up to 40 hours (5 days) of their own personal sick leave each year for family or bereavement purposes.  In addition, a covered full-time employee who maintains a balance of at least 80 hours of sick leave will be able to use an additional 64 hours (8 days) of sick leave per year for those purposes, bringing the total amount of sick leave available for family care and bereavement to a maximum of 104 hours (13 days) per year.  Also most employees are entitled to a total of up to 12 workweeks of unpaid leave during any 12-month period for the following purposes:

· The birth of a son or daughter of the employee and the care of such son or daughter; 

· The placement of a son or daughter with the employee for adoption or foster care; 

· The care of spouse, son, daughter, or parent of the employee who has a serious health condition; or 

· A serious health condition of the employee that makes the employee unable to perform the essential functions of his or her positions. 

Under certain conditions, an employee may use the 12 weeks of FMLA leave intermittently.  An employee may elect to substitute annual leave and/or sick leave, consistent with current laws and OPM's regulations for using annual and sick leave, for any unpaid leave under the FMLA.  The amount of sick leave that may be used to care for a family member is limited, as outlined below.  Any sick or unpaid leave used for purposes in accordance with the FMLA, should be annotated in the remarks section on the T/A input screen in PC-Tare.  It should simply show the number of hours with the annotation FMLA, i.e. 24hrs – FMLA.

40.4.4.2   Sick Leave to Care for a Family Member.  The Federal Employees Family Friendly Leave Act of 1994 (FEFFLA) entitles TIGTA employees to use a total of up to 12 administrative workweeks of unpaid and/or sick leave each leave year to care for a family member with a serious health condition.  If an employee previously has used any portion of the 104 hours of sick leave for general family care or bereavement purposes in a leave year, that amount must be subtracted from the 12-week entitlement.  If an employee has already used 12 weeks of sick leave to care for a family member with a serious health condition, he or she cannot use an additional 13 days in the same leave year for general family care purposes.  An employee is entitled to a total of 12 weeks of sick leave each year for all family care purposes.  Sick leave used for the purposes of the FMLA should be annotated in the remarks section of the PC-Tare input screen.

40.4.4.3   Bone Marrow or Organ Donor Leave.  Federal employees may use up to 7 days of paid leave each calendar year to serve as a bone-marrow donor.  An employee also may use up to 30 days of paid leave each calendar year to serve as an organ donor.  Leave for bone marrow and organ donation is a separate category of leave that is in addition to annual and sick leave.  This leave is documented as “administrative leave”, code “66” in PC-Tare and the designation for bone marrow or organ donor is annotated in the remarks section of the input screen.

40.4.5   Advancing Leave.  The following outlines TIGTA’s guidelines for advancing annual and sick leave.  

40.4.5.1   Advancing Annual Leave.  The authority to grant unearned annual leave to the extent that leave accrues during the current leave year is reserved to the Grade 15 level or above.  
An employee holding a limited appointment may be advanced the annual leave that will be earned during the remaining period of employment. 

Employees may use the unearned leave any time after the beginning of the current leave year, subject to administrative approval.  The employee is required to repay any annual leave indebtedness upon separation from the federal service for any reason.

40.4.5.2   Refund of Unearned Leave.  When an employee indebted for unearned leave separates, the employee shall be required to refund the amount paid for the period covering the leave for which the employee is indebted or the amount of unpaid leave shall be deducted from any pay due the employee.  This would not apply if an employee:

· Dies;

· Retires for disability;

· Enters into military service with restoration rights; or

· Resigns or is separated because of disability that prevents the employee from returning to duty.

40.4.5.3   Advancing Sick Leave.  Sick leave not in excess of 240 hours may be advanced in cases of serious disabilities and serious ailments.  (An employee holding a limited appointment may be advanced sick leave only in the amount that the employee will earn during the remaining period of employment.)  The granting of advance sick leave is not a right; it is a matter of managerial discretion.  Advanced sick leave may only be granted to an employee who is seriously ill and must be approved at the Grade 15 level or above.  Only 40 hours of sick leave may be advanced to an employee who is not ill to care for a family member. 

Advance sick leave may be for any number of days or hours within the maximum of 240 hours and may be granted regardless of whether or not the employee has annual leave available to use.  Sick leave reaches the 240 hours maximum whenever an employee's record indicates indebtedness of 240 hours of sick leave.

Advance sick leave may not be authorized when it is known (or reasonably expected) that the employee will not return to duty, such as when the employee has applied for disability retirement, after an employee has received a notice of separation or furlough, or has submitted a resignation.  In addition, it will not normally be the policy of TIGTA to advance sick leave to an employee who is on a leave restriction letter.

Employees requesting advanced sick leave may submit a Form SF-71, Request for Leave or Approved Absence or other approved written request, including any required documentation to their manager.  Approval of advanced leave is delegated to the Grade 15 level or above.

40.4.6   Leave Transfer Program.  In accordance with Office of Personnel Management (OPM), TIGTA has established a program in which the unused accrued annual leave of employees within the Federal Government may be transferred for use by a TIGTA employee in need of such leave due to a medical emergency.  This section outlines the program and application process.  Under the regulations, an approved recipient may use donated annual leave on a current basis or it may be retroactively substituted for leave without pay (LWOP) or to liquidate advanced leave.  

40.4.6.1   Definitions. 

· Leave Recipient - A current TIGTA employee for whom an application has been approved to receive annual leave from the annual leave accounts of one or more leave donors

· Leave Donor – A current federal employee whose voluntary written request for transfer of annual leave to the annual leave account of a leave recipient which is approved by his or her own employing agency.  

· Medical Emergency – A medical condition of an employee or family member of such employee that is likely to require an employee’s absence from duty for a prolonged period of time and to result in a substantial loss of income to the employee because of the unavailability of paid leave.

40.4.6.2   Scope.  The Leave Transfer Program is available to all TIGTA employees whose appointment and work schedule allow for the accrual and usage of leave and who are affected by a medical emergency as defined.

An employee’s annual and sick leave balances must be depleted or near depletion before applying to the Leave Transfer Program.  It shall be determined, based on the application and supporting medical documentation, that the absence without available paid leave due to the medical emergency is (or is expected to be) at least 24 hours for full time employees.  For employees other than full time, the absence without available paid leave must be at least 30 percent of the average number of hours in the employee’s bi-weekly scheduled tour of duty.  

40.4.6.3   Leave Recipient Application.   An employee must submit a completed recipient application, OPM 1637 to their first level manager for signature.  All applications must then be submitted for review to the Leave Transfer Coordinator in the Office of Administrative Services.  The application package will be sent to the designated management officials, who are the approving officials, for employees within their organizations.  These management officials are the Deputy Inspector General for Audit, Deputy Inspector General for Investigations, Assistant Inspector General for Information Technology, Chief Counsel and Assistant Inspector General for Management Services.  For all other employees not under the supervision of one of the above, the Inspector General for Tax Administration is the approving official.  If the applicant is not capable of making application, a personal representative of the potential leave recipient may make written application on his/her behalf.

The application must include a brief description of the nature, severity, and anticipated duration of the medical emergency and if a recurring one, the approximate frequency affecting the potential leave recipient.  If the employee’s description is not sufficient for the approving official to make a decision, a signed statement by the potential leave recipient’s (or family member’s) physician or other appropriate experts, may be requested from the applicant regarding the nature, severity and/or duration of the medical emergency.

40.4.6.4   Privacy and Confidentiality of the Application.  All information on the applicant’s medical condition is kept by TIGTA on a “need to know” basis.  Any questions regarding Privacy Act or disclosure of medical records’ issues should be referred to the Chief Counsel’s office.

40.4.6.5   Recipient Application Process.  The Leave Transfer Coordinator will be designated to receive and review all applications.  NOTE:  If the application is not complete, it will delay the process.  Incomplete applications will be returned immediately to the applicant.  Following completion of the review, the package will be forwarded to the appropriate management official for approval.  This process should be completed within five business days of receipt.  Each function has designated a management official responsible for approving or disapproving the application based on the documentation and information contained in the application package.  The Approving Official shall return the application to the Leave Transfer Coordinator, within five business days.  If the request is disapproved, the Approving Official will provide an explanation.  The Leave Transfer Coordinator will send notification to the employee and his or her immediate manager that the application has not been approved and the reasons for its disapproval.  

Upon approval, the Leave Transfer coordinator shall notify the employee that the application has been approved and prepare a solicitation for leave to be issued to all TIGTA employees via e-mail.  

The Leave Transfer Coordinator will notify the employee, the manager and the timekeeper, via e-mail, of the number of hours that have been donated to the employee as donations are received. 

40.4.6.6   Donor Application Process.  The following leave donation restrictions apply:  

· Within the leave year, a leave donor may donate no more than a total of one-half of the amount of annual leave he or she would be entitled to accrue during that leave year.

· A leave donor who is projected to have leave that otherwise would be subject to forfeiture at the end of the leave year, may donate no more than the number of hours remaining in the leave year (as of the date on the OPM 1637) for which the leave donor is scheduled to work and receive pay.

· Annual leave may not be donated to an immediate supervisor. 

Employees, within TIGTA who wish to donate leave must complete an Optional Form 630-A and submit it to the Leave Transfer Coordinator.  This form may be obtained in Word under the Management Services templates.  

Employees from another agency who want to donate leave to a TIGTA employee, must complete Optional Form 630-B and indicate the person to receive is an approved leave recipient.  This documentation must include a telephone number and address of a representative at the other federal agency for verification purposes.  The other agency will be responsible for forwarding the Optional Form 630-B to the Leave Transfer Coordinator to verify that the donation has been made.  

NOTE:  Except in the case of family members, leave donations from employees of other Federal agencies will only be accepted when the amount of annual leave to be transferred from leave donors from within the Treasury Department is not sufficient to meet the needs of the leave recipient. 

The Leave Transfer Coordinator will contact the representative at the other agency to verify all information.  If the subject employee is not an approved recipient, the donating employee will be notified by telephone that the transfer will not take place.  

If verification is obtained, the donating employee’s agency representative will notify the employee via telephone that his/her annual leave balance has been reduced by the number of hours donated.  

For donations made by TIGTA employees to employees at other federal agencies, the completed Optional Form 630-B will be faxed, by the Leave Transfer Coordinator, to the representative at the other agency to verify that the donation has been made by the TIGTA employee.

The Philadelphia TPC will convey all donations, once processed, to the affected employee’s timekeeper.  At such time the timekeeper will adjust the donor’s leave balances in PC-Tare accordingly.  

40.4.6.7   Use of Donated Leave.   The donated annual leave will be applied in the following sequence provided the medical emergency was approved for the periods covered by the following absences:

1. Advanced sick leave (until indebtedness is liquidated).  This is a Treasury requirement in accordance with HRDM BTN 630 90-02.

2. Advanced annual leave (unless indebtedness is liquidated);

3. LWOP (An amended T/A must be transmitted replacing the previously charged LWOP with donated annual leave).

Transferred leave may not be used after the termination of the medical emergency.  Should there be transferred annual leave remaining to the credit of the recipient upon termination of the medical emergency, the leave will be restored to the donors.  

40.4.6.8   Responsibilities.   This section lists the responsibilities of the recipient, recipient’s manager and the Leave Transfer coordinator.

Leave Transfer coordinator:

· Review the application for completion and forwards to designated official for approval

· Notify the applicant of the application status (approved/disapproved) within 10 calendar days of receipt and provide reasons if disapproved(excluding weekends or holidays)

· Canvass TIGTA employees via e-mail for leave donations, ensuring the privacy of the individual with regard to the medical emergency on which the approval was based

· Notify applicant, timekeeper and manager, via e-mail, the total number of hours donated as they are processed for use

· Provide instruction to timekeepers for application of donated leave in PC-Tare

Recipient:

· Assist management with tracking and use of donated leave in accordance with this policy

· Keep in communication with their manager as to the status of their medical emergency

Manager:

· Coordinate, track and approve the use of the donated leave with the recipient as listed in section 40.4.6.7

· Keep in communication with the recipient regarding their medical emergency status and donated leave use 

· Notify the timekeeper of any changes in the recipient’s status

40.4.7   Leave Restoration.  Managers, supervisors and employees are responsible for scheduling and rescheduling the use of annual leave throughout the leave year to avoid forfeiture.  When an employee chooses not to request or to use annual leave to avoid its forfeiture, the employee is not entitled to have the forfeited leave restored.  Annual leave in excess of 240 hours (720 hours for SES employees) must be used by the end of each leave year.  Employees who are unsure of whether they have excess annual leave should refer to the projected use-or-lose section of their leave and earnings statement.  Managers may request this information through the timekeeper.

40.4.7.1   Conditions for Restoration.  Excess annual leave not used before the end of each leave year will be forfeited unless the following conditions are met:

· The leave must have been scheduled and approved in writing no later than six weeks prior to the end of the leave year; and,

· The leave must have been cancelled due to a business exigency (a demand of such magnitude or significance that an employee cannot be excused from duty for its duration), or the leave could not be used because the employee’s illness prevented the use of the leave.

If both of the above conditions are met, an employee may request leave restoration.  

40.4.7.2   Request Procedures.   Because leave cannot be restored until it is forfeited, requests will not be accepted before the end of the leave year and must be received no later than two months after the end of the leave year.  A request must be in memorandum form and routed through the employee’s immediate manager.  The manager will forward the request to the head of the appropriate function, i.e., AIG/Management Services; AIG/Information Technology; DIG/Audit, DIG/Investigations or the Chief Counsel, for final approval.  The Inspector General is the approving official for these officials and any employee not under their supervision.

Requests must include a concurrence line for the approving official’s signature, a copy of the previously approved written leave request and a justification of the circumstances preventing the employee from using the leave.  Any requests lacking the required documentation will be returned.  

Approved requests should be forwarded immediately to the Director, Administrative Services.  Leave approved for restoration to employee accounts must be used within two leave years subsequent to the leave year from which the leave was restored.  

40.4.7.3   Timekeeping and Restored Leave.  The PC-Tare unit at the Transactional Processing Center will notify and coordinate with the employee’s timekeeper so that the appropriate adjustment will be made to reflect the restoration in the PC-Tare master record.  PC-Tare will track restored annual leave balances, but not expiration dates.  The employee and his/her timekeeper must manually monitor the timeline for expiration of restored leave.

40.5 {RESERVED}

40.6   Motor Vehicle Program.  TIGTA utilizes Government Owned Vehicles (GOV), such as law enforcement vehicles, surveillance vehicles, utility vehicles, seized vehicles and undercover vehicles, as part of TIGTA's investigative authorities.  Pursuant to GSA and Treasury regulations, Administrative Services provides oversight of this program, which includes but is not limited to, the Fleet Fuel Card Program, the Vehicle Acquisition Program, vehicle inventory, vehicle sales and preparation of an annual report to show costs associated with vehicle operations and maintenance.  

40.6.1   Fleet Card Program.  GSA serves as the Contracting Officer for the government under the GSA SmartPay Card Program, which includes the fleet cards.  Under this program, Agency Program Coordinators (APC), interface with Citibank to serve as the overall point of control for all fleet cardholders.  The APC function activates, deactivates and reinstates accounts, obtains emergency replacement cards, makes adjustments to hierarchy/approval codes, reports stolen cards, provides liaison for monthly reconciliation of card statements, assists in card disputes, and submits tax reimbursement filing for recovery of motor fuel taxes.

One fleet credit card is issued for each inventoried vehicle and is limited to $250 per transaction.  Transactions include the purchase of gasoline, oil, car washes, tires, battery and wiper blade replacement and other minor emergency repairs.  For purchases of tires, service or major repairs greater than $250, but less than $2,500, contact Office of Investigations Divisional Management (Special Agents in Charge – both Field and Headquarters) for approval and purchase with a Small Purchase Credit Card.  For repairs, services or purchases over $2,500, a request must be sent to the Acquisitions Team before any service can be performed.  See Section 40.7.

Cardholders receive a monthly statement of account from Citibank within 7-10 days after the monthly closing date.  The Office of Investigations Field and Headquarters Divisional Office Managers reconcile the statements to ensure funding is available, certify for payment, and prepare a Fleet Card Cover Sheet detailing each cardholder’s account, charges, and respective CQ to be charged.  The Approving Official is the Special Agent in Charge (SAC) who reviews the statements to ensure that the purchases were authorized, single purchase limits were not exceeded, receipts are attached for each purchase, and there were no split procurement transactions.  After review, certification is required on the cover sheets.

The Monthly Statement and Fleet Card Cover Sheets are then faxed to (304) 256-3044, Designated Billing Office, Beckley Finance Center, for approval of the master billing statement and payment to Citibank.  Original statements are sent directly to the Internal Revenue Service-Beckley Finance Center, P. O. Box 9002, Beckley, WV 25802.  The original receipts are kept with the individual vehicle file.  See Section 40.7 for more detailed reconciliation procedures.

40.6.2   Acquisition Program.   All requests for the purchase or lease of law enforcement vehicles must be submitted to the Department of Treasury, Office of Asset Management.  Treasury Department regulations require that the Assistant Secretary for Management certify that law enforcement vehicles purchased by a bureau are consistent with Vehicle Management Principles.  Replacement vehicles must be within appropriated limits and meet the standards in the Federal Property Management Regulations 101-38-402.  Exceptions include vehicles that have been wrecked, damaged or worn beyond economical repair.  Minimum replacement standards for passenger vehicles are three years or 60,000 miles.

40.6.2.1   Procurement Requests.   The Office of Investigations establishes an authorized number of vehicles to be purchased each fiscal year based on the number of home-to-work and work-to-home authorizations, and the total number of law enforcement positions provided these authorizations.  Procurement and distribution of new vehicles is based on budget constraints and the number, condition, and age of the existing fleet.  All vehicle procurement requests are prepared and consolidated into a single package by the Acquisitions Unit-Motor Vehicle Coordinator (MVC) and submitted to the Treasury Assistant Secretary for Management and Chief Financial Officer, through Treasury’s Office of Asset Management during February of each year.  

Any requests for motor vehicle procurements from GOV resale funds must be received in Treasury’s Office of Asset Management no later than September 1st each year in order to allow sufficient time for review and transmittal to GSA.

40.6.2.2   Procurement Package.   A procurement package includes:

· Memorandum from the Deputy Inspector General for Investigations that details the request 

· Detail of Number of Vehicles to Be Purchased 

· Justification for Other Than Full and Open Competition

· GSA Form 1781, Motor Vehicle Requisition 

· Certification of Funds 

· Standard Form 1334, Requisition for Equipment, Supplies or Services

After concurrence by Treasury’s Assistant Secretary for Management and the Chief Financial Officer, a copy of the procurement package is sent to GSA - Automotive Center.  

In addition, the MVC transmits an electronic spreadsheet to GSA.  This spreadsheet details Agency, Agency Order No., Requisition No, Description of Vehicle, Options, Price, GSA Surcharge, Color, Contracted Dealer, Agency Contact, Contact Phone Number, Requestor Name, Requestor Address, Consignee Name, Consignee Phone Number, and Consignee Address.

Once GSA receives the detailed spreadsheet, the order is completed and GSA sends an acknowledgement to the MVC.  The MVC reviews, certifies the accuracy of the order, and returns the acknowledgement as approved to GSA, completing the ordering process.

40.6.2.3   Delivery of Government Owned Vehicles.   GSA generates Form 8002, Motor Vehicle Delivery Order, for each vehicle ordered.  These forms include specific details for each vehicle ordered, including make, model, description, approximate delivery date, point of contact, and post of duty where the vehicle is being delivered.  The MVC and the Office of Investigations Field and Headquarters Divisional Office Managers receive a copy of this form.  In addition, the automotive manufacturers send an original Certificate of Origin (COI) to the MVC once the vehicle is being built at their plant.  

The Office of Investigations Field and Headquarters Divisional Office Managers notify the MVC once they receive contact from a dealership regarding pre-delivery of a vehicle.  At the time of delivery, the MVC sends the original COI to the Office of Investigations Field or Headquarter Divisional Office Manager.  A copy of the certificate must be presented to the dealer to verify ownership at the time the new vehicle is picked up.  The form is used to register the vehicle.

The Office of Investigations Representative taking delivery must ensure that the new vehicle received is the correct vehicle, with the correct options, ordered by TIGTA.  If there is a discrepancy, he/she must not to take delivery.  He/she should call the MVC so that GSA and the automotive manufacturer’s representative can be contacted for resolution.

Once an office takes delivery of the vehicle, the Office of Investigations Field or Headquarters Office Manager prepares a Receipt of TIGTA-Owned Vehicle Form.  This form is sent to the MVC so that the vehicle can be entered into an inventory system. 

40.6.3   Government Owned Vehicles Inventory System.   TIGTA is required to maintain systems for the effective control and accountability of all motor vehicle fleet assets pursuant to Treasury Directive 74-01.

TIGTA maintains an inventory system that tracks vehicle location, Office of Investigations Field or Headquarters Division, vehicle identification number, model and year, manufacturer, date of acquisition, cost, monthly mileage, monthly maintenance, fuel cost, and other data required.

The MVC maintains the motor vehicle inventory system by adding new vehicles, transferring vehicles between field divisions, and tracking the disposal of vehicles.  The MVC coordinates with the Office of Investigations Field or Headquarters Divisional Office Managers to ensure that all vehicles are properly tracked.  Each Office Manager must submit a quarterly GOV report that certifies all TIGTA vehicles were properly assigned and used in accordance with applicable TIGTA and Treasury policies, and that all TIGTA vehicle data on mileage, gas usage, maintenance costs, etc. has been entered into the vehicle inventory database.  In addition to the quarterly GOV report each Office of Investigations Field and Headquarters Division will also submit copies of all transfer documents and copies of all disposal documents.  The MVC also compiles quarterly reports to detail each Office of Investigations Field and Headquarters Division’s motor vehicle fleet to include current vehicles in their fleet, authorized fleet level, and the number of vehicles meeting varying mileage criteria. 

The Office Manager for each SAC maintains control over the motor vehicle inventory system by reassigning vehicles within their division, updating maintenance and gas usage data on a monthly basis, entering individual vehicle log data on a monthly basis, and running reports for use in maintaining the fleet program.

40.6.4   GOV Disposal Process.  A GOV is eligible for excess when it has met the minimum standards for replacement set forth by FPMR 101-38-402.  At a minimum, the vehicle must meet one of the following criteria: be at least three years old, have mileage of 60,000 or more, or be wrecked or damaged beyond economical repair, including wear caused by abnormal operating conditions.  The Office of Investigations Field and Headquarters Divisions must send a memorandum to the Assistant Special Agent in Charge (ASAC), Technical Services, for authorization to excess any vehicle not meeting the requirements of FPMR 101-38-402.  The ASAC, Technical Services will coordinate with the TIGTA Property Officer to ensure compliance with federal regulations regarding the disposal of property.

Vehicles can be exchanged via sale by GSA at auction, transferred from one government agency to another, donated to non-Federal agencies, or excessed to GSA, and destroyed, which would include a memorandum detailing the condition of the item and certifying that the item was destroyed.

All copies of disposal transactions are forwarded to the MVC, Mission Support, to update the vehicle inventory system.

40.6.4.1   GOV Resale’s -  GSA Reimbursement Program.   A Standard Form SF-126 is prepared for vehicles eligible for replacement.  The Office of Investigations Field and Headquarters Divisional Office Managers prepare the SF-126 and send the form to the GSA office closest to the vehicle location.  A copy is sent to the MVC.

Once GSA receives the SF-126, a Sales Memorandum is prepared and the vehicle is added for inclusion in the next available auction.  Once the vehicle is sold, GSA prepares the “Property Release Authorization” form.  This form is sent to GSA, Receivables/6 BCDR, 1500 E. Bannister Road, Kansas City, Mo. 64131, where an analyst prepares the appropriate documents to notify both the MVC and the Beckley Finance Center (BFC) of the proceeds (net of GSA’s fee) from the sale of the vehicle.  The BFC puts the funds into a suspense account for the benefit of TIGTA.  The MVC coordinates with the TIGTA Property Officer for removal of the vehicles from inventory and TIGTA's Financial Management Office to prepare the necessary documents to apply the resale funds against the TIGTA reimbursable account established at the beginning the of fiscal year.  GOV resale funds can only be used to purchase replacement vehicles.  

40.6.5  Government Owned Vehicle Reports.   Executive Order 13149 authorizes the Office of Management and Budget and the Department of Energy (DOE) to collect information each year to measure an agency’s progress in achieving a 20 percent reduction in annual petroleum consumption.  The tools and information needed by the agency to report annual progress toward meeting these requirements include the DOE’s Federal Automotive Statistical Tool (FAST).  GSA requires the Bureaus under the Department of Treasury to provide them an annual FAST report by November 1.  This system allows direct input to GSA and summarizes TIGTA’s fleet for each fiscal year, overall vehicles on hand as of September 30, projected vehicle purchases, types of vehicles, maintenance cost, fuel cost, gallons used, direct maintenance, indirect maintenance, mileage used, etc.

40.7   Acquisitions.  TIGTA established an Acquisitions Team in January 1999, to centralize and standardize the acquisition/procurement process used to obtain supplies and services for all TIGTA offices.  The team is part of Administrative Services within the Office of Management Services (OMS) and is located in Headquarters. 

The team processes all requests for: procurements that are considered centralized purchases; purchases that exceed the micro-purchase threshold of $2,500; out-service training over $2,500; ADP equipment; and supplies or services that are under the $2,500 micro-purchase threshold where the vendor will not accept credit cards or convenience checks.

Other types of service provided by the team include guidance and assistance in the preparation of Statements of Work, Sole Source Justifications, and other documentation necessary to complete procurement requests. 

The team tracks the requests; enters receipt and acceptance of goods and services  (based on receiving reports from requesters) into the Requisition Tracking System (WebRTS); coordinates with Beckley Finance Center for payment of goods and services; coordinates with TIGTA Contracting Officer’s Technical Representatives (COTR); and, works with the IRS Procurement function to ensure completion of requests.

The IRS Office of Procurement serves as the Contracting Officer for TIGTA on a reimbursable basis.  As such, they are available to provide information and assistance for complex acquisitions in order to avoid issuing contracts with unrealistic delivery or performance schedules and to ensure that the preparation of necessary documentation is sufficient to issue a contract.  

When planning a large or complex acquisition, in which the assistance and expertise of a contracting officer is needed, contact the Acquisitions Team and they will coordinate a meeting between all interested parties.

40.7.1 Requests for Procurements.  There are several classifications of procurements, each with varying requirements and regulations.  The requirements are dependent upon the type of services or supplies being purchased and the amount of the purchase.  

Micro-Purchase Using Small Purchase Credit Card.  The Federal Acquisition Regulation (FAR), defines “micro-purchases” as acquisitions of goods or supplies, the aggregate amount of which does not exceed $2,500 (except in the case of construction buys, in which the limit is $2,000) www.arnet.gov/far/  The Simplified Acquisition Procedures set forth in Part 13 of the FAR encourage the use of the Small Purchase Credit Card in such transactions.  Proposed transactions in excess of these limits must be submitted to the Acquisition Team for processing.  For transactions that occur on a monthly basis, the aggregate total for a 12-month period cannot exceed $30,000.  As long as the individual transaction does not exceed $2,500, the credit card can be used.

Credit cards can be used for purchases such as:

· General Office Supplies

· Non-ADP Office Equipment Such As Shredders, VCRs, TVs, Fax Machines*

· Office Furniture (Not Covered In A Formal Space Project)*

· Cell Phones (Including Accessories And Usage Charges)

· Monthly Locator Services 

· Monthly Post Office Box Rentals

· Equipment Repairs (Not Covered By Central Maintenance Agreements)

· Subscription/Reference Materials

· Out-Service Training Tuition (Below $2,500)

· Monthly Rental Of Parking Spaces Or Storage Rentals

· Certain Types Of ADP Supplies And Accessories, Such As Cables, Screen Guards, Etc. 

* Pre-Approval by Functional Head Required 

Items for Recruitment, Trade Shows, Retirements and Recognition.   TIGTA has an approved catalog for ordering recruitment, trade shows, retirements, and employee and outside recognition items.  The catalog describes and provides order information.  Only items listed in the catalog should be ordered for these purposes.  Questions concerning retirement items should be addressed to the Acquisitions Team.  

Catalog items may be ordered, with management approval, using the small purchase card (under $2,500) or a Request for Procurement to Acquisitions (over $2,500).  Each function is responsible for funding their orders.  In addition, each function may decide to institute its own internal procedures for review, approval and ordering.  The appropriate Functional Training Coordinator is to be contacted before any item is ordered.
No charges may be made on the small purchase credit card without ensuring that the proper funding and CQ has been established.  (See Chapter 600, Section 50 for further information.)  Each function is responsible for establishing required levels of approval for micro-purchases other than non-ADP office equipment, furniture and subscriptions, which are to be approved by the appropriate Deputy or Assistant Inspector General or Chief Counsel.

Non-ADP office equipment and cell phones are considered TIGTA property and must be included in the TIGTA Property Tracking System.  Purchases of this type require notification to the Property Officer; refer to Chapter 500, Section 140 for further information.

Contact TIGTA’s Agency Program Coordinator for the Small Purchase Program, to obtain a small purchase credit card or receive guidance on the proper use of the card.

Centralized Purchases.  The purchase of copiers and corresponding maintenance agreements, postage meters and corresponding maintenance agreements, pagers, leased antenna sites, government owned vehicles, and ADP equipment are considered centralized purchases and must be processed through the Acquisitions Team.  OMS controls funding for copiers, postage meters, pagers and respective maintenance agreements.  Funding for ADP equipment and respective maintenance agreements is controlled by the Office of Information Technology (OIT).  Requests for procurement for all ADP equipment must be submitted to OIT.  OIT will approve, fund and forward the request to the Acquisition Team for processing

Other Types of Purchases.  Simplified acquisition procedures are frequently used to execute purchases of supplies or services exceeding $2,500 but less than $100,000, and employ procurement vehicles such as Blanket Purchase Authorities, Interagency Agreements, Small Business 8(a) firms, etc.  Requests for purchases that exceed $2,500 often require market surveys listing at least 3 sources, and in some cases, will also require a Statement of Work.  If the request for purchase is to obtain the services of one unique vendor, a Sole Source Justification, a Statement of Work and a Justification for Other Than Open and Full Competition are also required.  

When planning for the purchase of supplies or services, it is important for the initiating office to be aware of the various types of procurement vehicles available, and the necessary documentation required.  The Internal Revenue Service Procurement site  (http://acprocurement.irs.gov/) identifies sources and provides procedures on the preparation of any required documentation. 

40.7.2   Submitting Requests for Procurement.  To initiate a request for procurement, the initiating office develops the specifications of the request and prepares the necessary documentation as discussed in Section 40.7.1.  The documentation is then attached to a Request for Procurement Form and forwarded electronically to the *TIGTA Procurement Requests mailbox.  If you are unable to transmit electronically, hand carry or mail the request to the Acquisitions Team, 6th Floor, TIGTA, 1125 15th Street, N.W., Washington, DC  20005.  A Request for Procurement and accompanying documentation are required for all purchases processed through the Acquisition Team.  The only exception is a request for out-service training which requires a completed and approved SF-182, Request, Authorization, Agreement and Certification of Training.  

40.7.3   Processing Requests for Procurement.  When the request is received by the Acquisitions Team, it is reviewed by the Team Leader to ensure the information included on the request form is complete, appropriate approving and funding signatures have been obtained, and appropriate funding codes have been provided.  The package is also reviewed to ensure the appropriate documentation is attached.  If the request is incomplete or missing required documentation it will be returned to the initiating office for completion.  After the review process, the request is given a control number and assigned to an Acquisitions Analyst. The Team Leader notifies the initiator via e-mail of the control number and the analyst assigned.

The Acquisitions Analyst serves as a liaison between IRS Procurement and the initiating office.  The Analyst reviews all documentation for completeness and assists the initiator and/or COTR in preparing the necessary documentation.  

Role of a COTR - In some cases, the initiating office must also designate a COTR.  The COTR works with IRS Procurement and the Acquisitions Team to provide technical/expert knowledge during contract award reviews and provides feedback to IRS Procurement on whether the contractor is providing the services as outlined in the contract.

Other responsibilities of the COTR include:

· Developing an Annual Acquisition Plan

· Reviewing invoices from servicing agency

· Submitting requests for de-obligation of funds as necessary

· Submit requests for Procurement to Acquisitions Team

· Regular budget tracking

· Liaison between OMS Acquisitions Team, contracting agency, and IRS-Procurement

IRS-Procurement requires a copy of the respective COTR training certificate within 30 days of nomination for a contract/agreement.  The minimum training for designation as a Treasury COTR is 24 hours basic COTR training, 4 hours of procurement ethics training, and attending an 8-hour refresher course every 3 years. The Treasury Acquisition Institute (TAI) provides a 40-hour COTR training course on a regular basis.  The TAI can be contacted at (202) 283-1148 for course scheduling.

Once all documentation is completed, and if required, a COTR has been appointed, the Acquisitions Analyst enters the information into the Requisition Tracking System (RTS) for appropriate functional approval and routing to IRS Procurement.  Once the contract has been awarded by IRS Procurement, the Acquisitions Analyst will notify the initiator and/or COTR. 

Upon receipt of the requested supplies or services, the initiator must fax, mail or e-mail the packing slip or other receiving documentation to the Acquisitions Analyst along with the date the supplies or services were received.  This documentation is required to acknowledge receipt and acceptance of the goods and/or services so that invoices can be promptly paid.

40.7.3.1   Processing Small Purchase Credit Card Purchases.  For purchases processed by the Acquisitions Team via Small Purchase Credit Card procedures, the Acquisitions Analyst notifies the initiator and/or COTR of completion of the purchase and monitors the purchase until the goods and/or services are delivered and accepted by the initiator.

40.7.3.2   Processing Other Types of Purchases.  For purchases that exceed the $2,500 micro-purchase threshold, an Acquisitions Analyst acts as a liaison between the initiator, COTR and IRS Procurement.  The Acquisitions Analyst will review Statements of Work and specifications ensuring market research is performed and acceptable.  Information should include: specifications, deliverables, and performance schedules.  If the documentation is incomplete, an Acquisitions Analyst will return the request to the initiator or COTR to complete.  

40.7.3.3   Processing Out-Service Training Requests.  Upon receipt of a completed SF-182 from the Plan Manager (Financial Management), an assigned Acquisitions Analyst enters the request into the RTS system for funding purposes and returns the SF-182 to the appropriate functional training coordinator for processing and billing of the out-service training.

40.7.3.4   Processing Interagency Agreements.  An Interagency Agreement (IAG) is written to obtain a legally binding contract between two Federal agencies, which specifies the tasks to be accomplished by an agency in support of the other.  These procedures cover IAG’s where TIGTA is contracting with another federal entity for services.  This includes labor and non-labor costs for detailed personnel and administrative support provided to Treasury Inspector General for Tax Administration (TIGTA-wide) Offices (i.e., Audit, Investigations, Chief Counsel, Information Technology (IT) and Management Services). 

The authority to execute Interagency Agreements (IAGs) obligating TIGTA funds is held by the Economy Act, 31 U.S.C. $ 1535, as implemented by Federal Acquisition Regulation Subpart 17.5 and in compliance with the Competition in Contracting Act, P.L. 98-369.

To initiate a TIGTA Interagency Agreement: 


· Develop specifications or statement of work to ensure that all program requirements are included (cost estimate should be obtained and a statement of work agreed upon).

· Designate a Contracting Officer's Technical Representative (COTR) to administer your IAG and include COTR Procedures as an Attachment.  COTRs must attend formal training prior to administering the agreement.  Please refer to (600)-40.7.3 for further information.

· Include function head signature and accounting codes. 

· Complete the Analysis of Alternatives (ROL) to answer the question: "Is this the most cost-effective, efficient method to obtain the services requested?"

· Include Memoranda of Understanding (MOU’s) or any attachments from the other federal agency, etc.

· Submit a “Request for Procurement” form and the completed agreement to TIGTA, Office of Administrative Services, Acquisitions Unit, Attention:  xxxxx xxxxxx, 6th Floor, 1125 15th Street, NW, Washington, DC  20005 or send electronically to the *TIGTA Procurement Requests mailbox.

The Acquisitions Team will submit the package to Chief Counsel for their review.  See Chapter 700-Chief Counsel-Section (700)-130 for further information.  Once approved by Chief Counsel, the IAG package will be returned to the Acquisitions Team for processing.  The IAG will be entered into the automated Procurement system, routed through and approved by TIGTA Financial Management and then sent to Procurement.

To help assist in the preparation of an Interagency Agreement (IAG), follow the guidelines under the IRS Procurement website.  To access the Procurement website, click the hyperlink.  http://acprocurement.irs.gov/howto/iag.htm
TIGTA currently has an agreement with the IRS Commissioner covering various services that will continue to be provided by IRS.  Click the below hyperlink under the Treasury Inspector General for Tax Administration Home Page for TIGTA Guidance Documents.  ..\..\mous\mouindex.html
Renewals to existing Interagency Agreements which include option years should be submitted by the requesting function or COTR to the *TIGTA Procurement Requests mailbox no later than August 15th preceding each new fiscal year, or portion of a fiscal year, for which the IAG needs to be in effect. 

40.7.4   Payment Procedures.  The Prompt Payment Act mandates that Federal agencies pay what are termed proper invoices within a specified time.  The agency will be required to pay an interest penalty to the vendor if a proper invoice is not paid timely. Unless specifically provided for in the contract, the payment due date is 30 days from the date a proper invoice is received in the payment office or the date of receipt and acceptance of the supplies or services, whichever is later.  The analyst will enter the receipt and acceptance information into RTS.  For contracts and/or interagency agreements that involve payments based on specific deliverables or specific time frames, the COTR will complete the receipt and acceptance through RTS.  TIGTA’s designated payment office is IRS-Beckley Finance Center.

40.8   Official Travel 

40.8.1   Travel Cards.  The Travel and Transportation Reform Act of 1998 requires Federal employees to use a government travel charge card for the payment of official travel expenses.  (See Federal Travel Regulations (FTR), FTR 301.51.1)  Based on Treasury Directive 74-12, “Use of the Government Charge Card”, employees will use the Treasury approved contractor-issued travel charge card, Citibank MasterCard. Cardholders should be familiar with the terms and conditions of the travel card.  Refer to FTR 301-5.2 for expenses/individuals exempt from using the government travel card. 
To apply for an Individually Billed Travel Card (IBA), the Citibank IBA Application must be forwarded to the TIGTA Travel Coordinator in Administrative Services at least 14 business days prior to the scheduled travel date.  Monthly limits on all IBA TIGTA travel cards are set at $10,000 with no individual per purchase limit.  Any employee requiring an increase to their monthly limit must obtain the written approval of there respective DIG, AIG or Chief Counsel.  The request is then forwarded to the Travel Coordinator for action.  

As stated in FTR 301-52.7, employees are to file their travel vouchers within 5 days after the completion of travel, 30 days if the travel is continuous.  Travel cards are for official travel expenses only.  The card is not to be used for personal purchases or in lieu of a government small purchase card or fleet card.  Any other use of the travel card is considered unauthorized, and may result in disciplinary action against the employee. The TIGTA Travel Coordinator reviews monthly travel card purchases. The coordinator will contact cardholders directly regarding any unusual purchases prior to contacting the employee’s manager.  

40.8.1.1  Cardholder Liability  

Treasury Directive 74-12, states "Employees who have an individually billed account are responsible for all charges and must pay Citibank directly in full by the billing due date.  Timely payment is required even if employees have not been reimbursed by the Government first."  

The FTR makes provisions to ensure employees receive reimbursements in a timely manner.  

FTR 301-52.7 allows that employees must file for reimbursement within 5 days of completion of travel.  

FTR 301-52.17 states that an agency must reimburse a traveler within 30 days of filing a proper travel claim to the designated approving office.  

Unless the card has been lost, stolen or transactions(s) are under dispute,  the IBA accountholder is personally liable for charges and fees associated with his/her travel card.  To further assist cardholders with understanding their liability, accountholders should also be familiar with the FTR and TIGTA travel charge card policies.  

If a charge appears on the employee’s statement and the employee considers the charge erroneous, the charge must be disputed in accordance with Citibank policy, otherwise the charge is not considered disputed and must be paid in full by the billing due date. Cardholders with disputed charges or billing problems should contact the TIGTA Travel Coordinator for assistance.  

Additional information on cardholder responsibility of credit card charges can be found under FTR 301-52.24.  For information on undisputed amounts owed to the IBA, refer to FTR 301-54. 

40.8.1.2  Travel Card Delinquency.  

Employee Responsibilities

To reinforce TIGTA’s commitment to prevent delinquencies, the following procedures have been adopted to notify management when accounts are in various stages of undisputed delinquency.  The delinquency notification procedures are in Exhibit (600)-40.6.

Because cardholders are directly responsible for all charges, (FTR 301-52.24) Citibank may seek any delinquent payment directly from the cardholder by garnishment of wages.  Once a card is cancelled, Citibank will turn the account over to a collection agency to collect any unpaid balance and assessed late fees.  Citibank will also report the delinquency to credit bureaus.  Further, cardholders are responsible for payment of any late fees for undisputed amounts.  Late fees assessed by the credit card company for undisputed balances, will not be reimbursed.  (Treasury Directive 34-02, Credit Management and Debt Collection).

GSA offers free web based training “The Government Travel Charge Card, Charting the Course” for any federal travelers who would like to become more familiar with the travel card and federal travel regulations.  

Citibank also offers “CitiDirect” online which allows cardholders to view their statement information 24 hours a day 7 days a week.  To log into CitiDirect, type in http://www.cards.citidirect.com/welcome.html.  At the introduction screen, type “tigta” in the CitiDirect Client Code field.  This will take you to the login screen.  Your login name and initial password are the same, the first 4 letters of your last name plus the last 6 digits of your travel card number.  Once logged in, you will be prompted to change your password.  If you experience any problem logging in, contact Citibank CitiDirect Customer Service at 1-800-790-7206, option #2.  

Use of these resources allows any employee to check on their account status regardless of whether they have received a paper statement or delinquency letter.  If you have traveled and incurred charges, non-receipt of a paper statement is not sufficient reason to be delinquent. 

Managers Responsibilities
The Inspector General and Senior Staff have determined the management actions that should be promptly taken at each step in the process.  These actions are being required both to ensure consistency across TIGTA functions and to underscore the seriousness that is ascribed to travel card delinquencies.

Exhibit (600)-40.7  describes the required actions that should be taken in consultation with Employee Relations and may vary based on mitigating factors or prior discipline.  Please also note that the actions are related to card suspensions and cancellations only.  Misuse of the card for personal or unauthorized purchases is a separate offense and should be discussed individually with Employee Relations.   

40.8.2   Travel Voucher Systems.   

Travel Reimbursement and Accounting System (TRAS).  Travel reimbursements and request for advances are filed through the web version of TRAS.  WebTRAS is an IRS system for travel advances and vouchers, submitted, approved and processed electronically.  The traveler is reimbursed via Electronic Funds Transfer (EFT) within 5-7 days after manager approval.  Foreign travel or amendments to previously filed travel vouchers must be filed manually on IRS Form 1012.  

All employees will need to submit IRS Form 5081 to the TIGTA Travel Coordinator to be added to the WebTRAS system.  Based on the information on Form 5081, the coordinator will create an employee profile in WebTRAS.  Once the employee profile is established, the travel coordinator will notify the employee of their login name and TRAS password.

Requests for permissions.  Approval, report functionality, secretary/support staff permissions and employee profile transfers will be submitted to the Travel Coordinator in writing by the highest level manager involved in the transaction.

Manual Vouchers.   Non-TIGTA personnel traveling at the agency’s expense will complete IRS Form 1012 for reimbursement of approved expenditures. All foreign travel vouchers or travel reimbursements that cannot otherwise be filed through WebTRAS will also be filed manually.

The Form 1012 and all required original receipts and authorization forms should be submitted to the Beckley Finance Center, 110 N. Heber Street, Beckley WV, 28505. 

40.8.3   Reservations.   All federal travelers must use the Travel Management Service (TMS) approved by their agency when making travel arrangements.  This includes, but is not limited to air, rail, hotel and rental car.  Further regulation information can be found in FTR 301-73.102 and Treasury Directive 74-13. 

TIGTA has chosen the IRS FedTrip online travel reservation system in conjunction with SATO to act as its TMS.

Transaction Fees.   A nonrefundable fee will be charged to each reservation booked through FedTrip or SATO.  Once a reservation is booked and a change is needed after a ticket or invoice is issued, or there are other elements added, an additional transaction fee will be charged.

The transaction fee charges as of 3/1/2003:

Reservations booked through SATO:

$28 -- Domestic air, car & hotel

$ 8 -- Domestic car and/or hotel only

$ 32 – International

Reservations booked through FedTrip:

$ 15 – Domestic air, car & hotel

$8 – Domestic car and/or hotel only

40.8.3.1   IRS FedTrip – FedTrip is an online travel reservation system designed exclusively for Government travel.  This system allows the traveler to create a travel itinerary and book air travel, car and hotel reservations, taking advantage of government approved and contracted rates.  Travelers can forward their travel itinerary electronically to SATO for booking. 

FedTrip also provides links to other Government websites such as per diem rates, car rental, lodging, federal regulations and contract airlines.  The system is accessible via the Intranet and when away from the office access can be made through the Internet.

The FedTrip system features industry-standard security features that include an additional level of security (SSL) to protect charge card data.

Accessing FedTrip – FedTrip can be accessed via the intranet using URL: http://awss.web.irs.gov/customersupport/TRAVEL/fedtrip1.htm.  A link has been placed on the TIGTA Homepage.  To access FedTrip through the Internet use the URL www.fedtrip.gov.  This will bring you to a Welcome screen requesting your Agency Name, Member Login and Password.  Since TIGTA is using the IRS FedTrip system, you must enter IRS as the Agency Name. 

Employees who have an active TRAS login name and password will also have access to FedTrip.  The FedTrip login name is the same as the TRAS login name.  

1St Time Access - The first time you access FedTrip, you will use your TRAS login name for both your FedTrip login name and password.  Once you have successfully logged into the system you will be prompted to change your password.  Your password must be at least six but no more than eight characters and must contain at least one non-alphabetic character.  Note that passwords are case sensitive.

Traveler Profiles – Travelers have the opportunity to create a personal profile.  For the frequent traveler or individual who travels to the same destination, customizing a profile will assist in reducing the amount of time spent selecting airlines, seating selection and/or hotel and car rental. 

Password Lock Outs – If you become locked out of FedTrip for any reason you will need to contact an IRS FedTrip Administrator to reset your password.  This listing can also be found at: http://erc.web.irs.gov/docs/2002/awss/cs/erclinks/TSAlist_bu.htm
FedTrip Assistance – SATO/FedTrip assistance can be reached toll-free, 24 hours a day, 7 days a week at (877) 905-9647.  

Establishing Planner Permissions in FedTrip – An individual traveler is capable, through FedTrip, to add a Travel Planner to their profile.  A Travel Planner is an individual who, upon being given permission, can create itineraries and make reservations on behalf of the individual traveler.

For information on adding a travel planner to your FedTrip profile click on: http://erc.web.irs.gov/docs/2002/awss/cs/erclinks/IRS_Travel_Guide_AddMyPlanner_files/frame.htm
If you’re unable to activate the travel planner permissions, contact the IRS FedTrip Administrator for assistance. 

Travel Policy/Travel Handbook – TIGTA employees should refer to the TIGTA Travel Manual, GSA Policy works, Treasury Directives or contact the TIGTA Travel Office for assistance.  The travel manual and policy links in FedTrip are specific to IRS employees and may not be consistent with current TIGTA policy.

Restrictions – FedTrip cannot be used to book personal travel arrangements. Employees who need to book International travel, use the Corporate Travel Charge Card or do not have a government travel card will not be able to book their travel through FedTrip and will need to secure their travel reservations through other means (SATO) that met government regulations.

Additional information on using the FedTrip system is available at the IRS FedTrip Site. 
40.8.3.2   SATO – SATO (https://portals.navigant.com/Sato/IRS/default.asp) is the approved reservation service of the IRS.  In the event that an employee cannot use FedTrip or requires assistance in booking their reservation, TIGTA employees may utilize SATO.  Both domestic and foreign travel may be booked through SATO.  Each reservation and/or change to a reservation will incur a standard transaction fee.  This SATO transaction fee is not to be included in the total cost of the airline ticket.  When filing for reimbursement through TRAS, TRAS provides a separate transaction fee expense choice for this fee. 

40.8.3.3   Use of non-contract or cost saving airfares
Definitions:

City Pair Contract Carrier:  An airline with which GSA has entered into agreement to provide service for Federal travelers between one of 5,000 different city pairs.  A specific airline may be a City Pair Contract Carrier for one or more city pairs (e.g., Washington to Denver), but not for others (e.g., Washington to Dallas). 

City Pair Contract Fare:  This is the fare negotiated by GSA for Federal travelers for a specific City Pair.  It is often not the absolutely lowest fare because it contains special benefits such as one-way, no advance purchase, no minimum/maximum stay, fully refundable, no charge for cancellation/change, last seat availability, no blackout.

Capacity Controlled Fare:  These are fares offered by some City Pair Contract Carriers when making a reservation in advance.  The Capacity Controlled Fare is not effective until the traveler is actually ticketed.  In FedTrip, the Capacity Controlled Fare is identified for you.

Non-Contract Carrier:  An airline with which GSA has not entered into agreement to provide service for Federal travelers between a specific City Pair.  

GSA requires Federal travelers on official business to use City Pair Contract Carriers unless a specific exception applies. (see “Exceptions” below)  This required use is the incentive necessary to obtain airline participation in the City Pair program and allows the airlines the business volume necessary to offer discounted rates.  

While using a City Pair Contract Carrier, you may use the City Pair Contract Fare, a Capacity Controlled Fare, or possibly a lower fare offered by the City Pair Contract Carrier.  (Refer to FTR 301-10.108)

It is a violation of GSA’s contract with the City Pair Contract Carrier for you not to use a City Pair Contract Carrier because of personal preference, frequent flyer clubs, etc. 

Basic Exception.  GSA authorizes an exception to the mandatory use of City Pair Contract Carriers if a Non-Contract Carrier offers a fare to the general public that is lower than any available City Pair Contract Fare, Capacity Controlled Fare, or other fare offered by the City Pair Contract Carrier.  However, low fare tickets on a Non-Contract Carrier often include restrictions such as non-refundable fares, change or cancellation fees, minimum/maximum stay requirements, etc.

Other Exceptions:

· Space is not available on a City Pair Contract Carrier flight that would get the traveler to their destination in time to accomplish the purpose of the travel, or use of the City Pair Contract Carrier would require you to incur unnecessary overnight lodging costs which increase the total cost of the trip.

· The City Pair Contract Carrier’s flight schedule is inconsistent with explicit TIGTA policies with regard to scheduling travel during normal working hours.

· Rail service is available, cost effective, and consistent with mission requirements.

· Smoking is permitted on the City Pair Contract Carrier flight, and the non-smoking section of the aircraft is not acceptable to you.

Any traveler who meets one or more of the above-mentioned exceptions and intends to use a lower fare or non-contract carrier is required to discuss this with the their approving official prior to purchasing the ticket.

Using the Basic Exception could result in travel savings for TIGTA.  However, because of various restrictions on low cost fares, there is also a potential for higher travel costs (e.g., cancelled trip is non-refundable).  The best time to use the Basic Exception would be when there is a high probability that there will be no changes to the trip, or when there is a large difference between the City Pair Contract Fair and the low cost fare.

Using the Other Exceptions could result in higher travel costs but would seem to be closely related to mission accomplishment.

TIGTA travelers are encouraged to make their reservations and be ticketed as early as possible to take advantage of Capacity Controlled Fares whenever available.

TIGTA travel approvers should estimate the potential for higher travel costs on a trip-by-trip basis when travelers use the Basic Exception and should determine the relative priority of mission accomplishment and employee satisfaction when travelers want to use the Other Exceptions.

40.8.3.4   Car Rental Guidelines.  FTR 301-10, Transportation Expenses, Subpart E requires that use of a rental car be advantageous to the government and approved in advance.  The manager authorized to approve your TRAS voucher is the individual who should pre-approve your use of a rental vehicle.  Pre-approvals should be in writing (e.g. e-mail).  

The FTR explains that car rentals made under the Government Rental Car Agreement already contain a Collision Damage Waiver (CDW) on behalf of the government and that employees are not to elect or claim a CDW unless required for foreign travel situations not covered under the agreement.  The FTR also states that employees are liable for any expenses due to unauthorized use of a rental car or for other than official travel-related purposes.
The Department of Defense, Military Traffic Management Command, Office of Car Rental Carriers, implemented the U.S. Government Rental Car Agreement.  As a result, a government employee on official travel using a government travel charge card receives guaranteed rates. The agreement also includes benefits such as unlimited mileage and CDW insurance.  Currently, all car rental reservations made through SATO utilize the U.S. Government Rental Car Agreement.  If making your own rental car arrangements, you should ensure that you are quoted government official travel rates.
In addition to the general guidelines cited above, TIGTA has implementied its own specific guidance to ensure that travel funds for rental cars are prudently spent.  The listing below applies to all TIGTA travelers regardless of grade level or destination.  They do not apply to undercover or other enforcement operations.

Compact – One to two travelers.  

Mid Size – Three travelers.  

Full Size – Four travelers.  

Mini-Van – Five travelers.  

Full-Size Van – Six or more travelers.  

TIGTA employees are not authorized to rent Premium or Luxury class vehicles unless the rental is due to upgrade coupons or lack of availability of lower classed vehicles.   Such rental must be at the same price (free upgrade) as the vehicle requirements listed above.  Convertibles, high-performance and exotic vehicles may not be rented.  In addition, Economy or Sub-Compact vehicles are also not to be rented due to safety concerns with potential collisions and their small size.

40.8.4   Special Travel Situations.  Special travel situations should be coordinated through the TIGTA Travel Coordinator.

First-Class Travel.  The agency will not authorize, pay for, or reimburse employees or others for the use of first-class travel without prior written authorization of the Inspector General for Tax Administration.  Once approval is given, a copy of the request must be forwarded to the Director, Performance and Investment for data collection and annual reporting purposes.  TD 74-13. 

Premium-Class Travel Other Than First-Class.  The IG for Tax Administration or other officially designated official may authorize an employee to travel by premium class, other than first class as long as such approval is consistent with FTR 301-10 and TD 74-13.  Employees seeking approval to travel by Premium-Class other than first class must receive written approval prior to making travel arrangements.  Once approval is given, the original request must be forward to the Director, Performance and Investment for data collection and annual reporting purposes.
Accepting Payment from Non-Federal Sources for Travel Expenses.  The IG for Tax Administration or other designated official may authorize TIGTA employees to accept payment from non-federal sources for travel, subsistence, and related expenses with respect to their attendance and/or that of an accompanying spouse, at a function relevant to their official duties.  References: FTR 304-1.4, “Conditions for Acceptance,” TD 12-24, “Delegation of Authority to Accept Payment from Non-Federal Sources for Travel Expenses”, and FTR Chapter 304, “Payment from a Non-Federal Source for Travel Expenses”.

Exceeding Approved Per Diem.  Any employee who exceeds the GSA approved per diem rate for lodging must complete IRS Form 1321, “Authorization for Official Travel” prior to travel.  The appropriate AIG or DIG must sign the Form 1321.  Employees are to seek approval prior to confirming any travel arrangements.  Once approved, forward the form to the Travel Coordinator for a travel authorization number.  This authorization number is required when filing for reimbursement through TRAS or manual voucher.

This form is also used for Invitational travel, International travel and official representation at funerals.

40.8.5   Fair Labor Standards Act (FLSA) Requirements.
References.  The rules in 5 CFR 550.112(g) are used to determine hours of work for travel for both FLSA exempt and nonexempt (covered) employees.  Rules in 5 CFR 551.401(h) and 551.422 are also used to determine hours of work for travel for FLSA-nonexempt employees, so that the total number of hours for nonexempt employees is the total determined under both laws.  These rules do not apply to members of the Senior Executive Service. 

Coverage.  5 CFR 550.112(g) applies to both General Schedule and prevailing rate employees who are nonexempt from (covered by) the FLSA and employees who are exempt from the FLSA but covered by the overtime pay provisions of Title 5, United States Code.  See block 35 of your latest Notification of Personnel Action (SF-50) or the position description cover sheet to find out whether a position is nonexempt (N) or exempt (E) for the FLSA. 

40.8.6   Weekend Travel.  TIGTA will authorize round-trip transportation expenses for return travel to an employee’s official duty station when an employee is on a TDY assignment within the continental United States in excess of one week, except when an employee is on TDY assignment for attendance at training.  Return travel to an employee's official duty station on weekends when the TDY assignment is for attendance at training, will be approved on a case-by-case basis, by the person who authorized the training. 

TIGTA will pay for return trips beginning with the first weekend in TDY status and every weekend thereafter. The employee will not be required to complete a comparison of expenditures for return travel home. A detail assignment will be included in TDY so long as it is outside the local commuting area of the employee’s official residence or duty station; it must be either of those to be covered.

The employee is not entitled to compensation in the form of overtime, credit hours, compensatory time, etc., for this travel because it is for the employee’s convenience and not directed by TIGTA. Employees who exercise this option will do so voluntarily and, regardless of their FLSA status, will not be reimbursed for any resulting travel time. Completion of forty (40) hours of work time, inclusive of holidays and leave and excluding, for those eligible, any Law Enforcement Availability Pay time worked, is required prior to exercising the option of a paid return trip home. Employees must also ensure that any weekend expenses (e.g., hotel, rental car) that they would have incurred had they remained at their TDY location are eliminated.

References. Title 41 CFR 301-11 - Temporary Duty (TDY) Travel Allowances, Per Diem Expenses.

40.8.7 Reserved
40.8.8   Official Passports.   Employees traveling on official government travel to any foreign country, including Canada, require an official government passport.  This passport is issued by the State Department and is for official government business only.

The State Department, Special Issuing Agency, issues no-fee passports to citizens traveling abroad for the U.S. Government and certain others who are exempt by law from payment of the passport fee.  The type of no-fee passport issued (diplomatic, official or regular no-fee) depends upon the purpose of travel.  The State Department’s Special Issuing Agency will determine which type is to be issued based upon the purpose provided.

The passport may only be used when going overseas in discharging of official duties.  A passport will only be issued to a traveler who has an official trip pending with the exception of travel related to on-going investigations which may be exempt from set travel dates.  

New Passports.  Employees who have never had an official passport will complete application form DSP-11, available on-line at www.state.gov
Renewal of Passports.  Employees who have an official passports that has expired they will need to complete as DSP-11.  If the official passport has not expired and the employee will need to travel, complete a DSP-82, forward the signed application, official passport, and two 2 passport photos to the TIGTA Travel Coordinator 30 or more days prior to the expiration date. 
Passports issued by another agency.  The issuing agency will need to complete and submit a form DSP-19 and passport to the Special Issuing Agency.  TIGTA will request the passport for the Special Issuing Agency.

Request for Official Passport.  The appropriate office head (DIG, AIG, Chief Counsel) should forward the following information to the AIG, OMS no less than 30 days prior to the departure date: 

Name(s) of traveler 

Title

Grade

Birth Date

Dates of Departure and Return

Purpose of Trip

Employees located in Headquarters - Employees applying for an official passport who are physically located in the Washington DC area may submit their application and supporting documentation directly to the Travel Coordinator.  The Travel Coordinator will certify the supporting documentation, witness the employee signature, sign the DSP-11 or DSP-82 as the acceptance agent and submit the application and photos directly to the Special Issuance Agency.  The required authorization letter will be prepared by the TIGTA Travel Coordinator and submitted with the passport package. 

Employees located outside Headquarters – Employees physically located outside of the Washington DC area will submit their application, supporting documentation, photos and a Letter of Acceptance to the nearest U.S. Passport office.  The acceptance letter will be prepared by the travel coordinator and sent directly to the employee prior to submission of the application.  

Country Clearance Cables - All employees traveling to a foreign country require a country clearance.  It is the responsibility of the agency sponsoring the trip to arrange for the clearance.   

Authorized Couriers and Courier Pick-up – Couriers are authorized to drop off or pick up passports, letters of authorization and suspense letters.  Only those individuals authorized by TIGTA will be able to pick up passports at the Special Issuing Agency located in Washington DC.  TIGTA currently has three employees identified as official couriers.

Visa Requirements - The State Department has an active website with Visa requirements.  However, the traveler should check with his or her individual trip coordinator regarding the need for a visa.

40.9  Reserved 

40.10   Public Transportation Subsidy Program (PTSP).   The PTSP is designed to improve air quality, reduce traffic congestion, and conserve energy by encouraging employees to commute by means other than single occupancy vehicles.  Executive Order 13150 "Federal Workforce Transportation" extends the PTSP to all federal employees who utilize mass transportation or vanpools in connection with travel between their residences and their posts of duty.  Eligible employees receive their actual commuting expenses up to a maximum non-taxable amount of $100.00 per month.  Under the MOU between TIGTA and IRS, the IRS provides PTSP services to TIGTA employees.  TIGTA’s Mission Support team acts as the liaison between TIGTA and the IRS. 

40.10.1   How to Apply, Makes Changes, and Withdraw from Program.   All participants (Except “Private” Vanpool Participants) must complete and submit Form 11664-A, Public Transportation Subsidy Program Application.  Private vanpool participants must complete and submit a PTSP vanpool application form, Form 11664-B.  The standard employee identifier (SEID) sections of the applications do not apply to TIGTA.  TIGTA employees should enter their TIGTA ID badge number in the SEID section.  In addition, the Employee Certification Section of the applications states, “I certify that I am employed by the Internal Revenue Service.”  TIGTA Employees should write “TIGTA” in parentheses after this statement.  

Third Party Pickup can be accomplished by using Form 11664-E.  Personal information can be changed by using Form 11664-C.  

Employees who elect to leave the program and have not exhausted their subsidy must complete Form 1664-G Participant Return of Fare Media.  This form provides instructions on returning the unused media.

All PTSP forms may be found at http://erc.web.irs.gov/Displayanswers/AnswerType.asp?QuestionID=1341&SubCategoryID=0&CategoryID=80&FolderID=8.  To obtain more information on the PTSP, access the IRS PTSP Web Site.
40.11   Photocopier Program.   This section provides procedures for TIGTA photocopiers 

40.11.1   Acronyms. 
PPMO – Personal Property Management Officer

TCPC – TIGTA Copier Program Coordinator

FCC – Functional Copier Contact 

40.11.2   Photocopier Types & Distribution.
TIGTA utilizes the following types of photocopiers:

· Desk Top Stationery Photocopier:

· Multi-copy speed – 15 Cpm (letter) & 13 Cpm (legal)

· Automatic document feeder – 13 originals per minute

· First time copy speed – 10.0 seconds

· Warm up time – 0 seconds

· Multiple copies – 1 to 100

Distribution – 2 to 3 employees within an office 

· Digital/Analog Low Volume: 

· Multi-copy speed - 21 Cpm (letter) & 13 Cpm (legal)

· Auto document feeder – 50 originals

· Magnification

· First time copy speed – 7.9 seconds max.

· Warm up time – Approximately 90 seconds or less

· Multiple copies – 1 to 99

Distribution – 4 to 7 employees within an office
· Digital/Analog Mid Volume:

· Multi-copy speed -  50 Cpm (letter) & 34 Cpm (legal)

· Auto document feeder – 100 originals

· Magnification

· First time copy speed – 30 seconds max.

· Warm up time – Approximately 5 minutes

· Multiple copies – 1 to 999

Distribution – 8 to 15 employees within an office
· Digital/Analog High Volume:  

· Multi-copy speed –  120 Cpm (letter & legal)

· Re-circulating document feeder  (RDF) – 100 originals

· Magnification

· First time copy speed –  8 seconds

· Warm up time – Approximately 7 minutes

· Multiple copies – 1 to 9,999

Distribution – 15 to 100 employees within an office
40.11.3   Responsibilities.   The TCPC is located in Acquisitions in Management Services and is responsible for the following:  

· Research photocopier market and purchase all photocopiers 
· Notify affected  FCC’s of new or replacement purchases.
· Provide the FCC’s with barcodes to place on new photocopiers.
· Renew all maintenance contracts for field offices.

· Headquarters Only: Upon e-mail notification of a photocopier needing service, arrange the service call and confirm the arrival of a technician with the affected function.  

· Track Headquarters maintenance expenditures.

· Maintain copier records in TIGTA ‘s automated inventory system except disposals.

· Solicit an annual copier inventory certification from the FCC’s and reconcile against TIGTA’s automated inventory system.

· Provide assistance in moves of any photocopier. 
· Process receipt and acceptance for all photocopier invoices. 

Special Agents in Charge and Audit Directors are responsible for appointing FCC’s.  The FCC’s have the following responsibilities:

· Monitor machine performance and call in repairs to specified vendor on all contract maintenance photocopiers.  Headquarters Only: Report photocopiers in need of service to the TCPC via e-mail stating the problem; model; manufacturer; serial number; and room number.

· Notify the TCPC of any photocopier needing to be moved. 

· Provide annually an inventory certification of photocopiers within PODs.

· Purchase supplies such as:  paper, toner, developer, and or staples.  

· Prepare necessary forms to initiate copier disposal.

TIGTA employees are responsible for treating photocopiers as TIGTA personal property in accordance with Chapter 500-140.2.

40.11.4   Nationwide Photocopier Inventory.   The photocopier inventory will be updated and maintained by the TCPC in TIGTA’s automated inventory system.  The copier system contains the following fields.  
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40.11.5   Photocopier Replacement Program.   All photocopiers will be replaced based on each machine’s life expectancy and repair record.  Life expectancy is a function of age and copy counts as recommended by the vendor.   

When it is time to replace a copier, a surplus copier, if available and in good condition, will be sent to the office in need.  However, a new photocopier will be purchased if there are no such surplus photocopiers.  The TCPC will initiate the procurement action to purchase the copier subject to the availability of funds.  Once the requisition has been entered into the RTS system and forwarded for approval, the TCPC will notify the FCC via e-mail.  Once the procurement has been awarded, the TCPC will forward a Notification of Procurement Form to the FCC to enable them to begin a prompt disposal process as described in Section 40.11.11.

40.11.6   Off Cycle Replacements.   Photocopiers that are damaged and not cost effective to repair should be reported to the TCPC via e-mail as soon as possible.  The FCC should attach all service reports.  The information indicating the necessity to purchase a replacement will be reviewed and approved by the Assistant Director, Administrative Services.  If funding is available within that fiscal year, the machine will be ordered upon approval.  However, if funding is not available, it will be requested as part of the mid-year review or subsequent fiscal year budget formulation. 

40.11.7   Photocopiers for Space Projects.  The Real Estate Analyst assigned to the creation of a new POD will ensure that the TCPC is notified when the project is approved so that a copier can be timely funded.  The Real Estate Analyst will provide a Request for Procurement Form and forward it to the *TIGTA Procurement Requests mailbox to initiate a purchase for the new post-of–duty.  Once the machine has been ordered, all correspondence pertaining to the purchase will be sent to the Real Estate Analyst.  It is the responsibility of the Real Estate Analyst to make sure all delivery documentation is provided to the TCPC once the machine has arrived.

40.11.8   Budget.  Acquisitions of Management Services will be responsible for the budget submission for all new and replacement copiers each year using the inventory database and any other outstanding requests.  Functions should ensure that copier requests are forwarded to Acquisitions timely to be included in a budget request.

40.11.9   Moving Photocopiers.  The TCPC will work with the FCC on any photocopiers that need to be moved.  Photocopiers that are scheduled to be moved due to the re-location of an office will be handled by the TCPC and the Real Estate Analyst.  Under no circumstances should TIGTA employees move photocopiers on their own. 

40.11.10   Receipt of New or Used Photocopiers.  Upon receipt of a new or used photocopier, the FCC is to notify the TCPC via fax with packing/shipping documentation including the serial number, manufacturer, and model number.  The TCPC will then send a TIGTA barcode to be placed on the photocopier. 

40.11.11   Disposal of Photocopiers.  The TCPC makes the decision to replace a photocopier in a designated office.  The FCC should then begin the disposal process by completing and submitting Form SF-120 to the PPMO in accordance with Chapter (500)-140.8, Excessing and Surplusing Personal Property.  

Photocopiers that have been designated for disposal will remain in their current location and in the inventory until the copier is either transferred to another agency or sold by GSA.  Once this information has been received from GSA, the PPMO will enter the sale or transfer information into the inventory system and notify the FCC of the disposal details 

40.11.12   Maintenance Agreements.  Maintenance agreements will be renewed each year by the TCPC.  All agreements will be entered into the procurement system on or before August 30th for the next fiscal year.  The TCPC will notify the FCC of any contract changes. 

40.11.13   Inventory Reconciliation.  On June 1st of every year, the FCCs will receive an inventory listing from the TCPC.  The FCC will certify that the inventory list is correct or make necessary changes.  The FCC will then initial the review and forward the information back to the TCPC within 10 business days of receipt.  The TCPC will reconcile the certified inventory list with the TIGTA Automated Inventory System.  Any missing property must be reported to the appropriate function head in accordance with Chapter (500)-140.9.
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