OFFICE OF TREASURY INSPECTOR GENERAL

FOR TAX ADMINISTRATION

DATE: October 1, 2003


CHAPTER 300 - AUDITING

(300)-120
Management Information System

120.1   Overview.

The objective of the Inspector General for Audit Management Information System (IGAMIS) is to provide Office of Audit (OA) management with information essential to the effective management and oversight of audit programs and activities.

Information available through the IGAMIS includes, but is not limited to:

· Time expended on audits and projects.

· Time expended on training and Continuing Professional Education (CPE) credits earned.

· Travel expenses.

· Audit and project information.

120.2   IGAMIS.

IGAMIS coordinators are responsible for IGAMIS maintenance and data entry.  Management Assistants in each of the four business units have been designated as IGAMIS coordinators.

An IGAMIS Audit/Project Input Sheet must be prepared for all new projects and audits not previously established on the System during the annual resource planning process.  The IGAMIS Audit/Project Input Sheet is provided on the network under File/New/Audit Forms tab/IGAMIS Audit Initiation Document Template.xlt.  In addition, pre-defined IGAMIS numbers are set at the beginning of each fiscal year for selected direct and indirect time categories and are communicated in a Deputy Inspector General for Audit (DIGA) Memorandum.  Pre-defined indirect time numbers are provided in 
Exhibit (300)-120.1.

Audit Managers or Directors will prepare the IGAMIS Audit/Project Input Sheet for their IGAMIS coordinators.  The coordinators will then open a project on the database and assign a number.  A copy of the input sheet used to initiate the audit or project should be sent to the Office of Management and Policy (OMP) *TIGTA Audit PGP1 email address.  Refer to Exhibit (300)-130.2 for naming conventions.

Two additional IGAMIS input forms are used to aid managers in providing status changes to their IGAMIS coordinators.  The IGAMIS Update Form for Audit Plans & Miscellaneous Changes is to be used when data need to be changed on an existing audit.  The IGAMIS Update Form for Final Reports is to be used when a final report is issued.  These forms can be found on the network under File/New/Audit Forms/IGAMIS Update Form.dot and File/New/Audit Forms/IGAMIS Final Report Update Form.dot. 

The audit/project numbering schema consists of a nine-digit audit number with the first four digits representing the fiscal year in which the audit/project was initiated.  The next two digits identify the business unit responsible for the audit/project or any other type of audit identifier that may be needed by the business unit.  The final three digits represent the sequential number of the audit/project within each business unit.  An example of an IGAMIS number is 2003-20-001, which represents the first audit assigned (001) in the Information Systems Program (20) in Fiscal Year 2003 (2003).

The business unit designations for IGAMIS are:

· Headquarters Operations and Exempt Organizations Programs (HOP) – 1.

· Information Systems Programs (ISP) – 2.

· Small Business and Corporate Programs (SBP) – 3.

· Wage and Investment Income Programs (WIP) – 4.

The OMP uses the designation IGP – P.

Monthly, coordinators email IGAMIS information to the IGAMIS Administrator in the OMP.  IGAMIS data are due to the Administrator by the sixth of each month.  Special schedules and the Schedule of Draft Reports Outstanding Over 60 Days are generated for the DIGA 1 week later.  (These dates may deviate from the original due dates because of a holiday or weekend.  The field offices will establish early cutoff dates and employees may estimate their time when earlier due dates are required.)  IGAMIS data are also used as the source of the OA’s input for the Inspector General’s monthly Performance Data Report.

At the close of the fiscal year, the IGAMIS coordinators are responsible for deleting closed projects and audits.  All audits and projects with open status codes are carried over into the next fiscal year.  The system adjusts the year-to-date totals, planned staff days, and total times for carry-over projects and audits.

120.3   Annual Resource Plan. 

At the beginning of the fiscal year, the Annual Resource Plan is established in the IGAMIS for each business unit.  The Annual Resource Plan establishes the planned expenditures of OA resources.  

Based on the total authorized staffing, the Assistant Inspectors General for Audit (AIGA) are responsible for allocating the planned resource expenditures for the fiscal year.  The direct audit time should be based on the audit coverage established in the Annual Audit Plan.  The planned resources are established in the IGAMIS for the following categories: 

· Direct Audit Time. 

· Staff Development. 

· Staff Support. 

· Computer Support.

· Executive Supervision.

· Inspector General (IG) Management. 

· Leave and Holidays.

120.4   IGAMIS Code Definitions.

The IGAMIS uses a variety of codes to track the use of audit resources and convey detailed information about each audit or project. Many of these codes may change annually based on our audit emphasis.  

120.4.1   Codes Used for Special Audit Projects.   Although most of the IGAMIS codes are self-explanatory, the following are the codes that require more definition to ensure that each office uses these codes consistently: 

· IG Management – These codes should be used only by Audit Managers.

· 200xM01
Administrative Duties.

· Employee evaluations.

· Reviewing time reports.

· 200xM02
Staff Development.

· Mock interviews.

· Career counseling.

· Executive Supervision (200xE01) – This code should be used only by Directors.

· Congressional Testimony (200xN11.Txx) – For reporting staff time devoted to testimonies, the audit numbering scheme will be 200xN11.Txx.  The first four digits reflect the fiscal year, the next three digits signify the project as a Congressional activity, the “T” identifies the activity as the Congressional testimony, and the final two digits reflect the sequential numbering of each fiscal year’s testimony.  Requests for the next sequential testimony-related IGAMIS number should be forwarded to the OMP’s IGAMIS Systems Administrator.  Examples of the testimony numbering include: 

· 200xN11.T01 - Inspector General Testimony Before the House Appropriations Committee, Subcommittee on Treasury, Postal Service, and General Government.

· 200xN11.T02 - Inspector General Testimony Before the Subcommittee on Oversight, Committee on Ways and Means, U.S. House of Representatives.

· 200xN11.T03 - Inspector General Testimony: Joint Hearing Before Committees of the U.S. Senate and the U.S. House of Representatives.

· Congressional Response Products (200xN11.CRxx) – This code should be used to capture the time expended on responses to Congressional inquiries that do not result in an audit report.  This coding allows for differentiation among the various Congressional responses.  The first four digits reflect the fiscal year; the next three digits signify this project as a Congressional activity; the “CR” identifies the activity as the Congressional response; and the final two digits reflect the sequential numbering of each fiscal year’s Congressional responses.  Requests for the next sequential Congressional response-related IGAMIS number should be forwarded via electronic mail to the IGAMIS Systems Administration in the OMP.

Since these products will be reflected in the Monthly Performance Report and the Semiannual Report to the Congress, they will be assigned product numbers.  The numbering scheme will parallel the current report and testimony numbering scheme, with the exception being that the fifth and sixth digits will be used to distinguish the product as a Congressional response.  The identifying code will be “0R” (i.e., 200x-0R-xxx).

· Congressional Briefings (200xN11.CBxx) – This code should be used to account for the resources expended in providing congressional briefings.  For purposes of capturing the time expended to prepare and discuss relevant audit issues, Congressional briefings are defined as either a telephone conference or an in-person meeting.

The audit numbering scheme will be the first four digits reflecting the fiscal year, the next three digits signifying this task as Congressional activity, CB identifying the activity as an OA briefing to the Congress, and the final two digits reflecting the sequential numbering of each fiscal year’s Congressional briefing.  To receive a number, the following information must be provided:  

· Date of the Briefing.

· Subject Matter.

· Appropriate Congressional Contacts (Committee or Individual).

· Briefing Attendees.

· Special Projects (200xN10) – This code should be used to capture 
non-audit related time such as responding to data calls, preparing the IGAMIS Annual Resource Plan, analyzing/approving monthly IGAMIS input data, or any other projects assigned by the AIGAs.

· Training Classes (200xS01) – These are courses sponsored by the Treasury Inspector General for Tax Administration (TIGTA), the Department of the Treasury, or the Internal Revenue Service (IRS) and are commonly referred to as in-house courses.  This category should also be used for training from outside vendors (i.e., MIS Training Institute, ESI International, AGA, USDA Grad School, IGATI, Treasury, AICPA, IIA, etc.).  .


· On-the-Job (OJT) Training (200xS02) – This code can be used by both the trainee and the coach.  Generally, the trainee will charge all of his or her time to this category during the first 3 months or completion of the OJT package, whichever comes first.  The coach can charge up to one-half of his or her time during the comparable period to OJT.  All CPE hours for the USDA correspondence course should be reported under 200xS03 when the new employee completes the course.


· Self-Study/Professional Certification (200xS03) - Self-study courses and courses taken in preparation for achieving a professional certification.  CPE hours for the USDA correspondence course for new employees should also be charged to this code.
· Business Unit CPEs (200xS04) – This refers to staff development time spent attending Business Unit CPEs.  

· Course Development/Instructing (200xS05) – This refers to time spent developing a course specifically for OA and time spent presenting the class.  The GAO’s Interpretation of Continuing Education and Training Requirements contains specific information regarding how to calculate the amount of CPE hours earned for course development and instruction.  See Section (300)-140 for more information. 

· Equal Employment Opportunity (EEO) Training (200xS06) – This code is used to record EEO training.  Time spent on classes related to EEO, diversity, preventing sexual harassment, and emphasis area programs, such as Association for the Improvement of Minorities (AIM), Federally Employed Women (FEW), Women in Federal Law Enforcement (WIFLE), etc., should be charged to this code. 

· Security Training (200xS07) – This code is used to record training related to security of the workplace, security of computer equipment, security of data, etc..  This codes also includes the annual UNAX refresher and annual security awareness refresher training.  GAO guidelines prohibit CPE credit for refresher courses. 

· General Short-Term Research (200x0900) – This direct time code is used for short-term research conducted for planning audit assignments.  

· Strategic/Annual Audit Planning (200x890) – This direct time code is used for risk assessments.

· Investigation Collaterals (200x0910) – This direct time code is used for assisting the Office of Investigations.  

· Late Management Responses (200x0901.xxx) – This direct time code is used to capture time expended to process responses to final reports issued in a prior fiscal year.  There is one numbering scheme for the entire OA.  Each AIGA’s secretary, or other designee, will assign the numbers.  A three-digit dot extension will be used to keep the respective audit time separate for each audit.  The general research project title will include the words “Late Management Response” and the original IGAMIS audit number.  

Where appropriate, dot extensions should be used to further define specific tasks or assignments related to a general category.  These extensions should be three alpha or numeric characters; e.g., 200xN02.JAC is assigned for a specific project on the Journey-Level Advisory Council.  Please consult your IGAMIS coordinator or Administrator for the proper use of dot extensions.

120.4.2   Presidential Management Agenda Initiatives (PMAI) Codes.   The PMAI codes are tracked in IGAMIS to report OA’s coverage to members of the Congress and outside organizations.  There are five Government-wide initiatives and one additional category to track audit coverage of Homeland Security issues.  Audits should be categorized in IGAMIS using the following codes for FY 2003 PMAI initiatives:

	Code
	Initiative

	HC
	Strategic Management of Human Capital

	CS
	Competitive Sourcing

	IM
	Improved Financial Management

	EG
	Expanded Electronic Government

	BP
	Budget and Performance Integration

	HS
	Homeland Security

	NE
	None


See Exhibit (300)-120.2, Presidential Management Agenda Initiatives Report Excerpts, which should be used to aid in categorizing audits by PMAI code.

120.5   IGAMIS Reports.
After receipt of data from the IGAMIS coordinators, the Administrator verifies information and prepares a variety of monthly and quarterly reports.  These reports include:

· Special Schedules (monthly).

· Functional Area Listing (monthly).

· Schedule of Drafts Outstanding Over 60 Days (monthly).

· OA TIGTA Performance Report (monthly).

The Special Schedules and Schedule of Drafts Outstanding Over 60 Days are distributed internally to OA management and are used in a variety of ways to aid in the management and oversight of the audit program.  The Functional Area Listing and the Special Schedules are provided to the Director, Office of Legislative Affairs, and is intended to inform IRS management of ongoing OA audits.

The IGAMIS Administrator forwards the OA TIGTA Performance Report to the Office of Performance and Investment staff, where it is combined with the remaining offices in the TIGTA to create the TIGTA Performance Report.

120.6   Audit Time Report.

OA employee time is controlled on the IGAMIS.  All OA employees should use the electronic time report to provide a daily record of their time expended on audit activities, training, and leave.  Employees should provide this form at the end of the month to their appropriate manager for review and approval.  Timely submission is essential because this information is used by IGAMIS coordinators in the preparation of monthly activity reports.

Auditors should ensure that their monthly time reports clearly distinguish between time spent in fieldwork and draft/final report writing.  The following definitions will assist auditors in distinguishing between the respective audit phases:

· Planning/Fieldwork includes time devoted to micro risk assessments, audit plan development, evidence gathering, audit execution and testing, and supervisory review of audit work.

· Report writing includes time devoted to developing the draft and final report documents, as well as developing administrative documents required as part of the report writing process (e.g., the Joint Audit Management Enterprise System form and the Outcome Measure Summary document).

If audit report writing begins before fieldwork is completed, these efforts/time expended should continue to be reported under fieldwork.  The audit should be converted to the report writing phase only after all the audit fieldwork and related supervisory review are completed.

Travel and administrative time, such as preparing travel vouchers, time reports, and employee evaluations, should be charged to related audit projects.

Employees must prepare monthly electronic Travel Expense Input Forms when travel expenditures are claimed.  These forms aid in tracking project costs.  The travel forms are included in the electronic file for the time report.  Managers should approve the travel form before forwarding the electronic file to the IGAMIS coordinator for the appropriate business unit.

Exhibit (300)-120.1

Pre-Defined IGAMIS Numbers

INDIRECT TIME CATEGORIES

(No extensions are allowed unless issued from the Administrator.)

(The “x” represents the current fiscal year (FY), e.g., 200xN02 would be 2003N02 for FY 2003).

Staff Support

	200xN02
	Inspector General Studies or Task Forces
	200xN08
	Recruiting

	200xN03
	Managers’ Meetings
	200xN09
	Other

	200xN04
	Office Moves/Renovations
	200xN10
	Special Projects

	200xN05
	Internal Peer Reviews
	200xN11.CBxx
	Congressional Briefings

	200xN05.EX
	External Peer Reviews
	200xN11.CRxx
	Congressional Responses 

	200xN06
	Staff Meetings
	200xN11.Txx 
	Congressional Testimony 

	200xN07
	EEO Time
	
	


Technique:  NO

RAS Code:  NO

Functional Area:  SU

Computer Support

200xC01
Information Technology Support


200xC02
Master File Extracts

200xC03
Other

Technique:  CS

RAS Code:  CS


Functional Area:  CS

IG Management (Audit Managers)
	200xM01
	Administrative Duties
	200xM02
	Staff Development


Technique:  IGM

RAS Code:  GA

Functional Area:  GA

Executive Supervision (Directors)
	200xE01
	Executive Supervision
	
	


Technique:  ES

RAS Code:  ES

Functional Area:  ES
Staff Development
	200xS01
	Training Classes
	200xS05
	Course Development/Instructing.

	200xS02
	On-the-Job Training
	200xS06
	EEO Training

	200xS03
	Self-Study/Professional Certification
	200xS07
	Security Training

	200xS04
	Business Unit CPEs
	
	


Technique:  DE

RAS Code:  DE

Functional Area:  DE

Exhibit (300)-120.2

Presidential Management Agenda Initiatives Report Excerpts

Strategic Management of Human Capital (HC) 

The first priority of the President’s management reform initiative is to make the Federal Government citizen-centered.  The number of layers in the Government must be compressed to reduce the distance between citizens and decision-makers, and agencies should redistribute their allotted staff from higher-level positions to front-line service-delivery.  Each agency has been asked to prepare a 5-year restructuring plan as part of its 2003 budget request, based upon a workforce analysis, to accomplish this important goal.

Agencies will reshape their organizations to meet a standard of excellence in attaining the outcomes important to the nation.  Each agency will identify how it will reduce the number of managers, reduce the number of organizational layers, reduce the time it takes to make decisions, change the span of control, and increase the number of employees who provide services to citizens.

The Administration will adopt information technology (IT) systems to capture some of the knowledge and skills of retiring employees.  Knowledge management systems are just one part of an effective strategy that will help generate, capture, and disseminate knowledge and information that is relevant to the organization’s mission.

While the Administration will be seeking some targeted civil service reforms, agencies must make better use of the flexibilities currently in place to acquire and develop talent and leadership.  Such authorities are largely underutilized across the Federal sector because many agencies are unaware of the existence of such flexibilities.  The Administration will assess agencies’ use of existing authorities as well as the outcomes achieved under demonstration projects.  This assessment will help us determine what statutory changes are needed to enhance management flexibility, permit more performance-oriented compensation, correct skills imbalances, and provide other tools to recruit, retain, and reward a high-quality workforce.  

Competitive Sourcing (CS)

To achieve efficient and effective competition between public and private sources, the Administration has committed itself to simplifying and improving the procedures for evaluating public and private sources, to better publicizing the activities subject to competition, and to ensuring senior-level agency attention to the promotion of competition.

In accordance with the Federal Activities Inventory Reform (FAIR) Act, agencies are assessing the susceptibility to competition of the activities their workforces are performing.  After review by the Office of Management and Budget (OMB), the agencies will provide their inventories to the Congress and make them available to the public.  Interested parties may challenge the omission or inclusion of any particular activity. 

Agencies developed specific performance plans to meet the 2002 goal of completing public-private or direct conversion competition on not less than 5 percent of the full-time equivalent employees listed on the FAIR Act inventories.  The performance target will increase by 10 percent in 2003.

The Administration will adopt procedures to improve and expand competition.  As a first step, the OMB has proposed that reimbursable (fee-for-service) work involving performance by a Federal agency be recompeted every 3 to 5 years, similar to standard contract review, renewal, or solicitation procedures.

The Administration will seek to implement findings of the Commercial Activities Panel, a commission created by the Congress to examine the policies and procedures governing public-private competition.

Finally, the Administration is pursuing administrative and legislative actions to incorporate the full costs of agency work into the daily budget and acquisition process.  This will eliminate the complex, after-the-fact calculation of public-sector costs.

Improved Financial Performance (IM)

The Administration will first establish a baseline of the extent of erroneous payments.  Agencies will include in 2003 budget submissions information on erroneous payment rates, including actual and target rates, where available, for benefit and assistance programs over $2 billion.  Using this information, the OMB will work with agencies to establish goals to reduce erroneous payments for each program.

To ensure that Federal financial systems produce accurate and timely information to support operating, budget, and policy decisions, the OMB will work with agencies to:

· Improve timeliness by:

1. Re-engineering reporting processes and expanding use of web-based technologies.

2. Instituting quarterly financial statements.

3. Accelerating end-of-year reporting. 

4. Measuring systems compliance with agencies’ ability to meet OMB and Department of the Treasury requirements accurately and timely.

·  Enhance usefulness by:

1. Requiring comparative financial reporting.

2. Reporting specific financial performance measurements.

3. Integrating financial and performance information.

· Ensure reliability by obtaining and sustaining clean audit opinions for:

1. Components of agencies. 

2. Agencies.

3. The Government as a whole.

· Changes to the budget process will allow us to better measure the real cost and performance of programs. 
Expanded Electronic Government (EG)

The Administration will advance E-government strategy by supporting projects that offer performance gains across agency boundaries, such as e-procurement, e-grants, e-regulation, and e-signatures.  It will manage E-government projects more effectively by using the budget process to insist on more effective planning of IT investments by Government agencies.  A task force of agency personnel in coordination with the OMB and the President’s Management Council will identify E-government projects that can deliver significant productivity and performance gains across the Government.  The task force will also identify the systematic barriers that have blocked the deployment of E-government advances.  The task force will work to:

· Create easy-to-find single points of access to Government services for individuals.

· Reduce the reporting burden on businesses—businesses should not have to file the same information over and over because the Government fails to reuse the data appropriately or fails to take advantage of commercial electronic transaction protocols.

· Share information more quickly and conveniently between the Federal and state, local, and tribal governments.  We must also do a better job of collaborating with foreign governments and institutions.

· Automate internal processes to reduce costs internally, within the Federal Government, by disseminating best practices across agencies.

To support the task force’s work, the OMB will scrutinize Federal IT investments to ensure that they maximize interoperability and minimize redundancy.  The Administration will also improve the Federal Government’s use of the Web.

It will expand and improve the FirstGov (www.FirstGov.gov) web site to offer citizens a convenient entry to Government services.  The OMB will engage the agencies and state and local governments in this venture, to help citizens find information and obtain services organized according to their needs and not according to the divisions created by the Government’s organizational chart.

Agencies will undertake a Federal Public Key Infrastructure to promote digital signatures for transactions within the Federal Government, between the Government and businesses and between the Government and citizens.  The digital signature initiative should be coordinated with state and local governments as well as the private sector.

All agencies will use a single e-procurement portal, www.FedBizOpps.gov, to provide access to notices of solicitations over $25,000.  A fully operational Government-wide entry point on the Internet represents a first step in capitalizing on electronic business processes and making e-procurement the Government-wide standard.  The next step:  agencies will make use of the single portal to consolidate procurement on the way to the broader E-government goal of supply chain management.

Major regulatory agencies will use the Web to inform citizens of the cases before them, allow access to the development of rules, and make more transparent the decisions they make.

Budget and Performance Integration (BP)

To provide a greater focus on performance, the Administration plans to formally integrate performance review with budget decisions.  This integration is designed to begin to produce performance-based budgets starting with the 2003 budget submission.

Initially, the OMB will work with agencies to select objectives for a few important programs, assess what programs do to achieve these objectives, how much that costs, and how effectiveness could be improved.

Over time, agencies will be expected to identify high-quality outcome measures, accurately monitor the performance of programs, and begin integrating this presentation with associated cost.  Through the use of this information, high-performing programs will be reinforced and nonperforming activities will be reformed or terminated.

The Administration is also transmitting legislative changes that will make budgeting and management in the Executive Branch more performance-oriented and improve accountability.  The Administration will propose a bill to fully fund employee retirement benefits, taking a step toward simplifying the rules for opening Government support services to more competition by substituting a budgetary cost measure for the current complex cost comparison.  A second bill will align other costs with results and provide a framework for a more transparent budget presentation.

Ultimately, the Administration will attempt to more completely integrate information about costs and program performance in a single oversight process.  This would include budgeting for the full cost of resources where they are used, making budget program and activity lines more parallel with outputs, and, where useful, improving alignment of budget accounts.

Homeland Security (HS)

The President created a new Department of Homeland Security, the most significant transformation of the U.S. Government in over a half-century, by largely transforming and realigning the current confusing patchwork of Government activities into a single department whose primary mission is to protect our homeland.  The creation of a Department of Homeland Security is one more key step in the President's national strategy for homeland security. 

The Department of Homeland Security would make Americans safer because our nation would have: 

· One department whose primary mission is to protect the American homeland. 

· One department to secure our borders, transportation sector, ports, and critical infrastructure. 

· One department to synthesize and analyze homeland security intelligence from multiple sources. 

· One department to coordinate communications with state and local governments, private industry, and the American people about threats and preparedness. 

· One department to coordinate our efforts to protect the American people against bioterrorism and other weapons of mass destruction. 

· One department to help train and equip for first responders. 

· One department to manage Federal emergency response activities. 

· More security officers in the field working to stop terrorists and fewer resources in Washington managing duplicative and redundant activities that drain critical homeland security resources. 
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