TREASURY INSPECTOR GENERAL
FOR TAX ADMINISTRATION

DATE:  April 1, 2015

CHAPTER 100 – NATURE AND PURPOSE

[bookmark: _GoBack][bookmark: natpurp100_100]100     Deputy Inspector General for Investigations (Investigations) Memoranda

[bookmark: natpurp100_100_1]100.1   General.
The Deputy Inspector General for Investigations (DIGI) memoranda are generally used to circulate special, one-time or interim instructions to all Office of Investigations (OI) employees.  Concurrent with the policy review requirements contained in Chapter (100)-70 of the Treasury Inspector General for Tax Administration (TIGTA) Operations Manual (Manual), review of all DIGI memoranda is required.  All guidance that is still applicable will then be codified into the appropriate Manual chapter.  The DIGI memoranda are for functional use only and are issued to all functional employees.  The template to be used for preparing DIGI memoranda is named “TIGTA-MEMO.dotm,” and is located in Microsoft Word, under File/New/My templates/Personal Templates. 

[bookmark: natpurp100_100_2]100.2   Nature and Purpose. 
The DIGI memoranda are issued by the Deputy Inspector General for Investigations.  The DIGI memoranda are used to (a) implement, interpret, or elaborate on DIGI policy, and (b) furnish staff with technical, administrative, and operating instructions on matters within OI's jurisdiction.  The DIGI memoranda will outline policy prior to a Manual chapter being issued or revised.  

[bookmark: natpurp100_100_3]100.3   Identification.  
The DIGI memoranda are identified by a number, which is assigned by the Office of the DIGI, and is composed of four elements.

[bookmark: natpurp100_100_3_1]100.3.1   Functional Designation.  The abbreviation of the function responsible for issuing a memorandum (e.g., DIGI). 

[bookmark: natpurp100_100_3_2]100.3.2   Fiscal Year.  The first two digits of a DIGI memorandum represent the fiscal year (FY) during which the memorandum is issued.

[bookmark: natpurp100_100_3_3]100.3.3   Consecutive Number.  This number is assigned sequentially to memoranda as they are issued during a FY (i.e., DIGI:00-001, DIGI:00-002, etc.).

[bookmark: natpurp100_100_3_4]100.3.4   Supplemental Number.  This number is used for the purpose of updating and clarifying information provided in a prior DIGI memorandum.  The number is assigned sequentially as follows:  DIGI:00-002 (Supplement 1).

[bookmark: natpurp100_100_4]100.4   Review and Clearance.  
The DIGI will obtain clearance from the Office of Chief Counsel and the Office of Mission Support/Strategic Performance Directorate before issuing a DIGI memorandum involving interim guidance that may eventually be incorporated into the Manual.  Content owners should determine the need to incorporate the information into the Manual.  The DIGI will also obtain clearance from other functional offices when deemed necessary.
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