TREASURY INSPECTOR GENERAL 
FOR TAX ADMINISTRATION

Date:  January 1, 2014

CHAPTER 600 – MISSION SUPPORT

[bookmark: BOS130]130     Board of Survey

[bookmark: BOS130_1]130.1   Lost, Damaged or Stolen Personal Property.
All employees are required to notify their immediate supervisor, upon discovery of the loss, theft, or damage to any Government-owned personal property.

Property that is assigned by the Office of Information Technology (OIT) or that contains PII (Personal Identifiable Information) that is lost, stolen, or damaged must also be reported to the OIT Helpdesk immediately.  The Helpdesk can be reached via the intranet Helpdesk self-service site; e-mail at TIGTA OIT Helpdesk;  or phone 1-866-246-7548.  For further information on reporting PII, refer to OIT Standard Operating Procedure (SOP) 9.22. 

Written notification, in memorandum format, describing the incident and supporting documentation must be submitted by the employee to his/her supervisor immediately upon discovery of an occurrence.  Supporting documentation must include all pertinent circumstances of the loss, theft or damage, and action taken, if any, to retrieve or repair the property.  In cases of theft or damage that were reported to local law enforcement, the employee must also include a copy of the police report.  See Exhibit (600)-130.1 for a list of acceptable supporting documents.

The  supervisor will review the written notification and supporting documentation to ensure that applicable information is included and forward all information to the Board of Survey (BOS) Coordinator at *TIGTA BOS within 24 hours of receipt of the incident information.  See Exhibit (600)-130.2, Sample Memo – Initial Reporting. 

[bookmark: _GoBack]All incidents that involve damage to a Government vehicle, regardless of how it occurs, must be reported to the BOS.  For Government vehicle accidents, a completed vehicle accident report, Standard Form SF-91, and when required, SF-94, must be submitted.  However, damage to a Government vehicle that was not the result of an accident, does not require an SF-91.  For additional guidance on accident reporting, refer to the Treasury Inspector General for Tax Administration (TIGTA) Operations Manual, Chapter (400)-110.17.2.

Documentation must consist of the following items, when applicable:

· Complete description of property that was lost, stolen, or damaged;
· Serial number and TIGTA bar code or other unique identifier(s);
· Estimated cost of repair and/or replacement at time of incident;
· Detailed description of circumstances and/or events; 
· Diagrams or drawings related to the events that took place;
· Date and time of the incident;
· Location and surrounding conditions;
· Witnesses or other individual accounts;
· Copy of police report; 
· Photos;
· Description of attempts or effort to recover, locate or retrieve property; 
· Actual replacement/repair costs upon receipt of the final costs; and
· Confirmation that GSA has been notified.

In accordance with TIGTA Operations Manual, Chapter (600)-70.3, Employee Exit Clearance Procedures, all employees are required to adhere to the exit clearance process when leaving the employment of TIGTA.  As part of the clearance process, the employee must satisfy all property obligations, including the return of all government-owned property.  Managers are required to contact the appropriate functional inventory coordinator to obtain a list of property and equipment assigned to the separating employee.  Should employees fail to return or otherwise account for personal property issued to them, the manager will submit a memorandum of the circumstances and forward it to the Board of Survey immediately.  

[bookmark: BOS130_2]130.2   TIGTA Board of Survey Membership.
The Board of Survey includes a representative from each of the TIGTA functions, at a GS-15 level or higher, a BOS Chairperson, and a BOS Coordinator from the Office of Mission Support.  If for any reason a board member cannot fulfill their duties, the TIGTA Function Head will notify the BOS Chairperson of a replacement member.  

[bookmark: BOS130_3]130.3   Review of Reports of Lost, Damaged, or Stolen Property.
The BOS Coordinator and BOS Chairperson will review all reports of lost, damaged, or stolen government-owned personal property.  All BOS reports will be centrally located in a SharePoint site.  This site will allow Board Members access to reports once posted by the BOS Coordinator.

The BOS Coordinator will review the documentation to verify receipt of all applicable information.  If incomplete, the BOS Coordinator will contact the employee and manager to obtain, in writing, the required information.  Upon receipt of all applicable documentation, the BOS Coordinator will create an incident report.

The BOS Coordinator will present all completed incident reports for the given month to the BOS Chairperson.  The BOS Chairperson will review the reports prior to submitting them to the Board members for their review and recommended action.  

The BOS Coordinator will review the recommended actions provided by the Board Members and tally the votes for each incident.  In cases of consensus, the BOS Coordinator will create a Memorandum of Determination and provide it to the BOS Chairperson.  

In cases where there is no consensus, the BOS Chairperson will review all votes and convene a meeting, via teleconference, of all Board Members to discuss the determinations and to achieve a consensus vote.  All supporting documentation will be reviewed during these meetings, and if necessary, determine if additional documentation should be requested.  In instances where a consensus cannot be reached by Board Members, the BOS Chairperson will make the determination.  This determination will be based on similar past incidents or precedents.  

The Office of Investigations (OI) is authorized to make necessary repairs on damaged sensitive property in order to place the property back in service.  Repairs to property and a Board Review will be conducted simultaneously.  After the property is repaired, copies of the repair receipts will be forwarded to the BOS Coordinator for inclusion in the report documentation, which may be reviewed by the Board.

[bookmark: BOS130_4]130.4   Criteria for Convening a BOS Teleconference Meeting.
The BOS Chairperson will convene a teleconference meeting if any of the following apply:

· Circumstances indicate one of the following could be a contributing factor in an incident:  potential misconduct or unauthorized use.
· Additional information is provided that could have an impact on the determination.
· Patterns of misuse are identified and may have an impact on the determination.
· BOS Chairperson deems a meeting with all Board Members is necessary to review incident documentation.

[bookmark: BOS130_5]130.5   BOS SharePoint Site.  
The BOS SharePoint site is the centralized location for the BOS reports and related documents.  Each Board Member will have access to the site.  

The BOS Chairperson is responsible for authorizing access to the site and the BOS Coordinator is responsible for ensuring that access to the site is kept current.

The BOS Coordinator is responsible for maintaining the files and all report documentation in accordance with TIGTA Records Management guidance. 

[bookmark: BOS130_6]130.6   Roles and Responsibilities of the TIGTA BOS. 
The extent of the review conducted by the Board is dependent on the circumstances of each case.  The Board will ensure that all reviews are conducted in a fair and consistent manner and its conclusions and recommendations are reached without undue delay.  
The Board may request any additional information needed to arrive at a conclusion, which may include a physical examination of the property and any other documentation available.

Copies of all findings and supporting documentation will be forwarded to the BOS Coordinator for inclusion in the review file.  

Where there is an indication of suspected misconduct or unauthorized use, the BOS Chairperson will forward the entire incident file to Office of Investigations Internal Affairs and Procurement Fraud Division (IAPFD) for investigation, as outlined in TIGTA Operations Manual, Chapter (200)-60.  If circumstances warrant opening a case, the IAPFD will notify the BOS Chairperson and the appropriate TIGTA Function Head that an investigation has been initiated.  At the conclusion of the investigation, IAPFD will forward a final report to the BOS Chairperson for inclusion in the incident file maintained on the BOS SharePoint site. 

If circumstances do not warrant opening a case, IAPFD will return the incident file to the BOS Chairperson for necessary action.

Role of the BOS Chairperson:

· Issue Memorandum of Determination to the appropriate management officials.   
· Report findings to the Office of Investigations Internal Affairs and Procurement Fraud Division (IAPFD), per Chapter (200)-60, where there is an indication of potential misconduct or unauthorized use. 
· Provide various analyses to the Deputy Inspector General for Mission Support. 
 
Role of the BOS Members:

· Conduct all reviews in a fair and consistent manner.
· Reach conclusions and recommendations without undue delay.
· Notify the BOS Chairperson immediately of any determination of suspected negligence as a contributing factor on part of the employee.

Role of the BOS Coordinator:

· Compile documentation into incident reports for review.
· Review determinations by the Board Members, tally votes, and prepare response memorandums to management.
· Execute the agenda and ensures action items from the BOS are captured in the meeting minutes, when a board meeting is convened.  
· Distribute final meeting minutes.  

[bookmark: BOS130_6_1]130.6.1  Determinations made by the BOS.  Once the Board has completed its review of an incident, the members must submit a vote to the BOS Coordinator.  The votes are made with determinations of close without further action (CWA) or refer to management for appropriate action (RMAA).  These determinations are as follows: 

CWA – These determinations are made in instances where there is no fault or negligence on the part of the employee for the loss or damage to the government property.

RMAA – These determinations are made in instances where the loss or damage to government property may have resulted from negligence or misconduct by the employee.

The BOS Coordinator tallies the votes for each incident then readies the appropriate memorandum for review and issuance by the BOS Chairperson to management.  

A CWA memorandum is forwarded to the employee’s supervisor and there is no further action required of the supervisor.  An RMAA memorandum is delivered to the employee’s supervisor and requires the supervisor to review and make a determination of the appropriate action, if any, to take.  In making a determination, the supervisor should:

· Contact the Office of Chief Counsel at (202) 622-4068 or *TIGTA Counsel Office to obtain guidance; and  
· Complete the “Administrative Actions” section of the RMAA memorandum and return it to the BOS Chairperson.

[bookmark: BOS130_7]130.7   Appeal and Grievance Processes.
Employees subject to the disciplinary process regarding the loss, theft, or damage to personal property may have the right to pursue an administrative grievance through TIGTA’s Grievance Procedure or file an appeal with the Merit Systems Protection Board (MSPB).  The appeal or grievance rights will be provided to the employee during the disciplinary process.  See the Agency Grievance Procedure in TIGTA Operations Manual, Chapter (600)-70.8.2.  
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