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CHAPTER 600 – MISSION SUPPORT

40 – Mission Support Activities

[bookmark: MissionSupportAct600_40_1]40.1     Telecommunications  

40.1.1   Purpose.
To define policies and procedures for obtaining voice telecommunication services.

40.1.2   Background.
Per memorandum of Understanding between the Treasury Inspector General for Tax Administration (TIGTA) and the Internal Revenue Service (IRS), the IRS will continue to provide voice telecommunication services at various TIGTA locations where TIGTA employees are co-located with the IRS until TIGTA completes the transition to transfer voice telecommunication services from the IRS to TIGTA in all of the offices where TIGTA employees are co-located with the IRS.  The IRS will continue to provide Voice Messaging System (VMS) and calling card support.  TIGTA will pay for the lease of radio transmission facilities and other law enforcement expenses.  In addition, 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.
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To obtain an AT&T Corporate Telephone Calling Card, TIGTA employees must:

· Complete Form (click here) 12836, Calling Card Order Form.  Note: TIGTA employees Standard Employee Identifier (SEIDs) should be placed in block 1.  TIGTA employee’s SEIDs can be found on the following link: http://discovery.directory.enterprise.irs.gov/discovery/.  After clicking on the link, click on Continue to Discovery Directory, fill in your first and last name and click search.  Click on your name at the bottom of the page to retrieve your SEID number.
· Employees should ensure that the form is legible to prevent processing delays.  Submit the form to your immediate manager for signature and approval.
· Forward the completed Calling Card Order Form to TIGTA’s Calling Card Coordinator via e-mail to omscallingcards@tigta.treas.gov for review and processing.  
· TIGTA’s Calling Card Coordinator will fax or e-mail the completed form to the IRS, Service Designated Agency Representative (SDAR) staff at fax number 313-234-1759 for further processing.

The AT&T Corporate Calling Cards are shipped via US mail from AT&T to the employee.  The AT&T four (4) digit Personal Identification Number (PIN) will be sent to the employee directly from AT&T via e-mail (pin.mailer@ecam-att-mail.com) a few days after the calling card is processed by AT&T.  The PIN should match the PIN that you provided when you submitted your Calling Card Order form (12836).  If the PIN does not match, please send an e-mail to callingcard@irs.gov.         

Calling Card Acknowledgement: 
Upon receipt of the new AT&T Calling Card(s) and PIN, please do the following:

· Acknowledge receipt of your calling card by sending an e-mail to callingcard@irs.gov and include your calling card number.  
· If an acknowledgement is not sent via email within 30 days of receipt of your card, the card will be suspended.  Suspension is the first step taken to cancel a card.  This is necessary to ensure the card is not compromised.
· Make a test call with your card within five business days and report any problems to the SDAR Staff at Enterprise Computing Center.

The employee must sign the Transmittal for Receipt Form (the vendor’s packing slip that accompanies the calling card) upon receipt of the new calling card.  In the event that a Transmittal for Receipt Form is not received, a plain sheet of paper with the employee’s name, ten digit card number, signature and date that the card was received is acceptable.  Once the employee has signed for receipt of his/her calling card, the employee must fax the Transmittal for Receipt Form to the SDAR staff at fax number 313-234-1759.  The forms will be retained by IRS, SDAR Staff for audit purposes.  The signed Transmittal for Receipt Form or signed sheet of paper in lieu of a Transmittal for Receipt Form will serve as evidence that a calling card was issued to the employee.  The signed document will be maintained by IRS, SDAR Staff. 

Lost/Stolen/Compromised Calling Card
If a card is lost or stolen, it cannot be used because the PIN number is not printed on the face of the card.  However, an employee still needs to notify the SDARs to cancel the card.  They should contact the SDARs immediately.  If an employee suspects that their card has been compromised, they should contact the SDARs via an e-mail to callingcard@irs.gov so that the card is immediately suspended.  If the employee was also issued a Reservationless Conferencing card, that card must also be cancelled and re-ordered again, if needed, as both cards are linked for billing purposes.  The SDARs will notify the customer of the cancellation/reissuance of the card(s).

All employees must immediately send an e-mail to omscallingcards@tigta.treas.gov or call the SDAR Staff at 313-234-1738 if a calling card has been lost, stolen, or compromised.  The employee’s immediate manager must also send an e-mail to omscallingcards@tigta.treas.gov and request a replacement card under the subject heading “Lost/Stolen Calling Card/Re-issuance Needed.”  The immediate manager must also include his or her current mailing address and phone number.  If the cardholder was issued a separate Reservation-based Conferencing Card, the conferencing card must also be cancelled (the Reservation-based Conferencing Card is a feature that can be added to an existing calling card), as cards are linked for billing purposes.  The SDAR Staff will notify the immediate manager of the cancellation/re-issuance of the calling card.

Employee Transfers
TIGTA employees who have transferred to the IRS, or are reassigned within TIGTA, may keep their calling card.  The employee’s immediate manager must send an e-mail to omscallingcards@tigta.treas.gov with the following information and forward to callingcard@irs.gov:

· Employee’s name
· 10-digit calling card number

Employee’s who transfer to the IRS must provide the new business unit assigned for example:  Appeals, Chief Counsel, Tax Exempt & Government Entities (TEGE), etc.  The calling card will be reassigned from TIGTA’s business unit to the new IRS business unit. 

Employees Separating from TIGTA
The employee’s immediate manager must send an e-mail to omscallingcards@tigta.treas.gov to ensure the calling card is canceled immediately.  The e-mail must contain the employee’s name, 10-digit calling card number, and immediate manager’s name.  The subject of the e-mail must state “Employee Separation – Cancel Calling Card.”

When a TIGTA employee separates from the Federal Government service the immediate manager/proxy must send a cancellation request (via e-mail) to callingcard@irs.gov, providing the employees’ name, SEID, and AT&T Calling Card number, if available.  The card will be cancelled upon immediate manager/proxy notification.  

If a TIGTA employee has been “removed” from the Federal Government service, the immediate manager should notify the SDARs, points of contact (POCs) as soon as possible to cancel the AT&T Calling Card/Reservationless Conferencing Card.

International Calling Feature
The immediate manager of the employee who needs to make international business calls should e-mail his/her request to omscallingcards@tigta.treas.gov so that TIGTA’s Calling Card Coordinator can send an e-mail to IRS, SDAR Staff to request this feature.  The employee’s name and calling card number should be included in the e-mail.  The IRS, SDAR staff, will notify the cardholder and TIGTA’s Calling Card Coordinator once the action is complete.

Braille Calling Card
Braille Calling Cards for visually impaired employees are available upon request.
If this feature is required, the employee’s immediate manager should send an e-mail to omscallingcards@tigta.treas.gov and TIGTA’s Calling Card Coordinator will send an email to IRS, SDAR Staff, for processing.  The request must include: 

· Cardholder name  
· Cardholder calling card number  
· Cardholder email address 
· Cardholder complete business mailing address  
· Cardholder office telephone number 
· Immediate manager’s name
· Immediate manager’s number

Reservationless Conferencing
Reservationless Conferencing is an added feature to an existing calling card.  Calling card holders’ immediate manager may request the Reservationless Conferencing feature to be added to their calling card by e-mailing their request to omscallingcards@tigta.treas.gov.  The request must include:

· Cardholder name  
· Cardholder calling card number  
· Cardholder email address 
· Cardholder complete business mailing address  
· Cardholder office telephone number 

The Reservationless Conferencing service is set up with 250 (the number of callers that can be on the call at one time) ports including the host.

Reserved Conferencing/Operator Assisted 
TIGTA employees that require this service must e-mail their requests to omscallingcards@tigta.treas.gov.  The request will be submitted to the SDARs for processing.  Employees can send an e-mail to omscallingcards@tigta.treas.gov for the access code, and the company name is IRS.  To avoid additional charges, employees must use the access code.

Reservations can be made in two different ways.  Reserved Conferencing/Operator Assisted or by using Reservationless:

· A Reserved Conferencing/Operator Assisted call can be set up immediately by an SDAR only.  This call usually occurs in less than 15 minutes.  A reservation call can be set up for 15 minutes after the request is made, or one day, one month, or up to one year in advance.  

· Standing reservations are available for recurring conferences that take place on a regular basis, such as daily, weekly, biweekly, or monthly conferences.
 
Please do not share your calling card or conference information with other employees.  It should be kept confidential the same way other passcodes/passwords are kept confidential.  Allowing other employees to use your information creates additional billing against your calling card.
 
DO NOT contact AT&T to schedule any reserved calls.  In a continuing effort to reduce telecommunications costs, we encourage employees to use the reservationless teleconferencing service.       

[bookmark: MissionSupportAct600_40_1_2]40.1.4   Voice Messaging System (VMS).
If you have any issues with your VMS, you must submit a helpdesk ticket briefly describing the problem.  At minimum, you should include the following information in your request:

· Name
· Office telephone number
· Office location

[bookmark: _Hlt527860724]Once received, your helpdesk ticket will be routed to the appropriate individual for response.
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