TREASURY INSPECTOR GENERAL

FOR TAX ADMINISTRATION

DATE:  January 1, 2013

70.3   Employee Exit Clearance Procedures.

70.3.1   Purpose.  This section establishes the procedures and responsibilities for processing the resignation, retirement, death, or transfer of Treasury Inspector General for Tax Administration (TIGTA) employees/contractors/students.

70.3.2   Employee Responsibilities.  Employees who are resigning, retiring, or transferring to other Federal agencies will:

· Promptly notify management of intent to leave TIGTA.  Provide your manager in writing the reason for leaving, the proposed date of separation, and your forwarding mailing address.  The notification will be signed and dated.  Employees may initiate their own retirement or resignation action through the HR Connect system.  If the employee initiates his/her own resignation action, he/she is still required to provide the manager with the reason, the proposed date of separation, and forwarding mailing address.

· Satisfy all financial obligations.  Resolve any financial obligations you may have.  If financial obligations are not resolved, your final salary and/or lump sum leave payment may be delayed or reduced by the amount owed.  Financial obligations are all monies owed to TIGTA, including payroll, government credit cards, advanced leave, outstanding travel advances, or debts resulting from unreturned property and equipment.  See (500)-140 Property Management Program for additional guidance on lost or stolen property and equipment.

· Satisfy all property obligations.  Return all government property and equipment to your manager, and all computer-related media.  

· For retiring employees, contact a Benefits Specialist (Benefits@bpd.treas.gov or 304-480-8275) to obtain all necessary retirement application forms.  These forms should be returned to the BPD/ARC representative as soon as possible. 

· Contact a BPD/ARC representative to obtain information concerning other benefits including leave balances, health and life insurance, reemployment rights, etc.

· Cancel all electronic subscriptions to news alerts, publications, etc. 

Departing employees are reminded that they are subject to certain post-employment restrictions regarding employment and representation (see Chapter (700)-30.5), disclosure restrictions under the Internal Revenue Code Section 6103, as well as disclosure restrictions on any classified, confidential, or sensitive information gained during their employment with TIGTA.

70.3.3   Manager Responsibilities.  Upon notification of an employee’s intended separation, managers will:

· Contact travel@bpd.treas.gov to determine if the employee has any outstanding travel advances, outstanding travel card balances, or other travel-related obligations such as relocation obligations to TIGTA.  If the employee has outstanding obligations, inform the employee of his/her responsibility to resolve the obligation before the departure date, and if not resolved, the consequences as described in Chapter (600)-70.3.2.  
· Submit a Helpdesk ticket to the Information Technology staff stating the departing employee’s name and his/her last day of employment.
It is critical that IT receives the Helpdesk ticket prior to the employee’s departure in order to secure the network from unauthorized users and to ensure sensitive systems and information are not accessed improperly once an employee has departed.
· Initiate a request for Personnel Action in HR Connect detailing the employee’s departure.

· Contact the appropriate functional inventory coordinator to obtain a list of property and equipment assigned to the separating employee.   

· Contact the appropriate Divisional Technical Services Agent or the ASAC, Technical and Firearms Support Division, to obtain a list of all investigative equipment assigned to departing GS-1811 Special Agents.  All GS-1811 Special Agents must return all assigned investigative equipment before departure.

· Complete the Employee Exit Clearance Form; the Employee Exit Clearance Form is located in the Personnel section of the TIGTA Intranet webpage. 

· Secure and destroy the Small Purchase Card and all unused convenience checks issued to the separating employee, if applicable. 

· Forward the Convenience Check Log to BPD/ARC Accounting Services Division at TGT@bpd.treas.gov.  A hardcopy of the log may also be sent to the following address: 

Bureau of the Public Debt

Accounting Services Branch - TGT

Avery Street A3-G

P.O. Box 1328

Parkersburg, WV 26106-1328
· Secure and destroy the Government Travel Card issued to the separating employee, if applicable.

· Secure and destroy all AT&T Phone Calling Cards issued to the separating employee, if applicable.

· Email callingcard@irs.gov to de-activate all AT&T Phone Calling Cards.  The email must contain the employee’s name, the 10-digit Calling Card number, and the manager’s name.  The email’s subject line must state “Employee Separation – Cancel Calling Card.”

· Notify timekeepers of employee’s departure.  

· If the employee had access to IRS IDRS, contact the employee’s Unit Security Representative (USR) to terminate the employee’s access.  A list of USR’s can be found at http://intranet.tigta.treas.gov/oit_idrs.asp.

· If the employee had on-line 5081 access, use the IRS Discovery Directory to identify and notify the employee’s IRS surrogate manager that the employee’s access needs to be terminated.

· If the employee had non-on-line 5081 access to any IRS systems (e.g., Martinsburg Computing Center’s Unisys Security System), submit a 5081 or notify each applicable IRS security point that the employee’s access needs to be terminated.

· Discuss the employee’s responsibility to repay any discontinued coverage of Professional Liability Insurance (PLI) reimbursements. See (600)-70.18.

· Discuss the employee’s responsibility to repay any applicable professional credential fees reimbursements.  See (600)-70.25.

· Check PARIS Employee Module, Section 6 (Sensitive Information) to determine if separating employee holds a Confidential, Secret, or Top Secret National Security Clearance (interim or final).  Contact the TIGTA Personnel Security Office (*TIGTA Personnel Security Office) if there is any uncertainty.  If the employee holds a security clearance, the employee must schedule a Security Debriefing with the Personnel Security Officer before he/she departs.  After the debriefing, the Personnel Security Officer will obtain the separating employee’s signature on SF-312, Classified Information Nondisclosure Agreement.  This form will be maintained in the separating employee’s Personnel Security Folder.

· Ensure completion of form TD F 80-05.5, Documentary Materials Removal/Non-removal Certification. From the TIGTA homepage, click Treasury Intranet, Forms/Directives/Policy, and TreasNet Forms.  The completed form must be sent to the BPD Processing and Quality Review Branch, at TreasuryProcessingInquiries@bpd.treas.gov.
· Complete and submit a BPD/ARC Access Form requesting the employee be deleted from all applicable BPD/ARC applications, (e.g., WebTA, GovTrip, etc.).  The BPD/ARC Access Form is located on the BPD/ARC web site; the completed form should be forwarded to BPD/ARC as instructed on the form.  

· Encourage employees that are voluntarily leaving TIGTA to complete the Exit Survey.  

· Hold final performance appraisal discussion with employee and issue an interim rating on the appropriate Interim Form 430.  The signed Form 430 should be maintained in the working Employee Performance File (EPF).

· Forward the departing employee’s EPF and Drop File as described in (600)-70.21.6.

70.3.3.4   Death of an Employee.  Notify the benefits@bpd.treas.gov mailbox immediately upon learning of an employee’s death.  BPD/ARC personnel specialists will work to properly close the employee’s payroll account.  Managers of these employees should wait a reasonable amount of time before approaching the employee’s Emergency Contact listed in PARIS to obtain any property and equipment assigned to the employee and not located in the office.

70.3.3.5   Retirements.  Upon the confirmation of an employee’s retirement, the retiring employee’s manager will receive an email indicating the confirmation and providing a list of actions that must be taken to complete the employee’s retirement and separation from TIGTA.  The manager must follow these steps and the steps identified above in (600)-70.3.3 to ensure a smooth, timely separation of the employee.

70.3.3.5.1   Non-Special Agent (GS-1811) Employee Retirements.  The email will include the employee’s retirement date, years of Federal service, and if the employee is eligible for Treasury’s Gallatin Award.  The email will also include as stated above, instructions on further actions needed to be taken by the manager.

70.3.3.5.2   Special Agent (GS-1811) Employee Retirements.  The email will contain the same information as identified in (600)-70.3.3.5.1 for non-special agents.  In addition, the special agent email will contain a partially completed TIGTA LEO Firearms Certification Form.  The TIGTA LEO Firearms Certification Form is used to document and certify the retiring agent’s eligibility to obtain retired LEO credentials upon retirement.  Therefore, it is very important for the manager to review this form and forward the form to the next TIGTA office listed on the form.

70.3.3.5.3   Retirement Recognition.  Several forms of memorabilia and recognition are available to retiring employees, based on the type of employee.  Managers wishing to provide any of the following types of recognition must take the actions identified below:

Retirement Letters. Before a retirement letter to be signed by any official can be requested, the requesting manager/functional office must first determine if the employee is retiring in good standing.  This determination will be accomplished requesting retirement clearance for letter writing purposes from *TIGTA LEO Retirement Evaluation.
Routing chain for retirement letters. Once retirement letters are routed through the proper functional routing chain within each office, the letters will be sent to the Senior Advisor to the IG, and finally to the IG.
· Retirement Letters Signed by the Inspector General. Once retirement clearance is obtained, prepare a retirement letter and send it through the functional routing chain for the Inspector General’s signature.  Suggested items to include in the letter:

· Years of service 

· Any military service (if so, what branch, number of years, any special medals) 

· Years with IRS Inspection/TIGTA (if significant) 

· Career highlights (locations worked, positions held, any special accomplishment the employee is known for) 

· Any noteworthy accomplishment possibly recognized by the media, the IRS Commissioner, the Secretary of the Treasury, etc.  

Exhibit (600)-70.17 contains an example of a retirement letter for the Inspector General’s signature.

· Retirement Letters Signed by the Secretary of the Treasury.  Retirement letters at are sent through the Office of the Executive Secretary for appropriate processing and delivery. There are three parts of a retirement letter package:
· Action Memoranda: The action memorandum to the Secretary should follow the guidelines provided in Exhibit (600)-70.18 and contain a brief narrative about the retiree, including the date of retirement, the year he/she were hired at Treasury and TIGTA, the number of years worked at Treasury, and a summary of major accomplishments or awards received. 

· Draft Letter: The draft retirement letter should follow the preset language provided in Exhibit (600)-70.18. The letter should also incorporate information supplied in the action memo, including the retiree’s full name, home address, and the number of years he/she worked at Treasury. The letter must be in Times New Roman, 12 pt, and not contain the TIGTA letterhead; it must simply be the text to be contained in the letter.

· Clearance Sheet:  The clearance sheet should include the name and phone number of the drafter, name of approving official and detailed delivery instructions for the letter.  The clearance sheet should also include a deadline. An example is provided in Exhibit (600)-70.18.

Transmittal to the Office of the Executive Secretary - Upon completion of the approval process within TIGTA, the package (including the action memorandum, draft letter, and clearance sheet) should be sent to the Office of the Executive Secretary in two formats: hardcopy and electronic copy (“softcopy”).  The hardcopy should be delivered to the ExecSecProcessUnit (MT-3413) at main Treasury and an identical softcopy should be sent via email to ES-RETIREMENT@treasury.gov.  Both copies are required for processing.
Approval - Once both copies of the retirement letter package have been received, materials will be reviewed. If the package is incomplete, it will be disapproved and sent back to the original draft office for corrections.  Other reasons for disapproval are:

· the action memo is pre-approved
· a hardcopy and softcopy were not received
· the number of years are incorrect
· lack of deadline on the clearance sheet
· no delivery instructions provided
When the package is approved, the final retirement letter will be forwarded for the Secretary’s signature.  

Delivery - The delivery of the final letter must be noted on the clearance sheet.  The three options for delivery are:

· mailed to the drafting office
· mailed directly to the retiree
· picked up from the ExecSecCorrespondenceUnit (MT-1010)

For mail delivery, the clearance sheet must include the exact name and address of the recipient. For pick-up from the ExecSecCorrespondenceUnit, the clearance sheet must include the name and phone number of the individual retrieving the letter. The individual will be notified when the final letter has been signed and to schedule a convenient pick up time. 
· Retirement Letters and Photos from the White House.   Please note that the White House will accommodate as many requests as its workload and schedule allows.  TIGTA has no control over requests made to the White House.

Once retirement clearance is obtained, the functional management office will prepare requests for the White House.  The request will be routed through the proper functional routing chain within each office.  Once functional office routing is completed, the request will be forwarded directly to the White House Greetings Office; these requests do not go through the Office of the Inspector General.

Retiring employees with less than 30 years service will not receive a letter, but will receive a post card.  Functional management must submit a request at least 6 weeks in advance of the event date.  The request should include the following:

· Name of the retiree, title, and agency

· Years of service

· Retirement date and exact date of the occasion

· The requestor’s name, address, and phone number must be included

To request an autographed photo of the President, include the same information stated above for the White House retirement letters along with an inscription for the photo.  An example would be “Congratulations on your retirement and best of luck.  Thanks for your 38 years of dedicated public service.”

Requests for signed photos will be faxed to (202) 456-5939 or to the following mailing address:

The White House

Attn:  Photo Office

Washington, DC 20502-0039

Exhibit (600)-70.19 contains examples of requests for retirement letters and signed photos to be sent to the White House.

· Gallatin Awards.  Retiring employees with 20 or more years of Treasury Department service are eligible for the Albert Gallatin Award.  BPD/ARC will automatically initiate the required records check and process this award for retiring employees. The formal Gallatin Awards are produced by the Departmental Offices.

If a Mock Gallatin Award is desired to present to the employee before the employee’s retirement, managers must notify the BPD/ARC retirement specialist of this desire as soon as the manager becomes aware of the employee’s retirement date. This notification will allow BPD/ARC the opportunity to prepare a Mock Gallatin Award to be presented to the employee.  

· Other Retirement Memorabilia.  As part of a TIGTA employee incentive award program, TIGTA senior executives may approve the purchase of a shadow box, plaque or Treasury building lithograph for an employee upon retirement.  Only one item may be purchased using appropriated funds.  The Office of Mission Support (OMS) will fund and process all requests for shadow boxes, plaques, or lithographs.  

If more than one of these items is presented to the retiree, private contributions must be used to pay for the additional items.

See below for additional information on the types of memorabilia.  Refer to TIGTA Operations Manual (500)-150.4.1 for authorization to issue TIGTA badges and credentials upon retirement or separation from TIGTA.

Shadow Boxes 

(If you use private contributions to pay for this item, the check will be made out to Commercial Emblem Company; contact OMS to determine cost)

· Special Agents - Shadow boxes for retiring/separating Special Agents may contain the agent’s assigned TIGTA enforcement/raid badges along with the agent’s assigned credentials.  All badges, whether mounted or returned, must be accompanied by Form 6402 (Enforcement Badge Disposition).  Credentials will be disabled with the word “Retired” or “Memento” prior to being mounted in a shadow box.  If credentials are used in the shadow box, the brass plate may have up to three lines of engraving.
· Auditors - Auditor credentials will be disabled with the word “Retired” or “Memento” prior to being mounted in a shadow box along with the TIGTA seal or the eagle head medallion.  If credentials are used in the shadow box, the brass plate may have up to three lines of engraving.
· All Other Employees - All other retiring/separating employees may choose either the TIGTA seal or the eagle head medallion.  Either item can be mounted in a shadow box with a brass plate that will hold up to six lines of engraving.  The inscription for the brass plate should be submitted with the requesting memorandum and attached order form.  If the memento is to be presented prior to retirement or leaving the agency, the approved memorandum must be submitted no later than one month prior to the date needed.
Plaques 

(If you use private contributions to pay for this item, the check will be made out to Commercial Emblem; contact OMS to determine cost)

An 8 by 10-inch marble plaque with an imbedded wreath is available for purchase for retiring employees. The wreath surrounds either a 2-inch TIGTA badge-shaped medal disk which contains a blue and gold brass back plate (for Special Agents) or a round TIGTA seal which contains a black and gold brass back plate (for all other employees). The plaque may contain up to seven lines of engraving.  The inscription for the brass plate should be submitted with the requesting memorandum and attached order form. If the memento is to be presented prior to retirement or leaving the agency, the approved memorandum must be submitted no later than one month prior to the date needed.

Treasury Building Lithograph (Retirements Only)

 (If you use private contributions to pay for this item, the check will be made out to AVIO Galleries Inc.; contact OMS to determine cost)

OMS purchased color lithographs of the Treasury Building that may be presented to retiring employees. The lithograph, which is a “snow scene” of the Main Treasury Building, will be signed by the Secretary of Treasury and framed. The overall size of the lithograph is 17 by 22 inches and, if matted, will accommodate a standard 20 by 24-inch frame. If you choose this item, please prepare a short biography on the retiree for the Secretary’s review prior to signing the lithograph. This information must be submitted no later than one month prior to the date needed.

Retirement Badge – Special Agents Only

(Private contributions only - the check will be made out to V.H. Blackinton & Company, Inc.; contact OMS to determine cost)

Upon retirement, Special Agents also have the option to request a TIGTA “retirement” badge using private funds. The badge is a replica of the enforcement badge except the title “Retired” appears in the space normally occupied by the serial number.  When requesting this item, enclose a check along with the order form. 

To order the items above, complete the Order Form in Exhibit (600)-70.20 and forward it to OMS for processing.

· Offices may use up to $50 of appropriated funds per retiree to pay for invitations/postage as it relates to the retirement award ceremony. These expenses should be charged to the appropriate office’s budget and budget object class code.

· Generally, when an employee departs TIGTA in a capacity other than retirement, a shadow box can be obtained with private funds. These requests must be approved by a TIGTA senior executive.  Employees separating as a result of, or in connection with, disciplinary action (including voluntary separation in lieu of proposed action) are not entitled to receive badges or credentials. An exception to this policy may be made for employees who separate, or are removed, as a result of an on- the-job injury.

70.3.4   Separation of Contractors and/or Student Volunteers.  The TIGTA manager who worked with either the contractor or the student volunteer is responsible for the following actions:  

· Contact the appropriate functional inventory coordinator to obtain a list of property and equipment (including Information Technology equipment) assigned to the separating contractor/volunteer.   

· Using the Employee Exit Clearance Form and the assigned property information obtained as a guide; ensure the contractor/volunteer returns all government property and equipment. 

· Encourage the contractor/volunteer to cancel all electronic subscriptions for which he/she has subscribed (e.g., news alerts, publications, etc.). 

· Submit a Helpdesk ticket to the Information Technology staff stating the departing contractor/volunteer’s name and his/her last day of employment.  

It is critical that OIT receives the Helpdesk ticket prior to the contractor/volunteer’s departure in order to secure the network from unauthorized users and to ensure sensitive systems and information are not accessed improperly once a contractor/volunteer has departed.
· If the contractor/volunteer had access to IRS IDRS, contact the appropriate Unit Security Representative (USR) to terminate the access.  A list of USR’s can be found at http://intranet.tigta.treas.gov/oit_idrs.asp.

· If the contractor/volunteer had On-line 5081 access, use the IRS Discovery Directory and notify the IRS surrogate manager that the access needs to be terminated.

· If the contractor/volunteer had non-on-line 5081 access to any IRS systems (e.g., Martinsburg Computing Center’s Unisys Security System), submit a 5081 to or notify each applicable IRS security point that the access needs to be terminated.

· Contact the TIGTA Personnel Security Office (*TIGTA Personnel Security Office) to determine if the contractor/volunteer holds a security clearance issued by TIGTA. If so, the contractor/volunteer must schedule a Security Debriefing with the Personnel Security Officer before he/she departs. After the debriefing, the Personnel Security Officer will obtain the separating contractor’s/volunteer’s signature on SF-312, Classified Information Nondisclosure Agreement.  This form will be maintained in the separating contractor’s/volunteer’s Personnel Security Folder.

· Ensure completion of form TD F 80-05.5, Documentary Materials Removal/Non-removal Certification. From the TIGTA homepage, click Treasury Intranet, Forms/Directives/Policy, and TreasNet Forms.  The completed form must be sent to the BPD Processing and Quality Review Branch, at TreasuryProcessingInquiries@bpd.treas.gov.

See (600)-70.3.6 for distribution of any TIGTA property obtained from the contractor/volunteer.

70.3.5   Personnel Specialist Responsibilities.  
· Review all documents and requests submitted by managers for compliance and accuracy.  Follow up with the manager, if necessary.

· Process separation requests.  

· Provide assistance and guidance to managers and employees in the completion of the separation process, if necessary.

70.3.6   Property and Equipment Distribution.  Once equipment and property is secured from the employee, the manager is responsible for forwarding the property and equipment to the appropriate inventory coordinators and/or other contacts.  

Items that must be mailed to other TIGTA offices should be sent using the overnight delivery service, (e.g., UPS or FedEx).
Computer and Related Equipment

As stated in Chapter (600)-70.3.3, the manager should submit an Information Technology Helpdesk ticket to ensure all computer equipment assigned to the employee is secured and returned to:

TIGTA OIT Helpdesk

1401 H Street, NW 

Suite 469

Washington, DC 20005

Badges, Credentials, Passports, and Other Items

The following items should be returned to:

TIGTA Personnel Security Officer 
1401 H Street, NW 

Suite 469

Washington, DC 20005
· TIGTA and Other Government Photo ID Badges

· TIGTA Auditor/Special Agent or Other Government Credentials

· Special Agents shields (both Law Enforcement and RAID)

· TIGTA HQ Interior Perimeter Access Card

· TIGTA HQ Exterior (Street-level) Access Card issued by SC Herman

· Any Other Special Access Cards (Treasury, IRS, COOP etc.)

· TIGTA HQ Office Door Key or special access keys

· Official Government Passport

· 1401 H Street Emergency Shelter in Place Kit with flashlight

See Chapter (500)-150.4 for additional information on badges and credentials.  Local building passes should be returned to the appropriate issuing office.  See Chapter (500)-150.3.2 for additional information on building passes.

Equipment That Remains with Manager for Reassignment

· Cell phone

· Satellite phone

· Desk and office Keys

· Parking passes

· TIGTA-purchased Telecommuting Equipment (e.g., Filing Cabinets, except Telecommuting routers and printers, which should be returned to the OIT Helpdesk at the address stated above).

· Government fleet credit card (or should stay with the vehicle to which it is assigned, locked in glove compartment)

· GPS navigation unit

In addition to the above actions, the manager should:

· Notify the appropriate functional inventory coordinator that a cell phone or satellite phone has been secured from a separating employee; the functional coordinator may provide additional instructions for the manager to follow. 

· Unused Public Transportation Subsidy Media should be returned as outlined in Chapter (600)-40.10.1.

Managers of separating GS-1811 Special Agents should contact their Divisional Technical Services Agent or the ASAC, Technical and Firearms Support Division, to return investigative equipment.
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