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INTRODUCTION

Personnel in the Office of the Inspector General (OIG) are to adhere to all policies and
regulations embodied in the County’s Personnel Regulations. A current version of these
regulations can be found on the County’s web site under Human Resources Department.

This Office Policy Manual identifies policies and practices that are unique to the
Montgomery County Inspector General’s office. If these guidelines conflict with the
County’s Personnel Regulations in any way, please follow the County’s Regulations, and
notify the Inspector General or Deputy Inspector General so that they can change this
manual.




Time Reporting

Flexible Work Schedules

The Office of the Inspector General (O1G) permits all of its full-time employees to work
on flextime schedules. The work time arrangements will be specified in flextime
agreements signed individually by each OIG employee.

Each flextime agreement will state that the office’s core hours are from 9 a.m. to 12 p.m.
Each full-time employee will then work 50 flex hours each pay period in addition to the
core hours. Each employee will schedule these hours between 7 a.m. and 7 p.m. on
regularly scheduled work days. It is the expectation that each employee will attempt to
maintain consistent flex hours from week to week, notifying the Inspector General or
Deputy Inspector General of necessary deviations.

Timesheets

Employees submit time sheets for approval every two weeks. Time sheets are to indicate
hours worked each day in the pay period. In posting time worked, the employee should
round hours worked to the nearest half-hour. In the event an employee works more than
8 hours on a particular day in the pay period and the same number of hours fewer than 8
on another day or days in that pay period, the employee should not charge compensatory
time.

Each full-time employee should attempt, to the extent possible, to use the above
techniques to charge 80 hours per pay period. In the event work demands require that an
employee work in excess of 80 hours in any pay period, the employee should obtain
advance approval from the Inspector General or the Deputy Inspector General to charge
compensatory time for the excess hours worked.

Schedules of part-time employees are arranged on a case-by-case basis.




Anticipated Leave

Employees are encouraged to use all of their leave annually.

The Office of the Inspector General is rather small, requiring close monitoring of
personal leave to ensure adequate coverage of telephone calls and possible visits from
constituents. Employees are asked to post expected leave times to the shared IG
Calendar available on Outlook. It is best to use the “all day event” option on the calendar
to permit room for other employees to cite that day.

While employees do not need to formally request leave days or times, employees are
asked to, as a courtesy, notify the Inspector General or Deputy Inspector General of
planned days off at least 30 days in advance. This will help ensure adequate office
coverage at all times. If there is an issue with doing so, employees are asked to be
flexible if at all possible.




Telephone (including Hotline) Etiquette

Those who call the OIG expect to hear a formal yet inviting greeting. It is understood
that each employee will have his/her unique greeting. However, each greeting should at a
minimum include “Office of the Inspector General.”

Each employee is expected to answer the office phone lines as quickly as possible.
Employees should keep in mind that the callers will possibly be upset at the time of the
call. The employee should, if appropriate, attempt to soothe the caller. The employee
should then be ready to take notes about the call. It is good practice to ask the caller for
details or to restate the issue as appropriate. Try to get the following information, as
appropriate:

What happened When, How long, How often
The person(s) involved and title(s) Where

How Why

Others who have knowledge How the caller knows

Is there documentation/ will the caller send it Any steps already taken

It is also good practice to ask the caller what he/she would like us to do.

If callers request to remain anonymous, they may. However, they should be told that we
will always keep any names provided confidential to the extent of the law. Also, callers
should be informed that we cannot give them any status reports or final results if we
cannot get in touch with them. In some cases, callers may wish to establish confidential
Gmail or other accounts that we may use solely for communications.

Tell the caller that we have weekly meetings to review complaints and determine what
the next steps will be, and if the caller wants us to, we will get back to him or her about
the decision.

Here are a few numbers/websites to give to callers:

Montgomery County government information 311 or 240-777-0311
(e.g. for Department of Permitting Services)

Montgomery County Police Dept. main number 301-279-8000
Financial Crimes Section (e.g. identity theft) 240-773-6330

Maryland Dept. of Human Resources 800-332-6347
(welfare and child support fraud issues)

Maryland Dept. of Health & Mental Hygiene OIG 866-770-7175 or

410-767-5784
Federal Inspectors General ignet.gov




Employee Expenses and Purchases

Employees incur expenses for many legitimate reasons. This section addresses several
types of expenditures.

Business Travel

Employees are reimbursed for travel from site to site while working for the County. The
effective mileage rate for County employees is available on the County Human
Resources web site. Employees are requested to keep track of mileage related to such
travel each day that such travel takes place. Given the size of the County and the nature
of our work, the claiming of mileage is expected to be infrequent. Also, if the employee
incurs legitimate reimburseable expenses while on travel, the employee is asked to
complete and retain an expense report until the aggregate extended cost reimbursement
exceeds $50; until 90 days have elapsed since incurring the expense; or until year-end, at
which time employees should submit all report(s), with accompanying documentation
supporting miles claimed and expenses incurred, to the Inspector General or Deputy
Inspector General for processing of payment.

The costs of commuting from an employee’s home to and from 51 Monroe Street each
day are not reimbursable, regardless of the work location.

Office Purchases

Employees are encouraged to discuss planned purchases of continuing education, office
supplies, office technology, etc. with the Inspector General or Deputy Inspector General.
If the purchase is agreed to be needed and it is the best price available, the Inspector
General or Deputy Inspector General will arrange for purchase of the item(s). The
employee and the OIG must adhere to County policy as stated in the County Procurement
Guide in gaining and documenting approval for all procurements.

When using the OIG purchase card, the original and copies of all documents supporting
the transaction(s) must be retained and provided to the Deputy Inspector General..

Out-of-Pocket Purchases

With advance approval, employees may occasionally purchase, using the employee’s
personal funds, miscellaneous items for office use. Employees may obtain
reimbursement for such purchases in a manner similar to Business Travel (see above)
through submission of an expense report.




Continuing Professional Education

Government Auditing Standards (GAS) requires that OIG employees performing audit
work in accordance with Generally Accepted Government Auditing Standards should
maintain their professional competence through continuing professional education
(CPE).! GAS is more prescriptive than the standards for investigations and those for
inspections and evaluations. GAS also fits neatly with various State CPA licensing
requirements. Thus, the OIG has decided to adhere to Government Auditing Standards as
to applicability, timing, and the nature of the education.

As to applicability, the OIG expects each employee performing inspection, investigative,
or audit functions to adhere to the broad requirements of Government Auditing Standards
in earning CPE. As to timing, while GAS permits an affected employee to earn a
minimum of 20 hours of CPE per year, the OIG asks each such employee to earn a
minimum of 40 hours per year. The intention is that doing so will simplify
recordkeeping. Finally, those performing inspection or investigation functions should
choose education that meets the guidelines of the 80- and 24-hour GAS requirements.
Employees are to discuss planned CPE with the Inspector General or the Deputy
Inspector General, and obtain written approval prior to committing to take the course.

The OIG maintains CPE records for each employee on the shared (F) drive , Office
Administration & Standards, Staffing Matters, CPE Tracking, OIG CPEs 121311 .xIs.
This site also has folders to hold each employee’s CPE certificates. Employees are
responsible for posting their own CPE earned to the Excel spreadsheet and posting all
CPE certificates to their personal folder.

The OIG will reimburse each employee for the tuition costs of all approved CPE.
Employees will not be reimbursed for lodging and travel costs to courses conducted
outside of the Washington DC area.

1 Government Auditing Standards, 2011 Revision, reads as follows.

3.76. Auditors performing work in accordance with GAGAS, including planning, directing, performing audit procedures, or reporting
on an audit conducted in accordance with GAGAS, should maintain their professional competence through continuing professional
education (CPE). Therefore, each auditor performing work in accordance with GAGAS should complete, every 2 years, at least 24
hours of CPE that directly relates to government auditing, the government environment, or the specific or unique environment in
which the audited entity operates. Auditors who are involved in any amount of planning, directing, or reporting on GAGAS audits and
auditors who are not involved in those activities but charge 20 percent or more of their time annually to GAGAS audits should also
obtain at least an additional 56 hours of CPE (for a total of 80 hours of CPE in every 2-year period) that enhances the auditor's
professional proficiency to perform audits. Auditors required to take the total 80 hours of CPE should complete at least 20 hours of
CPE in each year of the 2-year periods. Auditors hired or initially assigned to GAGAS audits after the beginning of an audit
organization's 2-year CPE period should complete a prorated number of CPE hours.

3.77. CPE programs are structured educational activities with learning objectives designed to maintain or enhance participants'
knowledge, skills, and abilities in areas applicable to performing audits. Determining what subjects are appropriate for individual
auditors to satisfy both the 80-hour and the 24-hour requirements is a matter of professional judgment to be exercised by auditors in
consultation with appropriate officials in their audit organizations. Among the considerations in exercising that judgment are the
auditors' experience, the responsibilities they assume in performing GAGAS audits, and the operating environment of the audited

entity.
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