





MEMORANDUM FOR <Employee Name>

SUBJECT:  Appointment as <Component Name>, Managers’ 
         Internal Control Program (MICP) Coordinator

	Effective immediately, you are designated as the <Component Name> Managers’ Internal Control Program (MICP) Coordinator.  As <Component Name> MICP Coordinator, you will be responsible for the following:

1) Plan, direct, implement, monitor, and evaluate the overall <Component Name> MICP.

2) Report assurance and track corrective actions taken to expedite prompt resolution of deficiencies, reportable conditions or material weaknesses identified during an assessment to the Director.

3) Establish and monitor systems (i.e., internal tracking and reporting capabilities) to ensure acceptable performance and prompt correction of all material weaknesses.

4) Develop and coordinate the consolidated Annual Statement of Assurance for the <Component Head or Principal Deputy>.

5) Report MICP effectiveness on a quarterly basis to <Component Name> Senior Leadership.

6) Revise the <Component Name> Regulation and the MIC Program Handbook as and provide the necessary guidance on those changes.

7) Maintain a list of all assessable units and assessable unit managers and all related documentation.

8) Develop and facilitate annual MICP training, Computer Based Training and supplemental MICP training when needed.

9) Proactively meet on a regular basis with <Component Name> Director, Chief of Staff, senior functional managers and AUMs.







[bookmark: _GoBack]	In this capacity, you will oversee the effective management of the <Component Name> MIC Program in accordance with statutory and regulatory guidelines to ensure adequate and effective management controls are in place and material weaknesses are identified and corrected in a timely manner.  Attached you will find MICP responsibilities.




						   <Director/Component Head Name> 
						     Director

Attachments:
As stated




