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1. Purpose and Scope 

The Council of the Inspectors General on Integrity and Efficiency Training Institute 
(CIGIE TI) provides training to CIGIE member agencies and, on a space-available 
basis, to non-CIGIE member agencies that perform oversight functions. 

This policy establishes the standard requirements for admissions, registration, 
enrollment modifications, cancellations, attendance, payment, and related matters for 
CIGIE TI training, including virtual and in-person classes. 

Certain courses or training programs may be subject to additional or different 
requirements based on the course, training provider, facility, contract, or other 
applicable terms. When course-specific requirements differ from the standard 
requirements in this policy, the course-specific requirements will apply. Such 
requirements will be identified in the applicable course registration instructions or 
otherwise communicated to the agency Training Officer. 

2. CIGIE TI Classes 

CAP Registration for CIGIE TI Classes 

For most CIGIE TI classes, participants from CIGIE member agencies must submit 
registration requests through their designated Training Officer using the CIGIE 
Admissions Portal (CAP), unless otherwise stated in the course registration instructions. 

Each agency may register a maximum of two (2) students per class during the initial 
registration period, which closes 30 calendar days before the class start date. 

Additional students may be placed on a waitlist. After the initial 30-day registration 
period closes, available seats will be offered to individuals on the waitlist on a first-
come, first-served basis. 

https://cap.cigie.gov/navpage.do


Unless otherwise stated in the course registration instructions, new registration 
requests, class transfers, and student substitutions are not accepted less than 
five (5) business days before the class start date. 

Requests received after the applicable registration deadline may be considered as 
an exception to this policy. Exception requests must be submitted to CIGIETI@cigie.gov 
for review and approval by the Training Institute Director. 

3. Non- CIGIE Member Agencies   

Non-CIGIE member agencies that perform oversight functions may request 
enrollment by submitting the Non-CIGIE Registration Form.  

Enrollment requests from non-CIGIE member agencies are accepted on a space-
available basis and are subject to any applicable course-specific requirements. 

Non-CIGIE member agencies are required to submit payment within five (5) business 
days of receiving enrollment confirmation. Failure to submit payment within the required 
timeframe may result in cancellation of the participant's enrollment. 

4. Peer Review Training 

Registration is reserved for CIGIE member OIGs scheduled to conduct or undergo an 
Audit or I&E Peer Review within the upcoming six-month cycle. Non-CIGIE member 
agencies are NOT eligible to attend Peer Review Training. 

Continuing Professional Education (CPE) credit will be awarded only to participants who 
are assigned to a peer review scheduled within the upcoming six-month cycle.  

Participants who attend the training but are not assigned to a peer review within 
that timeframe, or who view a recording of the training, are not eligible to receive CPE 
credits.  

5. FLETC Classes 

Allocated seats are those that have been formally requested (“Projected”) and 
confirmed as reserved (“Allocated”) for agency use.  

If an allocated seat is no longer needed, the CIGIE TI must be notified immediately so 
the seat may be reassigned to another OIG.    

Registrations for FLETC allocated seats must be completed forty-five 
(45) days before the class start date.   

All students must complete the FLETC self-registration form every six months, as 
required by FLETC. 

FLETC Classes Enrollment Modifications  

mailto:CIGIETI@cigie.gov
https://app.smartsheetgov.com/b/form/3e2f7b66681e4cf58c2c1a86c1a910ab
mailto:CIGIETI@CIGIE.GOV


Training Officers must submit new registration requests or other enrollment 
modifications at least three (3) business days before the class start date.  

6. Third Party and Vendor Provided Training 

CIGIE TI may offer training provided by or through third-party training providers or 
vendors. 

Third-party or vendor-provided training may be subject to different registration, 
cancellation, substitution, transfer, attendance, payment, refund, or other requirements 
established by the training provider, contract, or applicable terms. 

When such requirements differ from the standard CIGIE TI requirements, the applicable 
vendor, contract, or course-specific requirements will govern. 

Course-specific requirements will be identified in the course registration instructions or 
communicated to the agency Training Officer before registration, when practicable. 

7. Enrollment Modifications and Exceptions 

Unless otherwise stated in the course registration instructions, new registration 
requests, class transfers, and student substitutions must be submitted within the 
applicable registration timeframe established by this policy. 

Requests received after the applicable deadline may be considered only as an 
exception to policy. 

Exception requests must be submitted to CIGIETI@cigie.gov and should include the 
participant's name, agency, course name and date, type of requested modification, and 
reason for the request. 

The Training Institute Director will review exception requests and determine whether an 
exception may be granted based on course capacity, administrative feasibility, vendor 
or facility requirements, and other applicable considerations. 

8. Reasonable Accommodation 

The CIGIE TI is committed to ensuring all students have the opportunity to participate in 
training programs.   

Participants who require reasonable accommodation should first seek it through their 
home agency. If the home agency is unable to provide the requested accommodation, 
the CIGIE TI will work to provide reasonable accommodation, consistent with program 
requirements and operational constraints.  

mailto:CIGIETI@cigie.gov


Participants requesting a reasonable accommodation should notify the TI 
at CIGIETI@CIGIE.GOV at the time of registration to allow sufficient time for review and 
coordination.  

9. Cancellations 

CIGIE TI maintains a strict three (3) business-day cancellation policy.  

Refunds and tuition waivers are not permitted within three (3) business days of the 
scheduled class start date.  

Training Officers must notify the CIGIE TI  immediately if a registered student is unable 
to attend a scheduled class.  

OIGs will be billed for any vacant seats resulting from cancellations made within 
the three (3) business days of the scheduled start date. If a student fails to attend 
class without prior notification (“No Show”), the agency will be billed the full tuition 
amount.  

The Training Institute reserves the right to review extraordinary circumstances on a 
case-by-case basis. Determinations are made solely at the discretion of the Training 
Institute and do not constitute a waiver of this policy.  

10.  Class Cancellations Due to OPM Announcements  

If the Office of Personnel Management (OPM) announces a dismissal or closure for the 
Washington, D.C. area or other applicable training locations, training may be canceled. 
Participants should follow the reporting instructions provided by CIGIE TI. If the class is 
rescheduled, the agency Training Officer will be notified.  

11.  Cancellations Initiated by CIGIE  

If CIGIE TI cancels a class, CIGIE TI will make every reasonable effort to prioritize 
affected students for the next available offering. 

If demand for the next available class exceeds the maximum class size, priority may be 
determined based on: 

• Original registration date; 
• Agency training needs; 
• Previous registration or waitlist status; and 
• Other factors determined appropriate by CIGIE TI. 

If prioritization is not feasible, affected students will be notified of the next available 
class and may register subject to availability.   

 

mailto:CIGIETI@CIGIE.GOV
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12. Continuing Professional Education (CPEs)

CIGIE TI supports a wide variety of professionals and organizations across 
the oversight community.  Because each OIG may apply different criteria to 
classify CPEs based on its internal policies and applicable professional standards, 
CIGIE TI does not designate specific types of CPEs (e.g., government, non-
government, or technical).   

Participants should submit their CPE certificate and course agenda to their accrediting 
organization or internal training authority for a final determination regarding CPE 
classification and application. 

CIGIE TI certificates of completion identify the total CPE hours and include a detailed 
course agenda to support participants and their organizations in making appropriate 
CPE determinations.  

13. Payment and Billing

If an agency does not have an established interagency agreement with the CIGIE TI, 
please send financial documentation, such as an SF-182 or a purchase order, 
to billing@cigie.gov, or call (912) 267-2871 for payment related information.  

CIGIE TI accepts payment through the following methods: 

• G-Invoicing (GTC)
• Interagency Agreements (IPAC)
• Purchase Orders
• Standard Form 182 (SF-182)
• Government Credit Card
• Personal Credit Card

For government agency payments, an Agency Locator Code (ALC) and the Treasury 
Appropriation Symbol (TAS) are required.  

CIGIE TI will not process your class enrollment if the agency payment method is not 
included on the Student Registration Form.  

For Billing inquiries/concerns, please contact Donna Brooks at billing@cigie.gov. 

14. Effective Date and Annual Review

This policy is effective October 1, 2026. The CIGIE Training Institute will review this 
policy at least annually to ensure that it remains current, effective, and aligned with 
applicable requirements, training operations, and business practices. Revisions may be 
made as necessary based on the results of the annual review or changes in applicable 
requirements, procedures, or operational needs. 
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