To Do List—Appeals Notebook

1) Determine if client’s issue calls for an appeals notebook:
a) The memo in the appeals notebook must tell a compelling story setting forth all relevant facts

b) Anticipate the questions that the appeals officer will have when reading the memo and address them

c) Support all important facts with exhibits
d) Review the appropriate section on the web site that contains the substantive issue 
2) In the sample appeals notebook on the website, change the following:

a) Put docket number on first page
b) Put appeals officer’s name on first page

c) Change client’s name

d) Change client’s social security number

e) Under submitted by, place your name

3) On the first paragraph of page 3, change the following:

a) Insert client’s name

b) Insert client’s social security number

c) Under statement of facts, insert client’s name.

d) At the end of the first sentence, insert the year in controversy

e) In the middle of the second sentence, first paragraph, insert the date of the Notice of Deficiency.

4) In the fourth paragraph, determine from the Notice of Deficiency what the IRS is challenging and what relief Client is requesting. Be sure to address each item denied in the Notice of Deficiency, but do so briefly.
5) Under earned income, insert client’s adjusted gross income for the year in controversy

6) Under dependents, insert client’s dependents with their full name, date of birth, social security number and the name of their mother

7) Under marital status, insert client’s marital status for the year in question.

8) Determine which legal issues apply to your client and delete all those that do not apply

9) Wherever Exhibits are referred to, describe in the memo what the Exhibit is and how it helps your argument.

10)  When finished with the memo, email to Clinic Director for review.

11) After submitting the memo to Clinic Director, but before final approval formulate how the exhibits will be ordered

a) Make sure that only one document goes in each exhibit

b) Exhibit A should be the power of attorney

c) Exhibit B should be the Petition

d) Exhibit C should be the Tax return

e) The other exhibits should all correspond with client’s documents

f) Make sure that the appropriate exhibits will be numbered and ordered correctly.

12) After approval from Clinic Director, compile the notebook and submit to Associate Clinic Director for final review:
a) Insert a cover letter

b) Insert the final memorandum

c) Insert appropriate exhibits

