End Semester Checklist

End of Semester Procedures applicable to all students (including returning students):

_____
Write a short (one-two page) memorandum describing your personal perspective of the value and the need for representing low-income taxpayers and any suggestions for improving the Clinic.  The memorandum should be given to the Clinic Secretary, but it should not be signed; 

______
Complete an evaluation of the Clinic Supervision and Program and submit it to the Clinic Secretary;

_____
Submit any outstanding Time Sheets to the Clinic Secretary;
_____
Clean up your files by attaching all paper to the appropriate section in the file and ensure all key documents have been scanned in and named into the electronic file folder in the appropriate section:  BasicData, ClientCorr, IRS-TC, Misc.; and

_____
Update the Amicus File Summary with any new factual information, deadlines, issues, actions taken, and suggested "next steps" for the new student attorney - Each year at issue should be set out separately and labeled using the correct "Status," "Issues," and "Resolution Method."  See Dr. Evil's Amicus File Summary as an example; and
_____
Submit the End of Semester Checklist form signed and dated to the Clinic Secretary.  You are responsible for having your name checked off by the Clinic Secretary as having submitted the Memo, End of Semester Checklist and Evaluation Forms.

Transitioning Cases: 

  ____
Not applicable; returning student

  ____
Send a Transition Letter to each Client along with a new Power of Attorney form for the client’s
 
signature [include a self-addressed, stamped envelope (SASE) for client].  Personalize the letter and
 
keep in mind the evaluation of you and the Clinic they will be asked to complete.  File the letter on the 
electronic folder “ClientCorr” as TransLtr(month and year – i.e. 0509) and the paper copy in the “Client
Correspondence” section of the paper file.*
_____
Send a Transition Letter to each IRS representative with whom you have been working, however do

NOT revoke the Power of Attorney.  File the Transition Letter as TransLtrIRS (month and year such 

as 0509) in the electronic folder “IRS-TC” and the paper copy in the IRS pat of the paper file*;

_____
Print off a record of account from e-Services for each year at issue

_____
Print “All File Time” from Amicus and place it under the Case Tracking tab on Side I of the file;  post
all time on Amicus;
_____
Prepare a Transition Memo and print two copies.  Place one on Side I of the file and deliver the other

to the Associate Clinic Director. Save the electronic version as TransMem(include month and year,
  
such as 0509) in the BasicData section.
_____
Return all files to your drawer;
I,_________________________, certify by signing below that I have completed all End of Semester procedures as indicated above.
Signature:_____________________________

Date:_____________
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