TRANSITION MEMORANDUM
TO:

Student Attorney

FROM:
Insert Your Name

DATE:

Insert Date

RE:

Taxpayer’s Name
FACTS OF THE CASE

Give a brief recount of the important facts of the case.  The goal should be to acquaint the new student attorney with the client.  Also include candid impressions of the client (e.g., “never call taxpayer by his first name,” or “taxpayer does not return voicemails”).

ACTIONS TAKEN

Explain the steps you have taken, the documents you have requested, and the work product you have produced.  Also explain if you have been working with anyone in particular at the IRS or if you have submitted any documentation.
NEXT STEPS


Clearly outline all future actions that are necessary to resolve the client’s controversy.  Included with this explanation should be research requirements, documentation to prepare and/or request, and suggestions for looking up procedural and substantive issues on the website.  In completing this section, avoid using acronyms or simply stating lofty client goals (e.g., “complete offer-in-compromise”).  Instead, step into the shoes of the next student attorney and explain what you would have wanted explained to you.
*
Place the Transition Memorandum on top of Side I of your case file.
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