INITIAL TELEPHONE CALL AND 

IN-DEPTH INTERVIEW TO-DO LIST 
Client’s Name ________________

Case No. _________________

Student Attorney _________________________

Prior to conducting the initial telephone call or in-depth interview, review the “Handling Cases/Handling Your Caseload/New Clients” tab at www.gsulitc.org for a complete discussion.

If possible, before the initial telephone call, obtain an Account Transcript from e-Services for each year at issue.  If not available, contact the Practitioner’s Priority Hotline.  

I. Initial Telephone Call                  Date ________________

A. Introduce yourself and advise Taxpayer:

a. The Clinic is not a part of the IRS, and if Taxpayer is accepted as a client, the Clinic will represent Taxpayer’s interests;

b. If the Clinic accepts the case, law students will provide legal representation, supervised by a licensed attorney;

c. All information provided by the Taxpayer to the Clinic will be protected by the attorney-client privilege and kept completely confidential unless authorized by the Taxpayer; and

d. The Taxpayer and the issues involved must meet certain eligibility requirements, including financial requirements.

B. Review and confirm the information provided on the Intake Sheet and Initial Client Questionnaire, including household size, total household income and financial information.

C. Obtain as much information about the Taxpayer’s tax issue as possible.  

a. Using the Decision Tree (located on the website), determine what stage the controversy is in (Collections or Pre-assessment).
b. Inquire as to whether the Taxpayer has received any notices from the IRS setting forth a deadline.
c. Inquire as to whether the Taxpayer contends he does not owe the tax or simply that he cannot afford to pay the tax.  
d. If the Taxpayer contends he does not owe the tax, inquire as to what documents he has to support his position.  The types of documents will vary depending on the issue you will need to prove.    

D. If the Taxpayer is facing any deadlines, provide the Administrative Secretary with, and discuss with your Supervising Attorney, any deadlines, even prior to acceptance of the case.

E.
      Inform Taxpayer that notification of decision to accept or decline
 
      representation will be provided within 10 days.  Give no tax advice until the
            Clinic has accepted the case and adequate research has been conducted.

E. Review with your Supervising Attorney information collected in the initial telephone call to determine whether the Clinic should accept the case, and, if so, what the most likely method of resolution will be.  Prepare a Recommendation Memo for signature by the Associate Director.

F. If the case is accepted:

a. Call to inform the Taxpayer of the acceptance;

b. Schedule an appointment for an in-depth interview.  If the Taxpayer is unable to come into the office, then you may ask him to mail or fax you the necessary documents and schedule an in-depth telephone interview, to be conducted after you receive them.  It is best to schedule this telephone interview since it will take an hour or more.

c. Determine whether free parking is necessary (see below)

d. Advise Taxpayer to bring the following to the appointment:

i. Tax returns for all years in question;

ii. Most current tax return;

iii. All correspondence to and from the IRS;

iv. Any documentation to support Taxpayer’s position concerning whether a tax is legally owed (i.e. social security cards, birth certificates, school records, medical records, business receipts, etc.), if that is his position; and

v. Any documentation to support Taxpayer’s position that he cannot afford to pay any tax legally owed (three months of financial information including bank statements, paycheck stubs, leases, mortgage statements, utility bills, car payments, etc.) , if that is his position.

e. Prepare and mail Taxpayer an Engagement Letter along with a Self-Addressed, Stamped Envelope (SASE) for return of the signed letter to the Clinic.  Enclose an extra copy for the Taxpayer’s records.  
Note:  As with all client correspondence, place a signed copy of the engagement letter you sent to the Taxpayer on Side II of the file.

f. Include with the Engagement Letter an appointment confirmation letter (link to form on website), including a map and directions (link to form on website), along with an Engagement Letter.

g. If Taxpayer agrees he owes the tax but is contending he cannot pay it, enclose an IRS Form 433 for him to complete and bring with him to the in-depth interview.

h. Enter appointment date in Amicus and on Room 160 (the single office) door calendar.

i. Call Taxpayer at least 24 hours before an appointment to confirm.

j. If free parking was arranged and Taxpayer cannot make the appointment, notify the Administrative Secretary before 9:00 a.m. on the date of the appointment.

G. If the case is declined:

a. Send Taxpayer a Declination Letter;

b. Prepare a Closing Form; and

c. Submit the file and Closing Form to the Associate Director for approval.

II. In-Depth Interview    Date ____________________

A. Review Intake Sheet and Initial Client Questionnaire with Taxpayer to confirm contact information.

B. Ask Taxpayer if any member of his family has or is being represented by the Clinic.

C. Review Taxpayer’s documents and invite discussion of his federal tax problem.  If Taxpayer agrees he owes the tax but contends he cannot pay it, review and further complete the IRS Form 433 with him.

D. Copy all Taxpayer’s documentation and return originals.  If substantial documentation is involved, ask permission to keep originals until copies can be made and then return originals via UPS.

E. If Taxpayer has received a Notice of Deficiency, (90 Day Letter), prepare a Consent to Small Tax Case Petition Form (located on T-drive) for the Taxpayer’s signature and provide Taxpayer with a copy.

F. If you have already discussed it with your Supervising Attorney and are comfortable with the subject, review with Taxpayer the most likely method of resolution and what the next step will be.  

G. If you have not already received Taxpayer’s signed Engagement Letter, review it with him and invite him to sign it.

H. Conclude the interview by providing Taxpayer with a Student Attorney card and inviting him to call us with any questions that should arise before we contact him. 
