TO DO LIST-PETITION 

1. Has the taxpayer received a Statutory Notice of Deficiency (90-day letter)?

a. Has the 90-days already passed?

i. If so, petitioner cannot file a petition with the Tax Court.

b.
If an innocent spouse case, then see innocent spouse to-do list.

2. Has the taxpayer already filed a petition with the Tax Court?

a. If yes, and the taxpayer has been accepted as a client, then the Student Attorney should file an Entry of Appearance.

b. Go to step 10.

3. Does the taxpayer have a substantive dispute with the IRS?

If the taxpayer has not filed the petition with the Tax Court:

1. Discuss with taxpayer whether he or she qualifies for a filing fee waiver and whether they will consent to filing a petition under the small case procedure. If so, inform client you will be mailing them a consent to small case procedure form for their signature.
a. If Client cannot file a waiver, then client will have to pay $60 by check or money order.

b. Include a self addressed stamped envelope with consent form.  

2. Fill out a Form 4

3. Fill out the Petition Form
a. Prepare an original and two copies

b. Be sure that the name on the Petition is exactly the same as on the 90-day letter

c. Obtain Director and Assistant Director’s signature.

4. Fill out a request for place of trial

a. Prepare an original and two copies

b. Obtain Director and Assistant Director’s signature

5. Prepare the petition cover letter

6. Make a copy for the file.

7. Mail via UPS to Tax Court.

If taxpayer has already filed a petition: 
     1.  File an Entry of Appearance and Certificate of Service
a. Include both the Director and the Assistant Director in the entry of appearance

b.  Fill out a certificate of service

c. Include only the Director or the Assistant Director in the certificate of service.

d. Make sure that the date on the certificate of service is the date on which it is actually mailed.

e. If client has a copy of Respondent’s answer, then use the address included in Respondent’s answer.

f. If not, then use local district counsel.

     2.
Make a copy of all original signed copies for the file.

3.
Send original and two copies of Entry of Appearance and Certificate

     of Service to the Tax Court via UPS.

4. Send an exact replica to Respondent’s Counsel via UPS
