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Create	and	maintain	legal	files	in	cases	attributed	to	a	board	writing	improves	the	ability	of	the	writing	to	ensure	appropriate	case	management.	Files	also	provide	valuable	background	information	when	new	developments	occur	in	a	case	or	in	relation	to	a	problem,	such	as	the	questioning	of	Lithage	in	a	case	where	the	legal	council	was	issued
previously	issued	.	The	legal	file	must	contain	all	key	documents	in	the	development	of	the	work	item,	starting	with	the	document	that	generated	the	duties	and	continues	to	be	through	the	emission	of	the	final	document	closing	the	case.	It	must	contain	a	card	of	the	opening	and	closing	attributions	in	Techmis	and	Tlcats	(if	applicable)	together	with
any	attribution	documents	prepared	by	the	German.	If	the	case	was	of	any	duration,	it	should	contain	a	history	of	cases	documenting	the	development	of	the	case.	The	legal	file	does	not	need	to	contain	each	paper	piece	created	while	a	case	was	open.	Intelligence	and	good	judgment	should	be	used	to	decide	whether	a	given	paper	or	document
pedajament	is	a	correct	part	of	the	official	file.	Except	when	required	by	applicable	registration	control	hours,	it	must	rarely	should	be	vaults	of	the	same	paper	or	document	to	be	placed	in	the	legal	file.	The	containment	of	the	legal	archives	may	be	subject	to	the	disclosure	of	the	bullshit	under	the	statutes	of	disclosure	(for	example,	Law	of	Freedom
of	Information	(Foia)	and	Section	6110),	and	may	be	subject	to	discovery	or	other	compulsory	legal	process.	Form	9718,	Case	History,	Exhibit	30.9.1-1,	provides	a	means	to	summarize	the	development	of	cases	and	list	research	quotes.	It	is	used	to	provide	a	complete	history	of	all	significant	actions	in	connections	with	the	development	of	a	case;	Avoid
duplication	of	effort;	Determine	research	conducted;	and	identify	file	memo.	Formulum	9718	is	part	of	the	process	in	each	Decision.	Can	also	be	used	in	any	other	case	dut	deems	it	appropriate,	particularly	if	the	assignment	may	require	substantial	research	or	when	a	chronological	record	of	case	development	is	desirable.	Doubtful	cases	should	be
resolved	in	favor	of	using	the	form.	Only	an	original	of	the	form	is	prepared.	Each	initiator,	supervisor,	and	reviewer	handling	the	case	lists	in	chronological	order	the	pertinent	substantive	and	procedural	actions	taken.	Items	to	be	listed	include	special	instructions	(such	as	deadlines,	target	dates,	and	research	sources),	telephone	and	other	contacts,
coordination	within	or	outside	Chief	Counsel,	reports	of	significant	matters	within	Chief	Counsel,	conferences,	position	meetings,	file	memoranda	and	review	action.	Entries	should	be	clear,	concise,	and	legible.	The	form	is	fastened	to	the	inside	left	of	the	folder	if	a	case	is	jacketed.	The	form	is	clipped	to	non-jacketed	work	assignments.	In	general,
Associate	office	case	files	are	opened	via	one	of	three	mechanisms:	Published	guidance	case	files	are	opened	and	the	TECHMIS	assignments	are	made	by	the	responsible	Associate	office.	Case	files	and	assignments	based	on	requests	for	legal	advice,	reviewed	advice	memoranda,	coordinated	issue	papers	(CIPs),	Appeals	settlement	guidelines	(ASGs),
audit	technique	guides	(ATGs),	workplans	for	Notice	cases,	Tax	Court	briefs	and	documents	submitted	for	Associate	office	review,	all	refund	defense	letters	and	refund	settlement	letters,	and	suit	letters	sent	for	review	or	set	up	as	Associate	office	assignments	are	opened	by	the	Technical	Services	Support	Branch,	CC:PA:LPD:TSS	(TSS4510).	TSS4510
is	also	responsible	for	the	creation	of	appellate	assignments	and	tracking	for	the	national	office.	TSS4510	makes	a	primary	assignment	to	an	Associate	office	depending	on	the	dominant	issue	in	the	assignment.	When	the	assignment	is	made,	a	legal	file	is	created.	Associate	offices	are	responsible	for	further	assignment	to	branches	and	attorneys.
Different	procedures	fI	.deyortsed	eb	dluow	tsil	eht	nopuerehw	,denruter	era	stnemucod	eht	litnu	elif	hcus	ni	decalp	dna	edam	eb	dluohs	foereht	tsil	a	,esoprup	rehto	yna	rof	ro	,esac	truoC	xaT	eht	ni	esu	rof	elif	evitartsinimda	eht	morf	devomer	era	stnemucod	hcihw	ni	esac	yna	nI	.desolc	si	esac	eht	nehw	naht	retal	on	dna	,etad	elbacitcarp	tseilrae	eht
ta	elif	evitartsinimda	eht	ni	decalper	eb	tsum	stnemucod	rehto	dna	snruter	lanigiro	ehT	.ecnedive	otni	noitcudortni	ro	noitcudorper	rof	snruter	xat	lanigiro	elif	evitartsinimda	eht	morf	evomer	ot	yrassecen	yllareneg	si	ti	,sesac	fo	lairt	dna	noitaraperp	eht	nI	.seciffo	lesnuoC	yb	elif	siht	ni	decalp	ro	morf	devomer	eb	dluohs	srepap	on	,esac	eht	fo	gnildnah
eht	ot	yrassecen	sa	tpecxe	,eroferehT	.lesnuoC	feihC	fo	eciffO	eht	fo	elif	eht	ton	si	dna	,rettam	ro	ESAC	eht	ni	elif	laiciffo	s'renoSimmoc	eht	si	elif	Evitartsinimda	eht	.selif	esoht	ebircsed	snotesbus	gniwollof	eht	.esac	a	htiw	detaicossa	selif	fo	sepyt	rehto	lareves	eb	ermeht.	dda	nI	.eciffo	dleiF	etairporppa	eht	ot	selif	eht	sdrawrof	hcnarB	ehT	.hcnarB
troppuS	noitagitiL	dna	erusolcsiD	eht	yb	detaerc	era	selif	lagel	dna	denepo	era	sesac	smialC	laredeF	fo	truoC	.eciffo	dleiF	etairporppa	eht	ot	elif	lagel	eht	sdrawrof	hcnarB	ehT	.hcnarB	eeF	resU	dna	sdroceR	,tekcoD	eht	yb	detaerc	era	selif	lagel	dna	denepo	era	sesac	truoC	xaT	:gniwollof	eht	rof	tpecxe	serudecorp	lacol	ot	gnidrocca	detaerc	selif	lagel
dna	denepo	era	sesac	eciffo	dleiF	)SLD:DPL:AP:CC(	hcnarB	troppuS	noitagitiL	dna	erusolcsiD	eht	ni	denepo	era	stseuqeR	AIOF	.0154SST	ot	tnemngissa	rof	sMAT	sdrawrof	URD	ehT	.selif	lagel	setaerc	dna	seciffo	etaicossA	ot	sesac	eeF	resU	sngissa	hcihw	,)URD:DPL:AP:CC	hcnarB	eeF	resU	dna	sdroceR	,tekcoD	eht	hguorht	detuor	era	)sPAC	,sMAC	,
SRLP	(stseuqer	eEf	resu	dna	mudnaromem	ecivda	lacinhcet	.woleb	7.2.9.03	MDCC	DNA	8.2.9.03	MDCC	Ni	Htrof	Tes	Era	DNA	SRETAM	XAT	LANIMIRC	DNA	SECIVRESS	LAVE	legal	file	becomes	bulky	or	there	are	documents	associated	with	the	case	that	are	not	part	of	the	legal	file,	a	miscellaneous	law	file	may	be	made	for	the	case.	There	may	also
be	placed	in	the	miscellaneous	law	file,	at	the	discretion	of	the	supervisor,	the	"filed"	or	"served"	copy	of	documents,	but	not	the	"initialed	"	copy.	In	this	instance,	however,	the	initialed	copy	of	such	documents	that	are	placed	in	the	legal	file	must	have	written	on	the	first	page	thereof	the	date	filed	or	lodged	with	the	court.	Extra	copies	of	all	pleadings
or	other	documents	that	will	be	needed	on	appeal	from	the	Tax	Court's	decision	should	be	placed	in	the	miscellaneous	law	file,	as	well	as	extra	copies	of	correspondence,	memoranda,	etc.,	that	may	actually	be	needed	at	a	future	date.	As	to	the	retention	of	extra	copies	of	documents,	the	supervisor	should	bear	in	mind	the	duplicating	equipment
available	and	the	feasibility	of	duplication	of	documents,	should	extra	copies	be	needed	at	a	later	date.	If	deemed	necessary	or	desirable,	draft	copies	(properly	identified	and	dated)	may	be	retained	in	the	miscellaneous	law	file	and	not	in	the	legal	file.	All	documents	placed	in	either	the	legal	or	miscellaneous	law	file	must	be	conformed	copies.	The
miscellaneous	law	file	will	be	kept	with	and	serve	as	a	supplement	to	the	legal	file.	It	should	be	orderly	and,	to	the	extent	practicable,	the	papers	should	be	in	chronological	order	and	fastened	together.	Duplicated	copies	of	respondent's	exhibits	or	of	petitioner's	exhibits	that	are	withdrawn	from	the	court	and	are	to	be	retained	by	the	respondent	are
placed	in	the	miscellaneous	law	file	upon	closing	the	case.	If	there	is	no	miscellaneous	law	file,	the	retained	exhibits,	upon	closing	the	case,	may	be	placed	in	the	legal	file.	Other	miscellaneous	legal	files	may	be	created	and	associated	with	legal	files	regarding	advice	or	guidance	matters.	These	files	should	generally	contain	documents	that	are	During
the	development	of	the	work	item,	but	which	are	not	appropriate	to	include	the	official	legal	file.	An	example	would	be	stories	of	opinions	considered	in	the	development	of	written	councils.	Such	diverse	files	are	not	being	retained	as	part	of	the	official	file.	Fictional	files	may	exist	in	certain	special	cases	of	Littan	project.	These	projects	were	usually
open	for	tax	shelter	cases	during	the	1970s	and	1980s.	Some	projects	remain	active	on	this	date.	If	the	case	involves	more	than	one	project	problem	or	a	combination	of	a	project	problem	and	non-projects,	the	field	lawyer	designated	for	the	case	will	take	the	following	measures	in	relation	to	Each	question	of	the	project	after	the	case	is	considered	in
question.	Create	a	fictional	record	in	Cats	and	a	fictional	file	if	the	case	is	considered	a	"dirty"	case	involving	more	than	one	project	problem	or	a	combination	of	project	problems	and	project.	Fictional	records	allow	the	tracking	of	different	problems	or	petitions	that	are	in	different	status.	Fictional	legal	files	must	contain	compiases	of	all	allegations,
legal	warning,	return	(s),	support	declaration	and	all	materials	related	to	the	project	question.	The	file	should	be	marked	dummy	files	on	bold	cards	outside	the	file.	Submit	the	FICTÃCIO	LEGAL	FILE	TO	THE	PROJECT	LAWYER.	The	fictional	legal	file	must	have	the	address	of	the	field	writing,	the	operational	division	and	the	name	and	number	of	the
field	lawyer	telephone	in	the	internal	coverage	of	the	legal	file.	If	the	case	is	sent	to	appeals	for	the	considering	liquidation,	it	must	go	through	the	local	appeal	with	a	subtitle	in	the	reading	of	transmission	as	follows:	Issue	of	choice	(Names	of	names)	In	this	house	it	is	part	of	a	shelter	project	to	be	controlled	by	(name)	Office.	Attorney	Project	is
(name)	who	can	be	in	(no.	A	full	legal	file	necessarily	includes	documents	documents	To	help	in	the	case	provided	by	all	other	writing.	Thus,	whenever	a	writing	requests	assistance	in	a	case	task	of	another	writing,	the	documentation	of	case	developments	by	the	writing	that	provides	assistance	must	be	incorporated	into	the	legal	file.	To	fulfill	this
objective,	any	functioning	lawyer	designated	to	provide	assistance	to	the	case	to	another	writing	must	document	the	development	of	cases	in	a	temporary	file	of	"assistant".	After	the	conclusion	of	the	requested	assistance,	the	Assistance	file	must	be	sent	to	the	writing	that	requested	the	assistance	to	include	in	the	legal	file	as	described	below.
Whenever	the	TSS4510	receives	a	request	for	assisting	a	associated	writing	to	another	associated	writing,	the	tss4510	or	the	receiver	writing,	must	configure	a	welfare	file	using	a	letter	size,	(brown).	The	folder	must	be	configured	similar	to	a	legal	file,	ie	the	request	and	another	documentation	attached	within	the	folder	on	the	right	side	and	the
control	sheet	and	the	historical	case	attached	to	the	left.	Attach	a	label	on	the	upper	left	corner	on	the	outside	of	the	folder	with	the	name	of	the	cabinet,	the	number	of	control	TL-Cats	or	Techmis	(including	the	number	of	WLI),	the	type	of	assisting	assistance	and	ramification	£	The	attributed.	Whenever	a	request	for	assistance	is	sent	to	another
writing,	the	transmitted	memorandum	must	declare:	We	request	that	a	documentation	of	significant	activities	during	the	development	of	the	case	is	returned	to	this	writing,	Together	with	the	answer,	to	include	the	legal	file.	A	welfare	file	must	be	maintained	in	accordance	with	the	file	maintenance	instructions	for	a	legal	file.	The	Associated	Response
Writing	must	forward	the	Assistant	Archive	(with	documentation,	history	sheet	and	control	sheet	(showing	the	mu	mu	ed	edadissecen	a	odnauq	atsopser	a	etnemataidemi	odniuges	uo	,levÃssop	es	,atsopser	a	moc	oviuqra	o	rahnimacnE	.)etnaticilos	oir³Ãtircse	oa	odaxena	e	odÃulcnoc	etnemadived	The	answer	makes	it	impractical	to	forward	the	welfare
file.	The	lawyer	attributed	in	the	requesting	writing	may	keep	the	Assistant	file	with	the	legal	file	while	the	case	is	still	open,	but	must	be	part	of	the	Assistant	File	of	the	Legal	File	(removing	any	duplicate	documents)	before	closing	the	legal	file.	The	welfare	file	jacket	can	be	related	and	reused.	Set	up	the	case	file	-	the	clerk	designated	for	the	case,
or	a	member	of	the	support	team,	must	ensure	that	all	significant	documentation	related	to	the	case	is	arrested,	in	reverse	chronological	order	of	receipt	(older	in	bottom),	in	the	internal	right	side	of	the	file	using	a	two	-oriferous	fixer.	For	an	example	of	tight	case	documentation,	see	the	above	discussion.	Merge	any	case	file	files	in	the	legal	file.
Discard	all	duplicate	documents	of	documents	and	the	readily	available	legal	authorities	(judicial	opinions,	revenue	decision,	statutes,	regulations,	etc.)	of	the	legal	file	and	the	law	file.	The	different	law	file	must	be	tracked	for	any	items	that	must	be	included	in	the	legal	file.	The	remaining	material	in	the	Diverse	Law	Archive	can	be	discarded	or
maintained	by	the	attorney	designated	for	later	reference.	Control	Sheet	-	Place	a	tl	-cats/techmis	control	sheet	hint	for	the	case,	reflecting	closed	status	(eg,	900,	960,	980,	999)	at	the	top	of	the	file	documents.	If	a	case	is	closed	with	a	status	900,	an	explanatory	comment	should	be	placed	on	the	"Status	Narrative	Line"	on	the	Techmis	control	sheet.
The	support	team	of	each	writing	has	the	responsibility	to	create	the	Techmis	control	sheet	when	the	case	is	ready	for	closing.	Case	processing	form	-	a	dog	of	a	filled	case	processing	will	be	placed	at	the	top	of	the	TechMis	control	sheet.	This	form	will	be	completed,	signed	and	dated	by	the	designated	official	for	the	case.	Management	Review	-	Send
the	legal	file	to	the	reviewerThe	legal	file	is	ready	for	closing.	The	reviewer	should	verify	that	the	file	assembly	procedures	have	been	followed.	In	particular,	the	reviewer	must	review	the	completed	techmis	control	sheet	and	the	case	processing	form	for	precision	and	integrity.	It	is	essential	that	the	reviewer	checks	the	classification	of	the	file
inserted	in	the	closing	form	to	ensure	that	the	appropriate	registration	retention	schedule	is	used	for	the	file.	In	addition,	the	reviewer	must	verify	compliance	with	any	pill	-as	-a	-body	inspection	requirements.	The	reviewer	must	sign	and	date	the	case	processing	form	if	the	legal	file	is	ready	for	closing.	Transfer	legal	file	to	closing	and	storage
(associated	writing)	-	Transfer	closed	legal	files	to	legal	processing	divisive	to	all	cases.	Field	writing	follow	local	procedures	on	closed	file	storage	location.	Each	writing	must	ensure	that	all	legal	files	are	closed	in	a	timely	time	after	the	conclusion	of	the	task.	Legal	files	should	not	remain	open	more	than	two	weeks	after	the	conclusion	of	the	task,
without	unusual	circumstances.	The	files	will	be	retained	in	accordance	with	the	retention	schedules	of	registration	of	the	Chief	Council	(see	Brother	1.15.13	through	sister	1.15.15),	which	contains	information	about	when	retiring	records	and	when	destroy	or	send	files	to	the	national	administration	of	files	and	records.	The	records	that	are	not
addressed	in	the	chronographs	of	registration	of	the	Chief	Council	will	be	kept	in	accordance	with	the	general	registration	registration	schedules	of	national	files	and	registrations.	See	Brish	1.15.38	to	Sister	1.15.61.	The	regulations	implementing	the	Federal	Registration	Law	and	the	Federal	Registration	Disposal	Law	for	the	suspension	of	the
disposal	of	records	in	schedule	of	the	provision	of	When	the	present	availability	of	records	is	necessary	to	perform	government	operation	due	to	special	circumstances	that	change	their	administrative,	legal	or	normal	tax	value.	These	circumstances	circumstances	ot	yrassecen	si	eciton	ehT	)roolF	ht01(	6-PC/CS:ER:A	potS	liaM	42202	.C.D	,notgnihsaW
WN	,eunevA	noitutitsnoC	1111	reciffO	sdroceR	SRI	:ot	dedivorp	eb	dluohs	eciton	ehT	esac	eht	ni	devlovni	yllartnec	era	ohw	slaudividni	ro	seciffo	lesnuoC	ro	ecivreS	rehtO	evreserp	ot	tseuqer	eht	gnikam	nosrep	eht	rof	noitamrofni	tcatnoc	dna	,eciffo	,eman	ehT	ecalp	ni	eb	thgim	evreserp	ot	deen	eht	gnol	woh	fo	etamitse	nA	sdrocer	eht	ssessop	ot
thguoht	seciffo	ehT	)nwonk	erehw	seires	drocer	gnidulcni(	devreserp	eb	ot	sdrocer	fo	sepyt	ro	sdrocer	ehT	)seman	ytrap	gnidulcni(	noitagitil	eht	fo	erutan	dna	eman	ehT	:yfitnedi	dluohs	yenrotta	eht	reciffO	sdroceR	eht	ot	eciton	eht	nI	.dedulcnoc	neeb	sah	rettam	ycavirp	ro	AIOF	,noitagitil	eht	litnu	dedrawrof	ro	deyortsed	eb	ton	dluohs	,retnec	Sdrocer
LAREDEF	EHT	OT	TNES	NEEB	TEY	TON	EVAH	THT	STNEMUCOCOD	.NOVOTAGITIL	TNENIMMI	RO	GNIOGNO	NI	TRUOC	A	RO	YTRAP	RETIE	OT	TNAVELER	YLLAITNETOP	ECNEDIVE	EVRESERP	OT	YLPMIS	RO;	truoC	a	morf	redro	"	noitavreserp"	ro	"ezeerf"	a	,aneopbus	a	)htiw	ylpmoc	ro(	ot	dnopser	ot	;yrevocsid	s'lesnuoc	gnisoppo	ot	dnopser
ot	;esac	evitamriffa	s'tnemnrevoG	eht	rof	;sdrocer	eht	evreserp	ot	deen	a	si	ereht	erehw	era	dedivorp	eb	dluohs	eciton	eht	hcihw	ni	secnatsmucric	nommoc	emoS	.nwonk	semoceb	sdrocer	eht	evreserp	ot	deen	eht	sa	noos	sa	dedivorp	eb	dluohs	eciton	ehT	.seludehcs	noitisopsid	sdrocer	devorppa	rednu	dezirohtua	eb	esiwrehto	yam	lasopsid	taht	tcaf	eht
gnidnatshtiwton	,noitagitil	eht	fo	sesoprup	rof	sdrocer	fo	lasopsid	dnepsus	ot	deen	eht	fo	gnitirw	ni	reciffO	sdroceR	ecivreS	eht	yfiton	dluohs	rettam	ycavirp	ro	AIOF	,noitagitil	a	rof	deriuqer	stnemucod	evreserp	ot	noitagilbo	na	rednu	era	ohw	seeyolpme	lesnuoC	feihC	fo	eciffO	.doirep	noitneter	eht	fo	noisnetxe	yraropmet	eht	seifitsuj	taht	esoprup
evitartsinimda	rehto	Yna	Ro,	Yduts,	Noitagitil,	Noitagitsevni,	Redro	TruoC,	Tidua	Fo	Sesoprup	Rof	Sdrocer	EHT	GNINIETER	feihC	eht	htiw	ecnadrocca	ni	)4.51.1	MRI	ees(	noitartsinimdA	sdroceR	dna	sevihcrA	lanoitaN	eht	ot	meht	gnirrefsnart	ro	)3.51.1	MRI	ees(	sdrocer	fo	gnisopsiD	)51.51.1	MRI	hguorht	31.51.1	MRI	ees(	seludehcS	lortnoC	sdroceR
lesnuoC	feihC	fo	eciffO	eht	htiw	ecnadrocca	ni	retneC	sdroceR	laredeF	ro	)selif	esac	lagel	desolc(	retneC	gnitupmoC	grubsnitraM	eht	ot	selif	desolc	gnidneS	retneC	sdroceR	laredeF	eht	ro	,selif	lesnuoC	feihC	etaicossA/noisiviD	eht	rehtie	morf	nwardhtiw	selif	rof	)tuo-egrahc(	ytilibatnuocca	fo	metsys	a	gnihsilbatsE	gnilifer	dna	sesoprup	ecnerefer	rof
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