DEPARTMENT OF THE TREASURY
INTERNAL REVENUE SERVICE
WASHINGTON, D.C. 20224
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July 20, 2020

Control No. AP-08-0720-0012
Expiration Date: 07/20/2022
Affected IRMs: 8.6.2 and 8.20.7

MEMORANDUM FOR APPEALS EMPLOYEES

FROM:  Steven M. Martin /s/ Steven M. Martin
Director, Case and Operations Support

SUBJECT: Uploading all Final Appeals Case Memorandums on ACDS
is Mandatory for all Cases

This memorandum serves as interim guidance regarding electronic storage and
electronic transmittal (where designated) of Appeals Case Memos (ACMs) for all
case closures. This interim guidance makes it mandatory for all Appeals Technical
Employees (ATEs), who prepare ACMs, to upload all final ACMs and Forms 5402,
Appeals Transmittal and Case Memo, into the Appeals Centralized Database
System (ACDS).

This memorandum expands upon the guidance in IRM 8.6.2.3.5, 5402 and ACM
Case Closing Procedures, which requires the uploading of Form 5402 and ACMs
only for SB/SE Field Exam and SB/SE Specialty Exam cases with Primary Business
Codes (PBCs) 201 through 207 and 212 through 214. Please ensure that this
information is distributed to all affected employees within your organization.

Purpose: This guidance advances paperless processing and:

e Makes ACDS the official record repository for Appeals and ensures all final
ACMs and Forms 5402 are maintained for the required retention period.

e Allows electronic storage of all final ACMs and Forms 5402 on ACDS for all
cases.

e Expedites electronic retrieval and transmission of the ACM and Form 5402 to the
originating functions. This memorandum does not change the procedures for
existing feedback loop processes.



Source of Authority: Internal Revenue Manual 8.6.4.10, Electronic Signature Use
on Appeals Letters and Documents, supports electronic storage and transmittal of
Forms 5402 and ACMs.

Procedural Change:
IRM 8.6.2.3.5, 5402 and ACM Case Closing Procedures

(1) Delete: ATEs will upload the Form 5402 and ACM, if an ACM or
attachment is prepared, to the Appeals Centralized Database System
(ACDS) for each SB/SE Field Exam and SB/SE Specialty Exam case with
Primary Business Codes (PBCs) 201 through 207 and 212 through 214,
respectively.

Add:

e Appeals Technical Employees (ATEs) will upload their final ACM/5402
into the Appeals Centralized Database System (ACDS) for all cases.
ATEs who work cases in other systems, for example, IMS, will also
upload their final ACMs/5402s in ACDS.

IRM 8.20.7.2.3, Appeals Feedback Loop Process and Requirements
(2) Delete Note between Step Action Chart and PBC Table.

Add Note:

e Account and Processing Support (APS) will electronically transmit all

final ACMs/5402s, according to the instructions on Form 5402, for all
SB/SE Exam cases.

Effective/Implementation Date: This Interim Guidance becomes effective for cases
closed on or after August 20, 2020.

Contact: Appeals employees should follow existing procedures to elevate questions
through their management chain and follow established procedures on How to
Contact an Analyst.

CC: WWW.irs.gov


http://appeals.web.irs.gov/tech_services/documents/Procedures-Contacting-Policy(Eff.101216).doc
http://appeals.web.irs.gov/tech_services/documents/Procedures-Contacting-Policy(Eff.101216).doc
https://www.irs.gov/
http:8.6.4.10
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