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

APPEALS

August 13, 2020

Control No. AP-08-0820-0014
Expiration Date: 08/13/2022
Affected IRMs: 8.20.6

MEMORANDUM FOR: Director, Account and Processing Support (APS) East
Director, Account and Processing Support (APS) West

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

SUBJECT: Automated Offer in Compromise (AOIC) Generated Form
7249 and Electronic Public Inspection File (PIF) by AOIC -
APS Tax Examiners (TEs) Guidance

Purpose: The purpose of this memorandum is to provide to APS TEs interim
guidance on the procedures to generate a Form 7249 and PIF through AOIC for
requests received from Appeals Technical Employees (ATEs). Please ensure that
this information is distributed to all affected employees within your organization.

Background/Source(s) of Authority: The IRS is mandated to provide public
inspection of certain information regarding all accepted Offers in Compromise
(OIC) under IRC 7122. A copy of the Form 7249, Offer Acceptance Report, shall
be made available for public inspection and copying for one year after the date of
execution, per 26 CFR 601.702.

Currently, ATEs manually prepare Form 7249 in PDF format from ACDS or the
Electronic Publishing Product Catalog. At case closing, APS is responsible for
populating accepted offer terms in the AOIC Terms Screen and for scanning the
Form 7249 and uploading it as the PIF to the Appeals Library on the SB/SE
SharePoint site. A centralized PIF site retrieves the PIF from the SharePoint site
when it receives a taxpayer’s request to inspect a PIF.

Two phases of SB/SE programming to AOIC are planned to enable the centralized
PIF site to generate a facsimile Form 7249 from AOIC upon request to inspect a PIF,
rather than retrieve the PIF from SharePoint. When both phases of programming
have been completed, the new process will replace the SharePoint PIF site: it will
not be necessary for APS to scan and upload Forms 7249 to SharePoint at case



closing and, if the Form 7249 has been generated in AOIC, it will not be necessary
for APS to populate accepted offer terms into AOIC at case closing.

In the first phase of AOIC programming changes, APS will generate AOIC Forms
7249 at the request of ATEs by inputting Form 7249 data into AOIC. For Forms
7249 that were manually prepared prior to these procedures, APS will generate a
“‘dummy” AOIC Form 7249 before case closing for the express purpose of creating
an electronic Form 7249 record on AOIC. This “dummy” AOIC Form 7249 will not
be printed or saved as the PIF. At case closing, APS will continue to scan the
signed Forms 7249 to the SharePoint PIF site until SB/SE notifies Appeals that
programming changes to AOIC are fully implemented.

The second phase of AOIC programming changes involves generating a facsimile
Form 7249 from the data that was input to AOIC. After the second phase of AOIC
programming changes is complete, the centralized PIF site will be able to generate
a facsimile Form 7249 from AOIC upon the request to inspect a PIF, rather than
retrieve the PIF from SharePoint. It will then no longer be necessary to scan and
upload Forms 7249 to SharePoint at case closing.

Procedural Change: ATEs will request an AOIC generated Form 7249 by
completing an APS Action Request Form for Collection Source Cases found in
APGolf and submitting it to the appropriate APS campus. TEs assigned to the
request will access AOIC to generate Form 7249 following the guidance in this
memorandum.

For any request that does not have complete information to generate an AOIC
Form 7249, APS will request the necessary information in a secure email to the
ATE with a five (5) business day response date. If APS does not receive the
necessary information by the response date, APS will return the request to the ATE.

Until notified by SB/SE that the second phase of AOIC programming to generate
Form 7249 is implemented, TEs will continue to scan and upload manually
prepared Forms 7249 to the PIF SharePoint site and post accepted offer terms to
AOIC at case closing. When AOIC programming changes are fully implemented,
APS will no longer scan manually prepared PIFs to a SharePoint location and will
no longer post accepted offer terms into AOIC.

Effect on Other Documents: This guidance will be incorporated into the
above IRM sections within two years of the date of this memorandum.

Effective Date: This guidance is effective as of September 30, 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.

Attachment(s): Affected Changes

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
http://www.irs.gov/
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New Section IRM 8.20.6.29.2
Automated Offer in Compromise (AOIC) Generated Form 7249

1. When ready to proceed with offer acceptance, the Appeals Technical Employee
(ATE) will submit a request to APS for an AOIC generated Form 7249 on APS
Action Request Form, re-titled “Request for AOIC Form 7249”. APS will
generate the AOIC Form 7249 according to the following procedures:

Step Chart for Generating AOIC Form 7249

Step Number Action

1. The Tax Examiner who is assigned the “Request for AOIC Form
7249” will access AOIC and locate subject offer from Query screen.

2. Under MFT tab, TE will:

o Delete, update, and/or add tax period(s) to match periods
listed on request form and attached transcripts.
Select “Update Accrued Date”, Submit with present date.
o Select “Request Interest”, Submit with present date.

3. If applicable, under Entities tab, using Update Offer Entity, TE will
update name and address tab from information on request form.

4, Under Offer tab, TE will complete fields in “Update Offer” screen from
information on the request form.

5. If a CDP-ETA or CDP-DATL is listed on the request form, TE will
temporarily change “Offer Type” from “Collection Due Process” to:

o “Alternative Basis” or “A”, if ETA, or
o “Liability” or “L” if DATL, and
e Select Submit.

6. Under Terms tab, TE will:

e Select “Update terms”, then

o Select “Cash” of “Deferred” from drop-down menu, then
e Select “Update Accepted Terms” button.

e Select Submit.
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e At “Update Accepted Terms” screen, verify/select “Terms
Type” from drop-down menu, and select Submit.

e Complete the fields according to the terms listed on the Form
656, 656-L, or 14640 that is attached to the request form.

Note: For TFRP DATLs, all CDP DATLs, and terms on Forms
656, 656-L, or 14640 that do not fit AOIC terms templates, TE
will select “UC — Unique Circumstances” and complete the field
according to the form attached to the request.

¢ Input Collateral Agreement terms with form number and
title, if listed on request form.

7. Under Master File tab, TE will select “Refresh Master File Data” and
select Submit.
8. Under Form 7249 tab, TE will:
o Select “Compose” and complete fields from information on the
request form.
e Select ATE and approving official’'s name from the pull-down
menus per information in the request form.
o Select “Reason for Acceptance” from information on the
request form.
o Select Submit.
9. To generate the Form 7249, TE will:
e Select “View”,
¢ Open the PDF and save it in a local folder on TE’s computer,
then
o Attach the AOIC 7249 saved in the local folder to a secure
email and send to requesting ATE.
10. TE will select “Clear Previous Form 7249s” , which will clear the print
queue.
11. If TE changed “Offer Type” in Step 5, TE will change “Offer Type”

back to “Collection Due Process” under Offer tab, “Update
Offer”.

2. For any request that does not have complete information to generate an AOIC
Form 7249, APS will request the necessary information in a secure email to the
ATE with a five (5) business day response date.

a. If APS does not receive the necessary information by the five (5) business
day response date, APS will return the request to the ATE.

Renumber current IRM 8.20.6.29.2 to 8.20.6.29.3.
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