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DEPARTMENT OF THE TREASURY 
INTERNAL REVENUE SERVICE 

 
 

September 11, 2020 
 APPEALS    
 
                                                                                            Control No: AP-08-0920-0018 
                                                                                               Expiration Date: 09/11/2022 
                                                                                                           Affected IRM: 8.20.7 
  
 
MEMORANDUM FOR: Director, Account & Processing Support - East 
  Director, Account & Processing Support - West 
   
FROM:  Steven M. Martin /s/ Steven M. Martin 
  Director, Case and Operations Support 

   
SUBJECT:  Appeals Feedback Loop for SB/SE Field Examination Cases 
 
Purpose: This memorandum provides interim guidance to APS employees to upload 
feedback documents at the conclusion of certain SB/SE Field Examination cases onto 
an SB/SE created SharePoint site. Please distribute this information to all affected 
employees within your organization. 
 
Procedural Change: Currently, for Field Examination cases with a Primary Business 
Code (PBC) of 201 through 207, APS employees send the feedback information (Form 
5402 and Appeals Case Memorandum) to SB/SE after the Appeals Technical Employee 
(ATE) has made a determination on the issue.  The feedback is sent via encrypted 
electronic mail, as per the ATE’s instructions on Form 5402. 
 
As a further enhancement, SB/SE developed an Appeals Feedback SharePoint site that 
complies with privacy impact rules that govern the storage of Personally Identifiable 
Information. Feedback information will be uploaded on the SharePoint site by APS 
employees instead of being sent via encrypted electronic mail. 
 
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 September 14, 2020.  
 
Contact: If you have any questions, please follow established procedures on How to 
Contact an Analyst. 
  
Attachment: 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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IRM 8.20.7.2.3 (MM-DD-YYYY) 
Appeals Feedback Loop Requirements 
 
(3) When the ATE provides instructions to transmit a copy of the Form 5402 and ACM 
back to the originating function, APS must use a secure electronic process when 
available for the specific workstream; otherwise see (4) below. When necessary, make 
a copy of the Form 5402, Appeals Transmittal and Case Memo, and Appeals Case 
Memo (ACM) to retain the original in the administrative file.  
 
Note: APS is not required to prepare or include a Form 3210/E3210 when electronically 
transmitting the Appeals Feedback Loop file. 
 
The Step Action Chart below provides instructions for APS Employees to electronically 
transmit Appeals Feedback Loop documents to the compliance function designated by 
the ATE on Form 5402:  
  
 
Step 
No. 

Action 

1 Perform ACDS closing data entry and validation using existing procedures. 
2 Save the ACDS Form 5402 and ACM attachment named "WUNO-

XXXXXXXXXX-ACM" to your computer. (The actual WUNO is inserted in place 
of the Xs.) 

3 Open the saved Form 5402 and select the email option from the PDF to 
generate an email to the compliance function identified by the ATE in the 
"Instruction to APS" field. 

4 Attach the Form 5402 and ACM file saved in Step 2 to the email opened in Step 
3. 

5 Encrypt the email and enter the following information in the Subject line: 
"WUNO-XXXXXXXXXX" (inserting the correct WUNO for the Xs.) 
Click Send 

6 Delete the saved Form 5402 and ACM from the temporary working folder on 
your computer. 

 
NOTE: 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. 
 
EXCEPTION: For SB/SE Field Examination cases with PBCs 201 through 207. Upload 
the feedback documents to the Appeals – Feedback to Field Examination SharePoint 
site. 
 
 
 
 

https://program.ds.irsnet.gov/sites/SbEHqEpAf/SitePages/Appeals%20-%20Feedback%20to%20Field%20Examination.aspx
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If the Primary Business 
code is… 

And the Form 5402 
Instructions to APS… 

Then… 

201 through 207 Say “Send the Form 5402 
Do not send the ACM.” 

APS will send both Form 
5402 and the ACM to the 
email address printed on 
Form 5402. 
 
Note: If no address is 
printed on Form 5402, do 
not send feedback loop 
documents. In some 
cases, Form 5402 serves 
as a brief ACM. In those 
cases, send only Form 
5402. 
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Step by Step Instructions for SharePoint Feedback 
 

Step Description Notes 
1 Access 

Appeals - 
Feedback to 
Field 
Examination 
SharePoint 
 
Click Add 
Case 

 

 
2 Enter 

WUNO and, 
Name 
Control. 
 
Select PBC 
from drop 
down list. 

 

https://program.ds.irsnet.gov/sites/SbEHqEpAf/SitePages/Appeals%20-%20Feedback%20to%20Field%20Examination.aspx
https://program.ds.irsnet.gov/sites/SbEHqEpAf/SitePages/Appeals%20-%20Feedback%20to%20Field%20Examination.aspx
https://program.ds.irsnet.gov/sites/SbEHqEpAf/SitePages/Appeals%20-%20Feedback%20to%20Field%20Examination.aspx
https://program.ds.irsnet.gov/sites/SbEHqEpAf/SitePages/Appeals%20-%20Feedback%20to%20Field%20Examination.aspx
https://program.ds.irsnet.gov/sites/SbEHqEpAf/SitePages/Appeals%20-%20Feedback%20to%20Field%20Examination.aspx
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3 Select - Add 
Attachments 

 
4 Click on 

Browse 
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5 Navigate to 
File 
Location, 
Double 
Click on the 
File 

 
 

6 Repeat 
Step 5 as 
necessary 
for 
additional 
attachments 

 

7 Notes Optional – Enter as indicated by the ATE on the Form 5402 
8 Click Submit 
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