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MEMORANDUM FOR ALL IRS EMPLOYEES

FROM: Edward T. Killen /s/ ofdwa'cd d. Killen
Director, Governmental Liaison, Disclosure & Safeguards

SUBJECT: Interim Guidance on Internet Translation Research

This memorandum issues guidance on the proper procedure for obtaining translation
assistance with non-English documents. Please ensure that this information is
distributed to all IRS employees.

Purpose: This memorandum is to provide guidance on obtaining translation assistance
with documents containing tax or non-tax information protected by Title 26 USC § 6103,
the Privacy Act of 1974, and the Bank Secrecy Act.

Background/Source(s) of Authority: IRM 11.3.21.8 is changed to add section (4), which
will read as follows:

11.3.21.8(4)

During the course of a tax investigation or in situations involving personnel matters, the
translation of non-English language documents maybe required. Employees should not
utilize any of the many internet provider translation services available (i.e. Google
Translator, Windows 7). Placing sensitive information on the internet for this purpose
creates risks and vulnerabilities for the Service. The information is not subject to data
protections or restrictions from redisclosure by the end recipient and may not always
meet the investigative disclosure requirements. Instead, employees should contact
Linguistic Policy, Tools and Services (LPTS) for assistance. This branch supports the
translation needs of employees in the course of performing their official duties under
Title 26 USC § 6103, the Privacy Act of 1974, and the Bank Secrecy Act.



Procedural Change: Attached are the procedures to submit a request for translation
services to LPTS Branch. Attachment — |G Control # PGLD-11-0215-0006.

Effect on Other Documents: This guidance will be incorporated into IRM 11.3.21,
Investigative Disclosures, no later than two years from the date of this memorandum.

Effective Date: Immediately

Contact: Nesbit K. Parker, Tax Law Specialist at 504-558-3241 or via email.

Distribution:
www.IRS.gov

Attachment (1)


http:www.IRS.gov
mailto:nesbit.parker@irs.gov


Linguistic Policy, Tools and Services (LPTS) can provide your operating division with accurate and
understandable translations of written materials. To submit a request, please see which scenario
applies to you and follow the instructions on submitting a request.

NOTE: Please make sure that the source document that you submit is the final version. This ensures
that the translated and reviewed document matches the original document. Additionally, it avoids
confusion and reduces the cost of the translation from our vendors.

Case Related Documents — If you have documents that are in a non-English language and want it
translated into English or vice versa, please follow the steps below to submit your request:

Go to the Specialist Referral System (SRS) and input your request.
Fill out Form 14078.
3. Send an encrypted email to *Linguistic Services attaching the source document (i.e. affidavit,

receipts, legal agreements, etc.) and the filled-in Form 14078 to the email.

Documents Posted on the Electronic Publishing Page — Documents with catalog numbers are posted on

the Electronic Publishing page. The catalog number is usually located at the bottom of the document. If
you are revising the English version of a document with a catalog number and it has a non-English
equivalent, or you would like to create a new document to be posted on the Electronic Publishing page,
please follow the steps below to submit your request:

1. Fill out Form 14078.

2. Go to the Publishing Service Request (PSR) system and input your request. Please make sure to
attach the filled-in Form 14078 and source document (i.e., publication, instructions, etc.) to the
request in the system. Click on the Request Translations link to get step-by-step instructions

(with screenshots) on how to use the PSR system to request a translation.

Miscellaneous Documents — For documents that do not fall within the above two categories, please
follow the steps below to submit your request:

1. Fill out Form 14078.
2. Send email to *Linguistic Services attaching the source document (i.e., taxpayer

correspondence, flyers, pamphlets, etc.) and the filled-in Form 14078 to the email.

For information about publishing an article onto one of the Language sites on IRS.gov (Spanish, Chinese,
Korean, Vietnamese, and Russian), click on the Submit an Article for Web Publication link.

Please email *Linguistic Services if you have any questions or are unsure as to how to submit a

translation request.
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