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32.2.3.1 (1)
(08-11-2004)
Drafting Instructions

32.2.3.2 (1)
(08-11-2004)
Research
()
(3)
(4)
(5)
(6)
32.2.3.3 (1)

(10-28-2011)
General Formatting
Guidelines

This section provides basic information concerning the components and for-
matting requirements of a publication and on how to research and develop a
publication.

Macros can assist in drafting publication items. The drafting attorney should
use the eWord Macros under the CC Macros heading on the Menu toolbar in
Microsoft Word to begin drafting revenue rulings, revenue procedures, notices,
and announcements.

When a drafting attorney begins the research process for a proposed publica-
tion item, the drafting attorney should begin by reading the relevant authorities,
checking internal sources for previously addressed publication items, and
doing a comprehensive electronic database search.

If a proposed publication is based on a letter ruling or technical advice, the
drafting attorney should read all of the authorities cited in the ruling or
technical advice to become familiar with the authorities to make sure they are
on point and that they stand for the propositions cited.

The drafting attorney should make certain that all citations are accurate and
current and check court cases in a citator to make certain that the case is still
good authority.

The Bulletin Index-Digest System (BIDS), which is current through 1994, is an
historic source for the drafting attorney to check to make certain that the issue
has not been published. The BIDS consists of digests of revenue rulings,
revenue procedures, certain court opinions, notices, and other miscellaneous
items giving citations to the full documents, and contains extensive finding lists
and summaries arranged by subject matter. See Exhibit 32.2.3-1, Iltem B.

The drafting attorney should also conduct a general search in an electronic
database for any publications, including publications that are not in the same
series, that may have modified the Service’s position on the subject matter of
the proposed publication. Since publications that are not in the same series
may have modified the Service’s position on the issue, the drafting attorney
should not rely solely on Shepard’s Citations.

Additional research. If appropriate, the drafting attorney should read treatises
and articles in the area involved and consult informally with experts. The
drafting attorney should conduct any other research needed in the analysis of
the matter.

The proposed publication is typed by using the eWord Macros in Microsoft
Word. Exhibits 32.2.3-2 through 32.2.3-7 illustrate the formats for revenue
rulings, revenue procedures, notices, announcements, and news releases.

The left and right margins are always 1 inch, the bottom margin of the first
page is not less than 1% inches, and the top margin is 1 inch from the top of
the page.

In the body of all proposed publications, the first line of each main paragraph
is indented five spaces. All material in the body of a proposed publication is
typed double spaced except for long quotations and certain other indented
material.

Cat. No. 29175G (10-28-2011)
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32.2.3.3.1
(08-11-2004)
CASE-MIS Number

32.2.3.3.2
(08-11-2004)
Draft Date

32.2.3.4

(08-11-2004)
Identification System —
General

32.2.3.4.1
(08-11-2004)
Part Number

(4)

(5)

(6)

1)

(1)

(1)

(1)

)

@)

Although not required for publication in the IRB, the drafting attorney should
include page numbering in proposed publication items. This will assist
reviewers in keeping track of publications submitted for review. As there is no
IRB requirement for page numbering, there is no specified format for page
numbering.

The formats for typical revenue rulings under the Internal Revenue Code and
under tax conventions are set forth in Exhibit 32.2.3-2 and Exhibit 32.2.3-3,
respectively. The formats for a typical revenue procedure, notice, announce-
ment, and news release are set forth in Exhibits 32.2.3-4 through 32.2.3-7.

Manuscript of publications for the IRB must conform to the procedures set forth
in this Handbook and be error free. Assigned reviewers must ensure that the
hard copies and electronic copy forwarded for publication are exactly the
same. The Bulletin Unit is authorized to return any manuscript to the drafting
attorney for correction if the material does not meet the standards of accept-
ability for submission to the printer.

Each proposed publication is identified by its CASE-MIS number in the upper
right corner of the first page (one inch from the top of the page) on the same
line as the draft date.

The date of the latest changes made to the proposed publication (for example
Draft Date: 9/1/03) must be typed on the first page of each proposed publica-
tion in the upper left corner on the line opposite the control number, one inch
from the top of the page. This date reflects changes made to any page since
the last dated draft. This draft date appears only on the first page of the
proposed publication. See Exhibits 32.2.3-2 through 32.2.3-7.

Revenue rulings and revenue procedures are printed within an identification
system of IRB “Parts” and coding references for purposes of indexing them in
the IRB. Announcements and notices are printed within an identification system
of IRB “Parts” but with no coding references. News releases are not printed in
the IRB. The text of a revenue ruling or revenue procedure is published at the
place indicated by its primary coding, and a cross-reference is included at
every point indicated by a secondary coding. The drafting attorney of the
proposed publication has responsibility for assigning the correct Part Number
in accordance with the outline shown in the Introduction printed in each IRB.
See Exhibit 32.2.3-1. The current placement of publications and cross-
references in these Parts is discussed below.

Part | of the IRB includes revenue rulings, Supreme Court opinions and
Treasury Decisions based on the provisions of the Internal Revenue Code of
1986.

Part Il of the IRB includes revenue rulings that state a Service position under a
tax convention and related Treasury Decision, cross-references for revenue
rulings and revenue procedures, as appropriate, and legislation and related
committee reports.

Part 11l of the IRB includes revenue procedures, notices, and other miscella-
neous material.

32.2.3.4.1
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(4)

(5)

32.2.34.2 (1)
(08-11-2004)
Coding — General

3)

Part IV of the IRB includes notices of proposed rulemaking, disbarment and
suspension lists, and announcements.

The Part of the IRB in which the publication will appear is typed two lines
below the CASE-MIS number beginning at the left margin for revenue rulings
and revenue procedures and four lines below the control number for notices
and announcements. “Part” is typed with the initial letter capitalized . The part
number is designated by a roman numeral. See Exhibits 32.2.3-2 through
32.2.3-7.

The term “coding” refers to the identification of the provisions of:

e The Internal Revenue Code and the regulations under which each revenue
ruling is published

e The tax convention and related Treasury Decision under which each
revenue ruling is published

e The Statement of Procedural Rules under which each revenue procedure is
published

The attorney drafting the proposed publication is responsible for selecting the
correct primary and secondary coding and for preparing a Cross-Reference
Sheet for each secondary coding provision. See CCDM 32.2.3.4.4.

References to both the Code and the regulations, whether in the primary or the
secondary coding, should include only the Code or regulation section number.

Correct: 421; 1.421-6.
Incorrect: 421(a); 1.421- 6(a)

(4)

Temporary regulations may be used in coding if final regulations have not been
adopted.

Example: Rev. Rul. 78-193, 1978-1 C.B. 12

(5)

Proposed regulations are never used in coding. If neither final nor temporary
regulations have been issued, or if the regulations do not reflect recent legisla-
tion that is the subject of the proposed publication, the regulations reference is
omitted.

Example: Rev. Ruls. 78-191 and 78-192, 1978-1 C.B. 8

32.2.34.2.1 (1)
(08-11-2004)
Primary Coding

Preceding the text of each revenue ruling certain identification, referred to as
primary coding, must be shown. This includes either the number and title of
the Code and regulations (including temporary regulations) sections principally
involved in the revenue ruling or the name of the tax convention principally
involved and a citation to the tax convention.

Preceding the text of each revenue procedure the section number and title of
the Statement of Procedural Rules under which the revenue procedure is
published must be shown.

Cat. No. 29175G (10-28-2011)
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32.2.3.4.2.1.1
(08-11-2004)

Revenue Rulings under

the Code

32.2.3.4.2.1.2
(08-11-2004)

Revenue Rulings Under

Tax Conventions

32.2.3.4.21.3
(08-11-2004)
Revenue Procedures

32.2.34.21.4
(08-11-2004)

Notices,
Announcements, and
News Releases

32.2.34.22
(08-11-2004)
Secondary Coding

(1)

)

The word “Section” followed by the number and title of the Code section princi-
pally involved (not including a subsection identification or title) is typed at the
left margin beginning two lines below the Part number. This entry is typed with
the initial letter of each principal word capitalized (no period at the end of the
title) and with the section number separated from the title by a period and two
hyphens (without spaces). This entry is typed across the page to the right
margin; if a second line is required, it is typed beginning at the left margin. See
Exhibit 32.2.3-2.

“26 CFR” is typed at the left margin beginning three lines below the primary
Code section number followed in order by the number of the primary regula-
tions section, colon, two spaces, and the exact title of the regulations section
(period at the end of the title). In practically all cases, only the first word in the
regulations title begins with a capital letter. This entry is typed across the page
to the right margin; if a second line is required, it is typed beginning at the left
margin. If there are no final or temporary regulations under the primary Code
section, this entry is omitted. See Exhibit 32.2.3-2..

Example: Rev. Ruls. 78-191 and 78-192, 1978-1 C.B. 8

(1)

)

(1)

)

(1)

(1)

)

The name of the tax convention is typed at the left margin beginning two lines
below the designation “Part.” This entry is typed with the initial letter of each
principal word capitalized (no period at the end of the title). It is typed across
the page to the right margin; if a second line is required, it is typed beginning
at the left margin.

The citation to the tax convention is typed three lines below the name of the
tax convention (period at the end of the citation). See Exhibit 32.2.3-3.

The Part lll title, “Administrative, Procedural, and Miscellaneous” (with the
initial letters of the principal words capitalized), is typed at the left margin two
lines below the Part number (no period at the end of the title).

“26 CFR” is typed three lines below the Part title, followed in order by the
number of the Statement of Procedural Rules section involved, colon, two
spaces, and the exact title of that section. In practically all cases, only the first
word of the title of the section begins with a capital letter (period at the end of
the title). This entry is typed across the page to the right margin; if a second
line is required, it is typed beginning at the left margin. See Exhibit 32.2.3-4.

Notices, announcements, and news releases do not contain primary or
secondary coding.

When more than one section of the Code, tax convention, or Statement of Pro-
cedural Rules is significantly involved in the conclusion stated, the coding is
expanded to include reference to the numbers of the additional sections that
are significantly involved. This identification is referred to as secondary coding.

A section of the Code, tax convention, or Statement of Procedural Rules is sig-
nificantly involved if a person might reasonably research the matter under that
section.

32.2.3.4.2.2
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32.2.34.2.2.1
(08-11-2004)

Revenue Rulings under
the Code

32.2.34.2.2.2
(08-11-2004)

Revenue Rulings under
Tax Conventions

(8) Mere mention of a Code or regulations section in the body of a publication
does not necessitate its inclusion in the coding.

(4) When a revenue ruling applies section 7805(b)(8) to make a holding nonretro-
active, the secondary coding must include reference to section 7805 and
section 301.7805-1 of the regulations.

Example: Rev. Rul. 78-94, 1978-1 C.B. 58

Also see Rev. Rul. 64-132, 1964-1 (Part 1) C.B. 501, for an illustration of coding for
a revenue ruling written solely to make a prior revenue ruling nonretroactive.) On
the other hand, prospective application of a revenue procedure should not be coded
or cross-referenced to section 7805.

(5) If more than one section of the regulations under a single section of the Code
is significantly involved in the conclusion stated, the secondary coding should
make reference to all of these sections.

Example: Rev. Rul. 78-37, 1978-1 C.B. 54

(6) A Cross-Reference Sheet must be prepared for each secondary coding
reference. See CCDM 32.2.3.4.4.

(1) Citations to any cross-reference needed are shown in the secondary coding
line. The secondary coding entry generally begins with an opening parenthesis
followed by “Also Section(s)” followed in order by the numbers of all Code
sections cross-referenced, semicolon, and the numbers of the pertinent
sections of the related regulations, followed by a closing parenthesis, and
ending with a period.

(2) All of the secondary coding information is typed, in parentheses, beginning at
the left margin on the first line below the line beginning “26 CFR.” If “26 CFR”
is not typed in the primary coding entry because there are no regulations
under the primary Code section, the cross-reference citation is typed three
lines below the primary Code section number with “26 CFR” typed ahead of
the cross-reference regulations section designation.

(3) The secondary coding entry is typed across the page to the right margin; if a
second line is required, it is typed beginning at the left margin.

(1) Citations to cross-references needed under any provision of the Code (or the
Statement of Procedural Rules) are shown in the secondary coding line. The
secondary coding entry generally begins with an opening parenthesis followed
by “Also Part I, Section(s)”, followed by the numbers of all Code sections
cross-referenced, semicolon, and the numbers of the pertinent sections of the
related regulations, followed by a closing parenthesis, and ending with a
period.

(2) All of the secondary coding information is typed, in parentheses, beginning at
the left margin on the first line below the citation to the tax convention.

(3) The secondary coding entry is typed across the page to the right margin; if a
second line is required, it is typed beginning at the left margin.

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual 32.2.3.4.2.2.2
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32234223
(08-11-2004)
Revenue Procedures

32.2.3.4.3

(08-11-2004)

Publication Number and
Headings

32.2.3.4.4
(08-11-2004)
Cross References

(1)

)

@)

(1)

)

@)

(1)

)

@)

(4)

Citations to cross-references needed under any other provision of the
Statement of Procedural Rules are shown in a separate secondary coding line
that begins with “Also Section,” is enclosed in parentheses, and is typed at the
left margin on the first line below the line that begins “26 CFR.” Citations to
cross-references needed under any provision of the Code are shown on a
separate secondary coding line, which begins with an opening parenthesis
followed by “Also Part |, Section(s),” followed by the numbers of all Code
sections cross-referenced, semi-colon, and the numbers of the pertinent
sections of the related regulations, followed by a closing parenthesis, ending
with a period.

This secondary coding line is also enclosed in parentheses and is typed at the
left margin on the first line below any secondary coding to the Statement of
Procedural Rules or, if there is none, on the first line below the line that begins
“26 CFR.”

The secondary coding entry is typed across the page to the right margin; if a
second line is required, it is typed beginning at the left margin.

A blank space of 10 lines following the primary and secondary coding is left in
the revenue ruling or revenue procedure to allow the Bulletin Unit to insert the
highlight. No space is needed for a notice, announcement, or news release.

The abbreviation “Rev. Rul.” or “Rev. Proc.” is typed following the blank space
and starting at the left margin. The words “notice”, “announcement,” and “news
release” are not abbreviated and are prepared pursuant to Exhibit 32.2.3-5,

Exhibit 32.2.3-6, and Exhibit 32.2.3-7, respectively.

Headings identifying the various parts of a revenue ruling or revenue
procedure are typed in all upper case letters. The first heading is typed three
lines below “Rev. Rul.” or “Rev. Proc.” For revenue rulings, the headings are
typed flush with the left margin and are not followed by a period. For revenue
procedures, the headings are assigned section numbers and are typed flush
with the margin. The word “SECTION” is typed using all capital letters.
Headings are not always needed in notices and announcements, and typically,
are not used in news releases. If headings are used, follow the guidelines
provided for revenue rulings or revenue procedures above.

A Cross-Reference Sheet is prepared for each secondary coding reference for
insertion in the proper place in the IRB.

The Cross-Reference Sheets carry secondary coding and use as their primary
coding those sections of the Code and regulations (or tax conventions and
related Treasury Decisions or Statement of Procedural Rules) shown in the
secondary coding of the revenue ruling or revenue procedure.

The Cross-Reference Sheet does not state a holding. It is usually cast in the
form of a question. This statement ends with appropriate final punctuation and
is followed by the words, “See Rev. Rul. page . or “See Rev.
Proc.__, page ?

When the project is being forwarded for publication, a separate Cross-
Reference Sheet is prepared for each cross-referenced section of the Code, or
of a tax convention, or of the Statement of Procedural Rules, in accordance
with the format illustrated in Exhibit 32.2.3-8.

32.2.3.4.4

Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)



Drafting Published Guidance 32.2.3 page 7

32.2.3.5 (1)
(08-11-2004)

Components of Revenue
Rulings, Revenue
Procedures, Notices,
Announcements, and

News Releases

32.2.3.5.1 (1)
(08-11-2004)
Revenue Rulings

32.2.3.5.1.1 (1)
(08-11-2004)

Components of Revenue
Rulings

32.2.3.5.1.2 (1)
(08-11-2004)
Headings

)

The body of a revenue ruling or revenue procedure generally is organized into
certain components. Headings are usually used for each component of these
publications.

Revenue rulings are current authority and should be written in the present
tense. For example: “Rev. Rul. 2002-50, 2002-32 |.R.B. 292, holds ... .” They
speak from the perspective of the Service. Thus, revenue rulings should not
contain language such as “The IRS today announced "—this language speaks
from the perspective of a newspaper.

Most revenue rulings interpret the law with respect to a particular set of facts.
They should be written so that the principles covered are clearly understood.
Revenue rulings that interpret tax conventions are unique to the office of the
Associate Chief Counsel (International). Most of the components of each type
of revenue ruling are the same.

The body of a revenue ruling may include some or all of the following compo-
nents: issue, facts, law, analysis, holding, effect on other revenue rulings (or
documents), prospective application, and drafting information. See Exhibit
32.2.3-2 for the format of a proposed revenue ruling under the Internal
Revenue Code and Exhibit 32.2.3-3 for the format of a proposed revenue
ruling under a Tax Convention.

Headings are used to identify the following components, as needed. They are
presented in uppercase letters and are typically in the following order:

ISSUE(S)

FACTS

LAW

ANALYSIS

HOLDING(S)

EFFECT ON OTHER REVENUE RULINGS (or DOCUMENTS)
PROSPECTIVE APPLICATION

DRAFTING INFORMATION

Two headings may be combined when appropriate.

Example: 1SSUE AND FACTS;

(3)

32.2.3.5.1.2.1 (1)
(08-11-2004)
Issue

LAW AND ANALYSIS

If a particular revenue ruling does not lend itself to this format, the headings
may be omitted altogether. For an example see Rev. Rul. 2001-1, 2001-1 C.B.
726.

The issue is the question to be answered by the revenue ruling. The issue
should be drafted with the holding of the revenue ruling clearly in mind
because the holding must be directly responsive to, and ordinarily must parallel
the language of, the issue. The issue should be stated in ordinary question
format.

Cat. No. 29175G (10-28-2011)
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32.2.3.5.1.2.2
(08-11-2004)
Facts

32.2.3.5.1.2.3
(08-11-2004)
Law

32.2.3.5.1.2.3.1
(08-11-2004)
Code and Regulations

Example 1: Is the Irish wealth tax deductible under section 164 ... ?
Example 2: Does a leasehold interest qualify under section 1033(f) ... ?

Example 3: If the income of X corporation is diverted to Y corporation, is that
income ... ?

(2) If more than one issue is discussed in a revenue ruling, the issues should be
numbered for easy reference. See Exhibit 32.2.3-2.

(1) Clearly state the specific facts on which the holding is based. Include all facts
that are relevant to a proper understanding of the holding. Do not introduce a
fact for the first time in another section of the revenue ruling.

(2) Eliminate extraneous facts because their presence in a revenue ruling may
cloud the message of the holding.

(8) Present two or more factual situations in the same revenue ruling as “Situation
1. ... .” and “Situation 2. ... .” or in some similar manner. See Exhibit 32.2.3-2.

(4) Tailor the facts, particularly the dates, to fit the period to which a particular
statutory provision applies.

(5) Words of limitation in the fact statement may help narrow the focus of a reader
of the revenue ruling to the precise issue being addressed. For example, a
sentence such as “Apart from the lack of a private foundation, the plan
satisfies the guidelines of Rev. Proc. 76-47, 1976-2 C.B. 670,” helps the reader
understand what is and is not being decided in the revenue ruling. Similarly, a
sentence could be included after relevant facts are described such as, “Except
for the question at issue, the transaction meets the requirements of section xxx
of the Code.”

(6) Alter facts taken from actual cases to conceal the identity of the taxpayer, and
other confidential personal or business information, such as the names and
addresses of persons involved in the transaction described, including secret
processes. For example, dollar amounts should be reduced proportionately or
changed to x dollars. The omission of confidential information and identifying
details is necessary to prevent unwarranted invasion of personal privacy and to
comply with the statutory provisions, such as section 7213 and 18 U.S.C.
section 1905, dealing with disclosure of trade secrets and other confidential
information obtained from members of the public and return information under
sections 6103 and 6110(c).

(1) The LAW section includes discussions of relevant provisions of the Internal
Revenue Code, regulations, court opinions, and other authorities, including
other publication items.

(1) The most directly applicable provisions of the Internal Revenue Code and
regulations are paraphrased. If, however, the holding rests upon specific
language in the Internal Revenue Code or regulations, that language may be
quoted. When quoting or paraphrasing a section of the Internal Revenue Code
or regulations, it is sufficient to say that the section “provides” rather than that
it “provides, in part, ... ,” unless the material presented would be misleading

32.2.3.5.1.2.3.1
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32.2.3.5.1.2.3.2 (1)
(08-11-2004)
Court Opinions

32.2.3.5.1.2.3.3 (1)
(08-11-2004)
Other Authorities

without an affirmative statement that only part of the Internal Revenue Code or
regulations was quoted or paraphrased.

A relevant court opinion that bears directly upon an issue addressed in the
revenue ruling may be used in the LAW or LAW AND ANALYSIS section with
some indication of what the opinion means. When specific language of a court
opinion is quoted or paraphrased, it is correct to say that the court “stated.”

A court opinion that is adverse to the Service position will not be cited as
authority in revenue rulings if the Service has decided not to follow that case,
either by a published nonacquiescence (in Tax Court cases) or by an unpub-
lished Action on Decision (in other federal court cases). Opinions of the
Supreme Court of the United States, however, are always followed. Generally,
it is not advisable to cite an adverse opinion in which the Commissioner has
acquiesced in result only. An adverse opinion may, however, be cited in order
to distinguish it from the facts stated in or the law applicable to the present
revenue ruling, or when a revenue ruling is being used to announce that the
Service will follow an adverse opinion in a particular case. An opinion that
supports the Service’s position in a matter may nevertheless be unacceptable
for use in a revenue ruling if it would adversely affect another Service position.

An unreported opinion of any court, including a memorandum opinion of the
Tax Court or the Board of Tax Appeals, is cited only if better authority is not
available. When an unreported opinion is used in a revenue ruling, it is not

cited to an unofficial private commercial reporter.

Other publication items that bear directly upon the issue may be used in the
LAW or LAW AND ANALYSIS section with some indication of what they mean.
When the holding of an existing ruling is referred to in a new revenue ruling, it
is correct to refer to that holding in the present tense because it is current
authority. THUS: “Rev. Rul. 92-69, 1992-2 C.B. 51, holds ... .”

Relevant federal tax statutes other than the Internal Revenue Code may be
cited, paraphrased, or quoted, as appropriate.

Congressional material should be used with care. Committee reports may be
cited, paraphrased, or quoted. A Joint Committee General Explanation of a
revenue act (commonly referred to as the “Bluebook”), however, should not be
cited as authority. These explanations reflect only the views of the staff of the
Joint Committee as to the intent of Congress and are not part of the legislative
history of the act. Extracts from congressional debate or hearings generally are
used only if better authority is not available and only if the speaker had signifi-
cant official authority, such as chairperson of a committee.

Treatises (such as Fletcher on Corporations or Scott on Trusts) may be cited
on a selective basis only when better authority is not available.

Articles in professional journals and legal encyclopedias, editorial comments in
commercial tax services, and similar items should not be cited.

Cat. No. 29175G (10-28-2011)
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32.2.3.5.1.24
(08-11-2004)
Analysis

32.2.35.1.25
(08-11-2004)
Holding

32.2.35.1.2.6
(08-11-2004)

Effect on Other Revenue
Rulings (or Documents)

(1)

)

(1)

)

@)

(1)

)

@)

(4)

The analysis is the explanation of how the cited authorities apply to the
issue(s) and facts presented in order to reach the conclusion(s) of the revenue
ruling. Because a revenue ruling serves as research material for taxpayers and
Service personnel, it should contain sufficient analysis to permit some degree
of analogy in similar factual situations. Only in rare situations may the position
of the Service be stated without analysis or explanation.

When more than one issue or situation is presented, the analysis of each may
be presented separately, if desired, under headings such as “Analysis — Issue
(1)” or “Analysis — Situation 1.”

The holding must be directly responsive to, and ordinarily must parallel the
language of, the issue. It should be stated clearly and definitively. Normally, it
is stated without introductory words, such as “Accordingly.”

The holding should not be drafted with reference to the particular taxpayer
identified in the facts. For example, the holding should not state, “Under the
facts of this ruling, X may deduct advertising expenditures as an ordinary and
necessary business expense under section 162.”

If more than one issue or more than one factual situation is discussed in the
revenue ruling, the holdings should be clearly labeled to show which issue
relates to which holding.

If another revenue ruling (or another document) is affected (that is, amplified,
clarified, distinguished, modified, obsoleted, revoked, superseded, supple-
mented, or suspended, as those terms are described in CCDM 32.2.2.8.1, Use
of Terms) by the new revenue ruling, that fact must be stated. The extent of
the change should be described precisely; it is not sufficient to state that a
prior revenue ruling is modified “to the extent that it is inconsistent herewith.”

Generally, it is helpful to discuss the effect on another publication and the
extent of the change in the ANALYSIS or LAW AND ANALYSIS section of the
new revenue ruling. Nevertheless, the EFFECT ON OTHER REVENUE
RULINGS (or DOCUMENTS) heading must be retained and be followed by a
statement that “Rev. Rul. xx-xxx is how affected.” This statement in the
EFFECT ON OTHER REVENUE RULINGS (or DOCUMENTS) section is
necessary both to ensure clarity and to aid in updating finding lists and
citators.

When significant changes are made by a new revenue ruling to a prior
revenue ruling, it is usually desirable to incorporate into the new revenue ruling
the remaining current provisions of the previous revenue ruling so that the
previous ruling may be modified and superseded.

A new revenue ruling may affect a prior publication in more than one way. For
example, the new revenue ruling may amplify and supersede, clarify and
supersede, or modify and supersede the prior publication. In these cases, all
relevant terms are used in the EFFECT ON OTHER REVENUE RULINGS (or
DOCUMENTS) section. (lllustration: “Rev. Rul. xx—xxx is amplified and super-
seded.”)

32.2.3.5.1.2.6
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32.2.3.5.1.2.7
(08-11-2004)
Prospective Application

(1)

32.2.3.5.1.2.8
(08-11-2004)
Public Comments

32.2.3.5.1.2.9
(08-11-2004)
Drafting Information

32.2.3.5.2
(08-11-2004)
Revenue Procedures

Revenue rulings apply retroactively unless they include a specific statement
indicating, under the authority of section 7805(b)(8), the extent to which they
are to be applied without retroactive effect (that is, prospectively). If a position
taken in a revenue ruling is to be applied only prospectively it must be stated
clearly and section 7805(b)(8) cited as the authority. See Exhibit 32.2.3-9 for a
sample statement.

Section 7805(b)(8) provides the Secretary with the authority to prescribe the
extent to which any ruling is to be applied prospectively only. This authority has
been redelegated to the Deputy Associate Chief Counsel level. The exercise of
this authority requires an affirmative action. Approval by an Associate or
Deputy Associate Chief Counsel of a revenue ruling containing a clear
statement that a position taken in the ruling is to be applied only prospectively
is sufficient.

Revocation or modification of a previous revenue ruling is usually made non-
retroactive to the extent that the new revenue ruling has adverse tax
consequences to taxpayers.

When a revenue ruling applies only prospectively pursuant to section
7805(b)(8), the secondary coding must include reference to section 7805(b)(8)
and section 301.7805-1 of the Regulations on Procedure and Administration .

If a proposed revenue ruling is to be applied only prospectively, the Back-
ground Information Note (BIN), using the caption Prospective Application
Considerations (see CCDM 32.2.4.2.1.8 , Prospective Application), should
state and discuss the reasons for and against the prospective application. The
BIN should also include background information necessary to an understand-
ing of the section 7805(b)(8) considerations as well as supporting facts and
reasons for the application of section 7805(b)(8). If desired, the information
may be summarized and organized under the following headings:

* Reasons for applying section 7805(b)(8)

e Reasons for rejecting the application of section 7805(b)(8)

* Recommendation of whether section 7805(b)(8)’s nonretroactivity rule
should apply

If the revenue ruling solicits public comments include a section, entitled
“Comments.” The section should include instructions for submitting comments
including the appropriate mailing address.

A paragraph relating to drafting information, including the name of the drafting
attorney, is included in drafts of proposed revenue rulings. The name of the
drafting office may be substituted for the drafting attorney if appropriate. This
section must contain some point of contact for further inquiries.

The body of a revenue procedure may include a table of contents, an
appendix, and some of the components listed below (or others) as needed.

A revenue procedure that discusses the contents of an internal management
document should include only as much of the internal management document
or communication as is necessary for an understanding of the procedure.

Cat. No. 29175G (10-28-2011)
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32.2.3.5.2.1
(08-11-2004)
Headings

@)

(4)

(1)

)

Certain revenue procedures, such as those providing instructions concerning
the requirements for obtaining a letter ruling or technical advice, are updated
annually. See Rev. Proc. 2003-1, 2003-1 I.R.B. 1, and Rev. Proc. 2003-2,
2003-1 I.R.B. 76, (or any successors).

Certain procedures pertaining to particular taxes are set forth in the substan-
tive provisions of the statutes and regulations. Other procedural rules with
respect to taxes administered by the Service are set forth in the Statement of
Procedural Rules, 26 C.F.R. § 601.

HEADINGS are used in revenue procedures to identify the following compo-
nents, as needed.

PURPOSE

CHANGES

BACKGROUND

SCOPE

PROCEDURE (or APPLICATION)

EFFECT ON OTHER REVENUE PROCEDURES (or DOCUMENTS)
EFFECTIVE DATE

PAPERWORK REDUCTION ACT

DRAFTING INFORMATION

A numbering system is used in combination with the headings in revenue pro-
cedures. The word “SECTION” is typed in capital letters beginning at the left
margin for the heading of the first section, followed in order by a space, the
figure 1, a period, a space and the heading typed in capitals (no period at the
end of the heading). The word “SECTION” is used for all subsequent sections
(and in the table of contents, if applicable). If a section contains more than one
paragraph, it may be divided further into subsections, paragraphs, subpara-
graphs, Divisions, and subdivisions, which are assigned numerical or
alphabetical designations (and may be assigned subheadings), as illustrated in
Exhibit 32.2.3-4. The subsection designation is indented five spaces from the
margin, and each successive division is indented three spaces further, as
shown below:

Example:

(Left margin)

SECTION 1, 2, 3, etc.;

.01, .02, etc. (subsections);

(1), (2), etc. (paragraphs);
(a), (b), etc. (subparagraphs);
(i), (ii), etc. (divisions);

and (A), (B), etc. (subdivisions).

©)

If a particular revenue procedure does not lend itself to this format, the
headings may be omitted altogether and the text presented in narrative form.

32.2.3.5.2.1

Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)



Drafting Published Guidance 32.2.3 page 13

Example: Rev. Proc. 77-27, 1977-2 C.B. 537

32.2.3.5.2.11 (1)
(08-11-2004)
Purpose

32.2.3.5.2.1.2 (1)
(08-11-2004)
Changes

32.2.3.5.2.1.3 (1)
(08-11-2004)
Background

32.2.35.21.4 (1)
(08-11-2004)
Scope

32.2.352.1.5 (1)
(08-11-2004)

Procedure (or

Application)

32.2.35.2.1.6 (1)
(08-11-2004)

Effect on Other Revenue (2)
Procedures (or

Documents)

The purpose of the revenue procedure should be clearly and directly stated.
For example, “This revenue procedure provides ... .~

When a revenue procedure changes a prior revenue procedure, a clear expla-
nation of the significant change(s) must be stated in the CHANGES section of
the new revenue procedure. Reference should be made to each affected
section of the earlier revenue procedure describing each significant change
and the reason for it.

The BACKGROUND section explains the need for the revenue procedure. In
addition, a discussion of the relevant Internal Revenue Code sections, regula-
tions, and prior revenue procedures and revenue rulings that helped form a
basis for the revenue procedure should be included in the BACKGROUND
section.

The SCOPE section sets forth the extent of the application of the revenue
procedure. If the revenue procedure does not apply to a particular situation the
SCOPE section should so state.

The PROCEDURE (OR APPLICATION) section sets forth in concise language
the various steps or requirements that are necessary to accomplish the
purpose of the revenue procedure. It may be advantageous to use more than
one section with appropriate subheadings that describe the different situations
covered by the revenue procedure.

The same rules apply to revenue procedures as to revenue rulings.

If another publication is affected (that is, amplified, clarified, distinguished,
modified, obsoleted, revoked, superseded, supplemented, or suspended, as
those terms are described in CCDM 32.2.2.8.1, Use of Terms) by the new
revenue procedure, that fact must be stated. The extent of the change should
be stated precisely; it is not sufficient to state that a prior revenue procedure is
modified “to the extent that it is inconsistent herewith.”

If the effect on a prior publication is described in another section of the new
revenue procedure (for example, when a prior revenue procedure is super-
seded and the significant changes are described in the CHANGES section of
the new revenue procedure), a statement that “Rev. Proc. xx-xxx is super-
seded” must also be included in the EFFECT ON OTHER REVENUE
PROCEDURES (or DOCUMENTS) section of the new procedure. This
statement in the EFFECT ON OTHER REVENUE PROCEDURES (or
DOCUMENTS) section is necessary both to ensure clarity and to aid in
updating finding lists and citators.

A revenue procedure may affect a prior publication in more than one way. For
example, it may amplify and supersede, clarify and supersede, or modify and
supersede, etc. (In such cases both terms are used in the EFFECT ON
OTHER REVENUE PROCEDURES (or DOCUMENTS) section. (lllustration:
“Rev. Proc. xx-xxx is modified and superseded.”)

Cat. No. 29175G (10-28-2011)
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32235217
(08-11-2004)
Effective Date

32.2.3.5.2.1.8
(08-11-2004)
Paperwork Reduction
Act

(1)

)

©)

(4)

(1)

)

@)

(4)

(5)

(6)

Revenue procedures usually contain an EFFECTIVE DATE heading and
provision.

Ordinarily, the effective date of a revenue procedure is either the date of publi-
cation or a later date when appropriate. In some cases, however, it is
appropriate to state the effective date of a revenue procedure in other terms,
including in terms of periods beginning before publication of the revenue
procedure, events occurring after the beginning of the year in which a revenue
procedure is published, or requests submitted after the beginning of the
calendar year in which a revenue procedure is published. See Exhibit 32.2.3-9
for sample effective date provisions.

When the effective date is intended to be concurrent with publication, the
effective date should be the date of the IRB in which the revenue procedure is
published, or if the revenue procedure is released to the tax services in
advance of its publication in the IRB, the effective date should be the date of
the release. See Exhibit 32.2.3-9. Do not state that the revenue procedure is
effective “immediately.”

Prospective application of revenue procedures does not require coding and
cross-referencing to section 7805(b)(8).

The Paperwork Reduction Act (PRA) requires federal agencies to obtain OMB
approval before any collection of information may be enforced. The Paperwork
Reduction Act potentially applies to revenue rulings, revenue procedures,
notices, and announcements.

In general, the term “collection of information” means a reporting, recordkeep-
ing, or disclosure requirement that is imposed on ten or more persons. It does
not matter whether the requirement is voluntary or mandatory or if the require-
ment is imposed by statute. See 5 C.F.R. § 1320.3(c).

The term “reporting requirement” means a requirement that persons provide
information to an entity of the Federal government. For example, a publication
that requires a separate statement to be attached to a tax return imposes a
paperwork burden subject to the PRA. However, a publication that requires a
form to be filed does not impose a paperwork requirement subject to the PRA
because the form, and not the publication, is the “instrument of collection” that
is subject to the PRA.

The term “recordkeeping requirement” means that persons must maintain
specified records, whether or not an entity of the federal government or any
other person actually seeks access to the records or is provided such records.
See 5 C.F.R. § 1320.3(m). (This mandate to maintain specified records is a
requirement in addition to the general books and records requirement of
section 6001.) Thus, because a recordkeeping requirement is one that requires
specified records, a publication that does not require that particular records be
maintained, but nonetheless prompts some taxpayer to maintain records con-
sistent with the provisions of section 6001, does not impose a recordkeeping
requirement.

The term “disclosure requirement” means that a person must disclose informa-
tion to third parties, the Federal government, or to the public at large.

See Exhibit 32.2.3-10 and Exhibit 32.2.3-11 for model language to use in
proposed publications concerning the Paperwork Reduction Act.

32.2.3.5.2.1.8
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32.2.3.5.2.1.9
(08-11-2004)
Public Comments

32.2.3.5.2.1.10
(08-11-2004)
Drafting Information

32.2.3.5.2.1.11
(08-11-2004)

Table of Contents and
Appendices

32.2.3.5.3
(08-11-2004)
Notices

32.2.3.5.3.1
(08-11-2004)

Components of Notices

32.2.3.5.3.2
(08-11-2004)
Paperwork Reduction
Act

(7)

If a revenue procedure contains a collection of information requirement, the
drafting attorney must complete OMB Form 83-1, Paperwork Reduction Act
Submission, and a Supporting Statement. See Exhibit 32.1.2-4, OMB Form
83-1, Paperwork Reduction Act Submission, and Exhibit 32.1.2—-6, Supporting
Statement for Paperwork Reduction Act Submissions. As soon as a final
decision is made with respect to a revenue procedure’s collection of informa-
tion requirements, the drafting attorney must provide the Paperwork Reduction
Act contact person with:

OMB Form 83-I,

Supporting Statement,

Copy of the revenue procedure, and
Copy of the underlying statute.

For instructions for completing OMB Form 83-I see Exhibit 32.1.2-5. The
drafting attorney should submit hard copies of these documents and send an
email attaching any electronic versions. The drafting attorney should contact
the Paperwork Reduction Act contact person for questions regarding OMB
Form 83-I or Supporting Statement.

See CCDM 32.2.3.5.1.2.8.

See CCDM 32.2.3.5.1.2.9.

A table of contents and appendices can be used to organize a very lengthy
revenue procedure or revenue ruling. For examples of table of contents and
appendices see Rev. Proc. 2003-1 (or any successors).

Notices are used to publicly announce guidance that may involve substantive
interpretations of the Internal Revenue Code or other provisions of the law.
See CCDM 32.2.2.3.3 , Notice Defined.

The components for a notice are reflected in Exhibit 32.2.3-5. Note the
following points:

a. A brief title, describing the subject matter of the notice, is typed below
“Part Il — Administrative, Procedural, and Miscellaneous.”

b. The word “Notice” followed by the current year designation, is typed below
the descriptive title.

c. Headings should be used in notices when helpful.

Notices have effective dates similar to revenue procedures. See Exhibit
32.2.3-9 for sample effective date provisions.

See CCDM 32.2.3.5.2.1.8.

Cat. No. 29175G (10-28-2011)
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32.2.3.5.3.3 (1) See CCDM 32.2.3.5.1.2.8.
(08-11-2004)
Public Comments

32.2.3.54 (1) Announcements are used to publicly announce guidance of an immediate or
(08-11-2004) short-term value and to publish advance notices of proposed rulemaking in the
Announcements IRB. See CCDM 32.2.2.3.4, Announcement Defined.

32.2.3.5.4.1 (1) The components for an announcement are reflected in Exhibit 32.2.3-6. Note
(08-11-2004) the following points:

Components of

Announcements a. A brief title, describing the subject matter of the announcement, is typed

below “Part IV — Iltems of General Interest.”

b. The word “Announcement” followed by the current year designation, is
typed below the descriptive heading.

c. Announcements that originate from identifiable printed matter should be
footnoted to indicate their source.

d. Like revenue rulings (and unlike news releases), announcements speak
from the perspective of the Service (that is, in the first person). Therefore,
announcements should not contain language like “The IRS today
announced” — this language speaks from the perspective of a third party.

(2) Announcements have effective dates similar to revenue procedures. See
Exhibit 32.2.3-9 for sample effective date provisions.

32.2.3.5.4.2 (1) See CCDM 32.2.3.5.2.1.8.
(08-11-2004)

Paperwork Reduction

Act

32.2.3.5.4.3 (1) See CCDM 32.2.3.5.1.2.8.
(08-11-2004)
Public Comments

32.2.3.5.5 (1) Unlike other publications, news releases speak from the perspective of a third
(08-11-2004) party. News releases are used to:

News Releases )
Announce hearings

e Solicit comments

¢ Inform the public of a change in procedures

¢ Inform the public of a change in address

(2) News releases are nontechnical publications targeted at the nonpractitioner
taxpayer public. Technical discussions must be kept to a minimum and material
such as Internal Revenue Code section numbers should be avoided if possible
and, when used, relegated to the end of the release.

(8) The components for a news release are shown in Exhibit 32.2.3-7. A news
release does not contain a paragraph relating to drafting information.

32.2.3.5.5 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-1 (08-11-2004)
Explanation of the Parts of the Internal Revenue Bulletin

A. The Bulletin is divided into four parts as follows:

Part .- 1986 Code

This part includes rulings and decisions based on provisions of the Internal Revenue Code of
1986.

Part Il.- Treaties and Tax Legislation

This part is divided into two subparts as follows:
Subpart A, Tax Conventions and Other Related Items, and
Subpart B, Legislation and Related Committee Reports.

Part Ill.- Administrative, Procedural, and Miscellaneous

To the extent practicable, pertinent cross references to these subjects are contained in the
other Parts and Subparts. Also included in this part are Bankruptcy Secrecy Act Administrative
Rulings, which are issued by the department of the Treasury’s Office of the Assistant
Secretary (Enforcement).

Part IV.- Items of General Interest

This part includes notices of proposed rulemaking, disbarment and suspension lists, and
announcements.

The first Bulletin for each month includes a cumulative index for the matters published during the preceding
months. These monthly indexes are cumulated on a semi-annual basis, and are published in the first Bulletin of
the succeeding semiannual period respectively.

B. The Bulletin Index-Digest System (BIDS), a research and reference service supplementing the Bulletin,
consists of four services: Service No. 1, Income Tax; Service No. 2, Estate and Gift Tax; Service No. 3, Employ-
ment Taxes; and Service No. 4, Excise Taxes. Each service consists of a basic volume and a cumulative
supplement that provides (1) finding lists of items published in the Bulletin, (2) digests of revenue rulings,
revenue procedures, and other published items, and (3) indexes of Public Laws, Treasury Decisions, and tax
Conventions.

Caution: Although the BIDS is an excellent starting point for researching historical publications, it is no longer
published by the IRS. Therefore, publications and the referenced materials since approximately 1994
will not be included.

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-1
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Exhibit 32.2.3-2 (08-11-2004)
Format for Typed Draft of Proposed Revenue Ruling Under the Code

Note: This form is available on macro. When the macro is initiated, you will be prompted to enter the
CASE-MIS No.; the primary code section; the code section title; the primary regulation section; the
regulation section title; additional code section(s) (separating entries by commas); and additional
regulation section(s) (separating entries by commas.) The macro should establish the proper spacing
and margin conventions, which are summarized at the end of this sample.

Top of Page

1!!

2 spaces 2 spaces

. Eiraft Date:¥ MM/DD/YY CASEMIS No.¥ RR-Xxxxxx-XX 1
margin

2 lines .

Part | margin
! 2lines

Section 461 .- - General Rule for Taxable Year of Deduction

3 lines 2 spaces
26 CFR 1.461-1¥General rule for taxable year of deduction.

(Also § 163; 1.163-1.)

10 lines

Rev. Rul.

I 3 lines
ISSUES

2lines
sspaces (1) If a taxpayer ... ?

2)...?

Atleasta 172’ bottom margin required on first
page (not required for subsequent pages).

Exhibit 32.2.3-2 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-2 (Cont. 1) (08-11-2004)
Format for Typed Draft of Proposed Revenue Ruling Under the Code

Top of Page

11!5 _2_

Situation 1. In 1981, A obtained a 16-percent mortgage loan ... .

FACTS

Indent
5

spaces Situation 2. ...

LAW AND ANALYSIS
N .See Rev.Rul. _* ,page__ * , this bulletin.

HOLDINGS

(1) In Situation 1, the points paid by A do not meet the requirements of
§ 461(g)(2) of the Code. The points paid by A must, therefore, be deducted over the
period of the new mortgage loan.

2 ....
EFFECT ON OTHER REVENUE RULING(S) [when applicable]

DRAFTING INFORMATION

The principal author of this revenue ruling is of the Office of
the Associate Chief Counsel ( ). For further information regarding this
revenue ruling contact on (202) - (not a toll-free

call).

* Insert number and page for companion revenue ruling to be published in this IRB.

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-2
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Exhibit 32.2.3-2 (Cont. 2) (08-11-2004)
Format for Typed Draft of Proposed Revenue Ruling Under the Code

Margins:
First page:

e Top margin = 1 inch from top of page to Draft Date line
e Bottom margin = at least 1.5 inches to bottom margin of first page (not required for other pages)
e Left and Right Margins = 1 inch each

Subsequent pages:

e Top margin = 1 inch from top of page to the page number
e Bottom margin = 1 inch to bottom of page
e Left and Right Margins = 1 inch each

Spacing:

¢ 2 lines between Draft Date and Part Il line

¢ 2 lines between Part Il line and Tax Convention line

¢ 3 lines between Tax Convention line and T.D. line

¢ 10 lines between end of T.D. line and Rev. Rul. line

¢ 3 lines between Rev. Rul. section and ISSUE line

e 2 lines between end line of ISSUE text

¢ 2 lines between end line of ISSUES text and FACTS line

¢ 2 lines between end of FACTS text and LAW and ANALYSIS line
¢ Remainder of lines should be double-spaced

e 2 spaces between Draft Date: and the date
e 2 spaces between CASE-MIS No.: and RR number
e 5 spaces indent to start of text under ISSUE
e 5 spaces indent on subsequent text paragraph

Exhibit 32.2.3-2 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-3 (08-11-2004)
Format for Typed Draft of Proposed Revenue Ruling Under Tax Convention

Note: This form is not available on macro. The proper spacing and margin conventions are
summarized at the end of this sample.

Top of Page
1”
2 spaces 2 spaces
. Draft Date YMM/DD/YY CASE-MIS No.¥ RR-XXXXXX-XX "
‘ margin Pta: ;llnes margin
} 2lines
United States - United Kingdom Income Tax Convention
| 3lines

T.D. 5549, 1947-2 C.B. 100.
(Also Part 1, §§ 151, 170, 1441; 1.170A-9, 1.1141-4.)

10 lines
Rev. Rul.

3 lines
ISSUE

2 lines
5 spaces If @ nonresident alien is a resident of the United Kingdom and is teaching in the
summer seminar program of a numismatic society in the United States, is that individual
exempt from United States income tax with respect to the remuneration received from
such teaching ... 7

At least a 1 V2" bottom margin required on first page
(not required for subsequent pages).
Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-3

29175004



page 22 32.2 Chief Counsel Publication Handbook

Exhibit 32.2.3-3 (Cont. 1) (08-11-2004)
Format for Typed Draft of Proposed Revenue Ruling Under Tax Convention

Top of Page

I 2 lines
FACTS

LAW AND ANALYSIS

HOLDING
The nonresident alien of the United Kingdom teaching in the ... .
EFFECT ON OTHER REVENUE RULING(S) [when applicable]
Rev. Rul. 58-433 is distinguished.
DRAFTING INFORMATION

The principal author of this revenue ruling is of the Office of

the Associate Chief Counsel (International). For further information regarding this

revenue ruling contact on (202) - (not a toll-free

call).

Margins:
First page:

e Top margin = 1 inch from top of page to Draft Date line
e Bottom margin = at least 1.5 inches to bottom margin of first page (not required for other pages)
e Left and Right Margins = 1 inch each

Subsequent pages:

e Top margin = 1 inch from top of page to the page number
e Bottom margin = 1 inch to bottom of page
e Left and Right Margins = 1 inch each

Exhibit 32.2.3-3 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-3 (Cont. 2) (08-11-2004)

Format for Typed Draft of Proposed Revenue Ruling Under Tax Convention

Spacing:

2 lines between Draft Date and Part Il line

2 lines between Part Il line and Tax Convention line

3 lines between Tax Convention line and T.D. line

10 lines between end of T.D. line and Rev. Rul. line

3 lines between Rev. Rul. section and ISSUE line

2 lines between end line of ISSUE text

2 lines between end line of ISSUES text and FACTS line
2 lines between end of FACTS text and LAW and ANALYSIS line
Remainder of lines should be double-spaced

2 spaces between Draft Date: and the date

2 spaces between CASE-MIS No.: and RR number

5 spaces indent to start of text under ISSUE

5 spaces indent on subsequent text paragraph

Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-4 (08-11-2004)
Format for Typed Draft of Proposed Revenue Procedure

Note: This form is available on macro. When the macro is initiated, you will be prompted to enter the
CASE-MIS No.; the primary code section; the code section title; the primary regulation section; the
regulation section title; additional code section(s) (separating entries by commas); and additional
regulation section(s) (separating entries by commas.) The macro should establish the proper spacing
and margin conventions, which are summarized at the end of this sample.

Top of Page
2 spaces 2 spaces

Draft Date ¥MM/DD/YY CASEMIS No.¥RP-xXxXXXX-XX

| { 2lines o
margin Part I_“ margin
i 2lines

Administrative, Procedural, and Miscellaneous
3 lines

2 spaces
26 CFR 601.105¥Examination of returns and claims for refund, credit or abatement;

determination of correct tax liability.
Also Part |, §§ 446, 481, 805, 809, 815; 1.446-1, 1.481-1, 1.805-4, 1.809-4, 1.815-4.)

—

10 lines

R'ev. Proc. 1/

I 3lines 1 space
SECTION 1¥PURPOSE

2 lines
5spaces ¥ 1 is revenue procedure provides ... .

1/ Also released with a News Release __ *  dated > . * - Enter number and date of news
release.

At least 1 /2" bottom margin required on
first page (not required for other pages).

Exhibit 32.2.3-4 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-4 (Cont. 1) (08-11-2004)
Format for Typed Draft of Proposed Revenue Procedure

Top of Page

[

-2-

SECTION 2. BACKGROUND
sspaces | NE regulations under § 446 of the Internal Revenue Code require that ....

SECTION 3. SCOPE

sspaces.01 A taxpayer’s request to change an accounting practice or method ... .
sspaces.02 Ordinarily the taxable year ... .

SECTION 4. APPLICATION

sspaces.01 A taxpayer wishing to take advantage of this procedure should ... .

sspaces.02 Application for Inspection.

(1) In general. Applications for the inspections provided for in paragraphs ...
(a) The title of the official ... .
(b) A specific reference as follows:
(i) State official authorized and empowered to act on behalf of ... .
(i) Law of administration ... .
(A) When enacted ... .

(B) Administrative purpose ... .

@) ...

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-4
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Exhibit 32.2.3-4 (Cont. 2) (08-11-2004)
Format for Typed Draft of Proposed Revenue Procedure

Top of Page

1!,
-3-

SECTION 5. CONFERENCES IN THE NATIONAL OFFICE

s spacesAfter requesting application of this ... .

SECTION 6. AREAS NOT COVERED BY THIS REVENUE PROCEDURE
sspaces | NiS revenue procedure will not apply to cases ... .

SECTION 7. INQUIRIES

s spaces INQuiries in regard to this revenue procedure should ... .

SECTION 8. EFFECT ON OTHER DOCUMENTS [when applicable]
sspaces.01 Rev, Proc. 64-16, 1964-1 (Part 1) C.B. 677, is superseded.
sspaces.02 In any revenue ruling or revenue procedure in which Rev. Proc. ... .
SECTION 9. EFFECTIVE DATE

5spaces | NiS revenue procedure is effective__* _ , the date this revenue procedure was

announced by news release.

SECTION 10. DRAFTING INFORMATION

sspaces | Ne principal author of this revenue procedure is of the
Office of Associate Chief Counsel ( )- For further
information regarding this revenue procedure contact on
(202) - (not atoll free call).

* Insert date that News Release 88-XX was issued.

Exhibit 32.2.3-4 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-4 (Cont. 3) (08-11-2004)
Format for Typed Draft of Proposed Revenue Procedure

Margins:
First page:

e Top margin = 1 inch from top of page to Draft Date line
e Bottom margin = at least 1.5 inches to bottom margin of first page (not required for other pages)
e Left and Right Margins = 1 inch each

Subsequent pages:

e Top margin = 1 inch from top of page to the page number
e Bottom margin = 1 inch to bottom of page
e Left and Right Margins = 1 inch each

Spacing:

¢ 2 lines between Draft Date and Part Ill line

e 2 lines between Part Il line and Administrative, ... line
¢ 3 lines between Administrative, ... line and CFR line

¢ 10 lines between end CFR text and Rev. Proc. line

¢ 3 lines between Rev. Proc. line and PURPOSE line

e 2 lines between PURPOSE line and text

e 2 lines between end of PURPOSE text and BACKGROUND line
e 2 lines between end of BACKGROUND line and text

¢ Remainder of lines should be double-spaced

e 2 spaces between Draft Date: and the date

e 2 spaces between CASE-MIS No.: and RP number

e 2 spaces between CFR cite: and beginning of title

¢ 1 space between Section and HEADING

e 5 spaces indent to start of text under PURPOSE

¢ 3 additional spaces indent for subsequent subsections:

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-4
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Exhibit 32.2.3-5 (12-22-2009)
Format for Typed Draft of Proposed Notice

Note: This form is available on macro. When the macro is initiated, you will be prompted to enter the

. CASE-MIS No. and a brief description of the subject matter of the notice. The macro should
: establish the proper spacing and margin conventions, which are summarized at the end of this

. sample.

Top of Page

17!'
margin

2 spaces

Draft Date: YMM/DD/YY

4 lines

1"

CASEMIS No.. WNOT-XXXXXX-XX

Part 11l - Administrative, Procedural, and Miscellaneous

4 lines

2 spaces

Information Reporting under Internal Revenue Code § 6050S

4 lines

2 lines

N]tice 98-46
RPOSE

P

1
margin

sspaces | his Notice provides that the Internal Revenue Service and the Treasury

Department are extending the application of Notice 97-73, 1997-51 |.LR.B. 16, to

information reporting required under § 60508 of the Internal Revenue Code for the year

1999.

BACKGROUND

sspacesSection 60508, enacted by the Taxpayer Relief Act of 1997, requires the filing of

information returns ... .

1 1/2”
margin

Exhibit 32.2.3-5
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Exhibit 32.2.3-5 (Cont. 1) (12-22-2009)
Format for Typed Draft of Proposed Notice

Top of Page

£

-2

I 2 lines
DISCUSSION

sspacesFOr 1999, eligible educational institutions must follow the rules provided in ... .

EFFECT ON OTHER DOCUMENTS
5spacesNOtiC€ 97-73 is modified.
DRAFTING INFORMATION

5spaces | Ne principal author of this notice is

of the Office of Associate

Chief Counsel ( ). For further information regarding this notice contact
at(202) __ - (not a toll-free call).

Margins:
First page:

Top margin = 1 inch from top of page to Draft Date line

Bottom margin = at least 1.5 inches to bottom margin of first page (not required for other pages)

Left and Right Margins = 1 inch each
Subsequent pages:

Top margin = 1 inch from top of page to the page number
Bottom margin = 1 inch to bottom of page
Left and Right Margins = 1 inch each

Spacing:

4 lines between Draft Date and Part Il line

4 lines between Part Il line and title (Brief Description) line
4 lines between Brief Description line and Notice line

2 lines between Notice line and PURPOSE line
Remainder of lines should be double-spaced

2 spaces between Draft Date: and the date

2 spaces between CASE-MIS No.: and NOT No.

5 spaces indent to start of each paragraph of text

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual
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Exhibit 32.2.3-6 (08-11-2004)
Format for Typed Draft of Proposed Announcement

Note: This form is available on macro. When the macro is initiated, you will be prompted to enter the
initiator; the organization symbols; a phone number; the CASE-MIS No.; and summary of the
announcement information. The macro should establish the proper spacing and margin conventions,
which ara simmarized at the end af this samnle

Top of Page
I 1”
2 spaces 2 spaces
1 Draft Date:¥ MM/DD/YY CASE-MIS No.¥ NOT-XXXXXX-XxX
margin 17
4 lines margin

Part IV - Items of General Interest

4 lines

Vc;luntary Tip Agreements for Employers of Tipped Employees

4 lines

Ar;nouncement 2001-1
2 lines
5 spaces | he Internal Revenue Service has finalized ... .

DRAFTING INFORMATION

5 spaces | he principal author of this announcement is of the Office of
Associate Chief Counsel ( ). For further information regarding this
announcement contact at(202) - (not a toll-free call).

At least a 1 ¥2” bottom margin is required on the first
page (not required for subsequent pages).

Margins:
First page:

e Top margin = 1 inch from top of page to Draft Date line
e Bottom margin = at least 1.5 inches to bottom margin of first page (not required for other pages)
e Left and Right Margins = 1 inch each

Subsequent pages:

Exhibit 32.2.3-6 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-6 (Cont. 1) (08-11-2004)
Format for Typed Draft of Proposed Announcement

e Top margin = 1 inch from top of page to the page number
e Bottom margin = 1 inch to bottom of page
e Left and Right Margins = 1 inch each

Spacing:

4 lines between Draft Date and Part IV line

4 lines between Part IV line and Summary Announcement line

4 lines between Summary Announcement line and Announcement line
2 lines between Announcement line and text (or heading if appropriate)
The remainder of the lines should be double-spaced

2 spaces between Draft Date: and the date

2 spaces between CASE-MIS No.: and NOT No.

5 spaces to start of end of paragraph of text

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual
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Exhibit 32.2.3-7 (08-11-2004)
Format for Typed Draft of Proposed News Release

Top of Page
I 1!!
2 spaces 2 spaces
Draft Date:¥Y MM/DD/YY CASE-MIS No.Y PUBWEB-xxxxxx-xx
1" 1”
margin 4 lines margin

DRAFT NEWS RELEASE

Washington - The Internal Revenue Service today announced that penalties for
failure to deposit will be waived in some cases in which employers of technical service
specialists fail to make timely deposits of the employer’s share of the social security
taxes. The waiver of penalties also applies in some cases in which employers fail to file

Form 941, Employer’'s Quarterly Federal Tax Return.

Rev. Rul. 87-41 and Notice 87-38 are attached and will appear in Internal

Revenue Bulletin 1987-23, dated June 8, 1987.

4 lines

Centered Letters
Margins:

e Top margin = 1 inch from top of page to Draft Date line
e Left and Right Margins = 1 inch each

Spacing:

e 4 lines between Draft Date and DRAFT NEWS RELEASE line
e 4 lines between last line of text and “X X X”

Other Instructions:

1. Plain bond should be used for the first and succeeding pages. The last page should end with “X X X”
centered four lines below the last line of text.

2. Do not date news releases.

3. The first paragraph of a release should begin with the dateline, indented, as follows: “Washington” (or other
location as appropriate) with text immediately following.

4. Release is double-spaced with approximately 22 lines per page.

Exhibit 32.2.3-7 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-8 (08-11-2004)
Format for Typed Draft Cross-Reference Sheet

Top of Page

1inch

- Section 663.- - Special Rules Applicable to Sections 661 and 662 "
margin . margin
3 lines

26 C.F.R. 1.663(c)-3: Applicability of separate share rule.

3 lines

5 spaces If @ grantor creates a trust with separate beneficiaries who have different

interests in the trust, may those beneficiaries’ interests in the trust be treated as

separate trusts. See Rev. Rul. , page

At least 7 spaces

Margins and spacing convention

Top, left, and right margins are 1 inch

3 lines between Section line and CFR line

3 lines between CFR line and the text

5 spaces indent from left margin to beginning of text
Text is double-spaced

At least 7 spaces between Rev. Rul. and page

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-8
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Exhibit 32.2.3-9 (08-11-2004)
Sample Effective Date Provisions

Sample Effective Date Provisions
A. Revenue Rulings
1. With respect to a tax convention (from Rev. Rul. 2002-16, 2002-15 |.R.B. 740):

This revenue ruling is effective with respect to taxable years beginning on or after
January 1, 2001. This revenue ruling will cease to be effective if the Netherlands Indi-
vidual Income Tax Act of 2001 is modified in any material respect for tax years that are
affected by such change. Taxpayers are responsible for determining whether any such
modifications have occurred.

2. From a date certain (from Rev. Rul. 96-7, 1996-1 C.B. 59):
This revenue ruling is effective for plan years beginning after December 31, 1995.
3. From a date certain with exceptions (from Rev. Rul. 2002-55, 2002-37 I.R.B. 1):

This revenue ruling is effective for taxable years beginning after December 31, 2002.
However, taxpayers may rely on this revenue ruling for prior periods.

4. From a specified event (from Rev. Rul. 2002-35, 2002-23 I.R.B. 1067):

This revenue ruling is effective for payments to employees after October 13,1988 (the
date of enactment for § 62(c), as part of the Family Support Act of 1988).

5. With prospective application (from Rev. Rul. 99-40, 1999-2 C.B. 441):

Pursuant to § 7805(b), this ruling will not be applied adversely to a taxpayer that desig-
nated an overpayment to apply to an installment of estimated tax in accordance with
Rev. Rul. 84-58 prior to October 4, 1999.

B. Revenue Procedures
1. Stated in terms of a specific date (from Rev. Proc. 98-39, 1998-1 C.B. 1320):
This revenue procedure is effective on August 18, 1997.

2. Stated in terms of taxable years beginning before the date of publication (from Rev. Proc.
2001-9, 2001-1 C.B. 328):

This revenue procedure is effective for taxable years commencing after December 31,
1999.

3. Stated in terms of events occurring after the beginning of the current calendar year (from
Rev. Proc. 79-26, 1979-1 C.B. 566):

The revisions set forth in this revenue procedure are effective for property first placed in
service in taxable years beginning after December 31, 1978.

4. Stated in terms of requests submitted after the beginning of the calendar year (from Rev.
Proc. 79-4, 1979-1 C.B. 483):

This revenue procedure is effective for all requests submitted after December 31, 1978.

5. Until a date specified in future guidance (from Rev. Proc. 2002-12, 2001-3 |.R.B. 335):

Exhibit 32.2.3-9 Chief Counsel Directives Manual Cat. No. 29175G (10-28-2011)
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Exhibit 32.2.3-9 (Cont. 1) (08-11-2004)
Sample Effective Date Provisions

Sample Effective Date Provisions

This revenue procedure applies to all transfers of noneconomic residual interests in
REMICs and all transfers of FASIT ownership interests occurring on or after February 4,
2000, until the date specified in future published guidance.

6. For a limited audience (from Rev. Proc. 99-43, 1999-2 C.B. 579):

This revenue procedure is effective for taxpayer requests made for the application of the
net interest rate of zero in § 6621(d) to interest accruing before October 1, 1998.

7. Stated in terms of a general effective date, transition rules, and special rules (from Rev. Proc.
2002-9, 2002-3 I.R.B. 1):

a) In general. Except as provided in sections 13.02 and 13.03 of this revenue
procedure, this revenue procedure is effective for taxable years ending on or after
December 31, 2001. The Service will return any application that is filed on or after
December 31, 2001, if....

b) Transition rules. If a taxpayer filed an application or ruling request with the national
office to make a change in method of accounting described in the APPENDIX of this
revenue procedure for a year of change for which this revenue procedure is effective
(see section 13.01 of this revenue procedure), and the application or ruling request is
pending with the national office on December 31, 2001, the taxpayer may make the
change under this revenue procedure. However, ...

c) Special rules. ...
C. Notices
1. For events occurring after a certain date (from Notice 2000-38, 2000-2 C.B. 174):

This notice is applicable with respect to deferrals and distributions made after December
31, 2001. Plan sponsors, plan administrators, and taxpayers may rely on this notice for
distributions and deferrals before January 1, 2002.

2. As of a date certain (from Notice 2001-62, 2001-2 C.B. 307):
This notice is effective on September 1, 2001.
3. To apply to certain elections (from Notice 98-25, 1998-1 C.B. 979):

This notice applies to an election made for the first taxable year of a trust beginning
after December 31, 1996. The provisions of this notice will be incorporated into regula-
tions that will be effective for taxable years beginning after December 31, 1996.

4. To alert taxpayers to the effect of a new regulations on existing revenue rulings and revenue
procedures (from Notice 97-1, 1997-1 C.B. 348):

... effective January 1, 1997, such revenue rulings and revenue procedures are obsolete
to the extent that they use the prior classification regulations to differentiate between
partnerships and associations.

D. Announcements

1. For announcing test procedures for an arbitration program (from Announcement 2000-4,
2000-1 C.B. 317):

Cat. No. 29175G (10-28-2011) Chief Counsel Directives Manual Exhibit 32.2.3-9
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Exhibit 32.2.3-9 (Cont. 2) (08-11-2004)
Sample Effective Date Provisions

Sample Effective Date Provisions

These procedures are effective for requests for arbitration made during the two-year test
period beginning on January 18, 2000, the date this announcement is published in the
Internal Revenue Bulletin.

2. For announcing a change in an address previously provided in a revenue procedure (from
Announcement 2001-22, 2001-1 C.B. 895):

The address has been changed, and the new address, effective immediately, is as
follows...

3. To announce a correction made in the Federal Register to final regulations (from Announce-
ment 2001-40, 2001-1 C.B. 1141):

This correction is effective December 20, 2000.
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Drafting Published Guidance 32.2.3 page 37

Exhibit 32.2.3-10 (12-22-2009)
Model Language for the Paperwork Reduction Act — Model 1

Note: The model below should be used for other publications by substituting the name of the guidance as ap-
propriate.

Model 1 — For a revenue procedure for which approval is sought under 44 U.S.C. 3507(c)
[to be used when the revenue procedure is issued in proposed form]

SECTION [ ]. PAPERWORK REDUCTION ACT

The collection[s] of information contained in this revenue procedure will be submitted to the Office of
Management and Budget for review in accordance with the Paperwork Reduction Act (44 U.S.C. 3507(c)).

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of infor-
mation unless the collection of information displays a valid OMB control number.

The collections[s] of information in this revenue procedure [is/are] in section [s]. This information is
required to [brief description of purpose of reporting/recordkeeping requirement]. This information will be
used to [brief description of how the collected information will be used]. The collection[s] of information
[is/are] [voluntary/required to obtain a benefit/mandatory] . The likely respondents are [use one or more of
the following: individuals, state or local governments, farms, business or other for-profit institutions,
nonprofit institutions, and small businesses or organizations] .

The estimated total annual reporting and/or recordkeeping burden is [enter hours].

The estimated annual burden per respondent/recordkeeper varies from [enter hours] to [enter hours],
depending on individual circumstances, with an estimated average of [enter hours]. The estimated number of
respondents and/or recordkeepers is [enter number].

The estimated annual frequency of responses (used for reporting requirements only) is [enter
frequency] .

Books or records relating to a collection of information must be retained as long as their contents may
become material in the administration of any internal revenue law. Generally, tax returns and tax return informa-
tion are confidential, as required by 26 U.S.C. 6103.
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page 38 32.2 Chief Counsel Publication Handbook

Exhibit 32.2.3-11 (12-22-2009)
Model Language for the Paperwork Reduction Act — Model 2

Note: The model below should be used for other publications by substituting the name of the guidance as ap-
propriate.

Model 2 — For a revenue procedure that is not issued in proposed form and for a final revenue
procedure that was issued in proposed form

SECTION [ ]. PAPERWORK REDUCTION ACT

The collection[s] of information contained in this revenue procedure [has/have] been reviewed and approved by
the Office of Management and Budget in accordance with the paperwork Reduction Act (44 U.S.C. 3507) under
control number 1545—

An agency may not conduct or sponsor, and a person is not required to respond to, a collection of information
unless the collection of information displays a valid OMB control number.

The collections[s] of information in this revenue procedure [is/are] in section [s] [insert sections]. This
information is required to [brief description of purpose of reporting/recordkeeping requirement]. This infor-
mation will be used to [brief description of how the collected information will be used]. The collection [s] of
information [is/are] [voluntary/required to obtain a benefit/mandatory] . The likely respondents are [use one
or more of the following: individuals, state or local governments, farms, business or other for-profit in-
stitutions, nonprofit institutions, and small businesses or organizations].

The estimated total annual reporting and/or recordkeeping burden is [enter hours].

The estimated annual burden per respondent/recordkeeper varies from [enter hours] to [enter hours],
depending on individual circumstances, with an estimated average of [enter hours]. The estimated number of
respondents and/or recordkeepers is [enter number].

The estimated annual frequency of responses (used for reporting requirements only) is [enter
frequency] .

Books or records relating to a collection of information must be retained as long as their contents may
become material in the administration of any internal revenue law. Generally, tax returns and tax return informa-
tion are confidential, as required by 26 U.S.C. 6103.
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