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This Notice provides procedures for the use of M crosoft
Mail for transmtting Tax Court briefs to the National O fice for
review. Commencing July 1, 1998, a reviewer in a field office
may submit a Tax Court brief for review within the National
Ofice using Mcrosoft Mail if the persons preparing and
revi ewi ng such brief have otherw se conplied with the procedures
set forth in CCDM (35)(11)75 through (35)(11)78 regarding
prebrief review, brief review, and issues for briefs that may be
direct fil ed. When a brief is submtted for review using
M crosoft Mail, it is not necessary to submt a paper copy.

Al'l Tax Court briefs sent by Mcrosoft Miil must be
transmtted to the Mcrosoft Miil nmail box "TSS4510" for
assignment. A brief will be considered received as of the date
it is "received" in the "TSS4510" mailbox if it is received by
3:00 p.m Eastern Tine on a day on which the U S. Postal Service
delivers regular mail to the National Ofice. Transmttals
received in the TSS4510 mail box after 3:00 p.m on a business
day, or on any weekend or holiday, will be deened received on the
next busi ness day.

Only briefs ready for filing with the Tax Court may be sent
and accepted under the Mcrosoft Ml brief review subm ssion
procedures. By submtting a brief to "TSS4510" by M crosoft
Mail, the reviewer attests that the brief has been revi ewed and,
except for the national office review and a signature, is ready
for filing wwth the U S. Tax Court.

Brief review nmay require access to materials, such as
pl eadi ngs, trial transcripts, and exhibits that cannot be
transmtted with a brief by Mcrosoft Mail. Thus, as a
prerequisite for submtting a brief by Mcrosoft Mail, a field
of fice nust have tinely conplied with the pre-briefing review
procedures required by CCDM (35)(11)75, i.e., within 10 working
days after the date on which briefing dates are set.
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As part of the pre-brief discussion, the assigned field and
nati onal office attorneys should arrange for the pronpt
subm ssion to the assigned national office attorney of al
relevant materials (by FAX, Mcrosoft Miil, or mail) necessary
for reviewof the brief. Once a National Ofice attorney is
assi gned on CATS, any such materials to be used in review ng the
brief should be sent to the attention of that attorney and
clearly | abel ed as "supplenmental brief review material." For
review of seriatimand reply briefs, a copy of the petitioner’s
brief should be forwarded upon receipt by the field attorney. In
determ ning whether a brief has been tinely submtted using
M crosoft Mail, Field Service will assune that all docunents
necessary for review of the brief have been submtted before
transm ssion of the brief, but will count the brief as having
been untinely received if the assigned National Ofice attorney
and reviewer later informthe Technical Service Section of Field
Service that requested docunents were not tinely provided.

Briefs nmust be prepared in WrdPerfect 6.0 or WordPerfect
8.0 and nust be naned using the "wpd" extension; any transmttal
shoul d specify which version was used. Briefs over 60 pages nust
be zi pped before being transmtted. Drafts may be exchanged
directly between the assigned attorneys under the prereview
process, without a formal brief review assignnent, if all the
parties have agreed to work on a draft of the brief. (The
subm ssion of a draft will not conply with the prereview or pre-
filing brief review requirenents.)

The Mcrosoft Mail transmttal nust be sent by the review ng
manager (or a delegate) in the field office to the nail box
"TSS4510." If the brief is sent by a delegate, the transnmtta
nmessage should explicitly state that "[Nane and title] has
conpl eted the brief review so that, except for National Ofice
review and signature, it is ready for filing with the Tax Court,
and has authorized [sender’s nane] to forward the brief."

To provide all data necessary to nake an assignnment and to
conplete a District Regional Counsel Transmittal Menmorandum Form
2237 (Rev. 9-97), the Mcrosoft Miil transmttal nessage itself
shal | incl ude:

--- Docket nunber (and short nane) of |ead case
--- Filing due date (including notes about extensions)

--- Type of brief: opening, seriatim reply,
suppl enent al , nmenor andum

--- IDof field office, attorney and revi ewer;
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--- |ID of national office branch, attorney and
revi ewer;

--- WordPerfect formatting

Version 6.0 or 8.0

Tabl e of Authorities generated
Tabl e of Contents generated
Aut omati ¢ paragraph nunbering
Manual feed conmand
Spel | checked

--- Any special considerations or arrangenents nade
between the field and national office attorneys.

The content of this notice will be incorporated i nto CCDM
Chapter 35(11) when the CCDMis next updated. For additiona
i nformati on about the subject of this Notice, please contact the
Techni cal Services Section of Field Service or Arturo Estrada,
Techni cal Assistant to the Assistant Chief Counsel (Field
Service) at (202) 622-7880.

/s/ Daniel J. WIles for
JUDI TH C. DUNN
Associ ate Chi ef Counsel
(Domesti c)




ATTACHMENT A:

Sanple Mcrosoft Miil nessage transmtting brief for review

From [ SENDER]

Sent : fromM crosoft Mai

To: TSS4510

Subj : BRI EF REVIEW [short nane of case]

Attached hereto is the respondent’s
[opening / seriatim/ reply / supplenental / nenoranduni
brief in:

[ case nunber] [ short case nane]
Due to be filed [ Tax Court due date]

Witten by:
[region/district/assoc synbols] [attorney][reviewer]

For review by:
[ DOM FS: Br, |INTL:Br or EBEO Br] [attorney][reviewer]

The brief has been prepared in WP 6.0, using a generated Table
of Authorities, Table of Contents, and Automatic Paragraph
Nunbering. It has been spell checked.

[ Reviewer’s nane and title] has conpleted the brief review so
that, except for National O fice review and signature, it is
ready for filing with the Tax Court; [reviewer] has authorized
[sender’s nanme] to forward the brief.

BRI EF
ATTACHVENT
[ nane. wpd]



