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How to Review a New Case

A full review is required on every new case before reaching out to a client, whether it is a welcome call or a transfer case.  The goal is for the transition from Sales to Servicing or from one Tax Analyst to another to be as seamless as possible.  If anything doesn’t seem to make sense or you have any questions work with your team and manager to find the answers before you reach out to the client.

Reviewing Dice & the I-drive
· Deal Tab
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· F4 Notes: The Resolution Consultant enters in notes on the client’s tax situation, their goals and any other important information.  This is one of the most important areas to look at when reviewing the case
· Services Provided: contracted services
· Pitch Notes: These are additional notes from the Resolution Consultant broken down in the categories below:
· All communication with or from the IRS: Has the client reached out the IRS on their own or received any notices?
· Installment Agreement History:  Is the client currently in an Installment Agreement or do they have a history of defaulting agreements?
· Cause of debt: Why does the client owe?
· Compliance: Is the client up to date on filing their returns?
· Has talked to: Did the client speak or work with any other companies?
· Financial Situation: Are they a W-2 or 1099 employee?  Are the in a hardship?
· Rock: Why the client reached out to us.
· Gem: What the client’s ultimate goal is.
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· Foxhound Notes
This is a full history of the case.  Anything that has been done on a case once it gets to servicing will be logged here.
· When reviewing for a Welcome Call you look through this section to see what documents the Case Coordinators have already sent to the client in the Welcome Email and if this is a client who worked with us previously what agreement was set up.
· If reviewing the notes for a transfer case, you are looking through to see what has already been done and what needs to be done next.
· Attachments
· Any documents received prior to the case moving up to servicing will be attached here.
· Service Agreement
· Power of Attorney & Tax Authorization Forms (2848 & 8821)
· Personal Debt Sheet
· Do we already have a Power of Attorney and Tax Authorization form?
· If not, it must be requested from the client.
· Do we have a Personal Debt sheet?
· This gives us a breakdown of the client’s balances and other useful information
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· I-drive:  Every client has a file in the I-drive to store and organize documents
· Misc folder: Should have Unsigned or Processed Power of Attorney Forms/Tax Authorization Forms.
· Review to see what we have and what we may need.
Before you make your call stop and evaluate!
· [bookmark: _GoBack]Do you have an understanding of what the services are and what the client is expecting?
· What documents, if any, do you need from the client?
· What are the next steps?
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Rock Gem

Client didn't like how Optima was treating him, he looked on the internet to see what other | settlement; he wants to make sure we protect him from any garnishments or levies
options he might have.
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Taxable Entities

Name

Service Agreement 01/13/2021
Deal Out Sheet 01/13/2021
Updated Service Agreement
Completed Service Agreement
IRS TAX DOCS 8821/2848
Personal Debt Sheet 09-26-2019
Service Agreement 09/25/2019
Deal Out Sheet 09/25/2019

Acct Transactions

Date

01/16/2021 10:47:42
01/16/2021 10:47:42
01/16/2021 10:47:42
09/30/2019 03:11:30
09/30/2019 03:11:30
09/30/2019 03:11:30
09/30/2019 03:11:29
09/30/2019 03:11:29

Account Transcripts

CAF Check Summary

CAF Check Detail

Attachments

Recon Attac

| Update Docs from Lead |
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@ Edit Task Resolution - haley.sparksnm - Netwrk Mgr — ] X
Primary Contact | tammy.williamsta ||134 | | Save&Return || Close &Retun |
Account Name | Williams, Deon | SSN | | Time Zone Eastern - Phone Notes =
inance
Spouse | Home Phone |504-553-4491 | Work Phone | | - ‘ PreApproval
Company Name | EIN | | Mobile Phone | | Fax | | -
Street 10848 Chitwood Dr ||| Email 1 | di@allaylogistics.com | View Quick
City Jacksonville | State |Florida v |zZip/PC. |32218 | Email 2 | | ‘ Books Info ‘

Reso Summary | Reso Dashboard | Civ Pens | Task Deal Network Foxhound Notes

Notes Taxable Entities Acct Transactions Account Transcripts CAF Check Summary CAF Check Detail Attachmen

| Collapse all |
& |Task/Account Information
LTP/TA Information Attention F4
Debt Owed PPL Is Self Employed? v 2018 Filed (1099) E
Wife-Realtor

No

Lowest Accepted Payment | 0 Has Employees?
Highest Accepted Payment |0

He is in logistics

Current on filing
Wants us to verify 2019 filing
Voluntary payment of 155.00 to IRS -

<

Services/Fees

Services Provided
Services

1A01 FOR INDIVIDUAL(S) - NON-DISCLOSURE INSTALLMENT AGREEMENT FEDERAL
PENO3 FOR INDIVIDUAL(S) - PENALTY ABATEMENT CONSULTATION

TDN Fee & Payment Schedule

Rolled Fee P2P Initial
Total Fee | $1,050.00 | MSRP | $2,250.00 | P2P Remaining
Finance

Path To Payment Note
200.00 Down 10 pymts 85.00
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Key Client Data:

Tax-IRS |10,000.00 | mpr [o.00 | 401k 0.00 | 1A [0.00 | other|0.00
Tax-State 0.0 | Equity|0.00 | credit  [0.00 | cash |0.00 | e
State T - Desired 1/A Amount |0-00 | Up To | 0-00 |

All Communications with or from the IRS

Installment Agreements/History

client hasn't received anything aggressive letters or action from the IRS.

none

Cause of Debt

Compliance

The client does not know why he owes or how much he owes.

uf 2013 and 2015 (client was in prison these years in a work release program so he wasn't
able to file)

He is un filed 2014 and 2016 as well but doesn't have a filing requirement. He was in prison
and didn't work

Has Talked To

Financial Situation

TDN; client hired optima but has switched to us.

wi2- works for the city of houston- makes $17/hr.
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