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SAMPLE MEMORANDUM OF NOTIFICATION OF THEFT/EMBEZZLEMENT
 

                                        [signatory office to enter date]



MEMORANDUM FOR FIELD DIRECTOR, SUBMISSION PROCESSING  				   		    [(NAME OF CENTER)] 

ATTN:  REMITTANCE SECURITY COORDINATOR 

FROM:		[SAC Name]
			Special Agent-in-Charge, [Division Name] 
			
 SUBJECT:	Notification of Theft/Embezzlement of Moneys Deposited with the IRS
		Case Number:  [Case Number]

This is to notify you that the following taxpayer(s) were affected due to the theft/embezzlement of moneys deposited with the IRS:

Taxpayer’s Name:
Taxpayer’s Identification Number:
Type of Tax:
Tax Period:
Amount:
Date of Payment:

We have determined the following relating to the theft/embezzlement:

The theft/loss occurred at [e.g. IRS office, lock box, or other (describe)].
The taxpayer's remittance is/has been [e.g. recovered, cashed, uncashed, being held as evidence by TIGTA, replaced with a second check issued by taxpayer].

The procedures set forth in IRM 3.0.167, Losses and Shortages, should be followed.

For further information, please contact Special Agent [Name] at [Telephone Number].                                                                                                                        
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