
LOW-INCOME TAXPAYER CLINIC (LITC) – PRO BONO ATTORNEY INFORMATION 
 
Thank you for accepting an MVLS pro bono client for representation.  The information in this packet 
should assist you in your representation. 
 

 
 

 
 
General Information: 

 We strongly suggest that you have a written representation agreement between you and the client.  A sample 
agreement is enclosed if you do not have one you regularly use.  

 A significant number of MVLS clients have difficulty reading.  As such, we suggest you try to determine the client’s 
literacy level.  If unsure, you may want to orally review the Representation Agreement and other important 
documents with the client. 

o It is important to set parameters for client contact early in your representation.  Attached is a copy of the 
client tips brochure that is sent to every client placed through MVLS.  Some of the key items in the brochure 
are: Clients are expected to contact their volunteer attorney within 5 days of being informed of their 
placement 

 Attorneys are to contact clients within 72 hours of this initial contact 
o Clients are required to timely provide paperwork that the attorney request 
o Clients are expected to keep their appointments and to be on time 
o Clients are to be respectful of the volunteer attorney’s time 

 Clients are responsible for any non-waivable court fees or other out-of-pocket expenses. 

 If another legal issue arises for your client during your representation, please contact us. We will contact the client 
to get information to discern if the issue is one for which we can provide help.  If so, it will be your decision whether 
to represent the client in the additional matter.  If you decide not to assist with the new matter, let us know; we will 
refer the client’s new matter to another panel attorney. 

 Mentors. Available upon request.  If you have questions about this area of law or need assistance, call us to 
provide you with the contact information for an experienced mentor ready and willing to assist.   

 
MVLS Case Management Process 

 MVLS performs case intake and qualification.  

 Once the case is qualified, cases are placed with pro bono attorneys. 
o The MVLS Paralegal sends the pro bono attorney all case documentation gathered by MVLS thus far.  
o The MVLS Paralegal notifies the client of case placement and instructs client to contact the pro bono 

attorney. 
o After initial meeting, the pro bono attorney returns to MVLS the Case Acceptance Form. 

 Pro bono attorney works the case. 

 On a quarterly basis, pro bono attorney completes and submits the Case Update/Closure Form that is sent to 
him/her by MVLS. 

 Upon closure of the case, pro bono attorney submits completed Case Update/Closure Form to MVLS.  

 MVLS closes case in case management system.  

 MVLS sends Client Satisfaction Survey to client. 

 Twice annually, MVLS reports case information to IRS per grant requirements.  
 
Case Status Update Forms 

 Please take a few minutes to complete the Case Update/Closure forms quarterly and at closure of case. Without 
your case closure form, we don’t know that the case is over or what the outcome were – both pieces of 
information about which we care very much! 

 Because MVLS’ tax controversy program is funded by an IRS grant, MVLS is required to report on a number of 
details concerning cases and hours spent by pro bono attorneys representing our low-income taxpayer clients. 



MVLS’ Case Update/Closure Forms reflect these required data points and it is important that pro bono attorneys 
complete the forms as thoroughly as possible.  

 In addition to the quarterly mailings, pro bono attorneys can find the Case Update Form online at 
http://mvlslaw.org/attorneyresources/.  

 Tracking hours. While IRS requests that LITCs use the IRS format, MVLS recognizes that attorneys have their own 
mechanisms for tracking hours. Please do your best to provide total hours worked each quarter for each of the 
categories. If possible, please use IRS Form 13424-F to report hours spent representing your MVLS client. 

Documents Attached 

 Sample Representation Agreement 

 Form 13424-F Volunteer/Pro Bono Reporting 

 Case Update/Closure Form 

 Client Tips Brochure 

 Tips for Breaking Poverty Barriers to Equal Justice 
 

Important Resources available on our web page. (http://mvlslaw.org/attorneyresources/)  

 Sample representation agreement (in Word, in English and in Spanish) 

 MVLS LITC Income Guidelines (http://mvlslaw.org/attorneyresources/) 

 MVLS LITC Case Update/Closure Form  

 Litigation Fund Policy and Forms. All the information and forms you need to request reimbursement for 
expenses incurred while representing an MVLS client.  

 
Questions, Problems, Complaints, Suggestions? We want your experience as an MVLS volunteer to be rewarding. If you 
have questions or trouble along the way, MVLS staff is available to assist you. For questions, mentoring or any other 
assistance regarding tax cases, contact: 

 Janice Shih, LITC Program Attorney: 443-451-4061 or jshih@mvlslaw.org 

 Susan Francis, Deputy Director: 443-451-4084 or sfrancis@mvlslaw.org 

 Bonnie Sullivan, Executive Director: 443-451-4078 or bsullivan@mvlslaw.org   
 

If you unable to address any issues with the LITC staff, you may also contact: 

 Susan Francis, Deputy Director (443) 451‐4084 sfrancis@mvlslaw.org  

 Bonnie Sullivan, Executive Director (443) 451‐4060 bsullivan@mvlslaw.org 
 

Thank you again for helping us make pro bono count. 
 

Maryland Volunteer Lawyers Service   201 North Charles Street    Suite 1400    Baltimore, MD 21201 
Tel:  (410) 539-6800    Fax:  (443) 451-4081   Email:  info@mvlslaw.org 
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Maryland Volunteer Lawyers Service 
Representation Agreement 

 
 This Agreement for legal services is between                                                                  , a volunteer attorney with the 
Maryland Volunteer Lawyers Service, Inc., hereinafter referred to as the Attorney, and                                                                  , 
hereinafter referred to as the Client. 
 
 I,                                                  , the Client, hereby authorize the Attorney to represent me as my lawyer in the following 
matter:                                                _________________________________________________________________________    
and to obtain any information or documents necessary for such representation. 
 
 I understand that this agreement does not require the Attorney to represent me in an appeal from the decision of 
the trial court or administrative hearing or in any other matter not specified in this Agreement. 
 

Client's Rights 
 
 I have the right to be kept informed about any important developments in my case and to be consulted before the 
Attorney makes any important decision on my behalf.  I also have the right to receive enough information to make an 
informed decision; to be consulted; and to agree to any settlement before my Attorney settles the case. 
 

Client's Responsibilities 
 
 I will inform the Attorney and Maryland Volunteer Lawyers Service about any change in my address, my telephone 
number or my financial status. 
 
 I will cooperate with the Attorney in the preparation and presentation of the case by always telling the truth and 
taking into consideration my Attorney's reasonable advice in making decisions about the case.  I will keep all appointments 
with the Attorney in a timely fashion or notify the Attorney in advance if I am unable to keep an appointment.  I will appear 
at my hearings and court appearances. 
 
 I will avoid communication with opposing parties or opposing counsel unless my Attorney tells me that I can 
communicate with them. 
 

Attorney Obligations 
 
 The Attorney will keep me informed of the progress of my case and will consult with me before making any significant 
decision on my behalf. 
 
 The Attorney will keep all the information regarding my case confidential, except the Attorney may discuss the case 
with other attorneys and professionals whenever the Attorney determines it is necessary to obtain information to help 
handle the case.  My Attorney will keep in strict confidence anything I tell my Attorney and any discussion my Attorney may 
have with other attorneys or professionals about the case. 
 
 To the extent, if at all, that the attorney-client privilege would prohibit my Attorney from talking to the Maryland 
Volunteer Lawyers Service about my case, I specifically waive the privilege to that extent and hereby authorize my Attorney 
to discuss my case with Maryland Volunteer Lawyers Service. 
 

Attorney Fees 
 
 The Attorney will represent me in the above matter without charging attorney's fees so long as I remain eligible to 
receive free legal services under the Maryland Volunteer Lawyers Service's eligibility guidelines. 



 
 

 
 If my financial eligibility changes so that I no longer qualify to receive free legal services under Maryland Volunteer 
Lawyers Service's guidelines, the Attorney may enter into a new fee arrangement with me for the remainder of the 
representation, but not for the services rendered before the change in my eligibility. 
 
 If attorney's fees are awarded in any action brought by the Attorney on my behalf, the Attorney will have the 
exclusive right to any such fees, and I will have no claim on any such fees except for such amounts that exceed the Attorney's 
reasonable and customary fees.  Should these fees come into my possession for any reason, I will promptly remit them in full 
to the Attorney. 
 

Case Costs and Other Expenses 
 
 The Attorney is not responsible for paying any court costs, bonds, filing fees, fines, judgments, assessments, or any 
other costs or expenses imposed on or incurred by me in connection with this case. 
 
 Maryland Volunteer Lawyers Service may reimburse my Attorney for covered costs and expenses that total over 
$10.00 incurred in connection with the matters referred to Attorney by Maryland Volunteer Lawyers Service or another pro 
bono program, to the extent that these costs are not waived by the appropriate agency or court.  I understand that Maryland 
Volunteer Lawyers Service will not reimburse costs of appeal, matters not specifically referred to the Attorney on pro bono 
basis, and filing fees in bankruptcy cases.  I understand that I will be responsible for payment of costs and expenses not 
waived by a court or not reimbursed by Maryland Volunteer Lawyers Service. 
 

Termination of Representation 
 
 I have the absolute right to terminate this agreement for any reason at any time by writing to the Attorney.  I 
understand that if I do so, only in extraordinary circumstances will Maryland Volunteer Lawyers Service find me another 
attorney. 
 
 The Attorney may also terminate this agreement (in writing) either with my consent or for good cause.  Good cause 
includes my failure to comply with this Agreement, my refusal to cooperate with the Attorney or to follow the Attorney's 
advice on a material matter, my failure to truthfully disclose the amount of my income, or any other fact or circumstance 
that would result in Attorney's representation being unlawful, unethical, or impractical.  The Attorney may also terminate 
this Agreement if further representation would be useless or unreasonable or if the nature of my case has changed 
significantly from the facts that I initially presented. 
 
 This agreement is the entire agreement between Client and Attorney, and can be changed only with both Attorney 
and Client agreeing in writing. 
 
 
________________________________________________________                                                                                                
Signature of Client     Date 
 
 
________________________________________________________                                                                                                
Signature of Attorney     Date 



 
 

Volunteer / Pro Bono Time Reporting 

Per OMB A-110, LITCs are required to track the amount of time volunteers spend working on LITC activities. 

Use this form to document the amount of time volunteers or pro bono members use to resolve a client’s issue(s). 

Volunteer’s Name 

 

Activity Date 
Case ID 

(if applicable) 
Activities and Time Reporting (reported in hours) 

  
Consult 

with 
client 

Represent 
before the IRS 

(meeting, 
phone call, etc.) 

Represent 
in 

Court 

Court 
Filing 

Prepare 
IRS 

Appeal 
Research Translation Outreach 

Clerical 
assistance 

Return 
Prep 

Intake Education 

Ex. 3/14/2010 02345BA .5  .25   2.0  1.75    .5 

              

              

              

              

              

              

              

              

              

              

              

              

              

              

              

TOTALS 
            

Form 13424-F  (4-2010)        Catalog Number 54952J            www.irs.gov Department of the Treasury-Internal Revenue Service 



Revision Date: 20140708 

Maryland Volunteer Lawyers Service --- LITC Tax 

Case Update/Closure Form 

(Complete online at http://mvlslaw.org/attorneyresources)   

MVLS is required to furnish to its grantors and the Court of Appeals information about pro bono cases 

referred to attorneys in private practice.  Your completion of this form, including the number of hours 

spent and the result achieved, will help us comply with grant requirements and will ensure that you 

receive recognition for the services you performed.  
 

 

Attorney Name: 
 

Date: 

 Client Name:  
 

Email Address: 
 

MVLS Case Number: 
 

 

1.  Pro Bono Time Reporting. In order to comply with MVLS’ LITC grant requirements, please report the number of 

volunteer hours you provided in the below format or IRS Form 13424-F (http://www.irs.gov/pub/irs-pdf/f13424f.pdf ).  
 

 

Date 

Consul

t with 

Client 

Represent 

before IRS 

Represen

t in Court 

Court 

Filing 

Prepare 

IRS 

Appeal Research Translation Outreach 

Clerical 

Assistance 

Return 

Prep 

Intak

e Education 

                         

             

             

                        

                        
 

2.  Total Dollar Value of Volunteered Time:  $ __________________ 
 

3.  Status of case:  ☐ Still Open. Expected close date: ___________     

    ☐ Closed. Date Closed: ________________  
 

4.  Are you ready for another pro bono tax dispute referral?    ☐ Yes  ☐ Not Yet       
 

5.  Would this be a good case to feature in an MVLS newsletter or annual report?     ☐ Yes  ☐ No         
       

6.  If your case is closed, what was the reason for closure? (please check one): 

☐ Advice/Brief service (30 min or less) 

☐ Limited Services (1 hr or more) with no resolution  

☐ Tax issue resolved in client’s favor   

☐ Tax issue resolved, but not in client’s favor 
 

☐ Change in client eligibility status 

☐ Other (explain below  

☐ Taxpayer brought into filing compliance 
               # of tax returns prepared: ________ 

☐ Taxpayer brought into collection compliance 

 

7.  If your case is closed, please provide information relating to the financial impact on your client: 

Amount in Controversy:      $___________ 

Decrease in Corrected Liabilities, Penalties & Interest:   $___________ 

Money refunded to the client from the IRS:    $___________   

If accepted Offer-in-Compromise, amount of offer:   $___________  
 

8.  Regardless of status of case, please provide information relating to your client: 

☐ ESL Client 

☐ Interpreter/Translator required  

☐ I handled a State tax matter for this client 

☐ Taxpayer Advocate Svc (TAS) assistance was requested 

http://mvlslaw.org/attorneyresources
http://www.irs.gov/pub/irs-pdf/f13424f.pdf


 

☐ Joint representation of taxpayers  

☐ >1 tax year involved 

☐ Amt in Controversy >$50K per tax yr 

☐ Matters worked in >1 IRS function or US Court 

☐ I petitioned U.S. Tax Court on client’s behalf 

☐ Client previously petitioned U.S. Tax Court and I entered an appearance 
. 

9.  Regardless of status of case, please provide information relating to this case: 

Account Management 

☐ Backup Withholding 

☐ Penalty Abatement 

☐ Injured Spouse  

☐ Tax Return Preparation 

☐ Tax Return Processing 
 

Exams 

☐ Amended Return 

☐ Audit Reconsideration  

☐ Auto Substitute for Return (ASFR) 

☐ Automated Underreporter (AUR) 

☐ Correspondence Exam 

☐ Office or Field Exam 
 

Collections 

☐ Automated Collection System (ACS)    

☐ Currently Not Collectible (CNC) 

☐ Installment Agreement (IA) 

☐ Levy, incl. Fed Paym’t Levy Progm  

☐ Bankruptcy  

☐ Field Collection (RO) 

☐ Lien  / Lien Unit 

☐ Offer in Compromise (OIC) 

☐ Payment 
 

Appeals 

☐ Collection Appeals Process (CAP) 

☐ Collection Due Process (CDP) 

☐ Exam Appeals 

☐ Offer-in-Compromise Appeals 

☐ Penalty Abatement Appeals 
 

Litigation 

☐ Other Federal Courts 

☐ U.S. Tax Court 
 
 

Miscellaneous  

☐ Comptroller of Maryland 

☐ ID Protection Specialized Unit (IPSU) 

☐ ITIN Unit 

☐ SS-8 Unit 
 
Deduction Issues 

☐ Alimony 

☐ Business Expenses (Sched. C) 

☐ Casualty & Theft Losses 

☐ Charitable Contributions 

☐ Education Expenses 

☐ Home Mortgage Interest 

☐ IRA Deduction 

☐ Medical & Dental Expenses 

☐ Moving Expenses 

☐ Other Interest Expenses 

☐ Other Itemized Deductions 

☐ State and Local Taxes 

☐ Unreimbursed Employee Bus. Exp. 
 

Income Issues 

☐ Alimony 

☐ Business Income (Sched. C) 

☐ Cancellation of Debt 

☐ Capital Gain or Loss (Sched. C) 

☐ Farming Income (Sched. F) 

☐ Gambling Winnings 

☐ Interest / Dividends (Sched. B) 

☐ IRA / Pension 

☐ Other 

☐ Rental, Royalty, Prtnership, S Corp 
(Sched. E) 

☐ Settlement Proceeds 

☐ Social Security Benefits 

☐ Unemployment 

☐ Wages  

Credit Issues 

☐ Child & Dependent Care Credit 

☐ Child Tax Credit/Add’l Child Tax 
Credit 

☐ Earned Income Tax Credit 

☐ Education Credits 

☐ First-Time Homebuyer Credit 

☐ Other Credits 
 

Penalty Issues 

☐ Add’l Tax on Distributions from 
Qualified Retirement Plans  

☐ Other Civil Penalties 

☐ Trust Fund Recovery Penalty 
 

Status Issues 

☐ Employment-Related ID Theft  

☐ Exemptions 

☐ Filing Status 

☐ Injured Spouse  

☐ Innocent Spouse 

☐ ITIN 

☐ Nonfiler 

☐ Return-Related ID Theft  

☐ SSN / TIN 

☐ Worker Classification 
 

Tax / Refund / Return / SOL Issues 

☐ Assessment of Statute of Limitations  

☐ Collections Statute of Limitations 

☐ Estimated Tax Payments 

☐ Refund Claim 

☐ Refund Statute of Limitations 

☐ Return Preparer Fraud 

☐ Self-Employment Tax 

☐ Withholdings  

10.  Please write any comments below. If “good case,” please provide short summary of case. 

 

 

Please return this form to:   
Janice Shih    Maryland Volunteer Lawyers Service   201 North Charles Street    Suite 1400    Baltimore, MD 21201 
Tel:  (443) 451-4061    Fax:  (443) 459-9043   Email:  jshih@mvlslaw.org 
 



  



 

 

  



 

 



 

 



 

 


