ODT’s Disclosure Memo

Written Request by Taxpayer for His/Her/Its Records

Is the signed request for an individual income tax return
or transcript of an individual income tax return?

Yes. Did the taxpayer file a No. Is the signature that of the
“paper” return? owner, officer, director, etc.?

No. Okay to Yes. Does the Yes. Is the No. Do not
comply with signature on request set disclose.
request. the request forth on
resemble the business
signature on letterhead?
the return?
No. Is the Yes. Okay to
taxpayer a sole comply with
Yes. Okay to No. Do not disclose, but proprietorship? the request.
comply with contact the requester and
the request. explain why you cannot

disclose and offer to mail
the requested information
to the taxpayer’s current No. Do not disclose, but
address shown on ODT’s contact the requester and
system. explain why you cannot
disclose and offer to mail the
requested information to the
taxpayer’s current address
shown on ODT’s system.

Yes. Okay to
comply with
the request.

After you review this flow chart, you can return to the

disclosure training by closing or minimizing Word.



