	Series II Six-Day Immersion Training Instructional Schedule	8/17/2015
	Lesson
	Start
	Minutes
	Description

	NOTE: Time estimates are not long enough to cover all the material in each lesson. Instructors should tailor each lesson to the needs of their students and district.

	[bookmark: _GoBack]Day One 9:00- 5:00

	Student pre-read:
	Pub 4491: pp 7-18 Course introduction
Pp 37 – 93 Filing Basics through Income – Wages, Interest, etc.

	Instructor preparation:
	TWO login instructions printed and ready to pass out
Seating chart – put mentor next to new volunteer or in between two new volunteers
Form 13614-C for each participant (students should already have IRS training materials and NTTC workbook)

	
	9:00
	10
	Welcome & Opening Remarks – Introductions

	
	9:10
	30
	Volunteer/site Policies and Procedures – NTTC slide presentation

	
	9:40
	10
	Q/A session on homework assignment; course introduction; training schedule

	# 1
	9:50
	30
	Orientation to TaxWise

	# 2
	10:20
	45
	Screening & Interviewing (Getting Started; use of Intake Form); entering Main Info Sheet

	
	11:05
	15
	Break

	# 3
	11:20
	40
	Filing Status & Requirements Part I

	
	12:00
	45
	Lunch

	# 4
	12:45
	50
	Exemptions & Dependents Part I 

	# 5
	1:35
	60
	Income Part I: W-2, Interest; Dividends

	# 6
	2:35
	50
	Income – business Part I

	
	3:25
	15
	Break 

	#A
	3:40
	15
	Using Electronic Resources (optional)

	
	3:55
	50
	Practice Session (emphasis on use of resource material & navigating TWO) – see Day Two suggestions

	
	4:45
	15
	Reminder of homework assignment: Exercises & Reading for Day Three – see below

	Day Two 9:00 – 1:00

	9:00 – 1:00
	240
	Practice session: This is a classroom setting w/ MENTORS/INSTRUCTORS available to assist students one-on-one.
Suggested practice from NTTC Workbook:  
Cunningham, Bates (excl. education benefits and ACA), or Reed (excl. education benefits and ACA)
Filing Status and Exemption Exercises #1 - #6 (students to use their resources to find their answers – review when all have finished)

	Day Three 9:00 – 5:00

	Student pre-read:
	Pub 4491: pp 95 – 194 Income- Business through Income – Other, and pp 19 – 36 ACA
Filing Status and Exemption Exercises #1 - #6 (if not completed during Day Two practice session)

	Instructor preparation:
	Be prepared with exercise answers

	
	9:00
	15
	Homework – questions re: reading assignment; check answers to exercises

	# 7
	9:15
	45
	Filing Status and Requirements Part II (emphasis – HOH, MFS, QW)

	# 8
	10:00
	30
	Exemptions & Dependents Part II

	
	10.30
	15
	Break

	# 8 cont.
	10:45
	45
	Exemptions & Dependents Part II cont.

	# 9
	11:30
	60
	ACA Part I

	
	12:30
	45
	Lunch

	# 10
	1:15
	60
	Income Part II: W-2, statutory employee, Interest, Dividend, Rents & Royalties 

	# 11
	2:15
	60
	Income – Retirement – Social Security

	
	3:15
	10
	Break

	# 12
	3:25
	50
	Income – Business Part II

	# 13
	4:15
	40
	Capital Gains-Losses Part I 

	
	4:55
	
	Reminder of homework assignments: Exercises & Reading for Day Five

	Day Four 9:00 – 1:00

	9:00 – 1:00
	240
	Practice session: This is a classroom setting w/ MENTORS/INSTRUCTORS available to assist students one-on-one.
Suggested practice from NTTC Workbook:  Hudson; Filing Status and Exemption Exercises #7 - #15; ACA Exercises #1 - #8 

	Day Five 9:00 – 5:00

	Student pre- read:
	Pub 4491:  pp 203- 301 Adjustments to Income through Other Taxes 
Filing Status and Exemption Exercises #7 - #15 (if not completed during Day Four practice session)

	Instructor preparation:
	Be prepared with exercise answers

	
	9.00
	20
	Homework – questions re: reading assignment, check answers to exercises

	# 14
	9:20
	60
	Other Income: unemployment,  alimony, gambling, jury duty, state tax refund; long-term care benefits, 1099Q, Medicaid waiver payments, other income

	
	10:20
	15
	Break

	# 15
	10:35
	30
	Adjustments to Income

	# 16
	11:05
	30
	Standard or Itemized Deductions Part I

	# 17
	11:35
	60
	Itemized Deductions Part II

	
	12:35
	45
	Lunch

	# 18
	1:20
	60
	Capital Gains-Losses Part II

	# 19
	2:20
	30
	Non-refundable Credits: FTC, child & dep. Care, retirement savings, education credits & comparison w/ tuition/fees deduction (if extended), child tax-credit, res energy credit (if extended)

	# 20
	2:50
	45
	Other Taxes: S-E tax (and notary), first-time homebuyer credit repayment, premature distribution surtax, unreported tips, failure to take RMD surtax

	
	3:35
	15
	Break

	#21
	3:50
	55
	ACA Part II

	
	4.45
	15
	Reminder of homework assignments: Exercises & Reading for Day Six

	Day Six 9:00 – 4:00

	Student pre-read:
	Pub 4491:  pp 303-336 Payments through Concluding the Interview
Suggested practice from the NTTC Workbook:  ACA Exercises #9 - # 27
State manual, if any

	Instructor preparation:
	Prepare to review exercise answers

	
	9.00
	15
	Homework – questions re: reading assignment, check answers to exercises

	#21 cont.
	9:15
	65
	ACA Part II cont.

	
	10:20
	15
	Break

	# 22
	10:35
	75
	Payments, Refundable Credits, Refund:  income tax w/held, est. tax payments & amounts applied to following yr, earned income credit (EIC), refundable educ credit, amount owed (payment options), finalizing the return, quality review

	# 23
	11:50
	45
	Finalizing State Return: practice exercise w/ state return emphasized (state resource materials)

	
	12:35
	45
	Lunch

	1:20 – 4:00
	160
	Practice session: This is a classroom setting w/ MENTORS/INSTRUCTORS available to assist students one-on-one.
Students can practice QR on another student’s return – have students swap returns (may need to swap seats as may not be able to see other student’s returns in TaxWise)
Suggested practice from the NTTC Workbook:  Instructor to select based (suggest to not select Yale or Kerry for new volunteers)
Additional ACA Exercises, Filing Status and Exemption Exercises, or Quizzes
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