Series II Immersion Preparation Guide
Tax Year 2015	8/17/2015

One-page summary of instructor and student advance preparation as part of 6-day schedule:

Instructor Preparation
	
	
	Handouts

	Prior to Day One
	Download Creating name tents, tags, and TWO logins from OneSupport and 
Create written TWO login instructions
	TWO login instructions (with homework on the reverse side)
[bookmark: _GoBack]

	
	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)

	
	Ensure that Series II training templates are available in the EFIN to be used during the training class
	Forms 8962 and 8965 and instructions (ACA)

	Prior to Day Six (Lesson 22)
	
	Records envelope so students can see what’s on there




Suggestion: print the homework below on the back side of the TW login instructions.

Student read ahead and homework
	
	IRS Materials
	NTTC Workbook

	Prior to Day One
	Pub 4491: Chapters 1, 4 – 7, 9 – 10
	

	Prior to Day Three
	Pub 4491: Chapters 3, 5 – 7, 9 – 15 
	Filing Status and Exemption Exercises #1 - #6 (if not completed during Day Two practice session)

	Prior to Day Five
	Pub 4491:  Chapters 2, 16, 18, 20, 21, 23, 25 – 28
	Filing Status and Exemption Exercises #7 - #15 (if not completed during Day Four practice session)

	Prior to Day Six
	Pub 4491:  Chapters 24, 29 – 32
State manual, if any
	Suggested practice from the NTTC Workbook:  ACA Exercises #9 - # 27




