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	[bookmark: Sheet1]Content
	Needs
	Wingman
	Notes

	I Preparation – see Preparation Guide
	
	
	

	II Objectives
	
	
	

	1. Identify possible dependents from Intake/Interview form
	
	
	Rem: even if not a dependent, a QC as non- dependent may result in EIC benefits;

	2. Discuss why it is important to be an effective interviewer
	
	
	Need to gather answers to all questions

	3. Introduce use of  QC/QR Tri-fold tool
	
	
	

	III Basic Instruction on Exemptions & Dependents
	
	Assign base training template
	

	1. Instruct class to open Kerry return 064-XX-xxxx from return list
	TWO
	Project Kerry 064-XX-xxxx return
	[bookmark: _GoBack]

	a. Ask the class how many PERSONAL EXEMPTIONS? Explain answer
	TWO
	Project Main Info
	Two

	b. What if the filing status is 'SINGLE'?
	TWO
	Project per instructor
	One

	c. Where in the 4012 do we find this information?
	4012
	Project 4012 p C-1, C-2 per instructor
	Note: highlight for class the info in this section

	2. Direct their attention to the Dependents/ Non- dependents section on Main Info – discuss and  illustrate each column of this section:
	TWO
	Project Dependents/ Non-dependents on Main Info
	

	a. Correct spelling of name (s) & SS# per SS card
	TWO
	
	Don’t need last name if same as primary TP

	b. Birthdates correct per 13614-C & interview
	TWO
	
	Note: TW computes the age

	c. Designation of relationship to TP
	TWO
	Illustrate on screen pull down window
	Note: if in-law, input using relationship excluding the in-law, e.g. brother-in-law becomes brother

	1) Why important?
	
	
	E.g. no relationship – cannot be HoH

	2) As in Kerry (Mary deceased), in-law relationships survive death or divorce
	
	
	Penny is still Kevin’s sister
Applies only to immediate in laws: parent, child, sib

	d. Months in home
	TWO
	Follow instructor
	

	1) Why important?
	4012
Tri-fold
	
	E.g. QC must reside with TP more than half the year

	e. Dependent “Code”
	TWO
	Show pull down menu
	Child means biological/adopted child (not QC which can be other relations); used by TW to complete 1040 pg 1 line 6
E.g. grandchild may be a QC, but is 3 – other dependent

	f. Anticipate DC - Day 2 lesson – DC stands for Dependent Care
	TWO
	
	Adds 2441 to Tree

	g. Anticipate EIC - Day 2 lesson
	TWO
	
	Activates EIC forms

	h. Anticipate CTC - Day 2 lesson
	TWO
	
	Automatic by TWO – some dependents < 17 years of age

	3. Refer class to the 4012 and QC/QR Tri-Fold that cover QUALIFYING CHILDREN & discuss this information with them
	4012
	Project 4012 C-3, C-5, tri-fold QC chart 1 per instructor
	Note: QUALIFYING RELATIVE will be covered on Day 2

	4. Where to get definitions:  student, permanently and totally disabled, temporary absence?
	4012

	
	Student, permanently disabled  – C-1 or Tri-fold
Temporary absence – C-5 f/n 2 & pub 17

	IV Role Play Exercise - Client Interview
	
	
	

	1. Have the class form groups; 3-4 in each group
	
	
	

	2. Within each group, one person is assigned the client role, another is the interviewer, and the remaining folks are observers
	NTTC Wkbk: Kerry
	
	The additional third or fourth person would be an observer

	3. Using Kerry from NTTC Workbook, the interviewer is to read page one of the 13614-C Intake Form only, the client has access to the Interview Notes
	
	
	

	4. Instruct the interviewer to conduct an interview w/ the client; the interviewer is to draw-out the information in the interview notes from the client
	
	
	

	5. Discuss w/ the class the level of success the interviewer had in pulling-out the FACTS; What worked? What didn't work? What could have been done to improve the INTERVIEW process?
	
	
	Observers' observations should be included in the discussion

	6. Review QUALITIES of an effective interview w/ class
	
	
	No rule book - just ask probing questions until comfortable that you have all needed information – that is due diligence

	V Practice Exercise
	
	
	

	1. Class to use (re-open) Kerry 064-XX-xxxx return from their return list
	TWO
	Open Kerry 064-XX-xxxx
	

	2. Have class complete questions on 13614-C Part II and enter info presented for Terri and Yvonne only
	TWO
NTTC Wkbk
	Project Kerry 13614-C p.1 from NTTC Workbook
	Interview Notes – both fully supported by Kevin & Mary

	a. Note Yvonne’s age – alert!  Ages 19  through 23 are special ages for dependents
	
	
	Refer to tri-fold tool

	VI State Return, if any
	
	
	

	1. Instruct class to shadow as each page of the state return is opened to illustrate transfer of data
	
	Project state forms per instructor
	

	VII Summarize Lesson
	
	
	

	1. Name 2 types of dependents discussed in lesson
	4012
	Project 4012 p. C-1
	Answer: QC and QR

	2. How does each affect filing status?
	
	
	

	3. How does each affect exemption deduction?
	
	
	

	4. How does each affect other benefits?
	
	
	

	5. How does each affect other issues?
	
	
	Will also see in later lessons how dependents affect Affordable Care Act provisions

	VIII Evaluation
	
	
	

	1. Observation is the best feedback. 
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