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	Notes

	I Preparation – see Preparation Guide
	
	
	

	II Objectives 
	
	
	

	1. Initial contact with Taxpayer - development of essential information
	
	
	

	2. Scope concept – as to income/age limits and tax law limitations
	
	
	

	3. Counselor authority to decline a return
	
	
	

	III Intake/Interview Form
	
	
	

	1. Instruct class to retrieve Intake/Interview form; highlight the key parts of 13614-C; also, locate this form in Pub. 4012 for ref.
	Form 13614-C 
Pub 4012 p. 15-16
	Project 13614-C - 1st page & subsequent pages per instructor
	Emphasize that the Interview begins with asking the Taxpayer for all Social Security cards and Photo ID!

	2. Highlight critical information from Intake Form when entering information into Main Info; focus on spelling of names, SS#s, phone #s, birthdates, address, dependents' information, etc.
	Pub. 4012 names p. C- 16 - C-17
	At instructor's direction, illustrate on slides each critical part of information to be entered
	Emphasize that we are to conduct the INTERVIEW before starting the return on TWO!

	3. Focus on each section of the form discussing the importance of each during the interviewing process
	Form 13614-C
	
	Illustrate a possible probing question; ask class to share other possible questions

	4. Discuss w/ the class the importance of effective interviewing techniques (to be revisited in Lesson 4)
	
	In Word or Notepad, write each idea generated by the class - project on screen
	Highlight consideration of PRIOR YEAR'S return and review of the TP's current year tax forms (W-2, 1099, etc.)

	5. Summarize their ideas adding to the list any ideas that the class may not have mentioned
	
	Complete the list, if needed, per instructor.
	

	6. Class to discuss meaning of due diligence
	
	
	Obtain sufficient information to complete the return accurately
Investigate and resolve inconsistent data
It does NOT mean to audit the TP
Rely on good faith (but cannot unring the bell)

	IV Practice Exercise
	
	Assign base training template
	

	1. Instruct class to log into TaxWise and OPEN the return in their Return List (created in Lesson 1) - 064-XX-xxxx
	TWO
	Open return in Return List 064-XX-xxxx
	Blank except for SSN (will become Kerry)

	2. Direct the class to enter the personal information only from NTTC Workbook p. 108 (stop before filing status)
	NTTC Wkbk
	Project the Main Info page
	Note: Ensure that all questions/concerns are answered

	V State Return, if any
	
	
	

	1. Focus class's attention to the State Forms on the forms tree
	TWO
	Highlight forms tree on open return
	

	2. Instruct class to open the main pages of the State return to demonstrate the transfer of the information from the Federal return to the State return
	TWO
	Open various State forms per instructor
	

	VI Summarize Lesson
	
	
	

	1. Much info on Intake form; much info is not on Intake form
	
	
	Note: selected NTTC slides on Screening & Interviewing may be helpful.

	2. Interview to make sure you have the full picture
	
	
	

	3. Asking questions is the only way
	
	
	

	VII Evaluation
	
	
	

	1. Based on observation, how well did the class participate?
	
	
	

	2. How well did they do with the login procedure(s)?
	
	
	

	3. Did anyone seem to have difficulty?
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