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INTRODUCTION

This manual has been developed to provide in-depth information and resources to AARP
Foundation Tax-Aide volunteers who serve as Client Facilitators (CF). It will be helpful during
training sessions and useful as a reference tool for CF volunteers at sites.

This manual has been developed by an Ad Hoc Committee of VVolunteers under the direction of
AARP Foundation Tax-Aide National Office staff. The committee was formed due to the IRS
Certification changes implemented for TY2013. Under these changes, AARP Foundation Tax-
Aide Volunteers will need to pass two tests instead of four in order to be certified by IRS to
prepare returns as Counselors. The first test is the Volunteer Standards of Conduct (VSOC) test
and the second is the Advanced Tax Law test. The VSOC test has been expanded to cover some
of the subject matter previously covered in the Basic Tax Law test (such as basic information on
screening/interviewing taxpayers). Consequently, a CF volunteer who passes only the VSOC test
can do more than “greet” taxpayers.

In this manual the Client Facilitator role has been expanded into two levels:

1. Client Facilitator 1 (CF1) — Greeter - This role is the traditional “greeter” employed at
many sites

2. Client Facilitator 2 (CF2) — Interviewer — This role adds on to the Greeter role and trains
the volunteer to interview and assist taxpayers in completing the Intake & Interview
Sheet thoroughly, and to perform some basic screening of the taxpayer to assure the
return is in scope.

Note: This manual is not designed to cover tax law issues or the skills of preparing and
reviewing returns. Those subjects are covered extensively in counselor training materials.

Training in this manual covers Phase 1, the period of time from when the taxpayer first enters the
Tax-Aide site and meets a Tax-Aide volunteer, to the point when the taxpayer’s return is ready to
be prepared in TaxWise by a certified Counselor. Training for Phase 2, the period of time from
when the Counselor begins to prepare the return to the time when the return is ready to be filed,
is covered in other program training materials provided to Counselors. This manual, along with
other program training materials should be used in conjunction with each other, and in
conjunction with Pub 4012, Volunteer Resource Guide, provided by the IRS.

Counselors must be trained and be familiar with all the material in this manual and will perform
these tasks at sites where there is no CF. They receive training on this material at the regularly

scheduled training classes for counselors. An effective interview of taxpayers and focus on the
Intake & Interview sheet before using the tax software is essential to preparing quality, accurate



returns. Assuring that we have all the information from the taxpayer necessary to prepare the
return and to determine whether a return is going to be started in TaxWise will save time for both
taxpayers and Counselors. Inconvenience to taxpayers who have waited around to see a
Counselor only to find they are missing something and the return can’t be started will be
minimized.

This manual has 3 sections:

e Basic training for CF1 and CF2
e Training for CF1 role
e Training for CF2 role



Glossary

AARP Foundation

ACK
AGI
AMT
AOTC
CCH
CF

COD
CcCou
DC

DCN

DCR

EFIN

EIC/EITC

EIN
ERO
FAST
HSA
&1

IRS

ITIN

LC

A non-profit 501 (c) organization and SPEC partner that operates the nationwide
Tax-Aide network of VITA/TCE sites, which primarily serve seniors.
Acknowledgement file showing accepted, duplicated or rejected returns.
Adjusted Gross Income

Alternative Minimum Tax

American Opportunity Tax Credit, formerly HOPE Education Credit
Consumers Clearing House - publisher of TaxWise

Client Facilitator

Cancellation of Debt

Tax-Aide volunteer; certified Counselor preparing returns

District Coordinator (The individual responsible for all volunteers and sites in a
district)

Declaration Control Number (Number assigned to an electronic tax return when it
is batched for transmission the Service Bureau or the IRS. DCN is printed at the
top of the 8879 and includes the EFIN in conjunction with identification).
Declaration Control Report (Report compiled before each transmission of
returns.)

Electronic Filing Identification Number (A unique number assigned by the IRS to
identify each electronic filing site, which is used as the electronic "address™ for
the site)

Earned Income Tax Credit. Eligibility and amount of EITC is based on earnings,
income, filing status, residency, and the number of qualifying children in the
home.

Employer (Tax) Identification Number (The federal ID number for processing
employer payroll information.)

Electronic Return Originator (Counselor who performs the tasks related to
electronic filing of returns.)

Free Assisted Self-Service Tax Preparation, a Facilitated Self-Assistance
VITA/TCE site

Health Savings Account

Form 13614-C Intake/ Interview and Quality Review Sheet

Internal Revenue Service (Federal agency responsible for administering the
Internal Revenue Code enacted by Congress)

A nine-digit identification number issued by the Internal Revenue Service - for
tax purposes used only by individuals who do not qualify for a Social Security
Number.

Local Coordinator (Individual responsible for one or more tax preparation sites
and all volunteers at those sites.)



MeF
0O0S
OPM

PAB
POA
QSR

QSRA

RTN
SC
SIDN

Site
SP
SPEC
SSN
TC
TCE

TCS
TIGTA

TP
T™W

TWD
TWO
VITA

Modernized e-File - replacement of current IRS tax return filing technology with
a modernized internet-based electronic filing platform.

“Out of Scope” (refers to the type of tax issues and forms that are required to
complete a return.) Volunteers can only complete returns that are fully in-scope.
Office of Personnel Management (federal agency which pays government
pensions)

Private Activity Bond

Power of Attorney

Quality Site Requirements - 10 requirements identified as necessary to ensure
taxpayers visiting VITA/TCE sites receive quality service and accurate return
preparation.

Quality Site Requirement Alerts - A SPEC communication to VITA/TCE sites
during the filing season that updates, corrects, and/or clarifies operational
procedures and processes related to the Quality Site requirements.

Routing Transit Number (Nine-digit number assigned by the Federal Reserve to
uniquely identify a bank)

State Coordinator (Individual responsible for all Tax-Aide activity and volunteers
in the state/split-state)

Site Identification Number (A unique seven digit number starting with "'S"
assigned to each physical site operated by Tax-Aide)

A physical Tax-Aide service provider location

Spouse of taxpayer

The IRS Stakeholder Partnerships Education and Communication division
Social Security Number

District Technology Coordinator

Tax Counseling for the Elderly- One of the volunteer preparation programs
administered by the IRS. TCE sites provide free tax preparation services
primarily to older adults. AARP Foundation Tax-Aide has both TCE and VITA
(see below for definition) designated sites.

State Technology Specialist

Treasury Inspector General for Tax Administration - Agency of the US
Department of Treasury that provides oversight of IRS activities.

Taxpayer

TaxWise software for preparing returns

The desktop version of the TaxWise software

The online version of the TaxWise software

Volunteer Income Tax Assistance - One of the volunteer return preparation
programs administered by IRS. VITA provides free tax preparation services
primarily to low and moderate income taxpayers (incomes below the EITC upper
limitation). VITA sites may focus on serving special needs populations, such as



VSOC

VTA

limited English proficient, persons with disabilities, or those in rural areas.
AARP Foundation Tax-Aide has both VITA and TCE sites.

Volunteer Standards of Conduct inform volunteers of their responsibility to
provide taxpayers with ethical, confidential and quality tax return preparation.
Volunteer Tax Alerts - A SPEC communication to VITA/TCE sites during the
filing season that will address any trends during QSS, TIGTA, or SPEC reviews.
VTA are put into communication documents called CyberTax, which are emailed
to all Tax-Aide volunteers and then posted on the Volunteer ShareNet to be
accessed electronically.



BASIC TRAINING FOR CF1 AND CF2

Itis IRS and AARP Foundation Tax-Aide policy that the taxpayer is responsible for the accuracy
and completeness of their return. However, taxpayers do not always understand what information
they must provide in order to ensure accuracy. Client Facilitators can be the “bridge” between
the taxpayer and the Counselors to ensure clarity of communication.

Tax-Aide volunteers need to elicit from taxpayers all necessary and pertinent tax information so
that the Counselor can accurately prepare the return in TaxWise. Often the taxpayer will bring in
a stack of envelopes that they may not have even opened, and which contain tax related forms
and documents. If it is acceptable to the LC, you can provide help to put their forms in order.
Even in the case that the taxpayer has their forms in order, using this opportunity to review each
document with the taxpayer, and to determine any additional information that is required to be
input, will ensure an accurate and quality return. Having the ability to communicate with all
types of people, knowing where and how to get the “right answer” and understanding some
return basics are the skills that will help you to be a successful CF.

The following areas are covered in this section:

Quality Site Requirements
Resources available at the site
Interviewing skills

Tax-Aide In and Out of Scope
Return Preparation Basics

gk owdPE



Training Area 1 - Quality Site Requirements (QSR)

The purpose of the IRS Quality Site Requirements (QSR) is to ensure quality and accuracy of
return preparation and consistent operation of sites. The QSR are required to be communicated to
all volunteers.

The ten areas listed below have been identified by the IRS as critical to ensuring that taxpayers
visiting Tax-Aide sites receive quality service and accurate return preparation:

Volunteer Certification

Intake and Interview Process

Quality Review Process

Reference Materials

Volunteer Agreement

Timely Filing of Tax Returns

Title VI Information is Provided to All Taxpayers
Correct Site Identification Number (SIDN)

Correct Electronic Filing Identification Number (EFIN)
10 Security, Privacy & Confidentiality

© N WNE

As a CF your role at your site in meeting these requirements follows:

QSR 1 - Volunteer Certification

Annually, all volunteers are required to complete the Volunteer Standards of Conduct (VSOC)
training and pass the VSOC test with a score of 80% or higher, prior to working at a Tax-Aide
site. Volunteers who will assist in the preparation of returns must also pass the Advanced level
of tax law certification before they can work at a site.

All volunteers are required to annually complete awareness training on the Intake/Interview &
Quality Review Process which has been embedded into the Tax-Aide training program,
including this manual.

Client Facilitators, who do not provide assistance with tax law-related issues, do not have to
certify in tax law. Conversely, volunteers who are not certified in tax law must not provide
assistance with tax law-related issues.



QSR 2 - Intake and Interview Process

Refer to 4012 Tab Form 13614-C. All sites are required to use Form 13614-C, Intake/Interview
& Quality Review Sheet (referred to herein as “I&I”) for every return prepared by a Tax-Aide
volunteer. All IRS certified volunteer preparers are required to use a complete Intake and
Interview process when preparing returns. To promote accuracy, this process must include an
interview with the taxpayer while reviewing Form 13614-C and all supporting documents, prior
to preparing the return.

CF2 will be trained to conduct an initial interview and review of Form 13614-C in preparation
for the full interview and review done by the Counselor/preparer. The CF2 can highlight areas
that will need more questioning or review by the certified Counselor.

Form 13614-C is a useful tool for promoting the interview/conversation with the taxpayer and
securing all necessary information. Part | contains the TP personal information:

Form 13614-C Department of the Treasury - Intemal Revenue Servioe OMB Number
(October 2013) Intake/Interview & Quality Review Sheet 18451084
You will need: « Please complete pages 1-2 of this form.
+ Tax Information such as Forms W-2, 1099, 1098. * You are responsible for the information on your return. Please provide complete and
+ Social security cards or ITIN letters for all persons on your tax return. accurate information.
* Picture ID (such as valid driver's license) for you and your spouse. * If you have questions, please ask the IRS certified volunteer preparer.

Part | - Your Personal Information

1. Your first name ML Last name Are you a U.S. citizen?
[] ves ] No
2. Your spouse’s first name M.1 Last name Is your spouse a U.S. citizen?
L] ves O Ne
3. Mailing address - . J-Ap‘t# J_Ciw State J-ZIP code
4. Contact information  Telephone number{s) Email address
5. Your Date of Birth 6. Your job title 7. Last year, were you: a. Full ime student [] Yes [] Ne
b. Totally and permanently disabled [] Yes [ No c Legallyblind [] Yes [ No
8. Your spouse’s Date of Birth 9. Your spouse’s job title 10. Last year, was your spouse: a Full ime student [] Yes [] No
b. Totally and permanently disabled [] Yes [] No c Legallyblind [[] Yes [] Ne
11. Can anyone claim you or your spouse on their tax retun? [] Yes ] Ne [0 Unsure
12. Have you or your spouse: a. Been a victim of identity theR®? [] Yes O Ne b. Adopted a child? [J] Yes [ Neo

Part Il contains the Taxpayer Marital Status and possible dependents:

Part Il — Marital Status and Household Information
1. As of December 31 of last year. were you [ Single

[ Married Did you live with your spouse during any part of the last six months of 20137 [] ves O Ne
[[ Divorced or Legally Separated Date of final decree or separate maintenance agreement
[0 widowed Year of spouse’s death

2. List the names below of:

If additional space is needed check here |:| and list on page 4
- everyone who lived with you last year (other than you or your spouse)

- anyone you supported but did nct live with you last year To be completed by a Certified Volunteer Preparer

Name (first, last) Do not enter your Date of Birth |Relationship to |Number of | US Resident |Single or  |Fulltime |Totally and | Can this Did this Did this Did the Did the

name or spouse’s name below (mmiddfyy) |you (for months Citizen |of US, Mamed as |Student |Permanenty | person be person person taxpayer(s) |taxpayer(s)
example: son, |livedin | (yesho) |Canada. |of 12/21/13 |last year | Disabled caimedby |provide |have more |provide more |pay more than
daughter, your home or Mexico | (S/M) (yesno) |(yes/no) someone more than |than $3800 [than 50% of | half the cost of
jparent, none,  |last year last year elseasa 50% of of ncome? |support for |maintaning a
ete) (yesino) on |theirown | () this person? | home for this

their retum? | support? (yes/no) person?
{a) (b) fc) (d) (&) i) @) ) (0] (yesino) | (yes/no) (yesino)

Volunteers are trained to provide high quality service and uphold the highest ethical standards.
To report unethical behavior to the IRS, email us at wi.voltax@irs.gov or call toll free 1-877-330-1205

Catalog Number 52121E WIW. 5. goV Form 13614-C (Rev. 10-2013)




Part 111 contains the TP Income information:
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Part lll - Income — Last Year, Did You (or Your Spouse) Receive

EEEEEEEEEEEEEEE

OO0ODODOD OO O0DOOCOOoOon
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1. (B) Wages or Salary? (Form W-2)  If yes, how many jobs did you have last year?
2. (A) Tip Income?
3. (B) Scholarships? (Forms W-2, 1008-T)
4. (B) Interest/Dividends from: checking/savings accounts, bonds, CDs, brokerage? (Forms 1008-INT, 1089-DIV)
5. (B) Refund of state/local income taxes? (Form 1099-G)
8. (B) Alimony income?
7. (A) Self-Employment income? (Form 1088-MISC, cash)
8. (A) Cash/check payments for any work performed not reported on Forms W-2 or 10087
9. (A) Income (or loss) from the sale of Stocks, Bonds or Real Estate? (including your home) (Forms 1089-S,1009-B)
10. (B) Disability income? (such as payments from insurance, or workers compensation) (Forms 1088-R, W-2)
11. (A) Distribution from Pensions, Annuities, and/or IRA? (Form 1098-R)
12. (B) Unemployment compensation? (Form 1088-G)
13. (B) Social Security or Railroad Retirement Benefits? (Forms SS5A-1000, RRB-1089)
14. (M) Income (or loss) from Rental Property?
15. (B) Other income? (gambling, lottery, prizes. awards, jury duty, Sch K-1, etc.) (Forms W-2G) Specify

Part IV contains the Taxpayer Expenses information:

Part IV - Expenses — Last Year, Did You (or Your Spouse) Pay
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1. (B) Alimony?  If yes, do you have the recipient's SSN? [] Yes ] No
2. Contributions to a retirement account? IRA (A) Roth IRA (B) 401K (B) Other
3. (B) Post secondary educational expenses for yourself, spouse or dependents? (Form 1088-T)
4. (B) Unreimbursed employee business expenses? (such as uniforms or mileage)
5. (B) Medical expenses? (including health insurance premiums)
8. (B) Home mortgage interest? (Form 1098)
7. (B) Real estate taxes for your home or personal property taxes for your vehicle? (Form 10€8)
8. (B) Charitable contributions?
9. (B) Child or dependent care expenses such as daycare?
10. (B) For supplies used as an eligible educator such as a teacher, teacher's aide, counselor, etc.?
11. (A) Expenses related to seif-employment income or any other income you received?

Part V contains the TP Life Events information that could impact their return:

Part V - Life Events — Last Year, Did You (or Your Spouse)

OooooOooOooOo

EEEEEEEEEE
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1. (HSA) Have a Health Savings Account? (Forms 5488-SA, 1009-SA, W-2 with code W in box 12)
2. (COD) Have debt from a mortgage or credit card cancelled/forgiven by a commercial lender? (Forms 1088-C, 1082-A)
3. (A) Buy. sell or have a foreclosure (COD) of your home? (Form 1098-A)
4. (B) Have Eamed Income Credit (EIC) disallowed in a prior year?  If yes, for which tax year?
5. (A) Purchase and install energy-efficient home items? {such as windows, furnace, insulation, etc.)
8. (B) Live in an area that was affected by a natural disaster?  If yes, where?
7. (A) Receive the First Time Homebuyers Credit in 20087
8. (B) Pay any student loan interest? (Form 1098-E)
@._(B) Make estimated tax payments or apply last year's refund to this year's tax?  If so how much?
10. (A) File a federal retumn last year containing a “capital loss carryover” on Form 1040 Schedule D?




Part VI contains additional information:

Part VI - Additional Information and Questions Related to the Preparation of Your Return

Presidential Election Campaign Fund (If you check a box, your tax or refund will not change)

Check here if you, or your spouse if filing jointly, want $3 to go to this fund [] You ] Spouse

If you are due a refund, would you like

Direct deposit To purchase U.S. Savings Bonds To split your refund between different accounts
L] ves [ No [ Yes ] No L] Yes [ No

If you have a balance due, would you like to make a payment directly from your bank account? [ | Yes [[] No

Many free tax preparation sites operate by receiving grant money. The data from the following questions may be used by this site
to apply for these grants. Your answers will be used only for statistical purposes.

Other than English, what language is spoken in your home? L] Prefer not to answer
Are you or a member of your household considered disabled? [] Yes ] No [[] Prefer not to answer
Catalog Number 52121E WWW.irs.gov Form 13614-C (Rev. 10-2013)

In addition, all source documents are required to be reviewed and verified with the taxpayer.

Volunteers are required to request proof of identity (photo ID) for all taxpayers and spouses,
Social Security cards for all persons reported on the return, and all Forms W-2, Forms 1099,
Forms 1098, and any other documents needed to prepare an accurate tax return. The certified
volunteer should effectively take advantage of the taxpayer interview by asking questions and
confirming information provided. Having a conversation with the taxpayer can also help identify
other possible issues that may have been missed that could potentially affect the return.

Note: All Tax-Aide volunteers are required to exercise due diligence. This means, as a volunteer,
you are required to do your part to ensure the information on the return is correct and complete.
Doing your part includes confirming a taxpayers (and spouse if applicable) identity and
providing top-quality service by helping them understand and meet their tax responsibilities.

Generally, you can rely in good faith on information from a taxpayer without requiring
documentation as verification. However, part of due diligence requires asking a taxpayer to
clarify information that may appear to be inconsistent or incomplete. When reviewing
information for its accuracy, you need to ask yourself if the information is unusual or
questionable.

In addition, if a volunteer is not comfortable with the completeness or accuracy of the
information provided by a taxpayer, they are not obligated to prepare the tax return. If you as CF
are uncomfortable with anything the taxpayer has told you, make notes for the Counselor to
review when the interview is completed, or notify your LC immediately. The CF should not
make the decision individually that a return cannot be prepared at the site.

Note that all Tax-Aide sites are required to treat all taxpayers and other volunteers equally and
with courtesy regardless of their race, nationality, gender, disability, sexual orientation, gender
identity or religion. See the AARP Policy Manual and other sections of this manual for further
information.



QSR 3 - Quality Review Process

Refer to 4012 Tab K-10. All sites are required to have a complete Quality Review Process in
place to verify all items listed on Form 13614-C in Part VIl “IRS Certified Volunteer Quality
Reviewer Section” are correct:

Page 3
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Part VIl - IRS Certified Volunteer
Quality Reviewer Section

Review the tax return with the
taxpayer to promote accuracy.

9. Adjustments are correct.

1. Taxpayer (and Spouse's) identity

verified with a photo 1D. 10. Standard, Additional or
Itemized Deductions are
2. The volunteer return preparer/ cormrect.
quality reviewer are certified to

11. All credits are comrectly reported.

12. Withholding shown on Forms
W-2, 1099 and Estimated Tax

prepare/review this return.

3. All unsure boxes were discussed

with the taxpayer and comrectly
marked yes of no. Payments are correctly reported.
2 : 13. Direct Deposit/Debit and

4. The information on pages one : :
and two was correctly addressed :::nckmgll :fe“gg acotount
and transferred to the retum.

5. Names, SSNs, ITINs, and EINs, 5 RIS ¥ SENIINEE tNE S
were verified and correctly 15. The taxpayer(s) was advised that
transferred to the retum. they are responsible for the

information on their retum.

6. Filing status was verified and
comrect.

7. Personal and Dependency
Exemptions are entered correctly
on the retumn.

8. All Income (including income with
or without source documents)
checked "yes" in part |ll was
cormrectly transferred to the tax
return.

A Quality Review Process includes a 100% review of all returns. All QR is completed by a
second certified Counselor in the presence of the taxpayer. CF1 and CF2 should not
guality review any return unless they are also certified in tax law.



QSR 4 - Reference Materials

All sites are required to have one copy (paper or electronic) of the following reference materials
available for use by volunteers:

e Publication 4012, VVolunteer Resource Guide
e Publication 17, Your Federal Income Tax for Individuals

Local Coordinators are required to have a process in place to ensure all Volunteer Tax Alerts
(generally contained within AARP Cyber Tax Messages, have been reviewed by all volunteers.
This function is not performed by the CF, although the CF can assist as requested by the LC to
communicate information to other volunteers or provide copies of the documents. The LC may
assign to the CF the task of assuring all required notices are displayed.

QSR 5 - Volunteer Agreement

Refer to 4012 Tab Volunteer Standards of Conduct. Before a volunteer (including local
coordinators, certified volunteer preparers, quality reviewers, greeters, screeners, and client
facilitators) can work at a Tax-Aide site, they are required each year to complete the VVolunteer
Standards of Conduct training, including passing the test. They must certify to their adherence by
signing and dating Form 13615, The Volunteer Standards of Conduct Agreement —VITA/TCE
Programs. Forms 13615 are then required to be certified (signed and dated) by the instructor
verifying the volunteers' identity, and that they’ve completed the required Volunteer Standards of
Conduct training, including passing the test, and have signed and dated Form 13615.

By signing and dating Form 13615, volunteers are agreeing to the following standards and must:

e Follow the Quality Site Requirements (QSR).

e Not accept payment or solicit donations for federal or state tax return preparation.

e Not solicit business from taxpayers | assist or use the knowledge | gained (their
information) about them for any direct or indirect personal benefit for me or any other
specific individual.

e Not prepare false returns.

e Not engage in criminal, infamous, dishonest, notoriously disgraceful conduct, or any
other conduct deemed to have a negative effect on the VITA/TCE Program.

e Treat all taxpayers in a professional, courteous, and respectful manner.

The LC should provide all volunteers a copy of the AARP Foundation Tax-Aide Volunteer
Standards of Professionalism (also available on the ShareNet). These standards provide
information as to how volunteers should treat taxpayers and other volunteers. Volunteers who
violate these standards may be terminated from the program. Tax-Aide has developed an
Incident Review Protocol for reporting concerns about taxpayers or other volunteers, which is
described in detail in the Operational Guidelines. Refer all issues of concerns from taxpayers or
other volunteers to the LC and/or DC for resolution according to this protocol.



QSR 6 - Timely Filing of Tax Returns

All sites are required to have a process in place to ensure every return is electronically filed or
delivered to the taxpayer in a timely manner.

This is not a function of the CF.

QSR 7 - Title VI Information is provided to All Taxpayers

Refer to 4012 Tab Taxpayer Civil Rights. The AARP Foundation Tax-Aide Poster D143,
containing Title VI of the Civil Rights Act of 1964 information, is required to be displayed or
provided to taxpayers at all Tax-Aide sites.

The poster is required to be provided to the taxpayer at the first point of contact between the
volunteer and the taxpayer even if a return is not completed. Suggested areas to put the poster are
the entry door to the area where taxes are being prepared, at the sign-in area, or in the area where
taxpayers wait for service.

The poster provides site volunteers and taxpayers with contact information to report
discriminatory treatment. If a taxpayer or volunteer has a Title VI complaint, they must be
referred to the contact information on the poster. If they request the information in writing,
provide them with Publication 4454, Your Civil Rights are Protected, which can be obtained on

WWW.irs.gov .

The CF is usually the volunteer who receives such complaints because the CF may be the only
AARP Foundation volunteer to talk to Taxpayer if it is determined that the site cannot prepare
the return. The CF should advise the LC or Shift Coordinator immediately if there is a complaint.

QSR 8 - Correct Site Identification Number (SIDN)
It is critical that the correct Site Identification Number (SIDN) is reported on ALL returns
prepared by VITA/TCE sites.

This is not a function of the CF.

QSR 9 - Correct Electronic Filing Identification Number (EFIN)
The correct Electronic Filing Identification Number (EFIN) is required to be used on every
return prepared.

This is not a function of the CF.


http://www.irs.gov/

QSR 10 - Security, Privacy & Confidentiality
All Security, Privacy and Confidentiality guidelines outlined in the AARP Foundation Tax-Aide
Policy Manual (available on the Volunteer ShareNet) are required to be followed.

Security, Privacy and Confidentiality Guidelines: The Tax-Aide Policy Manual serves as the
central document for providing guidance on securing individual information shared by taxpayers,
and volunteers as well as guidance on protecting the privacy of critical personal information for
taxpayers and volunteers.

The key principles of the policy are:

e Volunteers are required to protect physical and electronic data gathered for tax return
preparation both during and after the filing season.

e Volunteers are required to delete taxpayer information on all computers (both Tax-Aide
owned and IRS loaned) after filing season tax return preparation activities are completed.

e Volunteers are required to keep confidential the information provided by taxpayers for
tax return preparation.

e Local Coordinators are required to keep confidential any personal volunteer information
provided.

e Absolutely no documents from the taxpayer are retained by a site. The completed return,
the completed Intake/Interview sheet, and all tax documents are returned to the taxpayer
to take home.

These new procedures have been implemented for all sites:

e All volunteers must wear name identifications, at a minimum that includes the volunteers’
first name and the first letter of their last name. The ID badge does not need to be updated
annually unless the information on the ID badge has changed. Tax-Aide encourages sites
NOT to include a volunteer’s full last name on the badge for additional personal security.

e All sites must request a photo ID from taxpayers/spouses and proof of social security number
(SSN) or individual tax identification number (ITIN) for everyone listed on the tax return.
Exceptions for requiring photo ID should only be made by the Local Coordinator or Shift
Coordinator under extreme circumstances and should not be the normal process at the site.
For example, there may be limited situations where an exception may apply to a person with
a disability, the elderly, or other unique circumstances. This exception to the rule does not
include taxpayers known to the site or returning taxpayers.

e All sites must validate social security numbers by using various documents issued from the
Social Security Administration. This includes social security cards, Medicare cards that
include the letter “A” after the social security number, social security letters, social security
income statements, and other documents issued from SSA. Check with your LC or Shift
Coordinator for more information on to validating Social Security numbers.



Training Area 2 - Resources Available on Site

In addition to Form 13614-C Intake/Interview & Quality Review Sheet (1&I), Pub 4012, Pub 17,
Tax Alerts, and poster D143 posted clearly, all referenced in the QSR previously, the CF should
assist the LC to assure that the following resources are also available at the site:

Required at site:

(These items can be ordered from the Volunteer Portal or downloaded from the ShareNet)

e Sign in sheet and/or Appointment log
e Taxpayer Information and Responsibilities (Post one at a point where all taxpayers will
see, or put one on each clipboard, if used. Point it out to all taxpayers and refer to it as
necessary to answer questions. There is no need to copy and hand out to taxpayers
individually)
e Taxpayer Envelopes (note that envelopes change annually, and the prior year’s envelopes
should not be used)
e AARP Foundation Tax-Aide In and Out of Scope Information
o Short Version Poster (Post one clearly and show to taxpayer if issue arises)
o Long Version Document (See Appendix 1) for referral by the LC and Counselors

Other Useful Information to have at site:

e Pub 4012 Tab P-2 to 5.

e Pub 4012 Tab Contact Information for Volunteers

e Essential Information: IRS Telephone Numbers

e IRS Guide to Identity Theft (Refer also to 4012 Tab P-1)

e Current tax year calendar

e List of nearby Tax-Aide Sites (can also be accessed electronically at www.aarp.org)
e Nearby VITA or other volunteer program tax sites

e City map for locating other sites, SS offices, etc.

e Information on free online tax preparation sites (can be accessed at www.irs.gov)
e |IRS Form W-7 Individual Taxpayer Identification Number

e IRS Form 9452 Filing Assistance Program

e IRS Form 4506-T Request for Transcript of Tax Return

e |IRS Form 4868 Application for Automatic Extension of Time

e State Tax information, as applicable


http://www.aarp.org/
http://www.irs.gov/

Training Area 3 - Interviewing SKills

Form 13614-C, Intake/Interview and Quality Review Sheet (1&I) is the foundation for accurate,
quality returns. After the taxpayer completes the 1&I, or if there are questions while filling it out,
the role of the CF is to:

Verify the contact information with the taxpayer and ensure that it is easy to read on the
I&I. Ask the taxpayer to print carefully any unclear information.

Review the 1&I1 with the taxpayer ensuring that all questions are answered. If an answer
to a question is changed after the review, make brief notes on the 1&I for the Counselor to
review.

Point out any unanswered questions or ambiguous answers, and ask the taxpayer to
complete the form, being careful to not answer any questions involving issues of tax law
(refer those questions to the LC, Shift Coordinator or a certified Counselor)

Confirm all necessary supporting documents are present and match taxpayer inputs on
&I

Determine that taxpayer does not have any Out of Scope issues, referring all questions
promptly to the LC so that the taxpayer does not wait for service if their return is out of
scope.

Mark on the Intake Sheet or talk with the counselor about anything unusual or special for
the Counselor/preparer to notice

To do these things, the CF must be skilled in interview techniques, including:

Building rapport with the taxpayer(s)

Asking probing, effective questions

Using open ended questions

Giving time for answers and repeating the answers to make sure of thorough
understanding

Using active listening skills

Overcoming communication barriers such as limited English proficiency, possible
dementia, etc.

There are lessons in Pub 4491/Link and Learn covering interviewing techniques.



Training Area 4 - Tax-Aide Out of Scope

There are two documents that define what returns Tax-Aide volunteers can and cannot do:
e Out of Scope Poster (OOS Poster)
e AARP Foundation Tax-Aide Scope Chart — Refer to Appendix 1.

Both of these documents are located on the ShareNet under Training. The OOS poster
should be prominently displayed at the site so that taxpayers can review the information.
It is often helpful to refer to this poster when talking to taxpayers who might have OOS
issues.

Later in this manual you will learn about organizing the taxpayer’s documents to make return
preparation more efficient. It is important to identify as early as possible if any of the Taxpayer
documents are on the OOS documents above. The sooner the Taxpayer can be told Tax-Aide
cannot do their return, the less the inconvenience to the Taxpayer. This is an important role for
both the CF and Counselor.

Each site may also have policies regarding complicated returns which should not be prepared,
even though it may be in scope. There may also be policies as to what type of amended returns
can be prepared, and when during the season the site will prepare them. Talk with your LC or
Shift Coordinator to understand what policies your site or state leaders have established. Refer
to the AARP Foundation Tax-Aide Policy Manual for more information. Remember that all
determinations regarding scope must be made by a certified tax Counselor, with the guidance of
the LC or Shift Coordinator.

As stated in the Volunteer Standards of Professionalism, it is important that volunteers not
discriminate based on race, nationality, gender, disability, sexual orientation, gender identity or
religion. Tax-Aide volunteers who determine that they are unable to assist all taxpayers equally
without discrimination are by definition unable to comply with the AARP Foundation Standards
of Professionalism and IRS Code of Conduct. It is never acceptable to “work-around” this issue
by not assigning taxpayers or tax issues to volunteers who are not willing to prepare certain types
of returns. For further guidance on this issue, talk with your LC or Shift Coordinator and refer to
Tax-Aide Policy and Procedure manuals and training materials.



Training Area 5 - Return Preparation Basics

Refer to 4012 Tab Basic Steps in Preparing a Tax Return Using TaxWise. After determining
that the 1&I1 is complete (see other sections), the CF will pass the Taxpayer to a Counselor, who
is a volunteer certified in tax law, to prepare the return. The Counselor is responsible for
transferring all the information the Taxpayer entered on the 1&I, as modified through your
interview, and all of the IRS documents they brought which are in Tax-Aide scope, into a tax
preparation software program. This is why it is important that the CF has been thorough and
information is clear and organized.

The following information will help the CF understand more about what the Counselor is doing
and why the &I is organized the way it is. The CF should have a basic understanding of the
sections of a return so that they can communicate effectively with taxpayers and certified
Counselors.

The program used by the IRS is TaxWise (TW). The IRS funds a third party, CCH Small Firms
Services, to provide the sophisticated program to IRS for use by IRS sponsored volunteer tax
preparation services such as Tax-Aide.

TW is structured around Form 1040, as are the questions on the 1&I, and allows the Counselor to
enter data and info provided by the Taxpayer into each of the lines of the 1040. The following
sections show how the 1040 is structured and the Taxpayer documents that apply to each line.

Descriptions of the Taxpayer documents are provided later, as well as instruction on how to
organize them around the lines of the 1040 and I&I. Proper organization improves the efficiency
and accuracy of the Counselor preparing the return.



Taxpayer Information

Departmant of the Traasury — Infemal Rovens Sarvice 189
U.S. Individual Income Tax Return

£1040

[ | Pe——

S Usa Only—Do not writs o sk In this Space.

For the year Jan. 1-Dec. 31, 2012, or other tx year beginning . 2012, ending .20 See separate instructions.
Your st name ang Infsal Last name Your soclal securtty number
| |
| 1
If @ joint ratum, spouse’s Arst name and intial Last name Spouse’s social securtty number
| |
Home adaress (NUMDEr ana STeet). 1T yOu Nave @ P.0. DOX, 586 INSIruCHons. Apt.no. A Make sure he SSNs) above
and on Ine 6c are comact.
City, fown or post ofice, state, and 2P Coge. If you Nave @ forsign a0dress, also COMpIsts SPaces Dalow (58 INSLCToNS). Presidential Exction Campaign
Check here if you, or your spouse f fing
jontly, wart §3 1© go 1o ths und. Checlng
Foresgn country name Forelgn province/state/county Foraign postd cod2 1 e bulow nill not changs your e o
refund. 7] You [T Spouss
Filing Status 1 [ single 4 [ Heod of household {with qualifying person). (See instructions.) If
2 [ Marmied filing jointly (even i only one had income) the quakying person i a child but not your dependant, snter this
Check only one 3 [ Married fiing separately. Enter spouse's SSN above child's name heee. B | |
box. and full name here. » - 5 [] Quaifying widowfer) with dependent child
Exemptions 6a [ Yourself. f someone can claim you as a dependent, do notcheckboxBa . . . . . m.::e:d
b MlBpoues icocoinopo e sy s w g e i m_:w e
¢ Dependents: (2) Dependent's ] age on :
for child tax cragit « livad with
(1) First name ik e sockl securty number | relationship 0 you “’ﬂ et -G
- O T Ty
If more than four i 1 ﬁ (see instructions)
dependents, see Dependents on 8c
instructions and | | 0 MM::N E——
check here »[] | [ ] Add numbers on
d Totalnumberofexemptionsclaimed . . . . . . . . . . . . . . . . . lines above b

The Counselor will take the Taxpayer info directly from the 1&I1 to complete this section,
applying various tax rules and applicable law.

Income

Income 7  Wages, salaries, tips, etc. Attach Form{s)w-2 . . . . . . . . . . . . 7

B8a Taxable interest. Attach Schedule Bifrequired . . . . . . . . . . . . 8a
b Tax-exemptinterest. Donotincludeonline8a . . . I bl ]

w-2 Also %a C)rdhu'ydmi_del'lthﬂad’nSdndeﬂremi‘ed ........... 9a

i P b OQuaifieddividends . . . . . . . . . . . [Leo | |

W-2G and 10  Taxable refunds, credits, or offsets of state and local incometaxes . . . . . . 10

1“"!"" A S O 2o e e e P e 11

was withheld. 4 g
12 Business income or {loss). Attach SchedukeCorC-EZ . . . . . . . . . . 12
13  Capital gain or {loss). Attach Schedule D if required. if not raquired, check hers » O 13

;;’;‘m""‘ 14  Other gains or losses). Attach Form 4797 . . . . . . . . . _ . . . . 14

286 instranlona. 15a IRA distributions . 15a b Taxable amount 15b
16a Pensions and annutties | 16a b Taxable amount e 16b
17  Rental real estate, royalties, partnerships, S corporations, trusts, etc. Attach Schedule E 17

Enclose.butdo 45 Eamincome or (loss). Attach Schedule F . . . . . . . . . . . . . . 18

not attach, any E

payment. Also 19 Unemploymentcompensation . . . . . . . . . . . . « . . . . 19

please use 20a Social security benefts Izo. l l b Taxable amount 20b

Form 1040-V. 21 Other income. List type and amount 21
22 Combine the amounts in the far nght column for ines 7 through 21. This is your total income » 22

The Taxpayer documents that may be entered in the Income section of the 1040 are:

Line 7 — W-2

Line 8 — 1099 Int, Broker statements that include 1099 Int, K-1 that includes interest
Line 9 — 1099 Div, Broker statements that include 1099 Div, K-1 that includes dividends
Line 10 — 1099 G, State Tax refund




Line 11 — none

Line 12 — 1099 Misc with entry in box 7, cash income receipts, cost receipts
Line 13 — 1099 B, Broker statements that include 1099 B, 1099 A, 1099 C
Line 14 — none

Line 15— 1099 R

Line 16 — 1099 R, RRB 1099 R, CSA 1099 R, CSF 1099 R

Line 17 — K-1 with Royalties, 1099 Misc with entry in box 2

Line 18 — none

Line 19 — 1099 G, Unemployment

Line 20 — SSA 1099 R, RRB 1099

Line 21 — W-2G (Gambling winnings), 1099 Misc with entry in box 3, 1099 C for credit card
debt

Adjustments

Educator expenses s i v =
Certain business expenses of reservists, performing artsts, and
fiee-basis government officials. Aftach Form 2106 or 2106-£E2
Health savings account deduction. Attach Form 8889 .

Adjusted |
| 24 |
| 26

Moving expenses. Attach Form 3903 . . . |28
27

28

20

30

Gross
Income

Deductible part of self-employment tax. Attach Schedule SE

Self-employed SEP, SIMPLE, and qualfied plans . .
Self-employed health insurance daduction . . . .
Penalty on early withdrawal of savings . . . S
Aimony pad b Recipient’s SSN » | 31a

IRA deduction . A e 32
Student loan interestdeduction . . . . . . . . | 33 |
Tuition and fees. Attach Fom8917. . . . . . . 4

Domestic production actavties deduction. Attach Form 8903 | 36 1
Addlines23through35 . . . . . . . . . . . . . . SR 36
Subtract line 36 from line 22. This is your adjusted grossincome . . . . . » 37
For Disclosure, Privacy Act, and Paperwork Reduction Act Notice, see separate instructions. Cat. No. 113208 rom 1040 o1z

BRLBR28PBYBR BY

The Taxpayer documents that may be entered in the Adjustments section of the 1040 are:

Line 23 — none

Line 24 — none

Line 25 — W-2 with an entry in box 12 with code W, 1099 SA, 5498 SA
Line 26 — none

Line 27 — none

Line 28 — 1099 R

Line 29 — none

Line 30 — 1099 Int box 2
Line 31 — none

Line 32 — none

Line 33 - 1098 E

Line 34 -1098 T

Line 35 - none



Taxes and Credits

Form 1040 (2012) page 2
Tax and 38 Amountfrom ine 37 (adjustedgrossincome) . . . . . . . . . . . . . . 38
Credit 3a Check | [ You were bom before January 2, 1948, [ Biind. | Total boxes

if: [ Spouse was bom before January 2, 1948, [ Blind. | checked » 39a

Standard _‘ b If your spouse femizes on a separate retum or you were a dual-status alien, check here» 301
— _40  Hemized deductions (from Schedule A) or your standard deduction (see left margin) . . | 40
eDeoplewho | 41  Subtractline40fromiine38 . . . . . . . . . . . . . . . . . .. | 41 |
fheckan |42  Exemptions. Multiply $3800 by the numberonfine6d. . . . . . . . . . . . 42
maggew 43  Taxable income. Subtract line 42 from line 41. If line 42 is more than line 41, enter -0- . . 43
camedasa | 44 Tax (see nstructions). Check if any from: @ [ ] Form(s) 8814 b [ | Form 4972 ¢ [ ]| 962 election | 44
dependent. | 45  Alternative minimum tax (see instructions). Attach Form@251 . . . . . . . . . 45
m‘} 46 Addlinesddand45 . . . . . . . . . . . . .o ... oo . .. > (46
Sngleor- 47  Foreign tax credit. Attach Form 1116 if required . . 47

Marned fiing | 48 mwmmwmmmmmzm 48

950 40  Education credits from Form 8863, line19 . . . . . 49

Mamedfiing | 80  Retirement savings contributions credit. Attach Form 8880 | 50

Biafhong | 51  Childtax credit. Attach Schedule 8812, if required. . . | 51

;’;‘1“_’;“‘,’2 Residential energy credits. Attach Fom 5605 . . . . | 62

Head of 63  Other credits from Form: @ [] 3800 b [] 8801 ¢ [ 53

Dousehold. | g4 Add lines 47 through 53. These are your total credits . . . . . . . . . . . . 54
L _J 66  Subtract line 54 from line 46. f ine 54 is more than line 46, enter 0- . . . . . . » | 85

Taxpayer documents that are entered in the Tax and Credit section of the 1040 are:

Line 40 — Medical expense receipts, charitable contribution receipts, 1098 with mortgage
interest, PMI, real estate tax

Line 47 — 1099 Div

Line 48 — W-2 with entry in box 10, receipt from provider

Line 49-1098 T

Line 50 — W-2 with “x” in retirement Plan box, receipts for IRA or Roth IRA contributions
Line 51 — none

Line 52 - receipts

Other Taxes

Other
Taxes

Self-employment tax. Attach ScheduleSE . . . . . . . . . . . . . . .
Unreported social security and Medicare tax from Form:  a [[] 4137 b [] 8919

Additional tax on IRAs, other qualified retirament plans, etc. Attach Form 5329 f required

Household employment taxes from ScheduleH . . . . . . . . . . . . . .
First-time h buyer credit repay Aftach FormS40Sdrequired . . . . . . . .
Other taxes. Enter code(s) from instructions
Add lines 55 through 60. Thisisyourtotal tax . . . . . . . . . . . . . > | 681

peasl

glg|B|e|alst

Payments

Fedemincometaanl'ﬁddlmnFonnsW?mdww 62
2012 estimated tax payments and amount appled from 2011 retum
Eamed incomecredit(EIC) . . . . . . . . . . 84a
. vetpaysocin |6t

Additional chid tax credit. Attach Schedule 8812 . . . . .
American opportunity credit from Form 8863, line8. . . .

Amount paid with request for extensiontofile . . . . .
Excess social security and tier 1 RRTAtaxwithheld . . . .
Credit for federal tax on fuels. Attach Form 4136 . .

Credits from Form: @ [[]2439 b [[] Rsersd ¢ [] 8801 d[]asss
wm&mmw&wh Theeeaeyouwm ..... > | 72

323|818 B (R

ra:assssavlgas:

Taxpayer docs already listed include data for the Other Taxes and Payments sections of the 1040.




Completing the Return

Refund 73 If line 72 is more than line 61, subtract line 61 from line 72. This is the amount you overpaid 73
74a  Amount of line 73 you want refunded to you. If Form 8888 is attached, checkhere . »[] |74a
Direct deposit? ® b Routing number ! i »c Type: [] Checking [ ] Savings
ief . » d Account number | |
siruetions. 75 Amount of line 73 you want applied to your 2013 estimated tax » | 75 |
Amount 76  Amount you owe. Subtract line 72 from line 61. For details on how to pay, see instructions » | 76
YouOwe 77  Cstimated tax penalty (see instructions) . . . . . . . | 7

Line 74 — If TP shows on the I&I that they want a refund direct deposited, they should have a
pre-printed check with them to get the Routing and Account numbers. A letter with account
verification from the bank is also acceptable. Make a note on the 1&I for the Counselor if they
don’t have a check or a bank verification letter.

Note: The Counselor has a process if the Taxpayer still wants direct deposit and does not have
those documents. The CF should advise the taxpayer that they must talk with the Counselor to
determine if this process can be used. In the alternative, the taxpayer can leave the site to obtain
the necessary documents, or can decide to receive their refund via check from the IRS. That
process will add 1-3 weeks on to the time for getting their return, depending on the month during
the filing season and other factors.

Training Area 5 - Site Safety for Taxpayers and Volunteers

The CF initial contact with the public, therefore at times you will encounter an unhappy to angry
taxpayer. Usually you can reduce the tension by listening carefully to the taxpayer and showing
respect for their time and concerns. If you can’t do whatever the taxpayer is requesting, try to
take the taxpayer to an area away from other taxpayers and explain quietly what can be done.

If at any time you feel that your safety, or that of the other volunteers at the site, is a concern
then you should involve your LC or Shift coordinator immediately. It is helpful for a CF to have
a cell phone at the sign-in desk in the event of an emergency. Consider having a “secret word”
that everyone knows to use if there is an emergency and police need to be called. Never give a
taxpayer the last name or contact information for yourself or another volunteer. If the taxpayer
wants to make a formal complaint about their treatment at the site, refer to the Poster (D-143)
which has information as to how taxpayers can contact the IRS.

With the involvement and guidance of the LC or Shift Coordinator, you might need to tell a
taxpayer to leave the site, or even call the police if they refuse. Most host sites will have a plan
for dealing with emergency situations, and you should be aware of and follow the policy. An
Incident Review form will need to be completed by the LC or Shift Coordinator so be sure to
note as many details about the situation as you can.

Use the “Taxpayer Information and Responsibilities” form (found on the ShareNet) to make sure
that taxpayers understand what behavior is expected from them at sites. For more information,
see other resources on the ShareNet.



CLIENT FACILITATOR 1 - GREETER

In addition to the information provided in the previous section, the volunteer that first comes in
contact with the Taxpayer (whether CF1, CF2 or COU) must be trained on the following:

e Appointment schedule and Sign-In sheet knowledge
e Knowledge of acceptable ID and SS information
e The verbiage on the AARP Foundation Tax-Aide envelope and &l

Sign-in Sheets and Appointments

Please note that some Tax-Aide sites take appointments only, some are only “walk-in”” and some
are a combination. The type of site will determine whether a Sign-In Sheets or an Appointment
Log is used. This is a decision made by the LC prior to the start of the tax season.

When a taxpayer first comes to a site, ask them to sign-in (print name). If the client has an
appointment, check the appointment log to verify time. If a walk-in, provide an approximate time
that the walk-in may have to wait.

Explain to the Taxpayer that the tax preparation is done in five steps:

1. Sign-in

2. CF or Counselor assists Taxpayer to complete Intake Sheet and organize
paperwork

3. Properly certified Counselor prepares the return on the computer

4. Another properly certified Counselor performs an independent Quality Review of
the completed tax return

5. A Counselor readies the verified return for e-filing, prints it, reviews it with the

taxpayer and obtains a signature, and gives the signed return together with all
paperwork back to the client in the Tax-Aide envelope. No documents (including
the return) are retained at the site or by a volunteer.

The Client Facilitator sets the tone for the site as he/she is the first contact. It is essential to
remain calm and not get stressed if things back up. It is important to keep taxpayers as informed
as possible as to the wait time to avoid frustration for both you and the taxpayer. One way to do
this is to keep the sign-in list in full view so that waiting taxpayers can check status of how many
taxpayers are ahead of them on the list.

Refer to the form Taxpayer’s Information and Responsibilities for information that will assist the
taxpayer to understand what is going to happen at the site.



Identity Verification

“Who are you?" has become a larger problem each year. In order to minimize ldentity Theft, the
IRS has tightened the guidelines for ID verification. If not immediately known to you by both
first and last name (i.e. your next door neighbor), each taxpayer must show you a photo ID to
prove who they are. The preferred document is a driver’s license.

Exceptions for requiring photo ID should only be made by the Local Coordinator under
extreme circumstances and should not be the normal process at the site. For example, there may
be limited situations where an exception may apply to a person with a disability, the elderly, or
other unique circumstances. This exception to the rule does not include taxpayers known to the
site or returning taxpayers. If you have a possible exception, advise your LC or Shift Coordinator
to make the determination. This should be done promptly so as to avoid having the taxpayer
wait unnecessarily.

If there is any question regarding the legality of identification, talk to your Local Coordinator
immediately. Do not be confrontational towards the taxpayer. These steps should be followed:

e Look at the person that handed you the ID and check their features against the ones on
the ID as to photo, height, and weight. Make sure that they match or are close.

e Check the expiration date. If it is expired or marked as a “duplicate” ask for a second
form of ID.

e Check for glue lines or bumpy surfaces by the picture or birth date. Uneven surfaces
indicate tampering. The surface of the ID should be of a consistent thickness.

e Check the consistency of the typeset. All of the typeset should be the same.

e Look at the state logo. A state seal or logo that is partially missing or appears altered is
another clue that the ID is fake or altered.

e Check to make sure that the hologram is real and not a sticker.

e Check the ID's reverse-side lettering. While the front may appear flawless, often
counterfeiters merely photocopy the reverse side. Look for blurred lettering.

e Check the size, coloring, lettering, thickness and corners. Compare the questionable 1D
against a standard one, your own for example.

If You Think It Is Inconsistent or is a “duplicate”

e Ask for a second form of ID. People that fake ID's rarely carry a second back-up form of
fake identification. This second ID does not have to be a photo ID; it could be a library
card, insurance card, electric bill, checks with name/address printed on them, etc.




Also REQUIRED is a federal government-issued document that shows the 9-digit Social
Security number for each person to be included on the return. The preferred documents are one
of these:

Social Security card or a transcript issued by an SSA office
Social Security Benefit Statement (Form SSA-1099)
Railroad Retirement Board benefit statement (Form RRB-1099-R)
Office of Personnel Management Form CSA 1099R or Form CSF 1099R
Medicare card that includes the letter A after the number (new this year)(Without A, the
Medicare number may be that of a person responsible for medical bills)

e Social security letters, social security income statements, and other documents issued

from SSA.

If the Taxpayer does not have one of these, but has a valid photo 1D, and all their docs have the
same SSN, and that SSN is the same for the taxpayer, taxpayer spouse and all of the dependents,
as is on their prior year return or carry forward data, you may accept that as the SSN.

If an acceptable document showing the 9-digit Social Security number of the person to be listed
as Taxpayer is not shown to you, do not start the return. Refer these situations to the LC or
Shift Coordinator for resolution.

ITIN

Some individuals who need to file tax returns do not have SSNs. The IRS issues ITINs to
nonresidents and others living in the U.S. who are required to have a U.S. TIN but who are not
eligible to obtain SSNs. The ITIN contains nine digits and is formatted like a SSN (XXX-XX-
XXXX), but begins with the number 9 and has a range of 70 to 88 in the fourth and fifth digits.
You should enter the ITIN on the return wherever the SSN is requested.

ATIN

Taxpayers who are in the process of adopting a child and who are able to claim the child as their
dependent or are able to claim the child and dependent care credit need an ATIN for their
adoptive child. The IRS issues an ATIN for the child while final domestic adoption is pending,
and the adopting Taxpayers do not have the child’s SSN. Like an ITIN, the nine-digit ATIN
begins with the number 9. You should enter the ATIN on the return wherever the child’s social
security number is requested.

Canadian TIN

Canadians have a number that is like a social security number, but it is for their old age pension.
Do not use this number on a U.S. tax return. Canadians often have both a U.S. and a Canadian
social security number.



AARP Foundation Tax-Aide Envelope and Intake Sheet

Some LC prefer that the CF hand an envelope to waiting taxpayers so that they can read the
information prior to meeting with the Counselor. At other site the envelope is distributed by the
Counselor after the return is completed. All taxpayers who have a return prepared receive an
AARP Foundation Tax-Aide envelope to hold their completed return and tax documents. Note
that Tax-Aide sites must not use the IRS provided envelope.

The AARP Foundation Tax-Aide Tax Record Envelope consists of five parts:

e Front left - Where to find Tax-Aide help and basic information about the AARP
Foundation

e Front right - Privacy Information
e Back left - Taxpayer Responsibilities & Instructions for mailing returns — Along with the
Taxpayer Information and Responsibilities Sheet posted at the sign in area, and the upper
right part of the 1&l, this section of the envelope gives the CF/COU another opportunity
to reinforce with the Taxpayer that the accuracy of the return is their responsibility, not
Tax-Aide’s. Point this area out to the Taxpayer when you hand them the envelope.
e Back right - Next year's checklist of Information Needed
e Flap - AARP Discrimination Policy
e Survey
Note that the envelope can also be ordered in Spanish. If you are using both versions at the site,
offer each to the taxpayer to see which they would prefer rather than assuming that they need one

or the other.

It is important to have the Taxpayer review this material and answer any questions they may
have.

Please point out that the survey can be torn off and mailed without the need of a stamp.



CLIENT FACILITATOR 2 - INTERVIEWER

In addition to the roles of the CF1 discussed in the previous section, the following roles can also
be performed by client facilitators who are encouraged by their LC to take on more responsibility
than a “Greeter”:

e Organizing Taxpayer documents

e Assisting with the initial interview and review of the 1&1. The information will be
reviewed, with further questions as necessary, by the Counselor preparing the return.

e Recordkeeping

Note that if a site does not have any volunteers in the CF2 role, the Counselors need to perform
these activities before starting the return in TW.

Organizing Taxpayer Documents

Now that the basics of return preparation are known, it is important to organize the Taxpayer
documents to minimize the possibility of something being missed by the Counselor inputting the
information.

The recommended order of Taxpayer documents follows:

1) 1D verification
2) Income
3) Adjustments and Deductions

More details on each of these sections follow, along with pictures of the type of documents
that the taxpayer might bring to the site.

1) 1D Verification:
e SS cards and photo IDs or acceptable alternate as discussed previously
e Form SSA-1099 Social Security statements (TP first, then SP)

e Form RRB-1099 Railroad Retirement statements (Blue, Social Security Equivalent)



2) Income:

e Form W-2 from employers

P 5 nui Safe, accurate, Visit the IRS website at
OMB No. 15450008  FAST! Use www.Irs gowlstiie
b Empioyer igantification number (EIN) 1 'Wages, Tips, other compensation 2 Fegeral income t2x withneld
¢ Empioyers name, address, and ZIP code 3 Socul securily wages 4 SOCIal SecUrTy 1ax wirned
§ Medicare wages and tips € Medicare tax withheid
7 Soclal securty tips 8 Aliocatad tips
d Control number [] 10 Dependent cars benafits
e tmpioyees irsiname and It~ Last name Suf.| 11 Nongquaimea pians 123 See insructons for box 12
c

i
13 Shueey e Teardcarty
3 s ‘IKIZI'J

0~ 0

14 Omer 12c

1 Employes's anaress ana ZIP coos
15 s=»  Empiloyers state 1D number 16 Siaic wages, fips, oic. | 17 Stats Incoms tax 18 Local wagos, tips, cic. | 19 Local mcome tax 20 Localty neme|

1

|
Form W-Z ;vt:m:t Tax E U ].l 3 Department of e Treasury— niemal Aevenus Senice

Copy B—To Be Filed With Employee’s FEDERAL Tax Return.
This information is being furnished to the Intemal Revenue Service.

e Brokerage statements

e Paper-clip the pages of each statement together to prevent them from being mixed
with other documents.

e Do not attempt to separate the 1099 Int, Div, OID, or B portions of the statements.
With 2 sided statements there is a high risk the Counselor will miss something.



e Schedule K-1

EEL1ll2
[C]Fmal k1 [ ]Amonded .1 OME No. 15450002
Schedule K-1 ~y I<1] Beneficiary’s Share of Current Year income,
(Form 1041) 2012 Lo Deductions, Credits, and Other ltems
Departmant of the Treasury For calandar yoar 2012, 1 Intorcat ncome 11 Final yaar daductions
or tax yoor baginreng L2202,
and ending - Za Ordinary dradonds
Beneficlary’'s Share of Income, Deductlons, |[® T=rddaa®
Credits, etc. > Soo back of form and i :
3 Nt shonsarm capeal gan
(I information About the Estate or Trust
a0 5 OF rust 5 GMployer Gentix e da et long term capdaal gan
&  28% rato gan 12| Kharretve mnmum S adusamant
B8 Estato’s or trust's name
4o Urracaptured soction 1250 gam
g | Othar porticho and
nonbusncess ncome
C Fduciry's name, addreas, city, state, and Z8° code
7  Net rareal roal astate mooma
“Cradis and crodt recapese |
8  Onhar rental mcome
9 Uractly sppomoned dad.ctons
DD Chack if Form 1041-T was filad and anter the dato & was filed
" 38 | Uthor sformanon
ED Chack if this is the final Form 1041 for tho cstate or trust
40 Estato tax deducton
E51112
O anax OMB No. 1545-0098

Schedule K-1 %)

Department of the Treasury For calendar year 2012, or tax

Intemnal Aevenue Sandce year beginning 2012
ending , 20

Partner’s Share of Income, Deductions,
Credits, etc. » See back of OM and separate INStruCtions.

A Parmarship's empioyer identifcation number

F  Partner's name, address, city. state, and ZI°P code

5§ | nterest Income
B Parmarsnip's name, address, city, state. and ZI° cooe
6a | Ordinary dividends
6b  Qualified dvidends
€  IRS Centar where parnarsnip fiad retum 7 | Royaties
0 [ cneckirthis is a publicly traded pertnership (PTP) 8 | Net shor-term capital gain (loss)
I2=Y1 information About the Partner 8a | Netlong-term capital gain ioss) | 17 | ARemetve minimum tax (AMT) Ram
E Parinars idantifying numbar
80 | Colectibles (28%) pain (Joss)

Unrecaptured section 1250 gain

10

Net section 1231 gain (loss)

& [] General parinerorLLC ] umited partner or ather LLC

"

Other Income (Joss)

18 Tex-exempt Income and
nonoeguctioe

Bpenses




Form 1099-INT interest statements

PMB?I’SMMMWNMWGMTM.ZI’ P:w“mm' OME No. 15450112
or foreign postal code, and telaphone no.
—_— 2043 |Interest Income
% rorm 1099-INT
2 Early withdrawal penalty c B
PAYER'S fecearal idengfication number| RECIPIENT'S identmcation number  |§
3 Interest on U.S. Savings Bonds and Treas. cbligations For Reciplent
RECIPIENT'S name s-lmnmmnﬁshmi This is important tax
expanses ik ion and is
being fumished to the
Internal
Service. If
Strest aodress (Including apt. no.) $ requir adrfhai
ran 7 Foraign country or LS. possession | ratumn, a negligence
Mudﬁ
City or town, province o state, country. and ZIP or forsign postal cooe 'rlmm:nnlu::zuh;
$ this income is

8 Tax-axempt intarest

D Spacied private activity bond|
Initeras?

not been reported.
$ $
ACCOUNE number (see instructions) 10 Tax-exempt bond CUSIP no. | 11 Stais| 12 State iasntncaton no.| 13 State tax witthed
Form 1009-INT (keep for your records) WWww Irs. qov/orm 1 9 eint Department of the Treasury - Intemal Aevenus Senvice
e Form 1099 OID
P&ﬂ%mmmmwmmuim.m 1mmmﬂfu OME MNo. 15450117
or foreign postal code, and teiephone No. 2013
3 Original Issue
3 rorm 1099-01D
3 Early witharawal panatty 4 Fadersl INnCom tax withhala
PAYER'S fecaral idengtcation number| RECIPIENT'S identification number Copy B
3
5 FOreign tax paid 6 Forsign country or LS. possession| For Reciplent
RECIPIENT'S name $
7 Description
Thnilw.?.dqnt
Streat aodress nciuding [
el baing fumished to
Intemal
Service. if are
City or town, province or state, couriry, and 2P or foreign postal code 8 Original ssue discount on U.S. Tressury coligations® : m:m
penalty or other
$ -'lnhnnor:urha
imposed on you if
8 Investment expenses * This may not ba the comect this income is
mwugm income| taxable and the IRS
1a ratum. on |  determines that it
the back. has not bean
10 2iz| 11 Siate igentAcabon no. | 12 St 1ax wined reporied.
$
$
(keep for your records) WWWLIrs. gow/Torm1 09sold Department of tha Treasury - INtemal Aevenus Senvice



e Seller-financed mortgage info

e Form 1099-DIV diyigjgnd

e —

statements

PAYER'S name, streat acdress, City of town, province or state, country, 2 | 18 Total ordinary dvidends | OME No. 1545-0110
or forsign postal code, and tEapnione no.
$ Dividends and
1D Qualified dvidenas 2©13 Distributions
$ Form 1099-DIV
2a Total capital gan distr. | 2b Unrecap. Sec. 1250 gain Copy 1
$ s For State Tax
PAYER'S fe0aral I0enstoalion NUMDer RECIPIENT'S Identicalion NUTDer | 2 Section 1202 gain 2d Collactibles (28%) gan Department
$ $
[RECIFIENT 'S name 3 Nondhidend dstrioutions | 4 Federal Income tax wimhaid
$ $
5 Investment expenses
Strest aoaress (inciuding apt. no) $
6 Forsign tax paid 7 Forsign country or U.S. possassion
City or town, province or state, country, and ZIP or forsign postal code s

e Form 1099-MISC

WWW.Irs_gow/Torm108Sdiv Department of the Treasury - intemal Revenue Senvice

e —

PA@%mmmwammamlfw;n;y:; 1 Rents OME No. 1545-0115
or foreign postal code, and telaphone nNo.
$ 2@13 Miscellaneous
2 Royafties Income
$ Form 1099-MISC
3 Other income 4 Federal ncome tax wimheld Copy B
$ $ For Recipient
PAYER'S fecaral idengtcation number| RECIPIENT'S identiication number § Fishing boat proceeds Madcal and Neshh CIre payments
$ $
RECIPIENT'S name 7 Nonampioyee compensation | 8 Substitute payments in ey of| o il s
St | s
being fumishad to
the Intemal Revenue
Street acaress (including apt. o) $ $ Service. If you are
9 Payer made drect s3es of | 10 Crop Nswrance proceads required to file a
$5.,000 of more Of Consumer raturmn, a »
products 10 3 buyer other
City or town, province o state, country, and ZIP of foreign postal coos wraciplenty or resale» [1] $ m:uyba
[11 Foreign tax paia 12 Forsign country or LS. possession imposed on you if
this income is
ACCoUNt number (see Instructions) 13 Excess golden parachute | 14 Gross procseds pald 10 an Mo el S
datermines that it
payments tomey has not been
$ s reported.
15a Saction 409A geferrals 15b Section 408A Income 16 State tax withneld 17 State/Payer's state no. 18 State Income
$ $
$ $ 3
m (k=ep for your records) WWW.Irs.gowTorm 1099misc Departmant of the Treasury - ntemal Aevenus Senice



e Form 1099 K

FILER'S name, street address, City Of 10Wn, provincs or state, country, ZIP | FILDA'S federal Igentmication no.| GMS No. 1545-2206
o forelgn postal code, and tekephone no. Payment Card and
PAYEE'S taxpayer icennication no | Network
Transactions
Form 1099-K
1 mmﬂmﬂw 2 Merchant category code Copy B
sm For Payee
Creck 10 ndicaze transactons
Chieck to Indicate I FILER Is a(an._ | Check 1o ~ - - —
Payment settiement antity PSE) [][ payment cara O v e
Electronic Payment Faciiator This Is important tax
(EPFY/Other third party O Third party network O $ |moemation ana i
PAYEE'S name 5a January 50 February mﬂﬂm”
$ $ Sanvice. If you are
5C Marcn 5a Aprl recuired o fle a
Syest andress (Inciugding apt no) g g "“m""'ﬂgrm
5e May S June sanction may be
mposad on you I
3 $ taxabis Income
5g.Juy 0 August resusts from this
City or town, province or state, country, and ZIP or foreign postal cods $ $ |m“m:
51 Saplember 5 October has not been
PSE'S hama and teepnone number $ $ S—
5Kk NovesTber 5 December
§ $
Account number (see Instructions) 6 Siate 7 State igentification no. 8 Siate Income tax withheid
$
$
Form 1099-K

e Business cash income and expenses

e Form 1099-B

{Keap for your reconds)

WWWIrs.gowtormi0agk  Departmant of the Treasury - Intamal Revenue Senvice

PAYER'S name, strest aodress, city, State, ZIF code, and Teephane no. 78 Dat= of 53 or exchange | OME No. 16450775
Proceeds From
1b Date of acquisition Broker and
@(@13 Barter Exchange
1c Type of gain of loss rorm 1099-B Transactions
snon-tam [
Longterm [ 1d Stock or other symbol 1@ Quantity sold
2a Stocks, bonds, efc. Paporta | ] Saks pce 2017 Dox checked, loss
PAYER'S federal igentification number | RECIPIENT S igenification number BIRE | [ sales prics inss mzahor%tm
$ iy O
3 Cost or oer basls 4 Federal Income tax withheid
RECIPIENT'S name For Recipient
§ Wash sale loss disalowead | & Checked I
$
Stest aodress (Including apt. no.) 7 Barterng a[J moncovered securtty
b[] Basis reportaa to 1AS
s
City, state. and ZIP code @ Description

{keap for your racords)

Department of the Treasury -




Form 1099 S

i Uil

FILER'S name, strest address, city or town, province or state, country, ZIP
or foreign postal code, and telephone number

1 Date of closing OMB No. 1545-0997

2013

Proceeds From Real

TRANSFEROR'S name

Street address (including apt. no.)

City or town, province or state, country, and ZIP or foreign postal code

2 Gross proceeds Estate Transactions

$ Form 1099-S
FILER'S federal identification number| TRANSFEROR'S identification number | 3 Addrass or lagal description Copy B
For Transferor

This is important tax
information and is being
furnished to the Internal
Revenue Service. If you
are required o file a
retum, a negligence
penalty or other

as part of the consideration (if checked)

4 Transferor received or will receive property or services

sanction may be
imposed on you if this
item is required to be

O

>

Account or escrow number (see instructions)

5 Buyer's part of real estate tax

$

reported and the IRS
determines that it has
not been reported.

Form 1099-S (keep for your records)

www.irs.gov/form1099s

Closing (HUD-1) statement if a home was sold or bought
Form 1099-A and/or 1099-C for home mortgage debt reduction

LENDER'S name, streat address, city or town, province or state, country, ZIP or|
foreign postal code, and telephone no.

OMB No. 1545-0877

2013

Form 1099-A

Department of the Treasury - Intemal Revenue Service

Basis (purchase price) information for all stock or any other property that was sold

Acquisition or
Abandonment of
Secured Property

1 Date of lender’s acquisition or | 2 Balance of principal

LENDER'S federal identification number BORROWER'S identification number

ge of abandonment outstanding

$

Copy B
For Borrower
This is important tax

BORROWER'S name

3 4 Fair market value of property

information and is being
furnished to the Internal
Revenue Service. If you
are required to file a
retum, a negligence

Street address (including apt. no.)

5 Iif checked, the borrower was personally

liable for
repayment of the debt )

»[]

penalty or other
sanction may be
imposed on you if

City or town, province or state, country, and ZIP or foreign postal code

Account number (see instructions)

6 Description of property

taxable income results
from this transaction
and the IRS determines
that it has not been
reported.

Form 1099-A (keep for your records)

www.irs.gov/form1099a

Department of the Treasury - Intemal Revenue Service



P

CREDITOR'S name, street address, city or town, province or state, oountry.
ZIP, or foreign postal code, and telephone no.

1 Date of ndemrﬁabie evert

2 Amount of debt discharged

s 2013

OMB No. 1545-1424

Cancellation

Street address (including apt. no.)

City or town, province or state, country, and ZIP or foreign postal code

5 If checked, the debtor was pefsomlly liable for

repayment of the debt

» [

Account number (see instructions)

6 Identifiable event code

$

7 Fair market value of property

of Debt
3 Interest if included in box 2
$ Form 1099-C
CREDITOR'S federal identification number | DEBTOR'S identification number 4 Debt description Copy B
For Debtor
DEBTOR'S name This is important tax

information and is being
furnished to the Internal
Revenue Service. If you

are required to file a

and the IRS determines

that it has not been
reported.

Form 1099-C

(keep for your records)

www.irs.gov/form1099¢c

e Form 1099-R from pension plans and IRA accounts

Department of the Treasury - Intemal Revenue Service

PAYER'Srune.meetaddeas.cﬁyorwm.prwi\o.e_.aﬂale. 1 Gross distribution OMS No. 1545-0119 Distributions From
country, and ZIP or foreign postal code Pensions, Annuities,
S &) Retirement or
- 2013 Profit-Sharing
Insurance
L rorm 1099-R Contracts, etc.
2b Taxable amount Total Copy B
PAYER'S federal identification | RECIPIENT'S identification 3 agnlzgm(mbded 4 Federal ncome tax income on your
2l by in box Za) withheld federal tax
return. If this
form shows
- $ federal income
RECIPIENT'S name 5 Empioyaecog?gnm [ Neturweeizu:‘ tax withheld in
SpgucRELE box 4, attach
prs:uns employer's securities m' o
s $ your return.
Street address (including apt. no.) 7 Distribution IRA | 8 Other L s
codeis) SSEIF’,II.E This information is
D s % being fumished to
the Int: |
Ciy or town, province or state, country, and ZIP or foreign postal code|9a  Your percentage of total [9b Total empioyse contributions Revam:eSe::;
distrioution %
10 Amount aliocable to IRA 11 1st ysar of desig. Roth contrb. |12 State tax withheld 13 State/Payer’s state no. |14 State distribution
within 5 years s s
$ $ $
Account number (see instructions) 15 Local tax withheld 16 Name of locality 17 Local distribution
$ $
$ $

rom 1099-R

WWW_Ir's. gov/form 1 08er

Department of the Treasury -

e Form RRB-1099-R from Railroad Retirement Board (Green, Pension)

e Form 1099-G for Unemployment



PAYER'S name, street address, city or town, province or state, country, ZIP,| 1 Unemployment compensation [ OME No. 1545-0120
or foreign postal code, and telephone no. B
s 2 @ 1 3 Certain
2 State or local income tax Government
refunds, credits, or offsets Payments
3 Form 1099-G
PAYER'S federal identification number| RECIPIENT'S identification number 3 Box 2 amount is for tax year | 4 Federal ncome tax withheld Copy B
S For Recipient
RECIPIENT’S name 5 RTAA payments 6 Taxable grants This is important tax
$ s information and
being furnished to the
7 Agriculture payments 8If c‘lj-needmt-;i box 2is SInhamal chvenue
. ’ trade or business ervice. If you are
Street address (including apt. no.) g income O required to file a retum,
9 Market gain a negligence penalty or
City or town, province or state, country, and ZIP or foreign postal code $ m:m:;oﬁmb;
10a State 10b State identification no. |14 State income tax withheld income is taxable and
Account number (see instructions) $ the RS dif' h:-;n ::t's b:‘;t
$ reported.

Form 1099-G

(keep for your records)

www.irs.gov/form1099g

Department of the Treasury - Intemal Revenue Service

e Form SSA-1099 Social Security statements (TP first, then SP) if not used for ID

verification

e Form RRB-1099 Railroad Retirement statements (Blue, Social Security Equivalent)

e Anything else pertaining to the Taxpayer’s return

e The TP’s 2012 return for reference (if available)

3)

Adjustments and Deductions:

e Forms 5498-SA, 1099-SA for HAS

TRUSTEE'S name, street address, city or town, province or state, country,
ZIP or foreign postal code, and telephone number

1 Employee or self-employed
person's Archer MSA
contributions made in 2013
and 2014 for 2013

$

OMB No. 1545-1518

2013

2 Total contributions made in 2013

$

Form 5498-SA

HSA, Archer MSA, or
Medicare Advantage

MSA Information

TRUSTEE'S federal identification number

PARTICIPANT'S social security number

3 Total HSA or Archer MSA contributions made in 2014 for 2013

PARTICIPANT'S name

Street address (including apt. no.)

City or town, province or state, country, and ZIP or foreign postal code

Account number (see instructions)

Copy B
$ Py
4 Rollover contributions 5 Fair market value of HSA,
Archer MSA, or MA MSA __ For
Participant
$ $
GHSA - The informatiol
e info! n
AcherMSA ] in boxes 1 through
MA 6 is being
MSA | fumished to the
Internal Revenue
Service.

Form 5498-SA

(keep for your records)

www.irs.gov/form5498sa

Department of the Treasury - Intemal Revenue Service



TRUSTEE'S/PAYER'S name, street address, city or town, province or state,
country, ZIP or foreign postal code, and telephone number

OMB No. 1545-1517

2013

Distributions
From an HSA,
Archer MSA, or

Medicare Advantage

Strest address (including apt. no.)

City or town, province or state, country, and ZIP or foreign postal code

$
5 Hsa [
Arch
mea O
MA
msa [

Account number (see instructions)

MSA
Form 1099-SA
PAYER'S federal identification number | RECIPIENT'S identification number | 1 Gross distribution 2 Eamings on excess cont. Copy B
$ $ For
RECIPIENT'S name 3 Distribution code 4 FMV on date of death Recipient

This information
is being furnished
to the Internal
Revenue Service.

Form 1099-SA

(keep for your records)

www.irs.gov/form1099sa

e Form 1098-E for Student Interest paid

RECIPIENT'S/LENDER'S name, address, city or town, province or state,
country, ZIP or foreign postal code, and telephone number

OMB No. 1545-1576

Department of the Treasury - Intemal Revenue Service

$

Student
2@ 1 3 Loan Interest
Statement
Form 1098-E
RECIPIENT'S federal identification no.| BORROWER'S social security number| 4 Student loan interest received by lender Copy B

For Borrower

BORROWER'S name

Street address (including apt. no.)

City or town, province or state, country, and ZIP or foreign postal code

This is important tax
information and is bei
furnished to the Intemal
Revenue Service. If you

are required to file a

retum, a negligence
penalty or other

. sanction may be
imposed on you if the
IRS determines that an
underpayment of tax

Account number (see instructions)

2 If checked, box 1 does not include loan origination
fees and/or capitalized interest for loans made before
Septembert,2004 . . . . . . . . . [

results because you
overstated a deduction
for student loan interest.

Form 1098-E

(keep for your records)

www.irs.gov/form1098e

e Cash charitable contribution receipts

Department of the Treasury - Intemal Revenue Service

e Other than cash contributions (total amount no more than $5,000, receipts from
charities are essential; more detailed receipts may be needed for items valued at
greater than $250)

e Taxes paid

e Estimated taxes paid with dates

e State income tax deductions

e Sales tax

e Was a vehicle purchased during the tax year?
e Does Taxpayer have the Bill of Sale for the vehicle? If not, can they get it?

e Form 1098 Home mortgage interest



R

o

country, ZIP or foreign postal code, and telephone number

RECIPIENT'S/LENDER'S name, street address, city or town, province or state,

* Caution: The amount shown OME No. 1545-0901
may not be fully deductible by you.

Street address (including apt. no.)

City or town, province or state, country, and ZIP or foreign postal code

$

3 Refund of overpaid interest

Mortgage insurance premiums

Account number (see instructions)

neH alH

Limits based on the loan amount
secured property may apply. Also, @@ 1 3 Interest
you may only deduct interest to
the extent it was incurred by you, Statement
actually paid by you, and not
reimbursed by another person. Form 1098
RECIPIENT'S foderal identification no. | PAYER'S social security number 1 Mortgage interest received from payer(s)/borrower(s)® Copy B
3 For Payer/Borrower
PAYER'S/BORROWER'S name 2 Points paid on purchase of principal residence

The information in boxes 1,
2,3, and 4 is important tax
information and is be
fumished to the Internal
Rewenua Sarvice. If you are
required to file a retum, a
negligence panalty or other
sanction may be imposed on
you if the IRS determines
that an underpayment of tax
results bacause you
overstated a deduction for
this mortgage interest or for
these points or becausa you
did not report this refund of
interest on your retum.

Form 1098 (keep for your records) www.irs.gov/form1098

e Do they have a statement for each mortgage?

Real estate tax statement

Department of the Treasury - Intemal Revenue Service

e Do they have a city- or county-issued tax bill for each property?

e Medical and dental expenses



e Form 1098-T for Education expenses

S

FILER'S name, street address, city or town, province or state, country, ZIP or 1 Payments received for

OMB No. 1545-1574

foreign postal code, and telephone number qualified tuition and related
expenses .
: 2013 rutin
2 Amounts billed for Statement
qualified tuition and
related expenses
s Form 1098-T
FILER'S federal identification no. STUDENT'S social security number | 3 If this box is checked, your educational institution Copy B
has changed its reporting method for 2013 |:| For Student
STUDENT'S name 4 Adjustments made fora 5 Scholarships or grants
prior year
S S This is important
Street address (including apt. no.) 6 Adjustments to 7 Checked if the amount in tax information
scholarships or grants box 1 or 2 includes and is being
_ _ _ for a prior year amounts for an academic fumished to the
City or town, province or state, country, and ZIP or foreign postal code period beginning January - Internal Revenue
s March 2014 » 0 Service.
Service Provider/Acct. No. (see instr.) 8 Check if at least| 9 Checked if a graduate 10 Ins. contract reimb./refund
half-time student [J| student - Ols
Form 1098-T (keep for your records) www.irs.gov/form1098t Department of the Treasury - Intemal Revenue Service

e Form 1099 Q

PAYER'S/TRUSTEE'S name, street address, city or town, province or state, country, | 1 Gross distribution

ZIP or foreign postal code, and telephone no.

OMB No. 1545-1760

Payments From

City or town, province or state, country, and ZIP or foreign postal code

Account number (see instructions)

If the fair market value (FMV) is shown below, see Pub. 970,
Tax Benefits for Education, for how to figure earnings.

Qualified
3 Education
2 Eamnings g(@ 1 3 Programs
(Under Sections
529 and 530
s Form 1099-Q )
PAYER'STRUSTEE'S federal identification no. | RECIPIENT'S social security number | 3 Basis 4 Trustee-to-trustee Copy B
$ transfer O For Recipient
RECIPIENT'S name 5 Check one: 6 If this box is checked, the Th.isf‘ls imppﬂam;ax
o recipient s not th information and is
* Gualified tuition program— de- s.:: nated bmef‘::iary |:| being furnished to the
private ] or State [ SlmgnaII?evmue
Streat addrass (including apt. o) « Covrdell ESA O required to file 3 retum,

a negligence penalty or
other sanction may be
imposed on you if this
income is taxable and

the IRS determines that

it has not been
reported.

Form 1099-Q (keep for your records) www.irs.gov/form1098q

e Child/Dependent care expenses

e Retirement contributions

Department of the Treasury - Intemal Revenue Service



f—

TAUSTEE'S or ISSUER'S name, street address, city or town, province or 1 IRA contributions (other OME MNo. 1545-0747
state, country, and ZIP or foralgn postal code Man amounts In boxes
24,8-10, 133, and 14a) . IRA
; 2013 Contribution
Information
2 Rolover conributions
g Form 5408
3 Roth IRA conversion 4 Recharacterized
amount contribugions Copy B
TRUSTEE'S or ISSUER'S federal PARTICIPANT'S social securtty $ s
IGrIRCaNon . TR 5 Farmametvaleofaconrt | 6 LM nsurance costncludsd in For
bax 1 Participant
$ $
PARTICIPANT'S name T mall sep [ swee [ momima [1]| This information
8 SEP contributions 9 SIMPLE contributions is being
$ 3 fumished to
Street acdress (Including apt. no.) 10 Aoth IRA conrbutions |11 If crecked, requrec mnimum the Internal
$ distribution for 2014 0 HE\’E!’_‘II.IE
128 RMD date 12b AMD amourt Service.
City or town, province or state, country, and ZIP or foraign postal coda g
13a Postponed comtribution | 13b Year | 13c Cooe
14a Repayments 14b Code
$
Account number (see Instructions)
rorm 5408 (keep for your records) www.irs.gov/form5498 Departmant of tha Treasury - INtamal Aevenua Senice

¢ Residential energy expense receipts

e Any other deductions they may have

e Asyou sort and organize the income documents and materials ask the taxpayer if they
have any other source of income. This could include income from self-employment,
second jobs, or other income for which they did not receive a tax form. Look to see if
there are any clues on the 1&I as to other income that is not reflected in the forms in front
of you. For example, the taxpayer might check “yes” to receiving interest but not have a
tax form. Highlight these items on the 1&I form to help ensure that they are not
overlooked by the counselor and Quality Reviewer.

e Highlight unusual items on the 1&1 to help ensure they are not overlooked by the
Counselor and the Quality Reviewer.

e DO NOT RETURN any “unneeded” items to the Taxpayer. Paper-clip them together at
the bottom of the Taxpayer docs so the Counselor and QR can confirm they are actually
not pertinent to the return.

o If the taxpayer has a list of numbers that is not totaled, use a calculator to compute the
total if you have time, or ask the taxpayer to do so.



Initial Interview and Review of the Intake/Interview Sheet

Once the CF has directed the Taxpayer to fill out the 1&1 and has organized their documents,
interviewing skills are used to:

e Ensure that the 1&1 is completely filled out on pages one and two
e Review all supporting documentation provided by the taxpayer and ensure the return is
within the scope of the VITA/TCE Programs

e Organize the I&I and tax documents so that they are ready for the Counselor to prepare
the return

1) Completing Form 13614-C

Refer to 4012 Tab Form 13614-C. First, review the 1&1 Sheet and CONFIRM AND CLARIFY
all answers to every question.

Update the sheet with missing or modified info as a result of the interview (TP and SP have
different last names, death of spouse, etc.):

Are name(s) consistent throughout?

Are all their documents for the current tax year?

Are the Social Security number(s) on the papers they brought for people on the return?

Have they received all of the W-2s, interest statements, IRA and pension forms,

brokerage statements, etc., that they expect?

Was there any other cash income?

Was alimony received? How much?

Was alimony paid? How much? Is the name and SSN of the recipient given?

If they have ANY brokerage statements, is the cost basis for each sale available?

Avre the buyer's name, address, Social Security Number, and the amount of interest

received given if the TP received income from a seller-financed mortgage?

e |f the TP has brought a check or stub that shows a payment from an insurance company
(medical or otherwise), is there an IRS form from that company showing the same
amount? Ask probing questions to determine the reason for the payment, and consult the
LC to determine if it is taxable income.

e Did the TP make estimated tax payments during the year? How much and when?

Verify accuracy of documents/receipts provided by the Taxpayer.

Check off each question on &I, or make a note, to show you have found a corresponding
Taxpayer document that gives amounts, or have obtained the amounts verbally.

Highlight or circle items or amounts that the Taxpayer put on I&I but which do not have
accompanying documents. This will remind the Counselor to enter those amounts on the 1040.
Examples are alimony received, cash income, estimated taxes paid, interest received without a
1099 Int, etc.

Exercise “Due Diligence” by asking questions if information provided appears to be incorrect,



inconsistent, or incomplete when comparing documentation against the information on the 1&I.

Do not ignore any information provided to, or learned by you. Once the Taxpayer mentions
something, you must account for it on the return. For instance, if they indicate that they have
made extra money doing odd jobs, then that income must be noted on the return. The taxpayer
can’t just say to forget about what was said. Make a note on the I&I for the Counselor as to what
the Taxpayer has reported. |If the Taxpayer does not want to document this information or
include it on the return, advise your LC for a determination on how to proceed.

If the Taxpayer provides information verbally without supporting documents, a decision will
have to be made as to whether to take the information on good faith and without verification.
Examples of situations where a “good faith” determination has to be made might be:

e Taxpayer that is familiar to the site forgot a receipt but the amount claimed is similar to
that in a prior year,

e Taxpayer has a deduction with no receipt, but the dollar amount is not significant,

e Taxpayer says an IRA contribution in the current year was made without receipt

e Taxpayer says an IRA contribution will be made by 4/15

Explicitly explain to the Taxpayer that they are responsible for the accuracy and
completeness of everything entered on the return. Make notes on the 1&I as to any areas
where incomplete or questionable documentation was provided, and whether or not the
item was included on the return.

If you are uncomfortable about any discrepancies in the information provided, talk to the
LC or Shift Coordinator immediately for a determination on how to proceed.

2) Taxpayer Documentation

After organizing the Taxpayer documents, and completing a thorough review of the Taxpayer
documents against 1&I as shown above, determine if there are any documents that are included
on the OOS lists given previously.

If anything is OOS, then the return can’t be prepared at the site. Ask the LC or Shift Coordinator
to discuss with the Taxpayer what their options are to get their return prepared. There might be a
free tax clinic in the area, or an IRS office that will assist. Often the taxpayer must be told that a
professional tax preparer is the only option. Remember that you cannot make any referrals to
specific professional preparers or tax software.

3) Ready for return preparation

After accurately completing the 1&I, and finding that there are no OOS issues, you are now ready
to turn the Taxpayer package over to a Counselor to prepare the return on the software.

If the Taxpayer has Health Savings Account or Cancellation of Debt, assure the return is
assigned to a properly certified Counselor. Note that there must also be a second Counselor who
is properly certified in order to conduct the Quality Review.



Recordkeeping

Depending upon the needs of the site, the LC may request that the CF assist with other duties,
including Recordkeeping.

Examples of the type of Recordkeeping that the CF might perform:

e The LC may ask the CF to maintain logs of the number of Taxpayer who visited the site
but did not have their return done. These are counted as Q & A and must be reported to
AARP Foundation Tax-Aide National Office because it impacts the IRS funding.

e The LC may also ask the CF to maintain the ERP Activity Log and will provide training.

e The LC may ask the CF to assist with scheduling volunteer shifts or noting when
volunteers are at the site.

e At some sites the LC keeps track of the type of tax issues that cause a taxpayer to be told
that the site can’t prepare their return, and the LC might ask the CF to assist.

Note: If the LC requests that the CF assist with any Recordkeeping then adequate training
should be provided to ensure that the CF understands the task. If a CF is not comfortable doing
any task then the LC should be consulted to determine how to proceed.



SUMMARY AND FINAL REMINDERS

As the first contact for the public with an AARP Foundation Tax-Aide site, the Client Facilitator
sets the tone for the site. Regardless of how busy the site is or how demanding a particular
taxpayer might be, it is essential to remain calm and not get stressed if things get chaotic. As a
smile is often disarming and comforting, try to keep smiling, even if others around you are
frustrated or pressured. Look for ways that you can ease the wait for the taxpayers and reduce
the pressure on the other volunteers. Your LC or Shift Coordinator is your first point of contact
when you have questions or need assistance.

Other Points to remember:

Taxpayer privacy is important. The room should be arranged to provide as much privacy
as possible to the Counselors who are preparing returns with taxpayers. Waiting
taxpayers should not be able to listen to discussions between Counselors and taxpayers.
If this is an issue at your site, talk to the LC or Shift Coordinator to see if it is possible to
rearrange the room to improve privacy.

Watch for taxpayers who are having problems physically completing the 1&I form, and
assist as much as you can by reading questions to them, helping them complete the form,
etc.

The table/desk where you are sitting should not be left unattended for more than a short
minute because you are the public’s first contact with the tax site. If you are the only CF
and need to leave the area, let another volunteer know and ask someone to cover the desk
until you return.

The site should not retain any taxpayer documents after the taxpayer leaves the site. If a
taxpayer accidently leaves a document at the site, give it to the LC or site supervisor to
determine what needs to be done to return it to the taxpayer. If the document has the
taxpayer’s confidential financial information, then it should be secured until it can be
returned to the taxpayer. Never give documents to one taxpayer to return to another
taxpayer.

Know the qualifications of the Counselors on duty during your shift. Although all
Counselors are qualified through the advanced certification level, only some are qualified
for Health Savings Accounts (HSA) and Cancellation of Debt (COD) or to do amended
returns for prior years. If the taxpayer’s return requires these forms, then there must be at
least two qualified Counselors on duty in order to prepare the return and have a quality
review. Consult with the LC or Shift Coordinator as soon as possible to determine if the
return can be done in order to minimize the wait for the taxpayer.

AARP Foundation Tax-Aide sites are not permitted to have a tip jar on-site or to take
cash donations from taxpayers, but are permitted to tell taxpayers how to make a
donation to the National Office to support the general needs of the program. Talk to your
LC or site supervisor for more information.



e Be aware that some sites are participating in a national pilot program which will give
taxpayers a focused message about contributing to the support of the program. These
sites will have specific envelopes to hand out to taxpayers and signage announcing the
opportunity to taxpayers. If your site is included in this pilot then you will receive
specific training from your LC or Shift Coordinator.

Most importantly, have fun! Your service as a CF will help your site to run smoothly and

serve more people. As the first contact with the public, you are a critical member of our team,
and your service to your community is appreciated. If you have an idea on how to improve the
volunteer experience, share it with your LC or Shift Coordinator as well as sending an email to

the National Office at taxaide@aarp.org.
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APPENDIX T -0OUT OF SCOPE

The chart on the following pages contains detailed information on what tax topics and forms are
In-scope or Out of Scope for AARP Foundation Tax-Aide. The distinctions as to whether or not
a form can be completed are often very difficult to discern even for highly experienced tax
preparers. Do not assume that you understand the chart and can advise a taxpayer if their return
can be completed at the site. Always consult with the LC, site supervisor or Counselor preparing
the return for the final determination as to whether a tax issue or form is In-scope.

Note that this chart can change on an annual basis, so check the VVolunteer ShareNet for updates.



AARP FOUNDATION TAX-AIDE SCOPE 8/727/13
WHAT'S IN - WHAT'S OUT

AARP Foundation Tax-Aide helps low and moderate income taxpayers, with special attention to those 60 and
older. WVelunteers are trained to assist in filing Form 1040 and certain other schedules and forms. Under the Vol
unteer Protection Act (WPA), AARP Foundation Tax-Aide volunteers must stay within the scope of the program
and prepare only returns for which they have been training and certified. Any Counselor who feels they do not
have adequate training or knowledge should seek assistance from the LC (Local Coordinator).

The list below covers topics that volunteers certified through the advanced level are frained to do under the guide-
lines of the program. When using the list, please note that neither column 3 or 4 stand alone. They must be used
together because a description in column 4 may include topics or certification levels which affect whether counse-
lors can or cannot prepare the return under the WVPA. The header further defines information in the two columns.

2% Denotes the title of the line, box or form.

F{orm) L(ine) IN SCOPE Column 3: Yes = The form, line or box is in scope
S(chedule) Box) for sites having at least two volunteers certified at
# # YES the appropriate level. No = The form, line or box is

NO out of scope.

Column 4: = Limitations or expansion of each scop
fopic including certification levels which may hj
n/out of scope.

- 1040 fes nscope except for:

FFiling Status: Box 3-MFS taxpayers in community
property states (listed on Main Information Sheet, Filing
Status and Exemptions) unless volunteer is trained in
community property tax law & trained fo complete the
ICommunity Property Allocation Worksheet

*Taxpayers who are not certain they are in a common
aw marriage

FTaxpayers with F,J, M & O V1SAs (in scope only for
Foreign Student certification)

*Unmarried non-resident aliens who do not meet green
card or substantial presence test

T axpayars who cannot establish their identity

- 1040 3 fes nscope except for:

* Ministers

* Other members of the clergy who present issues such
3s: parsonage/housing allowance, whether earnings are
covered under FICA or SECA or rules for determining
xemption from coverage

- 1040 B-9 Yes nscope except for:

*Accrued savings bond interest

FInterest on bonds bought or sold between interest
Hates

FDependent child under the age of 18 {age 24 if a full-
ime student), who has investment income of more than

51,900
- 1040 10 fes nscope except for:
pRefund is not for the prior year
F 1040 K Yes Fealimony Income
- 1040 12 Yes See Schedule C limitations
- 1040 13 Yes fﬁ"%Capital Gains and Losses - but see Sch D limitations
- 1040 14 No FrCther Gains or (losses)
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AARP FOUNDATION TAX-AIDE SCOPE
WHAT'S IN - WHAT'S OUT

F{orm) L(ine) IN SCOPE iColumn 3: Yes = The form, line or box is in scope
S(chedule) B(ox) for sites having at least two volunteers certified at
# # YES the appropriate level. No = The form, line or box is
NO out of scope.
iColumn 4: = Limitations or expansion of each scop
fopic including certification levels which may b
n/out of scope.
- 1040 15 fes nscope except for:
*FAdditional tax due to excess IRA contributions
*Roth IRA distributions that are taxable or partially tax-
able
*Distributions from converted Roth [RAs
*IRA rollovers that do not meet the tax free require-
nents
FAlso (see 1099-R and Form 8606)
- 1040 16 fes nscope except for:
pGeneral Rule was used to figure the taxable portion of
ensions and/or annuities for past years
- 1040 17 fes See Schedule E limitations
- 1040 18 Mo FEF arm income or (loss)
F 1040 19 Yes F+Unemployment compensation
- 1040 0 fes E#Social Security benefits
ncluding foreign social security from Canada and Ger-
fany that is treated as U.S_ social security
- 1040 1 fes nscope except for:
*See 1093-Q for imitations
*HSA Distributions {In scope for HSA only)
*Credit card debt forgiveness or other COD income (In
scope for COD only)
*See Form 2555 for limitations (In scope for internation-
al only)
*Gox 6 of 1099 Misc
*Rental Income when “Mot for Profit”
- 1040 03 fes F*Educator expenses
- 1040 D 4 fes n scope for military only
- 1040 D5 Yes nscope for HSA only
- 1040 D6 fes nscope for miﬁtary only
- 1040 8 Mo E#self-employed SEP, SIMPLE and qualified plans
- 1040 9 Mo ‘%Self-employed health insurance deduction
- 1040 il Yes FPenalty on early withdrawal of savings
F 1040 1 Yes FAlimaony paid
- 1040 G2 es fIRA deduction
-1040 33 Yes [i#Student loan interest deduction
F-1040 34 Yes E#Tuition and fees
- 1040 35 Mo EED omestic production activities deduction
- 1040 35,36 fes nscope only for:
pJury duty pay given to the employer
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AARP FOUNDATION TAX-AIDE SCOPE 8/27/13
WHAT'S IN - WHAT'S OUT

F{orm) L{ine) IN SCOPE Column 3: Yes = The form, line or box is in scope
S(chedule) B(ox) for sites having at least two velunteers certified at
# # YES the appropriate level. No = The form, line or box is
NO out of scope.
Column 4: = Limitations or expansion of each scop
fopic including certification levels which may b
nfout of scope.
- 1040 ] fes See Schedule A limitations
- 1040 i 4 fes n scope except for:
Boxes a-c (FB814 F 372 section 962)
- 1040 45 Mo WEAlternative minimum tax
= 1040 i fes n scope except for:
5301 or more (3601 or more if filing status is MFJ)
FSee F 1116 limitations
- 1040 I fes iCredit for Child and Dependent Care Expenses
- 1040 I fes iEducation Expenses
- 1040 1 fes iR etirement Savings Credit
F 1040 1 fes EChild Tax Credit
- 1040 ¥ fes See F 5695 limitations
- 1040 b3 fes nscope except for:
FBoxesa & b
PBox cis in scope only for Schedule R (see 1040 In-
structions)
- 1040 3] fes FESelf-Employment Tax
= 1040 b7 fes nscope except for:
pBox b (F 8319
- 1040 i fes See F 5329 limitations
= 1040 EE] o E:Household employment taxes from Schedule H
- 1040 9h fes n scope except for:
T axpayers who claimed credit and their home is de-
stroyed, condemned or disposed of under threat of con-
lemnation
- 1040 b0 fes nscope for HSA only.
- 1040 7a o ﬁ%Credit for federal excise tax on fuels. Attach F 4136
- 1040 71 o [#Credits from a 2439, b reserved, c 8885
- 1040 77 o WEEstimated Tax Penalty — see F 2210
- 1040-ES fes FrEstimated Tax for Individuals
F 1040MNR Mo n scope for Foreign Student certification only
- 1040X fes nscope except for:
FOriginal return was out of scope
*Taxpayers who may qualify for an exception to the
hree year time limit for filing an amended return
IFW-2 fes n scope except for:
Box 12 codes:
*C (in scope for military only)
PRLT
VW (in scope for HSA only)
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AARP FOUNDATION TAX-AIDE SCOPE
WHAT'S IN - WHAT'S OUT

F{orm)
S{chedule)
#

L{ine)
B{ox)

IN SCOPE

YES
NO

IColumn 3: Yes = The form, line or box is in scope
for sites having at least two volunteers certified at
the appropriate level. No = The form, line or box is
out of scope.

iColumn 4: = Limitations or expansion of each scop:l
fopic including certification levels which may b
n/out of scope.

FW-26

fes

Fecenain Gambling Winnings

S A

es

n scope except for:

pSchedule A lines:

*14 Investment interest

*17 Danation is from F 1098-C

*Donation requires F 8283 and is over $5,000
*Donation of property previeusly depreciated
*Donation of capital gain property

*20 Casualty or theft loss

21 See F 2106 limitations

S B

Yes

Feinterest and Ordinary Dividends

S5 C

fes

n scope except for:

*Expenses over $10,000

*'Mo” on line G (or the taxpayer does not meet any of
he tests of material participation, or is uncertain about
materially participating in a business)

*Any credit card or similar payments that included
amounts that are not includible in income
*Depreciation or when F 4562 is required
FExpenses for employees

*Business use of home (see F 8829)

*Casualty losses

*Part [, lines 2,4, &6

*Part Il, lines 9 (actual expenses), 11-14,19,20a (leas-
ks more than 30 days), 26

*Part Il

S D

VEE]

n scope except for:

*Any assets sold other than stocks, bonds, mutual
unds, and a personal residence

FInherited property-before 2010 and after 2010 (if the
basis of the inherited property is determined by a meth-
bd ather than the FMY of the property on the date of the
fecedent's death)

*Inherited property - 2010 (if taxpayer does not know
he basis and the correct holding period)

FReduced exclusion on sale of home

S E

es

nscope except for:
FPart [, lines 5-19
FParts 1I-IV

S EIC

es

%Earned Income Credit

S F

Mo

I#Proﬁt or Loss From Farming
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AARP FOUNDATION TAX-AIDE SCOPE 82713
WHAT'S IN - WHAT'S OUT

F{orm)
S(chedule)
#

L{ine)
Blox)
#

IN SCOPE

YES
NO

IColumn 3: Yes = The form, line or box is in scope
for sites having at least two volunteers certified at
the appropriate level. No = The form, line or box is
out of scope.

lColumn 4: = Limitations or expansion of each scop
fopic including certification levels which may b
in/out of scope.

5 H

Mo

FeHousehold Employment Taxes

5 K-1

Yes

IN SCOPE ONLY FOR:
*K-1 interest, dividends, royalties, capital gains, and
associated Foreign Tax Credits

S R

Yes

[rCredit for the Elderly arthe Disabled

5 SE

Yes

E=Self-Emplayment Tax

F 982

Yes

In scope for COD only

In scope except for:

*Reduction of Tax Attributes Due to Discharge of In-
kebtedness (and Section 1082 Basis Adjustment)

- 1098-C

Mo

Ff%Contrihutions of Motor Wehicles, Boats, Airplanes

- 1098-MA

Mo

EiMortgage Assistance Payments

F 1098 -T

Yes

In scope except for:
pSoxes 4 and 6 (Adjustments)

F 1093-A

Yes

In scope for COD only

- 1089-8

Yes

In scope except for boxes:
*9-12 Contracts

F 1099-C

Yes

In scope for COD only
*(Also see Pub 4731, pages D-4 & 0-5 in Pub 4012)

F 1093-DIV

Yes

In scope except for:
*2c (1202 gain)
*5-3 (Liquidation Distributions)

F 1093-G

Yes

In scope except for:
*Boxes /-3

* See Instructions For Recipient for box 2 on 1099-G for
amounts which may appear in the blank box beside box
H. Amounts in this blank box are interest and are in
scope

- 1093-H

Mo

Health Coverage Tax Credit

m 1095-INT

Yes

In scope except for boxes: NAOB FROM NAEOB
pF 6251

F 1093-K

Yes

wPayment Card and Third Party Network Transactions
See Sch C limitations

F 1089-LTC

[ o

E#Long Term Care and Accelerated Death Benefits

F 1089-MISC

Yes

In scope except for boxes:
"5
*B8-15

F 1093-01D

Yes

In scope except for: If adjustment needed or no form
peceived

- 1093 PATR

Mo

i Taxable Distributions Received From Coopera-
tives
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AARP FOUNDATION TAX-AIDE SCOPE
WHAT'S IN - WHAT'S OUT

F{orm) L(ine) IN SCOPE IColumn 3: Yes = The form, line or box is in scope
S{chedule) B(ox) for sites having at least two volunteers certified at
# # YES the appropriate level. No = The form, line or box is
NO out of scope.
Column 4: = Limitations or expansion of each scop
fopic including certification levels which may h:l
n/out of scope.
- 1093-Q Yes n scope except for:
[listributions from Educational Savings Accounts:
*Funds were not used for qualified education expenses
*Distribution was more than the amount of the qualified
Eipenses
- 1093-R fes nscope except for:
- CSA 1099-R *Codes5,6,8,9,A E,J,LLN, R, U&W
- RRB-1099 fes iPayments by the Railroad Retirement Board
sAnnuities or Pensions by the Railroad Retirement
Board
- 1093-5 fes nscope except for:
*Sales of Business Property, F 4797
FInstallment Sales Income, F 6252
FLike-Kind Exchanges, F 8824
- 1093-SA fes nscope for HSA only
nscope except for:
FArcher MSA
FiMedicare Advantage MSA
- S5A-1099 fes F:Social Security Benefit Statement
- 1116 fes n Scope Only For:
e Simplified Limitation Election (SLE)
kBalance of form in scope only if certified for Interna-
tional.
F-1127 Mo wExtension of Time for Payment of Tax Due to Undue
ardship
F 1310 fes F#Statement of Person Claiming Refund Due a De-
eased Taxpayer
- 2106 Yes n scope for military only
- 2120 fes F!%Multiple Support Declaration
F 2210 Mo F#Underpayment of Estimated Tax by Individuals, Es-
ates, and Trusts, except to waive entire penalty
- 2439 Mo M otice to Sharehalder of Undistributed Long Term
apital Gains
- 2441 fes F#=Child and Dependent Care Expenses
F 2555 fes nscope for international only
- 2848 fes E=Power of Attarney and Declaration of Representative
- 3800 Mo EGeneral Business Credit
- 3903 Yes n scope for military only
F 4136 Mo F!%Cl'editfﬂr Federal Tax Paid on Fuels
- 4137 fes F%Social Security and Medicare Tax On Unreported Tip
ncome
- 4562 o F%Depreciation and Amortization
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AARP FOUNDATION TAX-AIDE SCOPE 8/27/13
WHAT'S IN - WHAT'S OUT

F(orm) L{ine) IN SCOPE lColumn 3: Yes = The form, line or box is in scope
S(chedule) B(ox) for sites having at least two volunteers certified at
# # YES the appropriate level. No = The form, line or box is

NO jout of scope.

iColumn 4: = Limitations or expansion of each scop
fopic including certification levels which may b
in/out of scope.

F 4797 Mo [rSales of Business Property

- 4852 Ves F#substitute for F\W-2, Wage and Tax Statement, or F
099-R, Distributions From Pensions, Annuities, Re-
firement or Profit-Sharing Plans, IRAs, Insurance Con-

fracts, efc.
- 4868 Ves wApplication for Automatic Extension of Time To File
.3, Individual Income Tax Return
- 4972 Mo [T ax an Lump-Sum Distributions
F-4952 Mo E#investment Interest Expense Deduction
F 5329 Yes In scope except for:
P arts |l through VIl
- 5405 fes In scope except for:

e [ axpayers who claimed credit and their home is de-
stroyed, condemned or
kisposed of under threat of condemnation

F 5695 Yes In scope except for:
pR esidential Energy Efficient Property Credit (Part )
- 6251 Mo ﬁ?ﬁ.lternative Minimum Tax
- 6252 Mo F#installment Sales Income
- 8283 fes In scope except for:

T otal non-cash contributions in excess of $5 000
D onation of motar vehicle

*Farts |-V
- 8332 Yes #Release/Revocation of Release of Claim to Exemp-
ion for Child by Custodial Parent
F 8373 Yes wnjured Spouse Allocation
ee F 8958 limitations
- 8396 Mo E%Murtgage Interest Credit
- 8453 fes .S, Individual Income Tax Transmittal for an IRS e-
ile Return
- 8582 Mo E#Passive Activity Loss Limitations
- 8606 fes In scope except for:
e arts |l and Il
F 8615 Mo E#Tax for Certain Children Who Have Investment In-
come of More Than §1,900
F 8801 Mo FrCredit for Prior Year Minimum Tax
--8805 Mo wF oreign Partner’s Information Statement of Section
446 With Holding Tax
5 8812 Yes F*Additional Child Tax Credit
F 8814 Mo wParent's Election to Report Child's Interest and Divi-
ends
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AARP FOUNDATION TAX-AIDE SCOPE
WHAT'S IN - WHAT'S OUT

F{orm) L{ine) IN SCOPE iColumn 3: Yes = The form, line or box is in scope
S{chedule) B(ox) for sites having at least two volunteers certified at
# # YES the appropriate level. No = The form, line or box is
NO out of scope.
Column 4: = Limitations or expansion of each scop
kopic including certification levels which may b
in‘out of scope.
F 8815 Mo FeExclusion of Interest From Series EE and | U.S. Sav-
ngs Bonds Issued After 1989
fF-8834 Mo [Plug-In Electric Vehicle Credit
- 8839 Mo frQualified Adoption Expenses
- 8853 Mo F".@hrcher MSAs and Long-Term Care Insurance Con-
racis
- 5862 Yes E?Iniormatinn to Claim Earned Income After Disallow-
nce
- BB63 fes #Education Credits {American Opportunity and Life-
ime Learning Credits)
- 8880 fes ﬁ%Credit for Qualified Retirement Savings Contributions
- 8885 Ma freHealth Coverage Tax Credit
SEEER fes E=Allocation of Refund {Including Savings Bond Pur-
chases)
- 568689 fes In scope for HSA only
In scope except for:
*Line 2 (Excess contributions not withdrawn by the due
kate of return)
*Part I, lines 18-21
F-8903 Mo ﬁ?Dum&stic Production Activities Deduction
F 8917 Yes F‘.@Tuition and Fees Deduction
- 8319 Mo ﬁfUncollected Social Security and Medicare Tax on
ages
- 8938 Mo F?Statement of Specified Foreign Assets
F 5949 Yes E%Sales and other Dispositions of Capital Assets
F 8358 fes In scope for:
eIMFS returns as limited by Regional or State Coordina-
tor
F-8960 Mo whet Investment Income Tax — Individuals, Estates,
nd Trusts
= 9465 fes F?Installm ent Agreement Request
TD F30-221 Mo F?Report of Foreign Bank and Financial Accounts
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APPENDIX IT - SELF TEST AND
PRACTICE SCENARIOS

1. Asa Client Facilitator 1 (CF1) you can:

a. Greet taxpayers, answer tax questions, and validate SSN documents
b. Greet taxpayers, verify tax documents against 1&I, and validate SSN documents

c. Greet taxpayers, get them signed in and make sure they have an I1&I, and validate
SSN documents

Answer: C

2. As a Client Facilitator 2 (CF2) you can:

a. Answer tax questions
b. Enter information into TaxWise software

c. Verify and organize the taxpayer’s documents against the I&I document

Answer: C

3. You are the CF at a large site. Ten taxpayers come in all at the same time and they all
want you to help them. What would you do?

Possible Solutions: Consider arriving 15-30 minutes early to be present when first taxpayers
arrive so that you can get organized to assist as soon as they begin to show up. Get everyone’s
attention and ask them for patience while you get them signed in.

Consider asking the taxpayers to self-identify the order of arrival to ensure that they feel that
they have been treated fairly in terms of who is served first. Ask the LC or other Counselors for
help getting people signed-in when there is a large crowd (after all, they can’t start doing returns
until everything is organized!) The CF can also ask the host site to put out a blank piece of paper
for early arrivals to put their name down until you arrive and begin to get people signed in.

Make sure any very elderly or infirm are made physically comfortable if they have to wait, and,
if appropriate, they might need priority service. Be sure to explain to other taxpayers who are
waiting why priority service is given. People will often not object to these taxpayers being
served first, but they want to know what impact it will have on their ability to be served.
Remember that taxpayers do not have to be AARP members to receive the free tax service, so
that is not a reason to bring them to the front of the line, or to give them a prime appointment,
etc.



4. Sally Smith comes in to your site and tells you she doesn’t have all her tax documents but
has memorized the information she needs to complete her tax return. Should you:

a. Help her complete her 1&1 and make notes of the information that is missing.
b. Tell her that until she has the tax documents the site is unable to help her.

c. Tell her she is not a very organized person and you really don’t want to work with
her.

Best solution: The Local Coordinator or Shift Coordinator at the site should be consulted to
determine if the taxpayer can be served in light of other considerations (such as number of
taxpayers waiting and number of available Counselors). The LC might ask the taxpayer to return
on another day when the number of taxpayers waiting for service is not as great, or might set a
specific appointment for a taxpayer who needs more assistance. If directed by the LC, the CF
can work with Sally to organize her materials and make a list of what items she needs to gather.
Some documents are so critical that the return can’t be prepared without them. Other documents
can be retrieved from home or other sources, and the taxpayer can return with them another day
to get the return prepared. The CF should ensure that the taxpayer understands that it is their
responsibility to gather all required documents, and that in some circumstances the return can’t
be prepared until they have all of them. The taxpayer should not guess at information, or ask a
Counselor to rely on incomplete notes to prepare a return. Remind Sally that we all forget
numbers, and she wouldn’t want to miss her refund by giving incorrect numbers by memory!

5. True or False: All taxpayers must complete an 1&I sheet as thoroughly as possible
before they can be seen by a Counselor.

True. If the taxpayer doesn’t know if they should check “yes” or “no” to a question, then they
should mark “don’t know” and be prepared to talk in more detail to the Counselor about the
question. The CF can encourage the taxpayer to write down any questions that they have for the
Counselor or to put questionable documents in a separate pile to review with the Counselor.
Remember that CFs who are not certified in tax law are not permitted to answer any tax-law
specific questions! Refer those questions to the LC or the Counselor who will prepare the return.
If the taxpayer becomes frustrated by the many questions being asked, remind them that they
want their return to be accurate and complete, and that it is important to clarify questions that
they or the Counselor might have. Don’t accept a taxpayer’s statement that “everything is the
same as it was last year” as they might not be aware of how their information might change their
return.

6. Mike Miles has completed his I&I sheet but has not checked most of the boxes. When
asked, you realize he is deaf (uses sign language) and you are unable to talk him through
the questions. What do you do?

Possible solutions: If there is someone who can sign at the site, ask them to work with Mike for
you. Communicate by writing questions and answers to find out if Mike feels comfortable using



that form of communication to complete the tax preparation process. Remember that not all deaf
adults are functionally literate in written communication, so writing information does not always
ensure that communication will be successful. Find out if Mike has a friend or relative he can
bring in to help him with the tax preparation process.

Refer to the document on the Volunteer ShareNet entitled “Quick Reference Guide for Helping
Taxpayers with Disabilities” for other tips on how to handle the situation. Talk to the LC or
Shift Coordinator at the site to determine how to assist the taxpayer. You may need to tell the
taxpayer that you will need some time to find out how best to assist him, and schedule a time for
him to return after you had gotten some assistance. The National Office staff is also available to
assist sites to determine how to best serve deaf taxpayers.

7. Two people come in to have their taxes done. They show you social security cards and
photo id but the names don’t match on any of the documents although the photos on the
identification looks like them. They do not have any other identification with them but
they look honest. What do you do?

a. Getthe LC involved right away to determine how to proceed. This might be a
case of potential fraud or identity theft.

b. Tell them you’ll let them through this time but next time they need to update their
identifications to match their social security cards.

c. Letthem wait anyway and have the Counselor handle the situation.

Best solution: The LC should be told about the situation outside the presence of the taxpayers.
This should be done reasonably quickly in order to not have them wait if they can’t be served.
The LC makes the decision as to whether the returns can be prepared based upon the
identification provided. The CF should not discuss the situation with other volunteers or
taxpayers to avoid the possibility of other taxpayers over-hearing the conversation. It is always
important to give taxpayers the courtesy of privacy and to protect their financial information.

8. Tammy Tyler has been waiting one hour for a Counselor to become available. She sees
two people called up to a Counselor and believes they came in after her. (They are
elderly and very frail, and have their son there to help them.) She approaches you and in
a very loud voice says “You #*&(@, I was here first! I demand to be seen by a Counselor
RIGHT NOW!” What should you do?

Possible solutions: Ask her to please remain calm and explain how the site determines the order
in which taxpayers will be served. Let her know when she will be assisted, and that you
understand she is upset but that we do want to help her with her taxes. Get the LC involved to
help defuse the situation further if necessary.



Always have a copy of the form “Taxpayer’s Rights and Responsibilities” at the sign-in desk for
taxpayers to read. This form will help reduce potential problems by giving taxpayers clear
information about how they should behave at a site, and what they can do to make their visit go
smoothly. This form can be obtained from the Volunteer ShareNet.

Refer to prior sections of this manual for more information on how to handle taxpayers who
become loud and threatening. Make sure that you understand how the host site handles similar
situations, and advise the appropriate site representative if there are concerns for the safety or
well-being of volunteers or the public. The CF should not discuss the situation with other
volunteers or taxpayers other than on a “need to know basis.”

9. What would you do if Tammy from the previous example threatened to come back and
“get you” as she storms out of the building?

Best Solution: Alert the LC right away to determine the best course of action. In some
circumstances the police will need to be called to the site, so be prepared to give concise
information as to what was said or done by the taxpayer. In rare circumstances the site will need
to be shut down temporarily to ensure everyone’s safety.

The LC will also need a full description of the situation so they can document the facts and
prepare an Incident Report to advise the State Coordinator, Regional Coordinator and National
Office of the incident. Write down what happened including a description of the person and note
the date/time. If you still have the taxpayer’s 1&I form, note their name and address for the
authorities and then ensure that the document is shredded. For more information and
instructions regarding Incident Review Protocol, see the Volunteer ShareNet.

10. How do you determine if the taxpayer’s return is out of scope?

Answer: Your LC will have a detailed list of tax forms and topics which are out of scope. You
can also refer to the list in this manual or obtain a copy of the list on the Volunteer ShareNet.

All questions as to what tax forms and topics are out of scope should be referred to your LC or
Shift Coordinator on site. If a return can’t be prepared because a tax form or topic is out of
scope, be sure to explain to the taxpayer that the IRS determines what forms volunteers can use,
and that no exceptions can be made as it would be contrary to the terms of the IRS grant to
prepare a return that is out of scope. All AARP Foundation Tax-Aide sites across the country
abide by the same rules, so the taxpayer can’t just go to another tax preparation site to get a
different answer.

Taxpayers with returns that have out of scope forms or topics should be advised to seek
assistance from a paid tax preparer, but no specific referral should be made. The IRS can also
assist taxpayers directly via the website www.irs.gov or by phone.


http://www.irs.gov/

11. The CF sets the tone for the site. They are the first person the taxpayer sees and talks to
when they come in. What are three things you can do to make the taxpayer’s experience
pleasant so that they want to come back and will recommend the site to others?

Possible answers: Be friendly. Try to be conscious of cultural differences that would cause a
taxpayer to feel unwelcome at the site. If possible, welcome the taxpayer in their native language
if other than English.

Answer questions or try to get answers using your reference tools. Keep them updated so they
know how long they may have to wait, and provide simple explanations of any technical or
equipment issues that are causing the site to be slow. Recommend other AARP Foundation Tax-
Aide sites, or even VITA sites in the area, if your site or all area Tax-Aide sites are too busy to
serve them. Tell them you hope to see them again as they leave. If they are upset, try to get to
the bottom of their issue and seek help from the LC or Shift Coordinator as necessary.

12. A taxpayer says that they haven’t received their refund, or they are having problem with
the IRS about a prior year’s return. How can you assist them?

Possible Solution: Refer to the document “Information for Taxpayers who Need Assistance
Dealing with the IRS” which can be found on the Volunteer ShareNet.



