Concluding the

Interview
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Tasks

e Assemble copy of tax return(s)

e Review return with taxpayer(s) and
make sure they understand it

e Make sure taxpayer(s) understand that
they are ultimately responsible for
accuracy of it

e Obtain taxpayer signatures
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Tasks (cont)

e Explain to taxpayers which records to
maintain

e Explain to taxpayers what else they need to
do

= Mail check
m Adjust withholding
= Estimated payments

e End the interview
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Assemble Taxpayer’s Copy of Return
I

e Client letter if used
e E-file Signature Authorization Form 8879

e Payment voucher/estimated payment forms, if
any

e Tax return in Attachment Sequence order
m Top-right corner of form

e Form 8453 and additional statements or
schedules at end

e State return
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E-file Electronic Signatures
I

e Practitioner PIN is only Electronic Signature
Option
= ERO PIN should already be 98765.
m Practitioner PIN box below that checked

= “The Income Tax Return” below that checked

Self-Select and Practitioner PIN(s)

ERQOPIN for both the Self-Select and Practitioner PIN programs 98765
: Check ifusing the Practifioner PIN method fore-filing this income tax return or :
Form 4868 with direct debit

What form(s) are you e-filingusing PINs?
' The income tax return ®
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E-file Electronic Signatures (cont)
I

= Enter any five digit number for taxpayer’s PIN
m Check Authorize box, enter today’s date

= Do same for spouse if applicable

The date mustbe entered below. This is todays date: . :
Do NOT use @Today.

i Taxpayer's PIN 12345 Enter 5 numbers, other than all zeroes. Date:
sl ® authorize O do notauthorize
ERO firm name to enter this PIN as my

signature on my tax year 2012 electronically filed income tax return.

Spouse's PIN 0 Enter5numbers, otherthan all zeroes. Date! oo
i1 Qauthorize  © do notauthorize
EROfirm name to enter this PIN as my

signature on mytax year 2012 electronically filed income tax return.
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Form 8453 - Transmittal for e-file

Return
.

e Transmittal for certain forms required
for some e-file returns

= Form 8332 — Release of Claim to
Exemption for Child of Divorced or
Separated Parents

= Form 2848 — Power of Attorney (“POA”)

= Form 8949 substitute (brokerage list of
transaction details rather than
transcribing all to TaxWise)
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Form 8453 Distribution - Three Copies
.

e One as part of taxpayer’s copy of their
return

e One mailed by ERO to Austin Submission
Processing Center within 3 days of
acceptance of return

e One mailed by ERO to local SPEC office
at same time
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PDF Alternative to Form 8453 *

e If site has scanner, pdf of attachments
can be attached to electronic return
instead of mailing with Form 8453

= Scan document to create pdf

m Click on appropriate pdf box
m Select file to upload
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Security of Taxpayer Data *

e Must follow procedure to ensure
security of scanned taxpayer data

= Scan to encrypted Windows folder

= Delete document once e-file complete

e See guidance on ShareNet

e Must be done at site (not a volunteer’s
home)
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Form 8453 Attachments

e Form 8332 — Release of Claim of
Exemption

m Check appropriate box on Main Info
Sheet

Form 8332 -Release of Claim of Exemption - required if divorce or separation
agreementwentinto effect after 2008
Check here to attach a PDF of Form 8332 to the e-file

O

= Attach form to Form 8453 or scan and
upload PDF
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Power of Attorney

Pub 4012, pg K-9

e Required if other than taxpayer signing
return

e Must include authority regarding tax
returns

e Does not survive death of taxpayer
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Power of Attorney
.

e Click on Add Forms; select 2848 (POA)

m Check box at top, “using this form”

US 2848 Power of Attorney and Declaration of Representative

Pub 4012, pg K-9

2012

g—
Check here ifusing this form' O '
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Power of Attorney
I

= Complete Box 2 (if no CAF number, enter
llNone”)

= Complete Box 3 — Matters
# Description: Income tax
# Tax Form Number: Form 1040
» Year(s) or period(s): As applicable

m Check line 6 box on Page 2 to NOT revoke
taxpayer’s prior POA

= Fill in red lines in Part Il, Declaration
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Pub 4012, pg K-9
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Power of Attorney
.

e Follow site process for transmitting
required documents to IRS (e.g., Form
8453 or PDF)

e Attach taxpayer’s own POA if available

e Spouse unable to sign — may not require
POA —see Pub 17 — pg 21
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Form 8949 Substitute

e Check appropriate box at top of
Schedule D

US Schedule D Capital Gains and Losses

Name: e SSN: e

Check one ofthe boxes below if you want to attach an acceptable substitute list of transactions in lieu
oflisting each transaction individually. Form 8949 mustbe filed with the appropriate box (A, B, orC)
checked. Enter the combined totals on the Capital Gain /Loss worksheet. Use a separate line to listthe
total of each type of transaction (A B or C). See the instructions for more information.

Check here if you wantto attach a substitute listto Form 8453
Check here if you wantto attach a PDF ofthe substitute list to the e-file
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File this form only if you are attaching one or more
of the following forms or supporting documents.

[ Appendix A Statementbya Taxpayer Using the Procedures in Rev. Proc. 2008-20 to Determine
a Theft Loss Deduction Related to a Fraudulent Investment Arrangement
[ Form 1088C, Confributions of Motor Vehicles, Boats, and Airplanes (orequivalent

contemporaneous writen acknowledgement)
d Declaration of Representative (or POAthat states the agent

Form is granted authonty to sign the retlumn) Only required ifyou are not attaching a PDF of Form 2848,
[l Form 3115, Application for Change in Accounting Method
845 3 -] Form 3468, attach a copyofthe first page of NPS Form 10-168a, Historic Preservation Cerification
Application (Part2 - Description of Rehabilitation), with an indication thatit was received bythe
Department of the Interior or the State Historic Preservation Officer, together with proofthat the
building is a certified historic structure (or thatsuch status has been requested)
[.] Form 4136, attach the Certificate for Biodiesel and, if applicable, Statement of Biodiesel Reseller
ar a ceriificate from the provideridentifiing the product as renewable diesel and, ifapplicable, a
statement from the reseller
. [ Form 5713, Intemational Boycott Repart
other Ilsted [ Form 8283, Noncash Chantable Contributions, Section A (if anystatement or qualified appraisal
is required) or Section B, Donated Property, and any related attachments (including any qualified
attachments . aeai '

for Child by Custodial Parent (orcertain
atwentinto affect after 1984 and

OUt Of SCOpe before 2009) (seeinstructions) Onlyrequired if you are not attaching a PDF of Form 8332.
[ Form 8858, Information Retumn ofU.S. Persons with Res pect to Foreign Disregarded Enfifies
[] Form 8864, attach the Certificate for Biodiesel and, if applicable, StatementofBiodiesel Reseller
or a ceriificate from the provideridentifying the product as renewable diesel and, ifapplicable, a
statement from the reseller

chments

(or a statementwith the same
, tronically on Form 8949.

Only required if you are not attaching a PDF ofa subsitute list
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Estimated Payments for 2015

.

e Taxpayer owes more taxes for 2014 than amount
withheld or paid via credits

AND

e Taxpayer expects to owe more than $1,000 for
next year after subtracting tax withheld and
credits

AND

e Taxpayer expects 2015 tax withholding and
credits to be less than 90% of the tax on 2014

return
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Estimated Taxes

e Estimated tax payments are submitted
with Form 1040-ES (if mailed)

e Checks payable to US Treasury
e Can pay by EFT (see ACH form)

e Estimated tax payments for 2015 due on
4/15/15,6/15/15,9/15/15 and 1/15/16

e Calculated on Form 1040-ES worksheet

TAX-AIDE .
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1040 ES Fill out line-by-line if expect
significant change in income

or deductions

US 1040ES Estimated Tax Worksheet and Vouchers

Name: David Spous. SSN: 022:02:8438........

i Estimated Tax Worksheet

1 Adjusted gross income expected without s ocial security 0
Amount of social security expected 0
Tax-exemptinterest expected e — )
Taxable socialsecuriy 9

Adjusted gross income expected ] 0

Please note thatitemized deductions will be limited ifthe AGlis more than

$300,000 if married filing joint, $275,000if head of household, $250,000

ifsingle, or$150,000 ifmarried filing separate. Enterthe limited itemized

deductions amountbelow.

2 Deductions. Ifadependentofanother, entereamned income 0
Number age 65 or older 0
Number blind 0 Standard 0
Total itemized deductions 0 ob

3 Subtractline 2 from line 1
4 Exemptions. Multiplynumber: _0 times $3,900
5 Subtractline 4 from line 3
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16 Balance. Subtractline 15 from line 14¢.

Estimate desired, if different from required
Amount used on vouchers below

Note: If this is less than $1,000, you are not required to make estimated payments

Estimated Tax - 104.0-ES in TaxWise

OR Enter desired amount on line 16

1200

Current year overpayment: 0

O All (Check here [ for equal division)
O 1st installment only

Amount applied to 2014 tax: .| 0
Payment due dates 04/15/2014 09/15/2014 01/15/2015
Amount 300 300 300
Overpayment 0 0 0
Balance 300 300 300
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Account number:

Amount you want debited for this estimated tax payment

Routing number: Checking & Savingss O

Estimated Tax - 1040-ES in TaxWise

e Print four vouchers for taxpayer to mail -OR-
e Submit four ACH 1040/ES Forms

If you filled in amounts above to pay your balance due, do NOT fill in any information below. Shift F10
for a new warksheet and fill in the bottom part of that worksheet.

Account information above is nat verified by Taxwise.
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Final Steps - Once Return is Final:
L

1. Set Return stage efile - Complete
efile - Incomplete
2. Run Diagnostics and eFile - Waiting for Signature
Paper File - Complete
click on e-file again e

DO NOT FILE

3. Print return(s)

4. Assemble return(s) for taxpayer
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Final Steps (cont)

5. Obtain appropriate signatures — if joint
return, both taxpayers must sign

= Form 8879 for e-file
= Form 1040, Pg 2 for paper returns

> Note: Volunteers do not sign taxpayer
returns, nor does ERO sign Form 8879

6. Place all documents in AARP Tax
Records Envelope
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Form 8879

e Automatically completed by TaxWise

. . . = OMB No. 1645-0074
Form 8879 IRS e-file Signature Authorization
> Do not send to the IRS. This is not a tax return. 2@ 13
® Keep this form for your records. -
Department of the Treosiry
tmbel sttt Yt d » Information about Form 8879 and its i fons is at WWw.irs.g 9.

Submission |dentification Number {S10} ’

Taxparyer's name | Social seaurity number

Spouse’s mame Spouse's social security number

TAX-AIDE .
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Signature Section

. . . . . ) . , -
Taxpayer Declaration and Signature Authorization (Be sure you get and keep a copy of your return)

for the t: . . .
ﬁ:;iiﬁ%y? Under penalties of perjury, | declare that | have examined  fevonic retum
il a copy of my electronic individual income tax return...and  f2q firancia
of my feceral

emann il t0 the best of my knowledge and belief, it is true, correct, practheus.

Treasury Fin nt (settlement)
aever | @nd complete. el
electronic ini
Taxpayerd | cONsent to allow my intermediate service provider to
L ' send my return to the IRS... Qm
a: ros

[ 1 will enter my PIN as my signatu
entering your own PIN and yo!

(O Signatu re(s) PIN method. The ERO must complete Part lll below.

Your signature » Date

Under penalt] Ind statements
t the amounts
ission, (b) the

horization is to

lly filed income tax return. Check this box only if you are

Spouse’s PIN: check one box only
[J lauthorize to enter or generate my PIN D:I:I:I]

EHOimnems Enter five numbers, but
as my signature on my tayfyear 2013 electronically filed income tax return. do not enter all zeros

entering your own PIN ghd your retum is filed using the Practitioner PIN method. The ERO must complete Part Il below.

Spouse’s signature » Date

[ 1 will enter my PIN as mysignature on my tax year 2013 electronically filed income tax return. Check this box only if you are
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The Last Word

e Explain what will happen next
m Site responsibilities
= Taxpayer’s responsibilities

e Ask taxpayer if any questions

e Remind to bring entire envelope next year and
to put next year’s source docs in envelope as
received

e Ask taxpayer to thank site, tell friends

e Thank taxpayer for coming

TAX-AIDE .
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Final Steps (cont)

7. Complete site log or use other means,
as directed by your Coordinator, to
report your activity

8. File copy of Form 8453 and attachments
per site policy if applicable
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Concluding the Interview

Questions... y @@

Comments...
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