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Requirements

I
e ALL returns must receive Quality Review
by 2" certified preparer

e QR must be completed with Taxpayer or
representative present
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Quality Review Methods

e Designated Review — preferred method
= Designated Quality Reviewer

= Dedicated to reviewing completed returns

e Peer Review — volunteers exchange
returns with each other

e Self-Review — not acceptable
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Who Conducts The Quality Review?

e Second Certified Tax Counselor must 7
Quality Review EVERY return v

e QR on computer rather than printed
return

= Incomplete forms or red fields are

apparent A

m Ease of updating errors
= Saves paper and ink/toner

TAX-AIDE
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Intake/Interview Sheet

e Explain Quality Review Process to
taxpayer

e Review 1040 entries line-by-line

e Any other ‘issues’ that came up during
preparation

e Highlight any carryovers

e Respond to any questions

TAX-AIDE n
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Intake/Interview and QR Sheet

e Form 13614-C, Pg 4

Part VIIl - IRS Certified Volunteer Quality Reviewer Section canfirm

Review the tax return with the taxpayer to ensure: In_scope
+ Taxpayer (and Spouse's) identity was verified with a photo 1D.

+ The volunteer return preparer/quality reviewer are certified to prepare/review this return and return is within scope of the program
+ All unsure boxes were discussed with the taxpayer and correctly marked yes or no.
+ The information on pages one through three was correctly addressed and transferred to the return.

+ Names, SSNs, ITINs, and EINs, were verified and correctly transferred to the return. — conf-
tatus was ver : irm
+ Filing status was verified and correct -

+ Personal and Dependency Exemptions are entered correctly on the return.

+ All Income {including income with or without source documents) checked "yes" in part |ll was correctly transferred to the tax return.
+ Adjustments are correct.

+ Standard, Additional or ltemized Deductions are correct.

+ All credits are correctly reported.

+ All Affordable Care Act information is reported correctly

+ Withholding shown on Forms W-2, 1099 and Estimated Tax Payments are correctly reported.
« Direct Deposit/Debit and checking/saving account numbers are correct. confirm
+ SIDN is correct on the return.

+ The taxpayer(s) was advised that they are responsible for the information on their return.

TAX-AIDE o
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Quality Review Process

dependents; compare with return

e Verify most advantageous filing status is

e Review Intake/Interview Sheet for possible
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selected
e Verify dependent coding on Main Info Sheet,
e.g., EIC
C
Date Social Relationship § Moo | [E |C
First name Last name of Age security to in|dDIl T
birth number YOU Hmle |C |C C
| o HAEEE

Quality Review Process

e Look for typos, transposed digits,
missing information, misspellings, etc.

e Compare Intake/Interview Sheet and
supporting documents to return

e Ask taxpayer probing questions

e Ask: “Is there any other income?”

TAX-AIDE
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Quality Review Process

e Verify adjustments
e Verify deductions (Schedule A)
e Verify credits — including required forms

e Verify correct entry of withholding and any
estimated payments

e Verify direct deposit information

= Bank routing number and account number
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Quality Review Process

e If returning taxpayer, review Summary
Form in TaxWise to compare year-over-
year changes

e Otherwise, compare 2014 return to 2013
return if available

e Verify differences are reasonable and
taxpayer understands reasons for any
“significant” changes

TAX-AIDE

NTTC Training — 2014 10




TaxWise Quality Tools

e Diagnostics
= NO unnecessary overrides
= NO e-file restrictions

= No missing information

e Create “e-File”

= Clear any error messages
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Quality Review Process

e Validate use of scratch pads

available

e Remove unnecessary overrides

= Few exceptions
e No red fields

e No incomplete forms &

TAX-AIDE
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= Never use when a form or worksheet is
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Quality Review Process

e Verify data entered for state returns, if
any

e Verify Practitioner PIN used, not
Self-Select PIN

e Verify counselor entered initials in
Preparer Field in Preparer Use Form in
TaxWise

e QR person enters initials in QR Field
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Quality Review Process

e Review tax return notes
= Taxpayer diary

= Notes for Preparer — bottom of Main Info
page

= Taxpayer reminders — bottom of Prep
Use form

TAX-AIDE
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Preparer Use Form
.

e Complete for each return

= Language/disability questions help
gather info for funding grants

e Taxpayer Reminder field

= Enter information you need to convey to
preparer for following year

> Taxpayer Diary may be preferable

TAX-AIDE N
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Preparer Use Form
.

[& 8879
Select from Forms Tree ————— [ Frep Use

[E] RES/NR Wikt

[& summary

i us Preparer Use Form

Check here if using this form:
Only answers are stored in the database.

! Name: SSN:  021:02:8438

Preparer Use Fields

Question Answer

TAX-AIDE -,
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Preparer Use Form (cont)
.

9

10
11 Otherthan English what language isspoken in your home Q
12 Do you or any member of your household have a disability

13 Counslosinifals

vYiv

Taxpayer Reminders

TAX-AIDE N
NTTC Training — 2014 17

Quality Review Summary

e Verify all source documents accurately
reflected in return

e Verify counselor initials are in Preparer
Field in Preparer Use Form and QR
initials in QR Field

e Re-run diagnostics

TAX-AIDE o
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Common Errors
I

e Improper SSN e Entry of 1099-0OID as tax

exempt
e Incorrect name P

e Improper completion of
EIC Worksheet

e Transposed
characters/numbers

e Errorsin entry: W-2,
1099R, EIN, name

e Improper entry of 1099
information
e Return prepared with

e Improper use of .
prop out-of-scope issues

Simplified Method 1099-R

e Improper entry of RRB-
1099R
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Top Problems Using TaxWise

e Improper OVERRIDES

e Improper use of punctuation

e Improper last name of spouse and dependents
e Not linking 1099-MISC to Schedule C

e Use of scratch pad instead of worksheet or form

e Adding a new form when there is a usable
existing form

e Not creating e-file as last item before exiting
return; if Taxpayer signed 8879

e Incorrect or no state adjustment for interest
and dividends

TAX-AIDE o
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A good quality review
takes time.

Do not short-change the
taxpayer by rushing through it.
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Quality Review

Questions?

Comments?
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