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Tax Preparation

Course Introduction

-~

FOUNDATION

Welcome
.

e AARP Tax-Aide
education is all
about:

= Interaction with
taxpayer

= Forms
m Data
= Calculations
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AARP Foundation Tax-Aide

I
e Nationwide non-profit program
administered by AARP Foundation

e Helps low-to-moderate income taxpayers
with special attention to age 60+

e Free confidential service

e Committed to high-quality service

e Answers tax questions/prepares returns
e Funding from AARP Foundation and IRS
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Objectives
I

e Course levels and training approach
e Certification process

e Volunteer responsibilities

e Critical components of return
preparation process

e Resources available

TAX-AIDE
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Course Levels

e Two Levels

= Basic — for Volunteer Income Tax Assistance
(VITA) sites (not Tax-Aide)

m Advanced - all Tax-Aide Counselors

e Optional Courses
= Health Savings Accounts
= Military

= International

TAX-AIDE n
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Training Approach

e Process Based Training (PBT)

Structured process combining interview,
application of law, and tax software to
complete return followed by full Quality
Review of the return

e Learn to use IRS reference manuals

TAX-AIDE o
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Training Approach
.

e Income tax training
= Start with basics
m Continue through complete return
= It becomes a process

m Course follows progression through Form
1040

TAX-AIDE n
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Tax Return Preparation is a Process
.

Greet taxpayer and Complete Quality Review by
verify identity with —»| State/Local returns »| second Counselor
photo ID and SSN if applicable with taxpayer

Re.V|ew 1&!form and Review Forms Tree — Create e-file
discuss all answers | .
with taxpayer clear any warnings ¢
l l Print return(s) for
- - taxpayer
Start return, fill out cESrZBcIZisc::rlgsrs_— l
Main Info Sheet . .
re-run Diagnostics Taxpayer
l l signature(s)
Complete Federal Create e-file if ¢
return — follow Form [— applicable — correct Collate copies —
1040 line by line any errors review w/taxpayer

TAX-AIDE A
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Federal Return (1040)
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Filing Returns
.

e All returns completed on computer

= TaxWise software supplied by IRS
» Resides on server at vendor (TWO)

e All returns must have quality review

= 2" pair of eyes
e All returns filed electronically

e Each taxpayer gets printed copy

TAX-AIDE !
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Certification Process
I

e Complete two tests to meet IRS/AARP Tax-Aide
certification requirements

= Volunteer Standards of Conduct (VSC) Test

m Advanced Test
e Minimum score of 80% required on each
e May take one retest if necessary
e Show competency in use of TaxWise®

e New volunteers generally do not complete optional
courses

TAX-AIDE N
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Volunteer Responsibilities
L

e Stay within scope of program
e Stay within training completed

e Become familiar with and use resources
= IRS Pubs
= IRS help facilities

State Pubs and help facilities

Fellow counselors

= AARP Tax-Aide Cybertax Alerts

e Understand return is client’s responsibility

TAX-AIDE o
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Volunteer Responsibilities
N
e Protect confidentiality and security

e Do not retain any data at site

= Exception — Form 8453 and attachments

e Record ALL activity at site every shift

e Follow site’s e-file process
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Volunteer Protection Act of 1997
.

e Certified volunteers not liable if:

= Received IRS/AARP Foundation Tax-Aide
Training

= Harm not wilful
m Act within scope of program and training

= AARP Foundation Tax-Aide policies and
procedures are followed

TAX-AIDE
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Expectations for Instructors
I
e Provide positive learning experience

e Help you learn and understand
preparation process

e Answer questions

e Check workbook assignments

e Provide feedback
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Expectations for Volunteers
L

e Be positive (not disruptive) in a learning
environment

e Follow directions (don’t jump ahead)

e Ask questions

e Timely completion of assighments

e Successful certification

TAX-AIDE
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Process Components Each will be covered

in a later slide

e IRS Forms e IRS Publications

= Form 13614-C = Pub 4491
= Pub 4012

= Form 1040 = Pub 17

= Form 1095-A = 1040 Instructions

= Form 1099 (various) = Pub 5157

= Form 8962 e TaxWise Software

= Form 8965 e State reference
material as applicable

:

Training Reference Icons

Tax Law
T - Qe
iy
- TR
TaxWise Quality Exit Practice

Review Interview

TAX-AIDE
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The Starting Point - Taxpayer

Interview
I

Fom 13614-C st Ty e R St P
(October 2004} Intake/Interview & Quality Review Sheet e —
\‘I‘NMIKM: + Plwase mmm l-‘ﬂﬂ!llfnﬂ!
Sbell mMII!F«Iﬂ!W! |nw 1088 -lenmmlbll the information on your return. Please provide
al sec '
L Eochare 1 et o vt Ariver e hennsel 1o yan and your spouse. |+ W vor hive quvitions. plasee stk the IRS cartiied voluntesr preparer,
Pan | - Your Personal Information
1. Your irst name X1} Last name Aee“youaus cligen?
0O Yes O Me
2 Your spouse’s first name L1 Last name Is your spouse a U S, ctizen?
O ¥es =L
3. Maling address. ]An:u luw ke IIF code
4. Telephone number(s) Emad acdress (opbonal)
& Your Date of Birth & Your job e 7. Last yed, wore you o Fubl e shudent [ Yes [ Mo
. b. Totaly and permanenty demabled [ Yes [ Mo  « Legalybtand [ Yes [0 No
B Your spouse’s Dase of Birth | 5. Your spouse’s job ke 10 Last year, was your spouse: a Full me shdent (] Yes [J Mo

& Totally and peemantny dnabled [ Yes [J Mo ¢ Legalyband  [J Yes [ No
TT_Cn anyone €l you of your spoust on her i reum? ] Yes I Mo [ Unswn

12 Hawe you OF yOur Spouse a. Been a victim of wdentity theft? [ Yes [ Mo b Adoptedachis? [ Yes [ No

Part Il - Marital Status and Haulﬂwlﬂ Information

1. As of Cecomber 31 of lastyear, [] Singie [This Ichudes. regatersd domestic parnerships, cl unons, o olher fermal relationships under state Law)
were you. O Mamied 2 Dwd you five with your spouse during any part of the last six months of 20147 [ Yes [ Mo

b Was your marriage recogrized under the aws of the state(s) you are fing in? [ Yes O No [ Uesure
[0 Dworced or Legally Separated  Diate of final Secres of Separae manienance agresment
O Widowed Year of spouss’s death

T it the names Blow of e
Wi v with yous st year fodher AN o or JOur Spouse) ?
anyons you supported but did ot live with you last year
Fiame (st st Do ot oo your | Gl of B | Fbanonaieg o [Fvier of | U3 [Aessaend [Bmgm o [P
e e Rl E el e T e e B
exangie son, [wain | sno) |Canada, fof 1231412 |2 pear |Disatied
e i

Voluntesrs are trained 1o pravide Ngh quality service and uphald the highest ethical standards.
T raport unathical behavior to the IRS. small us ot wlvoltaxBins. ooy of call toll free 1-877-330-1208

Forn 13614-C thew. 1020043

19
=
Form 13614-C: Intake/Interview
[}
Tos | Mo [Uresre [Chwck sppropeiars Box or swch aesiion in sach secion
> Pari - Ine Vaar, Did You (or Veur Spousel Recaive
O[O O [ 1 (B Wages or Sakary? (Form W2} 1 yes, how marny jobs ded you have Last year?
ao|a =} 2 {A) Tip Income?
oo o 3. (B) Scholarshigrs? (Fores W-2, 1006-T)
olof o |4 trom ants, bonds, £, beokerage? (Forms. 1005-INT, 106600V
00| O | 5 (5 Relud of statetocal incomse tanes? (Form 100501
oo o 0. {B) Almonsy noome?
00| O | 7 (A)SeEmphoyment exome? (Fom H0UMISC, cash)
o|lo| o |& tor ary wok Forms W-2 or 10057
o(o| o L3 |l>nm|mm;mmmumu maﬂﬂkﬂm?rmmnﬂ'ﬂﬂmlwrb 0808}
o|ga o 10 () Drsabality income ? {siuch a5 payments. iom rsurance, of workers compermsaton) (Forms 1096-R, W.2)
ao|a =} 11 (A) Distrbution from Pensions, Annues, andéor IRA7 (Form 1099-R)
O|O| O |12 (8 Unemployment compensation? (Foim 16661
00| O |13 @) Socal Secunty or Rakood Resrement Benefis? (Forms SSA. 1098, RRE-1006)
OO O | M) ncome jorioss) fom Rental Property?
=] 01|15 8 Other mcome'? (gambsng, katlery. prizes, awards, jury dhity, Sch K-1. efc | (Forms W-2G) Specy
> Pan IV - Expenses — Lrat Yaar, Did You (or Your Spadse) Pay
[=} =] o 1 {B) Amony? I yes, do you have the recpeent's SSN7 (] Yes 0 Mo
o|g =} 2 Confrbutions 10 & retrement account? A (A 4O (8} Fos LA (B) Otvar
o|g o 1 {B) Post secondary Mo yoursell, spouse of {Form 1088-T)
ojo| o e 7 (vuch dormm of mdwage|
olof o |64 e
00| O | 88 Home mogage tenest? (Fom 1068)
ool o |r o your home of o your wetcie? (Form 1068)
g(o| o 8. (B} Chartatle contritations
g(o| o 8. {B) Chid o degerdent cane experses such as daycane?
o|a o 10 (B) For supphes used 2 an elpible educalor such as a teacher, teacher's ade. counselor, efc 7
olg 0 1" COme o
) Fanv-LimE Last Year, D You jor Your Spousel
T[T O | 1 (HSA) Have o Heath Savegs Account? (o 5455, T090-5A, W2 wilh code W in bos 12)
00| O | 2(E00)Have dett bom eret eand 1096-C, 1099-4)
ao|o o 3.{A) Buy, sell o have a foreciosure (COD) of your home? (Form 1008.4)
o|g o 4 {B) Have Eamed income Credd (E1C) dsaliowsd i o pror year? I yes, for wihech ta year?
o|a o 5. {A) Purchase and install energy-efioent home tems? (such as wandows, fumace, insulaton, efc
00| O | 8 {5)Lvenon e it was sllecied by 2 rotural deaasier? I yes, whare?
00| O | 7 (8)Receme the First Time Homebuyers Credit in 20087
O (0| O | 8 {B)Payany stdent kan interest? (Form 1006-E)
O|O| O | o8 Make estmated tx payments o apply kst year's refund 1o i year's tx? 8 50 bow much?
ol0 |u] 10.(A) Fibe & federal retum List year containng a “capital koss camyover” on Form 1040 Schedule D7
Frer—ror Py o 13BTA-C fows 10:0M)
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Form 13614-C Part1V: Health Care

Co eraﬁe

Yes | No [Unsure| Check appropriate box for each question in each section
Part VI: Health Care Coverage ( CHIP, i i Rlay 7 Heaith wtc.)
[mg =] [n] 1, Last year, did you have health care coverage for you, your spouse, and all 7 (Forms W-2, 1099 S5A and Form 1065 senies)
2. Last year, did you of your spouse recenve an advance payment from the Marketplace to help you pay for your monthly health care payments?
o|jo| o 5,
(Form 10954)
Viskt hotp:(hwoarw healtheare. gov/ or call 1-800-318-2596 for more on health | options and assistance.
If you'rs iving advancs of the pi tax cradit o halp pay for your haalth Insurance coverags, yeu should report e changes, such az
income. marital status or family size ch. o your porting changes will help to make sure you are getting the proper amount of advance
payments.
To be completed by a Certified Volunteer Preparer {Use Publication 4012 and check the appropriate box{es) indicating the health care coverage status for everyone listed on the retum)
(B) For the Entire year (B) For part of the year (B) No Health Care (B) Quality for an
Had Health Care Coverage .
= (12 months) (Less than 12 moniths) Coverage at all exemption
Taxpayer
pouse
D number 1 (page 1)
Dependent number 2 (page 1)
Drependent number 3 (page 1)
Dependent number 4 (page 1)

Course Introduction
Questions?
Comments...
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