
Publication 4012 

VITA/TCE Volunteer Resource Guide 

Volunteer Income Tax Assistance (VITA)/Tax Counseling 

for the Elderly (TCE) 

Volume 1 of 14 

Take your VITA/TCE training online at 

https://apps.irs.gov/ app/vita. Link to the 

Practice Lab to gain experience using tax 

software and take the certification test online, 

with immediate scoring and feedback. 

Publication 4012 (Rev. 10-2022) Catalog Number 74146L 

Department of the Treasury Internal Revenue Service www.irs.gov 
Visit the Accessibility 

Page on IRS.gov 

https://apps.irs.gov/app/vita/
https://apps.irs.gov/app/vita/


2 

This page is intentionally left blank 



3  

How to Get Technical 

Updates? 

Updates to the volunteer training materials 

will be contained in Publication 4491-X, 

VITA/TCE Training Supplement. The most 

recent version can be downloaded at: 

www.irs.gov/pub/irs-pdf/p4491x.pdf 

 

  

https://www.irs.gov/pub/irs-pdf/p4491x.pdf
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Volunteer Standards of 

Conduct 

VITA/TCE Program 

The mission of the VITA/TCE return 

preparation program is to assist eligible 

taxpayers in satisfying their tax responsibilities 

by providing free tax return preparation. To 

establish the greatest degree of public trust, 

volunteers are required to maintain the 

highest standards of ethical conduct and 

provide quality service. 

Annually all VITA/TCE volunteers (whether 

paid or unpaid) must pass the Volunteer 

Standards of Conduct (VSC) certification test 

and agree that they will adhere to the VSC by 

signing and dating Form 13615, Volunteer 

Standards of Conduct Agreement, prior to 

volunteering at a VITA/TCE site. In addition, 

return preparers, quality reviewers, 

coordinators, and tax law instructors must 

certify in Intake/Interview and Quality 
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Review. Volunteers who answer tax law 

questions, instruct tax law classes, prepare or 

correct tax returns, or conduct quality reviews 

of completed returns must also certify in tax 

law prior to signing the form. Form 13615 is 

not valid until the site coordinator, sponsoring 

partner, instructor, or IRS contact confirms 

the volunteer’s identity, name and address, 

and signs and dates the form and signs and 

dates the form. 

As a volunteer in the VITA/TCE Program, you 

must adhere to the following Volunteer 

Standards of Conduct: 

VSC 1 Follow the Quality Site Requirements 

(QSR). 

VSC 2 Do not accept payment, ask for 

donations, or accept refund payments 

for federal or state tax return 

preparation from customers. 

VSC 3 Do not solicit business from taxpayers 

you assist or use the information you 
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gained about them (their information) 

for any direct or indirect personal 

benefit for yourself or any other 

specific individual. 

VSC 4 Do not knowingly prepare false returns. 

VSC 5 Do not engage in criminal, infamous, 

dishonest, notoriously disgraceful 

conduct, or any other conduct 

considered to have a negative effect 

on the VITA/TCE program. 

VSC 6 Treat all taxpayers in a professional, 

courteous, and respectful manner. 

Failure to comply with these standards could 

result in, but is not limited to, the following: 

• Your removal from all VITA/TCE program; 

• Inclusion in the IRS Volunteer Registry to 

bar future VITA/TCE activity indefinitely; 

• Deactivation of your sponsoring partner’s 

site VITA/TCE EFIN (electronic filing ID 

number); 
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• Removal of all IRS products, supplies, 

loaned equipment, and taxpayer 

information from your site; 

• Termination of your sponsoring 

organization’s partnership with the IRS; 

• Termination of grant funds from the IRS to 

your sponsoring partner; and 

• Referral of your conduct for potential 

TIGTA and criminal investigations. 

TaxSlayer® is a copyrighted software program 

owned by Rhodes Computer Services. All 

screen shots that appear throughout the 

official Volunteer Income Tax Assistance 

(VITA) and Tax Counseling for the Elderly 

(TCE) training materials are used with the 

permission of Rhodes Computer Services. 
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Confidentiality Statement: 

All tax information you receive from taxpayers 

in your volunteer capacity is strictly 

confidential and should not, under any 

circumstances, be disclosed to unauthorized 

individuals. 
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How to Use This Guide 

This publication is designed as a guide to 

assist you in preparing a return using 

TaxSlayer.* Not all forms are authorized for 

all volunteer programs. Forms intended 

specifically for the Military VITA Program will 

be annotated as such. Volunteers should only 

provide tax assistance based on their level of 

certification— Basic, Advanced, Military, 

International, Foreign Student and Puerto 

Rico 1 & 2. 

The screening sheets/decision trees, charts 

and interview tips are from your training 

materials, Publication 17, Your Federal 

Income Tax Guide For Individuals, and other 

tax topic related publications. Use these tools 

during the dialogue with the taxpayer—“ask 

the right questions; get the right answers.” 

https://www.irs.gov/pub/irs-pdf/p17.pdf


31  

 

Here are the Icons used for ease of navigation 

though-out this publication. Hyperlinks in blue 

bold type will link you to the link or document 

labeled. Also the Table of Contents is linked to 

jump to every listing. 

Interactive Tax Assistant (ITA), is an 

excellent tool to guide you through answers to 

tax law questions and is available 

www.irs.gov/help/ita. 

SPEC allows volunteers to use the IRS 

provided software to prepare and 

electronically file their own tax return and the 

returns of family and friends. Unlike VITA/TCE 

returns, these returns have no income or tax 

law limitations. 

 

 

https://www.irs.gov/help/ita
https://www.irs.gov/help/ita
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The software may change after this 

publication becomes available. Screen 

shots in this guide may depict last 

year’s version of the software. Follow the 

menus and prompts to enter current year tax 

information in the software. If additional 

information is needed, refer to TaxSlayer’s 

VITA/TCE Blog. The blog will keep you up to 

date with any changes and notifications 

regarding preparing, creating or modifying 

returns. Publication 4491-X, VITA/TCE 

Training Supplement, will be released in 

January to notify volunteers of any tax law 

and software updates. 

*TaxSlayer is a copyrighted software program 

owned by Rhodes Computer Services. All 

screen shots that appear throughout the 

official Volunteer Income Tax Assistance 

(VITA) and Tax Counseling for the Elderly 

(TCE) training materials are used with the 

permission of Rhodes Computer Services. 

 
 
 

https://www.irs.gov/pub/irs-pdf/p4491x.pdf
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Scope of Service 

When using the list, please note that column 

3 (In Scope?) does not stand alone. 

Additional information contained in columns 4 

and 5 (Scope Limitations and Certification 

Levels) may include topics or certification 

levels that affect whether volunteers may or 

may not prepare the return under the 

provisions of the Volunteer Protection Act. 

If no certification level is listed, the topic is in 

scope for all certification levels. 

Many forms and schedules that are out of 

scope are included as reference. If a form or 

schedule is not listed, it is out of scope 

because no training has been provided. In 

addition, if a volunteer has not been trained 

on an in-scope tax law topic, that topic is out 

of scope for that volunteer. 
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VITA/TCE Quality Site 

Requirements 

All taxpayers using the services offered 

through the VITA/TCE programs should be 

confident they are receiving accurate tax 

return preparation and quality service. The 

purpose of the ten Quality Site 

Requirements (QSR) is to ensure quality 

and accurate tax return preparation and 

consistent site operations. The QSR are 

required to be communicated to all volunteers 

and partners to ensure IRS and partner 

mutual objectives are met. The ten 

requirements are listed below. 

QSR 1:  Certification 

QSR 2:  Intake/Interview & Quality Review 

Process 

QSR 3: Confirming Photo Identification and 

Taxpayer Identification Numbers (TIN) 

QSR 4:  Reference Materials 
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QSR 5: Volunteer Agreement 

QSR 6: Timely Filing of Tax Returns 

QSR 7:  Civil Rights 

QSR 8:  Correct Site Identification Number 

(SIDN) 

QSR 9:  Correct Electronic Filing Identification 

Number (EFIN) 

QSR 10: Security 

For detailed guidance on the QSR, refer to 

Publication 5166, VITA/TCE Quality Site 

Requirements. For guidance on applying the 

QSR to alternative filing methods, see 

Publication 5324, Fact Sheet for Partners 

and Employees-Quality Site Requirements for 

Alternative Filing Models. 

 
  

https://www.irs.gov/pub/irs-pdf/p5166.pdf
https://www.irs.gov/pub/irs-pdf/p5166.pdf
https://www.irs.gov/pub/irs-pdf/p5324.pdf
https://www.irs.gov/pub/irs-pdf/p5324.pdf
https://www.irs.gov/pub/irs-pdf/p5324.pdf
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Legislative Extenders 

  



56 
 

This page is intentionally left blank 

  



57 
 

This provision has been renewed 

through tax year 2025. Refer to this 

tab and the Temporary Provisions 

lesson in Publication 4491 for additional 

information. 

Discharge of Qualified 

Principal Residence 

Indebtedness 

Use the job aid on the following page to 

determine if the debt forgiveness on the main 

home is within scope. 

Taxpayers may exclude from income certain 

debt forgiven or canceled debt on their 

principal residence. This exclusion is 

applicable to the discharge of “qualified 

principal residence indebtedness.” If the 

canceled debt qualifies for exclusion from 

gross income, the debtor may be required to 

reduce tax attributes (certain credits, losses, 

and basis of assets) by the amount excluded. 

https://www.irs.gov/pub/irs-pdf/p4491.pdf
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If a property was taken by the lender 

(foreclosure) or given up by the borrower 

(abandonment), the lender usually sends the 

taxpayer Form 1099-A, Acquisition or 

Abandonment of Secured Property. Form 

1099-A will have information needed to 

determine the gain or loss due to the 

foreclosure or abandonment. 

• If the debt is canceled, the taxpayer will 

receive Form 1099-C, Cancellation of 

Debt. If foreclosure/ abandonment and 

debt cancellation occur in the same 

calendar year, the lender may issue only 

Form 1099-C, including the information 

that would be reported on Form 1099-A. 

Volunteers may assist taxpayers who meet 

the following requirements: 

• The home was never used in a business or 

as rental property 

• The debt was not canceled because the 

taxpayer filed bankruptcy 

https://www.irs.gov/pub/irs-pdf/f1099a.pdf
https://www.irs.gov/pub/irs-pdf/f1099c.pdf
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• The taxpayer isn’t in bankruptcy when 

he/she comes to the site for assistance 

• Form 1099-C doesn’t include an amount 

for interest 

• The debt must be a mortgage used only to 

buy, build, or substantially improve the 

taxpayer’s primary residence, i.e., this 

money was not used to pay off credit 

cards, medical/dental expenses, 

vacations, etc. 

• The mortgage was secured by the 

taxpayer’s primary residence 

• The mortgage was not more than 

$750,000 ($375,000 if Married Filing 

Separately). The maximum amount a 

taxpayer can treat as qualified principal 

residence indebtedness for debt 

discharged after 2006 and before 2021 is 

$2 million ($1 million if married filing 

separately). 
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To exclude debt forgiven on principal 

residence, go to Income>Other 

Income>Cancellation of 

Debt>Exclusions 

Form 1099-C, Box 3 (Interest if 

included in Box 2, Amount of Debt 

Canceled) and Box 6, Code A Out of 

Scope. 

  

If a bankruptcy, Out of Scope. 

If personally liable for the debt, sales 

price is the lesser of balance of 

principal outstanding (Form 1099-A, 

Box 2) or fair market value of property (Form 

1099-A, Box 4); if not personally liable on the 

debt, sales price is the balance or principal 

outstanding. 
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Screening Sheet for 

Foreclosures/Abandonments 

and Cancellation of Debt 

(Page 1) 

Publication 4731-A 

Screening Sheet for 

Foreclosures/ 

Abandonments and 

Cancellation of Debt 

If the taxpayer is in bankruptcy, the tax 

return is Out of Scope for the VITA/TCE 

Programs. 

Instructions: Use this Screening Sheet to 

assist taxpayers with Form(s) 1099-A and/or 

1099-C with cancellation of debt issues. 

• Use Part I for taxpayers with only Form 

1099-A for a foreclosure or abandonment 

of their principal residence. 
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• Use Part II for taxpayers with Form 1099-

C, or both Forms 1099-A and 1099-C 

resulting from cancellation of debt on a 

home mortgage loan. 

• Use Publication 4731, Screening Sheet for 

Nonbusiness Credit Card Debt 

Cancellation, for taxpayers with Form 

1099-C resulting from cancellation of 

credit card debt. 

Part I – Home Mortgage Loan 

1. Did the taxpayer receive Form 1099-A, 

Acquisition or Abandonment of 

Secured Property, from their home 

mortgage lender? 

 Yes – Go to Step 2 

 No – Advise the taxpayer to get the 

documentation from the home 

mortgage lender. 
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2. Did the taxpayer ever use the home in 

a trade or business or as rental 

property? 

 Yes – Go to Step 6 

 No – Go to Step 3 

3. Is Box 5 of Form 1099-A checked 

indicating a recourse loan in which the 

taxpayer is personally liable? 

 Yes – The sales price is the lesser of 

Box 2 (Balance of principal 

outstanding) or Box 4 (Fair market 

value of property) on Form 1099-A. 

 No – The sales price is the amount 

in Box 2 (Balance of principal 

outstanding) on Form 1099-A. The 

taxpayer is not personally liable 

(nonrecourse loan). 
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4. Ask the taxpayer for the cost or basis 

of the home. 

Refer to Publication 523, Selling your 

Home, for further information, if 

needed. 

5. Report the sale of the personal 

residence on Form 8949, Sales and 

Other Disposition of Capital Assets, 

and Schedule D, Capital Gains and 

Losses. 

If the disposition of the property 

results in a: 

Gain – The taxpayer may qualify for 

the Section 121 exclusion ($250,000 

or $500,000 if Married Filing Jointly) of 

the gain on the sale of a principal 

residence, if all requirements are met. 

Loss – The taxpayer cannot claim a 

loss on the sale or disposition of a 

principal residence. Use adjustment 
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Code L on Form 8949 to exclude this 

loss. 

Refer to Publication 4012 (Legislative 

Extenders Tab), “Entering Forgiveness 

of Qualified Principal Residence 

Indebtedness” for further information. 

6. These tax issues are outside the scope 

of the volunteer program. 

Refer the taxpayer to: 

• IRS website for the most up-to-

date information 

• A professional tax preparer. 

• The Taxpayer Advocate Service 

(TAS): 1-877-777-4778, TTY/TDD 

1-800-829-4059. TAS may help if 

the problem cannot be resolved 

through normal IRS channels. 

Additional Resources: 

• Publication 523, Selling your Home 
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• Publication 525, Taxable and 

Nontaxable Income 

• Publication 4681, Canceled Debts, 

Foreclosures, Repossessions, and 

Abandonments 

• Form 982, Reduction of Tax 

Attributes Due to Discharge of 

Indebtedness (and Section 1082 

Basis Adjustment) and Instructions 

Screening Sheet for 

Foreclosures/Abandonments and 

Cancellation of Debt (Page 2) 

Part II – Home Mortgage Loan 

1. Did the taxpayer receive Form 1099-C, 

Cancellation of Debt, from their home 

mortgage lender and is the information 

shown on the form correct? 

 Yes – Go to Step 2 

 No – Go to Step 6 



67 
 

Note: Answer “yes” if the taxpayer 

has received a Form 1099-A and Form 

1099-C. 

2. Did the taxpayer ever use the home in 

a trade or business or as rental 

property? 

 Yes – Go to Step 6 

 No – Go to Step 3 

3. Does Box 3 of Form 1099-C show any 

interest or does box 6 show code A 

indicating bankruptcy? 

 Yes – Go to Step 6 

 No – Go to Step 4 

Note: If Box 6 is not marked with 

code A but the taxpayer has 

subsequently filed bankruptcy, answer 

“yes.” 
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4. Ask the following questions to 

determine if the discharged debt is 

“qualified principal residence 

indebtedness:” 

a. Was the mortgage taken out to 

buy, build, or substantially 

improve the taxpayer’s principal 

residence? (Note: A principal 

residence is generally the home 

where the taxpayer lives most of 

the time. A taxpayer can have 

only one principal residence at 

any one time.) 

 Yes – Go to Step 4b 

 No – Go to Step 6 

b. Was the mortgage secured by 

the taxpayer’s principal 

residence? 

 Yes – Go to Step 4c 

 No – Go to Step 6 
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c. Was any part of the mortgage 

used to pay off credit cards, 

purchase a car, pay for tuition, 

pay for a vacation, pay 

medical/dental expenses, or used 

for any other purpose other than 

to buy, build, or substantially 

improve the principal residence? 

 Yes – Go to Step 6 

 No – Go to Step 4d 

d. Was the mortgage amount more 

than $750,000 ($375,000 if 

Married Filing Separately)? 

 Yes – Go to Step 6 

 No – Go to Step 5 

5. The discharged debt is “qualified 

principal residence indebtedness.” 

The volunteer should complete the 

applicable lines on Form 982, and file 

it with the taxpayer’s return. If the 
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residence was disposed of, the 

taxpayer also may be required to 

report the disposition (sale) on Form 

8949 and Schedule D. 

6. These tax issues are outside the scope 

of the volunteer program. The 

taxpayer may qualify to exclude all or 

some of the discharged debt. 

However, the rules involved in the 

mortgage debt relief exclusions are 

complex. 

Refer the taxpayer to: 

• IRS website for the most up-to-

date information 

• A professional tax preparer. 

• The Taxpayer Advocate Service 

(TAS): 1-877-777-4778, TTY/TDD 

1-800-829-4059. TAS may help if 

the problem cannot be resolved 

through normal IRS channels. 



71 
 

Additional Resources: 

• Publication 523, Selling your Home 

• Publication 525, Taxable and 

Nontaxable Income 

• Publication 4681, Canceled Debts, 

Foreclosures, Repossessions,and 

Abandonments 

• Form 982, Reduction of Tax 

Attributes Due to Discharge of 

Indebtedness (and Section 1082 

Basis Adjustment) and Instructions 
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Entering Forgiveness of 

Qualified Principal Residence 

Indebtedness 

Income>Other Income>Cancellation of 

Debt>Exclusions 
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Foreclosure and Abandonment 

Key Highlights 

If the taxpayer disposed of the home due to 

foreclosure or abandonment, and the lender 

canceled the remaining mortgage debt: 

• No entry is made in Part II, Reduction of 

Tax Attributes 

• Report the gain or loss from Form 1099-A 

in the Schedule D, Capital Gains section 

o The basis is the taxpayer’s adjusted 

basis in the home 

o The sale price (amount realized) is 

based on whether the taxpayer is 

personally liable (recourse loan) or not 

personally liable (nonrecourse loan) 

for the debt: 

▪ If the taxpayer is personally liable, 

the sale price is the lesser of the 

balance of the principal mortgage 
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debt outstanding or the fair market 

value 

▪ If the taxpayer isn’t personally 

liable, then the sale price is the full 

amount of the outstanding debt, as 

reflected on Form 1099-A 

▪ For both recourse and nonrecourse 

loans, add any proceeds the 

taxpayer received from the 

foreclosure sale to the amount 

realized. 

o If the taxpayer ends up with a gain on 

the sale, some or all of the gain can be 

excluded under the rules for sale of 

main home, if the taxpayer qualifies 

▪ A loss on the main home can’t be 

deducted 
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Residential Energy Credits  

Federal Section> Deductions> 

Credits>Residential Energy Credit; or 

Keyword “5695”  

 This provision has been extended 

through December 31, 2032. 

Form 5695, Residential Energy Credit, is 

used to calculate and claim the residential 

energy credits. 

Part I, Residential Clean Energy Credit, is 

available for taxpayers who purchased 

qualified residential alternative energy 

equipment, such as solar hot water heaters, 

stoves that burn biomass fuel, geothermal 

heat pumps and wind turbines. This part of 

the form is Out of Scope. Taxpayers that have 

these expenses should be referred to a 

professional tax preparer. 

https://www.irs.gov/pub/irs-pdf/f5695.pdf
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Part II, Energy Efficient Home 

Improvement Credit Key Points: 

• A total combined credit limit of $500 

($200 limit for windows) for all tax years 

after 2005. 

• The maximum credit for residential energy 

property costs is $50 for any advanced 

main air circulating fan; $150 for any 

qualified natural gas, propane, or oil 

furnace, or hot water boiler; and $300 for 

any item of energy-efficient building 

property. Any of the following that meet 

the required efficiency rating may qualify 

as energy-efficient building property. See 

the Instructions for Form 5695 for details: 

o Electric heat pump water heater; 

electric heat pump; central air 

conditioner; natural gas, propane, or 

oil water heater 
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• The credit applies to: 

o Qualified energy efficiency 

improvements such as adding 

insulation, energy-efficient exterior 

windows and doors, and qualifying 

metal or asphalt roofs. (doesn’t include 

labor costs for onsite preparation, 

assembly or installation) 

o Qualified residential energy property 

improvements such as energy-efficient 

heating and air conditioning systems. 

For a complete list of items see Form 

5695. (includes labor costs for onsite 

preparation, assembly, or original 

installation) 

• The improvements must be made to the 

taxpayer’s main home located in the 

United States (must be existing home). 

• Qualifying improvements must be placed 

into service by the taxpayer during the tax 

year. 
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• Expenditures which are made from 

subsidized energy financing can’t be used 

to figure the credit. 

• The credit is taken on Part II, Form 5695. 

See Form 5695 and Instructions for more 

information. 

Not all ENERGY STAR products qualify 

for a tax credit. Since 2016, exterior 

doors, exterior windows, and skylights 

are only eligible for the energy efficient home 

improvement credit if they meet or exceed 

the specific requirements of the version 6.0 

Energy Star program. For detailed information 

about qualifying improvements, visit the U.S. 

Department of Energy’s EnergyStar website. 

Manufacturers must certify that their products 

meet new standards and they must provide a 

written statement to the taxpayer such as 

with the product packaging or in a printable 

format on the manufacturer’s website. 

Taxpayers should keep a copy of the 

manufacturer’s certification statement and 
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receipts with their other important tax 

records. 

Recent legislation extended, increased 

and modified this credit. The increase 

and modifications apply to property 

placed in service after December 31, 2022. 

Those changes will be reflected in the 2023 

version of this publication. 
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