
EFFECTIVE DATE

(10-01-2023)

PURPOSE

(1) This transmits revised IRM 22.30.1, Wage and Investment Outreach Procedures, Stakeholder
Partnerships, Education and Communication.

MATERIAL CHANGES

(1) IRM 22.30.1.1.7, Related Resources, IPU 23U0339 issued 03-02-2023, deleted the following Form
6729-P, Partner Return Review Sheet, which is now obsolete effective 8/22/2022 and replaced with
Form 6729-C, FSV Return Review Sheet. Revised titles for Form 6729-C, FSV Return Review Sheet,
and Pub 5166, VITA Volunteer Quality Site Requirements, per procedural changes; added new Pub
5683, VITA/TCE Handbook for Partners and Site Coordinators, consolidates information into one
product/guide and replaces both Publication 1084, Volunteer Site Coordinator Handbook and
Publication 4396-A, Partner Resource Guide, which are now obsolete throughout this IRM.

(2) IRM 22.30.1.3(5), Measures Reporting, revised note to remove reference to SPEC shopping reviews
per SPEC procedural change.

(3) IRM 22.30.1.3.7.1, Establish/Maintain Partnerships, IPU 23U0339 issued 03-02-2023, added Pub
5166, VITA/TCE Volunteer Quality Site Requirements per procedural change.

(4) IRM 22.30.1.3.7.1(2)(c), Establish/Maintain Partnerships, added Publication 4299, Privacy,
Confidentiality, and Civil Rights – A Public Trust, as a procedural reference.

(5) IRM 22.30.1.3.7.1(4), Establish/Maintain Partnerships, revised timeframe to assist partners in
securing EFIN by the end of December, instead of June or July.

(6) IRM 22.30.1.7.1(1), Nomination and Selection Process, revisions made to update the team that
oversees the recognition process by adding the new team’s name and contact information. Bullets
were removed as the information is redundant and contained in the nomination form.

(7) IRM 22.30.1.7.1(2), Nomination and Selection Process, revisions made to update the nomination and
selection process as the recognition program has been updated and no longer follow the previous
structure. Added the following recognition ceremonies (Military, Partner, and Employee) along with the
new destination for finalists on SPEC’s Wall of Praise SharePoint.

(8) IRM 22.30.1.7.1(3), added the selection Committee’s name was updated to “SPEC Recognition
Selection Committee.” Members names and roles were updated to the Chief for Strategy & Program
Management, One Area Director, and SPEC Awards Coordinator are now the Executive Champions,
Chief of National Partnerships, and the Strategy and Program Management Support Analyst. A new
bullet was also added to include the SPEC Recognition Leader/Coordinator as identified by the
Executive Champion

(9) IRM 22.30.1.7.2, SPEC Employee Recognitions, the recognition team revised the title to SPEC
Employee Recognitions, from SPEC Awards. The recognition team selected 11 new categories
(Recognition Categories – Employee Recognition) to recognize employees’ achievement during the
previous filing season.

(10) IRM 22.30.1.7.2.1, Catherine Harvey, previously known as the Leadership Award, revised the
eligibility criteria to select the winner.
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(11) IRM 22.30.1.7.2.2, Leader of the Year, previously known as the Partnership Award, revised the
eligibility criteria for selecting the winner.

(12) IRM 22.30.1.7.2.3, Administrative Assistant, previously known as the Achievement Award for
Individual and Task Teams, revised the eligibility criteria for selecting the winner.

(13) IRM 22.30.1.7.2.4, Taxpayer Experience, previously known as the Territory of the Year Award, revised
the eligibility criteria for selecting the winner.

(14) IRM 22.30.1.7.2.5, Above and Beyond, previously known as the Director’s Choice Award, revised the
eligibility criteria for selecting the winner.

(15) IRM 22.30.1.7.2.6, Community Builder, previously known as the Headquarters Function of the Year,
revised the eligibility criteria for selecting the winner.

(16) IRM 22.30.1.7.2.7, Behind the Scenes Star, previously known as the Catherine Harvey Award,
revised the eligibility criteria for selecting the winner.

(17) IRM 22.30.1.7.2.8, Mover of Mountains, added subsection for this award with eligibility criteria for
selecting the winner.

(18) IRM 22.30.1.7.2.9, Creative Solutions Finder, added this award with eligibility criteria for selecting the
winner.

(19) IRM 22.30.1.7.2.10, Uplifter, added this award with eligibility criteria for selecting the winner.

(20) IRM 22.30.1.7.2.11. Leads the Change, added this award with eligibility criteria for selecting the
winner.

(21) IRM 22.30.1.7.2.12, VITA/TCE IRS Employee Volunteer Spirit, added this award with eligibility criteria
for selecting the winner. Subsequent subsections renumbered.

(22) IRM 22.30.1.8.5.1, Civil Rights Requirements, IPU 23U0339 issued 03-02-2023, deleted step #5 as
self-addressed envelopes for civil rights package are no longer provided to partners per SPEC
procedural change; subsequent steps were renumbered. Deleted reference to Civil Rights in step #6
and changed reference to Title VI to match wording in SPECTRM for consistency.

(23) IRM 22.30.1.8.7.1.2(1), Training Delivery Methods, added requirement that all volunteers must
register and certify via Link & Learn Taxes effective filing season 2023, per SPEC procedural change.

(24) IRM 22.30.1.8.7.1.2.2(3), Printed Training Products, added note - Publication 5358 is updated by
PS&A and posted to IRS.gov each filing season per SPEC procedural change.

(25) IRM 22.30.1.8.7.1.3(1), Link & Learn Taxes (LLT), IPU 23U0339 issued 03-02-2023, added the
requirement for all volunteers to register and certify via LLT per SPEC policy for LLT.

(26) IRM 22.30.1.8.7.1.6(1), Certification Requirements and Testing for Volunteer Training, IPU 23U0339
issued 03-02-2023, added the requirement for all volunteers to register and certify via Link & Learn
Taxes (LLT) and generate Form 13615, Volunteer Standards of Conduct Agreement - VITA/TCE
Programs, per SPEC policy for LLT; deleted reference to outdated Qualified Experienced Volunteer
Test throughout the table per SPEC procedural change.

(27) IRM 22.30.1.8.7.1.6(2), Certification Requirements and Testing for Volunteer Training, IPU 23U0339
issued 03-02-2023, deleted reference to testing in a classroom setting or at home per SPEC policy
change for Link & Learn Taxes.

(28) IRM 22.30.1.8.7.1.6(6), Certification Requirements and Testing for Volunteer Training, IPU 23U0339
issued 03-02-2023, added requirement for volunteers to transcribe their answers in Link & Learn
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Taxes (LLT) if they complete Form 6744, VITA/TE Volunteer Assistor’s Test/Retest, per SPEC policy
for LLT.

(29) IRM 22.30.1.8.7.1.6(7), Certification Requirements and Testing for Volunteer Training, IPU 23U0339
issued 03-02-2023, added the requirement that territory managers must have access to Link & Learn
Taxes (LLT) Administrative Reports beginning in filing season 2023, per SPEC policy for LLT.

(30) IRM 22.30.1.8.7.1.6(8), Certification Requirements and Testing for Volunteer Training, IPU 23U0339
issued 03-02-2023, deleted outdated process for partners and/or sites to keep certifications on site
per SPEC procedural change.

(31) IRM 22.30.1.8.7.1.7(1), VITA Retest - All Volunteer Training, IPU 23U0339 issued 03-02-2023,
revised to require volunteers taking the certification test on paper to transcribe their answers to the
test in Link & Learn Taxes (LLT) per SPEC policy for LLT.

(32) IRM 22.30.1.8.7.1.10(5), Continuing Education (CE) Credit for Volunteers of the VITA/TCE Program,
added CTEC registrants to the list of volunteers who will do not receive CE credits if their PTIN is
rejected by the Return Preparer Office per SPEC procedural change.

(33) IRM 22.30.1.8.7.1.10.1(2)(c), Program Requirements and Volunteer Responsibilities, added CTEC
registrants to the list of volunteers who must have a PTIN to register within LLT for CE credits.

(34) IRM 22.30.1.8.7.1.12, Volunteer Standards of Conduct (Ethics) (VSC) Training and Certification
added “or organization” to both columns of VSC #3 per SPEC procedural change.

(35) IRM 22.30.1.8.7.1.12(4),Volunteer Standards of Conduct (Ethics) (VSC) Training and Certification,
IPU 23U0339 issued 03-02-2023, Volunteer Standards of Conduct (Ethics) (VSC) Training and
Certification, revised to update certification requirements for volunteers to generate Form 13615,
Volunteer Standards of Conduct - VITA/TCE Programs; updated to require volunteers taking the
certification test on paper to transcribe their answers to the test in Link & Learn Taxes (LLT) per
SPEC policy for LLT; added name and address as factors for confirming volunteer’s identity per
SPEC policy for LLT.

(36) IRM 22.30.1.8.7.1.12(6), Volunteer Standards of Conduct (Ethics) (VSC) Training and Certification,
IPU 23U0339 issued 03-02-2023, revised to update certification requirements for volunteers to
generate Form 13615, Volunteer Standards of Conduct - VITA/TCE Programs, per SPEC policy for
VSC training and certification.

(37) IRM 22.30.1.8.7.1.12.1(2), Failure to Follow the Volunteer Standards of Conduct (VSC), revised
bullets to match Publication 4961, VITA/TCE Volunteer Standards of Conduct - Ethics Training, per
SPEC procedural change.

(38) IRM 22.30.1.8.7.4, Employee Training Certification, IPU 23U0339 issued 03-02-2023, revised the
process for certification - the form is no longer required to be printed per SPEC procedural change.

(39) IRM 22.30.1.8.12(2), Quality Review Process, IPU 23U0339 issued 03-02-2023, revised the
timeframe for reviewers to make site visits and removed reference to avoiding visits on the last day
the site is open per SPEC procedural change.

(40) IRM 22.30.1.8.12, Quality Review Process, deleted bullet 5 to remove reference to SPEC shopping
reviews per SPEC procedural change.

(41) IRM 22.30.1.8.12.1, Quality Site Requirements (QSR), IPU 23U0339 issued 03-02-2023, revised
QSR #1 in table to move the placement of Pub 5088; added requirement for volunteers to use Link &
Learn Taxes (LLT) to certify per SPEC policy for LLT; updated QSR #5 to add name and address per
SPEC procedural change; updated QSR #6 to address electronic process potential per SPEC
procedural change.
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(42) IRM 22.30.1.8.12.1.1, Volunteer Certification Non-Compliance, IPU 23U0339 issued 03-02-2023,
revised the first and last boxes in the if/then table to add requirements for all volunteers to certify via
Link & Learn Taxes (LLT) per SPEC policy for LLT.

(43) IRM 22.30.1.8.12.1.3, Quality Review Process Non-compliance, revised language for reviewer to
explain the return review process per SPEC procedural change.

(44) IRM 22.30.1.8.12.1.4(1)(2), Confirming Photo Identification and Taxpayer Identification Numbers (TIN)
Non-compliance, revised and updated language for describing married taxpayers per SPEC
procedural change; added Recommended Follow-up Action in paragraph 2 to be consistent with
other sections.

(45) IRM 22.30.1.8.12.1.5, Reference Materials Non-Compliance, IPU 23U0339 issued 03-02-2023,
revised and updated the reference to remove the option of the reviewer offering assistance with
ordering paper products as very few products are printed per SPEC procedural change.

(46) IRM 22.30.1.8.12.1.6(1), Volunteer Agreement Non-Compliance, IPU 23U0339 issued 03-02-2023,
revised and updated to add requirement that the reviewer must confirm the volunteer’s name and
address to be compliant per SPEC procedural change.

(47) IRM 22.30.1.8.12.1.6(4), Volunteer Agreement Non-Compliance, IPU 23U0339 issued 03-02-2023,
revised and updated the VolTax email address and VolTax information.

(48) IRM 22.30.1.8.12.1.7(1)(2)(3), Timely Filing of Tax Returns - Non-Compliance, added taxpayers
signing Form 8879 as a required part of the site process per SPEC procedural change; revised
reviewer action for timely filing of tax returns per SPEC procedural change.

(49) IRM 22.30.1.8.12.1.9(1), Site Identification Number (SIDN) Non-Compliance, added requirement for
the reviewer to immediately notify the TM and RM of SIDN non-compliant issues per SPEC
procedural change.

(50) IRM 22.30.1.8.12.1.12.2(8), Territory Responsibility, deleted second bullet which referred reader to
22.30.1.8.12.9.25, Uploading Electronic Case Files under Shopping Reviews. Shopping reviews
section was deleted.

(51) IRM 22.30.1.8.12.2.1, SPEC Employee Name Tag for External users, added the Employee Name Tag
for employees to wear when conducting return reviews or meeting face-to-face with external
stakeholders.

(52) IRM 22.30.1.8.12.2.1.1, Ordering New or Replacement Employee Name Tag Process, added section
with instructions for Strategy and Program Management analysts to take to order name tags.

(53) IRM 22.30.1.8.12.2.1.2, Destruction of Name Tags Process, added section with steps to destroy
name tags.

(54) IRM 22.30.1.8.12.3, Quality Statistical Sample, deleted paragraph 4 and consolidated information into
IRM 22.30.1.8.12.3.1, Selecting Sites for Quality Statistical Sample (QSS) Reviews to improve clarity.

(55) IRM 22.30.1.8.12.3.1(1), Selecting Sites for Quality Statistical Sample (QSS) Review, added
information from paragraph 4 in IRM 22.30.1.8.12.3 Quality Statistical Sample (QSS) Reviews, to
improve clarity.

(56) IRM 22.30.1.8.12.3.1, Selecting Sites for Quality Statistical Sample (QSS) Review, IPU 23U0339
issued 03-02-2023, added (5) to list sites excluded from Virtual Quality Oversight Reviews per SPEC
procedural change.
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(57) IRM 22.30.1.8.12.3.5(1)(2), Quality Statistical Sample (QSS) Continuing Professional Education
(CPE), added IRM course number 32055; added reference to reviewers completing course 32055
prior to attending QSS CPE and completing QSS reviews per SPEC procedural change.

(58) IRM 22.30.1.8.12.3.6, Quality Statistical Sample (QSS) Site Data Research, IPU 23U0339 issued
03-02-2023, revised the last bullet to reflect tax software instead of TaxSlayer to not specify software
type.

(59) IRM 22.30.1.8.12.3.6, Quality Statistical Sample (QSS) Site Data Research, added the title of list -
QSS Site Review List and specified the purpose of resources listed in the last two bullets to improve
clarity.

(60) IRM 22.30.1.8.12.3.7, Planning for Quality Statistical Sample (QSS) Reviews, IPU 23U0339 issued
03-02-2023, revised reviewer action for open sites per SPEC procedural change.

(61) IRM 22.30.1.8.12.3.9(4), Selecting Returns for Quality Statistical Sample (QSS) Review, IPU
23U0339 issued 03-02-2023, deleted reference to ID theft concerns during the review per SPEC
procedural change.

(62) IRM 22.30.1.8.12.3.9(5), Selecting Returns for Quality Statistical Sample (QSS) Review, IPU
23U0339 issued 03-02-2023, revised to show QSS review as the correct review type instead of
quality return review per SPEC procedural change.

(63) IRM 22.30.1.8.12.3.11(5), Conducting Quality Statistical Sample (QSS) Return Reviews, IPU
23U0339 issued 03-02-2023, added reference for QSS reviewers to use Pub 5171, Return Review
Job Aid Stakeholder Partnerships, Education and Communication (SPEC), to review each line of the
tax return per SPEC procedural change.

(64) IRM 22.30.1.8.12.3.12(3), Scanning and Redacting the Return, added the serial code as an identifier
listed on the spreadsheet used to track scanner inventory per SPEC procedural change.

(65) IRM 22.30.1.8.12.3.15.1(1)(2)(3), Post Review Notification - Quality Statistical Sample (QSS) Review,
revised information for action emails and territory office requirements to follow up and respond
including timeframes per SPEC procedural change; updated type of validation the territory office
provides from SPECTRM information to the sites Security Plan per SPEC procedural change.

(66) IRM 22.30.1.8.12.3.16, Completing the Site Quality Module (SQM) Database for Quality Statistical
Sample QSS Reviews, IPU 23U0339 issued 03-02-2023, updated title, deleted paragraph 3 and Note
per SPEC procedural changes.

(67) IRM 22.30.1.8.12.3.17, Final Results Email for Quality Statistical Sample (QSS) Reviews, revised and
updated title, added paragraph 4 for territory office requirement to forward the final results email per
SPEC procedural change.

(68) IRM 22.30.1.8.12.3.18, Territory Follow-up Actions for Quality Statistical Sample (QSS) Reviews,
deleted section as territory requirements for follow up is addressed in IRM 22.30.1.8.12.3.17.
Subsequent subsections will be renumbered. IRM 22.30.1.8.12.3.18 is now Quality Statistical Sample
(QSS) Care Files.

(69) IRM 22.30.1.8.12.3.18(3), Quality Statistical Sample (QSS) Case Files, IPU 23U0339 issued
03-02-2023, revised and updated timeframe for reviewer to upload case files to the quality shared
drive per SPEC procedural change.

(70) IRM 22.30.1.8.12.3.18(3)(4), Quality Statistical Sample (QSS) Case Files, revised and updated case
file documents; included timeframe for retention of case files on QSS Reviews shared drive per
SPEC procedural change.
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(71) IRM 22.30.1.8.12.3.20(1)(2), Quality Statistical Sample (QSS) Secondary Review Procedures, revised
and updated case file documents and actions the secondary reviewer must take per SPEC
procedural change.

(72) IRM 22.30.1.8.12.3.22(1)(3), Selecting and Assigning Case Files for Secondary Reviews, revised and
updated responsibility for QPO to conduct at least one secondary review on each QSS reviewer per
SPEC procedural changes; clarified situation if there is more than one secondary reviewer per SPEC
procedural change.

(73) IRM 22.30.1.8.12.3.23, Case Files Secondary Reviews, deleted paragraphs 1 and 2 per SPEC
procedural change; added paragraph 4 with timeframe for retention of case files per SPEC
procedural change.

(74) IRM 22.30.1.8.12.3.26(5)(6), Providing Secondary Review Written Feedback, revised and updated to
add who receives the final results email and who sends the notice of change to the final results email
per SPEC procedural change.

(75) IRM 22.30.1.8.12.3.27(2), Keeping the Secondary Case Files, IPU 23U0339 issued 03-02-2023,
revised and updated type of review case files per SPEC procedural change.

(76) IRM 22.30.1.8.12.4.1(6)(7), Selection of Sites for Field Site Visits (FSV), deleted reference to SPEC
shopping reviews per SPEC procedural change; revised percentage of FSV and RSR territories must
conduct from 10 to 15 percent per SPEC procedural change.

(77) IRM 22.30.1.8.12.4.4, Preliminary Research for Field Site Visits (FSV), IPU 23U0339 issued
03-02-2023, deleted site coordinator training per SPEC procedural change; added new bullet Link &
Learn Taxes certification listing per SPEC procedural change.

(78) IRM 22.30.1.8.12.4.10, Out of Scope Returns, added another step for coordinator to destroy and
deactivate the return from the software per SPEC procedural change.

(79) IRM 22.30.1.8.12.4.11(4), The Field Site Review, added Document 13341 as a resource which
includes information on corrective or follow up actions per SPEC procedural change.

(80) IRM 22.30.1.8.12.4.12(18), Conducting the Field Site Review, deleted reference to Publication 5166
and replaced it with Publication 5471 per SPEC procedural change.

(81) IRM 22.30.1.8.12.4.13(2)(3), Follow-Up Field Site Reviews, added IRM reference 22.30.2.8.12.1.13
Discontinuance of IRS Support; replaced Publication 5166 with Document 13341, Field, Remote,
Return Review Resource Guide, for information on follow up visits per SPEC procedural change.

(82) IRM 22.30.1.8.12.4.19, Errors Found After Leaving the Site, added reference to the SPECTRM Chart
in Document 13341, Field, Remote and Return Review Resource Guide per SPEC procedural
change.

(83) IRM 22.30.1.8.12.4.21(2), Completing the Site Quality Module (SQM) Database - Field Site Visit
(FSV), IPU 23U0339 issued 03-02-2023, added reference for reviewers to use Document 13341,
Field, Remote and Return Review Resource Guide, for instructions on how to access and enter
review results per SPEC procedural change.

(84) IRM 22.30.1.8.12.4.24(2), Non-compliance and Corrective/Follow-up Actions - Field Site Visit (FSV),
added reference to Document 13341, Field, Remote, and Return Review Resource Guide, for
information on corrective and/or follow-up actions per SPEC procedural change.

(85) IRM 22.30.1.8.12.4.25(1), Volunteer Standards of Conduct (VSC) Violations - Field Site Visit (FSV),
added language for Volunteer Standards of Conduct #1 per SPEC procedural change.
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(86) IRM 22.30.1.8.12.4.26, Case File Assembly and Maintenance - Field Site Visit (FSV), IPU 23U0339
issued 03-02-2023, added paragraph 6 with timeframe for retention of case files per SPEC
procedural change.

(87) IRM 22.30.1.8.12.5(2), Remote Site Reviews (RSR) Overview, added another benefit of RSR per
SPEC procedural change.

(88) IRM 22.30.1.8.12.5.2(3), Roles and Responsibilities for Remote Site Reviews (RSR), IPU 23U0339
issued 03-02-2023, added Forms 6729-C and 6729-D as references the FS&A analysts must use for
entries in SPECTRM for potential duplicates or missing information per SPEC procedural change.

(89) IRM 22.30.1.8.12.5.4(1), Preliminary Research for Remote Site Review (RSR), added Link & Learn
Taxes as a resource for securing site information per SPEC procedural change.

(90) IRM 22.30.1.8.12.5.6(6)(13)(19), Conducting Remote Site Reviews (RSR), IPU 23U0339 issued
03-02-2023, revised to reflect territory manager assigns site reviews instead of reviewers; deleted
paragraph 19 per SPEC procedural change.

(91) IRM 22.30.1.8.12.5.15(1), Completing the Site Quality Module (SQM) Database - Remote Site
Review (RSR), IPU 23U0339 issued 03-02-2023, deleted statement pertaining to emailing results per
SPEC procedural change.

(92) IRM 22.30.1.8.12.5.19(2)(3), Volunteer Standards of Conduct (VSC) Violations - Remote Site Review
(RAR), IPU 23U0339 issued 03-02-2023, revised steps for reviewer to take in a confrontational
situation for clarity per SPEC procedural change.

(93) IRM 22.30.1.8.12.6.2(2), VolTax Referrals, IPU 23U0339 issued 03-02-2023, added option for
volunteers and taxpayers to carbon copy the partner and territory office for VolTax referrals per SPEC
procedural change.

(94) IRM 22.30.1.8.12.6.3.2(1b)(5), Territory Responsibility, revised to refer reader to IRM
22.30.1.8.12.6.3.4, IRS Procedures; added paragraph 5 to refer reader to IRM 25.24, Return
Preparer Misconduct Victim’s Assistance Program per IRS procedural change; removed reference to
IRM 22.30.1.8.12.6.3.5, Taxpayer Procedures, as the section was deleted per IRS procedural
change; reader is now referred to IRM 22.30.1.8.12.6.3.4, IRS Procedures.

(95) IRM 22.30.1.8.12.6.3.4, IRS Procedures, added content previously in IRM 22.30.1.8.12.6.3.5,
Taxpayer Procedures, and incorporated into IRM 22.30.1.8.12.6.3.4.

(96) IRM 22.30.1.8.12.6.3.5, Taxpayer Procedures, deleted section and incorporated information into IRM
22.30.1.8.12.6.3.4, IRS Procedures, per SPEC procedural change. Sub-sections renumbered.

(97) IRM 22.30.1.8.12.7(2), Post Filing Season Reviews, deleted paragraph 2 to remove reference to
SPEC shopping reviews per SPEC procedural change.

(98) IRM 22.30.1.8.12.9, SPEC Shopping Reviews through IRM 22.30.1.8.12.9.27, Closing the Paper
Case Files, deleted previous content because Social Security Administration (SSA) no longer
provides fictitious social security numbers for this purpose, per SPEC procedural change. IRM
22.30.1.8.12.9 has been renamed Treasury Inspector General for Tax Administration (TIGTA)
Shopping Review and subsequent subsections have been re-numbered.

(99) IRM 22.30.1.8.12.13.1(3), Distribution of Alerts, deleted the second bullet, Site Coordinator as a
platform that SPEC SPM posts alerts on; and replaced with Quality and Tax Alerts for IRS Volunteers
Program on IRS.gov per SPEC procedural change. Distribution of Alerts is now IRM
22.30.1.8.12.12.1(4) and subsequent sections re-numbered.
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(100) IRM 22.30.1.8.14.1.2(2), IRS e-file Application, IPU 23U0339 issued 03-02-2023, revised to add new
process for applying for e-services per IRS e-file procedural change.

(101) IRM 22.30.1.8.15.7, SPECTRM Change Request, deleted the section per SPEC procedural change -
the Employee Suggestion Program (ESP) system/program ended in 2021.

(102) IRM 22.30.1.9.1, Privacy, Confidentiality and Civil Rights based on IPU 23U0339 issued 03-02-2023,

(103) IRM 22.30.1.9.1.2(1), Helping Partners Assess Risk and Develop a Security Plan to Protect
Information, IPU 23U0339 issued 03-02-2023, added third and fourth bullets to define when sites
must complete and provide a new Form 15272, VITA/TCE Security Plan, per SPEC procedural
change.

(104) IRM 22.30.1.9.1.2(3)(4), Helping Partners Assess Risk and Develop a Security Plan to Protect
Information, IPU 23U0339 issued 03-02-2023, added paragraphs to include requirement that
managers (or their designee) must review and approve Form 15272, VITA/TCE Security Plan, per
SPEC procedural change.

(105) IRM 22.30.1.9.2.3, Territory Responsibilities, added two territory responsibilities - verifying equipment
by physical touch and generating a new PLA per SPEC procedural change.

(106) IRM 22.30.1.9.2.5.3(1), Printer Return Procedures, added a note to include information for In Use
Change Request (IUCR) input for printers returned to the territory office per SPEC procedural
change.

(107) IRM 22.30.1.9.2.5.4, Physical Touch of Printers in Stock at the Territory Office, added new section for
territory requirement of verifying equipment in stock at the territory office per SPEC procedural
change. Sub-sequent sub-sections renumbered. IRM 22.30.1.9.5.5 is now Broken or Obsolete
Equipment.

(108) IRM 22.30.1.9.2.11.1.4, Tax Software Territory Responsibilities, deleted the note below paragraph 1
(c). The COVID-19 policy is no longer in place for the 2024 filing season.

(109) IRM 22.30.1.9.4, The Product Professional (PRO), added two sources for product information and
guidance the PRO conveys per SPEC procedural change.

(110) IRM 22.30.1.9.7, Product Forecasting and Inventory Management, added the process used by
relationship managers to forecast product needs per SPEC procedural change; added paragraphs 3
through 5 to define the process.

(111) IRM 22.30.1.9.8, Product Ordering, revised dates that CAPS online ordering is available from
September through June to October through July per SPEC procedural change.

(112) IRM 22.30.1.9.9(2), Product Availability, added note - Publication 5358 is updated by PS&A and
posted to IRS.gov each filing season per SPEC procedural change.

(113) IRM 22.30.1.10.3.3(3)(d), Civil Rights Reporting Requirements, revised new requirements for how the
needs of LEP individuals must be addressed at grant sites advised by the Civil Rights Division.

(114) IRM 22.30.1.10.3.5.4, Other Applicable Laws and Regulations, deleted (b) (c) and added (f) and (g).
Added new administrative grant requirements as advised by General Legal Services.

(115) IRM 22.30.1.10.5.1(1)(b), Receipt and Control, revised to include new process using the grants
management system ECM.
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(116) IRM 22.30.1.10.5.2, Application Completeness and Eligibility Processing, 3(d) (g) (h) and (i) revised
to clarify financial section and expand several form names. Adding (4) (j) to assist in the ranking and
eligibility.

(117) IRM 22.30.1.10.5.3(1), Ranking Panel, revised to include the third ranking information.

(118) IRM 22.30.1.10.5.3(2), Ranking Panel, revised to expand the ranking panel participants to include
field and headquarters staff expanded ranking panel participants to include field and headquarters
staff.

(119) IRM 22.30.1.10.5.3(5), Ranking Panel, revised to include both technical ranking guides for TCE and
VITA and description.

(120) IRM 22.30.1.10.5.3(7), Raking Panel, revised to include TCE program oversight of the ranking
process.

(121) IRM 22.30.1.10.5.3(8-10), Ranking Panel, added the strength and weakness statements, the cut-off
scores for both programs and the Enterprise Case Management (ECM) ranking instruction cross
reference.

(122) IRM 22.30.1.10.5.4.2(5-13), Volunteer Tax Assistance (VITA) Grant Evaluation Process, deleted
paragraphs as information is contained in the following section, IRM 22.30.1.10.5.4.3.

(123) IRM 22.30.1.10.5.4.3(9), VITA Technical Evaluation (Ranking), deleted the scores, strength and
weakness to the grants Enterprise Case Management system. The ranker does not add the scores in
the ECM system. It’s automatically done systemically.

(124) IRM 22.30.1.10.5.4.4(6), GPO Evaluation, revised to clarify VITA Only distinction since TCE does not
have Indirect Costs within its Program.

(125) IRM 22.30.1.10.7.3, Grant Program Resources, revised to include VITA/TCE Flyer Publication 4680,
VITA/TCE Flyer (second bullet) and Publication 5245, TCE Terms and Conditions.(fifth bullet)

(126) IRM 22.30.1.10.8.3(6), SPEC Territory Office Responsibilities, IPU 23U0339 issued 03-02-2023,
added timeframe for completing site coordinator test certification using the Link & Learn Taxes
Certification Listing per SPEC procedural change; deleted step of documenting the training in
SPECTRM per SPEC procedural change.

(127) IRM 22.30.1.10.8.3(17), SPEC Territory Office Responsibilities, updated to enhance that sites that
have both a VITA and TCE program must keep their operations separate including their SIDN and
EFIN

(128) IRM 22.30.1.15.1(1), Headquarter Responsibilities, added SPEC Partner and SPEC Volunteer
Experience surveys that National Partnerships owns.

(129) IRM 22.30.1.15.2, Contractor Responsibilities, added Privacy Civil Liberties Impact Assessments
(PCLIA) to the Prepare Office of Management and Budget (OMB) in the third row under action and
added W&I Strategies and Solutions instead of Research and Analysis in the third column under
description

(130) IRM 22.30.1.16.1, External Inquiries - IRS.gov Help Desk, deleted section as the help desk is no
longer operational.

(131) Editorial changes made throughout to remove italics from titles, updated titles to closely reflect
sub-section content, added IRM references and hyper-links, reorganized content, updated spelling,
grammar, citation tags, email and website addresses, legal references, IRM references, and editorial
changes made throughout the IRM to adhere to plain writing standards.
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EFFECT ON OTHER DOCUMENTS

IRM 22.30.1, dated 10-03-2022 supersedes (effective September 21,2022). This IRM incorporates the
following IRM Procedural Updates (IPUs), issued after 10/01/2022: IPU 23U0339 issued on 03-02-2023.

AUDIENCE

All Stakeholder Partnerships, Education and Communication (SPEC) employees and managers

Maryann Enciso

Stakeholder Partnerships, Education and Communication

Wage and Investment Division
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22.30.1.9.1 Privacy, Confidentiality and Civil Rights – A Public Trust

22.30.1.9.1.1 Territory Responsibilities

22.30.1.9.1.2 Helping Partners Assess Risk and Develop a Security Plan to Protect Information

22.30.1.9.1.3 Privacy Act Requirements

22.30.1.9.1.3.1 SPEC Privacy Policy

22.30.1.9.2 Equipment and Tax Preparation Software for Volunteers

22.30.1.9.2.1 Headquarters Responsibilities

22.30.1.9.2.2 Field Support & Analysis (FS&A) Responsibilities

22.30.1.9.2.3 Territory Responsibilities

22.30.1.9.2.3.1 Equipment Ordering (Laptops)

22.30.1.9.2.3.2 Printer Cartridge Bulk Order

22.30.1.9.2.4 Form 13632, Property Loan Agreement (PLA)

22.30.1.9.2.4.1 New Agreements

22.30.1.9.2.4.2 Alternate Contact Information

22.30.1.9.2.4.3 Acknowledgement of Equipment Return

22.30.1.9.2.4.4 Maintenance of Agreements

22.30.1.9.2.5 Equipment Return Procedures

22.30.1.9.2.5.1 Communicating Equipment Return Procedures to Partners

22.30.1.9.2.5.1.1 Minimum Communication Required to be Sent to Partners

22.30.1.9.2.5.2 Laptop Return Procedures

22.30.1.9.2.5.2.1 Laptop Follow-Up Actions

22.30.1.9.2.5.2.2 Extension for Returning Laptops

22.30.1.9.2.5.2.3 Data Deletion Requirements

22.30.1.9.2.5.3 Printer Return Procedures

22.30.1.9.2.5.4 Physical Touch of Printers in Stock at the Territory Office
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22.30.1.9.2.5.5 Broken or Obsolete Equipment

22.30.1.9.2.5.5.1 Procedures to Dispose of Broken or Obsolete Printers

22.30.1.9.2.6 Annual Certification Procedures

22.30.1.9.2.6.1 Annual Inventory Certification

22.30.1.9.2.6.1.1 Copies of Property Loan Agreements (PLAs)

22.30.1.9.2.6.1.2 Information Needed for Certification

22.30.1.9.2.6.1.3 Unable to Locate Equipment During Certification

22.30.1.9.2.6.1.4 Final Territory Package Set Up for Depot

22.30.1.9.2.6.2 Knowledge Incident/Problem Service Asset Management (KISAM)

22.30.1.9.2.6.3 Government Accountability Office (GAO) Review of KISAM

22.30.1.9.2.7 Reporting Stolen IRS Owned Equipment

22.30.1.9.2.7.1 Documenting Stolen IRS Owned Equipment

22.30.1.9.2.7.2 Reporting Stolen or Lost Partner Owned Computers

22.30.1.9.2.7.3 Documenting Stolen or Lost Partner Owned Computers

22.30.1.9.2.8 Reporting Lost IRS Owned Equipment

22.30.1.9.2.8.1 Documenting Lost IRS Owned Equipment

22.30.1.9.2.9 Found Equipment

22.30.1.9.2.10 Barcode Change

22.30.1.9.2.11 Tax Preparation Software

22.30.1.9.2.11.1 Software Ordering Process

22.30.1.9.2.11.1.1 Placing Software Orders

22.30.1.9.2.11.1.2 Headquarters’ Responsibilities

22.30.1.9.2.11.1.3 Tax Software- Field Support and Analysis (FS&A) Responsibilities

22.30.1.9.2.11.1.4 Tax Software Territory Responsibilities

22.30.1.9.2.11.1.5 Software User Authentication Process

22.30.1.9.2.11.1.6 Potential Violation of Software License Agreement or Compromised EFIN

22.30.1.9.2.11.1.7 Required Actions for Potential Software License Violations

22.30.1.9.2.11.1.8 Required Actions for a Compromised Electronic Filing Identification Number (EFIN)

22.30.1.9.2.11.1.9 Deactivating VITA and TCE Electronic Filing Identification Number (EFIN)

22.30.1.9.3 Products, Development, Evaluation and Ordering Procedures

22.30.1.9.4 The Product Professional (PRO)

22.30.1.9.5 Product Development and Production Planning

22.30.1.9.6 New Product Ideas and Concerns

22.30.1.9.7 Product Forecasting and Inventory Management

22.30.1.9.8 Product Ordering

22.30.1.9.9 Product Availability

22.30.1.9.10 Who to Call for Product Assistance

22.30.1.9.11 Volunteer Training Products Quality Review Procedures

22.30.1.9.12 Quality Review Process
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22.30.1.10 Tax Counseling for the Elderly (TCE) and Volunteer Income Tax Assistance (VITA) Grant Programs

22.30.1.10.1 Purpose and Authority

22.30.1.10.1.1 Tax Counseling for the Elderly (TCE)

22.30.1.10.1.2 Volunteer Income Tax Assistance (VITA) Grant

22.30.1.10.2 Grant Program Overview

22.30.1.10.2.1 Tax Counseling for the Elderly (TCE)

22.30.1.10.2.2 Volunteer Income Tax Assistance Grant

22.30.1.10.2.3 Administrative Requirements

22.30.1.10.3 Eligibility Requirements

22.30.1.10.3.1 Eligibility Standards

22.30.1.10.3.2 Debarment or Suspension

22.30.1.10.3.3 Civil Rights Reporting Requirements

22.30.1.10.3.4 Audit Requirements

22.30.1.10.3.5 Certification Regarding Lobbying

22.30.1.10.3.5.1 Corporate Felony Convictions

22.30.1.10.3.5.2 Trafficking Victims Protection Act of 2000

22.30.1.10.3.5.3 Federal Funding Accountability and Transparency Act (FFATA)

22.30.1.10.3.5.3.1 Digital Accountability and Transparency Act (DATA Act)

22.30.1.10.3.5.3.2 Buy American Act

22.30.1.10.3.5.4 Other Applicable Laws and Regulations

22.30.1.10.3.6 Report Requirements

22.30.1.10.3.6.1 Tax Counseling for the Elderly Reports

22.30.1.10.3.6.2 Volunteer Income Tax Assistance Grant Reports

22.30.1.10.4 Grant Application Requirements

22.30.1.10.4.1 Use of a Unique Entity Identifier by Grant Applicants

22.30.1.10.4.2 Intergovernmental Review

22.30.1.10.4.2.1 Grants.gov

22.30.1.10.4.2.2 Grants.gov Registration

22.30.1.10.4.3 TCE and VITA Grant Program Application

22.30.1.10.4.4 Multi-Year Grant Opportunities

22.30.1.10.5 Grant Application Processing

22.30.1.10.5.1 Receipt and Control

22.30.1.10.5.2 Application Completeness and Eligibility Processing

22.30.1.10.5.3 Ranking Panel

22.30.1.10.5.4 Evaluative Criteria

22.30.1.10.5.4.1 Tax Counseling for the Elderly (TCE)

22.30.1.10.5.4.2 Volunteer Income Tax Assistance (VITA) Grant Evaluation Process

22.30.1.10.5.4.3 VITA Technical Evaluation and Ranking

22.30.1.10.5.4.4 GPO Evaluation
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22.30.1.10.5.4.5 Tax Compliance Checks

22.30.1.10.5.5 Notification of Award

22.30.1.10.6 Award Monitoring

22.30.1.10.6.1 Terms and Conditions

22.30.1.10.6.2 Sub-Award Reporting

22.30.1.10.6.3 Management of Funds

22.30.1.10.6.3.1 Reimbursements

22.30.1.10.6.3.2 Fiscal Agents

22.30.1.10.6.3.3 Payments to Grant Recipients l

22.30.1.10.6.3.4 Statistical Reporting

22.30.1.10.6.4 Performance Reports

22.30.1.10.6.5 Award Closing

22.30.1.10.7 Communications and Resources

22.30.1.10.7.1 Grant Program Office (GPO) Websites

22.30.1.10.7.2 Orientation Webinar

22.30.1.10.7.3 Grant Program Resources

22.30.1.10.8 Grant Responsibilities

22.30.1.10.8.1 SPEC Headquarters Office Responsibilities

22.30.1.10.8.2 SPEC Field Support and Analysis (FS&A) Responsibilities

22.30.1.10.8.3 SPEC Territory Office Responsibilities

22.30.1.10.9 Financial Review Process

22.30.1.10.9.1 Financial Reviewer Training

22.30.1.10.9.2 Management Responsibilities

22.30.1.10.9.3 Financial Reviewer Responsibilities

22.30.1.10.9.4 Classification Process

22.30.1.10.9.5 Pre-Site Review

22.30.1.10.9.6 Issues of Critical Concern

22.30.1.10.9.7 On-Site Review

22.30.1.10.9.7.1 Conduct Entrance Meeting (On-Site)

22.30.1.10.9.7.2 Review of Books and Records (On-site and Correspondence Reviews)

22.30.1.10.9.7.3 Review of Drawdown Requests

22.30.1.10.9.7.4 Match (VITA Grant Only)

22.30.1.10.9.7.5 TCE Grant Unique Limitations

22.30.1.10.9.7.6 VITA Grant Unique Limitations

22.30.1.10.9.7.7 Conduct the Exit Meeting (On-Site Only)

22.30.1.10.9.7.8 Correspondence Reviews

22.30.1.10.9.7.9 Communicating with Grant Recipients

22.30.1.10.9.7.10 Post Site Review

22.30.1.10.9.7.11 Case File Management
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22.30.1.10.9.7.12 Grant Program Office Referrals

22.30.1.10.9.7.13 File Retention

22.30.1.11 Outreach Program Overview

22.30.1.11.1 EITC Outreach Program

22.30.1.11.1.1 Planning and Publicizing Activities for EITC Outreach

22.30.1.11.2 Outreach Roles and Responsibilities

22.30.1.11.3 Outreach Process

22.30.1.11.4 Outreach Program Funding

22.30.1.11.5 Outreach Program Resources

22.30.1.11.6 Tax Education Seminars

22.30.1.11.6.1 Planning and Publicizing Tax Education Seminars

22.30.1.12 Understanding Taxes (UT) Program

22.30.1.12.1 Responsibilities for the UT Program

22.30.1.13 Community Coalitions/Community Based Partnerships (CBP) Overview

22.30.1.14 Filing Season Readiness Executive Steering Committee

22.30.1.15 Partner Survey

22.30.1.15.1 Headquarters Responsibilities

22.30.1.15.2 Contractor Responsibilities

22.30.1.15.3 Verifying SPEC Partner Contact Information

22.30.1.15.3.1 SPEC FS&A and Territory Office Responsibilities

22.30.1.16 W&I SPEC Internet Content Publishing Procedures (IRS.gov updates and/or changes)

22.30.1.17 SPEC Intranet

22.30.1.17.1 SPEC Direct Email Box

22.30.1.17.1.1 Purpose

22.30.1.17.1.2 Procedures and Processes

22.30.1.17.1.3 Communications Responsibilities of SPM in Administering the SPEC Direct E-mailbox

22.30.1.17.1.4 Functional Office Responsibility

22.30.1.17.1.5 Other Information

22.30.1.17.2 Get to The Point

22.30.1.18 Partner@irs.gov, Email Box

22.30.1.18.1 SPEC SPM Staff Responsibilities

22.30.1.18.2 Functional Contacts/Alternates for the SPEC Partner Email Box

22.30.1.19 SPEC Electronic Transmissions 508 Compliance Requirement

Exhibits
22.30.1-1 EFIN Deactivation Letter: Non-Compliance
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22.30.1.1
(09-04-2020)
Program Scope and
Objectives

(1) Purpose: This IRM provides program direction and guidance to all Stakeholder
Partnerships, Education and Communication (SPEC) employees and
managers in delivering services to taxpayers with satisfying their tax responsi-
bilities.

(2) Audience: All SPEC employees, managers, and analysts.

(3) Policy Owner: The Director, SPEC is the program owner.

(4) Program Owner: SPEC Headquarters office.

(5) Primary Stakeholders:

• Media and Publications (MP)
• Communication and Liaison (C&L)

(6) Program Goals: Effectively, promptly, and efficiently oversee the Volunteer
Income Tax Assistance (VITA) and Tax Counseling for the Elderly (TCE)
program to educate and prepare free tax returns for millions of low to
moderate-income taxpayers, high school students, senior citizens, persons with
disabilities, those with limited English proficiency, and Native Americans.

22.30.1.1.1
(09-04-2020)
Background

(1) SPEC is the outreach and education function of IRS’ Wage and Investment
(W&I) Division. SPEC strives to help taxpayers in satisfying their tax responsi-
bilities by building and keeping partnerships with key stakeholders who inform,
educate, and communicate with our shared customers.

(2) SPEC achieves its mission by combining resources and goals with other orga-
nizations for better access to lower income and underserved populations in
local communities. This approach, known as a “leveraged” approach, places
an emphasis on partner involvement and introduces relationship management
as a key element in its operations.

(3) SPEC partners consist of corporate, faith-based, non-profit, educational,
financial, government and military organizations.

(4) SPEC community coalition members must work together to help lower income
individuals in their own neighborhoods. The coalitions have greater access to
taxpayers, higher potential for expanded resources, and own the important in-
tangibles of taxpayers’ credibility and trust.

(5) SPEC uses a three-pronged approach to serve the W&I taxpayer: Tax Prepa-
ration, Tax Education (Outreach), and Financial Education and Asset Building.

a. Tax Preparation - The first part of SPEC’s approach is to collaborate
and work together with partners to prepare tax returns. The well-known
volunteer tax preparation programs Volunteer Income Tax Assistance
(VITA) and Tax Counseling for the Elderly (TCE) draw involvement from
community leaders who have common goals and customers.

b. Tax Education - The second part of SPEC’s three-pronged approach
encourages partners must supply helpful tax information to individuals
who receive help. Partners in coalitions must educate families about tax
issues like the Earned Income Tax Credit (EITC), filing responsibilities,
and finding tax office locations.

Stakeholder Partnerships, Education
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c. Financial Education and Asset Building - The third part of SPEC’s
three-pronged business mode encourages fiscal responsibility. SPEC and
its partners must continue to educate low-income taxpayers about asset-
building opportunities by collaborating to provide taxpayers with the
information, knowledge and skills needed to evaluate their financial
options and make informed financial decisions. See IRM 22.30.1.8.9.5,
Financial Education and Asset Building (FEAB).

22.30.1.1.2
(11-18-2021)
Authority

(1) Authorities for this program include:

• Section 504 of the Rehabilitation Act of 1973
• IRC 7526A
• Taxpayer Bill of Rights (TBOR)

(2) The Taxpayer Bill of Rights (TBOR) provides that taxpayers have the right to
receive prompt, courteous, and professional help in their dealing with the IRS.
Employees must talk to taxpayers in a way that helps them easy to understand
any letters received from the IRS. Taxpayers have the right to speak to man-
agement, whenever not satisfied with the level of quality customer service.

22.30.1.1.3
(10-01-2017)
Responsibilities

(1) The SPEC Director oversees the policies in this IRM and approves and autho-
rizes its issuance.

(2) SPEC Executives, referred to as Chiefs and/or SPEC Headquarter Managers,
must manage, prepare, and support SPEC programs.

(3) Management officials must:

• Use internal controls to supply program oversight, relating to each
program, process or activity for employees and staff

• Verify all actions taken by employees and staff

(4) SPEC employees execute all programs, policies, and procedures to success-
fully meet all program goals.

22.30.1.1.4
(09-04-2020)
Program Management
Reviews

(1) For information on SPEC’s measures reporting, see IRM 22.30.1.3, Measures
Reporting.

(2) For more information on Performance Reviews, see IRM 22.30.1.8.12.11

(3) To manage the effectiveness of SPEC Programs and goals, SPEC staff uses
the following reports:

• Operational Reviews
• Measures Report
• Scorecard Report
• Quality Statistical Sample (QSS) Reviews
• Field Site Visit Reviews
• Remote Site Reviews
• Financial Reviews
• Remote Site Reviews
• Safety and Security Reviews
• Travel Reviews
• SPECTRM Reviews
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22.30.1.1.5
(09-04-2020)
Terms

(1) Acronym - An abbreviation formed from the first letters of a phrase or term.

(2) Audience - SPEC employees must take responsible actions for those who
need more knowledge about the program, process, or activity.

(3) Internal Control - A process effected by management that supplies reasonable
assurance that the program meets achieved goals.

(4) Internal Management Control - Official communications that appoint policies,
authorities and deliver instructions to IRS officials and employees.

(5) IRS Organization - The highest-level operating division of office headed by an
executive.

(6) Management Official - An individual employed by an agency in a position
having duties and responsibilities which require or authorize the individual to
formulate, decide or influence the policies of the agency.

(7) Manager - The SPEC employee’s first line manager.

(8) Policy Owner - IRS organization or the title of the executive (position only) re-
sponsible for the program. For more information on the IRS’ organization, see
IRM 1.1.13, Organization and Staffing, Wage and Investment.

(9) Program Controls - The program reviews and quality assurance activities asso-
ciated with the program.

(10) Program Effectiveness - SPEC staff measure program goals by using refer-
ences, link to documents and/or websites to find the benefits to employees.

(11) Program Owner - The office sets up policy, process, and procedures necessary
to implement and manage the IRS program. The SPEC Director within this
office must develop and publish IRM procedures.

(12) Program goals, include:

• Data sources
• Storage location
• Reporting mechanisms

(13) Purpose - A description of the program, process, or activity. SPEC managers
must figure out and name:

• Program objectives
• Employees responsible for taking the action
• The type of work employees performs. See Audience

22.30.1.1.6
(09-04-2020)
Acronyms

(1) The Acronym database supplies more definitions and titles found in SPEC’s
IRM. See below for a list of commonly used acronyms and abbreviations that
SPEC uses.

Acronyms and
Abbreviations

Description

AARP American Association of Retired Persons

Stakeholder Partnerships, Education
and Communication 22.30.1 page 3

Cat. No. 36870C (09-08-2023) Internal Revenue Manual 22.30.1.1.6

http://irm.web.irs.gov/Part1/Chapter1/Section13/IRM1.1.13.aspx
http://rnet.web.irs.gov/Resources/Acronymdb.aspx


Acronyms and
Abbreviations

Description

ACORN
Association of Community Organizations for
Reform Now

AFTC Armed Forces Tax Council

ATS Assurance Testing System

BIT Basic Instructor Training

BOE Business Objects Enterprise

CADE Customer Account Data Engine

CAPS Computer Assisted Publishing System

CARE Customer Assistance Relationships and Education

CAS Customer Account Services

CBA Cash by Appropriations

CE Continuing Education

CI Criminal Investigations

CITC Classroom Instructor Training Class

CPA Certified Public Accountant

CRU Civil Rights Unit

CTEC California Tax Education Council

DATA Digital Accountability and Transparency Act

DB Dun and Bradstreet

DOJ Department of Justice

E-Filing Electronic Filing

E-Services Electronic Services

EA Enrolled Agents

EDI Office of Equity, Diversity, and Inclusion

EFIN Electronic Filing Identification Number

EITC Earned Income Tax Credit

ELF Electronic Filing

EN/CH English/Chinese

EN/KR English/Korean

EN/RU English/Russian

ERO Electronic Return Originator

FEAB Financial Education and Asset Building
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Acronyms and
Abbreviations

Description

FFR Federal Financial Report

FOIA Freedom of Information Act

FSA Facilitated Self Assistance

FS&A Field Support and Analysis

FSV Field Site Visit

GAAP
Generally Accepted Accounting Principles or
Generally Accepted Practices

GAO Government Accountability Office

GPO Grant Program Office

HHS Health and Human Services

HQ Headquarters

HSA Health Savings Account

IMF Individual Master File

IMT Inventory Management Tool

ITIN Individual Taxpayer Identification Number

KISAM
Knowledge Incident/Problem Service Asset Man-
agement

KBI Key Business Indicator

LEP Limited English Proficiency

LLT Link and Learn Taxes

MA Management Assistant

MIS Management Information System

MP Media and Publications

MOU Memorandum of Understanding

MR Media Relations

NAB National Asset Building

NDC National Distribution Center

NHQ National Headquarters

NP National Partnerships

OLT Online Taxes

PBT Process Based Training

PLA Property Loan Agreement
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Acronyms and
Abbreviations

Description

PMS Payment Management System

POC Point of Contact

POD Post of Duty

PPRA
Performance Progress Report Performance
Measure

Product PRO SPEC’s one-stop Intranet Site

PS Program Support

PS&A Product Systems & Analysis

PTIN Preparer Tax Identification Number

QNA Quantity Needs Assessment

QNS Quantity Needs Survey

QPO Quality Program Office

QSR Quality Site Requirements

QSS Quality Statistical Sample

RM Relationship Manager

RPO Return Preparer Office

RSR Remote Site Reviews

SA Survey Administrator

SAM System for Award Management

SERP Servicewide Electronic Research Project

SETR Single Entry Time Reporting

SIDN Site Identification Number

SL Stakeholder Liaison

SOI Statistics of Income

SOW Statement of Work

SPECTRM SPEC Total Relationship Management

SPM Strategy and Program Management

SQM Site Quality Module

TAC Taxpayer Assistance Center

TCE Tax Counseling for the Elderly

TIGTA Treasury Inspector General for Tax Administration

TIN Taxpayer Identification Number
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Acronyms and
Abbreviations

Description

TM Territory Manager

TPDS Third Party Data Store

UEI Unique Entity Identifier

UT Understanding Taxes

VITA Volunteer Income Tax Assistance

VRPP Volunteer Return Preparer Programs

VSC Volunteer Standards of Conduct

VV Virtual VITA

22.30.1.1.7
(03-02-2023)
Related Resources

(1) For information on SPEC’s organization structure, see IRM 1.1.13.6.2, Stake-
holder Partnerships, Education and Communications (SPEC).

(2) Pub 1, Your Rights as a Taxpayer.

(3) Pub 5170, Taxpayer Bill of Rights (Brochure).

(4) Form 1040, U.S. Individual Income Tax Return.

(5) Form 2333-V, Order for VITA/TCE Program.

(6) Form 3911, Taxpayer Statement Regarding Refund.

(7) Form 6729, QSS Return Review Sheet.

(8) Form 6729-B, Shopping Return Review Sheet.

(9) Form 6729-C, FSV Return Review Sheet.

(10) Form 6729-D, Site Review Sheet.

(11) Form 6729-R, QSS Return Review Sheet.

(12) Form 6744, VITA/TCE Volunteer Assistor’s Test/Retest.

(13) Form 8453, U.S. Individual Income Tax Transmittal for an IRS e-file Return.

(14) Form 8653, Tax Counseling for the Elderly Program Application Plan.

(15) Form 8843, Statement for Exempt Individuals and Individuals with a Medical
Condition.

(16) Form 8879, IRS e-file Signature Authorization.

(17) Form 9234, Volunteer Certificate of Appreciation.

(18) Form 9661, Cooperative Agreement.

(19) Form 13206, Volunteer Assistance Summary Report.
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(20) Form 13357, Community Service Leadership Certificate of Appreciation.

(21) Form 13533, VITA/TCE Partner Sponsor Agreement.

(22) Form 13533-A, FSA Remote Sponsor Agreement.

(23) Form 13614-C, Intake/Interview and Quality Review Sheet.

(24) Form 13615, Volunteer Standards of Conduct Agreement - VITA/TCE
Programs.

(25) Form 13632, Property Loan Agreement.

(26) Form 13715, Volunteer Site Information Sheet.

(27) Form 13747, Checklist for Stolen Equipment.

(28) Form 13977, VITA Grant Budget.

(29) Form 13978, Projected Operations VITA Grant Application

(30) Form 13981, Grant Agreement.

(31) Form 14044, W&I IRS.gov Content Publishing Request (CPR).

(32) Form 14099, SPEC Partner/Site Financial Education & Asset Building Assess-
ment.

(33) Form 14204, Tax Counseling for the Elderly Program Application Checklist and
Contact Sheet.

(34) Form 14307, Partner Milestone Recognition.

(35) Form 14308, Site Milestone Recognition Form.

(36) Form 14309, SPEC Volunteer Milestone Recognition Form.

(37) Form 14335, Contact Information for VITA/TCE Grant Programs.

(38) Form 14355, Grant Financial Review Report.

(39) Form 14446, Virtual VITA/TCE Taxpayer Consent.

(40) Form 14511, Volunteer Standards of Conduct Violation Report.

(41) Form 14512, Oversight Review History Sheet.

(42) Form 14526, Employee Performance Review - Site Review.

(43) Form 14700, Financial Review Grant Classification Sheet Tax Counseling for
the Elderly (TCE) and Volunteer Income Tax Assistance (VITA).

(44) Form 15025, Grant Financial Review Activity Record.

(45) Form 15083, Employee Performance Record for QSS Reviews and QPO Ac-
tivities.

(46) Form 15272, VITA/TCE Security Plan.

(47) Pub 730 Important Tax Records Envelope.
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(48) Pub 1101, Application Package and Guidelines for Managing a TCE Program.

(49) Pub 1345, Handbook for Authorized IRS e-file Providers of Individual Income
Tax Returns.

(50) Pub 1915, Understanding Your IRS Individual Taxpayer Identification Number
(ITIN).

(51) Pub 3112, IRS E-File Application and Participation.

(52) Pub 4012, VITA/TCE Volunteer Resource Guide.

(53) Pub 4053, Your Civil Rights are Protected Poster for IRS Assisted Programs
(VITA/TCE/LITC) (English & Spanish Version).

(54) Pub 4299, Privacy, Confidentiality, and Civil Rights - A Public Trust.

(55) Pub 4454, Your Civil Rights are Protected.

(56) Pub 4473, Computer Loan Program - Welcome Package.

(57) Pub 4491, VITA/TCE Training Guide.

(58) Pub 4491-X, VITA/TCE Training Supplement.

(59) Pub 4557, Safeguarding Taxpayer Data A Guide for Your Business.

(60) Pub 4671, Helping You Help Others VITA Grant Program Overview and Appli-
cation Instructions.

(61) Pub 4675, Request to Quality Review Your Federal Tax Return (English &
Spanish Version).

(62) Pub 4836, VITA/TCE Free Tax Programs - English & Spanish.

(63) Pub 4883, Grant Programs Resource Guide for VITA Volunteer Income Tax
Assistance & TCE Tax Counseling for the Elderly.

(64) Pub 4961, VITA/TCE Volunteer Standards of Conduct - Ethics Training.

(65) Pub 5101, Intake/Interview & Quality Review Training 2022 Filing Season.

(66) Pub 5140, Partner Site & Return Reviews Job Aid.

(67) Pub 5166, VITA/TCE Volunteer Quality Site Requirements.

(68) Pub 5171, Return Review Job Aid Stakeholder Partnerships, Education and
Communication (SPEC).

(69) Pub 5245, Tax Counseling for the Elderly (TCE) Program Terms and Condi-
tions.

(70) Pub 5247, Volunteer Income Tax Assistance (VITA) Terms and Conditions.

(71) Pub 5261, Fact Sheet: Filing Season 2022: TaxSlayer Procedural Updates for
SPEC Partners and Employees.

(72) Pub 5358, Fact Sheet: Filing Season 2022: VITA/TCE Training and Site
Materials for SPEC Partners and Employees.
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(73) Pub 5683, VITA/TCE Handbook for Partners and Site Coordinators.

(74) Document 13172, Fact Sheet for SPEC Employees - Updates for Field Site
Visits and Remote Site Reviews.

(75) Document 13364, VITA/TCE Scope and Product Change Requests for SPEC
Employees.

(76) Document 13412, Where Do I Begin with a New SPEC Product Idea or
Revision?

(77) Document 13414, Job Aid: SPEC Products At-A-Glance.

(78) Document 13447, Tax Counseling for the Elderly (TCE) Grant Program
Technical Ranking Guide.

(79) Document 13456, Volunteer Income Tax Assistance Grant Program Technical
Ranking Guide.

(80) Section 163 of the Revenue Act of 1978, Public Law No. 95-600, 92 Stat.
2810, November 6, 1978.

(81) IRC section 7526A, Return Preparation Programs for Applicable Taxpayers

22.30.1.2
(09-04-2020)
SPEC Business Model

(1) SPEC uses a leveraged approach to taxpayer service by placing primary
emphasis on partner involvement and relationship management as key
elements in achieving its goals. SPEC’s Relationship Managers (RM) must
supply oversight and guidance to partners and volunteers engaged in free tax
preparation and outreach programs at sites throughout the nation.

(2) SPEC delivers this taxpayer service through a three-pronged business model
of income tax return preparation, educational outreach and financial education,
and asset building information offered to taxpayers. SPEC supplies leveraged
benefits to millions of taxpayers through national and local partners who deliver
most of the programs and services.

22.30.1.3
(09-08-2023)
Measures Reporting

(1) The Products, Systems and Analysis (PS&A) group figures out the official
annual SPEC count of sites and local partners. PS&A gets this information
from SPEC Total Relationship Management (SPECTRM) by March 15 or the
first business day; thereafter, if March 15 falls on a weekend or holiday.

Note: This does not change the requirement that the analyst must enter all active
sites in the SPECTRM system by January 15 of each year.

(2) The National Partnerships (NP) group figures out the official annual count of
national partners and coalitions. NP extracts this data from SPECTRM, except
for the number of coalitions, found on The Point, until SPECTRM has the ca-
pability to capture this data.

(3) SPEC Headquarter SPM Program Analyst sends weekly filing season and
monthly Program Activity Code (PAC 1C) reports as directed by Customer As-
sistance Relationships and Education (CARE) Headquarters (HQ), which
includes:

• Monthly and cumulative planned data PAC 1C report
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• Monthly and cumulative fiscal year data for the previous two years via
PAC 1C report

• Anomaly statements on data more or less than 10 percent of the
previous year cumulative performance

(4) SPEC’s SPM assigned program analyst uses the following methods to
calculate Number of Returns Prepared by Volunteers.

• Site Identification Number (SIDN) Workbook II Report 09 – Program
Summary report (source for paper)

• Facilitated Self Assistance (FSA) (prepared returns) reports (supplied by
the Chief, NP)

• The ELF 1541 SPEC Area and Territory Summary report to capture
e-file returns

• To calculate fiscal Year returns, add the sum of paper, e-file, and FSA
returns for the periods October 1 through December 31, along with the
following year filing season ending September 30

How to calculate total number
of returns for calendar and
fiscal years

Methodology

How to calculate the total
number of returns filed (sum of
paper and e-file returns filed)

Number of e-file Returns for FY
xx (plus) the Number of paper
Returns for FY xx (plus) total
Number of FSA Paper/E-file
Returns for xx (=) equals the total
number of returns prepared Fiscal
Year xx

How to calculate Fiscal Year
E-file Returns (returns filed
from October 1 through
December 31 and January 1
through September 30)

E-file returns filed from October 1
to December 31, (plus) e-filed
returns from January 1 to
September 30, (=) the Number of
e-file Returns for Fiscal Year xx

How to calculate Fiscal Year
paper Returns (returns October
through December and January
to September 30)

Paper returns filed from October
1 to December 31, (plus) Paper
returns filed from January 1 to
September 30, (=) number of
paper returns filed for Fiscal Year.

How to calculate Calendar Year
E-file Returns (returns filed
from January through
December 31)

E-file returns filed from January 1
to December 31, (=) the Number
of e-file Returns for Calendar
Year xx.

How to calculate Calendar Year
paper Returns (returns from
January to December 31)

Paper returns filed from January
1 to December 31, (=) number of
paper returns filed for Calendar
Year.

(5) SPEC’s assigned program analyst uses 3 External Measures shown on
Weekly Measures and Monthly PAC 1C report:
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• Outcome Measures: Percent of Returns Prepared Electronically by
SPEC Volunteers

Note: This measure reflects the percentage of individual returns (Form
1040-SR transmitted electronically by SPEC partners and Volun-
teers. As SPEC continues to process more paper returns, expect
the percentage of e-file returns to decrease slightly.

• Output Measure: Number of Returns Prepared
• Balanced Measures: Surveys administered annually: Partner Satisfac-

tion (Formerly Local Partner Satisfaction) and Partner Dissatisfaction
(Formerly Local Partner Dissatisfaction)

Note: VITA/TCE Return Preparation Accuracy (formerly Volunteer Return Prepara-
tion Program (VRPP) Quality Rating): SPEC employees must continue to
conduct return reviews. VITA/TCE sites measure the accuracy of volunteer
return preparation volume using the total number of return reviews. SPEC
staff decides the quality of return preparation returns by reviewing on-site
returns. These reviews decide the application of tax law by comparing a
customer prepared questionnaire (Intake Sheet) to the filing status, depen-
dents, and EITC application on the return.

(6) SPEC Weekly/Monthly Reports Guidelines.

22.30.1.3.1
(10-01-2012)
Program Performance
and Reporting

(1) The following sections supplies guidance on SPEC Programs and reporting
procedures.

22.30.1.3.2
(10-03-2022)
SPEC Weekly/Monthly
Reports Guidelines

(1) SPEC’s assigned SPM Program Analyst pulls or reviews the following reports:

• ELF 1541 report – pull the “MIDNIGHT” drain during filing season with
an effective date of Sunday.

• ELF 1541 report – pull the “MIDNIGHT” drain during non-peak season
(5/1/xx-9/30/xx) with an effective date of Sunday.

• ELF 1541 report on the Tuesday. SPEC uses the Area Reports and
Non-Profit Organization Summary Report to calculate the Measures for
VITA and TCE production

• SIDN report available Tuesday mornings, using the 09 and 02 produc-
tion reports for the Measures

• The return production for the week requires management approval.
SPEC sends the report to CARE by 11:00 a.m. every Thursday

• PAC 1C – due monthly – refer to CARE monthly due date report
• The Chief, NP sends the weekly FSA report to the SPM assigned

analyst weekly.
• CAS Submission Processing Senior Tax Analyst sends the weekly

(every Monday) Prior Year reports to the assigned SPM program
analyst.

• Update all “HEADER and FOOTERS” on all Excel spreadsheets.
• The Chief of SPM must approve SPEC’s weekly report before sending

to others.
• The SPM coordinator sends all Post, weekly and monthly reports to the

Point, SPEC’s intranet site, to the assigned SPEC “the Point” coordina-
tor.
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• Request special BEARS permissions using the platform to access the
ELF 1541 and SIDN reports. SPEC staff must contact the NP manager
for further instructions to request access.

• For help with the SIDN report contact, Chief, NP.
• For help with the ELF 1541 report, contact the assigned Program

Analyst in Submission Processing.
• The assigned NP analyst sends the TaxSlayer Production report to the

assigned SPM Analyst, available on the STARS shared drive weekly,
then monthly until after 9/30.

Note: Find the TaxSlayer folder on the STARS shared drive site.

22.30.1.3.3
(11-18-2021)
Data Dictionary

(1) The SPEC 2021 COMPREHENSIVE DATA DICTIONARY lists and defines per-
formance measures for SPEC. Key Business Indicators describe internal mea-
sures used by SPEC management. This report gauges the success of SPEC
initiatives and helps management make decisions on how best to use limited
resources to meet SPEC goals.

22.30.1.3.4
(10-01-2012)
Returns Prepared
Reports

(1) SPEC obtains the number of returns prepared at volunteer tax preparation
sites from the IMF or CADE2 Report, Site Identification Workbook, and the
ELF (Electronic Filing System) 1541 Report. These reports supply the total
number of paper and electronic returns filed by SPEC’s volunteer programs.

22.30.1.3.5
(10-01-2012)
Number of Sites

(1) SPEC reports the count and location of VITA, Military VITA, TCE, VITA Grant
and co-located sites. All open tax preparation sites include sites open one-day
a week for several weeks during the filing season, appointment only, and sites
closed to the public. SPEC staff must enter all sites, including sites open for
only one day, in SPECTRM.

22.30.1.3.6
(09-09-2019)
Number of Volunteers
(Form 13206, Volunteer
Assistance Summary
Report)

(1) SPEC must report the number of volunteers helping with the VITA/TCE
programs. SPEC must count and report the number and certification level(s) of
all volunteers.

(2) Partners and Military VITA sites must report the names, positions, and certifica-
tion levels for every volunteer. For more information on training and
certification levels, refer to IRM 22.30.1.8.7, VITA/TCE Training.

(3) Partners and Military VITA sites must report all volunteers on Form 13206,
Volunteer Assistance Summary Report, or similar listing having the same infor-
mation by February 3 but no later than February 15, for sites opening after
February 3rd. Partners and Military VITA sites must send a new report by the
3rd of each month to show new volunteers not previously reported. Form
13206 includes instructions for preparing a volunteer listing.

(4) Except for AARP volunteers, SPEC territories must record the number of their
local volunteers from Form 13206 or similar listing with the same information in
the Production Module in SPECTRM. The territory office must review and
approve all volunteer counts. To input volunteer counts:

a. Go to SPECTRM Production Module
b. Select Form 13206
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c. Search for one site of the partner (search for one military site within the
territory to report all volunteer counts)

d. Add the total number of volunteers assigned to the partner. As partners
report new volunteers, add the new volunteer count to the existing count

e. Repeat this for every assigned partner
f. Refer to the SPECTRM User Guide for step-by-step directions

(5) Territory offices must record all partner volunteer totals (except AARP volun-
teers) into SPECTRM within ten (10) business days of receipt.

(6) Territory offices must record the total number of military volunteer counts for
their territory into SPECTRM under one local Military VITA site listed in
SPECTRM.

(7) Territory offices must record all partner and Military VITA site volunteer totals
(except AARP volunteers) into SPECTRM by May 15 for the official volunteer
count.

(8) AARP uses an alternative to Form 13206. AARP must supply a volunteer
listing to the SPEC territory office by February 3 and or the third business day
of each month as new volunteers report to the site. The site listing must
include the same information as listed on the current Form 13206. SPEC must
share the current Form 13206 with the AARP relationship manager (RM).
Territory offices must not report the number of AARP volunteers in SPECTRM.

(9) AARP National must send their official number of volunteer counts to the
SPEC HQ designee by May 15. The SPEC designee must input this data into
SPECTRM.

(10) All domestic Military VITA sites must provide their volunteer listing on Form
13206 or similar listing with the same information to the Armed Forces Tax
Council (AFTC) and a copy to their local SPEC RM by February 3 but no later
than February 15, for sites opening after February 3. They must send a new
report on the 3rd of each month to show new volunteers not previously
reported.

(11) All overseas Military VITA sites must supply their volunteer listing on Form
13206 or similar document having the same information to the SPEC HQ RM.
The SPEC HQ RM must input the volunteer count into SPECTRM by May
15th.

(12) The RM must review the Form 13206 partner listing, or AARP list for current
IRS employees. To promote volunteerism, the RM reports IRS employees to
SPEC HQ for special recognition.

(13) The responsible territory or SPEC HQ office must compare all volunteer lists
(Form 13206, partner listing and AARP list) to the names listed on the
Volunteer Registry. If the Volunteer Registry includes a partner’s or volunteer’s
name, the territory office must notify and inform the partner or volunteer they
may never volunteer for the VITA/TCE program. If the partner or volunteer tries
to volunteer after notification, the territory office must contact Treasury
Inspector General of Tax Administration (TIGTA). Territory offices must not
include the barred volunteer in the volunteer count in SPECTRM.
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22.30.1.3.7
(10-03-2022)
Growing SPEC – Growth
Relationship Manager
Responsibilities

(1) Growth RM must expand access and awareness of the SPEC cause (i.e., free
tax preparation, and tax and financial education). RM do this primarily by re-
searching and contacting local community organizations.

a. Research using various IRS tools and search engines
b. Research focuses on organizations aligning with SPEC’s mission
c. After the RM conducts research, contact the organization by phone to

deliver recruitment and partnering information

If Then

Call Not Answered Leave a voice mail with recruitment and part-
nering information. If the organization does
not return the call within five (5) business
days after leaving the voice mail, the RM
must try one more call. If not answered, the
RM must follow-up with an e-mail.

Call Answered If the organization shows interest in partnering
with the IRS, the RM must send a follow-up
e-mail within one (1) business day from the
date of the call. Then the RM must furnish
information about becoming a VITA/TCE
partner and schedule a follow-up
appointment.

(2) Use a spreadsheet, word document, or other recording document, per the
Growth TM to record each contact and any notes. Send the document to the
TM monthly unless the TM sets a different procedure.

(3) At least twice a year, RM must work with Media Relations to issue media
releases in the area they cover to recruit new partners and volunteers. See
further media relation guidance in IRM 22.30.1.6, Communications Guidelines
for SPEC Employees.

22.30.1.3.7.1
(03-02-2023)
Establish/Maintain
Partnerships

(1) Growth territories store partner files on their SharePoint site, local shared
drive, or other location per their Growth TM that contain required forms and
partner information.

(2) When forming a new partnership, the relationship manager (RM) must take the
following actions:

a. Secure Form 13533, VITA/TCE Sponsor Agreement, or Form 13533-A,
FSA Remote Sponsor Agreement, from the new partner and enter the
information into SPECTRM

b. Give the partner a SIDN
c. Ensure the new partner/volunteers understand the contents in Pub 5166,

VITA/TCE Volunteer Quality Site Requirements, Pub 5683, VITA/TCE
Handbook for Partners and Site Coordinators and Pub 4299, Privacy,
Confidentiality, and Civil Rights – A Public Trust.
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(3) Schedule and hold regular meetings with the new partner to guide them
through their first tax season, which includes pre-filing, filing and post filing
seasons.

(4) Direct and help the partner apply for its EFIN and recommend they secure it
as soon as possible or by the end of December.

(5) Order Equipment as needed (recommended completion in August). Refer to
IRM 22.30.1.9.2.3.1.

a. The TM must designate a Post of Duty within the group to receive and
store the growth group’s assigned printers. Relationship manager (RM)
must update SPECTRM to show the territory office location of shared
printers.

b. If the growth teams’ transfer a partner and the partner keeps a loaned
printer from the growth teams’ inventory, then a swap occurs from the
home territory’s inventory to the growth territory’s inventory.

c. The growth team completes an “In Use Change Request” (IUCR) when a
partner keeps laptop(s) or printer(s) beyond the filing season and
document the new expected return date.

(6) Secure Form 13715, Volunteer Site Information Sheet:

a. Enter site information into SPECTRM and update the form with IRS
required information: SEID and date entered in SPECTRM. Update as
needed during the pre-filing and filing season.

b. Send the form to the TM for review and signature, per territory proce-
dures. Store the approved Form 13715 per group procedures.

(7) Determine training and site material needs. Refer to IRM 22.30.1.9.8, Product
Ordering:

a. Growth territories forecast product needs based on projected current,
new potential partners and volunteers.

b. Growth territories work with home territories about the anticipated number
of supplies needed in September and October.

c. Growth territories must notify the subject matter expert for Computer
Assisted Publishing System (CAPS) in the home territory, per the order
point number prior to placing the order to ensure sufficient supplies
available.

(8) Begin preparing the new partner for the filing season by:

a. Helping new partners with training needs by assisting with training and
scheduling.

b. Identifying Site Coordinators
c. Ensuring each site plans to open for the upcoming filing season.
d. Ordering software and training materials, recommended in October.
e. Soliciting Form 13206, Volunteer Assistance Summary Report, from the

partner no later than February 15th. Then receive more submissions by
the 3rd of each month thereafter.

f. RM reviews all received Form 13206 to verify accuracy and compare vol-
unteers to the VITA/TCE Volunteer Registry List in SPECTRM. RM enters
the form details into SPECTRM. RM completes, IRS Use Only section,
and stores forms per group procedures. TM, or appointee, approves
forms in SPECTRM needed.
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(9) Confirm partners receive and review Quality Alerts and share with volunteers.

(10) RM must seek approval to conduct Field Site Visits (FSV) on all new partners/
sites during their first year of operation to ensure the new partner/site follows
the ten (10) Quality Site Requirements. If budget and/or travel restrictions
prevent the RM from conducting an FSV, the RM must complete a Remote
Site Review or wellness check on each new partner. TM approves RM’s plan
of FSV’s, RSR’s, and wellness checks.

(11) See IRM 22.30.1, Wage and Investment Outreach Procedures, Stakeholder
Partnerships, Education and Communication for more partner management
that is not specifically addressed for Growth Territories.

22.30.1.3.7.2
(10-03-2022)
Partner Transfer from
Growth Territory to
Home Territory

(1) The growth territory determines and initiates the transfer of a partner to the
home territory. The transfer of the partner to the home territory can begin to
take place once the partner completes at least one full filing season and shows
adequate knowledge of the program and procedures. The growth territory
manager must approve the transfer.

a. Growth teams complete SPEC partner letters and certificates to
recognize volunteers prior to transferring the partner to the home territory.

b. The RM completes Form 15275-B, VITA/TCE Partner Transfer Checklist,
to ready the partner for transfer.

(2) The growth TM gives approval prior to the transfer. The growth TM documents
approval in the partner module comment section in SPECTRM (the TM can
designate an RM to input this approval into SPECTRM on the TM’s behalf), on
Form 15275-B, VITA/TCE Partner Transfer Checklist, or in an email. The
growth territory may transfer a partner at any time; however, most transfers
occur between April and October.

(3) The growth TM supplies the home TM the new partner information by email.
Within ten (10) business days of the email, the home TM provides the growth
TM with the name of the home territory RM assigned the partner and
schedules a meeting to discuss the transfer with the RM and/or TM. The e-mail
must include details and/or attachments with the following information:

Description Required

Completed number of filing seasons Yes

Complete forms (Form 13715, Volunteer Site Informa-
tion Sheet, and Form 13206, Volunteer Assistance
Summary Report.

Yes

Additional transfer partner forms: Form 15275, VITA/
TCE Partner Contact Activity Significant History Log,
Form 15275-B, VITA/TCE Partner Transfer Checklist,
and Form 15275-A, VITA/TCE Partner Summary

No

(4) The home territory TM must send the growth territory TM the RM’s name
accepting the new partner, then the growth territory TM must notify the growth
territory RM to whom to transfer the new partner. The growth territory RM
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contacts the home territory RM within ten (10) business days of receiving this
information from the growth territory TM to schedule an introductory meeting
with the partner.

(5) The home territory becomes responsible for managing the partner and collect-
ing information for future filing seasons once the partner meeting and partner
file transfer has taken place.

(6) Growth RM must update SPECTRM and CAPS within ten (10) business days
of receipt of the new RM’s information. Update each SPECTRM partner, site,
and contact module associated with the transferred partner to reflect the reas-
signment to the home territory. For example, update the territory field,
management channel field, and primary SEID associated with the partner.

22.30.1.3.7.3
(10-03-2022)
VITA/TCE Volunteer
Recruitment Referral
Process

(1) Individuals interested in volunteering with the IRS can submit his or her contact
information on irs.gov. Agency-Wide Shared Services provides the organiza-
tion’s information from irs.gov to SPEC HQ. SPEC HQ then compiles a
spreadsheet of interested partners.

(2) A PS&A analyst issues an area summary report spreadsheet with interested
partner information to the Growth TM, PS&A Chief, and PS Chief. Delivery of
the area summary report spreadsheet to the areas by PS&A. PS&A issues the
reports once a week from August through April and on a biweekly basis from
May through July.

(3) Growth RM must reach out to all home RM every September, based on their
area of coverage, to request a list of partners willing to accept IRS volunteers.
The list must include the partner’s name, contact information, number of volun-
teers requested, virtual/face-to-face volunteers, and any other necessary
information. The RM compiles and sends the list to potential volunteers.

a. Growth RM must update the designated team member when they know
of any changes to the virtual partner list.

b. RM must ensure partners secure enough volunteers for the filing season,
whether the partner associates with the home or growth territory.

(4) The Volunteer Management System (VMS) Input Team must follow the duties
below:

a. The VMS Input Team must prepare and upload the VITA/TCE volunteer
sign-up information into VMS on the VMS SharePoint within five (5)
business days of receiving the list. The VMS Input Team sends an email
to the responsible RM(s) to notify that they can send initial contact emails
to the volunteers.

b. The designated members of each growth territory send the initial contact
email to the volunteers within nine (9) business days of receiving the no-
tification of available volunteers. They must send the volunteer orientation
registration links and a list of partners accepting the volunteer orientation
registration links and a list of partners accepting volunteers. Update VMS
with contact date and partner referral information.

c. The designated members for each growth territory send all volunteers a
follow-up email within thirty (30) days of the initial contact email during
the recruitment period and record the date of the email in VMS.

d. The designated members for each growth territory send an end of
season email to all volunteers during April and May and record the date
of the email in VMS, including any responses received.
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(5) Each Growth Group territory hosts volunteer orientations between October 1st
and February 28th. Each territory must conduct orientations, via a streaming
media platform, based on TM commitments or as designated by each growth
TM.

a. Each territory conducts at least one presentation in Spanish and a closed
caption orientation if funding allows.

(6) The designated growth members respond to any questions within five (5)
business days of receiving any follow-up emails.

(7) The designated growth members send a post filing season email to all
potential volunteers that sign up through irs.gov between March 1st and Sep-
tember 30th, or after the groups last volunteer orientation in February, and en-
ter the date into VMS.

22.30.1.3.7.4
(10-03-2022)
VITA/TCE Partner
Recruitment Referral
Process

(1) An organization interested in partnering with the IRS can submit its information
on irs.gov. Agency-Wide Shared Services provides the organization’s informa-
tion from irs.gov to SPEC HQ. SPEC HQ then compiles a spreadsheet of inter-
ested partners.

a. A PS&A analyst issues an area summary report spreadsheet with inter-
ested partner information to the Growth TM, PSA Chief, and PS Chief.

b. A PS&A analyst delivers the area summary report spreadsheet to each
area once a week from August through April and on a biweekly basis
from May through July.

c. Local procedures set by the TM determines the process for providing po-
tential partner information to each RM to contact. RM must contact poten-
tial partners, by phone and/or email, within fourteen (14) business days of
receiving the list from PS&A.

d. RM must document the date of contact, type of contact, and outcome of
the contact on the area summary report spreadsheet, unless the Growth
TM uses another process to capture this information.

22.30.1.3.8
(10-01-2014)
VITA/TCE Return
Preparation Accuracy

(1) Quality Statistical Sample (QSS) reviews measure the VITA/TCE site
adherence to the Quality Site Requirements (QSR). QSS reviews also
measure the accuracy of volunteer-prepared returns and provides SPEC’s
official quality measurement at VITA/TCE sites. SPEC rates return preparation
quality through return reviews of a customer prepared questionnaire to the
filing status, dependents, income, and credits on the return.

22.30.1.4
(10-01-2012)
Disaster Relief

(1) The President of the United States signs Disaster Relief Acts to aid taxpayers
affected by natural disasters. Disaster events result from grave sudden occur-
rences or major adverse natural processes of the Earth that cause great
damage. When the President declares a city or county a disaster zone, the
IRS develops guidelines for all levels of the agency. Based on those guide-
lines, SPEC shares these policies and guidelines with the areas, territories,
and partners (i.e., talking points, instructions, SETR codes, etc.,).

(2) For more information on Disaster Relief, please refer to IRM 25.16, Disaster
Assistance and Emergency Relief.
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22.30.1.5
(11-18-2021)
Record Retention

(1) SPEC assigned program analyst ensures management keeps records, follows
laws, executive orders, agency procedures and follows proper disposal instruc-
tions according to established guidelines.

(2) For information on Record Retention, please refer to IRM 1.15, Records and
Information Management.

22.30.1.6
(09-04-2020)
Communications
Guidelines for SPEC
Employees

(1) SPEC employees must review communication guidelines before agreeing to
media interviews.

• No SPEC employee must ever contact a media outlet without first con-
tacting W&I Communications and Liaison (C&L)

• No SPEC employee must ever respond to a media inquiry without con-
tacting W&I C&L

• If a SPEC employee becomes aware of media coverage or media
activity resulting from a partner (partner news release or news confer-
ence), then they must notify W&I C&L at once

(2) If SPEC employees receive an IRS news release outside of the normal an-
nouncement or publicity of VITA and TCE sites, they must collaborate with W&I
(C&L) for approval. SPEC employees can re-write releases and distribute them
locally without added clearance. Refer to the table below:

If Then Then

You wish to do a
news release publi-
cizing a VITA event.
First check, The
Point, for news
release templates for
your situation. If
none.

W&I C&L helps you
write a news release
for this event. W&I
C&L posts templates
on the SPEC intranet
site and include
space to add local
information for others
to use.

Media Relations helps
place the release with
local media; and
handles all incoming
media calls; and
serves as the point of
contact for the media
on the news release.

You get a call from
any news outlet

You must contact
W&I C&L to handle
the request.

W&I C&L and Media
Relations may contact
you for more informa-
tion after reviewing
the inquiry.

22.30.1.7
(10-01-2012)
SPEC Awards Program

(1) The SPEC Awards Program recognizes exemplary contributions to the SPEC
organization made by SPEC employees. Any employee or manager in SPEC
can nominate an employee or manager in SPEC. Task teams can nominate
SPEC employees for an achievement award.

Note: Work groups cannot nominate task teams for the achievement award. A
SPEC employee cannot nominate themselves.
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22.30.1.7.1
(09-08-2023)
Nomination and
Selection Process

(1) SPEC staff must send all nomination forms by email to the SPEC Awards
Program to the Employee Recognition Team inbox at wi.spec.employee.
recognition.team@irs.gov.

(2) Upon receipt of all nominations, the SPEC Employee Recognition Team must
evaluate all submissions prior to sharing with the Executive Champion for con-
currence. The Employee Recognition Team recognizes the final selections
during the SPEC annual Recognition Ceremonies (Military, Partner, and
Employee). The Employee Recognition team recognizes the finalists on
SPEC’s website, The Point, and The Wall of Praise SharePoint.

(3) The SPEC Recognition Selection Committee includes:

• Director, SPEC
• Executive Champion
• Chief, National Partnerships
• Three Territory Managers (one from each Area office)
• SPEC Recognition Leader/Coordinator (Identified by the Executive

Champion)

22.30.1.7.1.1
(10-01-2012)
Writing an Effective
Award Nomination

(1) Writing an effective award nomination lets others know why your nominee
should win the award! You can brag about someone you know, but you may
only use words to introduce this person. SPEC staff must write a narrative that
describes the nominee.

(2) As a nominee, you must make every word count. Put yourself in your reader’s
shoes. Assume your reader has no knowledge of your nominee’s contribution.
Then tell them why your nominee clearly deserves this award.

• First, you must name and use the criteria when you write something.
You must have a purpose whether you compose a letter to a friend or
drafting a novel. When writing an award nomination, you must include
specific criteria. These criteria form the basis of your nomination
narrative.

Example: The criteria for a SPEC Achievement Award: One, excep-
tional individual or team effort in support of SPEC’s program
goals and aims and two, creation or development of a major
program enhancement or improvement of high value to
SPEC.

• You must use strong verbs to address the criteria and to explain accu-
rately how your nominee reflects the criteria. As a rule, prefer words that
convey action rather than passive verbs that include derivations of the
infinitive “to be,” such as: is, are, were, etc.

Example: Weak: Mary brought the SPEC partnership model to life in
her community. A substantial number of people attended her
presentation.
Better: Mary pioneered the partnership model in her
community. People flocked to her presentation.

• Show do not tell. You must show and do not tell. As much as possible,
give examples that illustrate and describe the characteristics of the indi-
vidual. Let your words evoke a picture. Use sentences that describe
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situations where your nominee displayed the criteria asked for. Be
specific and write down the details that matter.

Example: Weak: Mary helped in the development of several volunteer
management tools last year.
Better: Mary recognized that partners needed to recruit vol-
unteers for several jobs. She designed, developed, and
created nine individual job descriptions for volunteer opportu-
nities.

• Your narrative must standalone. Prepare the narrative so that it tells
your story with no other documents attached or necessary.

• Adhere to the requirements by using the proper format, page limit,
criteria, etc. specified by the award guidelines.

22.30.1.7.2
(09-08-2023)
SPEC Awards

(1) The SPEC Employee Recognitions:

• Catherine Harvey Award
• Leader of the Year
• Administrative Assistant
• Taxpayer Experience
• Above and Beyond
• Community Builder
• Behind the Scenes Star
• Mover of Mountains
• Creative Solutions Finder
• Uplifter
• Leads the Charge
• VITA/TCE IRS Employee Volunteer Spirit

22.30.1.7.2.1
(09-08-2023)
Catherine Harvey

(1) SPEC presents this notable award in memory of Catherine Harvey, SPEC’s
former Senior Technical Advisor. The Award recognizes an individual who has
made significant contributions to SPEC and models a high degree of excel-
lence.

(2) The Catherine Harvey Award recognizes individuals who demonstrates the
following:

• Significant contributions to SPEC
• Exceptional communication skills
• Supplies excellent leadership
• Top-notch customer service
• Shows a high degree of excellence.

Note: Who qualifies: All SPEC employees.

22.30.1.7.2.2
(09-08-2023)
Leader of the Year

(1) SPEC presents this award to a territory and headquarters managers who
encourage employees to reach their full potential.

(2) The Leader of the Year Award recognizes territory and headquarters managers
who demonstrate the following:

• Excellent Leadership
• Promote employee engagement
• Outstanding people management skills
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• Responsive to their team’s needs
• Encourager

Note: Who qualifies: All SPEC Managers.

22.30.1.7.2.3
(09-08-2023)
Administrative Assistant
Recognition

(1) This award recognizes an administrative official who goes above and beyond
in support of SPEC’s mission.

(2) The Administrative Assistant Award recognizes individuals who provide excep-
tional clerical support and demonstrates the following:

• Unmatched ability to effectively use their time
• Exceptional collaboration abilities
• Outstanding people skills
• Responsive to their team and others’ needs
• An optimistic outlook

Note: All SPEC Administrative Assistants and Secretaries.

22.30.1.7.2.4
(09-08-2023)
Taxpayer Experience
Recognition

(1) This award recognizes an individual who puts taxpayers and IRS partners first:

(2) The Taxpayer Experience Recognition Award recognizes an individual who
demonstrates the following:

• Creates an overall exceptional experience for taxpayers and partners in
their interactions with the IRS

• Ensures Taxpayer Bill of Rights principles are upheld

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.5
(09-08-2023)
Above and Beyond

(1) This award recognizes individuals who model superior service.

(2) The Above and Beyond Award recognizes individuals who puts in extra effort
to support SPEC’s mission.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.6
(09-08-2023)
Community Builder

(1) This award recognizes individuals who promote excellence in building relation-
ships.

(2) The Community Builder Award recognizes individuals who promote inclusive
excellence and cultivates relationships.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.7
(09-08-2023)
Behind the Scenes Star

(1) This award recognizes individuals who perform critical tasks to support SPEC’s
mission.

(2) The Behind-the-Scenes Award recognizes individuals who performs critical
tasks in support of SPEC’s mission but are not usually in the spotlight.

Note: Who qualifies: All SPEC personnel.
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22.30.1.7.2.8
(09-08-2023)
Mover of Mountains

(1) This award recognizes individuals who display resourcefulness and achieve
desired outcomes despite adversity.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.9
(09-08-2023)
Creative Solutions
Finder

(1) This award recognizes individuals who solves problems creatively, uses
modern/new technology methods, and finds innovative ways to grow and learn.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.10
(09-08-2023)
Uplifter

(1) This award recognizes individuals who make work a better experience through
their positive attitude.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.11
(09-08-2023)
Leads the Charge

(1) The Leads the Charge recognizes individuals who take initiative on new
projects in support of SPEC’s mission.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.12
(09-08-2023)
The VITA/TCE IRS
Employee Volunteer
Spirit

(1) The VITA/TCE IRS Employee Volunteer Spirit recognizes IRS employees who
volunteered for VITA/TCE program for 7 or more years.

Note: Who qualifies: All SPEC personnel.

22.30.1.7.2.13
(10-03-2022)
SPEC Partner
Recognition Ceremonies

(1) Starting in 2017, SPEC began hosting a virtual ceremony to acknowledge the
accomplishments of our partners and their vital contributions to the overall
success of SPEC’s mission and core programs.

(2) These events allow for all SPEC partners to receive recognition and apprecia-
tion from IRM senior leaders, with nominations for specific partner recognition
categories supplied by employees.

22.30.1.7.2.14
(10-03-2022)
VITA/TCE Recognition
Ceremonies

(1) The SPEC Partner Recognition Team works with the field, national partners,
W&I Communications and Liaison (C&L) and IRS Senior Leaders to conduct a
virtual ceremony each year that recognizes partner/volunteer accomplishments
and years of service.

(2) W&I C&L works with the IRS Commissioner’s speech writer and other staff
during the filing season to coordinate the drafting of executive talking points for
the ceremony.

(3) The Partner Recognition Team solicits the field for partner nominations
(including recognition categories) and narratives early in the filing season, with
a submission deadline close to the end of the filing season.

(4) Upon receipt of the final partner nominations/narratives, the Partner Recogni-
tion Team incorporates that wording into the final script for the ceremony.

(5) The Partner Recognition Team also creates and distributes a PowerPoint after
the event.
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(6) The SPEC Partner Recognition Team collaborates with the presenter team
(including SPEC Executives) to conduct practice sessions ahead of the
ceremony. This allows the Partner Recognition Team to identify issues with the
script and make edits prior to the actual event.

(7) The final event date depends on the availability of the IRS Commissioner in
early-to-mid May. The VITA/TCE Partner event typically precedes the Military
Partner ceremony.

22.30.1.7.2.15
(10-03-2022)
Military VITA
Recognition Ceremonies

(1) The SPEC Partner Recognition Team works with the field, the Armed Forces
Tax Council (AFTC), the American Bar Association (ABA), W&I Communica-
tions and Liaison (C&L) and IRS Senior Leaders to conduct a virtual ceremony
each year that recognizes partner/volunteer accomplishments and years of
service.

(2) W&I C&L works with the IRS Commissioner’s speech writer and other staff
during the filing season to coordinate the drafting of executive talking points for
the ceremony.

(3) The Military Analyst (on the National Partnerships staff) solicits the field for
partner nominations (including recognition categories) and narratives early in
the filing season, with a submission deadline close to the end of the filing
season. The Military Analyst also coordinates with AFTC and ABA to secure a
list of bases that received training and participated in Military VITA (including
types of tax models supported in-person, virtual or FSA).

(4) Upon receipt of the final partner nominations/narratives, the Partner Recogni-
tion Team incorporates that wording into the final script for the ceremony.

(5) The Partner Recognition Team also creates and distributes a PowerPoint after
the event.

(6) The SPEC Partner Recognition Team collaborates with the presenter team
(including SPEC Executives) to conduct practice sessions ahead of the
ceremony. This allows the Partner Recognition Team to identify issues with the
script and make edits prior to the actual event.

(7) Final event date depends on the availability of the IRS Commissioner but
normally occurs sometime in early-to-mid May. The Military Partner event
typically comes after the VITA/TCE Partner ceremony.

22.30.1.8
(11-18-2021)
Volunteer Return
Preparation Overview

(1) Organizations (for profit and not for profit), employers and individuals (referred
hereinafter as partners) across America share a commitment to public service
and partner with the IRS to supply free tax preparation to the under-served
populations in local communities. SPEC HQ and National Organizations sign a
memorandum of understanding (MOU) with National Organizations to create a
national partnership. SPEC TM must use Form 13533, VITA/TCE Partner
Sponsor Agreement, or Form 13533-A, FSA Remote Sponsor Agreement, to
approve local organizations not affiliated with a national partner. The targeted
audiences for these free tax preparation services include taxpayers with low-to-
moderate income (defined by the EITC threshold), persons with disabilities,
elderly, taxpayers in rural locations, members of the Armed Forces and their
spouses, Native Americans, and taxpayers with Limited English Proficiency
(LEP).
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(2) SPEC’s volunteer program offers federal and state tax preparation services,
free of charge. IRS partners recruit volunteers to work the program. All volun-
teers must complete tax law certification offered by the IRS prior to
volunteering their services by passing a test with a score of 80 percent or
higher. Partners must ensure volunteers adhere to all IRS QSR.

(3) Volunteer sites run in geographic areas consistent with the targeted audience
populations. SPEC offices, along with partners, decide the best location for
volunteer sites with the use of existing research, including census data, to find
the largest concentrations of the targeted population.

(4) The volunteer return preparation program limits the scope of specific tax law
topics. The scope of the volunteer programs changes periodically depending
on IRS and legislative change. Therefore, to ensure volunteers only prepare
returns within the scope of the volunteer program, refer to Pub 4012, VITA/
TCE Volunteer Resource Guide, for a list of the latest tax law topics. The
Volunteer Protection Act of 1997 protects all volunteers who adhere to QSR
and prepare returns only within scope of the volunteer return preparation
program.

(5) SPEC partners must market their programs to our targeted populations; the
low to moderate income taxpayers (defined by the annual EITC threshold),
elderly, persons with disabilities, and those with LEP. The value of low to
moderate income can vary depending on the cost of living in a particular geo-
graphic location; therefore, partners must exercise sound judgement in setting
up income limitations for return preparation. Caution: At least 90 percent of
taxpayers served by VITA grantees must have income at or below the
maximum annual income limit to qualify for the EITC (the VITA low-income
threshold). Grantees need to take this limitation into consideration in deciding
whether to prepare returns for taxpayers with income above the VITA low-
income threshold.

Note: For example, the VITA low-income threshold is $60,000 for Tax Year 2022. If
a taxpayer with W-2 income of $70,000 comes to a site and all income and
expense items fall within scope according to the scope chart in Pub 4012,
the site must exercise sound judgement and rationale in deciding whether to
prepare the return.

22.30.1.8.1
(10-01-2012)
Volunteer Return
Preparation Components

(1) SPEC’s Volunteer Return Preparation Program consists of two components
which include:

• Volunteer Income Tax Assistance (VITA)
• Tax Counseling for the Elderly (TCE)

22.30.1.8.1.1
(01-10-2013)
Volunteer Income Tax
Assistance (VITA)

(1) Thousands of volunteers supply free tax aid and prepare millions of U.S.
Federal and State tax returns since the implementation of the VITA program in
1969. The targeted population for VITA services includes individuals with low-to
moderate-income (defined by the EITC threshold), persons with disabilities,
elderly, and LEP. The VITA program delivers service to those taxpayers who
most need tax aid and cannot afford the services of a paid preparer.

(2) SPEC allows volunteers to use IRS 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 scope limitations.
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(3) SPEC considers the Military a partner in the VITA program. The Armed Forces
Tax Council (AFTC) consists of tax program coordinators from the Army, Air
Force, Navy, Marine Corps and Coast Guard. The AFTC oversees the
operation of the military tax programs worldwide. They serve as the main
channel for outreach and free tax preparation to military personnel and their
families.

22.30.1.8.1.1.1
(03-25-2013)
Virtual VITA/TCE

(1) The Virtual VITA/TCE (formerly Alternative VITA/TCE Model and Alternative
Rural) approach uses the same process as traditional VITA/TCE except that
the preparer and/or quality reviewer does not prepare/review the return in the
same location at the same time as the taxpayer. Technology, such as internet,
fax and video connect the volunteer preparer and the taxpayer. Although
suitable for rural environments where fewer traditional VITA sites exist, this
approach applies to urban settings to supply a free alternative to qualified
taxpayers.

22.30.1.8.1.1.2
(03-25-2013)
Purpose of Virtual
VITA/TCE

(1) In traditional VITA and TCE sites, a certified volunteer interviews taxpayers
face-to-face before preparing, quality reviewing and e-filing tax returns. Most
volunteers prefer to use this method.

(2) To increase the amount of free tax preparation provided to all eligible
taxpayers, SPEC expanded the VITA and TCE Site requirements to address
the needs of partners and taxpayers. One possibility for SPEC Partners
involves the use of Virtual VITA/TCE Model instead of a traditional model to
meet the needs of their taxpayers and volunteers.

(3) Virtual VITA/TCE sites exist when volunteers prepare or quality review a return
in a different location from the taxpayer (non-face-to-face).

22.30.1.8.1.1.3
(10-03-2022)
Preparing Returns Using
Virtual VITA/TCE

(1) Eligible taxpayers cannot take advantage of the traditional VITA and TCE
program for a variety of reasons, while partners face their own distinct chal-
lenges trying to run a traditional free tax preparation site. This includes
taxpayers unable to visit a traditional VITA and TCE site due to travel con-
straints and sites that lack certified volunteers or equipment.

(2) The Virtual VITA/TCE Model uses the same process as traditional VITA/TCE
except for the location of the taxpayer during return preparation/quality review.
Technology (i.e., internet, fax, video, phone, etc.) connects the volunteer
preparer and the taxpayer.

(3) In traditional VITA and TCE sites, a certified volunteer must conduct face-to-
face interviews with taxpayers ahead of return preparation, quality review and
e-filing.

(4) Partners can use the Virtual VITA/TCE Model as an alternative for closed
VITA/TCE sites.

(5) This model supplies VITA and TCE services through the site models listed
below:

• Intake Site
• Preparation Site
• Quality Review Site
• Drop Off Site
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(6) In all instances, the Virtual VITA/TCE process must include the following:

a. Adherence to the ten (10) QSR.
b. Approved partner documentation of the Virtual VITA/TCE process (using

Form 15272, VITA/TCE Security Plan), by the TM. This happens before
the site opens. This only applies to those partners who run Virtual VITA/
TCE site(s) during their normal course of business, not partners who only
use Virtual VITA/TCE as part of their filing Contingency Plan.

c. Explanation of the process to the taxpayer(s). This explanation includes
the time it takes to prepare the return.

d. Agreement to the process and signature on Form 14446, Virtual VITA/
TCE Taxpayer Consent. This consent form stores all the required
information outlined later in the IRM. Sites must not use substitute forms
for consent.

e. Taxpayer verification using photo identification at the intake site. If the
taxpayer(s) must return to the site, the taxpayer(s) must again supply a
photo identification when they return to review, sign, and pick up a copy
of their return.

f. Non-face-to-face communication between the taxpayer(s) and preparer,
and/or the quality reviewer by phone or by electronic means, such as
video conference.

g. The same certified volunteer who prepares the return cannot complete
the quality review.

h. Availability of all tax documents including the completed Form 13614-C,
Intake/Interview and Quality Review Sheet, to the certified volunteers
during the return preparation and the quality review.

i. Other approved delivery methods, such as mail, fax, personal delivery,
email, secure video conference or secure scan/upload.

Note: When necessary, volunteers must use electronic filing or Enterprise
e-Fax (EEF)ax in lieu of manual faxing. See the Clarification of
Policy for Use of Fax in Taxpayer Submission clarifying the term
″faxed signature″ regarding IRS policy on accepting taxpayer sub-
missions by fax.

j. The opportunity for taxpayers to review their return and ask questions to a
certified volunteer before e-filing occurs.

k. Form 8879, IRS e-file Signature Authorization, signed by the taxpayer.
l. A copy of the signed Form 8879, IRS e-file Signature Authorization, and

their e-filed tax return given to the taxpayer.

22.30.1.8.1.1.4
(03-25-2013)
Types of Returns
Prepared

(1) Each Virtual Site serves taxpayers that meet the current VITA and TCE guide-
lines.

22.30.1.8.1.1.5
(09-10-2018)
Virtual Site Process

(1) The transmitting site must apply for only one EFIN.

(2) Each Virtual Site location must obtain a separate SIDN for use on all tax
returns prepared using the Virtual VITA/TCE Model. This allows SPEC to track
those sites using the Virtual VITA/TCE process and while allowing taxpayers to
find those sites using IRS.gov.

(3) All sites must follow the software contract requirements.

(4) The volunteer at the virtual intake location:
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a. Explains the process to the taxpayer
b. Verifies the photo ID and the Social Security cards for the taxpayer and

dependents
c. Recommends that the taxpayer complete the Form 13614-C, Intake/

Interview and Quality Review Sheet. If necessary, help the taxpayer with
completing Form 13614-C .

d. Supplies the taxpayer with a Form 14446, Virtual VITA/TCE Taxpayer
Consent, and secure a signed permission prior to discussing taxpayer
information.

(5) The Form 14446, Virtual VITA/TCE Taxpayer Consent, must explain the entire
process including:

a. Why the site must make copies of their personal information
b. How and why the site sends the information from one site to another
c. Where the information goes
d. How the partner/site uses the information
e. The timeline for return preparation and maintenance of taxpayer informa-

tion
f. How the partner/site protects taxpayer information
g. How the partner/site delivers necessary taxpayer documents (via mail,

fax, email, personal delivery, secure video conference or secure scan/
upload) to the virtual location for tax return preparation and/or the quality
review

h. Partner site location phone number and contact person.

(6) An IRS-certified volunteer at the virtual preparation or quality review site
contacts the taxpayer and conduct an interview using the completed Form
13614-C, supporting documents, and reference materials (if necessary). A
certified volunteer prepares the tax return (using the Preparation Site SIDN).
Then, a different IRS-certified volunteer contacts the taxpayer to conduct the
quality review by confirming the accuracy of the information on the tax return
based on the source documents, Form 13614-C and the taxpayer interview.

(7) An IRS-certified volunteer that did not prepare the return may conduct the
quality review either face-to-face or non-face-to-face.

(8) Once the taxpayer(s) receives and reviews the completed tax return, the
taxpayer(s) must sign Form 8879, IRS e-file Signature Authorization.

(9) SPEC employees must return all documents to the taxpayer, including the
signed Form 8879, IRS e-file Signature Authorization and the signed Form
14446, Virtual VITA/TCE Taxpayer Consent, with a copy of the completed
return. The Form 8879, IRS e-file Signature Authorization, does not require
storage at the site. The volunteer returns all other documents to the taxpayer
or disposes of those documents correctly.

22.30.1.8.1.1.6
(09-26-2020)
Virtual Site Process
Approval

(1) A partner’s Virtual Site Plan, Form 15272, VITA/TCE Security Plan, or equiva-
lent) requires submission through the RM to their TM for approval. To allow
sufficient time for review, feedback and approval, the RM must send all Site
Plans to the Territory office by December 31. Send all filing season requests
for approval at least one week before the Virtual VITA/TCE site expects to
open. Territory offices should keep all Virtual Site Plans for their partners; do
not send to HQ.
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(2) A partner’s Virtual Site Plan may roll over from one year to the next if no
changes to the Plan (including the location of the site(s) involved in the Virtual
VITA/TCE process.

(3) Partners that only intend to use the Virtual VITA/TCE process on a contingency
basis (i.e., due to loss of internet connectivity or software downtime) must not
give a Virtual Site Plan to the Territory.

22.30.1.8.1.1.7
(09-10-2018)
Measured Result

(1) SPEC measured results include:

• Increased number of VITA and TCE Sites from SPECTRM database
reports

• Increased number of tax returns filed using the Virtual VITA/TCE Model
reported from responses to the Partner Use field on TaxSlayer

• Increased coverage rates in rural communities as decided by the SPEC
Return Database

(2) SPEC captures all Virtual VITA/TCE returns (including those prepared under
the optional Contingency Plan) by using the optional Custom Questions in
TaxSlayer. RM must recommend that partners to use the Virtual VITA/TCE
Partner Use Field to accurately count and report all returns prepared virtually.

22.30.1.8.1.1.8
(10-03-2022)
Preparing Returns Using
the Facilitated Self
Assistance (FSA) Model

(1) Not all taxpayers meeting the qualifications for the Volunteer Income Tax Assis-
tance (VITA) Program receive assistance through the direct model. SPEC
partners offer a self-help version of this service to taxpayers through a Facili-
tated Self Assistance (FSA) Model. The approach uses a certified volunteer to
help taxpayers prepare their own tax return. This approach allows sites to offer
more tax preparation options for taxpayers. Partners can use any software that
captures the SIDN and supplies both free federal and state filing options.

(2) The information that follows in this section:

• Indicates criteria for inclusion of FSA in the VITA and TCE Program
• Describes the types of available self-service models

22.30.1.8.1.1.9
(10-01-2012)
Facilitated Self
Assistance Model for
VITA and TCE Program

(1) SPEC supplies various FSA models to taxpayers in the VITA and TCE
Program.

(2) To count an FSA return as a part of the VITA and TCE Program, the following
conditions apply:

a. Return income cannot exceed the Free-File limits established by the IRS
each year (with the exception for active-duty military taxpayers).

b. Taxpayer must input their own tax return (may receive occasional help
from a volunteer).

c. An available certified volunteer (minimum training level: VITA Basic) helps
taxpayers and answers questions, as needed. Refer to IRM 22.30.1.8.7,
VITA and TCE Training for more information.

d. FSA does not require intake and quality review.

Note: Sites can set up more controls as needed.

e. A unique SIDN/vendor link (separate from any direct site) allows for an
exact number of FSA returns.
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Note: FSA models do not have a unique EFIN for their location.

f. Sites use an approved software provider which can generate an SIDN for
the return record without requiring taxpayer input. This occurs through the
insertion of either the SIDN or corresponding code into the provider URL.

g. Providers must supply both federal and state returns offered at no cost to
the taxpayer.

22.30.1.8.1.1.10
(10-03-2022)
Facilitated Self
Assistance Software
Programs

(1) SPEC offers several types of self-service models under the VITA and TCE
programs. Availability of specific models may vary for each filing season.

(2) Some primary models include:

a. VITA/TCE Free File vendors: Offers vary by company and in most cases,
link to their external offers on the Free File page on irs.gov. Links sent to
partners include the embedded SIDN. Participating Free File software
vendors include Tax Act, and Online Taxes (OLT). Companies agree to
help SPEC individually outside of the main IRS MOU with Free File, Inc.

b. MyFreeTaxes: an online collaborative sponsored by United Way
Worldwide. United Way supplies taxpayer support through certified volun-
teers staffed at select 2-1-1 locations nationwide.

c. Military One Source: Offers a variety of service resources to active-duty
members of the military. HR Block supports the free federal and state tax
preparation software for eligible taxpayers. No income/age restrictions for
members of the military.

d. TaxSlayer: TaxSlayer offers an FSA option for partners that wish to imple-
ment facilitated tax preparation at their in-person sites. Partners must not
post this TaxSlayer FSA link on a public facing website article, blog, or
mass taxpayer mailing.

22.30.1.8.1.1.11
(11-18-2021)
Facilitated Self
Assistance (FSA)
Program Types

(1) FSA Fusion: Sites offer FSA services at the same location with the same
operating days/hours as traditional VITA/TCE services. Fusion sites allow
partners to triage taxpayers to decide which service works best for them.

(2) FSA Stand-Alone: Sites found independently of traditional VITA/TCE services
or with distinct hours from traditional VITA/TCE operations at the same
address. Stand-Alone sites focus on taxpayers who wished to prepare their
own return with help from a certified volunteer on-site.

(3) FSA Remote: A remote site emails the site’s custom URL to a known individual
and/or places a link on an intranet site. The site must offer an IRS-certified
volunteer to help the client with tax law questions. Partners may offer this aid
to taxpayers via phone, chat, or email on time.

(4) TaxSlayer FSA Remote sites cannot take any of the following actions with their
custom URL:

• Place on public-facing website
• Send out in mass email
• Post on any social media/blog platform
• Include in electronic or paper newsletter/newspaper article
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22.30.1.8.1.1.12
(11-18-2021)
Territory Required
Actions for Facilitated
Self Assistance

(1) RM must take the following actions so that SPEC maximizes the potential of
the FSA program:

a. Large potential partners promote the use of the FSA model wherever
possible. High volume sites, college campuses and career centers
present some of the best areas for growth (with large numbers of
computer-savvy taxpayers).

b. Add the site into SPECTRM with the following naming convention: Site
Name - FSA Model

c. Input and select “Software Used,” depending on the software vendor
d. For non-TaxSlayer related links, SPEC HQ must pull the SPECTRM data

for FSA sites and email site links, instructions, etc. to FS&A Areas and
Territories prior to the filing season.

e. Engage partners to use this service during peak times for tax return
preparation. The best ratio for volunteers involves helping between two to
four taxpayers during peak times.

f. Find any concerns/issues and elevate them to SPEC HQ for resolution by
the national technical contacts/program managers for the software
providers. DO NOT contact the software vendor contacts directly.

(2) Sites can request equipment for the FSA model. SPEC staff must refer to IRM
22.30.1.9.2, Equipment and Tax Preparation Software for Volunteers for more
information about computers for volunteers.

22.30.1.8.1.2
(09-10-2018)
Tax Counseling for the
Elderly (TCE)

(1) The TCE Program offers free tax aid to individuals 60 years of age or older.
Section 163 of the Revenue Act of 1978, Public Law No. 95-600, 92 Stat.
2810, November 6, 1978, authorizes this cooperative agreement. This Act au-
thorizes TCE cooperative agreements for the purpose of supplying training and
technical aid to prepare volunteers to supply tax counseling help for elderly
individuals in the preparation of their federal income tax returns. IRS awards
grants to private or public non-profit agencies and organizations granted tax
exemption under IRC 501 of the Internal Revenue Code or federally recog-
nized Indian tribal governments.

Note: SPEC allows volunteers to use the software supplied by the IRS 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
scope limitations.

(2) TCE sites can use the Virtual VITA/TCE Model for delivery of services to its
targeted audience. For more information about VITA grants see IRM
22.30.1.10, Tax Counseling for the Elderly (TCE) and Volunteer Income Tax
Assistance (VITA) Grant Programs.

22.30.1.8.2
(09-04-2020)
Volunteer Program -
Headquarters
Responsibilities

(1) SPM manages SPEC’s budget (human and capital) to ensure successful
delivery of SPEC’s programs. This includes serving as the liaison between
SPEC and various oversight agencies, such as Treasury Inspector General for
Tax Administration (TIGTA) and Government Accountability Office (GAO).

(2) PS issues volunteer program policies and procedures, monitors adherence to
the volunteer program policies and procedures, and equips employees with
essential information for successful delivery of the filing season.

page 32 22.30 Wage and Investment Outreach Procedures

22.30.1.8.1.1.12 Internal Revenue Manual Cat. No. 36870C (09-08-2023)

https://www.law.cornell.edu/uscode/text/26/163


a. PS&A develops the training materials and products volunteers use to
train and certify for tax return preparation. PS&A defines the “scope” of
tax law topics for volunteers preparing tax returns in support of the
volunteer program. PS&A develops and creates products for tax
education and outreach. PS&A must issue the program plan which
defines the measure of success for all SPEC programs and monitoring
status. PS&A also manages SPECTRM, SPEC’s Management Informa-
tion System.

b. The Quality Program Office (QPO) oversees the QSS reviews used to
rate VITA and TCE site accuracy rates. QPO defines the Quality Site Re-
quirements (QSR) and Volunteer Standards of Conduct (VSC). QPO
develops the training products, forms, and publications SPEC partners
and employees use to follow the QSR and VSC for site reviews. QPO
tracks adherence of site and return quality during the filing season.

(3) Grant Program Office (GPO) manages the VITA and TCE Grant programs. This
includes awarding the grants and ensuring compliance to OMB Grant Require-
ments.

(4) NP secures and supports national partners with organizations that share
common values with IRS for educating and preparing free tax returns for
SPEC’s targeted audience. NP secures Memorandums of Understanding
(MOUs) for all national partners. Local affiliates of these national partners aids
with the delivery of the VITA and TCE programs.

22.30.1.8.2.1
(11-18-2021)
Legal Opinions from the
Office of Chief Counsel

(1) Send an email to the assigned PS analyst (see Program Support Program As-
signments) to request an opinion from the Office of Chief Counsel. The email
must include the following:

• Subject
• Detailed background information on the issue
• Reason for the request

(2) The assigned PS analyst sends the request to a Special Counsel to the
Division Counsel (Wage and Investment). Once Chief Counsel returns the
opinion, the assigned PS analyst sends an email to the requestor, with copies
to proper parties.

(3) Counsel supplies an opinion within 45 days.

Note: For opinions needed sooner than 45 days, specify the date or timeframe in
the email request. (e.g., within 10 days, 14 days, etc.).

22.30.1.8.2.1.1
(11-18-2021)
Partner Endorsements

(1) SPEC employees must not use their government position, title, or authority to
endorse products or organizations. When a partner asks for a quote from the
IRS to support the partner’s services, contact Chief, PS to obtain Chief counsel
approval.

(2) Counsel approves general statements of fact such as “ABC Partner has helped
families with free return preparation since 1995.” Counsel also approves state-
ments focused on all partners or a class of partners such as “We at the
Internal Revenue Service (IRS) appreciate how financial institutions embrace
and support the VITA program.”
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22.30.1.8.2.2
(11-18-2021)
Volunteer Programs -
Field Support & Analysis
(FS&A) Office
Responsibilities

(1) The FS&A office administers overall program guidance to Territory offices and
measures Territory office accomplishments to carry out program goals.

22.30.1.8.2.3
(11-18-2021)
Volunteer Programs -
Territory Office
Responsibilities

(1) Territory offices manage the volunteer program at the local level. Employees of
the Territory offices receive direction from the FS&A office. Employee concerns
and suggestions from the territory office must go through the FS&A office. The
Territory office must communicate with SPEC local partners and volunteers.

22.30.1.8.3
(11-18-2021)
Volunteer Protection Act
of 1997

(1) The Volunteer Protection Act of 1997 is a Public Law, that applies to the IRS
and relates to organizations that use volunteers to supply services.

(2) 42 USC 14505 (6) defines a volunteer as an individual performing services for
a nonprofit organization or a governmental entity. This includes service as
director, officer, trustee, or direct service volunteer who does not receive more
than $500 total in a year for these services from the organization or entity as:

a. Compensation (other than reasonable reimbursement or allowance for
expenses actually incurred)

b. Any other thing of value in lieu of compensation

(3) 42 USC 14503 (a) states that no volunteer of a nonprofit organization or gov-
ernmental entity is liable for harm caused by an act or omission of the
volunteer on behalf of the organization if the following apply:

a. Volunteer acts within the scope of the volunteer’s responsibilities in the
nonprofit organization or governmental entity at the time of the act or
omission

b. If needed, the volunteer is properly licensed, certified, or authorized by
authorities for the activities or practice in the State in which the harm
occurred, where found, or practice within the scope of the volunteer’s
responsibilities in the nonprofit organization or governmental entity

c. The harm is not caused by willful or criminal misconduct, gross negli-
gence, reckless misconduct, or a conscious, flagrant indifference to the
rights or safety of the individual harmed by the volunteer

(4) The Act does not protect volunteers, whether a coordinator, sponsor employee,
or student, who receive more than $500 per year as compensation for work in
the volunteer program from liability. Characterizing the payment as a stipend
does not change the effect of the payment on the volunteer’s status under the
Act. To ensure protection, a partner, whether grant recipient or not, who
intends to pay their volunteers more than the amount above, can ask for legal
advice from their attorney about potential liability for their organization and their
volunteers.

(5) The IRS is not pursuing requests to change statutory language of the
Volunteer Protection Act.

(6) SPEC employees must not give written advice on the Volunteer Protection Act
of 1997. If a partner has questions about the Volunteer Protection Act, SPEC
employees can supply the partner with a copy of the Volunteer Protection Act,

page 34 22.30 Wage and Investment Outreach Procedures

22.30.1.8.2.2 Internal Revenue Manual Cat. No. 36870C (09-08-2023)



found on “The Point.” For more information, refer to Pub 4299, Privacy, Confi-
dentiality, and Civil Rights - A Public Trust.

22.30.1.8.3.1
(09-04-2020)
Compensation

(1) IRS allows partners to use Federal Grant funds to supply stipends to volun-
teers within the volunteer return preparation program. Stipends may reimburse
volunteers for travel or meals and presented in the form of regular or fixed
payment amounts. Under the VITA and TCE Grant Programs, stipends are an
allowable expenditure and addressed within both grant application booklets.

(2) For purposes of the IRS Grant Program, partners can use a stipend to
reimburse volunteers for out-of-pocket expenses.

22.30.1.8.3.1.1
(10-01-2011)
Compensation for the
(TCE) Program

(1) The TCE Program must follow rules specific to compensation:

• Participants may use grant funds to pay salaries, wages, and benefits of
clerical personnel only

• Grant funds cannot supply compensation in the form of salaries, wages,
and benefits of program sponsor executives or administrators

• Grant recipients may supply volunteers a stipend for travel and food

22.30.1.8.3.1.2
(03-02-2023)
Compensation for the
Grant Program

(1) The VITA Grant Program must follow rules for specific to compensation. VITA
Grant funds cannot supply compensation (money given in exchange for work
done) for the following positions:

• Tax Assistor/Preparer
• Screener
• Quality Reviewer

(2) The VITA Grant Program allows its participants to supply compensation (in the
form of salaries, wages, and benefits) for the following positions whose roles
and responsibilities, as described in the Pub 5683, VITA/TCE Handbook for
Partners and Site Coordinators, does not include the preparation of tax returns:

• Program and/or Financial Coordinator (not included in Pub 5683
• Site Coordinator
• Clerical Support
• Tax Law Instructor
• Clerical Support
• Interpreter
• Information Technology Specialist (Computer Specialist)
• Any other position accepted by the GPO following prior approval

(3) The VITA Grant Program allows grant recipients to supply volunteers a stipend
for travel expenses only.

22.30.1.8.4
(09-11-2015)
Volunteer Program
Publicity

(1) NP and Territories must watch partner publicity, so it does not misrepresent the
VITA and TCE programs.

(2) Partner publicity items must:

• Refer to the annual EITC eligibility amounts for families in any reference
to income limitations
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• Not alter the sequence of the term “IRS-Certified VITA and TCE
Volunteer Preparer”

• Use the term “IRS-Certified” only as a modifier to the word volunteer,
i.e., IRS-certified VITA and TCE volunteer preparer

• Only use existing IRS logos when approved, and only on a case-by-
case basis. Requests to use the logos must follow the current process.
For more information, please refer to: Process for use of IRS Logo by
SPEC Partners

22.30.1.8.5
(11-18-2021)
Volunteer Programs and
Title VI of the Civil
Rights Act of 1964

(1) Title VI applies to all SPEC partner operations if the partner participates in a
federal program or activity found in the United States that supplies benefit to
others and receives federal financial help. Federal financial help includes
grants and money, and other non-monetary forms such as the following:

• Loans of computer equipment
• Loan of IRS personnel
• Direct training of VITA volunteers
• Provision of supplies and equipment
• Use of federal property at no cost
• Grants of computer software
• Waiver of fees for electronic filing of tax returns

(2) The IRS must ensure the recipient of government financial aid does not dis-
criminate against potential beneficiaries of the help. Also, recipients must
display posters explaining the procedures for filing complaints.

22.30.1.8.5.1
(03-02-2023)
Civil Rights
Requirements

(1) The Civil Rights Unit (CRU) in collaboration with SPEC, incorporates Civil
Rights assurance language into Pub 4299, Privacy, Confidentiality, and Civil
Rights - A Public Trust. Partners agree to follow with these assurances by
signing, Form 13533 VITA/TCE Partner Sponsor Agreement, prior to receipt of
federal financial aid as defined in IRM 22.30.1.8.5, Volunteer Programs and
Title VI of the Civil Rights Act of 1964.

(2) SPEC must ask partners for Sponsor Agreements annually. The agreement
stays valid for one year from the date of signature.

(3) The table below outlines the steps for SPEC employees to fulfill civil rights re-
quirements:

Required Actions for Civil Rights Requirement

Step Required Action

1 Territories must review the current listing of
partners to decide whether they receive federal
financial assistance.

Note: Use SPECTRM to print a list of partners
who show they signed a Sponsor
Agreement by checking “yes” in the
required SPECTRM Title VI fields under
the partner profile.
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Step Required Action

2 The territory office must contact the assigned
civil rights FS&A analyst with questions or
problems.

3 Each required partner must be given, Form
13533, VITA/TCE Partner Sponsor Agreement,
and one or more of the following civil rights
notification documents:
• Pub 4053, Your Civil Rights are

Protected Poster for IRS Assisted
Programs (VITA/TCE/LITC) (English and
Spanish Version), for use by VITA in the
correct languages for the site demo-
graphics (Pub 4053 (EN/SP) (BR)-
English/Spanish Braille, Pub 4053 (EN/
KR), Pub 4053 (EN/CN) and/or Pub
4053 - (EN/VN)

• Pub 730, Important Tax Records
Envelope, or TCE created publication
with the same civil rights notification

• Pub 4454, Your Civil Rights are
Protected - The optional civil rights
brochure (English and Spanish) for use if
a site sends a taxpayer away and the
taxpayer did not receive their civil rights
(no poster displayed, or no return prepa-
ration)

4 Provide the partner with the due date to return
the signed sponsor agreement to the territory
office no later than January 10.
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Step Required Action

6 Once the partner returns the signed Sponsor
Agreement, the Territory office keeps the forms
for a minimum of three years. (Do not send the
forms to the Civil Rights Unit. Partners must
secure and keep Sponsor Agreements signed
by their sub-recipients).
• If a partner does not respond by the

response due date, territories must
follow-up with a courtesy call

• If a partner refuses to sign or does not
provide the signed Sponsor Agreement
after a follow-up courtesy call, the
Territory office must end the relationship
with the partner. Partners cannot receive
Federal aid if they refuse to sign the
Sponsor Agreement

Note: NP must secure and keep Form 13533,
VITA/TCE Partner Sponsor Agreement,
for AARP and the military.

7 Enter the civil rights indicator in the partner
profile section in SPECTRM by January 15th
for each SPEC partner. Two fields in the
partner profile/partner information section
require completion:
• “Is Title VI Required? (Yes or No)”
• “Title VI Date”

22.30.1.8.6
(11-18-2021)
Volunteer Recognition

(1) RM must take every opportunity to recognize and thank volunteers, partners,
and sites for their support of the volunteer programs. Be creative while
adhering to IRS policies for use of federal funds.

(2) Federal funds may not buy plaques, medals, trophies, or other commemorative
items to recognize partners or volunteers.

22.30.1.8.6.1
(10-01-2011)
SPEC Partner Letters
and Certificates to
Recognize Volunteers

(1) Certificates and letters SPEC partners use to recognize volunteers include:

Letter or Certificate of
Appreciation

Purpose

Form 9234, Volunteer
Certificate of Appreciation

Territory offices issue this certificate to
individuals and groups or organizations
that help the IRS through one of IRS’
volunteer and programs.

Pub 3711, VITA/TCE Cer-
tificate Folder (Catalog
31083Z)

Territory offices use this folder to hold
certificates.
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Letter or Certificate of
Appreciation

Purpose

Form 13357, Community
Service Leadership Cer-
tificate of Appreciation

Territory offices issue this certificate to
partners or coalitions that help the IRS
through one of IRS’ volunteer or outreach
programs.

Letter 3674 and Letter
3674 (SP), SPEC
Volunteer Letter of Appre-
ciation

Territory offices issue this letter to per-
sonally recognize the efforts and
contributions of the volunteers who take
part in the VITA /TCE program. The
SPEC Director signs this letter.

Letter 3674-A Letter
3674-A (SP), SPEC
Partner Letter of Appre-
ciation

Territory offices issue this letter to volun-
teers and partners to recognize their
volunteer tax preparation services and/or
participation in the VITA and TCE
program. The SPEC Director signs this
letter.

22.30.1.8.6.2
(11-18-2021)
Volunteer Milestone
Recognition

(1) Partners, sites, and volunteers receive milestone certificates to recognize 10,
20, 30, and 40 years of service to the VITA/TCE programs.

22.30.1.8.6.2.1
(03-02-2023)
Headquarters Role

(1) SPEC HQ must adhere to the following about Volunteer Milestone Recognition:

• Prepare and ship all 20, 30, and 40-year volunteer, site, and partner
milestone requests to meet the April 10th delivery deadline

• Send a reminder to the areas that they must send all milestones to
SPEC HQ by February 25th

• Supply milestone due date information in the Critical Action Calendar
posted on The Point

• Confirm spelling for 20, 30, and 40-year requests
• Complete and ensure Pub 5683, VITA/TCE Handbook for Partners and

Site Coordinators, includes correct recognition instructions

22.30.1.8.6.2.2
(11-18-2021)
Territory Role

(1) The Territory offices follow the Volunteer Milestone Recognition. They must:

• Prepare and ship all 10-year milestone certificates for volunteers, sites,
and partners by April 10th

• Send 40-year partner milestone requests to the PS HQ Analyst by
February 25th

• Communicate the milestone recognition process and the February 25th
deadline to partners and supply templates (Form 14307 Partner
Milestone Recognition Form, Form 14308, Site Milestone Recognition
Form, and Form 14309, Volunteer Milestone Recognition Form), to ease
the process

• Ensure partners have current RM/TM contact information for emailing all
10-year milestone requests for volunteers, sites, and partners
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• Instruct and send a reminder for partners to send all 10-year milestone
requests to their RM/TM highlighting the February 25th ordering
deadline

• Instruct and remind partners to send all 20, 30 and 40-year milestone
requests for volunteers and sites to partner@irs.gov by February 25th

• Confirm spelling of all requests received
• Decide a method for record keeping of all 10, 20, 30 and 40-year

milestone requests received
• Ensure prompt responses to requests for clarification received from

SPEC HQ
• Coordinate travel arrangements for the SPEC Director’s award presen-

tations where budget allows
• Supply and take part in ceremonies for 30+ years recognitions if the

budget allows

22.30.1.8.6.2.3
(03-02-2023)
Partner Role

(1) Partners must complete the templates provided to them by their SPEC RM,
naming volunteer and site milestone accomplishments. Partners must:

• Send all completed 10-year milestone templates for volunteers, sites,
and partners annually to the RM/TM no later than February 25

• Send all completed 20, 30 and 40-year milestone templates for volun-
teers and sites annually through partner@irs.gov no later than February
25th

• Confirm all spelling
• Decide how to make presentations to recipients
• Refer to Pub 5683, VITA/TCE Handbook for Partners and Site Coordi-

nators, or the Partner Corner on irs.gov for more information on volun-
teer recognition

22.30.1.8.7
(03-02-2023)
VITA/TCE Training

(1) SPEC supplies paper and electronic training and testing products for the VITA/
TCE programs. SPEC employees and VITA/TCE volunteers must pass tests to
take part in the program. This helps volunteers provide quality service and
accurate tax returns. Pub 5683, VITA/TCE Handbook for Partners and Site Co-
ordinators, contains an overview of the program, testing requirements, roles
and responsibilities, policies, etc. The Product Professional, located on The
Point, provides links to all the volunteer training products. The Partner and
Volunteer Resource Center on IRS.gov has links to training and outreach
products and other useful tools. SPEC updates this content each year.

22.30.1.8.7.1
(10-03-2022)
Types of VITA/TCE
Courses (Volunteers)

(1) Volunteers may choose from two traditional courses of study: Basic and
Advanced. Two optional specialty modules exist for volunteers who prepare
Military and International returns. Courses for Puerto Rico, Foreign Student
and Scholar, and Federal Tax Law Updates for Circular 230 Professionals exist
for volunteers in need of these specific topics. A summary of each course
follows:

• Basic: This course covers the completion of wage-earner type returns
including wages, interest, Social Security income, and some adjust-
ments and credits. Volunteers serving as return preparers and quality
reviewers must certify in this course at a minimum.

• Advanced: This course covers the completion of the full scope of returns
prepared by the volunteer tax return preparation programs including
capital gains and losses and more complex pension issues. This stand-
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alone course requires no tax law prerequisites. All VITA/TCE tax law
instructors must certify in this course at a minimum.

• Military: This course covers domestic military topics. It requires certifica-
tion in Advanced as a prerequisite. Military representatives or instructors
who go overseas to help or teach must certify in both Military and Inter-
national courses.

• International: This course covers the completion of returns for taxpayers,
both military and non-military, living outside the United States and
includes the foreign earned income exclusion and foreign tax credit. It
requires certification in Advanced as a prerequisite.

• Puerto Rico: This course covers topics for U.S. citizens /bona fide
residents of Puerto Rico who must file a U.S. federal income tax return.
It requires certification in Basic or Advanced as a prerequisite.

• Foreign Student and Scholar: Volunteer tax return preparers who help
foreign/international students and scholars in preparing their returns use
this course. It covers determination of residency status and application
of tax treaties in addition to other federal tax issues commonly faced by
foreign nationals. This course requires no prerequisites.

• Federal Tax Law Update Test for Circular 230 Professionals: This
course certifies VITA/TCE volunteers with the professional designation
of attorney, Certified Public Accountant and Enrolled Agent, to certify on
new provisions and tax law changes Volunteers with the Federal Tax
Law Update Test for Circular 230 Professionals certification can prepare,
or quality review all returns within the scope of the VITA/TCE Program.
Volunteers may choose the Federal Tax Law Update Test for Circular
230 Professionals test or the traditional certification path. SPEC
partners may have other certification requirements; volunteers must
check with the sponsoring partner.

(2) All volunteers must pass the Volunteer Standards of Conduct exam. All tax law
certified volunteers, site coordinators, quality reviewers, and instructors must
pass the Intake/Interview and Quality Review certification.

(3) Site coordinators must complete the Site Coordinator Training and pass the
Site Coordinator certification.

22.30.1.8.7.1.1
(09-04-2020)
Syllabus and Curriculum

(1) SPEC strives for consistency in the training of all volunteers and supplies web-
based Pub 4555-E, VITA/TCE e-instructor guidance. The publication has
suggested course syllabuses and presentation times for classroom instructions.
SPEC designed LLT training and the printed materials for instructor led
classroom training and self-study. All products use process-based training, a
performance-based curriculum that supports SPEC’s volunteer return prepara-
tion quality goals and incorporates the following four steps:

1. Screening and interviewing the taxpayer
2. Using key resource materials
3. Understanding and applying tax law
4. Conducting quality reviews

(2) Partners must tailor training to meet the needs of the taxpayers the volunteers
serve. Each instructor has the flexibility to design their course for new or
returning volunteers, a combination of both, and as a refresher training for the
most experienced volunteer.
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22.30.1.8.7.1.2
(09-08-2023)
Training Delivery
Methods

(1) Beginning filing season 2023, all volunteers must register and certify via Link &
Learn Taxes (LLT). SPEC encourages all employees and volunteers to train
using LLT. SPEC encourages instructors to devote at least two hours of prepa-
ration time for every hour of instruction. The amount of time for each lesson/
course depends on the competencies of the student and/or instructor. Pub
4555-E, VITA/TCE e-instructor guidance, explains lesson presentation times,
checklists for teaching each lesson, effective techniques, etc. This publication
supplies a list of added training options available to teach these training
products. Partners decide the methods used based on their needs. SPEC
designed the training products for process-based training using the following
delivery methods.

a. Classroom instruction combining lecture, role-playing and general discus-
sions with completing problems and exercises using tax preparation
software using Pub 4491, VITA and TCE Training Guide

b. On-Line classroom instruction using LLT includes lecture and discussion
in combination with the applicable course content and the online tax
software Practice Lab on the LLT application

c. Self-Study instructions allow students using Pub 4491 and/or LLT to inde-
pendently complete their course with ad hoc face-to-face or electronic
guidance from the instructor

22.30.1.8.7.1.2.1
(10-01-2011)
Training for Hearing and
Visually Impaired
Volunteers

(1) Under the Rehabilitation Act of 1973, Section 504, the requirement to make
“reasonable accommodation” for employees (volunteers) with disabilities
includes visually impaired employees (volunteers).

(2) Provisions must accommodate hearing/visually impaired volunteers.

(3) Supply sign language interpreters for hearing impaired volunteers. Contact
community associations for the hearing impaired in the community for a
volunteer interpreter.

(4) Volunteers with hearing or visual impairments can train using Link & Learn
Taxes. Territories may supply a written transcript of the training session.

(5) Refer to IRM 22.30.1.8.8.1, Reasonable Accommodation for VITA and TCE
Sites, for more detailed information on accommodating employees (volunteers)
with disabilities.

22.30.1.8.7.1.2.2
(09-08-2023)
Printed Training
Products

(1) SPEC training products guide volunteers through the information and skills
they need to prepare correct returns. SPEC employees can find printed
training products electronically on IRS.gov by mid-October. Partners and
employees receive printed copies of the training materials in late November.
Pub 4189, VITA/TCE Volunteer Test/Retest Answers, generates electronically
in Link and Lean Taxes for SPEC territory managers (TM), site coordinators
and instructors who achieve a passing score of 80 percent or higher on the
Advanced test and any of the Specialty courses. See IRM 22.30.1.8.7.1.6, Cer-
tification Requirements and Testing for Volunteer Training for more information.

(2) Refer to Pub 5358, Fact Sheet: Filing Season 2023: VITA/TCE Training and
Site Materials for SPEC Partners and Employees, for a complete listing and
description of the training and site materials in print, electronic and e-book
format. Pub 5358 includes key ordering information and dates for printed
products.
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Note: PS&A updates and posts Pub 5358 to IRS.gov each filing season.

(3) See links to SPEC’s e-learning applications, Link & Learn Taxes and Under-
standing Taxes on The Point and the Products PRO page.

22.30.1.8.7.1.2.3
(09-09-2019)
E-learning Products

(1) SPEC supports two e-learning applications: LLT and Understanding Taxes.
SPEC launches both products in the fall of each year with information for the
upcoming filing season.

22.30.1.8.7.1.3
(03-02-2023)
Link and Learn Taxes
(LLT)

(1) Beginning filing season 2023, all volunteers must register and certify via Link
& Learn Taxes. Volunteers must generate Form 13615, Volunteer Standards of
Conduct Agreement - VITA/TCE Programs and give it to their Site Coordinator
prior to volunteering. The application has ten (10) VITA/TCE courses/
certifications:

• Intake/Interview and Quality Review Sheet
• Volunteer Standards of Conduct (VSC)
• Site Coordinator
• Basic
• Advanced
• Military
• International
• Circular 230 Professionals
• Foreign Student
• Puerto Rico

(2) The Practice Lab includes software lessons and tax law for the upcoming filing
season. Volunteers can use the Practice Lab to train and certify. LLT connects
volunteers to the Practice Lab.

22.30.1.8.7.1.4
(09-09-2019)
Understanding Taxes
(UT) Program Overview

(1) The Understanding Taxes (UT) program originated in 1954 as a local project in
the District of Columbia. UT introduces students to tax education, tax terminol-
ogy, tax history, politics, and the economics of taxation. It presents several
taxpayer simulations for an interactive experience with return preparation.

(2) UT migrated from a print product with annual updates to a web-based applica-
tion. The website holds complete ready-to-teach lesson plans for the
classroom. Every lesson includes a link listing the applicable national and state
standards, making it simple to integrate into existing classroom curricula.

Note: The information on UT does not reflect current tax law. It is based on the law
in effect in 2014, which has changed significantly.

(3) The UT application uses various levels of education and training. It includes
several effective curriculum courses: History, Math, Economics, Vocational
Education, Government, Civics and Business.

(4) For more information on the program, refer to Understanding Taxes and/or IRM
22.30.1.12, Understanding Taxes (UT) Program.
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22.30.1.8.7.1.5
(09-04-2020)
Foreign Student and
Scholar Program
Training

(1) Volunteers who work at VITA/TCE sites and specialize in preparing Form
1040-NR, US Nonresident Alien Income Tax Return, and Form 8843,
Statement for Exempt Individuals with a Medical Condition, complete the
income tax law course, Foreign Student and Scholar module of LLT. Volunteers
locate this e-learning stand-alone course via LLT and primarily use the training
for self-study. Volunteers can complete the course through a traditional
classroom setting as resources allow. Volunteers must successfully complete
the training paths and complete the certification tests.

(2) SPEC encourages colleges and universities to set up self-sufficient VITA/TCE
sites offering this unique specialization.

(3) Volunteers must not use the VITA Hotline to obtain help about topics related to
the preparation of the returns/forms mentioned above in paragraph one (1).
The Frequently Asked Questions (FAQs) About International Individual Tax
Matters at Frequently Asked Questions About International Individual Tax Mat-
ters, supplies answers to many general international federal tax matters affect-
ing individual taxpayers.

22.30.1.8.7.1.5.1
(11-18-2021)
Puerto Rico Course

(1) Volunteers who help residents of Puerto Rico must train and certify using the
Puerto Rico course and test.

(2) The SPEC office in Puerto Rico coordinates the training for this course.

(3) LLT holds the annually updated Puerto Rico course and test in English and
Spanish. SPEC supplies the Puerto Rico course and test only in e-learning
format.

22.30.1.8.7.1.5.2
(11-18-2021)
Military

(1) The Military National Relationship Manager (MNRM) coordinates Military VITA
training and site management. The IRS and Armed Forces Tax Council partner
to coordinate effective training, support, and operation of the Armed Forces’
global tax assistance efforts. MNRN negotiates locations for military VITA
training with AFTC.

(2) MNRM roles include but not limited to:

• Serving as liaison between AFTC and SPEC
• Communicating with AFTC members as needed
• Coordinating the Overseas VITA training
• Ordering tax preparation software and training products for overseas

military VITA sites
• Supplying guidance to AFTC as it relates to VITA Programs (Traditional,

FSA and Virtual)
• Supplying return preparation and VITA training reports to AFTC starting

in February
• Resolving technical tax law issues
• Supplying updates to the military of returns prepared via TaxSlayer, FSA

and ELF Reports bi-weekly (or as asked) starting in February
• Ordering VITA training and site material for overseas VITA sites by

October 1
• Ordering tax software as soon as it becomes available for overseas

VITA sites
• Preparing volunteer recognition certificates for overseas Military VITA

volunteers
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• Reporting the total number of military volunteers into SPECTRM by May
15.

(3) Military VITA (FS&A) analysts roles include:

a. Serving as a liaison between SPEC HQ, Areas, and Territories.
b. Communicating policy, changes, updates, etc., to the Areas and Territo-

ries.
c. Participating on conference calls coordinated by SPEC and AFTC.

(4) Annual Post Filing Season meeting activities by MNRM and the AFTC
Executive Director include:

• Scheduling the meeting for all participants at a convenient location,
date, and time SPEC and AFTC usually host annual post-filing meeting
in May

• Include all key participants from SPEC and AFTC, including leadership
from both organizations

• Jointly developing the meeting agenda

(5) Communication between SPEC and AFTC:

• Any communications to the AFTC representatives from FS&A areas and
territories must include MNRM

(6) Military Page on IRS.gov

• MNRM must review and approve all information added to irs.gov
relating to Military VITA.

(7) Domestic Military VITA

• HQ does not coordinate domestic military VITA unless agreed upon by
FS&A and SPEC HQ.

• FS&A must coordinate all domestic tax preparation software orders with
the field.

(8) Overseas Military VITA Training

• The AFTC along with SPEC decides which overseas installations
receive face-to-face VITA training

• SPEC can use Virtual training as an alternative method as opposed to
face-to-face

• See Overseas Instruction Guide

(9) Overseas Military VITA Timeline

Monthly Timeline

May - July Headquarters SPEC leadership
meets with AFTC to select
overseas VITA locations for face-
to-face training

August Confirm overseas military sites for
face-to-face VITA training
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Monthly Timeline

September • Solicit overseas VITA instructors
throughout SPEC
•Select overseas instructors

October •Conduct conference call with
selected instructors, TM, FS&A
analysts to discuss overseas
travel requirements, responsibili-
ties, and deadlines
•Assign overseas instructors to
their respective tour
•Provide instructors with respec-
tive military point of contact
information
• Complete Form 1321, Authori-
zation for Official Travel,
consistent with IRS Travel Policy

November •Instructors must certify on LLT
through International module
before Train-the-Trainer class in
December
•Train-the-Trainer instructors
prepare for class held in
December
•Issue Report Instructions for
Train-the-Trainer class
•Trainees must prepare all
necessary documents to exit U.S.
by November 30

December •Conduct Overseas Instructors
Train-the-Trainer class
•Instructors receive all official
documents (Passport, E-Country
Clearance, and Visa)

January •Travel to respective base
•Complete travel voucher by
travel guidelines
•Return Official Passport to IRS
Travel Office within 5 days of
return to U.S.

February •Supply Trip Report to SPEC
Overseas Military VITA Training
Coordinator within 5 days of in-
structor’s return

page 46 22.30 Wage and Investment Outreach Procedures

22.30.1.8.7.1.5.2 Internal Revenue Manual Cat. No. 36870C (09-08-2023)



22.30.1.8.7.1.6
(03-02-2023)
Certification
Requirements and
Testing for Volunteer
Training

(1) Certification of volunteers verifies that all volunteers and participants meet
basic competency requirements. Establishing standardized tests and certifica-
tion processes increases the quality of the returns prepared and the level of
customer service delivered. Beginning filing season 2023, all volunteers must
register and certify via Link & Learn Taxes. Volunteers must generate Form
13615, Volunteer Standards of Conduct Agreement - VITA/TCE Programs and
give it to their Site Coordinator prior to volunteering. Volunteers who prefer to
take the certification test on paper utilizing Form 6744, VITA/TCE Volunteer
Assistor’s Test or Retest, may continue to complete the test using that method
but must transcribe their answers to the test in Link & Learn Taxes. Volunteers
must certify LLT as shown in the table below:

Volunteer
Type

Requirement

Volunteer
return
preparers,
quality
reviewers, and
site coordina-
tors

All volunteer tax preparers, quality reviewers, and
site coordinators must annually take and pass the
Volunteer Standards of Conduct and Intake/
Interview and Quality Review tests to certify
annually. Site coordinators must successfully pass
the Site Coordinator certification. Volunteers must
certify at either the Basic or Advanced levels based
on their training, experience, and specific site needs
to prepare and quality review returns.

Note: Volunteers must successfully pass Advanced
as a prerequisite to taking the Military or In-
ternational exams.

Instructors All instructors must annually take and pass the
Volunteer Standards of Conduct, Intake/Interview
and Quality Review tests, and other tests for all cur-
riculums they teach. Instructors must certify at the
Advanced level or higher. The instructor’s certifica-
tion level must be equivalent or higher than the
current course they instruct.

Other Volun-
teers

Volunteers only working in reception, clerical, non-
preparer, or non-quality reviewer roles must only
take the Volunteer Standards of Conduct test.

(2) Volunteers access VITA/TCE training and online certifications through Link &
Learn Taxes e-learning. LLT automatically scores the test and volunteers may
sign, and print or email the electronic Form 13615, Volunteer Standards of
Conduct Agreement - VITA/TCE Programs. The volunteer must deliver the cer-
tification document to the training coordinator, instructor, or another person as
appointed designated by the VITA/TCE partner.

(3) LLT includes the Practice Lab tax preparation software to help in the certifica-
tion process. Only VITA/TCE volunteers can use the Practice Lab as
authorized licensees. SPEC RM must send the password to partners prior to
training.
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(4) As needed, partners seek non-IRS instructors, such as college professors,
enrolled agents, and accountants, to administer tests. When administering
paper tests, instructors must correct the test or retest, mark correct answers,
and include explanatory remarks.

(5) Volunteers must keep the test document and only return the Form 13615 and
the test answer sheet, if applicable, to their training coordinator, site coordina-
tor or designee.

(6) Volunteer tax preparers and quality reviewers must pass the VITA/TCE certifi-
cation with a score of 80 percent or higher. Form 6744, VITA/TCE Volunteer
Assistor’s Test/Retest, includes instructions for completion of the test and
obtaining certification. Volunteers who prefer to take the certification test on
paper utilizing Form 6744 may continue to complete the test using that method
but must transcribe their answers to the test in Link & Learn Taxes.

(7) The TM, SPEC Headquarters’ designee and FS&A analysts can obtain certifi-
cation reports on LLT and can supply partner specific listings to sites for
validation. IRS employees must use secure messaging when emailing within
the IRS if data contains Personally Identifiable Information (PII) information. To
share with partners, use phone, fax, or postal mail. See IRM 10.5.1, Privacy
and Information Protection, Privacy Policy (Faxing section). Beginning Filing
Season 2023, territory managers or their designee must have access to LLT
Administrative Reports. Refer to Fact Sheet for Employees, Link & Learn
Taxes Certification Reports for instructions on how to request access to the
report.

22.30.1.8.7.1.7
(03-02-2023)
VITA Retest-All
Volunteer Training

(1) Form 6744, Volunteer Assistor’s Test/Retest, test booklet mirrors Link & Learn
(LLT). Volunteers who prefer to take the certification test on paper utilizing
Form 6744 may continue to complete the test using that method but must tran-
scribe their answers to the test in Link & Learn Taxes.

(2) Test takers have a different test for the test and retest.

(3) For volunteers who do not pass the test, they can re-take the retest. LLT will
grade the test in the same manner. Only offer the retest to volunteers once.

(4) Instructors and partners must consider added training for volunteers not
passing the test on the first try.

(5) The partner may provide instructions with a letter to volunteers not passing the
test. The letter must invite the volunteer to receive added training and take the
retest, or to participate in another aspect of the VITA/TCE program activity
such as: publicity, scheduling volunteers, clerical duties, greeter, etc.

22.30.1.8.7.1.8
(09-09-2019)
Course and Instructor
Evaluations

(1) SPEC encourages volunteers to send course evaluations. LLT has online
surveys. Volunteers may take the Level 1 Survey after completing training with
the VITA/TCE program. They must take the Level 3 Survey after completing
their volunteer duties with the VITA/TCE program.

22.30.1.8.7.1.9
(10-01-2008)
State and Local Tax
Training - All Volunteer
Training

(1) Partners or site managers request training for state and local tax return prepa-
ration through state and local tax officials. State and local training occurs along
with or after federal tax training.
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22.30.1.8.7.1.10
(09-08-2023)
Continuing Education
(CE) Credit for
Volunteers of the
VITA/TCE Program

(1) SPEC is an approved provider for Continuing Education (CE) credits for
Enrolled Agents (EA) and non-credentialed tax return preparers take part in the
IRS Annual Filing Season Program (AFSP), and California Tax Education
Council (CTEC) registrants. Certified Financial Planners (CFP) can self-report
CE credits. Attorneys and Certified Public Accountants (CPA) can qualify,
depending on the policies of their state or national licensing board. Offering CE
credits to tax professionals encourages them to take part in SPEC programs
and supply professional tax related services. A volunteer can earn CE Credits
after taking the right coursework and volunteering as a Quality Reviewer, Tax
Preparer and/or Tax Law Instructor at a Volunteer Income Tax Assistance
(VITA) or Tax Counseling for the Elderly (TCE) site.

(2) The Return Preparer Office (RPO) oversees IRS approved continuing
education providers and the Annual Filing Season Program for tax return
preparers. This program allows non-credentialed tax return preparers to obtain
an AFSP Record of Completion for participation in an annual continuing
education program. See link for more information about the program: Annual
Filing Season Program.

(3) The CTEC must register non-credentialed tax preparers for the state of Califor-
nia, approve tax schools and certify the education of tax preparers. CTEC
registrants who take part in the VITA/TCE program can receive CE credit for
completing volunteer training.

(4) Volunteers can receive up to 14 hours of IRS CE credits for certifying in tax
law at the advanced level and volunteering as a quality reviewer, tax return
preparer, or tax law instructor for a minimum of 10 hours. Volunteers who
certify in a specialty course can earn 4 more hours of CE credits. Volunteers
can earn a maximum of 18 CE credit hours.

(5) Volunteers who meet all requirements receive a CE Certificate. SPEC reports
information to RPO for all volunteers who supply a valid Preparer Tax Identifi-
cation Number (PTIN) in LLT Attorneys and CPAs must send their CE
Certificates to their local governing board/society for CE credit approval. CFP’s
must self-report their CE credits on the CFP website.

Note: Enrolled Agents, Non-Credentialed tax return preparers, and CTEC regis-
trants with a PTIN rejected by RPO do not receive a VITA/TCE CE Credit
certificate.

22.30.1.8.7.1.10.1
(09-08-2023)
Program Requirements
and Volunteer
Responsibilities

(1) All volunteers requesting Continuing Education (CE) credits must have a valid
PTIN for reporting CE credits to their IRS PTIN account. For more information
see PTIN Requirements for Tax Return Preparers.

Note: Attorneys, CPA’s and CFP’s do not require a PTIN to earn IRS SPEC CE
credits; however, if provided, their PTIN account reflects the hours.

(2) The volunteer must register within LLT and complete the following fields on the
My Account Page in addition to the required fields:

a. Select a Professional Status - Non-credentialed tax return preparers must
take part in the IRS Annual Filing Season Program (AFSP) to earn CE
credits.
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b. Name as listed on PTIN Card - Required if the volunteer has a PTIN.
c. PTIN - EA, non-credentialed tax return preparers, CTEC registrants and

volunteers who would like their credits posted to their PTIN account, must
have a PTIN.

d. CTEC Number - CTEC registrants must have a CTEC number.

(3) The volunteer must complete the following certifications before beginning
volunteer service:

a. VSC Training and pass the test with a score of 80 percent or higher.
b. Intake/Interview & Quality Review Test.
c. Certify to the Advanced level in tax law, using LLT with a score of 80

percent or higher.

(4) The volunteer must provide the partner or site coordinator with their LLT
printed Form 13615, Volunteer Standards of Conduct Agreement - VITA/TCE
Programs, along with the certificates associated with each completed tax law
certification module.

(5) The volunteer must complete a minimum of 10 hours volunteer service as a
quality reviewer, tax return preparer, or instructor.

22.30.1.8.7.1.10.2
(09-09-2019)
VITA or TCE Partner
Role

(1) Partners play a key role in protecting the integrity of the CE credit program.
SPEC partners must meet the following conditions, so volunteers receive
proper CE credits:

a. Validate the volunteer’s identity.
b. Document the number of hours the volunteer spends teaching Basic,

Advance, or specialty courses, preparing tax returns, and/or quality
reviewing tax returns

c. Secure Form 13615, Volunteer Standards of Conduct Agreement - VITA/
TCE Programs, from the volunteer (printed from LLT Taxes and signed by
the volunteer) and add the sponsoring partner name/site name if not
included

d. Review Form 13615 to ensure the volunteer certified (P) in VSC, Intake/
Interview Quality Review Test, and Advanced and at least one specialty
module if the volunteer requests the maximum 18 CE credits

e. Complete the following in the Continuing Education Credits ONLY section
of Form 13615: input the SIDN, site or training address, identify the certi-
fication level and total hours of service

f. Validate Form 13615, CE credit information after the volunteer meets all
CE credit qualifications by signing (electronic or original signature) in the
proper place(s). This may include signing in two sections.

Note: Volunteers cannot sign their own Form 13615 as the approving
official.

g. Send a completed Form 13615 to their SPEC RM when the volunteer
meets all program requirements to qualify for continuing education credits

Note: Send all forms for Overseas Military Volunteers directly to the Overseas
Military SPEC HQ National RM.

h. Send Form 13615 to SPEC no later than April 30th for sites closing by
April 15th. For year-round sites, provide it monthly after April 30th for vol-
unteers meeting CE requirements.
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22.30.1.8.7.1.10.3
(11-18-2021)
Territory Office Role

(1) Once a partner or site coordinator sends Form 13615, Volunteer Standards of
Conduct Agreement - VITA/TCE Programs, confirming volunteer completion of
CE requirements, all RM must review the form to:

a. Ensure completion of all required sections of Form 13615 and verify
signature of the sponsoring partner, site coordinator or instructor as the
approving official. If the approving official identifies as the sponsoring
partner or if no outside partner exists, the TM or designee should
approve the form. The TM, or designee, cannot sign as the approving
official for a volunteer who does not identify as a site coordinator, instruc-
tor, or sponsoring partner.

Note: Volunteers cannot sign their own Form 13615 as the approving
official.

b. Confirm completion of all CE requirements, such as passing all required
certifications, and meeting volunteer hour requirements

c. Use the CE Credit Pending Report from FS&A to complete the volunteer
hours completed column for each volunteer to show yes or no to reflect
the volunteer completion of the minimum ten volunteer hours

d. Update the Approved by RPO column on the pending report to show yes
for all volunteers not subject to RPO approval. (i.e., attorneys, CFP, and
CPA)

e. Save all Form 13615 until the end of the calendar year in case of any
necessary follow-up

f. Forward the updated CE Credit Pending Report to the assigned FS&A
contact via email. All emails with PTIN information require encryption.

Note: Refer to CE Credit Internal Guidance posted to The Point for more
information on processing CE credits, including due dates for sub-
mission.

g. During field site visits, confirm site coordinators know the CE credit pro-
cedures. If applicable, review Form 13615 at the site and supply help if
necessary.

h. Explain CE credit requirements during partner discussions.

22.30.1.8.7.1.10.4
(11-18-2021)
Field Support & Analysis
(FS&A) Office Role

(1) Serve as liaison between territory offices and PS.

(2) Export the CE Credit Pending Report and provide it to territories.

(3) Combine the CE Credit Pending Reports provided by the territory offices.

(4) Coordinate with territories on discrepancies with data provided to PS affecting
the ability to supply CE credits to volunteer. PS must supply FS&A discrepan-
cies requiring follow-up and reconciliation.

Note: PS must give FS&A access to the CE credit shared drive.

(5) Review the combined report to confirm completion of all required items. This
includes volunteer first and last name, address, email address, PTIN name
PTIN Number, CTEC Number, professional status, volunteer hours completed,
and the approved by RPO column should show yes for volunteers identified as
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an Attorney, CPA, or CFP. Forward the final report to PS via email and upload
the report to the CE Credit shared drive. FS&A staff must encrypt all emails
prior to sending.

22.30.1.8.7.1.10.5
(11-18-2021)
Overseas Military HQ
National Relationship
Manager (RM) Role

(1) The SPEC HQ National RM for Overseas Military must ensure the receipt of all
Form 13615, Volunteer Standards of Conduct Agreement - VITA/TCE
Programs, for Overseas Military volunteers. Upon receipt, the RM must:

a. Verify all required sections of the form for completion, signature and date
of the sponsoring partner, site coordinator or instructor as approving
official

Note: Volunteers cannot sign their own Form 13615 as the approving
official.

b. Confirm completion of all CE requirements, such as passing all required
certifications, and meeting volunteer hour requirements

c. Export the CE Credit Pending Report from the Reports Menu in LLT and
filter the report to include only volunteers with an approved Form 13615

d. Complete the “Volunteer Hours Completed” column of the CE Credit
Pending Report for each volunteer and the “Approved by RPO” column to
yes for all volunteers not subject to RPO approval. (i.e., attorneys, CFPs,
and CPAs)

e. Forward the updated CE Credit Pending Report to PS via email. All
emails require encryption.

22.30.1.8.7.1.10.6
(11-18-2021)
Program Support (PS)
Office Role

(1) SPEC HQ must communicate changes or updates to FS&A, the territory and
Area offices related to the CE credit program. The Return Preparer Office
mandates the record keeping retention requirement for Continuing Education
(CE) credits for a term of 4 years. SPEC HQ must keep copies of all
completed CE Credits pending reports for volunteers requesting CE credits.

(2) The LLT data portal stores CE credit data, generates certificates and allows
volunteers to print out a completed CE Certificate.

(3) PS uses the CE Credit Pending Report to confirm volunteers meet the CE re-
quirements.

(4) PS must use the CE PTIN template to upload PTIN hours to RPO. PS must
complete a template for each area using the data in the CE Credit Pending
Report and send to RPO for approval.

(5) After approval or rejection by RPO, the analyst must update the “Approved by
RPO” column for PTIN volunteers in the CE Credit Pending Reports for each
area to either yes or no. All rejected volunteers must return to the respective
FS&A contact for correction. Resubmit corrected rejects to RPO for approval
and update on the pending report.

(6) The analyst uploads the CE Credit Pending Report into LLT Base Camp
SharePoint Site for generation of certificates.

(7) PS must create folders on a shared drive to keep the CE PTIN Hours Upload
template and the results of the LLT survey for a period of 4 years to meet RPO
requirement.
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22.30.1.8.7.1.11
(09-04-2020)
SPEC Training Support
Tool

(1) SPEC created the SPEC Training Support Tool to assess partner’s direct
training needs for volunteers and site coordinators by selecting the criteria
listed on Form 13826, SPEC Training Support Tool. The relationship manager
(RM) and territory manager (TM) must decide the actions for each partner’s
training based on their assessment and the method selected for delivering
training. The TM must assess and make the final approval. The TM may use
the SPEC Training Support Tool to justify travel costs if applicable.

(2) SPEC needs the SPEC Training Support only when the partner needs direct
support or an assessment for direct support and the area director (AD) and/or
territory manager (TM) mandate its use.

22.30.1.8.7.1.11.1
(09-04-2020)
Relationship Manager
(RM) Responsibility for
SPEC Training Support
Tool

(1) The RM must use Form 13826, SPEC Training Support Tool, as a guide to
assess a partner’s training plan for their volunteers and to discuss plans and
actions for partners with the territory manager.

22.30.1.8.7.1.11.2
(09-04-2020)
Territory Manager
Responsibility for SPEC
Training Support Tool

(1) The TM must manage the SPEC Training Support Tool by:

• Delivering the Training Support Tool to all relationship managers (RM)
and discussing the benefits

• Reviewing completed Form 13826, SPEC Training Support Tool, and
discussing the results with the RM. Showing agreement or other actions
needed by signing and dating the form.

• Keeping Form 13826, SPEC Training Support Tool, either in a partner
file kept by the RM or in a territory group file.

22.30.1.8.7.1.11.3
(09-11-2015)
Criteria Used to
Consider Direct Training
Support for Partners

(1) Form 13826, SPEC Training Support Tool, supplies the criteria for assessing
whether a partner needs direct training support. The relationship manager
(RM) reviews each factor and considers the partners’ needs. The RM recom-
mends and documents the process for delivering training and the cost
associated with the method. The territory manager approves or disapproves
the recommendation and supplies feedback.

22.30.1.8.7.1.12
(09-08-2023)
Volunteer Standards of
Conduct (Ethics) (VSC)
Training and
Certification

(1) The integrity of the Volunteer Income Tax Assistance (VITA) and Tax Counsel-
ing for the Elderly (TCE) programs depends on keeping public trust. All
taxpayers using VITA/TCE services must receive a correct return and quality
service. All volunteers must supply the highest quality and best service to
taxpayers. Along with this responsibility, all volunteers must sign Form 13615,
Volunteer Standards of Conduct Agreement - VITA/TCE Programs, each year,
saying they agree to follow the Quality Site Requirements (QSR) and uphold
the highest ethical standards. SPEC developed the VSC specifically for free
tax preparation operations. Volunteers must agree to the standards prior to
working in a VITA/TCE free return preparation site. All participants in the VITA/
TCE programs must adhere to the six Volunteer Standards of Conduct, listed
in the table below. For a full description of the standard of conduct program
and examples of ethical situations, see Pub 4961, VITA/TCE Volunteer
Standards of Conduct - Ethics Training.
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Volunteer Standards of Conduct Requirements

VSC #1 - Follow the ten Quality Site Require-
ments (QSR)

The QSR ensure VITA/TCE sites use consistent
site operating procedures to improve the accuracy
of volunteer prepared returns. See Pub 5166,
VITA/TCE Volunteer Quality Site Requirements, for
a full description of each QSR. Non-adherence to
the QSR only becomes a violation of the VSC if a
volunteer refuses to follow the QSR. If the
volunteer agrees to follow the QSR, the volunteers
meet the VSC.

VSC #2 - Do not accept payment, ask for
donations, or accept refund payments for
federal or state tax return preparation from
customers.

Free means volunteers do not accept compensa-
tion from the clients they serve. Volunteers do not
want to confuse the taxpayer by asking for
donations. Donation or tip jars found in the return
preparation or taxpayer waiting area violates the
standard. A client may offer payment, but volun-
teers must always refuse with a smile and say
something like, “Thank you, but we cannot accept
payment for our services.” If someone insists, vol-
unteers may recommend cookies or donuts for the
site. Taxpayers can make cash donations to the
sponsoring organization, but not in the tax prepa-
ration area. Refer taxpayers interested in making
cash donations to the site coordinator for more
information.
Sites can place donation or tip jars in another area
at the site if that area does not give the impression
of collecting the funds for return preparation. Sites
cannot place donation or tip jars in the entry,
waiting, tax preparation, or quality review areas.
Sites cannot deposit taxpayers’ federal or state
refunds into VITA/TCE volunteers’ or any associ-
ated partners’ personal or business bank/debit
card accounts.
VITA/TCE sites should only request direct deposit
of a taxpayer’s refund into accounts bearing the
taxpayer’s name.

VSC #3 - Do not solicit business from
taxpayers you help or use the information you
gained about them (their information) for any
direct or indirect personal benefit for yourself
or any other specific individual or organization.

Volunteers must safeguard taxpayers’ personal
information and not use confidential or non-public
information to engage in financial transactions. Vol-
unteers must not improperly use taxpayers’
personal information to further their own, another
person or organization’s private interests.
Keep taxpayer and tax return information confiden-
tial. A volunteer preparer may discuss information
with other volunteers at the site, but only for
purposes of preparing the return. Volunteers
cannot use taxpayer information for personal or
business use.
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Volunteer Standards of Conduct Requirements

VSC #4 - Do not knowingly prepare false
returns.

Volunteers must correctly apply tax law to the tax-
payer’s situation. While tempting for a volunteer to
bend the law to help taxpayers, this causes
problems down the road. Volunteers must not
knowingly prepare false returns.
Not following ethical standards jeopardizes trust in
the IRS and the local sponsoring organization.
Fraudulent returns can result in years of taxpayer
interaction with the IRS with the taxpayer paying
added tax plus interest and penalties resulting in
an extreme burden. Also, the taxpayer may seek
damages under state or local law from the SPEC
partner for the volunteer’s fraudulent actions. The
IRS would seek payment of the added taxes,
interest, and penalties from the taxpayer.
Nationwide, identity theft continues to grow at an
alarming rate. Unfortunately, unscrupulous volun-
teers use information obtained at a VITA/TCE site
to steal the identity of taxpayers. For example,
identity theft violations occur when a volunteer
uses a stolen Social Security number to file a false
tax return to obtain the refund. Everyone must
report any suspicion of identity theft to IRS
Criminal Investigation (CI) and Treasury Inspector
General for Tax Administration (TIGTA). The IRS
considers this a serious crime and has measures
to detect identity theft situations at VITA/TCE sites.
The IRS continually implements new processes for
handling returns, new filters to detect fraud, new
initiatives to partner with stakeholders, and a
continued commitment to investigate the criminals
who commit these crimes.

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 programs.

SPEC prohibits volunteers from taking part in the
VITA/TCE program if they engage (past and
future) in criminal, infamous, dishonest, or notori-
ously disgraceful conduct, or any other conduct
harmful to the government. Volunteers must take
care to avoid interactions that discredit the
program. A taxpayer may consider state or local
law to seek money from the SPEC partner for a
volunteer’s fraudulent actions.
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Volunteer Standards of Conduct Requirements

VSC #6 - Treat all taxpayers in a professional,
courteous, and respectful manner.

To protect the public interest, the IRS and its
employees, partners, and volunteers must keep
the confidence and esteem of the people we
serve. All volunteers must conduct themselves pro-
fessionally in a courteous, businesslike, and
diplomatic manner. Volunteers take pride in helping
hard-working men and women who come to VITA/
TCE sites for return preparation. Taxpayers under
stress may wait extended periods for help. Volun-
teers may experience stress due to the volume of
taxpayers needing service. This situation can
make patience run short. The volunteer staying
calm and creating a peaceful and friendly atmo-
sphere helps reduce taxpayer stress.

(2) VITA/TCE volunteers must certify in VSC by passing a test. Volunteers must
certify in the VSC prior to certifying in tax law (i.e., Basic and Advanced) and
before the volunteer begins working at a VITA/TCE site.
The VSC training includes:

• An explanation of the six Volunteer Standards of Conduct defined on
Form 13615

• Information on how to report violations
• Consequences of failure to adhere to the program requirements
• Examples of situations that raise questions on ethical behavior
• An overview of the components included in a complete Intake/Interview

& Quality Review Process

(3) SPEC supplies the Volunteer Standards of Conduct Training online using LLT
and in Pub 4961, VITA/TCE Volunteer Standards of Conduct - Ethics Training.

(4) Once all required certifications are completed, volunteers must generate Form
13615 and give it to their site coordinator prior to volunteering. Volunteers can
take the written test in a classroom. Volunteers who prefer to take the certifica-
tion test on paper utilizing Form 6744, VITA/TCE Volunteer Assistor’s Test/
Retest, may continue to complete the test using that method but must
transcribe their answers to the test in Link & Learn Taxes.

(5) All volunteers, including greeters/ facilitators and interpreters, must certify in
the VSC. SPEC allows one exception for volunteers who only schedule ap-
pointments for the site and do not discuss any personal tax information
provided by the taxpayers.

(6) All volunteers must supply the highest quality and best service to taxpayers.
Volunteers must generate Form 13615 and give it to their site coordinator prior
to volunteering each year. By doing so, the volunteer states they agree to
follow the program requirements and uphold the highest ethical standards.
Partners or site coordinators must sign and date Form 13615 showing they
have confirmed the volunteer’s identity, name and address and validated the
volunteer’s certification level. Furthermore, all SPEC partners must sign Form
13533, Sponsor Agreement, or Form 13533-A, FSA Remote Sponsor
Agreement, certifying adherence to the strictest standards of ethical conduct.
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(7) At management’s discretion, SPEC may circulate an alert to address any
volunteer or partner egregious VSC non-compliant activities. The alert notifies
volunteers of corrective actions and if needed, make changes, updates and/or
clarifications to a volunteer standard of conduct.

22.30.1.8.7.1.12.1
(09-08-2023)
Failure to Follow the
Volunteer Standards of
Conduct (VSC)

(1) By law, tax return preparers must exercise due diligence in preparing or
helping with the preparation of tax returns. IRS-SPEC defines due diligence as
the degree of care and caution expected from, and ordinarily exercised by, a
volunteer in the VITA/TCE program.

(2) The consequences to the volunteer, tax site and/or sponsoring organization for
not following the VSC include the following:

• Your removal from all VITA/TCE programs
• Inclusion in the IRS Volunteer Registry to bar future VITA/TCE activity

indefinitely
• Deactivation of your sponsoring partner’s site VITA/TCE EFIN (elec-

tronic filing ID number)
• 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
• Referral of your conduct for potential TIGTA and criminal investigations
• Disallowing use of IRS-SPEC logos
• Holding partner responsible for stolen refunds or other losses due to

fraudulent acts at a site

(3) Relationship managers, territory managers, and others in the field must report
violations to SPEC HQ using the IRM 22.30.1.8.12.6, Internal Referral
Process, at once.

22.30.1.8.7.2
(10-03-2022)
Filing Season Readiness
(FSR) Training
Requirements (SPEC
Employees and Territory
Managers)

(1) SPEC commits to supply top quality service to all taxpayers that we serve.
SPEC’s success depends on our ability to collaborate with our partners and
volunteers to address the diverse needs of our mutual customer base. SPEC’s
continued success relies on Filing Season Readiness (FSR) training.

(2) All tax consultants and territory managers (TM) must complete the following
training:

a. Volunteer Standards of Conduct (Ethics) and Intake/Interview & Quality
Review: Prior to certifying in tax law, all tax consultants and TM must
certify in the VSC and Intake/Interview & Quality Review using LLT

b. Tax Law Training: All tax consultants and TM must certify in LLT in tax
law through Advanced level. and certify in tax law through the Military
level if conducting a Field Site Visit (FSV) and return review at a Military
site or instructing Military tax law

c. VITA/TCE Site Coordinator’s (SC) Training and Site Coordinator Test Cer-
tification: Site Coordinator training supplies instructions and tools to help
the SC manage their volunteers and monitor adherence to the VSC and
the QSR. All tax consultants and TM must complete the Site Coordinator
Training and pass the Site Coordinator Test Certification

Stakeholder Partnerships, Education
and Communication 22.30.1 page 57

Cat. No. 36870C (09-08-2023) Internal Revenue Manual 22.30.1.8.7.2



d. Field Site Visits Training: All tax consultants and TM must complete this
training before conducting field site visits. The training supplies informa-
tion on how to conduct field site visits and complete Form 6729-D, Site
Review Sheet

e. Software Training (or refresher): All tax consultants and volunteers take
the vendor classes and/or the refresher training by completing the
recorded vendor webinars available in the Practice Lab. After success-
fully completing the vendor class, the employee and TM recognize issues
in the set-up of the site’s vendor software, such as security requirements,
EFIN, and SIDN

(3) Filing Season Readiness Training (FSR): All employees who review returns,
write training materials, or educate partners on tax law topics must take FSR
training. Also, TMs who complete performance reviews on employees must
take FSR training. This training equips employees with the necessary informa-
tion for successful execution of the filing season.

22.30.1.8.7.3
(11-18-2021)
Training Single Entry
Time Reporting Codes

(1) SPEC employees must refer to Document 11684, SETR Codes for SPEC, for
a complete listing of training SETR codes.

22.30.1.8.7.4
(03-02-2023)
Employee Training
Certification

(1) Employees must use LLT to complete their VSC and tax law certifications.

(2) After completing the required tests in LLT, the SPEC employee must complete
the certification Form 13615, Volunteer Standards of Conduct Agreement -
VITA/TCE Programs, sign, and date the form, and supply a copy to the TM.
The TM keeps the signed and dated copy of the form in the employee’s
personnel file.

22.30.1.8.7.5
(10-01-2012)
Territory Manager
Responsibility

(1) When assigning Tax Consultant’s (TC) to conduct reviews, the TM must trust in
the TC’s skills, knowledge, and professionalism. The results of the reviews
conducted by the territory drives strategic improvements in the volunteer return
preparation programs. The TM must ensure and train all TCs.

(2) At the conclusion of all required training, the TM must secure copies of the tax
consultants’ (TC) completed certifications. Once the TC has completed all the
required training, The TC must provide the TM with copies of the specific
training certifications. The TM must keep the certification documents in the Em-
ployee’s Performance File (EPF) for one year.

22.30.1.8.8
(03-02-2023)
VITA and TCE Site
Management

(1) SPEC requires that partners locate VITA and TCE sites where low-income
taxpayers live, work, or conduct other business. Territory offices must help vol-
unteers and partners find preferred site locations to maximize the opportunity
for free tax preparation in the community.

(2) Potential sites must offer:

• Adequate parking
• Accessibility by public transportation
• Handicap accessibility
• Privacy during return preparation
• Secure storage for computers, printers and other equipment left at the

site
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• Telephone line and/or internet access
• Have no security risks

(3) VITA and TCE sites require on-site management by a coordinator and
oversight by the SPEC territory office. SPEC partners must ensure that each
site has a coordinator. SPEC encourages sites have alternate coordinators.
Coordinators and/or alternate coordinators must be present either physically at
sites during operation, or available via phone or other electronic means.

(4) For more information, refer to Pub 5683, VITA/TCE Handbook for Partners and
Site Coordinators.

22.30.1.8.8.1
(10-01-2013)
Reasonable
Accommodation for
VITA and TCE Sites

(1) For reasonable accommodations requests, see IRM 22.30.1.8.7.1.2.1, Training
for Hearing and Visually Impaired Volunteers.

(2) Several federal statutes require reasonable accommodation for persons with
disabilities. Both IRS and their sponsors must make reasonable accommoda-
tion for taxpayers and volunteers. Facts and circumstances decide the level of
accommodation and responsible party.

(3) For purposes of supplying reasonable accommodations for disabilities, the IRS
and their sponsors must accommodate both taxpayers and volunteers at VITA
sites.

(4) If a partner sponsors a VITA site, the IRS has no obligation to supply reason-
able accommodation for either a volunteer or taxpayer. The sponsor has an
obligation under Section 504 of the Rehabilitation Act of 1973.

(5) At an IRS sponsored site, the IRS must supply reasonable accommodation for
volunteers and taxpayers. The IRS must also decide reasonable accommoda-
tion on a case-by-case basis.

(6) An organization, either IRS or sponsor, can use the least expensive means for
a person’s accommodation request.

Example: A SPEC TM must supply instruction for students with hearing-
impairments, by supplying an interpreter to sign, provide instructors and
a written transcript or use videotaped training sessions.

(7) The TM must consider whether the volunteer at a site can deliver services to
the taxpayers after training.

(8) If the sponsor or partner conducts a training class for VITA volunteers, they
have an obligation to supply reasonable accommodation upon request. The
same analysis described above applies to the sponsor or partner’s obligation.

Example: AARP must supply reasonable accommodation for a volunteer or
taxpayer at an AARP sponsored site upon request. IRS must supply rea-
sonable accommodation for an AARP volunteer attending an IRS
conducted training class upon request.
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22.30.1.8.8.1.1
(09-04-2020)
Request for Reasonable
Accommodation Funds

(1) Refer to W&I Equity, Diversity, and Inclusion (EDI) for interpreter services; look
under “Disability” and click on “Disability Helpful Links and Forms” and then
“Centralized funding for sign language interpreting and CART services.”

22.30.1.8.8.1.2
(09-04-2020)
Accommodating
Persons with Disabilities
Referred from Taxpayer
Assistance Centers
(TAC)

(1) Follow the process below for taxpayers with disabilities who visit a TAC and
need tax preparation help from VITA/TCE sites. Sites must give special consid-
eration to taxpayers with disabilities who need help.

(2) If a taxpayer with disabilities (either clear or self-disclosed) cannot get return
preparation services while visiting a TAC and requests the help of a manager:

• The TAC manager secures the taxpayer’s name and phone number and
contacts the local SPEC contact TM

• The SPEC contact must reach out to a VITA/TCE site to arrange a
return preparation appointment for the taxpayer with disabilities

• The site must contact the taxpayer with disabilities within 48 hours to
arrange for the return completion

• For sites unable to reach the taxpayer within 48 hours, the TM or RM
must contact the taxpayer.

(3) SPEC watches this process to ensure taxpayers with disabilities receive
service.

22.30.1.8.9
(03-02-2023)
Preparing Returns at
Volunteer Sites

(1) SPEC partners must recruit and keep volunteers to deliver the free tax prepa-
ration program they support. SPEC needs volunteers to complete training and
become certified, using the IRS approved tests, prior to return preparation. Vol-
unteers must adhere to the Volunteer Standards of Conduct (VSC) as outlined
in Pub 5683, VITA/TCE Handbook for Partners and Site Coordinators.

(2) The integrity of the volunteer program relies heavily on protecting taxpayer
privacy. To instill confidence, SPEC implemented a policy requiring volunteers
to prepare all tax returns at the site with the taxpayer present, unless approved
for a Virtual VITA/TCE model. Having the taxpayer present to answer
questions ensures that the site completes and files a correct return. Sites must
use Form 13614-C, Intake/Interview and Quality Review Sheet for every return.
If a volunteer cannot complete a taxpayer’s tax return due to missing informa-
tion, the volunteer must return all documents to the taxpayer, with a request to
return with the missing information needed.

(3) Volunteers must not accept balance due payments. The taxpayer must
schedule an electronic payment through the tax software or mail the payment
with the return if they owe on the return. Taxpayers must visit Pay Online for
available payment options.

(4) Volunteers must refer taxpayers unable to make full payment to the following
products (in the proper language):

• Pub 1, Your Rights as a Taxpayer
• Pub 4134, Low Income Taxpayer Clinic List
• Pub 594, The IRS Collection Process
• Form 9465, Installment Agreement Request
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22.30.1.8.9.1
(03-20-2017)
Processing Form 8453,
U.S. Individual Income
Tax Transmittal for an
IRS e-file Return

(1) Sites use Form 8453, U.S. Individual Income Tax Transmittal for an IRS e-file
Return, for an IRS e-file return to send supporting documents to the IRS.

(2) Sites must send Form 8453 to the designated Submission Processing Center.
Territory offices must supply address labels to sites for sending Form 8453 to
the Submission Processing Center. Sites must use the labels.

(3) Sites can attach PDF files to Form 8453 with the e-filed return. For more infor-
mation refer to irs.gov “Modernized e-file.”

22.30.1.8.9.2
(09-04-2020)
Prior Year and Amended
Return Preparation

(1) Volunteer sites with the necessary software and reference materials may
prepare prior year (PY) tax returns within three years of the current tax year.
Sites may prepare older tax returns if the site has the older year software
available. Sites must assign these returns to experienced volunteers.

(2) All sites must use a current year Form 13614-C, Intake/Interview & Quality
Review Sheet, to decide the scope and tax law certification level of the return.

(3) Volunteer preparers and quality reviewers must hold current certification(s) at
the proper level(s) for the return.

(4) Reference materials include:

• Pub 17, Your Federal Income Tax (For Individuals, for the applicable
year

• Pub 4012, VITA/TCE Volunteer Resource Guide, and Volunteer Tax
Alerts

(5) Prior year and amended returns must follow the current and/or prior year tax
law requirements. This includes new or prior year legislative changes and
updates for the applicable years. Refer to Pub 4012 for more information.

22.30.1.8.9.3
(09-09-2019)
State Return Preparation

(1) VITA and TCE preparers may prepare and electronically file state tax returns
for taxpayers with a federal tax filing requirement.

(2) VITA/TCE sites may electronically file state tax returns together with a federal
tax return for taxpayers without a federal tax filing requirement to get a credit
or benefit from the state.

(3) VITA/TCE sites may electronically file state tax returns without filing a federal
tax return for taxpayers seeking to get a credit or benefit from the state.

(4) VITA/TCE volunteers must not accept balance due payments. For a return with
a balance due, the taxpayer must schedule an electronic payment through the
tax software or mail a payment with the return.

22.30.1.8.9.4
(10-03-2022)
Individual Taxpayer
Identification Number

(1) All U.S. federal tax returns filed after December 31,1996 must have a valid Tax
Identification Number (TIN) for each person listed on the return. Valid TINs
include a valid Social Security number (SSN) or an Individual Taxpayer Identifi-
cation Number (ITIN). IRS issues an ITIN (tax processing number) for certain
resident and non-resident aliens, their spouses, and dependents. Individuals
who have a filing requirement but who do not have, and do not meet eligibility
requirements for an SSN receive a nine-digit ITIN. ITIN recipients only use
ITINs for federal income tax purposes.
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(2) The issuance of an ITIN does not:

• Entitle the recipient to Social Security benefits
• Create an inference about the individual’s immigration status
• Give the individual the right to work in the U.S.

(3) SPEC employees, partners and volunteers may:

a. Conduct outreach sessions to help applicants with completion of Form
W-7, Application for IRS Individual Taxpayer Identification Number.

b. Supply educational information to applicants about requirements in
applying for an ITIN.

c. Review the required documentation including a federal tax return. If a
Certifying Acceptance Agent (CAA) takes part in the outreach sessions
and the taxpayer wants to use the CAA process, the applicant may be
directed to the CAA to submit their application.

d. Direct applicants to or give Pub 1915, Understanding Your IRS Individual
Taxpayer Identification Number (ITIN), and the completed Form W-7, Ap-
plication for IRS Individual Taxpayer Identification Number, if the CAA
does not take part in outreach sessions. The applicant must either mail
the application with the required documentation to the IRS Austin campus
ITIN Unit, make an appointment to take the completed application and
original identity documents to a local Taxpayer Assistance Center (TAC)
by calling 844-545-5640, or apply through a CAA.

(4) Trained SPEC employees, partners and/or volunteers may offer return prepara-
tion in the outreach sessions.

Note: Unless the partner or volunteer is a CAA, they must not accept the Form
W-7 for sending to the Austin campus ITIN Unit. SPEC employees will not be
CAA’s.

22.30.1.8.9.4.1
(09-04-2020)
Individual Taxpayer
Identification Number/
Social Security Number
(ITIN/SSN Mismatch)

(1) Although an ITIN does not authorize an individual to work in the U.S., ITIN
holders frequently file tax returns under their ITIN with attached Form W-2,
Wage and Tax Statement, showing the SSN they provided to an employer.
This creates an ITIN/SSN mismatch.

(2) IRS may contact employers to verify wages and withholding as part of its
efforts to detect fraudulent returns. The ITIN/SSN mismatch alerts the IRS that
the true owner of the SSN did not earn the wages and prevents issuing
mistaken notices about unreported income to that taxpayer.

22.30.1.8.9.4.1.1
(10-03-2022)
ITIN/SSN Mismatch
Procedures

(1) When an individual comes to a volunteer tax preparation site with a Form W-2,
Wage and Tax Statement, reflecting an SSN for return preparation, the
volunteer can prepare the tax return with the documents supplied if the name
on Form W-2, Wage and Tax Statement, matches the ITIN holder.

Note: Prior to completion of any tax return, the volunteer must request proof of
identity. Sites require two forms of identification. One photo identification
such as:

• Passport
• National identity card
• Driver’s license (U.S.)
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• State identification card (U.S.)
• Military identification card
• School photo ID
• VISA

(2) The individual must also show a second form of identification (the original or a
copy of the ITIN card or letter).

(3) One or both forms of identification must reflect the taxpayer’s current mailing
address. If the taxpayer cannot prove their identity, or if the volunteer feels un-
comfortable accepting items presented as proof of identity, the volunteer must
refer the taxpayer to obtain/seek professional tax help.

(4) Sites can prepare and electronically file returns with an ITIN/SSN mismatch.
Do not change any information on the Form W-2, Wage and Tax Statement.
For ITIN returns, the site must disable tax preparation software features that
auto-populate the TIN on Form W-2, Wage and Tax Statement, based on the
TIN entered on the return. The software must allow the preparer to list the
SSN on the Form W-2.

(5) The taxpayer has no eligibility for the Earned Income Tax Credit (EITC). If the
taxpayer becomes a permanent resident of the United States and secures a
valid SSN later, they may claim the EITC on returns due after receiving the
valid SSN.

22.30.1.8.9.5
(11-18-2021)
Financial Education and
Asset Building (FEAB)

(1) SPEC’s Financial Education and Asset Building (FEAB) program supports
partners who give taxpayers the information and knowledge needed to
evaluate financial options and find those that best suit the taxpayer’s needs.

(2) SPEC’s overall objective helps taxpayers, through its partners, with outreach,
education, and tax return preparation. Many partners see “tax time” as a
gateway to connect individuals and families to financial education and asset
building programs. FEAB, in conjunction with tax education outreach and tax
preparation, forms the third prong of the SPEC business model.

22.30.1.8.9.5.1
(03-24-2016)
SPEC Role in FEAB

(1) SPEC shares information among SPEC partners to promote financial
education and asset-building opportunities for SPEC’s targeted audience.

(2) Examples of topics for information sharing include:

• Direct Deposit
• Savings Bonds
• Cancellation of Debt
• Grant/Banking opportunities
• FEAB Product development/use
• Surveying the community needs with regards to financial education and

asset building
• Holding a one-time workshop on various financial education and asset

building topics
• Aiding taxpayers in opening bank accounts, buying U.S. Saving Bonds

and credit counseling
• Individual Development Accounts (IDA) and/or individual cash coaching

programs
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22.30.1.8.9.5.2
(09-04-2020)
Administrative
Requirements

(1) The SPEC RM must complete the Form 14099, SPEC Partner/Site Financial
Education and Asset Building Assessment Tool. This form guides the RM in
deciding FEAB services offered by the partner/site.

(2) Form 14099, SPEC Partner/Site Financial Education and Asset Building As-
sessment Tool assesses the overall activity level around awareness/planning,
knowledge, transaction, and application activities at all sites listed in the
partner module of SPECTRM.

(3) SPECTRM records partner involvement about financial education and asset
building. RM must record partner/coalition involvement concerning financial
education and asset building activities as well as prepare Form 13315 module
in SPECTRM, to record all FEAB outreach. TM must verify that all reporting of
all financial education and asset building activities for partners and coalitions in
SPECTRM.

22.30.1.8.9.5.3
(10-01-2013)
Headquarters
Responsibilities

(1) SPEC HQ responsibilities about FEAB:

• Supplying guidance to SPEC territories about promoting of FEAB oppor-
tunities

• Monitoring performance using SPECTRM reports
• Updating Form 14099, SPEC Partner/Site Financial Education and

Asset Building Partner Assessment Tool, as needed
• Collaborating with partners to provide taxpayers with the necessary in-

formation and knowledge to evaluate their financial options and find
those financial options that best suit the taxpayers’ needs and circum-
stances

• Updating SPECTRM as needed to capture partners FEAB activities.

22.30.1.8.9.5.4
(03-24-2016)
National Partnerships

(1) National Partners incorporates FEAB programs into everyday partner relation-
ship management by sharing information with internal and external
stakeholders.

(2) NP must:

• Maintain updated information on FEAB activities in territories
• Review materials available from national and local partners
• Work with SPEC Communication staff to update Financial Education

and Asset Building Resource Center
• Promote best practices
• Publishes FEAB Partner Spotlights

22.30.1.8.9.5.5
(11-18-2021)
Field Support and
Analysis (FS&A)
Responsibilities

(1) The FS&A office supplies oversight, analysis, and support of FEAB strategies.

(2) FS&A must:

• Maintain updated information about FEAB activities in their territories
• Supply monthly reports to AD about the results of territory activities

involving FEAB

(3) FS&A conducts conference calls as needed with Territory Staff and Managers
to:

• Monitor progress
• Supply data as requested
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• Encourage and support territory participation
• Obtain changes and anomalies of financial education and asset building

(outreach)
• Share best practices
• Discuss roadblocks or resistance issues raised by partners, tax consul-

tants with the HQ FEAB analyst

22.30.1.8.9.5.6
(03-24-2016)
Territory
Responsibilities

(1) TM communicate FEAB expectations to RM via territory meetings, monthly
briefings, and conference calls. Each TM supports this effort by taking part in
Area/HQ conference calls to promote and share successes and best practices.
Each TM supports their staff by aiding them in the development of strategies
for partners. TM meet with external stakeholders at coalition and partner
events/meetings to encourage participation and collaboration. This includes
highly-successful financial education and asset building partners as well as,
new partners or those in the initial stages of financial education and asset
building.

(2) TM must:

• Take ownership of FEAB efforts
• Gather FEAB information from tax consultants about their partnerships
• Address FEAB in briefings and territory conference calls
• Promote best practices
• Share FEAB Partner Spotlights

22.30.1.8.9.5.7
(03-24-2016)
RM Responsibilities

(1) RM must familiarize themselves with internal FEAB resources. They must
educate and share best practices with their partners in the arena of financial
education and asset building.

(2) RM must:

• Take ownership of FEAB
• Analyze partners’ status about FEAB activities
• Encourage partner growth in FEAB programs
• Incorporate FEAB discussions in all partner planning meetings
• Capture specific partner information in monthly briefing reports
• Share FEAB Partner Spotlights

(3) RM must interact with the National RM to:

• Supply data as requested
• Communicate and develop best practices
• Communicate anomalies and changes
• Assess the overall activity level of SPEC partnerships around

awareness, planning, knowledge, and application activities at all sites
listed in the Partner Module of SPECTRM annually

• Enter the data secured from Form 14099, SPEC Partner/Site Financial
Education and Asset Building Partner Assessment Tool, into the Partner
Module of SPECTRM by January 15 annually

• Monitor FEAB activity of SPEC partners through field site visits
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22.30.1.8.10
(10-01-2012)
Identifying VITA and TCE
Returns

(1) Tax returns must show as VITA and TCE prepared. The SIDN finds all VITA
and TCE Returns. Volunteers must ensure the correct SIDN appears on each
paper and electronic return.

(2) VITA and TCE returns feed into qualitative and quantitative reviews of the
SPEC program. The Electronic Filing 1541 (ELF1541) extract and the I48061
Master File (IMF) 460-15 data extract capture the number and type of return
prepared by the volunteer program.

22.30.1.8.11
(10-01-2012)
Toll Free Assistance

(1) The VITA and TCE program offer toll-free help to volunteers from January
through April. Volunteers in all fifty (50) states receive this assistance by
calling, 800-829-8482 (800-TAX-VITA). Volunteers must prove themselves as
VITA and TCE volunteers when calling for technical help. Do “not” give this
number to the public.

(2) Volunteers must use of this restricted toll-free number to seek answers to tax
law questions within the scope of the VITA/TCE Program.

(3) For questions about form orders or account questions from callers, volunteers
must refer them to irs.gov, under Where’s my refund?

22.30.1.8.12
(09-08-2023)
Quality Review Process

(1) SPEC developed the five (5) Core Principles of the Quality Process:

• Communicate pro-actively the value of the quality improvement efforts to
stakeholders

• Support partners to ensure all volunteers receive proper training
• Provide volunteers and partners with a set of required and recom-

mended Quality Site Requirement (QSR)
• Ensure all participants in the volunteer preparation program understand

their respective roles, and responsibilities to ensure accurate prepara-
tion of returns

• Collaborate continually with stakeholders to assess the quality of the
volunteer return preparation program

(2) SPEC created a comprehensive multi-tiered quality review process. Types of
reviews include:

• Quality Statistical Sample (QSS) Reviews (made up of a site review and
three, or more in some situations, return reviews)

• Field Site Visits (FSV)
• Remote Site Reviews (RSR)
• Internal/external referral reviews
• Grant financial reviews
• Grant administrative visits

(3) All review plans consider the continuing operation of the site during the visit.
SPEC conducts most site visits between February 1 and April 15. Do not visit
during the first scheduled week of site operation. SPEC conducts the review
with the site coordinator or alternate coordinator in the absence of the site co-
ordinator.

(4) Reviewers enter review results into the SPECTRM Site Quality Module.

(5) SPEC trains all reviewers on effectively conducting reviews, capturing best
practices, and sharing constructive feedback to the site coordinator on how to
improve potential problem areas.
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22.30.1.8.12.1
(03-02-2023)
Quality Site
Requirements (QSR)

(1) SPEC developed the Quality Site Requirements (QSR) to ensure the quality
and accuracy of tax returns and consistent operation of sites. All volunteers
and partners must follow the 10 QSR.

(2) For more details on each QSR, see Pub 5166, VITA/TCE Volunteer Quality
Site Requirements and the table below:

No. Quality Site Requirements

1 Certification: New volunteers must complete Volunteer
Standards of Conduct (VSC) Training, using Pub 4961, VITA/
TCE Volunteer Standards of Conduct - Ethics Training. SPEC
encourages returning volunteers to review the VSC Training as
a refresher. All volunteers must pass the VSC certification test.
Volunteers include greeters, receptionists, equipment coordina-
tors, etc.
New IRS-certified volunteer preparers and coordinators must
complete Pub 5101, All IRS-certified volunteer preparers and
coordinators must pass the Intake/Interview & Quality Review
certification test.
Volunteers preparing or quality reviewing tax returns, and volun-
teers addressing tax law questions or issues must pass either
the Basic, Advanced, or Federal Tax Law Update Test for
Circular 230 Professionals certifications.
All coordinators and alternate coordinators must complete site
coordinator training, Pub 5088 Site Coordinator Training. Site
coordinator training is an annual requirement.
All coordinators and alternate coordinators must pass the Site
Coordinator Test certification with a score of 80 percent or
higher prior to performing any site coordinator duties. The Site
Coordinator Test is an annual requirement. Volunteers must
certify using LLT. Volunteers can use Form 6744, VITA/TCE
Volunteer Assistor’s Test/Retest, as a tool to prepare for the cer-
tification tests.

2 Intake/Interview and Quality Review Process: All sites must
use Form 13614-C, Intake/Interview and Quality Review
Sheet, for every return prepared by an IRS certified volunteer.
Form 13614-C guides the IRS-certified volunteer preparer
through the interview with the taxpayer and allows them to
gather all necessary information for a correct return to be
prepared.
All returns must be quality reviewed and discussed with the
taxpayer. Reviews conducted by a designated reviewer or peer-
to-peer review follow this requirement. SPEC does not
recognize self-review as an approved method.
Every site must ensure that a reviewer completes a Quality
Review Process to confirm that the tax return is free from
errors, based on the taxpayer interview and the available sup-
porting documents.
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No. Quality Site Requirements

3 Confirming Photo Identification and Taxpayer Identification
Numbers (TIN): Coordinator’s must have a process in place to
confirm taxpayers’ identities. All volunteers must follow valida-
tion procedures prior to tax return preparation and before a
taxpayer sign a VITA/TCE prepared tax return and receives a
copy of the return.
This process must include using acceptable documents to
confirm taxpayers’ identities by reviewing:
• Photo identification for primary and secondary taxpayers
• Social Security Numbers (SSN) or Individual Taxpayer

Identification Numbers (ITIN) for everyone listed on the
return.

4 Reference Materials: All sites must have in (paper or electronic
form) the following reference materials available for use by vol-
unteers:
• Pub 4012, VITA/TCE Volunteer Resource Guide
• Pub 17, Your Federal Income Tax for Individuals
• Pub 4299, Privacy, Confidentiality, and Civil Rights - A

Public Trust
• Volunteer Tax Alerts (VTA), and Quality Site Requirement

Alerts (QSRA) or CyberTax Alerts issued by Tax-Aide)

5 Volunteer Agreement: All volunteers (coordinators, IRS tax law-
certified preparers, designated or peer-to-peer quality reviewers,
greeters, client facilitators, interpreters etc.) must annually
complete the VSC certification. This includes signing and dating
Form 13615, Volunteer Standards of Conduct Agreement -
VITA/TCE Programs, agreeing to follow the VSC.
The coordinator, sponsoring partner, instructor, or IRS contact,
must certify (sign and date) the Form 13615. This includes
verifying completion of all required certification, confirming the
volunteer’s identity, name, and address, using government-
issued photo identification, and ensuring the volunteer has
signed and dated Form 13615.

6 Timely Filing: All sites must have a process to ensure every tax
return is electronically filed or delivered to the taxpayer on time.
For e-filed returns, the taxpayer must sign Form 8879, IRS e-file
Signature Authorization. This gives the site permission to e-file
their tax return.

7 Civil Rights: All sites must make available to all taxpayers who
request services at the site a current, Pub 4053, Your Civil
Rights are Protected Poster for IRS Assisted Programs, or a
current AARP D143. Taxpayers must have access to the civil
rights information even if they do not have a tax return
prepared.

8 Site Identification Number (SIDN): All sites must use the correct
SIDN on all tax returns prepared.

9 Electronic Filing Identification Number (EFIN): All sites must use
the correct EFIN on all tax returns prepared.
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No. Quality Site Requirements

10 Security, Privacy and Confidentiality: Sites must follow all
security, privacy and confidentiality guidelines outlined in Pub
4299, Privacy, Confidentiality, and Civil Rights - A Public Trust. A
copy (paper or electronic) must be available at every site as
reference for security, privacy, and confidentiality, and civil rights
issues.

(3) Sites pass a quality site review when they meet all QSR listed above. The
measured questions in bold on Form 6729, QSS Site Review Sheet and Form
6729-D, Site Review Sheet, decide adherence to the QSR. Refer to the table
and sections below for corrective actions:

If ... Then ...

SPEC finds a non-compliance
issue at a site while conducting
reviews and/or field site visits,

SPEC works with the coordinator
to help them become compliant
as soon as possible, but no later
than five (5) business days.
Supply the support necessary to
meet the QSR. This may involve
discussions, counseling, and/or
mentoring help with the coordina-
tor within a reasonable period.
SPEC considers withdrawing
support and/or closing a site as
the last resort.

the reviews require follow-up
actions,

the relationship manager (RM)
must complete action(s) within
five (5) days after the first visit.
The RM must notify the territory
manager (TM) of any non-
compliant QSR.

the issues call for withdrawal of
IRS support,

the physical safety of all parties
at the site must have the highest
priority. If the environment
becomes confrontational for the
SPEC employee while removing
government property from a site,
the SPEC employee must at once
leave the premises, contact the
Treasury Inspector General for
Tax Administration (TIGTA) and
their TM, and wait for their help
and/or guidance on how to
proceed. The TM must notify the
Field Support & Analysis (FS&A)
who must notify the Chief,
Program Support (PS).
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22.30.1.8.12.1.1
(03-02-2023)
Volunteer Certification
Non-Compliance

(1) A non-compliant issue occurs:

If... Then...

Coordinators and alternate coor-
dinators have not passed the Site
Coordinator Test with a score of
80 percent or higher prior to the
opening of the site,

Partners may not allow coordina-
tors and alternate coordinators
who have not passed the Site
Coordinator Test to serve as co-
ordinators at the site. Once
coordinators have certified by
passing the Site Coordinator Test,
they can fulfill the coordinator role
at the site. Volunteers must certify
using LLT. Volunteers can use
Form 6744, VITA/TCE Volunteer
Assistor’s Test/Retest, as a tool to
prepare for the certification tests.

All volunteers at the site have not
completed Volunteer Standards of
Conduct (VSC) training or
certified in necessary tax law,

Inform the site coordinator that
the volunteers cannot prepare
returns or perform quality reviews
until they become certified. Allow
the volunteers to complete any
returns in process, but they
cannot prepare any other returns.
If certified at the correct level, the
IRS reviewer at the site must
quality review the returns
prepared by the uncertified volun-
teers. Use care when informing
the remaining taxpayers that the
site must close for the day. Alter-
natives include the site asking for
help of IRS certified volunteer
preparers from other sites. If not
possible, the remaining taxpayers
must receive information about
other local VITA/TCE site
locations that may help them in
their tax return preparation. The
site cannot reopen until the volun-
teers certify in VSC and tax law
at the correct level(s).
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If... Then...

The site needs verification of
volunteer certification,

The volunteer preparer may
complete the return currently in
process, and an IRS certified
volunteer must review the return
for accuracy. The volunteer
preparer may not prepare or
quality review any other returns
until the partner’s relationship
manager (RM) receives certifica-
tion verification of Form 13615,
Volunteer Standards of Conduct
Agreement - VITA/TCE Programs.

The complexity of the return
exceeds the volunteer certification
level,

Note: IRS-certified volunteer
preparers can only prepare
returns and conduct desig-
nated peer-to-peer quality
reviews based on their
levels of certification.

Volunteer preparers must
complete the return in process
and an IRS certified volunteer
preparer with the correct level of
certification must review the
return for accuracy. IRS certified
volunteer preparers cannot
complete any returns above their
certification level. If the return
does not fall within any volunteer
preparer’s certification level, refer
the taxpayer to another IRS
certified volunteer preparer with
the correct certification level or to
another site that prepares returns
at that certification level.

Volunteer preparer, quality
reviewer, site coordinator, or in-
structor did not pass the
certification test for the Intake/
Interview and Quality Review
Training,

All volunteer instructors,
preparers, coordinators, and
quality reviewers must certify in
Intake/Interview & Quality Review
Training by passing the associ-
ated certification test with a score
of 80 percent or higher. Direct
volunteers to LLT to certify for the
Intake/Interview & Quality Review
Training. Volunteers can use
Form 6744 as a tool to prepare
for the certification tests. The
volunteer preparer must supply
the Form 13615 to the partner or
RM for certifications before
preparing or quality reviewing any
other returns.

(2) Recommended Follow-up Action: The RM verifies and ensures written confir-
mation all volunteers have certified in VSC and tax law if preparing or
reviewing tax returns within five (5) business days.
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22.30.1.8.12.1.2
(10-03-2022)
Intake and Interview
Process Non-compliance

(1) A non-compliant issue occurs when the reviewer finds the site not using a
complete intake and interview process including an interview with the taxpayer
while reviewing Form 13614-C, Intake/Interview and Quality Review Sheet.
The reviewer must explain to the site coordinator the requirement to use a
correct intake and interview process for all returns prepared.

(2) Recommended Follow-up Action: The relationship manager (RM) must begin
follow-up actions at once, or within five (5) business days after the first review
to ensure the use of a complete intake and interview process when preparing
returns.

22.30.1.8.12.1.3
(09-08-2023)
Quality Review Process
Non-Compliance

(1) A non-compliant issue occurs when the reviewer identifies the site does not
have a complete quality review in place which includes a discussion with the
taxpayer, verification of the taxpayer’s source documents, and review of Form
13614-C, Intake/Interview and Quality Review Sheet. The reviewer must
explain the requirement for a correct quality review process for all returns
prepared.

(2) Recommended Follow-up Action: The relationship manager (RM) must begin
follow-up actions at once, but within five (5) business days after the first review
to ensure that the use of a complete quality review process on all returns
prepared.

22.30.1.8.12.1.4
(09-08-2023)
Confirming Photo
Identification and
Taxpayer Identification
Numbers (TIN)
Non-Compliance

(1) A non-compliant issue occurs when the reviewer finds IRS tax law-certified vol-
unteers not confirming taxpayer identities using acceptable documentation and
no exception applies:

• Not confirming the taxpayers’ identities (and spouse, if married filing
joint) using original photo identification

• Not confirming TIN for everyone listed on the tax return using accept-
able documentation

(2) Recommended Follow-up Action: The relationship manager (RM) must begin
follow-up actions at once, or within five (5) business days after the first review/
visit. To ensure that the site confirms taxpayers’ identities and TINs for
everyone listed on the tax return refer to Pub 4299, Privacy, Confidentiality,
and Civil Rights - A Public Trust, for acceptable documentation and exceptions
for taxpayers known to the site.

22.30.1.8.12.1.5
(03-02-2023)
Reference Materials
Non-Compliance

(1) A non-compliant issue occurs when the reviewer finds any of the required
reference materials not available at the site in paper or electronic form.
Reviewers must help the site coordinator with downloading the reference
materials from TaxSlayer or IRS.gov if asked.

(2) Recommended Follow-up Action: The relationship manager (RM) must make a
phone call or site visit within five (5) business days to confirm access to
required reference materials used by the volunteers. The RM must elevate to
the territory manager (TM) for resolution if the volunteers cannot access the
reference materials.
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22.30.1.8.12.1.6
(03-02-2023)
Volunteer Agreement
Non-Compliance

(1) A non-compliant issue occurs when the reviewer finds Form 13615, Volunteer
Standards of Conduct Agreement - VITA/TCE Programs, is incomplete prior to
the volunteer working at the site:

• Volunteer did not sign and date Form 13615
• Partner did not confirm the volunteer’s identity, name, and address with

government-issued identification
• Partner did not sign and date the Form 13615

Another non-compliant issue occurs when a site or volunteer engages in
conduct or an activity that violates the Volunteer Standards of Conduct (VSC)
Agreement. For sites, or sponsoring organization, the consequences of not
following these standards may include:

• Removal from all VITA/TCE programs
• Inclusion in the IRS Volunteer Registry to bar future VITA/TCE activity

indefinitely
• Deactivation of the sponsoring partner’s VITA/TCE site electronic filing

identification number (EFIN)
• Removal of all IRS products, supplies, loaned equipment, and taxpayer

information from the site
• Termination of the sponsoring organization’s partnership with the IRS
• Termination of grant funds from the IRS to the sponsoring partner
• Referral of the partner or volunteer’s conduct for potential TIGTA and

criminal investigations.

(2) The reviewer must inform the site coordinator that the volunteer cannot work at
the site until the volunteer and coordinator complete Form 13615. The
volunteer signs and dates the form and the partner coordinator certifies by
signing and dating.

(3) If a violation occurs, the IRS reviewer must notify their manager and begin the
Internal Referral Process at once.

(4) Anyone seeking services from a site may find and report violations to IRS by
sending an email to SPEC HQ at wi.voltax@irs.gov and copy the partner and
local SPEC territory office as appropriate. The email notification should include
the contact’s (or “your”) name, contact number, site name, and a detailed de-
scription of the incident including the individual’s full name, date the incident
occurred, and the number of taxpayer’s affected by the violation if applicable.
Sites must make available to all taxpayers, Pub 4836, VITA and TCE Free Tax
Programs - English and Spanish. Form 13614-C, Intake/Interview and Quality
Review Sheet, Pub 730, Important Tax Records Envelope, and AARP Founda-
tion Tax-Aide D-143 also list the email address and information.

(5) The relationship manager (RM) and/or territory manager (TM) must address
any violations with the site coordinator and/or partner. If the reviewer finds a
potential VSC violation, the RM must contact the TM at once and begin the
Internal Referral Process by completing Form 14511, Volunteer Standards of
Conduct Violation Report. For instructions, refer to IRM 22.30.1.8.12.6, Internal
Referral Process.
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22.30.1.8.12.1.7
(09-08-2023)
Timely Filing of Tax
Returns -
Non-Compliance

(1) A non-compliant issue occurs when the site does not have a process in place
for:

• Taxpayers to sign Form 8879, IRS e-file Signature Authorization
• Timely submission of e-filed returns
• Timely retrieving e-file acknowledgements
• Promptly resolving rejects
• Timely contacting taxpayers with unresolved rejects
• Providing taxpayers with the correct mailing addresses to file paper

returns
• Promptly notifying taxpayers of problems concerning return processing

delays

(2) The reviewer must provide the site coordinator with the correct procedures for
timely filing of tax returns. The reviewer must refer to the Pub 1345, Handbook
for Authorized IRS e-file Providers of Individual Income Tax Returns, which
explains the e-file. The reviewer must also notify the territory manager (TM)
and relationship manager (RM) of the non-compliance.

(3) Recommended Follow-up Action: The RM must start follow-up actions at once,
or within five (5) business days, to confirm understanding and compliance of
the processes for timely filing of tax returns.

22.30.1.8.12.1.8
(01-22-2021)
Civil Rights
Non-Compliance

(1) A noncompliant issue occurs when the reviewer finds the Civil Rights informa-
tion not available for all taxpayers who request services at the site. The site
must share the civil rights information with all taxpayers whether the site
prepares the return or not. Sites serving Limited English Proficient taxpayers
must provide Pub 4053, Your Civil Rights are Protected Poster for IRS
Assisted Programs, as available in the taxpayers’ first languages. The reviewer
must direct the site to IRS.gov/Forms & Instructions to download the correct
civil rights products:

• Poster, Pub 4053, Your Civil Rights are Protected Poster for IRS As-
sisted Programs

• Pub 4454, Your Civil Rights are Protected

(2) If a Tax-Aide site does not have a current D-143 poster, the reviewer gives
them a copy of Pub 4053. Tax-Aide may get D-143 posters from their state
coordinator.

(3) Recommended Follow-up Action: The relationship manager (RM) must begin
follow-up actions at once, or within five (5) business days to verify the posting
and availability of civil rights information for taxpayers seeking services. If the
site refuses to comply, the RM must elevate to the territory manager for resolu-
tion.

22.30.1.8.12.1.9
(09-08-2023)
Site Identification
Number (SIDN)
Non-Compliance

(1) A non-compliant issue occurs when tax returns prepared at the site show a
missing or incorrect SIDN. If the reviewer finds an incorrect SIDN or no SIDN,
the site must correct or input the SIDN on all non-networked computers and
any non-transmitted tax returns. The reviewer gives the correct SIDN, assists
in editing the preparer(s) set up and educates the coordinator on the impor-
tance of using the correct SIDN on all tax returns prepared by the site. The
reviewer must immediately notify the territory manager (TM) and relationship
manager (RM).
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(2) Recommended Follow-up Action: RM reviews the weekly SIDN Report to verify
sites use of the correct SIDN. If the site refuses to comply and does not use a
correct SIDN, the RM must elevate the situation to the TM for resolution.

22.30.1.8.12.1.9.1
(09-04-2020)
Invalid Site Identification
Numbers (SIDNs)

(1) SPEC finds site identification numbers (SIDN) used on reported returns in the
SIDN Workbook report but appear as inactive sites in SPECTRM. The informa-
tion entered in the tax preparation software must match information in
SPECTRM to ensure volunteer sites receive credit for the returns processed at
their location. The Product, Systems, and Analysis (PS&A) analyst sends the
Field Support & Analysis (FS&A) analyst the Invalid SIDN report at least seven
(7) times during the year (Feb, Mar, Apr, May, July, Sep, Nov). The reports pull
all invalid SIDNs with a minimum of one (1) return. The assigned FS&A analyst
shares this information with their territories to make corrections in the tax
preparation software, if necessary. The FS&A analyst sends the Invalid SIDN
report back, including updates/comments, to the PS&A analyst. The PS&A
analyst refers any unresolved or suspicious invalid SIDNs to the IRS Return
Preparer Office (RPO) for further action.

(2) SPEC must locate individuals or sites in the report using an SIDN instead of a
primary tax identification number (PTIN). An SIDN is identified by an “S” and a
PTIN is identified by a “P.” Any individual who prepares or helps in the prepa-
ration of a tax return for compensation must follow IRS procedures and
requirements for return preparers. Among these requirements, return preparers
must register for a PTIN with the RPO.

22.30.1.8.12.1.10
(10-03-2022)
Electronic Filing
Identification Number
(EFIN) Non-Compliance

(1) A non-compliant issue occurs when the site uses an incorrect EFIN. If the
reviewer finds an incorrect EFIN, the site must correct the EFIN. The reviewer
gives the correct EFIN and helps the coordinator set up the correct defaults in
the tax preparation software. The reviewer advises the coordinator to immedi-
ately contact the tax preparation software company for instructions on resetting
EFINs on returns already prepared but not transmitted.

(2) If the site uses the TaxSlayer software and incorrectly uses an EFIN which
does not meet SPEC’s approved licensing exceptions, the reviewer must im-
mediately notify the territory manager (TM) and relationship manager (RM).
The reviewer advises the coordinator of the TaxSlayer licensing agreement and
explains the site cannot use the software to prepare tax returns. The coordina-
tor must refer taxpayers to another site

22.30.1.8.12.1.11
(10-03-2022)
Non-Compliance with
Security, Privacy and
Confidentiality
Guidelines

(1) A non-compliant issue occurs when the reviewer finds the site did not follow all
security, privacy, and confidentiality guidelines as outlined in, Pub 4299
Privacy, Confidentiality, and Civil Rights - A Public Trust. The reviewer supplies
Pub 4299 to the site coordinator if needed, and explains the correct proce-
dures as outlined in Pub 4299.

(2) Recommended Follow-up Actions: The relationship manager (RM) must ensure
the site sets up proper procedures per Pub 4299 within five (5) business days.
If violations continue, the RM must elevate to the territory manager for resolu-
tion.
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22.30.1.8.12.1.12
(04-05-2022)
Data Breaches -
Reporting Breaches at
VITA/TCE Sites

(1) SPEC developed procedures for reporting potential data breaches at VITA/TCE
sites. To protect the taxpayers we serve, volunteers must follow this guidance
when a potential data breach affects one or more taxpayers.

(2) A VITA/TCE data breach occurs when an employee sends a taxpayer’s Per-
sonally Identifiable Information (PII), whether physically or electronically,
without taxpayer permission.

(3) Types of data breaches:

a. Unintentional (a mistake) – volunteer mistakenly gives a copy of another
taxpayer’s tax return or tax documents in error

b. Intentional (on purpose) – data loss incidents such as access to a
preparer network without permission and/or theft of PII

22.30.1.8.12.1.12.1
(11-18-2021)
Headquarters
Responsibility

(1) SPEC HQ must review all potential data breaches reported to SPEC.

(2) SPEC HQ must recommend the territory when to send the potential data
breach to RICS data loss mailbox and any other actions needed based on the
below chart:

If Then

A volunteer mistakenly shares a
copy of another taxpayer’s return
or tax documents,

The Territory must tell the partner
to:
• Contact the taxpayer(s),

whose information was
mistakenly shared, an offer
an apology and supply a
brief description of what
happened. Also inform the
taxpayer of actions taken
to avoid future occurrences

• Encourage the impacted
taxpayer(s) to apply for an
IP PIN since the IRS has
expanded the program to
all taxpayers

• Check all files and
downloads from the
TaxSlayer software (or any
other tax preparation
software) prior to sharing
regardless of the sharing
platform

The unauthorized access or theft
results in data loss,

Instruct the territory to follow IRM
22.30.1.8.12.1.12.2 (5), Territory
Responsibility, to report the
incident to the RICS mailbox.

(3) The assigned SPEC HQ analyst provides a brief overview of the data breach
and the status to the Chief, PS for sharing with the SPEC Director.
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(4) The assigned SPEC HQ analyst tracks the number of data breaches reported,
including the overview and status.

22.30.1.8.12.1.12.2
(09-08-2023)
Territory Responsibility

(1) The Territory office decides if a data breach reported by a taxpayer, partner,
volunteer, or other source, meets the criteria of a potential data breach.

(2) The Territory office sends all VITA/TCE potential data breaches to the assigned
SPEC HQ analyst in PS and FS&A.

Note: Do not send any information directly to the IRS Return Integrity and Compli-
ance Services (RICS) data loss mailbox.

(3) The Territory office includes the following when sending to SPEC HQ:

• Date the incident occurred
• Full name and telephone number of the point of contact who reported

the breach
• Partner name and address
• Site name and address
• Brief description of the incident and actions taken by the territory

(4) The Territory office instructs the partner not to send taxpayer information to
SPEC.

(5) If instructed by SPEC HQ, the Territory office sends the above contact informa-
tion via email to RICS using the dataloss@irs.gov mailbox.

(6) The Territory office explains to the partner that a member from IRS Return
Integrity and Compliance Services (RICS) team may contact them to discuss
the details of the data breach and obtain the partner client list, if needed and
any other breached items. The information RICS requests depends on the
specifics of the data breach but could include SSN’s, EFINs, PTIN’s, etc.

(7) The Territory office informs the partner to follow the instructions in Pub 4557,
Safeguarding Taxpayer Data, for reporting data loss to IRS/States. Exception:
SPEC partners should not report client data theft to the local stakeholder
liaison. SPEC partners should instead report potential client data theft to the
local SPEC Territory office.

Note: For a complete checklist, see Data Theft Information for Tax Professionals.

(8) After making the referral to RICS, the Territory office follows normal procedures
for:

• Compromised EFINs - Refer to IRM 22.30.1.9.2.11.1.8, Required
Actions for a Compromised EFIN

• TIGTA Referrals - In consultation with PS, the AD decides whether to
remove support from the site, and/or refer the issue to TIGTA and/or
Criminal Investigation

Note: For a complete checklist, see Data Theft Information for Tax Professionals.
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22.30.1.8.12.1.12.3
(09-04-2020)
IRS Return Integrity and
Compliance Services
(RICS) Responsibility

(1) IRS Return Integrity and Compliance Services (RICS) must:

• Check the dataloss@irs.gov mailbox for new receipts
• Review newly reported potential data breaches and contact the partner
• Evaluate the breach during the interview
• Obtain the partner client list, if needed, and any other breached items.

The information requested can include specifics of the data breach and
SSNs, EFINs, PTINs, etc.

22.30.1.8.12.1.13
(09-04-2020)
Discontinuance of IRS
Support

(1) Partners who do not follow the Quality Site Requirements violate Volunteer
Standards of Conduct 1, which may result in removal from the VITA/TCE
Programs and adding the partner to the Volunteer Registry. SPEC removes
IRS support if the site coordinator or sponsoring partner refuses to correct the
unacceptable actions or violations.

(2) SPEC employees must notify PS at once if a site conducted unacceptable ac-
tivities that may have a negative impact on the integrity of the IRS and the
VITA/TCE program.

(3) TM must decide what IRS supplied support to stop at non-compliant sites.
FS&A office must review and make a final decision to ensure all efforts to
mediate the situation happens. FS&A must notify PS of the final decision. PS
must agree with the decision prior to withdrawing support.

(4) In rare instances, SPEC HQ may decide to end the relationship with a national
partner. In these instances, NP issues the guidance for discontinuance of
support.

(5) SPEC prioritizes and values physical safety to protect all parties at VITA/TCE
sites. SPEC employees must leave the premises at once, contact TIGTA and
the TM, and wait for instructions on how to proceed if in the process of discon-
tinuing a relationship or removing government property from a site, the
environment becomes confrontational. The TM must notify the FS&A office and
the Chief, PS.

22.30.1.8.12.1.13.1
(09-04-2020)
Discontinuance of IRS
Support Required
Actions

(1) If the TM decides to stop IRS support of a partner, the partner or site coordina-
tor must take the following actions:

a. Validate the transmission of all tax returns and acknowledgement by the
IRS. If the return rejected, take necessary actions to correct the error or
provide the taxpayer with a paper return for sending to the IRS

b. Back-up all taxpayer returns for desktop users only
c. After backing up the data, remove all taxpayer data from every IRS-

loaned or non-IRS computers for desktop users only. Contact the IRS
SPEC Territory office for instructions on removing taxpayer information on
vendor software

d. Return IRS-loaned printers to the local IRS SPEC Territory office
e. Return IRS-loaned computers to the VITA Computer Depot
f. Return Taxpayer Consents secured as required by IRC 7216 (with

taxpayer signatures) to the local IRS SPEC Territory office
g. Return IRS products (including training materials) to the local IRS SPEC

Territory office
h. Stop using IRS or SPEC logos
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(2) Territories must take the following actions to ensure taxpayer safety when
stopping IRS support at a VITA or TCE site:

a. Validate the site coordinator transmitted all tax returns to the IRS and
received acknowledgement for the returns and the IRS accepted the
returns or the volunteer gave the taxpayer their return for sending to the
IRS. Refer taxpayers with incomplete returns to another volunteer site
nearby

b. Remove the partner and/or site from SPECTRM
c. Notify the GPO if a grant recipient runs the site
d. Deactivate the EFIN. Refer to IRM 22.30.1.9.2.11.1.9, Deactivating VITA

and TCE Electronic Filing Identification Number (EFIN)
e. For sites using an alternative electronic return preparation and transmis-

sion software, the site coordinator must back up all taxpayer data and
give the disk to the TM or RM

f. Send all Form 8453, U.S. Individual Income Tax Transmittal for an IRS
e-file Return, to the correct processing center per Pub 1345, IRS e-file
Handbook for Authorized IRS e-file Providers of Individual Income Tax
Returns

g. Secure and keep taxpayer consents (IRC 7216 ) for one year from the
date signed

h. Destroy all publicity posters and training materials received from the site
coordinator or partner

i. Ensure the partner or site coordinator returns all loaned computers to the
VITA Computer Depot

j. Ensure the partner or site coordinator returns all loaned printers to the
territory

k. Provide the site with procedures for removing taxpayer data, if applicable

22.30.1.8.12.2
(10-03-2022)
Review Types

(1) SPEC’s quality process relies on multi-tiered reviews including site reviews,
return reviews, and referral reviews in a complete quality review process that
includes all the following:

• 100 percent Quality review of all returns at the site
• VITA and TCE Grant Partner reviews
• Quality Statistical Sample (QSS) reviews
• Field Site Visits/Remote Site reviews
• Grant Program Office financial reviews. See IRM 22.30.1.10.9.

22.30.1.8.12.2.1
(09-08-2023)
SPEC Employee Name
Tags for External Visits

(1) All SPEC employees must wear a name tag displaying their name while con-
ducting return reviews or meeting face-to-face with external stakeholders, such
as partners, volunteers, taxpayers, etc. If an employee has not requested or
received a name tag, they must verbally identify themselves by stating their
name and employee identification number (all 10 digits of their Personal Identi-
fication Number) for all external visits. This template was created with pre-
existing styles. Delete any unnecessary section or text in the template. This
document shows pre-determined styles as noted in brackets.

(2) The Strategy and Program Management (SPM) Headquarters staff provides
oversight to the Employee name tag process and provides name tags to SPEC
employees.
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(3) Employee name tags must be displayed with the entire first name, last name,
and employee identification number. Courtesy titles may be used with the
entire first and last name or with the last name. The employee identification
number must be included on the name tag. SPEC employees can not use first
name ″initials″ on the name tag. See examples below:

a. Entire First Name, Entire Last Name, and Employee Identification
Number.

b. Courtesy title (Mr., Mrs., Miss, or Ms.) Entire First Name, Entire Last
Name and Employee Identification Number.

c. Courtesy title (Mr., Mrs., Miss, or Ms.) Last Name, and Employee Identifi-
cation Number.

Note: Do not use first or last name “initials.”

(4) The SPM analyst orders New Name Tags when the following conditions exists:

a. Newly hired employees in Stakeholder Partnership, Education and Com-
munication (SPEC).

b. Employee assigned to new position that requires face to face external
visits.

c. Employee did not receive a name tag in the original order.

(5) The SPM analyst orders replacement Name Tags when the following condi-
tions exist:

a. Employee has a legal name change consist with IRS records.
b. Worn or unable to read name tag
c. Misspelled name on original name tag

22.30.1.8.12.2.1.1
(09-08-2023)
Ordering New or
Replacement Employee
Name Tags Process

(1) The Strategy and Program Management analyst must take the following steps
to order Name Tags:

Step Action

1 Strategy and Program Management (SPM) does not order
name tags one at a time. The SPM analyst must order new
or replacement name tags in bulk, bi-annually for SPEC
employees. The SPEC analyst must order the name tags
(Area and Headquarter) by March 31 and September 30.

Note: Replacement name tags require a justification (lost,
worn, name change, misspelled name).

2 Strategy and Program Management (SPM) Tax Analyst
sends a solicitation to the Area Analyst and each HQ Chief
approximately 4 weeks prior to the due date. The email
must include the current IRM requirement and a pre-
formatted excel spreadsheet. The SPM Tax analyst must
review and combine the HQ report into one sheet and
ensure the Atlanta Post of Duty address lists the HQ
Secretary as the point of contact and phone number on the
document.
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Step Action

3 Upon receipt of requests from the Areas, HQ Analyst must
review for accuracy by following IRM requirements.

4 The SPM HQ tax analyst must submit the reviewed spread-
sheets to the Products, Systems and Analysis (PS&A)
Analyst responsible for the Publishing Service Requests.

5 PS&A Analyst must input a Publishing Service Request
(PSR) and attach the completed spreadsheets to order the
new/replacement name tags.

6 PS&A Analyst provides SPM Analyst with the UPS tracking
information received from Media & Publishing (M&P)

7 The employee must let the SPM HQ Analyst know immedi-
ately of any issue with the incorrect spelling of their name

22.30.1.8.12.2.1.2
(09-08-2023)
Destruction of Name
Tags Process

(1) The Strategy and Program Management analyst must take the following steps
to destroy Name Tags:

Step Action

1 The SPEC HQ analyst must notify the COR to renew the
contract for destruction of name tags every August for 1 year.
The SPEC HQ analyst must confirm with the Field Assis-
tance Contracting Officer that the contract is renewed.

2 Notify the Area of where to send the worn/old name tags for
destruction to include the vendor’s name and address. For
consistency, we must keep the same quarterly schedule as
the name tag order request.

3 The Area contacts must notify the SPM HQ Analyst with the
following required information for each shipment:
• The number of name tags sent to be destroyed
• The date the name tags were sent
• Name of the persons sending the name tags for de-

struction
• Include the weight of the name tags shipped

4 SPEC’s SPM Analyst then must ship the name tags for de-
struction once per year usually in September.

5 The SPM HQ Analyst must send the above information in
Step 3 to the Contracting Officer Technical Representative
(COTR) in Field Assistance (FA), who monitors the contract.

22.30.1.8.12.3
(09-08-2023)
Quality Statistical
Sample (QSS) Reviews

(1) The Quality Program Office (QPO) promotes and measures compliance to the
Quality Site Requirements (QSR) with the goal of supplying top quality service
and correct tax returns for VITA/TCE taxpayers.
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(2) The Chief, QPO, reports to the Chief, Program Support (PS). Tax analysts
assigned to QPO conduct QSS reviews.

(3) A QSS review consists of a site review and three return reviews. The review
process confirms the accuracy of tax returns and compliance with QSR and
Volunteer Standards of Conduct (VSC). These reviews identify trending issues
and highlight best practices.

22.30.1.8.12.3.1
(09-08-2023)
Selecting Sites for
Quality Statistical
Sample (QSS) Review

(1) QPO works with Statistics of Income (SOI) to decide the sample size before
the start of the filing season. To promote an unbiased appearance, Statistics of
Income (SOI) decides the sample size and randomly selects the sites for
review based on criteria set by SPEC to ensure a valid accuracy measure for
the VITA/TCE program.

(2) Selected sites for Quality Statistical Sample (QSS) reviews come from a prior
year site listing provided to SOI pulled from SPECTRM by Program Support
(PS).

(3) The SOI office randomly selects QSS sites using the following criteria:

• Both VITA and TCE sites
• Geographic distribution among SPEC area offices
• Mixture of various partners
• Sites open and not open to the public
• Sites with production greater than fifty (50) returns
• Sites open the previous year in SPECTRM

(4) In-person QSS reviews exclude sites with any of the following criteria:

• Sites located in Hawaii, Puerto Rico, and Alaska
• Sites closed the previous year in SPECTRM
• Mobile-only sites
• Facilitated Self Assistance (FSA) standalone and remote sites
• One-day sites
• Sites reviewed by the Quality Program Office in the prior year

(5) Virtual Quality Oversight Reviews exclude sites with any of the following
criteria:

• Sites located in Puerto Rico
• Sites closed the previous year in SPECTRM
• Mobile-only sites
• Facilitated Self Assistance (FSA) standalone and remote sites
• One-day sites
• Sites reviewed by the Quality Program Office in the prior year

(6) QSS reviewers do not announce in person QSS reviews and do not notify the
territory manager (TM), relationship manager (RM), and Field Support &
Analysis (FS&A) analyst prior to the actual site review.

22.30.1.8.12.3.2
(10-03-2022)
Validation of Quality
Program Office (QPO)
Statistics of Income
(SOI) Site Sample Data

(1) The Chief, QPO assigns the SOI selected sites to Quality Statistical Sample
(QSS) reviewers based on their geographic locations to increase cost savings
to the government.
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(2) Because SOI selects sites based on prior year filing season data, QSS
reviewers must research current year data in SPECTRM for their assigned
sites. QSS reviewers confirm the status and schedule for their assigned sites
prior to traveling:

a. Search by Site Identification Number (SIDN) - Review the site if the site
selected is open in SPECTRM with the same name and SIDN

b. Search by SIDN - Review the site if the site selected is open in
SPECTRM with the same SIDN but a different name and/or address. The
reviewer bases the review on the SIDN listed on the SOI list and the
updated information in SPECTRM

c. Search by Site Name - Review the site if the site selected is open in
SPECTRM with the same name but the SIDN has changed. The reviewer
bases the review on the site name if the SIDN does not exist in
SPECTRM

Note: Do not review the site if SPECTRM does not list the site by SIDN
or site name. The QSS reviewer must notify the Chief, QPO. The
QSS reviewer marks these sites as closed on the QSS review
schedule on the Quality SharePoint

22.30.1.8.12.3.3
(09-09-2019)
Chief, Quality Program
Office (QPO)
Responsibilities

(1) The Chief, QPO approves requests for travel, travel vouchers, travel compen-
satory time, regular compensatory time, and credit hours, as required by QSS
reviewers to complete review assignments.

(2) The Chief, QPO conducts at least one field performance review for each QSS
reviewer. The Chief, QPO notifies the QSS reviewer of the site selected for the
performance review. The Chief, QPO views the employee’s adherence to QSS
policy and guidance, tax law determinations, and site review file documenta-
tion.

(3) The Chief, QPO shares verbal feedback with the QSS reviewer after comple-
tion of the field performance reviews. After the QSS reviewer uploads the case
file, the Chief, QPO, documents the employee’s performance on Form 15083,
Employee Performance Record for QSS Reviews and QPO Activities. The
Chief, QPO shares the performance review feedback and keeps the signed
documents in the employee’s Employee Performance Folder (EPF).

(4) The Chief, QPO may assign a designee to complete these responsibilities. The
Chief, QPO must approve all performance reviews before issuance to QSS
reviewers.

22.30.1.8.12.3.4
(10-03-2022)
Training Requirements
for Quality Statistical
Sample (QSS) Reviewers

(1) QSS reviewers must complete the following training and pass required certifi-
cation tests with scores of 80 percent or higher:

• Filing Season Readiness (FSR) training
• Volunteer Standards of Conduct (VSC) test
• Intake/Interview and Quality Review test
• Tax law certification at the Advanced and Military level
• Site Coordinator Training
• Site Coordinator Test
• QSS Continuing Professional Education (CPE)
• Tax preparation software training
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(2) This list may change based on tax law changes and/or updated SPEC require-
ments.

22.30.1.8.12.3.5
(09-08-2023)
Quality Statistical
Sample (QSS)
Continuing Professional
Education (CPE)

(1) QSS reviewers must complete course 32055, “Quality Statistical Sample (QSS)
Reviews” in Integrated Talent Management (ITM) prior to attending QSS CPE.

(2) The Quality Program Office (QPO) conducts QSS CPE which serves as a
critical part of preparing to conduct reviews in a consistent manner. It encom-
passes changes to policy, procedures, and products that affect QSS reviews.
QSS reviewers present and discuss SPEC expectations and tax law updates
for the current filling season during CPE. SPEC requires all QSS reviewers to
complete the QSS CPE prior to completing QSS reviews.

22.30.1.8.12.3.6
(09-08-2023)
Quality Statistical
Sample (QSS) Site Data
Research

(1) QSS reviewers must conduct extensive preliminary research after assignment
of QSS Site Review List. The QSS reviewer researches the status of the site
for the current year, site operational information, and contact information. The
QSS reviewer records the data on Form 14512, Oversight Review History
Sheet, to plan for the reviews. Resources include:

• SPECTRM – verify SIDN, EFIN, days/hours of operation, the primary
contact (site/local coordinator), territory manager (TM) and relationship
manager (RM) contact information

• AARP Tax-Aide Locator- to find AARP sites
• E-File Report - verify site e-file return production
• SERP/IRS.gov - verify data on SERP and IRS.gov match SPECTRM
• Third Party Data Store (TPDS) - to verify EFIN status and ensure the

application lists at least one responsible official
• SIDN Workbook Report on SPECTRM - verify site e-file paper return

production
• Tax software reports - verify return production

22.30.1.8.12.3.7
(03-02-2023)
Planning for Quality
Statistical Sample (QSS)
Reviews

(1) The QSS reviewer confirms assigned sites plan to open for the upcoming filing
season based on data in SPECTRM. If research shows a QSS selected site as
closed, notify the Chief, Quality Program Office (QPO).

(2) QSS reviewers do not review FSA standalone sites, as taxpayers prepare their
own tax returns. QSS reviews focus only on returns prepared by volunteers. If
research shows a selected site as a Facilitated Self Assistance (FSA) Stand-
alone site, notify Chief QPO.

(3) QSS reviewers plan all site visits and update the QSS Review Schedule
document on the Quality Share Point in the current Filing Season folder. QSS
reviewers may reschedule assigned reviews due to unforeseen circumstances
such as inclement weather and unscheduled site closure. QSS reviewers must
keep the review schedule updated on a weekly basis.

(4) QSS reviewers must post their travel requests using the QSS Travel Request
spreadsheet to secure funding for the scheduled site visits. This spreadsheet
on the Quality Share Point under Quality Reviewer Travel Requests folder.
Once QSS reviewers receive approval for their travel, they must complete au-
thorizations in Concur.
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22.30.1.8.12.3.8
(10-03-2022)
Initial Site Contact for
Quality Statistical
Sample (QSS) Reviews

(1) QSS reviewers must conduct reviews in a courteous and professional manner.
Upon arrival reviewers watch the general atmosphere and activity at the site.
The reviewer introduces themselves to the site coordinator, shows their IRS
identification, and hands the coordinator their business card, and a copy of
Pub 4675, Request to Quality Review Your Federal Tax Return.

(2) The QSS reviewer explains Pub 4675, Request to Quality Review Your Federal
Tax Return to ensure the site coordinator understands the QSS review
process. The reviewer asks the coordinator to explain the site’s physical layout.
The reviewer requests a workstation with access to an electrical outlet and two
chairs if possible. Reviewers must secure their computer with a cable lock or
carry it as they walk around the site. After setting up a workstation, the
reviewer randomly selects the first return to review.

(3) If a disruption occurs such as a software outage, loss of internet, or lack of
quality reviewers, the site coordinator may implement a contingency plan to
keep the site operating. If this occurs during a QSS visit, the reviewer must
assess the process and decide if QSS return reviews can take place. These
contingency plans do not apply to all sites. If the QSS reviewer cannot
complete the QSS review, the reviewer must contact the Chief, QPO.

22.30.1.8.12.3.9
(03-02-2023)
Selecting Returns for
Quality Statistical
Sample (QSS) Review

(1) The QSS reviewer randomly selects a return, including amended and/or prior
year returns for the review. The site coordinator must not decide which returns
to review.

(2) Select a return from the quality reviewer that has been quality reviewed but not
signed by the taxpayer. If a site does not use a quality review process, the
QSS reviewer must select a return for QSS review after the return is prepared
and prior to the taxpayer’s signature.

(3) When selecting returns for review, the QSS reviewer must present their IRS
identification to the taxpayer and ask permission to review their tax return.

(4) To ensure the taxpayer understands the QSS review process, explain the
process and give the taxpayer Pub 4675, Request to Quality Review Your
Federal Tax Return, to keep with the taxpayer’s tax return in case they have
questions about the QSS review after the fact. The Pub 4675 must include the
QSS reviewer’s name (full name, first name and last initial, or first initial and
last name) or IRS Smart Card ID number. This allows management to prove
that the QSS reviewer performed a valid review.

(5) Pub 4675 Request to Quality Review Your Federal Tax Return, emphasizes
the QSS reviewer does not keep personally identifiable information (PII) as
part of the QSS review. Taxpayers may refuse to take part in the QSS review
process. If they refuse to take part, the QSS reviewer must randomly select
another return for review.

(6) The random selection policy requires selecting from a pool of every tax return
available. This includes returns that do not meet WHO MUST FILE or WHO
SHOULD FILE, scope requirements for VITA/TCE and AARP, and returns
taxpayers want to e-file or mail to the IRS. If a selected return does not meet
the Who Must File, Who Should File, and scope criteria, the QSS reviewer
must review more returns for the sample. The QSS reviewer may need to
review more than three tax returns.
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(7) Refer to Pub 5171, Return Review Job Aid, Stakeholder Partnerships,
Education and Communication (SPEC), for specific information about selecting
and conducting the return review.

22.30.1.8.12.3.10
(10-03-2022)
Quality Statistical
Sample (QSS) Reviews
of Returns Prepared
Using the Virtual
VITA/TCE Model

(1) Statistics of Income (SOI) may select sites using the Virtual VITA/TCE Model
for QSS reviews. Research SPECTRM prior to performing the review. If
SPECTRM shows the site uses the Virtual VITA/TCE Model, or if the reviewer
finds the site uses a virtual process not noted in SPECTRM, follow these pro-
cedures to conduct return reviews:

• QSS reviewers randomly select a return previously prepared, and
quality reviewed using a virtual process. When visiting a site that uses
both traditional and virtual processes of tax preparation, QSS reviewers
must try to select virtually-prepared returns before selecting returns
prepared using the traditional VITA/TCE method.

• Check Form 14446, Virtual VITA/TCE Taxpayer Consent, to ensure the
taxpayer marked the applicable “Yes” box consenting to IRS review of
their tax return.

• Include the return in the review if the taxpayer checked the “Yes” box.
• Randomly select another return if the taxpayer checked the “No” box or

did not check either box.
• Continue until the reviewer finds a return with the taxpayer consent to

the IRS review box checked “Yes.”
• Review the accuracy of the tax return using the same procedures as a

traditional VITA/TCE site. If the QSS reviewer needs to clarify the infor-
mation, then the site coordinator contacts the taxpayer, preparer, and
quality reviewer to verify the questionable information. If the QSS
reviewer receives clarification, review the return.

• If the QSS reviewer cannot verify the information, explain the issue to
the site coordinator so it can be resolved before filing the return. The
reviewer identifies the return as inconclusive and does not review it. The
reviewer must then randomly select another tax return for review.

• During the Virtual VITA/TCE return review, supply Pub 4675 Request to
Quality Review Your Federal Tax Return, to the site coordinator to give
to the taxpayer when the taxpayer picks up the return.

22.30.1.8.12.3.11
(03-02-2023)
Conducting Quality
Statistical Sample (QSS)
Return Reviews

(1) QSS reviewers must not review out-of-scope tax returns for the VITA/TCE
programs. Reviewers must understand scope differences between VITA and
AARP Tax-Aide. For a complete list of in-scope tax law topics, refer to
Document 13170, Fact Sheet Quality Site Requirements (QSR) Applicable to
AARP Foundation Tax-Aide Sites for SPEC employees. Reviewers must
ensure volunteers only prepare and quality review returns within their certifica-
tion level.

(2) The reviewer must secure the following information necessary to conduct a
thorough return review.

• Primary and secondary taxpayer’s photo ID
• Social security cards/ITIN letters for everyone listed on the return
• Bank account and routing information for a direct deposit

Note: Preferably, the QSS reviewers look over the above documents in
the presence of the taxpayers to confirm the information on their
return. Once confirmed, the QSS reviewer must return the infor-
mation to the taxpayer at once.
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• Completed Form 13614-C, Intake/Interview & Quality Review Sheet
• Tax return, schedules, and worksheets
• Tax statements such as Forms W-2, 1099-MISC, 1095-A (Heath Insur-

ance Marketplace Statement),
• Other supporting documents such as expense statements, receipts, etc.
• If applicable, signed consent forms required by IRC 7216 (secured prior

to input of the PIN - See Form 4299, Privacy, Confidentiality, and Civil
Rights - A Public Trust

(3) After securing the above information, the QSS reviewer verifies the complete-
ness of Form 13614-C. The QSS reviewer compares the tax return to a
completed and corrected Form 13614-C and the taxpayers’ statements as the
basis for a correct tax return. If the QSS reviewer finds missing information or
needs clarification, the reviewer keeps the tax return and requests the
necessary information for a correct assessment.

(4) The QSS reviewer must have all the questions answered on Form 13614-C for
a thorough return review. If Form 13614-C requires correction(s), the QSS
reviewer marks “QSS” on Form 13614-C and adds or corrects the information.

(5) The QSS reviewer uses Form 6729-R, QSS Return Review Sheet, to verify the
accuracy of the selected return. The QSS reviewer uses Pub 5171, Return
Review Job Aid Stakeholder Partnerships, Education and Communication
(SPEC), for guidance to review each line of the tax return.

(6) If the QSS reviewer finds an error on the tax return, the reviewer keeps the
original return, and the site must make the correction (s). The site coordinator
must give copies of the corrected return to the taxpayer and the QSS reviewer.

(7) The IRS defines a correct return as a return with the tax law applied correctly
with no errors found based on current tax law, the completed Form 13614-C,
and taxpayer’s supporting documents.

(8) SPEC considers a correct return for purposes of the QSS or return review
when the return has the tax law applied correctly, all income reported on the
correct Form 1040 line, and any error does not exceed tolerance criteria and
cause a change of:

• More than $50 to “Total Income” or “AGI”
• More than $14 to “Total Tax”, “Federal Income Tax Withheld”, “Refund”,

or “Amount You Owe”

(9) Tolerance does not apply to the Label section of the return with the name(s),
address, and TIN(s). An error in a name, TIN or address makes the return
incorrect.

(10) In the case of an error within tolerance, the QSS reviewer must require the site
to correct the return, so the taxpayer receives an error free return.

(11) The e-filing of $1 as unearned income to allow e-filing of a state return for the
benefit of the taxpayer meets tolerance criteria if it does not generate a credit.

(12) Incorrect direct deposit or debit information does not impact the accuracy of
the return. In case of an error with direct deposit or debit information, the QSS
reviewer must require the site to correct the return, so the taxpayer receives an
accurate return.
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(13) Refer to Pub 5171 for more specific information about selecting and conducting
the return review.

22.30.1.8.12.3.12
(09-08-2023)
Scanning and Redacting
the Return

(1) When resources allow, QSS reviewers scan the documents used to prepare
each return reviewed QSS reviewers do not scan SSN cards, ITIN letters,
photo ID or bank information. Prior to leaving the site, the QSS reviewer
redacts (remove) the names, Social Security numbers, bar codes, phone
numbers, EIN, addresses, local business names, and any other identified Per-
sonally Identifiable Information (PII) from the scanned returns and supporting
documents. The QSS reviewer must keep the birth dates, job titles, and citi-
zenship status.

(2) If the QSS reviewer cannot remove the PII from the return and supporting
documents due to time limits, the reviewer must secure un-redacted returns in
a Sensitive but Unclassified (SBU) folder on their computer prior to leaving the
site. The QSS reviewer must redact PII prior to sending the site review file to
SPEC HQ or uploading to the SPEC Quality Shared Drive.

(3) The management assistant (MA) in the Quality Program Office (QPO) controls
the scanner inventory. The MA creates and keeps a spreadsheet that tracks
the scanner inventory in QPO. The spreadsheet, at a minimum, includes the
bar code, serial code, the assigned employee, date assigned, condition of the
scanner, and date returned. In addition, the MA show whether the scanner has
issues or if any parts are missing, etc.

• When a new or detailed reviewer joins QPO for QSS reviews, the MA
selects a scanner, updates the spreadsheet to list the assigned scanner
information, and releases or mails the scanner to the reviewer. At the
end of the QSS reviewer detail, the MA retrieves the scanner at the end
of the filing season and notes the date the QSS reviewer returned the
scanner on the spreadsheet. The MA ensures employees detailed to
QPO return the scanners no later than May 1

• The MA reconciles the spreadsheet annually to ensure accuracy

22.30.1.8.12.3.13
(10-03-2022)
Conducting the Quality
Statistical Sample (QSS)
Site Review

(1) QSS reviewers conduct site reviews to measure site adherence to Quality Site
Requirements (QSR) and Volunteer Standards of Conduct (VSC), and to find
areas of improvement. QSS reviewers use Form 6729, QSS Site Review
Sheet, for this purpose. The reviewer conducts the return reviews first;
however, the reviewer may address the site review questions if waiting for a
return to review.

(2) QSS reviewers complete Form 6729 based on site operations, interviewing the
coordinator, and reviewing required documents. The reviewer must rely more
on observation rather than oral testimony. The QSS reviewer uses their
judgement to measure adherence to the QSR. The QSS reviewer considers
the severity of any identified issues or a systemic violation of each QSR.

(3) On Form 6729 each QSR section has only one measurement question. The
Quality Program Office (QPO) bolded the measurement questions and valued
each question at 10 percent. If the site meets all ten QSR, the QSS reviewer
rates the site with 100 percent. By underlining an answer, the reviewer must
include an explanation in the comments field section.

(4) Refer to Pub 5141, QSS Site Review Job Aid: Use with Form 6729, for more
specific information about completing the form.

page 88 22.30 Wage and Investment Outreach Procedures

22.30.1.8.12.3.12 Internal Revenue Manual Cat. No. 36870C (09-08-2023)



(5) If a QSS reviewer finds any violations of any VSC, the reviewer must notify the
Chief, Quality Program Office (QPO) at once using Form 14511, Volunteer
Standards of Conduct Violation Report. For more information, refer to IRM
22.30.1.8.12.6, Internal Referral Process.

22.30.1.8.12.3.14
(09-26-2016)
Quality Statistical
Sample (QSS) Reviews -
Verbal Feedback with
Site Coordinator and
Volunteers

(1) The QSS reviewer must have feedback discussions with the coordinator prior
to leaving the site. The discussion must include expressing appreciation,
offering constructive feedback, naming any corrective actions, and addressing
coordinator’s questions and concerns. Explain the reviewer sends the final
results email to the Territory office and the RM shares the final results with the
site.

(2) The QSS reviewers must thank available volunteers and acknowledge their
valuable service to their communities.

22.30.1.8.12.3.15
(09-04-2020)
Quality Statistical
Sample (QSS) Review
Errors Found After
Leaving the Site

(1) After leaving the site, if the QSS reviewer finds an error that changes the result
of a tax return review, the QSS reviewer must contact the coordinator to
explain the identified error. The coordinator must correct the error and contact
the taxpayer. The QSS reviewer must notate the corrective action taken on the
Form 14512, Oversight Review History Sheet, and revise Form 6729-R, QSS
Return Review Sheet.

22.30.1.8.12.3.15.1
(09-08-2023)
Post Review Notification
- Quality Statistical
Sample (QSS) Review

(1) Within 24 hours after conducting a QSS review, the reviewer must notify the
territory manager (TM) of the QSS review either by an information email where
no action is needed or an action e-mail if additional information is needed,
using the templates developed for this purpose. If the TM does not send a
response, it impacts the final results of the review.

(2) The territory office must respond within two (2) business days to an action
email that asks for:

• Validation that volunteer(s) completed the necessary certification(s)
• Confirmation that volunteer(s) and approving official signed and dated

Form 13615, Volunteer Standards of Conduct Agreement VITA/TCE
Programs

• Validation of sites’ Security Plan

(3) The territory office must respond within seven (7) business days to an action
email to address QSR or VSC violations. If the RM and TM do not respond
about recommended corrective and/or follow-up actions, the reviewer must
note the reasons and resend within five (5) business days in the same manner
listed above. If the RM or TM does not respond, the QSS reviewer closes the
case and documents that the reviewer did not receive a prompt response on
Form 14512, Overview Review History Sheet.

(4) These emails do not include the final results of the review. However, if the
QSS reviewer has completed all review work and can issue the final results
including copies of Form 6729, QSS Site Review Sheet and, Form 6729-R,
QSS Return Review Sheet, within 24 hours, the reviewer may issue final
results email in lieu of the above notification emails.

Stakeholder Partnerships, Education
and Communication 22.30.1 page 89

Cat. No. 36870C (09-08-2023) Internal Revenue Manual 22.30.1.8.12.3.15.1



22.30.1.8.12.3.16
(03-02-2023)
Completing the Site
Quality Module (SQM)
Database for Quality
Statistical Sample (QSS)
Reviews

(1) By Tuesday following the week of a review, the QSS reviewer must correctly
enter Form 6729, QSS Site Review Sheet, and Form 6729-R, QSS Return
Review Sheet, into the Site Quality Module (SQM) in SPECTRM. Document
13341, Field Remote and Return Review Resource Guide, provides instruc-
tions on how to access and input results into SQM.

(2) The reviewer enters the Form 6729 first because it becomes a “parent” form.
The reviewer then enters the Form 6729-R second, linking to the “parent”
Form 6729 for the review.

22.30.1.8.12.3.17
(09-08-2023)
Final Results Email for
Quality Statistical
Sample (QSS) Reviews

(1) The QSS reviewer must send the final results email no later than ten (10)
business days after the review. The reviewer must attach copies of Form 6729,
QSS Site Review Sheet, and Form 6729-R, QSS Return Review Sheet, to the
email. To ensure consistency, reviewers must use the final results email
template updated each year for this purpose. The final results email must be
un-encrypted to ensure external partners can read it.

(2) Send the final results to:

• Territory manager
• Chief, Field Support & Analysis (FS&A)
• Quality Analyst, FS&A analyst
• Chief, Quality Program Office (QPO)
• AARP national relationship manager (for AARP sites)
• Grant Program Office (GPO) (for VITA/TCE Grant sites)

(3) The final feedback includes the results of the site and return reviews and any
identified activities such as:

• Quality Site Requirements (QSR) noncompliance
• Volunteer Standards of Conduct (VSC) violations
• Areas of weaknesses
• Corrective actions provided to the site coordinator
• Best practices
• Recommended follow-up action for the territory

(4) If the QSS review requires no follow up from the territory, the territory office
forwards the final results email no later than five (5) business days after receipt
to:

• Site coordinator
• Responsible partner
• AARP State Coordinator, if applicable

22.30.1.8.12.3.18
(09-08-2023)
Quality Statistical
Sample (QSS) Case Files

(1) As QSS reviewers complete a planned review, they prepare a case file with
the results of the site review and, three return reviews.

(2) The QSS reviewer records the accuracy of returns and the results of the site
review in the Final-Results email.

(3) The QSS reviewer uploads the redacted site review files in pdf format to QSS
Reviews shared drive within ten (10) business days after the review. The elec-
tronic files include:

a. Post Review Courtesy, Information Request, and final results emails
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b. Relationship Managers (RM) corrective/follow-up actions response from
the territory office,

c. Form 14512, Oversight Review History Sheet, completed and in pdf
format

d. Form 6729, QSS Site Review Sheet, in pdf format from Business Objects
e. Separate tax return case file for each tax return in pdf format and in

order according to QSS case file assembly guide including:

• Form 13614-C, Intake/Interview & Quality Review Sheet, for accuracy
and completeness

• Form 14446, Virtual VITA/TCE Taxpayer Consent, for taxpayer consent
allowing IRS to review the return for virtual sites (if applicable)

• Tax return including schedules and worksheets, source documents, and
corrected returns (if applicable)

(4) The QSS reviewer keeps the electronic files on their computer in an encrypted
folder until September 30th. The QSS reviewer case files remain on the QSS
Reviews shared drive for three (3) years.

(5) If the QSS reviewer cannot scan and upload paper site review files, the
reviewer mails the hard copy of the redacted case file no later than fifteen (15)
business days after the review to the following address:

Internal Revenue Service

Attn: SPEC - Quality Program Office

401 W. Peachtree St. NW, Stop 54-WI

Atlanta, GA 30308

22.30.1.8.12.3.19
(10-03-2022)
Quality Statistical
Sample (QSS)
Secondary Reviews

(1) QSS return reviews establish the official SPEC accuracy measure. Secondary
reviews confirm that QSS return reviewers prepared reviews correctly and
ensure the case files have adequate documentation to make a correct assess-
ment. The case file review includes both the site review and at least one return
review. The secondary reviewer must confirm redaction of all Personally Identi-
fiable Information (PII) in the case file during the secondary review process.

(2) The Chief, Quality Program Office (QPO) may conduct or delegate a SPEC
HQ analyst to conduct secondary reviews of QSS case files. The secondary
review includes a review of the completed case file, including the site review
and at least one return review. The Chief, QPO may use these reviews to
evaluate the performance of the QSS reviewer.

(3) Secondary reviews highlight opportunities to correct trending issues or best
practices.

(4) The Chief, QPO keeps results of these reviews in the QSS reviewer’s
Employee Performance Folder (EPF) as an official document. The Chief, QPO
(or designee) approves and signs the secondary reviews before issuing the
results to the QSS reviewer.
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22.30.1.8.12.3.20
(09-08-2023)
Quality Statistical
Sample (QSS)
Secondary Review
Procedures

(1) The secondary reviewer must check that the case file includes the correct:

a. Post Review Courtesy, Information Request, and final results email
b. Relationship managers (RM) corrective/follow-up actions response from

the territory office
c. Form 14512, Oversight Review History Sheet, completed and in pdf

format
d. Form 6729, QSS Site Review Sheet, completed and in pdf format
e. Separate Forms 6729-R, QSS Return Review Sheet, for reach reviewed

return in pdf format from Business Objects
f. Separate tax return case files for each tax return in pdf format and in

order according to the QSS case file assembly guide including:

• Form 13614-C, Intake/Interview and Quality Review Sheet, for accuracy
and completeness

• Form 14446, Virtual VITA/TCE Taxpayer Consent, for taxpayer consent
allowing IRS to review the return for virtual sites (if available)

• Tax return including schedules and worksheets, source documents, and
corrected returns (if applicable)

(2) The secondary reviewer must:

• Review at least one tax return and confirm the QSS reviewer correctly
determined the accuracy of the tax return reviewed

• Compare the QSS reviewer’s final results email to the case file to
ensure accuracy and consistency

• Search for un-redacted Personally Identifiable Information (PII) and
redact any found

• Review the case files for accuracy, completeness, clarity, and timeliness
• Confirm the order of the case file and the correct use of headers and

footers based on the QPO case file assembly guide
• Complete secondary case file reviews within fifteen (15) business days

of the date the case files posts to the QPO Reviews shared drive

22.30.1.8.12.3.21
(03-07-2018)
Secondary Reviewer
Training

(1) Analysts conducting secondary reviews must complete the following annual
training and certification:

• Filing Season Readiness (FSR) training
• Intake/Interview & Quality Review Process Training
• Quality statistical sample (QSS) training - all sessions
• Minimum of tax law certification at the Advance and Military levels
• TaxSlayer training

22.30.1.8.12.3.22
(09-08-2023)
Selecting and Assigning
Case Files for
Secondary Reviews

(1) The Chief, Quality Program Office (QPO), or designee, selects case files for
secondary review from all planned Quality Statistical Sample (QSS) return
reviews provided by Statistics of Income (SOI) annually. QPO must complete
at least one secondary review on each QSS reviewer.

(2) The Chief, QPO reviews at least one case file for each analyst conducting
secondary reviews.

(3) If there are multiple secondary reviewers, the Chief, QPO distributes cases to
each secondary reviewer based on their availability.
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22.30.1.8.12.3.23
(09-08-2023)
Case Files for
Secondary Reviews

(1) The QSS reviewer must place an electronic version of the case file on the
quality shared drive within ten (10) business days of the QSS review.

(2) The secondary reviewer must complete each secondary case file reviews
within fifteen (15) business days of receipt of the completed QSS case file.

(3) The secondary reviewer keeps a copy of the reviewed electronic secondary
case files in an encrypted folder on their computer until September 30.

(4) The reviewer adds the secondary review case files to the QSS shared drive.
Case files must be kept on the QSS shared drive for three (3) years.

22.30.1.8.12.3.24
(10-03-2022)
Conducting the
Secondary Reviews

(1) The secondary reviewer verifies that the case file includes the correct Site
Quality Module (SQM) generated Form 6729, QSS Site Review Sheet, and
Form 6729-R, QSS Return Review Sheet. The reviewer verifies the five-digit
Review ID numbers at the top of all forms in the case file match the respective
numbers in the SQM database. The SPECTRM system assigns the five -digit
number after the employee enters the review into SQM.

(2) The secondary reviewer confirms that the QSS reviewer issued the correct
Form 6729 and Form 6729-R with the final-results email, and that the QSS
reviewer included forms in the completed case file.

a. If the forms match, the secondary reviewer continues their review
b. If the forms do not match or the file has more than one Form 6729, or

more Form 6729-R, than returns reviewed, the secondary reviewer must
inform the Chief, Quality Program Office (QPO) of the discrepancy

(3) The secondary reviewer ensures the case file has all required documents in
the proper order based on instructions in the case file assembly guide, found
on the Quality SharePoint site.

(4) If the case file has any missing or incomplete documents, the secondary
reviewer must try to find them on the QPO Reviews shared drive.

a. Missing or incomplete documents do not result in an inaccurate review
because the secondary reviewer may make an accuracy assessment
without it

b. If the secondary reviewer cannot find the missing information (incomplete
return, pertinent forms or supporting documents) on the QPO Review
shared drive, and the secondary reviewer cannot make an accurate as-
sessment without them, the secondary reviewer contacts the QSS
reviewer to ask about the documents

c. If the QSS reviewer cannot supply the documents, the secondary
reviewer must obtain concurrence from the Chief, QPO that the case file
must have the missing forms. The secondary reviewer must put the case
file documents in the correct order if needed

(5) The secondary reviewer checks the tax return and source documents for any
un-redacted Personally Identifiable Information (PII). If the case file has un-
redacted PII, the secondary reviewer redacts the PII and notates these findings
in their secondary review results.

(6) Ensure the file has correct footers and headers, as needed, based on the
scanning and redacting job aid.
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(7) Compare Form 13614-C, Intake/Interview and Quality Review Sheet, to the tax
return, and all source documents to ensure all information matches. The case
file needs only page 1 and 2 of the Form 13614-C.

(8) Ensure Form 13614-C does not have any unanswered questions and the QSS
reviewer checked all “Unsure” answers changed to “Yes” or “No.” The QSS
reviewer considers missed or any “Unsure” responses on Form 13614-C as an
incomplete form.

(9) Check, Form 6729-R and/or Form 14512, Oversight Review History Sheet, for
any clarification of any tax law issues on the tax return.

(10) The secondary reviewer uses their tax law knowledge and available job aids to
verify if they correctly determine return accuracy by comparing Form 13614-C,
and all supporting documents to the tax return and Form 6729-R.

(11) Confirm the case file includes enough information to verify the QSS reviewer
made the correct return accuracy determination.

a. Complete the secondary review if the file has enough information
b. Contact the QSS reviewer for clarification and document any information

provided by the QSS reviewer if the case file is missing information
c. Include more information the QSS reviewer supplies in the secondary

review results
d. Contact the Chief, QPO for a recommendation of a final decision if the

QSS reviewer is not able to provide more information. The secondary
reviewer decides if the QSS reviewer made the wrong accuracy determi-
nation or if the QSS reviewer supplied an inconclusive case file.

(12) Review Form 6729, QSS Site Review Sheet, Form 14512, Oversight Review
History Sheet, and the final-results email to ensure all match.

(13) If the QSS reviewer incorrectly found the return as in-scope of the VITA/TCE
program, the QSS reviewer must do the following:

• Review the return
• Leave the Form 6729-R in the SQM database
• Send the case to the Chief, QPO for reassignment if the secondary

reviewer does not have the tax law certification level for the return
• Notate the “out-of-scope” return and the reason in the secondary review

results
• Notate the change to Form 6729, QSS Site Review Sheet, in the SQM

database explaining the site prepared out-of-scope returns and included
the tax law topic considered out-of-scope

Note: Return scope is not based on the preparer’s certification level. The VITA/
TCE Program bases out-of-scope returns on the Scope of Service chart in
Form 4012, VITA/TCE Volunteer Resource Guide.

22.30.1.8.12.3.25
(03-07-2018)
Correcting the Site
Quality Module (SQM)

(1) If the secondary reviewer finds an error on either Form 6729, QSS Site Review
Sheet or Form 6729-R, QSS Return Review Sheet, the secondary reviewer
must work with the QSS reviewer and SPECTRM Help Desk to correct the Site
Quality Module (SQM) database.
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22.30.1.8.12.3.26
(09-08-2023)
Providing Secondary
Review Written
Feedback

(1) The secondary reviewer must give written feedback to the Quality Statistical
Sample (QSS) reviewer on Form 15083, Employee Performance Record for
QSS Reviews and QPO Activities, at the completion of the secondary review.
The Chief, QPO must approve the secondary review before issuance to the
QSS reviewer.

(2) The Chief, QPO includes the results of the secondary review in the QSS re-
viewer’s Employee Performance File (EPF).

(3) If the secondary reviewer finds errors made in the QSS reviewer’s case file
that do not change the QSS reviewer’s determinations, the secondary reviewer
notifies the Chief, QPO. Once the QSS reviewer and the Chief, QPO, agree,
the Chief, QPO sends the results of the secondary review to only the assigned
QSS reviewer.

(4) If the secondary reviewer wants to change the outcome of a QSS reviewer’s
findings due to insufficient case file documentation resulting in an inconclusive
outcome, the secondary reviewer must work with the QSS reviewer to obtain
the necessary documentation. If the secondary reviewer cannot get the docu-
mentation, the secondary reviewer must work with the QSS reviewer and the
Chief, QPO, to make a final determination. The secondary reviewer must make
the change(s) to these forms in the Site Quality Module (SQM). The secondary
reviewer must send a feedback email to:

• The assigned QSS reviewer
• The Chief, QPO

(5) However, if the secondary reviewer finds the QSS reviewer made an incorrect
tax law determination, the secondary reviewer must work with the QSS
reviewer and the Chief, QPO to make a final determination. The secondary
reviewer must make change(s) to the forms entered in the SQM database. The
QSS reviewer sends an email notifying of a change to the final results. The
QSS reviewer must send this email unsecured with the corrected forms to the:

• Territory manager
• Field Support & Analysis FS&A quality analyst
• Chief FS&A
• Chief, QPO
• AARP national relationship manager, if applicable
• Grant Program Office (GPO) manager, if applicable

(6) The territory manager (TM) sends the notice of change to the final results and
corrected forms to their site coordinator/partner within five (5) business days.

22.30.1.8.12.3.27
(03-02-2023)
Keeping the Secondary
Review Case Files

(1) Once a secondary reviewer completes a review of all sampled returns in a
case file and has given feedback, the secondary reviewer must share the
results of the secondary review to the Chief, Quality Program Office (QPO) for
approval and issuance.

(2) SPEC HQ keeps both the QSS and secondary review case files on the QPO
Reviews shared drive for three (3) years.
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22.30.1.8.12.4
(10-01-2017)
Field Site Visits (FSV)
Overview

(1) SPEC considers FSV as oversight reviews conducted in person by tax consul-
tants (TC). SPEC designed FSV to ensure taxpayers receive top quality
service at VITA/TCE sites. SPEC conducts FSV to measure adherence to the
Quality Site Requirements (QSR) and Volunteer Standards of Conduct (VSC).

(2) Benefits of FSV:

• Increase IRS presence
• Improve site efficiency
• Improve partner communication and customer satisfaction
• Educate partners about quality improvements

(3) For FSV, SPEC uses the term “relationship manager” (RM) when the TC
assigned to the partner conducts the review. SPEC uses the term “tax consul-
tant” (TC) when a TC not assigned to the partner conducts the review. A
reviewer may be either the RM or a TC.

(4) SPEC territory offices must visit a minimum number of the total sites within
territory boundaries. This promotes the IRS relationship with site coordinators
and volunteers and supports HQ requirements.

(5) FSVs consist of one site review and one return review. Report the site review
results on Form 6729-D, Site Review Sheet, and the return review results on
Form 6729-C, FSV Return Review Sheet.

(6) The territory manager (TM) assigns all FSV. The assigned reviewer completes
the FSV. Any TC may conduct an FSV. The SPEC territory office must consider
employee experience level as no grade limit exists.

(7) SPEC Territory offices conduct most FSV during the filing season (January
through April 15). However, SPEC territory offices also conduct FSV at sites
open after April 15 to carry out oversight all year.

22.30.1.8.12.4.1
(09-08-2023)
Selection of Sites for
Field Site Visits (FSV)

(1) SPEC HQ supplies the territory with the percentage of the minimum number of
reviews each year. SPEC territory offices plan a minimum number of reviews
to meet the needs set by SPEC HQ.

(2) SPEC territory offices FSV comprehensive plan must include the review of at
least one site affiliated with each of the VITA and TCE grant partners in their
territory. SPEC territory offices may complete reviews at more than one site
from each grant partner.

(3) When selecting sites for FSV, territory offices should consider if partners have
sites located near each other. These sites often have sites near each other
that share the same coordinator and volunteers. The territory offices avoid
selecting multiple sites led by the same coordinator and volunteers for review
in the same year. When a review must occur on sites that share the same co-
ordinator and volunteers, the territory conducts a FSV on the first site and
remote site reviews (RSR) on the remaining sites.

(4) Territories must select sites for FSV using the following criteria:

• New sites during their first year of operation
• Problem sites - complaints or negative feedback on processes and/or

volunteers (current or prior year), unsatisfactory performance based on
prior year site review, etc.

• Returning sites with new site coordinators
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• Sites not reviewed in the last five years
• E-file sites with high reject rates
• Facilitated Self Assistance (FSA) fusion sites (FSA and traditional VITA/

TCE services provided)
• Virtual VITA/TCE sites
• VITA/TCE grant sponsor sites
• Sites taking part in the Certified Acceptance Agent (CAA) program
• Territory manager’s choice

(5) SPEC territory offices must not include FSA-standalone and FSA remote sites
in the criteria for selecting sites for FSV.

(6) SPEC territory offices consider Quality Statistical Sample (QSS) reviews, FSV,
and RSR when finding sites not visited within the past five (5) years and
selecting sites for review.

(7) Territories must visit every site, every five (5) years with a minimum of 15
percent of reviews conducted as FSV and a minimum of 15 percent as RSR.

(8) SPEC territory offices must include one-day, ad hoc, roving, and mobile sites
when planning FSV.

(9) SPEC territories conduct more ad hoc FSV as decided by the TM.

(10) SPEC territory offices conduct FSV/RSR on the traditional VITA/TCE part of
FSA fusion sites, but reviewers must review the FSA process. If the site does
not adhere to the QSR in the FSA process, the reviewer must rate the site as
not met for that QSR on the site review.

(11) When a reviewer cannot conduct FSV on the intake, tax preparation, and
quality review stages for Virtual VITA/TCE sites, they review Form 15272,
VITA/TCE Security Plan, for virtual sites to decide whether to use FSV or RSR
to complete the review.

22.30.1.8.12.4.2
(10-03-2022)
Roles and
Responsibilities for Field
Site Visits (FSV)

(1) Territory managers (TM) must:

• Assign FSV to the reviewer.
• Approve requests for travel, travel vouchers, travel compensatory time,

regular compensatory time, and credit hours as required by reviewers to
complete review assignments.

• Conduct at least one field performance review on each tax consultant
(TC). The TM notifies the TC of the site selected for the performance
review. The TM views the employee’s adherence to the quality statistical
sample (QSS) policy, tax law determinations, and site review file docu-
mentation.

• Share verbal feedback with the TC after completion of the field perfor-
mance review. The TM documents the employee’s performance on
Form 14526, Employee Performance Review - Site Review. The TM
shares the performance review feedback and keeps the signed
documents in the Employee’s Performance File (EPF).

• Decide if a reviewer needs to return to a site to complete a return
review.

• Help the reviewer decide the best way to follow up. .

(2) Territory offices must:
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• Name a minimum number of sites for FSV per guidance supplied by
SPEC HQ.

• Keep the FSV reports updated with changes tracking progress towards
set goals.

(3) The Field Support and Analysis (FS&A) analysts must:

• Revise and share the FSV/RSR Planning and Tracking Spreadsheet
template with the territories when planning for the filing season. Conduct
training with the Quality SMEs on the use of the spreadsheet. Give
guidance throughout the filing season on updating and keeping the
document.

• Run Business Objects reports and send the reports to the TM and
Quality SMEs to assist the territories in monitoring Form 6729, QSS Site
Review Sheet entries in SPECTRM for potential duplicates or missing
information.

• Monitor territory FSV/RSR Planning and Tracking Spreadsheets and
share bi-weekly progress towards plan/goal with each area director and
senior leadership.

(4) SPEC HQ must:

• Supply policy and procedures for the FSV program.
• Share timekeeping (SETR) and travel (Internal Order) codes.
• Make final decisions for all elevated Internal/External Referrals.
• Decide to add a volunteer to the Volunteer Registry.

22.30.1.8.12.4.3
(10-03-2022)
Training Requirements -
Field Site Visits (FSV)

(1) All tax consultants (TC) must complete the following training and pass the cer-
tification tests with scores of 80 percent or higher prior to instructing or
conducting reviews:

• Filing Season Readiness (FSR)
• Volunteer Standards of Conduct - Ethics (VSC) Test
• Intake/Interview and Quality Review Test
• Tax law certification at the Advanced level (also Military level if

reviewing a Military VITA site)
• Site Coordinator Training
• Site Coordinator Test
• Tax preparation software training (TaxSlayer)

Note: This list may change based on tax law changes and/or updated
SPEC requirements.

(2) New SPEC employees who conduct FSVs must complete the ITM Course
40643, Stakeholder Partnerships, Education, and Communication - Field Site
Visits.

22.30.1.8.12.4.4
(03-02-2023)
Preliminary Research for
Field Site Visits (FSV)

(1) The reviewer must conduct thorough research after assignment of reviews.
The reviewer researches the status of the site for the current year, site opera-
tional information, and contact information. The reviewer records the data on
Form 14512, Oversight Review History Sheet. Resources include:

a. SPECTRM. Check the SIDN, EFIN, days/hours of operation, the primary
contact person at site (site/local coordinator), and available services
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b. Link & Learn Taxes Volunteer Certification Listing to confirm Site Coordi-
nator Test completed

c. AARP Tax-Aide Locator – to find AARP sites and confirm information
matches SPECTRM

d. SERP/IRS.gov. Confirm data on SERP and IRS.gov match SPECTRM
e. Third Party Data Store (TPDS). Check EFIN status and ensure the

system lists at least one responsible official

(2) The reviewer must confirm volunteer information with Form 13206, Volunteer
Assistance Summary Report, Form 13615, Volunteer Standards of Conduct
Agreement - VITA/TCE Programs, or partner developed list with the same in-
formation. The TC must use Form 14512 to capture the results from
preliminary research and the site/return reviews. TC must include Form 14512
in the FSV/RSR case file.

(3) The reviewer must review the partners and volunteers listed on Form 13533,
VITA/TCE Partner Sponsor Agreement, and Form 13206 or partner developed
list with the same information. If a partner or volunteer appears on both the
Volunteer Registry and Form 13206 or Form 13533, the SPEC territory office
must notify the partner or volunteer and advise the partner or volunteer they
cannot volunteer in the VITA/TCE program indefinitely. If the partner or
volunteer tries to volunteer after this notification, the territory office must notify
Treasury Inspector General of Tax Administration (TIGTA).

(4) The reviewer must review product reports including the E-File report,
SPECTRM report, and the tax software reports.

22.30.1.8.12.4.5
(10-03-2022)
Planning the Review -
Field Site Visits (FSV)

(1) Based on SPECTRM data, the territory office removes closed sites from the
plan.

(2) Visits must maximize available travel resources. This includes scheduling more
than one FSV on the same day in a specific area.

(3) SPEC territory offices must not complete reviews within site’s first week in
operation.

(4) SPEC territory offices must not announce the FSV. Reviewers must only
announce an upcoming FSV, if needed. For example, if the reviewer needs
permission to access a military base.

Note: Ensure reviewer brings their SmartID to the visit.

22.30.1.8.12.4.6
(03-02-2023)
Conducting Field Site
Visits (FSV)

(1) FSV must maximize available travel resources (e.g., more than one site visits
in a particular area in one day).

(2) Reviewers must consider the continuing operation of the site during the visit.
Reviewers conduct most field site visits between February 1 and April 15.
However, reviewers conduct visits throughout the course of the year for sites
open after April 15.

(3) Reviewers use Form 6729-D, Site Review Sheet, and Form 6729-C, FSV
Return Review Sheet, to capture the results of the FSV. Reviewers enter the
results from these reviews in the Site Quality Module (SQM) of SPECTRM by
Tuesday of the week following the visit.
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(4) Discuss the results of the visit with the site coordinator prior to leaving the site.
Send the final results email to the site coordinator (and state coordinator, if
AARP) within ten (10) business days of the visit. The territory managers (TM)
may allow more time based on the reviewer’s workload.

(5) If a reviewer cannot meet published deadlines due to unforeseen circum-
stances, the reviewer must notify their TM at once. SPEC has published
deadlines for:

• Entering the results in the SQM
• Issuing the final results email
• Completing the case file

(6) The reviewer must generate a copy of Form 6729-D, Site Review Sheet, from
the SQM and attach it to the final results email. SPEC provides email
templates to help with reporting the results of the visit. See Document 13341,
Field, Remote and Return Review Resource Guide).

(7) Use the following publications and documents to help with the field site visit of
VITA and TCE operations:

• Pub 5683, VITA/TCE Handbook for Partners and Site Coordinators
• Pub 4299, Privacy, Confidentiality, and Civil Rights - A Public Trust
• Pub 5166, VITA/TCE Volunteer Quality Site Requirements

(8) Reviewers may ask the site coordinator or their representative for clarification
on site processes while conducting the field visit.

(9) In all cases, reviewers must take the opportunity to express gratitude and ap-
preciation to the site coordinator and volunteers at the site.

(10) Where a field visit review requires a change in site operations, the reviewer
must resolve the issue with the site coordinator prior to leaving the site and
report it to the relationship manager (RM) assigned to the site, if different than
the reviewer.

(11) The assigned RM typically conducts the FSV, but the TM may assign
otherwise. The reviewer must share immediate verbal feedback with the
primary RM for the site if not the reviewer, including positive comments,
problem areas and recommended actions.

(12) TM must perform at least one field performance review on each tax consultant
conducting FSV.

(13) Territory offices keep files from FSV.

22.30.1.8.12.4.7
(10-01-2017)
Conducting the Review

(1) The reviewer must begin the review by thanking the coordinator for their par-
ticipation in the VITA/TCE program. The reviewer tells the coordinator that the
Field Site Visit (FSV) review includes a site review and a return review.

(2) The reviewer must explain:

• For the site review, the reviewer must ensure the site’s adherence to all
QSR, and ethical standards shown on the volunteer agreement

• For the return review, the reviewer must confirm return accuracy. The
reviewer gives a copy of Pub 4675, Request to Quality Review Your
Federal Tax Return, to the taxpayer when selecting a return for review
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• The reviewer shares preliminary results and answers questions after
completing the reviews

(3) The reviewer selects the return to review. When possible, the reviewer
conducts the return review first, so the reviewer has a true and unbiased
snapshot of the site’s return preparation process. If the site does not have a
return available when the reviewer enters the site, the reviewer begins the site
review while waiting for a return to complete the site preparation process.

(4) The reviewer cannot answer any tax law questions until after completing the
return review.

22.30.1.8.12.4.8
(09-10-2018)
Field Site Visit (FSV)
Return Reviews

(1) A return review includes:

• Verification of the taxpayer’s identity using photo identification
• Verification of the social security numbers (SSN) or individual taxpayer

identification numbers (ITIN) using acceptable documentation (see Pub
4299, Privacy, Confidentiality, and Civil Rights - A Public Trust)

• A review of a complete Form 13614-C, Intake/Interview & Quality
Review Sheet

• Comparison of the information on the return, including supporting forms
and schedules, to the information on Form 13614-C, and all source
documents (such as Forms W-2, 1099-MISC, receipts, etc.)

(2) The reviewer captures the return review results on Form 6729-C, FSV Return
Review Sheet.

(3) When possible, conduct the return review first to obtain a true and unbiased
snapshot of the site’s return preparation process. If the site does not have a
return available when the reviewer enters the site, the reviewer begins the site
review.

(4) If the reviewer cannot review a return while at the site, the reviewer must
report this to the TM. The territory manager (TM) decides if the reviewer
makes a second unannounced visit to obtain return review. If the reviewer
does not complete a return review, they must make a note in the case file that
they could not complete the review. The reviewer must explain the reason and
the results of the discussion with the TM.

(5) Prior to beginning the review, the reviewer checks for missing documents or an
incomplete Form 13614-C and requests the missing information while keeping
the return. The reviewer cannot begin the review until they receive all
necessary documents.

(6) The reviewer cannot answer any questions until after completing the return
review.

(7) Only the reviewer conducting the FSV selects the return for review. Coordina-
tors, volunteer preparers, and quality reviewers cannot select the tax returns
for review.

a. Select the first return through the site’s quality review process. Reviewers
can review prior year returns
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b. Select the return after it has gone through the quality review process, but
before the taxpayer has signed Form 8879, IRS e-file Signature Authori-
zation

(8) If the site does not have a quality review process, randomly select a return for
review considered by the site as ready for the taxpayer’s signature.

(9) The reviewer finds the taxpayer and asks the taxpayer for permission to review
the return. The reviewer gives the taxpayer a copy of Form 4675, Request to
Quality Review Your Tax Return, and explains the return review process. The
reviewer gives the coordinator a copy of Pub 4675

(10) Only the taxpayer has the right to refuse a review. The coordinator, partner, or
certified volunteer must not influence the taxpayer’s decision to allow the
reviewer to review the return.

(11) Inform the taxpayer that they must remain at the site until the reviewer
completes the return review process to answer any questions that may arise
during the review.

(12) If the reviewer finds an incorrect return entry, the reviewer must include a
comment on Form 6729-C, FSV Return Review Sheet. Then, the reviewer
must share the results with the partner and coordinator to improve their training
or operational process.

22.30.1.8.12.4.9
(10-01-2017)
Conducting the Return
Review for Field Site
Visits

(1) Once the reviewer has the taxpayer’s permission to review a return, the
reviewer:

a. Confirms the taxpayer’s identity using photo identification.
b. Verifies all SSNs or ITINs for everyone listed on the return.
c. Asks to see the direct deposit account information.
d. Confirms the certification level of both the volunteer preparer and quality

reviewer of the return.
e. Reviews Form 13614-C, Intake/Interview & Quality Review Sheet, for

completeness.
f. Conducts the return review once the reviewer receives a complete Form

13614-C
g. If the volunteer did not use Form 13614-C or used an unapproved intake/

interview sheet or an incomplete Form 13614-C, the reviewer keeps the
tax return. Before the reviewer returns the incomplete Form 13614-C to
the volunteer, they:

• Circle all incomplete items and ask the volunteer to complete the form
with the taxpayer.

• Notate incomplete/missing information in Comments on Form 6729-C,
FSV Return Review Sheet.

• Repeat the process if the volunteers return with a still incomplete Form
13614-C.

• If the site did not use or used an unapproved intake/interview sheet,
supply a Form 13614-C to complete.

(2) If the site did not use an intake/interview sheet or used or an unapproved
intake/ interview form:

a. Give the coordinator a copy of Form 13614-C and ask a volunteer to
complete the form with the taxpayer

page 102 22.30 Wage and Investment Outreach Procedures

22.30.1.8.12.4.9 Internal Revenue Manual Cat. No. 36870C (09-08-2023)



b. Notate in Comments on Form 6729-C, FSV Return Review Sheet, the
site did not use a Form 13614-C or used an unapproved form

(3) If the reviewer finds discrepancies or conflicting information between the tax
return, source documents, and Form 13614-C:

a. Ask the coordinator to clarify the discrepancies with the taxpayer
b. Keep the tax return until the coordinator answers the questions
c. Clearly explain the discrepancies on Form 6729-C, FSV Return Review

Sheet

(4) If the reviewer cannot decide accuracy based on supporting documentation:

a. Return Form 13614-C to the coordinator and ask for clarification for the
item(s) in question

b. Keep the tax return until the coordinator answers the questions

(5) Show corrections to Form 13614-C by writing “SPEC” near the correction.

(6) Complete Form 6729-C, after reviewing the tax return.

(7) The reviewer must compare the completed Form 13614-C to the tax return and
supporting documents.

(8) Review the tax return line-by-line against the information provided on Form
13614-C, and source documents.

(9) Report all errors on Form 6729-C (tax law application, computation, and return
entry) regardless of their impact on total tax liability, refund, or amount owed.

(10) Answer all questions on Form 6729-C based on the results of the return
review.

22.30.1.8.12.4.10
(09-08-2023)
Out-of-Scope Returns

(1) The reviewer must not review out-of-scope returns for the volunteer VITA/TCE
program, including added topics for AARP sites. The reviewer cannot review
returns with extra topics considered in-scope for AARP sites unless the
reviewer certified in tax law for these topics.

(2) The reviewer must ensure volunteers only prepare returns within their certifica-
tion level. If the TC reviews a return beyond the certification level of the
volunteer preparer but still within scope of the VITA/TCE program, the reviewer
must:

a. Note the topics beyond the certification level of the volunteer on Form
6729-D, Site Review Sheet

b. Explain to the coordinator that all IRS tax law-certified volunteers must
prepare returns within their certification level

c. Tell the coordinator the Volunteer Protection Act does not protect volun-
teers preparing returns outside their certification level

(3) If the reviewer finds an out-of-scope return for the VITA/TCE program, the
reviewer must:

a. Tell the coordinator about the out-of-scope return and the taxpayer needs
help of a professional return preparer
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b. Have the coordinator destroy the return and deactivate it from the
software

c. Return all supporting documents to the taxpayer
d. Tell the coordinator/partner to implement a process for finding out-of-

scope returns early in the return preparation process

(4) Include the out-of-scope issue in “Comments” on Form 6729-D. If the reviewer
decides the preparer completed an incorrect return and when corrected, the
return has out-of-scope topics, the reviewer can still use the return to complete
the review. The site coordinator must inform the taxpayer that the site cannot
prepare their return. The site coordinator then must recommend they seek a
professional return preparer. Have the coordinator destroy the return and deac-
tivate it from the software.

22.30.1.8.12.4.11
(09-08-2023)
The Field Site Review

(1) A site review decides site adherence to the QSR and VSC. Site reviews
enable the reviewer to help the coordinator and improve site efficiencies.

(2) The reviewer tries to conduct a return review prior to the site review. However,
the reviewer may begin a site review first if the reviewer must wait for a quality
reviewed return.

(3) The reviewer completes Form 6729-D, Site Review Sheet, based on observa-
tions and a review of documents. The reviewer can accept oral testimony from
coordinator if the reviewer cannot review documentation or observe a specific
process. The reviewer asks questions to ensure a complete understanding of
the coordinator’s process.

(4) When the reviewer finds an issue during an FSV, the reviewer helps the coor-
dinator with taking the steps necessary to resolve the issue.

Note: Pub 5166, VITA/TCE Volunteer Quality Site Requirements, and Document
13341, Field, Remote and Return Review Resource Guide, supplies more
detailed information on each QSR and corrective or follow-up actions.

22.30.1.8.12.4.12
(09-08-2023)
Conducting the Field
Site Review

(1) The reviewer tries to begin the site review after completing the return review.

(2) The reviewer sees the site’s processes as soon as they arrive at the site. The
reviewer must look for the Civil Rights and VolTax information when entering
the site. The reviewer checks for the latest revision dates on posters and/or
publications.

(3) The reviewer asks the coordinator to:

• List the names of all volunteers at the site
• Confirm the certifications for each volunteer

Note: The reviewer confirms the certification levels at once to help with the return
review.

(4) The reviewer asks the coordinator to explain the return preparation process
from the taxpayer’s perspective from the time the taxpayer walks in the door to
the point when they leave with a completed tax return.

a. Use open-ended questions
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b. Ask follow-up questions if the coordinator does not address all aspects of
each QSR

(5) The reviewer asks about reference materials.

(6) The reviewer asks the coordinator how they provide VolTax and Civil Rights
information if the reviewer did not see the posters when entering the site or the
site has outdated posters.

(7) The reviewer asks the coordinator to describe security measures taken to
protect taxpayers’ privacy.

(8) The reviewer asks how volunteers verify:

• The taxpayer and spouse’s identity through photo identification
• Taxpayer identification numbers (TIN) for everyone named on the return

using documentation

(9) The reviewer confirms the site has the required reference materials. The
reviewer checks that the site has:

• At least one copy (paper or electronic) of Pub 4012, VITA/TCE
Volunteer Resource Guide

• At least one copy (paper or electronic) of Pub 4299, Privacy, Confidenti-
ality, and Civil Rights - A Public Trust

• At least one copy (paper or electronic) of Pub 17, Your Federal Income
Tax (For Individuals)

• All current-year Volunteer Tax Alerts (VTA) and Quality Site Requirement
Alerts (QSRA)

(10) The coordinator must have a process to confirm all Form 13615, Volunteer
Standards of Conduct Agreement - VITA/TCE Programs, have signatures and
dates from both the volunteer and partner/partner-designee.

(11) The reviewer ensures the site has VolTax information including Pub 4836, VITA
and TCE Free Tax Programs, or Poster D143, AARP Foundation Tax Aide, (for
AARP sites). The reviewer verifies the site displays the poster in a visible
location.

(12) The reviewer asks the coordinator to explain the site’s e-file process. The coor-
dinator must take reasonable steps to:

• Transmit the tax returns within 3 days
• Retrieve acknowledgements within 2 days
• Notify a taxpayer if the site cannot correct a reject within 24 hours
• Handle Form 8879, IRS e-file Signature Authorization
• Handle Form 8453, U.S. Individual Income Tax Transmittal for an IRS

e-file Return, when the taxpayer has supporting documents not sent to
the IRS in the electronic records

(13) The reviewer confirms the site displays the latest revision of Civil Rights
poster(s). In addition to the Pub 4053, Your Civil Rights are Protected Poster
for IRS Assisted Programs, and the AARP Tax Aide D143, Civil Rights posters,
all VITA/TCE sites serving Limited English Proficient (LEP) taxpayers must
post Pub 4053 in applicable languages.
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(14) The reviewer confirms the Site Identification Number (SIDN) and Electronic
Filing Number (EFIN) by having the coordinator state or show the SIDN and
EFIN used at the site.

(15) The reviewer asks the coordinator to explain the process used to ensure each
volunteer wears/displays, at a minimum, their first name and the first letter of
their last name to the taxpayers they serve.

(16) The reviewer figures out every volunteer involved with the submission of a
return from the preparation stage through e-file acceptance. The coordinator
must show limits for volunteers’ permissions in the software to those needed
for their duties at the site.

(17) The reviewer asks the site coordinator about disposal of sensitive material at
the site. The reviewer asks the site coordinator about measures during the
filing season and after the filing season. The reviewer asks the coordinator
about all electronic equipment.

(18) The reviewer asks the site coordinator about adherence to IRC 7216 require-
ments. Sites with a relational EFIN must use consent notices. See Pub 4299
for more information on IRC 7216. See Pub 5471, Fact Sheet: Disclosure and
Use of Tax Information - Internal Revenue Code (IRC) 7216 Requirements, for
VITA/TCE Partners for more information on use of consents.

22.30.1.8.12.4.13
(09-08-2023)
Follow-Up Field Site
Reviews

(1) If necessary, conduct a follow-up visit of a site to ensure adherence to a
requested change in operations. These follow-up visits help site coordinators
improve site operations and incorporate other helpful best practices. The
reviewer must conduct a follow-up visit within five (5) business days of the first
visit.

(2) The reviewer must consider the timing of a follow up visit. For instance, a site
needs to make changes in its electronic filing transmission process, but the
site transmits only once a week. The reviewer needs to visit when the site
transmits next. If a Field Site Visit (FSV) reveals a site not following the Quality
Site Requirements (QSR) or other requirements, the reviewer instructs the co-
ordinator on how to follow with the QSR. The reviewer must plan a follow up
visit to ensure the site has corrected the concerns. If the site did not correct
the identified concerns, the reviewer must consult with the territory manager
(TM) to decide further actions. As a last resort, the reviewer must follow proce-
dures for closing a site in IRM 22.30.1.8.12.1.13, Discontinuance of IRS
Support. SPEC lists these procedures in the VITA and TCE Site Requirements
and Inappropriate Activities.

(3) The reviewer and the TM decide how to conduct the follow-up (phone, Remote
Site Review (RSR), or FSV). The reviewer must conduct the follow-up within
five (5) business days of the first review. If the site has not corrected the identi-
fied issues, the reviewer consults with the TM to decide the next action. The
TC must elevate all Volunteer Standards of Conduct (VSC) violations through
the TM.

Note: See Document 13341, Field, Remote and Return Review Resource Guide,
for more guidelines on conducting follow up visits.
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22.30.1.8.12.4.14
(10-03-2022)
Virtual VITA/TCE Sites -
Field Site Visits (FSV)

(1) SPEC conducts FSV at Virtual VITA/TCE sites.

(2) The review includes all stages of the virtual process. If the reviewer cannot
visit the intake, return preparation, and quality review locations for the virtual
process, the reviewer must call the coordinator or volunteer at the other
location(s) to complete the site review. The reviewer obtains concurrence from
the territory manager (TM) on which sites(s) to visit in person and which to
contact virtually.

(3) At times, the reviewer cannot conduct a FSV at both the intake and tax prepa-
ration sites. The reviewer decides which sites need a FSV and which site
needs a remote site review (RSR) after reviewing the approved Form 15272,
VITA/TCE Security Plan. The reviewer must request guidance from the TM
when uncertain how to conduct the FSV/RSR for a Virtual VITA/TCE site. The
reviewer must ensure the site adheres to the approved agreement.

(4) The reviewer selects a return for review after the return has gone through the
quality review process.

(5) The reviewer must confirm the site follows all QSR and any exceptions
approved by the SPEC Director.

(6) The reviewer completes only one Form 6729-D, Site Review Sheet, for Virtual
VITA/TC sites based on data obtained from both locations.

(7) The reviewer ensures the site follows all security guidelines detailed in Pub
4299, Privacy, Confidentiality, and Civil Rights - A Public Trust.

22.30.1.8.12.4.15
(03-20-2017)
Reviewing a VITA/TCE
Grant Site

(1) The review of a VITA/TCE grant site focuses on the site’s quality operations
and return accuracy only. The reviewer must elevate any findings unrelated to
the Quality Site Requirements (QSR) or Volunteer Standards of Conduct (VSC)
to the Grant Program Office (GPO). Do not discuss any findings relating to the
GPO with the coordinator during the review. In addition, the reviewer must not
include grant program related findings on the final results email or enter in
SPECTRM.

22.30.1.8.12.4.16
(03-20-2017)
Facilitated Self
Assistance (FSA) Sites

(1) The reviewer conducts the field site visit on the traditional VITA/TCE part of
FSA fusion sites. However, reviewers must include the FSA process in their
review.

22.30.1.8.12.4.17
(10-03-2022)
Preliminary Feedback
Discussion - Field Site
Visit

(1) Prior to leaving the site, the reviewer must discuss the review results with the
coordinator.

• The reviewer must express appreciation to the coordinator and volun-
teers for volunteering and for their time during the review

• Discuss best practices and supply constructive feedback
• State any issues and corrective actions
• Verify the coordinator’s email address
• State the reviewer sends the final written results within ten (10)

business days
• Ask if the coordinator has any questions or concerns
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(2) The reviewer must not leave a copy of the Form 6729-D Site Review Sheet,
with review results with the coordinator on the day of the visit.

22.30.1.8.12.4.18
(10-01-2012)
Site Review Results -
Field Site Visits (FSV)

(1) Throughout the filing season, the territory offices may analyze data collected
for territory office analysis. The analysis helps SPEC and its partners assess
the sites’ current and future performance and confirms the consistency of
operation compared to the Quality Site Requirements. This allows SPEC, and
its partners to predict the continued success of the volunteer site. The territory
office analyzes the data for trends or patterns and compares the performance
of a process or activity before and after the implementation of a solution.

(2) SPECTRM keeps the data from site review results for the territory, area and
national levels for analysis and sharing with partners. SPEC may access
reports for specific weeks of activity or cumulatively for the filing season. On a
national level, SPEC uses the data collected to calculate accuracy measures,
inform policy, or process changes and update publications, forms, and
volunteer training for the upcoming filing season.

22.30.1.8.12.4.19
(09-08-2023)
Errors Found After
Leaving the Site

(1) If the reviewer finds errors that affect the results of the return review after
leaving the site, the reviewer must contact the coordinator to explain the errors
and tell the coordinator to contact the taxpayer.

(2) The reviewer must update the review results in the SPECTRM Site Quality
Module (SQM). If the SPECTRM input deadline has passed, the reviewer
sends an email to the SPECTRM Help Desk and copies the Field Support &
Analysis (FS&A) quality analyst. See the Enter and Edit Dates for Data Entry
into SPECTRM Chart in Document 13341, Field, Remote and Return Review
Resource Guide.

22.30.1.8.12.4.20
(10-03-2022)
Post-Review
Notification- Field Site
Visit (FSV)

(1) When possible, the reviewer completes the FSV while at the site.

(2) Occasionally, the reviewer must request more information to complete Form
6729-D, Site Review Sheet. The reviewer uses the Post Review Information
Request template when requesting information.

(3) The reviewer allows the partner/coordinator two business days to supply the
extra information.

22.30.1.8.12.4.21
(03-02-2023)
Completing the Site
Quality Module (SQM)
Database - Field Site
Visit (FSV)

(1) The reviewer records the results of the FSV or Remote Site Review in the
SQM no later than the Tuesday following the review week and then emails the
results to the partner/coordinator.

Note: The reviewer must enter Form 6729-D, Site Review Sheet, in the SQM
before Form 6729-C, FSV Return Review Sheet, to properly associate the
return review with the correct site review.

(2) The reviewer refers to Document 13341, Field, Remote and Return Review
Resource Guide, for instructions on how to access and enter review results.
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22.30.1.8.12.4.22
(10-03-2022)
Rating the Site Review -
Field Site Visit (FSV)

(1) SPEC uses Form 6729-D, Site Review Sheet, to measure the site’s adherence
to the Quality Site Requirements (QSR) and show areas needing improvement.
SPEC rates sites based on the number of QSR met. Although Form 6729-D
asks more than one question for some of the QSR, each section has only one
measurement question.

(2) The reviewer shares the overall QSR adherence rating with the partner. The
partner can find the adherence rating at the top of the Business Objects-
generated Form 6729-D.

22.30.1.8.12.4.23
(10-03-2022)
Final Results Email -
Field Site Visit (FSV)

(1) The reviewer sends the final results email within ten (10) business days of the
review.

(2) The reviewer accesses the Business Objects system to obtain the computer-
generated Form 6729-D, Site Review Sheet, and Form 6729-C, FSV Return
Review Sheet.

(3) The final results email must include:

• Form 6729-D (FSV/RSR)
• Form 6729-C (FSV only)
• The number of Quality Site Requirements (QSR) met

Note: The reviewer does not send the final results email using secured messaging
to include external national and local partners.

(4) The reviewer sends the final results email to:

• Partner/coordinator (State, district, and local coordinators for AARP)
• Territory manager (TM)
• Relationship manager (RM), if different than the reviewer

(5) The written feedback must include:

• The results of the site and return review
• A statement of appreciation to the coordinator and volunteers for their

commitment to the VITA/TCE program
• Highlights of the positive QSR met
• Recap of help given
• Named best practices
• Areas of awareness
• Specifics on Quality Site Requirements (QSR) not met
• Specifics on Volunteer Standards of Conduct (VSC) violations
• Corrective actions shared with the coordinator
• Recommended follow-up actions for the territory

22.30.1.8.12.4.24
(09-08-2023)
Non-compliance and
Corrective/Follow-up
Actions- Field Site Visit
(FSV)

(1) When a reviewer decides a site did not follow a Quality Site Requirement
(QSR), the reviewer must help the site become compliant at once. The
reviewer shares corrective action(s) necessary to meet the QSR and helps the
coordinator, partner, and volunteer correct the process. The reviewer lists all
areas of non-compliance in the final results email.

(2) The reviewer refers to IRM 22.30.1.8.12, Quality Review Process, Pub 5166,
VITA/TCE Volunteer Quality Site Requirements, and Document 13341, Field,
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Remote and Return Review Resource Guide, for a detailed explanation of the
QSR, non-compliance issues, and corrective and/or follow-up actions.

(3) If the reviewer finds the site not following the QSR, they must elevate their
findings to their territory manager (TM) for resolution. If the site refuses to
follow the QSR, the reviewer must begin procedures for closing a site.
Reviewers can find these procedures in IRM 22.30.1.8.12.1.13, Discontinuance
of IRS Support.

22.30.1.8.12.4.25
(09-08-2023)
Volunteer Standards of
Conduct (VSC)
Violations- Field Site
Visit (FSV)

(1) A site’s non-compliance with a Quality Site Requirement (QSR) does not auto-
matically result in an automatic VSC violation. If the reviewer finds QSR non-
compliance during a review, the reviewer explains the QSR requirement and
helps with implementing corrective actions. If the volunteer(s) agrees and
begins to follow the QSR, they did not violate the VSC. If the volunteer refuses
to adhere to any of the QSR, they have violated VSC #1 - Follow the Quality
Site Requirements (QSR).

(2) If the reviewer finds a VSC violation, they must notify their territory manager
(TM) at once using Form 14511, Volunteer Standards of Conduct Violation
Report. The TC and TM must elevate all VSC violations found during a review
to the Field Support & Analysis (FS&A) analyst.

(3) If the situation becomes confrontational, the reviewer leaves the premises at
once. The reviewer notifies their TM at once and document their findings on
Form 14512, Oversight Review History Sheet.

(4) Refer to IRM 22.30.1.8.12.6, Internal Referral Process.

22.30.1.8.12.4.26
(03-02-2023)
Case File Assembly and
Maintenance - Field Site
Visit (FSV)

(1) The reviewer assembles a case file for each site, including all documents
related to the visit. The case file must not include any Personally Identifiable
Information (PII).

(2) Case files must include:

• Form 14512, Oversight Review History Sheet
• Form 6729-D, Site Review Sheet (from Business Objects)
• Form 6729-C, FSV Return Review Sheet (from Business Objects)
• Any unapproved intake/interview and quality review sheets, if applicable

Note: The reviewer sends any unapproved intake/interview and quality
review sheets to the Quality Program Office (QPO).

• Feedback shared with the coordinator
• Post-Review Information Request email, including the response from the

partner, if applicable
• The final results email

(3) The reviewer must complete the case files, in either electronic or paper format,
within fifteen (15) business days of the review.

(4) If the reviewer cannot meet published deadlines due to unforeseen circum-
stances, the reviewer must notify their territory manager (TM) at once. SPEC
publishes deadlines for:

• Entering results in the Site Quality Module (SQM) in SPECTRM
• Sending the Filing Results email
• Completing the case file
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(5) If the reviewer cannot meet the published deadlines, the notification to the TM
must include:

• The reason for the delay
• An estimated date of completion/submission
• A request for help with preparing the documentation for submission, if

needed

(6) Territory offices keep FSV case files for three (3) years.

22.30.1.8.12.5
(09-08-2023)
Remote Site Reviews
(RSR) Overview

(1) SPEC considers RSR an oversight review conducted via phone, email, corre-
spondence, or other virtual means. A reviewer cannot conduct a RSR in
person. RSR help ensure taxpayers receive top quality service at VITA/TCE
sites. SPEC conducts RSR to measure adherence to Quality Site Require-
ments (QSR) and Volunteer Standards of Conduct (VSC). A RSR consists of
one site review and does not include a return review.

(2) Benefits of RSR:

• Increase IRS presence
• Improve site efficiency
• Improve partner communication and customer satisfaction
• Educate partners about quality improvements
• Offers an alternative way to ensure quality service to all taxpayers when

a reviewer cannot visit in person
• Ensures SPEC continues to focus on meeting quality standards within a

limited travel budget
• Promote quality improvement opportunities through education and

awareness
• Reduce partner burden by scheduling the review outside of site

operating hours
• Opportunity to decide if a reviewer must complete a follow-up Field Site

Visit

(3) For RSR, SPEC uses the term “relationship manager” (RM) when the TC
assigned to the partner conducts the review. SPEC uses the term “tax consul-
tant” (TC) when a TC not assigned to the partner conducts the review. A
reviewer may be either the RM or a TC.

(4) SPEC territory offices must visit a minimum number of the total sites within
their territory boundaries to promote the IRS relationship with site coordinators
and volunteers and to deter any wrongdoing. SPEC’s limited ability to travel
requires the territory office to balance efficiency and the highest level of service
to partners and taxpayers.

(5) Results from these visits provide valuable information about oversight of the
VITA/TCE program and consistent site operation procedures, including the
preparation of correct returns.

(6) The reviewer uses Form 6729-D, Site Review Sheet, during the review. The
reviewer collaborates with partners to accommodate partner needs and reduce
burden on the partner.

(7) The reviewer must not conduct reviews during the site’s first week of
operation.
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22.30.1.8.12.5.1
(10-03-2022)
Selection of Sites for
Remote Site Reviews
(RSR)

(1) Territories must select sites for RSR using the following criteria:

• Previous reviews including Quality Statistical Sample (QSS) reviews,
Field Site Visits (FSV), and RSR when listing which sites SPEC visited
during the last five-year period

• Established sites with experienced site coordinators
• Multiple sites operating with the same coordinator and a FSV conducted

with no issues at another location
• Sites previously reviewed with no issues found
• E-file sites with low reject rates
• Facilitated Self Assistance (FSA) fusion sites (FSA and traditional VITA/

TCE services at one location)
• Virtual VITA/TCE sites
• VITA and TCE grant sponsored sites
• Sites not reviewed in the last five (5) years
• Sites located a distance from the territory office
• Territory manager’s choice

Note: SPEC does not include FSA standalone and FSA remote sites in
the criteria for RSR.

22.30.1.8.12.5.2
(03-02-2023)
Roles and
Responsibilities for
Remote Site Reviews
(RSR)

(1) Territory managers (TM) must:

• Assign RSR to the reviewers
• Complete at least one employee performance review on each reviewer

as they conduct their RSR. The TM notifies the reviewer of the RSR
selected for the performance review. The review consists of watching
the reviewer verify adherence to SPEC policy and case file documenta-
tion.

• Share verbal feedback once the TM prepares the performance review
• Document the findings on Form 14526, Employee Performance Review

- Site Review, after the review
• Decide if a reviewer needs to return to a site to complete a return

review
• Help the reviewer decide the best method for following up on the review
• Send Form 14511, Volunteer Standards of Conduct Violation Report, to

the Field Support & Analysis (FS&A) analyst.

(2) Territory offices must:

• Share the minimum number of sites for RSR per guidance provided by
SPEC HQ.

Note: Territory offices may conduct more RSR as needed.

• Keep the RSR reports updated with changes and track progress
towards SPEC goals.

• Ensure reviewers do not contact sites multiple times unless needed.
• Limit contacting multiple sites with the same coordinator/volunteers

during the same filing .
• If the territory plans multiple reviews of sites with the same coordinator,

the territory makes the first visit a Field Site Visit not an RSR. The
territory office may complete RSRs for the other sites with the same co-
ordinator.

(3) The FS&A analysts must:
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• Revise and share the FSV/RSR Planning and Tracking Spreadsheet
template with the territories when planning for the filing season. Conduct
training with the Quality SMEs on the use of the spreadsheet. Give
guidance throughout the filing season on updating and keeping the
document

• Run Business Objects reports and send the reports to the TM and
Quality SMEs to assist the territories in monitoring Form 6729-C, FSV
Return Review Sheet and Form 6729-D, Site Review Sheet, entries in
SPECTRM for potential duplicates or missing information

• Monitor territory FSV/RSR Planning and Tracking Spreadsheets and
share bi-weekly progress towards plan/goal with each area director and
senior leadership

(4) SPEC HQ must:

• Supply policy and procedures for the RSR programs
• Share timekeeping (SETR) and travel (Internal Order) codes
• Make final determinations for all elevated Internal/External Referrals
• Decide whether to add a volunteer to the Volunteer Registry

22.30.1.8.12.5.3
(10-03-2022)
Training Requirements –
Remote Site Reviews
(RSR)

(1) All tax consultants (TC) must complete the following training and certification
tests with scores of 80 percent or higher prior to instructing or reviewing sites:

• Filing Season Readiness (FSR) training
• Volunteer Standards of Conduct-Ethics (VSC) Test
• Intake/Interview and Quality Review Test
• Tax law certification at the Advanced level (also Military level if

reviewing a Military VITA site)
• Site Coordinator Training
• Site Coordinator Test
• Tax preparation software training (TaxSlayer)

Note: This list may change based on tax law changes and/or updated
SPEC requirements.

(2) New SPEC employees who conduct RSR must complete the Integrated Talent
Management (ITM) Course 40643, Stakeholder, Partnerships, Education and
Communication - Field Site Visits.

22.30.1.8.12.5.4
(09-08-2023)
Preliminary Research for
Remote Site Review
(RSR)

(1) The reviewer must conduct thorough research after assignment of reviews.
The reviewer researches the status of the site for the current year, site opera-
tional information, and contact information. The reviewer records the data on
Form 14512, Oversight Review History Sheet. Resources include:

• SPECTRM - The reviewer must use SPECTRM to verify the SIDN,
EFIN, days/hours of operation, the primary contact person at site (site/
local coordinator), and available services

• Link & Learn Taxes Volunteer Certification List - Confirm Site Coordina-
tor Test completed

• AARP Tax-Aide Locator - To find AARP sites and to verify information
matches SPECTRM

• SERP/IRS.gov - To verify that data on SERP and IRS.gov match
SPECTRM
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• Third Party Data Store (TPDS) - To verify EFIN status and ensure the
system lists at least one responsible official

• Form 13533, VITA/TCE Partner Sponsor Agreement and Form 13206,
Volunteer Assistance Summary Report - The reviewer analyzes the
partners and volunteers listed on Form 13533 and Form 13206, or
partner-developed list with the same information, to compare names or
partners and volunteers with the names listed on the Volunteer Registry.
If a partner or volunteer appears on both the Volunteer Registry and
Form 13206 or Form 13533, SPEC must notify the partner or volunteer
they can never take part in the VITA/TCE program. If the partner or
volunteer tries to take part after this notification, the territory office must
notify Treasury Inspector General of Tax Administration (TIGTA).

• E-File Report - The reviewer compares activity reports for the site. The
reports include the E-File activity report (1541). The E-file report
generates daily and reports the number of e-filed returns in the current
year and the prior year during the same cycle. In addition, the 1541
report shows the current e-file reject rate.

• SIDN Report on SPECTRM - The reviewer analyzes the weekly SIDN
report. SPEC pulls the IMF SIDN information report every week during
the filing season and supplies the total number of returns filed using the
SIDN broken out by e-filed and paper returns.

• Tax software production reports - The reviewer must look at TaxSlayer
report as available.

22.30.1.8.12.5.5
(10-03-2022)
Planning for Reviews -
Remote Site Reviews
(RSR)

(1) The territory plans a minimum of Field Site Visits (FSV) and RSR per guidance
issued by SPEC HQ. In addition, the territory may conduct more FSV or RSR
as decided by the territory manager (TM). Tax consultants (TC) other than the
primary relationship manager (RM) may conduct RSR. SPEC does not have a
grade restriction on who may conduct a review, but the TM must consider the
experience level of the reviewer.

(2) Reviewers coordinate RSR in advance with partners:

Note: Refer to Pub 5166, VITA/TCE Volunteer Quality Site Requirements, and
Document 13172, Fact Sheet: Updates for Field Site Visits and Remote Site
Reviews for SPEC Employees, for more information.

22.30.1.8.12.5.6
(03-02-2023)
Conducting Remote Site
Reviews (RSR)

(1) The reviewer conducts the RSR using the most effective, available option.

(2) To conduct a remote site review (RSR) a reviewer, not necessarily the
assigned relationship manager (RM), contacts, usually by phone, the coordina-
tors for VITA/TCE sites. Once SPEC’s reviewer introduces themselves and
explains the review process, the reviewer then asks a series of questions
about the site and the operation of the site.

(3) When conducting the RSR, the reviewer asks open-ended and follow-up
questions for clarification or if the coordinator did not explain a key point for a
QSR. Sometimes, the reviewer must talk to the partner, e-file administrator, or
another volunteer to complete the review.

(4) Reviewer must consider conducting reviews before the site opens or after the
site closes to avoid interrupting the site operation. SPEC conducts most RSR
between February 1 and April 15. However, SPEC may conduct reviews
throughout the course of the year for sites open after April 15.
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(5) The reviewer must complete preliminary research before conducting the RSR.
The reviewer must use Form 14512, Oversight Review History Sheet, to record
the results of preliminary research and record notes during the review.

(6) When the territory manager assigns a site review to a reviewer other than the
RM of the site, the reviewer must notify the RM of the upcoming review.

(7) The reviewer must complete some pre-work before conducting the RSR. The
reviewer conducting the review needs to obtain the following information to
verify its accuracy when applicable:

• The reviewer must verify site information through SPEC/SERP reports.
The reviewer needs to compare the information in SPECTRM with the
actual data for accuracy. The reviewer must verify the address, dates/
hours of operations, contact information, and services provided at the
site.

• The reviewer confirms volunteer information using Form 13206,
Volunteer Assistance Summary Report, Form 13615, Volunteer
Standards of Conduct Agreement - VITA/TCE Programs, or partner
developed list holding the same information. The reviewer must confirm
the site coordinator reviewed the site coordinator training if needed and
passed the Site Coordinator Test before the site opened using the Link
& Learn Taxes Volunteer Certification Listing. The reviewer needs to
confirm that SPECTRM correctly reflects the coordinator information.

• The reviewer must compare activity reports for the site. The reports
include the E-file activity as reported on the E-file reports page (1541)
and the total returns filed (e-file and paper) as reported on the Individual
Master file (IMF) report (SIDN). The E-file report generates daily and
reports the number of e-filed returns in the current year and the prior
year during the same cycle. In addition, the 1541 report shows the
current e-file reject rate. SPEC pulls the IMF SIDN information report
every month during the filing season and supplies the number of returns
filed using the SIDN broken out by e-filed and paper returns. The
reviewer must look at TaxSlayer reports as available and verify the
e-Services information on Third Party Data Store (TPDS)

• The reviewer must analyze the partners and volunteers listed on Form
13533, VITA/TCE Partner Sponsor Agreements, and Form 13206 or
partner developed list with the same information, to compare names of
partners and volunteers with the names listed on the Volunteer Registry.
If a partner or volunteer appears on both the Volunteer Registry and
Form 13206 or Form 13533, SPEC must notify the partner or volunteer
they can never take part in the VITA/TCE program. If the partner or
volunteer tries to take part after this notification, the territory office must
notify Treasury Inspector General of Tax Administration (TIGTA)

(8) Reviewers document their findings on Form 6729-D, Site Review Sheet.

(9) The reviewer discusses the results of the review with the site coordinator. The
feedback discussion has the same elements as the feedback discussion for
FSV. See IRM 22.30.1.8.12.4.17, Preliminary Feedback Discussion - Field Site
Visit.
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(10) Send the Final Review email to the partner and site coordinator (and state co-
ordinator, if AARP) within ten (10) business days of the review. The TM may
allow extra business days based on the reviewer’s workload.

(11) The reviewer enters the Form 6729-D into the SPECTRM Site Quality Module
(SQM) after completing the review. Entry required no later than Tuesday of the
week following the review.

(12) If the reviewer cannot meet published deadlines due to unforeseen circum-
stances, the reviewer must notify their TM at once. SPEC supplies published
deadlines for:

• Entering results in the SQM
• Issuing the final results email
• Completing the case file

(13) Use the following references to help with RSRs of VITA and TCE operations:

• Pub 4299, Privacy, Confidentiality, and Civil Rights - A Public Trust
• Pub 4012, VITA/TCE Volunteer Resource Guide
• Pub 5683, VITA/TCE Handbook for Partners and Site Coordinators
• Form 6729-D, Site Review Sheet
• Pub 5166, VITA/TCE Volunteer Quality Site Requirements

(14) Reviewers must discuss the site’s activities, processes, and procedures while
conducting the review. The reviewer asks the site coordinator for clarification/
proof of site processes.

(15) In all cases, reviewers must take the opportunity to express gratitude and ap-
preciation to the coordinator and volunteers at the site.

(16) The TM decides who conducts the RSR. The RM or the designated remote
site reviewer for the territory conducts the RSR.

(17) When a remote site review reveals an issue with site operations, the reviewer
must discuss the issue and its resolution with the site coordinator prior to con-
cluding the review.

(18) If the TM assigns the remote site review to a reviewer other than the assigned
RM, the reviewer shares immediate verbal feedback to the assigned RM.
Feedback includes positive comments and/or reporting any identified problem
areas and recommended corrective actions.

22.30.1.8.12.5.7
(10-03-2022)
Virtual VITA/TCE Sites -
Remote Site Review
(RSR)

(1) SPEC conducts reviews of Virtual VITA/TCE sites.

(2) The review includes all stages of the virtual process. The reviewer calls the
coordinator or volunteer to complete the RSR.

(3) The reviewer requests guidance from the territory manager (TM) when
uncertain how to conduct the RSR for a Virtual VITA/TCE site.

(4) The reviewer confirms the site follows all Quality Site Requirements (QSR) and
any exceptions approved by the SPEC director.

(5) The reviewer completes Form 6729-D, Site Review Sheet, for Virtual VITA/TCE
sites.
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(6) The reviewer ensures the site follows all security guidelines detailed in Pub
4299, Privacy, Confidentiality, and Civil Rights - A Public Trust.

22.30.1.8.12.5.8
(10-03-2022)
Reviewing a VITA/TCE
Grant Site - Remote Site
Review (RSR)

(1) The review of a VITA/TCE grant site focuses on the site’s quality operations.
The reviewer must elevate any findings unrelated to the Quality Site Require-
ments (QSR) or Volunteer Standards of Conduct (VSC) to the Grant Program
Office (GPO). Do not discuss any findings relating to the GPO with the coordi-
nator during the review. In addition, the reviewer must not include grant
program related findings on the final results email or enter in SPECTRM.

22.30.1.8.12.5.9
(10-03-2022)
Reviewing a Facilitated
Self Assistance (FSA)
Site- Remote Site
Review (RSR)

(1) The reviewer conducts the RSR on the traditional VITA/TCE part of FSA fusion
sites. However, the reviewer must include the FSA process in their review.

22.30.1.8.12.5.10
(10-03-2022)
Verbal Feedback with
Site Coordinator and
Volunteers - Remote Site
Review (RSR)

(1) The reviewer must have a feedback discussion with the coordinator prior to
completing the remote site review (RSR). The discussion must include ex-
pressing appreciation, offering constructive feedback, naming any corrective
actions, and addressing coordinator’s questions and concerns. The reviewer
sends the final results email to the coordinator, the territory manager, relation-
ship manager (if not the reviewer), and when applicable AARP (local and state
coordinator) within ten (10) business days.

22.30.1.8.12.5.11
(10-01-2017)
Follow-Up to Remote
Site Reviews (RSR)

(1) When a remote site review reveals a potential issue in how the site runs, the
reviewer discusses the issue and its resolution with the site coordinator prior to
concluding the review. This may require a follow-up site visit to ensure
adherence to a requested change in operations. For instance, a site needs to
make changes in its electronic filing transmission process, but the site only
transmits once a week. The reviewer needs to visit the site when they send. If
the review reveals a site not following the QSR or any other requirements, the
reviewer must instruct the coordinator on how to bring the site into compliance.
These follow-up visits help site coordinators to improve site operations or
adopt other best practices to alleviate pitfalls. The reviewer must complete a
follow-up visit as soon as possible after the first remote site review (RSR).

(2) If the site has not made the necessary corrections, the reviewer must consult
with the territory manager (TM) to decide further actions. As a last resort, the
territory must follow the procedures for closing a site. The RM and TM must
refer any findings not covered in the Quality Site Requirements (QSR) or cor-
rective actions, such as those found in the Internal Referral Process, to SPEC
HQ.

Note: Refer to Pub 5166, VITA/TCE Volunteer Quality Site Requirements, and
Document 13341, Field, Remote and Return Review Resource Guide, for
guidance on conducting follow up visits and QSR corrective actions.
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22.30.1.8.12.5.12
(01-23-2015)
Remote Site Review
Results

(1) SPEC collects data throughout the filing season for Territory office analysis.
The analysis provides SPEC and its partners an ability to assess sites’ current
and future performance and confirm site operation consistency with the Quality
Site Requirements. The analysis allows SPEC and its partners to effectively
predict the continued success of the volunteer site. The IRS Territory office
analyzes the data for trends or patterns and compares how the site performs
before and after changing a process or activity.

(2) SPEC employees enter data in SPECTRM at the territory, area, and national
levels for analysis and for sharing with partners. SPECTRM supplies data in
reports format based on either specified weeks of activity or cumulatively for
the filing season. On a national level, SPEC uses the data collected to
calculate accuracy measures; change policy or process guidance; and update
publications, forms, and training for the upcoming filing season.

22.30.1.8.12.5.13
(10-03-2022)
Errors Found After
Remote Site Review
(RSR)

(1) If the reviewer finds errors that affect the results of the RSR remote site review
after completing the review, the reviewer must contact the coordinator to
explain the errors.

(2) The reviewer must update the review results in the SPECTRM Site Quality
Module (SQM). If the SPECTRM input deadline has passed, the reviewer must
send an email to the SPECTRM Help Desk and copy the Field Support and
Analysis (FS&A) analyst. See the Enter and Edit Dates for Data Entry into
SPECTRM chart.

22.30.1.8.12.5.14
(10-03-2022)
Post Review Notification
- Remote Site Review
(RSR)

(1) Occasionally, the reviewer must request more information to complete Form
6729-D, Site Review Sheet. The reviewer uses the Post Review Information
Request template when requesting information. Templates are found in
Document 13341, Field, Remote and Return Review Resource Guide.

(2) The reviewer allows the partner/coordinator two (2) business days to supply
the extra information.

22.30.1.8.12.5.15
(03-02-2023)
Completing the Site
Quality Module (SQM)
Database - Remote Site
Review (RSR)

(1) The reviewer records the results of the remote site review in the SQM no later
than the Tuesday following the review week.

(2) The reviewer uses Document 13341, Field, Remote and Return Review
Resource Guide, for instructions on how to access and enter review results.

22.30.1.8.12.5.16
(10-03-2022)
Rating the Remote Site
Review (RSR)

(1) SPEC uses Form 6729-D, Site Review Sheet, to measure the site’s adherence
to the Quality Site Requirements (QSR) and show areas needing improvement.
SPEC rates sites based on the number of QSR met. Although Form 6729-D
asks more than one question for some of the QSR, each section has only one
measurement question.

(2) The reviewer shares the overall QSR adherence rating with the partner. The
partner can find the adherence rating at the top of the SPECTRM-generated
Form 6729-D.
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22.30.1.8.12.5.17
(10-03-2022)
Final Results Email -
Remote Site Review
(RSR)

(1) The reviewer must send the final results email within ten (10) business days of
the review. The final results email must include:

• Form 6729-D, Site Review Sheet
• The number of Quality Site Requirements (QSR) met

Note: The reviewer does not send the final results email using secured
messaging to include external national and local partners.

(2) The reviewer accesses the Business Objects system to obtain the computer-
generated Form 6729-D.

(3) The reviewer sends the final results email to:

• Partner/coordinator (State, district, and local coordinators for AARP)
• Territory manager
• Relationship manager assigned to the site

(4) The written feedback must include:

• The results of the remote site review
• A statement of appreciation to the coordinator and volunteers for their

commitment to the VITA program
• Highlights of the positive QSR met
• Recap of help given
• Named best practices
• Areas of awareness
• Specifics on QSR not met
• Specifics on Volunteer Standards of Conduct (VSC) violations
• Corrective actions shared with the coordinator
• Recommended follow-up actions for the territory

22.30.1.8.12.5.18
(10-03-2022)
Non-Compliance and
Corrective Actions -
Remote Site Review
(RSR)

(1) When a reviewer decides a site did not follow a Quality Site Requirement
(QSR), the reviewer must help the site become compliant at once. The
reviewer shares corrective action(s) necessary to meet the QSR and helps the
coordinator, partner, and volunteer, correct the processes. The reviewer lists all
areas of non-compliance in the final results email.

(2) The reviewer refers to the IRM 22.30.1.8.12, Quality Review Process, or Pub
5166, VITA/TCE Volunteer Quality Site Requirements, or Document 13341,
Field, Remote and Return Review Resource Guide, for a detailed explanation
of the QSR, non-compliance issues, and corrective and/or follow-up actions.

(3) If the reviewer finds the site not following the QSR, they must elevate their
findings to their territory manager (TM) for resolution. The TM may require an
in-person Field Site Visit as a follow up.

22.30.1.8.12.5.19
(03-02-2023)
Volunteer Standards of
Conduct (VSC)
Violations - Remote Site
Review (RSR)

(1) A site’s non-compliance with a Quality Site Requirement (QSR) does not auto-
matically result in a VSC violation. If the reviewer finds QSR non-compliance
during a review, the reviewer explains the QSR requirement and helps with
implementing corrective actions. If the volunteer(s) agrees and begins to follow
the QSR, they did not violate the VSC. If the volunteer refuses to adhere to
any of the QSR, they have violated VSC #1- Follow the QSR.
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(2) If the reviewer finds a VSC violation, they must notify their territory manager
(TM) at once using Form 14511, Volunteer Standards of Conduct Violation
Report. The reviewer and TM must elevate all VSC violations found during a
review to the Field Support and Analysis (FS&A) analyst. If the
situation becomes confrontational, the reviewer must end the contact at once.

(3) The reviewer must notify the TM at once and document findings on Form
14512, Oversight Review History Sheet.

(4) Refer to IRM 22.30.1.8.12.6 Internal Referral Process, for more information.

22.30.1.8.12.5.20
(10-03-2022)
Case File Assembly and
Maintenance - Remote
Site Reviews (RSR)

(1) The reviewer assembles a case file for each site, including all documents
related to the visit. The case file must not include any Personally Identifiable
Information (PII).

(2) Case files must include:

• Form 14512, Oversight Review History Sheet
• Form 6729-D, Site Review Sheet (from Business Objects)
• Any approved intake/interview and quality review sheets, if applicable

Note: The reviewer sends any unapproved intake/interview and quality
review sheets to the Quality Program Office (QPO)

• Feedback shared with the coordinator
• Post-Review Information Request email, including the response from the

partner, if applicable
• The final results email

(3) The reviewer must complete RSR case files, in either electronic or paper
format, within fifteen (15) business days of the review.

(4) If the reviewer cannot meet published deadlines due to unforeseen circum-
stances, the reviewer must notify their territory manager (TM) at once. SPEC
publishes deadlines for:

• Entering results in the Site Quality Module (SQM) in SPECTRM
• Sending the final results email
• Completing the case file

(5) If the reviewer cannot meet the published deadlines, the notification to the TM
must include:

• The reason for the delay
• An estimated date of completion/submission
• A request for help with preparing the documentation for submission, if

needed.

(6) Territory offices keep RSR case files for three years.

22.30.1.8.12.6
(09-04-2020)
Internal Referral Process

(1) VITA and TCE sites must follow the fundamental foundation of the SPEC VITA
and TCE program to ensure continued growth and instill taxpayer trust.
Employees must quickly find and remove from the program any partner or
volunteer who reduces taxpayer trust. Employees use guidance in the internal
referral process to refer an external stakeholder (SPEC partner or individual
volunteer) who shows behavior which could jeopardize the integrity of the VITA
and TCE program.
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22.30.1.8.12.6.1
(11-18-2021)
High Risk Attributes

(1) Employees must report partners or volunteers who show any of the high-risk
attributes below to SPEC HQ for further review of the allegations:

• Willfully violating the VSC
• Partner or volunteer that continues not to adhere to SPEC’s QSR
• Site operations lack of oversight
• Poor or no communication with the SPEC Territory office
• IRS electronic filing rules and requirements violated as defined in Pub

3112, IRS e-file Application and Participation and/or Pub 1345,
Handbook for Authorized IRS e-file Providers of Individual Income Tax
Returns

• Frequent complaints from taxpayers after visiting a site

22.30.1.8.12.6.1.1
(11-18-2021)
Making an Internal
Referral

(1) To make an internal referral, SPEC employees must notify their manager at
once of the allegations and decide whether to refer the incident to SPEC HQ.
If employees discover any of the high attributes, they must take the following
actions:

1. RM must complete Form 14511, Volunteer Standards of Conduct Report.
The employee needs to include enough information to show the “high-
risk” behavior the partner or volunteer exhibits which prompts the referral
and any actions taken by the Territory office and the partner to deter this
behavior. For example, the employee deactivates the partner’s EFIN on
the date the RM files the incident report. The employee must prepare the
volunteer registry letter. Refer to The Point for template

2. TM must review Form 14511 and the volunteer letter for accuracy. TM
must sign Form 14511 if in agreement and decide what immediate
actions to take at the site and partner level. They must send both
documents to the assigned AD for review and signature if in agreement

3. TM must send the referral via email to the FS&A assigned analyst for
review. FS&A sends the complete and correct referrals to the Chief, PS.
FS&A returns incomplete referrals to the territory for correction

4. If the referral occurs at the HQ level, the assigned analyst must prepare
Form 14511. The HQ manager must review and sign the referral form
then send the referral via email to the Chief, PS

5. The Chief, PS reviews the referral and decides the next course of action.
Chief, PS must notify the SPEC Director of the referral. SPEC Director
makes the final determination to add a partner or volunteer to the
Volunteer Registry

6. The PS assigned analyst must notify the HQ manager or FS&A analyst of
the final determination who in turn notifies the assigned employee and
TM. If the Director approves adding a partner or volunteer to the
Volunteer Registry, the AD must sign and date the volunteer registry
letter and mail to the applicable partner or volunteer. HQ analyst must
add the partner’s or volunteer’s name to the registry in SPECTRM once
approved by the SPEC Director

7. The PS assigned HQ analyst must add the partner’s or volunteer’s name
to the registry in SPECTRM once approved by the SPEC Director
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22.30.1.8.12.6.2
(03-02-2023)
VolTax Referrals

(1) SPEC has processes in place to deter opportunities for fraudulent behavior
through increased IRS visibility at VITA and TCE sites. SPEC employees must
ensure that volunteers and site coordinators understand the process of posting
proper signage to alert taxpayers of the process to report improper activity they
see or experience at sites. These processes supply reasonable assurance that
intentionally unethical or illegal acts do not occur at sites.

(2) The VolTax referral process supplies an email address where volunteers and
taxpayers can contact the IRS if they want to report site operating issues or
inappropriate behavior seen at sites. Volunteers and taxpayers can send an
email to SPEC HQ at wi.voltax@irs.gov and copy the partner and local SPEC
territory office as appropriate. The email notification should include the con-
tact’s name, contact number, site name, and a detailed description of the inci-
dent including the individual’s full name, date the incident occurred, and the
number of taxpayer’s affected by the violation if applicable.

(3) The sites must post Pub 4836, VITA/TCE Free Tax Programs, in a visible
location to promote awareness of the opportunity to make a referral. Form
13614-C, Intake/Interview and Quality Review Sheet, and Pub 730, Important
Tax Records Envelope, include the address.

(4) For inquiries related to volunteer/site ethics, including illegal activity, act as
soon as possible. The analyst advises the Chief, PS of the allegation. If the
allegation calls for a visit to the site/partner location, the SPEC HQ analyst
makes the necessary arrangements within seven business days. The SPEC
HQ analyst may also contact the AD and Chief of Staff to investigate the
inquiry further and/or contact the taxpayer, if needed.

22.30.1.8.12.6.2.1
(11-18-2021)
Headquarters
Responsibility for VolTax

(1) The assigned PS analyst decides if fraudulent or inappropriate behavior exist
by reviewing referrals received through the wi.voltax@irs.gov mailbox in SPEC
HQ. The assigned PS analyst addresses the emails within seven business
days of receipt by the SPEC HQ analyst.

(2) For inquiries related to tax law or tax account issues, refer the taxpayer to
IRS.gov or 800-829-1040. For inquiries related to refund issues, refer the
taxpayer to Where’s My Refund on IRS.gov or 800-829-1954.

(3) For inquiries related to rude or unprofessional behavior by volunteers, or
specific site issues such as long wait times, incorrect returns, site closed.
SPEC HQ sends information to the FS&A analyst with a carbon copy to the
Chief of Staff and AD as feedback for the TM to share and discuss with the
site within seven business days of the notification. For these type issues,
employees do not need to send a response to SPEC HQ.

(4) For inquiries related to volunteer/site ethics, including illegal activity, take
actions as soon as possible. The analyst advises the Chief, PS of the allega-
tion. If the allegation calls for a visit to the site or partner location, the SPEC
HQ analyst must make the necessary arrangements within seven business
days. The SPEC HQ analyst may also contact the AD and Chief of Staff to in-
vestigate the inquiry further and/or contact the taxpayer, if needed.

(5) The Chief, PS notifies the Director of SPEC, the AD and TM of the review. The
Chief, PS consults with the Chief, QPO and the SPEC Director, to decide if
SPEC dissolves the relationship with the partner and then sends the matter to
Treasury Inspector General for Tax Administration (TIGTA). The Chief, PS and
the PS analyst must receive a close out report of all actions taken to correct
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the alleged issue within thirty (30) business days unless the assigned FS&A
analyst requests more time. Use the procedures for addressing non-
compliance in SPEC’s QSR to decide the proper corrective actions.

22.30.1.8.12.6.2.2
(11-18-2021)
Territory Responsibility
for VolTax

(1) When necessary, the PS analyst refers the inquiry to the correct Area and
Territory for a response. The receiving office must take corrective actions or
conduct a field site visit if needed within seven business days of receipt of the
notification. The PS Analyst must send a copy of the corrective actions taken
to correct the issue to the Chief of PS within ten (10) business days of comple-
tion. The receiving office supplies the proper resolution to the inquirer.

22.30.1.8.12.6.3
(11-18-2021)
Volunteer Return
Preparation Program
Preparer Misconduct

(1) Return preparer misconduct involves the preparation and filing of false income
tax returns (in either paper or electronic form), including Form 1040-X,
Amended US Individual Tax Return, by unscrupulous preparers who change
direct deposit information or claim, for example:

• Inflated personal or business expenses
• False deductions
• Excessive exemptions
• Fraudulent tax credits such as the Earned Income Tax Credit (EITC)

Note: Taxpayers have no knowledge of the false expenses, deductions, exemp-
tions and/or credits shown on their tax returns or deposit of their refund to
another account without their consent.

22.30.1.8.12.6.3.1
(11-18-2021)
Headquarters
Responsibility

(1) PS must review claims of Return Preparer Misconduct (RPM) received from
the Identity Theft Victims Assistance (IDTVA) function.

(2) PS must send the RPM Referral Form to FS&A for sharing with the proper
Territory office.

(3) FS&A must return the completed RPM Form to PS within seven (7) business
days.

(4) PS must send the completed RPM Referral Form to IDTVA within ten (10)
business days.

22.30.1.8.12.6.3.2
(09-08-2023)
Territory Responsibility

(1) When a VITA/TCE partner alerts a SPEC employee of potential Return
Preparer Misconduct (RPM) at a VITA/TCE site, the territory must decide if the
error was:

a. Unintentional (a mistake) - refer to IRM 22.30.1.8.12.6.3.3, Partner Pro-
cedures

b. Intentional (without the taxpayer’s knowledge or consent) refer to IRM
22.30.1.8.12.6.3.4, IRS Procedures

(2) When SPEC HQ alerts the territory of potential RPM at a VITA/TCE site, the
territory must contact the partner to help in completing the RPM Referral Form
and decide the following:

1. Is the partner aware of the incident?
2. Did the taxpayer receive the expected refund amount? If not, did the

partner issue the correct refund to the taxpayer?
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(3) The territory must return the completed RPM Referral Form to FS&A within
seven (7) business days.

(4) The territory must follow the procedures in IRM 22.30.1.8.12.6.1, High Risk
Attributes, to report incidents of partner, site, or volunteer misconduct, when
applicable. To make an internal referral, SPEC employees must notify their
manager and complete Form 14511, Volunteer Standards of Conduct Viola-
tions Report. SPEC employees must send Form 14511 to the assigned PS
analyst for the SPEC Director to make a final decision.

(5) For more information on Return Preparer Misconduct Victim’s Assistance
Program, refer to IRM 25.24, Return Preparer Misconduct Program.

22.30.1.8.12.6.3.3
(11-18-2021)
Partner Procedures

(1) If a volunteer mistakenly enters the incorrect bank account number on the tax-
payer’s account, the partner must tell the taxpayer the following:

a. The IRS assumes no responsibility for tax preparer or taxpayer error.
Taxpayers must verify their account and routing numbers with their
financial institution and double check the accuracy of the numbers prior
to signing and sending it

b. If the return has not posted, the taxpayer can ask the IRS to stop the
direct deposit by calling 800-829-1040, Monday - Friday, 7 a.m. - 7 p.m.

c. If the financial institution listed on the return has accepted the deposit,
the taxpayer must work directly with the financial institution to recover
their funds

d. If the financial institution recovers the funds and returns them to the IRS,
the IRS sends a paper refund check to the taxpayer’s last known
address on file with the IRS

e. If the taxpayer has contacted the financial institution and two weeks has
passed with no results, the taxpayer must file Form 3911, Taxpayer
Statement Regarding Refund. This allows the IRS to contact the bank on
the taxpayer’s behalf to start a trace and try to recover the refund

(2) If the taxpayer is unable to recover the refund or the financial institution does
not return the refund to the IRS, encourage SPEC VITA and TCE partners to
provide relief to a taxpayer when a volunteer mistakenly enters the incorrect
bank account number on a taxpayer’s return that causes a deposit of a refund
into the wrong account resulting in a taxpayer not receiving their refund. This
action does not result in return preparer misconduct.

22.30.1.8.12.6.3.4
(09-08-2023)
IRS Procedures

(1) IRS may provide relief to taxpayers when the volunteer return preparer inten-
tionally alters a taxpayer’s tax return data or misdirects a portion of the entire
refund without the taxpayer’s knowledge or consent.

(2) The following scenarios could result in the IRS providing relief to a taxpayer:

a. The VITA/TCE volunteer income tax preparer prepares a correct return
but intentionally misdirects the refund by placing the volunteer’s bank
account on the tax return without the taxpayer’s knowledge or consent.

b. The taxpayer signs Form 8879, IRS e-file Signature Authorization, and
receives the expected refund. Later the taxpayer becomes aware of
inflated items added by the preparer, but the taxpayer did not receive the
inflated amount of the refund.
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(3) If a taxpayer experiences return preparer misconduct at a VITA/TCE site, they
must complete the following forms by sending a complaint to the IRS to
request relief:

a. Form 14157-A, Tax Return Preparer Fraud or Misconduct Affidavit - For
filing status Married Filing Joint, the form must have at least one taxpayer
signature. Refer taxpayers to page 3 of Form 14157-A for instructions
and documentation needed.

b. Form 14157, Return Preparer Complaint - Instruct taxpayers to send the
completed form to the Return Preparer Office. RPO shares the informa-
tion with SPEC.

(4) Follow the mailing instructions shown on Form 14157-A, Tax Return Preparer
Fraud or Misconduct Affidavit - For filing status Married Filing Joint, to submit
the completed forms and documentation.

22.30.1.8.12.7
(09-08-2023)
Post Filing Season
Reviews

(1) The Quality Program Office (QPO) conducts post filing season Quality Statisti-
cal Sample (QSS) reviews on open sites. QPO bases these reviews on
Statistics of Income (SOI) selected sites and can complete reviews until the
end of the fiscal year.

22.30.1.8.12.8
(10-01-2017)
Partner Reviews

(1) SPEC encourages all partners to conduct site and return reviews at their
volunteer sites to ensure consistency in site operations and correct return
preparation. The partner organization must schedule visits to sites in their
areas, using a standardized approach including a frequency of review, a
method in conducting reviews and performing follow-up reviews.

(2) The partner decides the review process and who conducts the reviews. Before
reviewers conduct partner reviews, they must certify in tax law to the level of
certification needed for returns prepared at the site.

(3) The Quality Program Office (QPO) encourages SPEC Partners use Form
6729-C, FSV Return Review Sheet, to capture results of return reviews, and
Form 6729-D, Site Review Sheet, to capture the results of the site review.
QPO also developed Pub 5140, Partner Site and Return Reviews Job Aid, to
guide the partner through evaluating Quality Site Requirements (QSR) compli-
ance and return accuracy.

(4) During pre-filing season meetings and discussions relationship managers (RM)
encourage partners to conduct site and return reviews. The RM helps with
setting up a review schedule, discussing the components of a site review, and
promoting the available resources.

22.30.1.8.12.9
(10-01-2014)
Treasury Inspector
General for Tax
Administration (TIGTA)
Shopping Review

(1) TIGTA may choose to conduct Shopping Reviews at a sample of volunteer
sites during the filing season. A cadre of TIGTA Auditors (Shopper) conducts
the reviews. The TIGTA Shopper uses a pre-defined taxpayer scenario and
assumes the role of a taxpayer requesting services from a VITA or TCE site.

(2) TIGTA Shoppers must remain anonymous to the site during the review.

(3) SPEC uses the overall results from TIGTA Shopping Reviews to implement
changes to products and volunteer training.
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22.30.1.8.12.10
(11-18-2021)
Volunteer Registry

(1) The volunteer registry supplies a listing of all partners and volunteers that
SPEC removes from the VITA and TCE Programs due to egregious actions.
The registry includes partner or volunteer names and locations.

(2) Partners and volunteers who commit certain unethical actions face indefinite
removal from the VITA/TCE Program. The Chief, PS reviews all requests to
add a partner or volunteer to the Volunteer Registry and informs the SPEC
Director. The SPEC Director or designee must approve all requests for
inclusion in the registry. Form 13615, Volunteer Standards of Conduct
Agreement - VITA/TCE Programs, and Pub 4961, VITA/TCE Volunteer
Standards of Conduct - Ethics Training, give notification of this registry. Volun-
teers or partners have no appeal rights for removal from the Volunteer
Registry.

(3) Violations resulting in inclusion in the Volunteer Registry include the following:

• Causing harm to taxpayers, volunteers, or IRS employees
• Requesting/Accepting payments from taxpayers for VITA/TCE return

preparation
• Using taxpayer personal information for personal gain
• Knowingly preparing false returns
• Engaging in criminal, infamous, dishonest, notorious, disgraceful

conduct
• Other conduct considered to cause a negative impact on the VITA/TCE

Program

(4) TM must send requests to add a volunteer and/or partner to the registry to the
assigned FS&A analyst for review and send to the Chief, PS. Follow the
guidance in IRM 22.30.1.8.12.6.1.1, Making an Internal Referral, for instruc-
tions on the required actions needed to make a referral.

(5) SPEC employees can find the Volunteer Registry in the Reports module of
SPECTRM. Once the SPEC Director approves a request for addition to the
Volunteer Registry, the designated SPEC HQ analyst must add the partner’s or
volunteer’s name to SPECTRM if needed. The analyst must change the
territory field to Volunteer Registry and add the violation committed in the
comments field.

(6) RM must review the volunteer registry reports as the territory receives Form
13533, VITA/TCE Sponsor Agreement, Form 13206, Volunteer Assistance
Summary Report, or comparable listings holding the same information. If a
partner or volunteer appears on both the Volunteer Registry and Form 13206
or Form 13533, the RM must inform the partner or volunteer that they can
never take part in the VITA/TCE program. The Territory office must notify
TIGTA when they ban a partner or volunteer from the program and the partner/
volunteer then tries to take part in the VITA/TCE program.

22.30.1.8.12.11
(04-06-2020)
Performance Reviews

(1) IRM 1.4.1.7, Performance Management, provides that managers must continu-
ously check employees’ progress against performance expectations, find defi-
ciencies, and initiate corrective actions. They must supply written feedback on
identified weaknesses. If SPEC uses the feedback for evaluative purposes, the
manager must supply feedback in writing and share with the employee within
the timeframes set up by the negotiated agreement. It is important for manage-
ment to give feedback and discuss the progress of employee commitments
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and to hold prompt, documented mid-year and annual progress reviews. Mid-
year progress reviews and annual appraisals have the same due dates as in
previous years.

(2) Territory managers provide written feedback on each performance aspect
Critical Job Element (CJE) and discuss all reviews listed below with the
employee. Review frequency and scope depend on the employee’s skill level
and experience. TM perform the following eight (8) reviews:

• Field Site Visit (FSV)
• Remote Site Reviews (RSRs)
• Partner/Coalition Interaction
• SPECTRM/Workload
• SETR Reports
• Travel
• Employee Satisfaction/Employee Contribution
• Security

(3) The Manager must share the documentation as soon as possible, but no later
than fifteen (15) workdays after the date of the review.

(4) The TM may conduct these types of Optional Reviews at their discretion:

• Written communication to partners (emails)
• Form 13715, Volunteer Site Information Sheet, and SPECTRM review

(stored accurately in SPECTRM)
• Meetings with potential partners
• More meetings with partners
• Timely submission of information
• Security Review (during the day)

Note: More information is in the Territory managers Review Fact Sheet
found on The Point.

22.30.1.8.12.12
(10-01-2017)
Volunteer Tax and
Quality Site Requirement
Alerts

(1) IRS supports VITA/TCE tax preparation sites by conducting oversight reviews
and sharing current /updated information through Volunteer Tax Alerts (VTA)
and Quality Site Requirement Alerts (QSRA). VTA and QSRA messages serve
as a useful educational tool when delivered promptly to their intended
audience: SPEC VITA and TCE partners and their certified volunteers. SPEC
HQ must distribute VTAs as quickly as possible to sites and volunteers.

• SPEC defines VTAs as SPEC messages sent to VITA/TCE sites during
the filing season that address tax law changes and trends found during
QSS, Treasury Inspector General for Tax Administration (TIGTA) or
SPEC reviews

• SPEC defines QSRAs as SPEC messages sent to VITA/TCE sites
during the filing season that update, correct, and clarify operational pro-
cedures and processes related to the Quality Site Requirements
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22.30.1.8.12.12.1
(09-08-2023)
Distribution of Alerts

(1) SPEC HQ PS&A office writes and sends Volunteer Product Alerts (VTA) and
QPO sends Quality Site Requirements Alerts (QSRA) to SPEC SPM.

(2) SPEC SPM Office inputs the Alerts into GovDelivery email system.

(3) SPEC SPM posts Alerts on the following platforms:

• GovDelivery - via emails to employees and partners
• Quality and Tax Alerts for IRS Volunteer Programs, IRS.gov
• SPEC intranet site

(4) The following products supply guidance about Alerts and how to access them:

• Pub 5683, VITA/TCE Handbook for Partners and Site Coordinators
• Pub 4012, VITA and TCE Volunteer Resource Guide
• Pub 4491, VITA and TCE Training Guide
• LLT (online training module)

22.30.1.8.13
(09-04-2020)
Foreign Student and
Scholar Program

(1) International students and scholars are temporary visitors to the United States
under an F, J, M, or Q visa. These visitors must file at least one tax form with
the IRS if they still are nonresident aliens for federal income tax purposes.

(2) SPEC encourages universities and colleges to set up self-sufficient VITA sites
specializing in preparing Form 1040-NR U.S. Nonresident Alien Income Tax
Return, and/or Form 8843, Statement for Exempt Individuals and Individuals
with a Medical Condition.

22.30.1.8.13.1
(09-26-2016)
Responsibilities for
Foreign Student/Scholar
Program

(1) The SPEC Territory office must:

a. Develop relationships with partners willing to aid foreign students and
scholars

b. Encourage established VITA sites to expand their service to include help
to foreign students and scholars

c. Supply statistical information relating to activities performed in relation to
this program

d. Supply partner self-sufficiency
e. Order necessary supplies for the VITA sites
f. Promote the use of the Foreign Student and Scholar module on LLT for

site and volunteer training needs. The Territory office must direct training
questions to the FS&A analyst

g. Use the Frequently Asked Questions (FAQs) About International Indi-
vidual Tax Matters at Frequently Asked Questions About International In-
dividual Tax Matters to answer ordinary questions

h. Conduct periodic visits to VITA sites
i. Other activities for the foreign student/scholar population are the discre-

tion of the TM

(2) The SPEC FS&A office must:

a. Develop, coordinate, and check all activities related to foreign students/
scholars on a national level as they relate to the VITA program

b. Act as a point of contact on questions, concerns and/or problems
c. Establish and keep reporting requirements
d. Request reports, i.e., statistical, as needed from the Territory offices
e. Supply reports on a national level to interested functions
f. Conduct periodic visits to VITA/TCE sites
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22.30.1.8.13.2
(09-26-2016)
Technical Inquiries

(1) Volunteers must not use the “VITA Hotline” to obtain aid about topics related to
the preparation of the returns/forms. To answer general international federal
tax questions, visit the Frequently Asked Questions (FAQs) About International
Individual Tax Matters at Frequently Asked Questions (FAQs) About Interna-
tional Individual Tax Matters.

22.30.1.8.14
(10-01-2007)
Electronic IRS -
Overview

(1) Electronic IRS supplies a central source for all online transactions the IRS
carries out electronically. The Electronic IRS offers many electronic options to
individual and business taxpayers, tax professionals, software companies, and
tax-exempt organizations. Electronic IRS includes electronic filing options, elec-
tronic signature methods, electronic payment options, IRS (online application)
and Direct Deposit, to name a few.

22.30.1.8.14.1
(09-04-2020)
SPEC and Electronic IRS

(1) SPEC’s Electronic IRS components include:

• Electronic Filing (e-file)
• Federal/State E-File

(2) IRS e-file process sends tax returns to the IRS through data communications
and electronic front-end edits. The tax return data transmits over telephone
lines in the form of electronic records to a designated Submission Processing
Center. Returns filed include both individual and business income tax returns.

(3) Electronic filing options include the following:

• Filing through an authorized IRS e-file provider
• Filing using a personal computer (On-Line Filing)
• E-filing through File Options using the Free File and low-cost provider

(Partners Page) options

(4) Refer to IRM 3.42.10, Authorized IRS e-file Providers for more information
about available e-file options.

(5) Federal/state e-file allows the electronic filing of both federal and state income
tax returns at the same time. Refer to IRM 3.42.5.9, Federal/State Electronic
Filing, for more information.

22.30.1.8.14.1.1
(09-04-2020)
Electronic Signature
Options

(1) Electronic Return Originators (EROs) (including volunteers) must use either the
Self-Select PIN or Practitioner PIN method to electronically sign an individual
tax return.

(2) The Self-Select PIN method uses a five-digit PIN and taxpayers must use it to
sign the tax return. For the Practitioner PIN method, taxpayers authorize the
ERO to enter their five-digit PIN in the electronic record by completing Form
8879, IRS e-file Signature Authorization.

(3) Refer to IRM 3.42.5.7, General Information and Overview of Signatures for IRS
e-file Returns for more information on electronic signature options.

22.30.1.8.14.1.2
(03-02-2023)
IRS e-file Application

(1) The applicant must complete the IRS e-file Application online. The applicant
sends or revises the form through e-Services. For details on the IRS e-file
program, see IRM 3.42.10, Authorized IRS e-file Providers and Pub 3112, IRS
e-file Application and Participation.
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(2) To create a new application, update an existing application, add new location,
or remove a location, users must sign in with an existing account or create a
new account. Once signed in, users can complete and submit an e-file applica-
tion. The e-file application is located under e-Services - e-File Provider
Services. The applicant can save the application in progress and make
changes without restarting the process. The system assigns a tracking number
to the application once saved.

(3) The delegation of authority feature allows responsible officials of the firm/
organization, to delegate e-services to their employees. Volunteer Income Tax
Assistance (VITA) not for profit sites do not have Principals; therefore, a Re-
sponsible Official sends the application. Each application must have at least
two (2) Responsible Officials. The Responsible Official has authority over the
provider’s IRS e-file operation at a location. Providers use the RO as the first
point of contact with the IRS. The RO signs revised IRS e-file applications.

(4) The Responsible Official has the authority to update an application on behalf of
their listed firm, may change the firm/organization information, add another Re-
sponsible Official and revise the application.

(5) SPEC RM must review all e-file applications and currently using the ESAM
EUP system. RM must alert the Responsible Officials if the system needs
updating and work together to get the application updated.

22.30.1.8.14.1.3
(09-26-2016)
Direct Deposit

(1) Taxpayers have the choice of receiving their refund through the Direct Deposit
method. If a taxpayer wants IRS to deposit their refund into one account, they
can use the direct deposit line on their tax form. A taxpayer can choose to split
their refund among two or three checking or savings accounts using Form
8888, Direct Deposit or Refund to More than One Account. Visit irs.gov for
more information on the available Electronic IRS options.

22.30.1.8.14.2
(10-01-2007)
E-file Technical
Publications

(1) Several publications support the IRS e-file Program, and they include:

• Revenue Procedure 2007-40 (Informs Authorized IRS e-file Providers of
their obligations to the IRS, taxpayers, and other participants in the IRS
e-file Program)

• Pub 3112, IRS e-file Application and Participation
• Pub 1345, Handbook for Authorized IRS e-file Providers of Individual

Income Tax Returns

Note: Users can download both documents from irs.gov using the key search
words “e-file publications.”

22.30.1.8.14.3
(09-04-2020)
e-Help Desk

(1) The e-Help Desk has assistors ready to respond to Enrolled Agents, Reporting
Agents, EROs, CPA, Software Developers, and Transmitters with non-account
related questions and issues concerning electronic services and products.

(2) SPEC personnel have the authority to contact the e-Help Desk when SPEC
“represents” VITA/TCE partners. SPEC personnel must work with their
assigned FS&A analyst before contacting the e-Help Desk. The FS&A SME
can review applications and/or issue a new EFIN in an emergency.

(3) The toll-free number for the e-Help Desk is 866-255-0654.
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22.30.1.8.14.4
(04-12-2018)
Third Party Data Store

(1) The Third-Party Data Store (TPDS) database stores and updates all IRS e-file
application information for generating EFIN, Electronic Transmitted Identifica-
tion Numbers (ETIN), letters and reports. The database also stores information
for other e-Services products.

(2) Internal users access the data stored in TPDS through External Services Au-
thorization Management (ESAM) Employee User Portal (EUP) - a web hosting
infrastructure.

(3) Users must follow the steps below to gain access to TPDS:

a. Register for ESAM EUP access using User Registration
b. Register for Product access using BEARS

(4) An employee must complete both processes and obtain managerial approval
before they can access the system.

(5) Partners can access the information through ESAM Registered User Portal
(RUP) which gives users the ability to electronically file certain returns and
create or revise certain applications via the internet after registering as an
e-Services user.

22.30.1.8.14.5
(09-09-2019)
Online Resources

(1) Below is a list of several on-line tools available for researching information that
helps employees with marketing/promotion of electronic products and services.

a. IRS Source -Visit irs.gov for all tax related information
b. E-File for Tax Professionals - Visit E-file for Tax Professionals to find out

about all available electronic products and services. These links supply
the latest information on Individual and Business e-file, e-services, e-file
for Tax Professionals, electronic payment options, electronic signatures,
research and demographics, and e-file technical publications. Both em-
ployees and the public use this tool

c. Quick Alerts Messaging - a web-based solution with the ability to send
mass messages within seconds to all subscribers. The system uses a
“push” technology (pro-active) to communicate messages to Authorized
IRS e-file Providers (EROs, Software Developers and Transmitters). Sub-
scribers receive communications about processing delays, e-file program
updates, early notification of upcoming seminars/conferences and other
relative e-file changes 24/7 via email. See Pub 4003, Quick Alerts Mes-
saging and/or Quick Alerts “More” e-file benefits for Tax Professionals to
learn more about subscribing

d. Quick Alerts Messaging for IRS Employees - Available to employees for
receiving messages. Visit Quick Alerts “More” e-file benefits for Tax Pro-
fessionals to learn more about subscribing

e. Filing for Individuals- Visit 1040 Central A one-stop online shop for em-
ployees and the public looking for “Hot” topics, key forms, what is new in
the tax code, helpful tools, resources, and FAQs

f. 1040 Central for Employees - Visit 1040 Central for Employees. This
page includes content found on the 1040 Central page of irs.gov. The
page also includes items of special interest to IRS employees. For ex-
ample, the Filing Season Quick Reference guide lists helpful reminders
and highlights new, important topics, and tax law changes that affect the
taxpaying public. The guide has important telephone numbers and key
filing season messages
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g. IRS Source - Visit IRS Source for a list of media/communications prod-
ucts

22.30.1.8.15
(11-18-2021)
SPEC Total Relationship
Management (SPECTRM)

(1) SPECTRM is the management information system (MIS) for SPEC. It exists in
a network environment with SPEC employees in each Territory office who have
access to the application.

(2) The SPEC Territory offices must check the system to ensure it accurately
reflects current data in all modules. A multitude of reporting activities depend
on this data.

(3) SPECTRM integrates different modules to create an overall management infor-
mation system. SPECTRM includes the following modules:

• Partners Module - The partners information module includes contact in-
formation for the organization, contacts of the organization (people), and
the partner profile supplying a view of partner’s abilities to meet SPEC
goals in areas such as language skills, international issues, and
financial literacy

• Contacts Module - The contacts module links to other modules in the
SPECTRM database. It holds all contacts for partners, sites, equipment,
software orders, and production

• Sites Module - The sites module includes information specific to both
VITA and TCE sites, including, but not limited to days/hours of
operation, types of service provided, special language services, and ap-
pointment phone number

• Site Quality Module - The Site Quality Module (SQM) holds data from
QPO, and the SPEC territory employee completed QSS reviews and
site quality reviews. The Territory office must input Form 6729, QSS Site
Review Sheet, into the Site Quality module

• Equipment Module - The equipment module supplies inventory tracking
for equipment used in the VITA and TCE programs

• Production Module - The analyst uses this module to input volunteer
counts (Form 13206, Volunteer Assistance Summary Report), and
outreach activities/contacts (SPECTRM Production Module, Form
13315)

• Tax Software Orders Module - The software orders module allows
SPEC to track the number and location of software orders. It allows
linking from the sites and contacts modules in SPECTRM to end the
need to keep a separate system with similar data

(4) SPECTRM has web-based reports to pull information from SPECTRM
modules. Access pre-designed web-based reports from the “Reports” hyper-
link in any SPECTRM module detail record.

(5) For the most current information on access and use of the SPECTRM system,
refer to the SPECTRM and User Guides found on The Point.

22.30.1.8.15.1
(10-03-2022)
SPECTRM Partners
Module

(1) All partners (including coalitions) delivering leveraged production require
partner information input into SPECTRM. Without linking activity to a partner
for tax preparation production, it is a “direct” activity.

(2) A partner is any intermediary (individual, organization, or coalition of organiza-
tions) that shares common goals and resources to ease and/or deliver SPEC
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Programs. The intermediary must contribute or supply support to sites that
contribute quantitative business results for SPEC.

(3) The Territory office TC must link all sites to a partner.

(4) The annual Partner Satisfaction Survey uses partner information entered in the
Partners module by the territory office TC. The territory office TC must
designate a Partner Survey contact. Information in the module ensures the sta-
tistical validity of the sample and contains the information necessary for our
partners. To receive the survey, the partner information must have a desig-
nated Partner Survey contact.

(5) Always select the SPEC program a partner supports when creating a partner
record. Update this information as the relationship develops and matures. It
serves to capture whether the partner receives federal financial aid and certify
that discrimination against potential recipients of the help does not occur.

(6) The Partners module captures local affiliation with national organizations. By
linking local partners to national partners, NP provides their national partners
with the impact of their involvement with SPEC.

(7) Link partners involved in tax return preparation activities to equipment loans to
supply a comprehensive list of the IRS resources used to support their activi-
ties and to the sites they sponsor. Creating the correct linkages throughout the
SPECTRM modules supply valuable information of partner performance.

22.30.1.8.15.1.1
(10-01-2017)
Documenting Potential
Partners in SPECTRM

(1) RM inputs potential new partners into the SPECTRM Partner Module.

(2) Select “Active-NO” to leave a potential partner inactive.

(3) Input any activity, meetings, and results into the comments section.

(4) After the partner and SPEC finish an agreement, update the record to “Active-
Yes” in SPECTRM.

(5) The partner report, “Partner Listing for Export,” lists inactive partners and any
comments made.

22.30.1.8.15.2
(11-18-2021)
SPECTRM Contacts
Module

(1) The contact module includes all volunteer information. Employees must input
in SPECTRM information for those volunteers who serve in a position requiring
interaction with SPEC, such as site coordinator, primary partner contact,
software and equipment contact, or outreach contact.

(2) Information captured includes street and email addresses, phone number, and
roles the contact performs. These roles include primary contact, information
provider or volunteer.

(3) Contact information in this module can include identification, contact informa-
tion, training certification date and site assignment data. For volunteers serving
in the role of site coordinator, the system must reflect the date the coordinator
passed the site coordinator test and the delivery method.

(4) All other modules and some reports – partners, sites, equipment, tax software
orders, and production use information from the Contacts module. It is
important to use proper capitalization especially for generating Property Loan
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Agreements (PLA). Entering someone as “Mary Maltese” results in a loan
agreement with “Mary Maltese” For a professional product, enter the name as
“Mary Maltese.”

(5) Employees may remove contacts from SPECTRM when the person does not
have control of IRS resources (e.g., printers and computers).

22.30.1.8.15.3
(09-26-2016)
SPECTRM Sites Module

(1) The Sites module allows the user to input into SPECTRM the number, type,
and location of sites offering free tax preparation.

(2) Information kept in the database appears on the Servicewide Electronic
Research Program (SERP). IRS toll-free assistors use this system to inform
the public of available locations, times, and special help offered at sites open
to the public. Sites not -open to the public, do not appear on SERP. The VITA
Site Locator, accessible from IRS.gov, supplies an internet accessible, search-
able list of non-AARP volunteer tax preparation sites open to the public. The
sites on the VITA Site Locator come from the SPECTRM Site module. Only
complete site records meeting the SPEC criteria for listing on SERP or the
VITA Site Locator posting appear. Missing or incomplete information prevents a
site from displaying on SERP or the VITA Site Locator.

(3) Due to the module linkages in SPECTRM, users have the capability of viewing
all related information concerning the tax preparation site. The tabs sections
displayed in the Site module include General Information, Address, Schedule,
Days and Hours, Services (various), SERP Information, Site Profiles, Contacts,
Partners, Tax Software Orders, Equipment, and Comments. Employees must
input any special services provided at a site.

(4) Link all leveraged sites to the Primary partner running those sites. Sites not
linked to a partner in SPECTRM do not count as leveraged activity in the pro-
duction reports. Link Grant related sites to the correct Supporting Partner and
the Grant partner for the site.

(5) The territory must input all VITA and TCE non-AARP sites into SPECTRM,
even if the site is not open to the public. Sites not open to the public, may
include sites on military bases limited to base personnel or sites open to
residents of a housing complex.

(6) National AARP Tax-Aide supplies basic AARP site information for import to
SPECTRM. For AARP sites, the Territory office RM must input key information
such as the EFIN, Site Profile items such as software used, languages
supported, etc., along with linking the Primary Contact, Site Coordinator, and
the partner (if applicable) to the site in SPECTRM.

(7) If a site is open in separate locations, then enter each location into SPECTRM
with the different address, phone number, dates, and hours of operation.

Note: If a site changes its name and/or address, update the name and address in
SPECTRM. Do not generate a new SIDN by inputting a new site.

(8) Sites active for the current year once employees check the box “open for
XXXX” as “Yes.” XXXX is the current year, e.g., 2021, 2022, etc. Do not check
the “open for XXXX” box as “Yes” until the employee receives confirmation.

Note: Mark the “open for XXXX” box as “No” if the site does not open. You do not
need to update the Open and Close dates.
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(9) Input the schedule section for all non-AARP sites, if the site schedule is not by
appointment only. Separately enter in the Days, Times, E-file, and other fields.
If a site is open three days, then make three entries showing each individual
day of the week. The Time fields input format is HH:MM. Designate AM or PM.
If you input, “Yes” to e-file, then shows each day the site offers.

(10) Once input and saved in SPECTRM, the data populates the “gray box SERP
Information” section with a continuous “string” of the days, hours, and other
operation information. This information displays in SERP.

(11) “Appointment Only” sites do not require days and hours information but do
require a phone number and/or appointment URL.

(12) Update the VITA and TCE site information once the partner supplies the infor-
mation. Enter new non-AARP sites into SPECTRM.

(13) For all sites opening in the upcoming filing season, input all required fields by
January 15th. SPEC HQ uses the confirmed site information to project the
number of software licenses needed.

(14) Review the following site information for accuracy:

• Zip code
• Open and closed dates
• Appointment number and/or appointment URL for appointment only sites
• Languages offered at the site in the Site Profile Section
• Open for XXXX (Year) field marked “Yes”

22.30.1.8.15.3.1
(09-04-2020)
Form 13715, Volunteer
Site Information Sheet

(1) Form 13715, Volunteer Site Information Sheet, supplies a consistent method
for securing correct site information for input in SPECTRM.

(2) SPEC staff must place site information in SPECTRM to transfer to SERP on
IRS.gov. Customer Account Services (CAS) and Taxpayer Assistance Center
(TAC) employees use the data to provide taxpayers with volunteer site
locations in local communities. Because taxpayers can search for a free tax
preparation site, SPEC staff must correctly input site information into
SPECTRM.

(3) VITA and TCE non-AARP sites must use Form 13715 or alternative document
to notify SPEC of their site information.

Note: If not using Form 13715, the alternative must include all information on the
current version of the form. The TM or designee must approve and sign the
document.

(4) RM must secure Form 13715 or alternative and input correct site information
into SPECTRM. The relationship manager (RM) carries out this action via:

• Mail
• E-mail
• Fax
• Hand Delivery
• Phone Call (the RM can complete Form 13715 through contact with the

partner)
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Note: Partners must know available site and appointment information
on IRS.gov. If the site coordinator’s information includes a
personal residence, due to security risks, partners must follow
established security guidelines to safeguard personally identifi-
able information (PII).

(5) When using Form 13715 or alternative document, a partner, site coordinator, or
SPEC employee must update the site information. If a new site:

a. Complete a new form or alternative document
b. Input the latest information into SPECTRM
c. Supply the document to the TM or designee for approval
d. Mark the box Open for [applicable year] as “Yes” in SPECTRM
e. Maintain a copy of the input document in a territory file (paper or elec-

tronic)

(6) For an existing site:

a. Using Form 13715 or alternative document confirms existing site informa-
tion with the partner or site coordinator

b. Make necessary changes to site information in SPECTRM if needed
c. Send the input document to the TM or designee for approval
d. Check the box Open for [applicable year] in SPECTRM
e. Maintain a copy of the input document (paper or electronic) in territory file

(7) For site information updates/changes during the filing season:

a. Update the input document with the latest information and date
b. Input the latest information into SPECTRM
c. Send the corrected input document to the TM or designee for approval
d. Maintain a copy of all input document changes in the territory file (paper

or electronic)

Note: If a site marked open for [applicable year] does not open, change
the box Open for [applicable year] to “No,” in SPECTRM to signify
the site is not active for the current filing season. If a site marked
open for [applicable year] closes early/unexpectedly, do not change
the box to “No,” in SPECTRM. Change the Close Date to match
the date the site closed.

(8) Employees must update SPECTRM as they receive Form 13715 or alternative
documents. For sites that open on or before February 1 of the current year,
input documents and mark Open for [the applicable year] as “Yes”, in
SPECTRM, no later than January 15.

(9) Secure site information to complete the data for any site days, hours, and site
location of operation unknown by January 15.

(10) Territories must make all updates/corrections to site information at once, but no
later than three (3) business days after receipt.

(11) TM must confirm the accuracy of the information in SPECTRM by signing
(approving) the Form 13715 or alternative document and marking the box
Open for [applicable year] as “Yes,” in SPECTRM to signify the site as active
for the current filing season.
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(12) SPEC Territory offices must keep all input documents and any attachments
(such as SPECTRM site information prints) until December 31st of the appli-
cable tax year. After December 31st, follow procedures for proper disposal of
sensitive information.

(13) AARP does not use Form 13715. SPEC receives AARP Tax Aide site informa-
tion directly from the AARP Tax Aide National Office and transfers it into
SPECTRM.

(14) AARP has responsibility for the accuracy of its site information. If AARP sites
require corrections, the RM must notify the correct local AARP representative.
Territories must elevate continuous discrepancies with AARP site information
through the FS&A office to the SPEC HQ AARP National Relationship Manager
for resolution.

22.30.1.8.15.3.2
(10-01-2017)
SPECTRM Sites Module
Validation

(1) SPEC uses the information in SPECTRM for many purposes, such as
measures, site statistics, populating SERP for toll-free research, IRS.gov,
volunteer tax preparation software and equipment ordering. Correct information
is important for these uses. Employees must confirm the following data after
October 1st, and no later than January 15th, for the filing season.

(2) Sites open to the public appear on the SERP VITA/TCE/AARP Site Search
page if accurately reflected in SPECTRM. The Site Search page only displays
sites currently open or opening in the following three (3) weeks of executing a
search. Near the beginning of the fiscal year, for all open non-AARP sites for
the prior tax year, change the data field “Open for XXXX” from “Yes” to “No.”
AARP updates its sites with a data extract.

(3) For sites opened to the public after September 30th, SPECTRM updates to
reflect the site as still open. Indicate “Yes” “Open for 20XX” (XX equals the
upcoming filling season) in SPECTRM, so the site information populates to the
SERP Site Search webpage, and the VITA Site Locator.” Complete this action
by October 25 of the current year.

(4) Only the TM or their designee may mark a site as open. If the site has already
closed, no action is necessary. This action impacts sites open to the public
between October 1st and December 31st, so information is readily available for
the SERP Site Search webpage, and the VITA Site Locator. Site information
posted to the VITA Site Locator on IRS.gov must be correct.

(5) Verify site operation information before changing the “Open for 20XX” (XX
equals the upcoming filing season) box to “Yes.” Ensure SPECTRM correctly
reflects all non-AARP site information in SPECTRM no later than February
15th for inclusion in the official site count.

(6) Record all site information in SPECTRM to show service available during the
year. Territories must secure site information from partners for recordation in
SPECTRM. If a site is an appointment-only site, it must include the phone
number and/or appointment URL.

(7) SPEC staff must use SIDN unique identifier to identify the volunteer tax prepa-
ration site. They appear in the paid preparer’s Social Security number field on
paper returns and in the PTIN field on e-filed returns prepared at the volunteer
sites. The SIDN must appear on all paper and e-filed returns.
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(8) SPEC measures depend on correct site/partner linkages. Sites not linked to a
partner site are direct sites.

(9) Once the Grant Program Office announces its new VITA Grant partners, territo-
ries must update the sites to reflect the proper VITA Grant designation and
VITA Grant’s partner. Territories must review their site designations and remove
any reference to the VITA grant if the partner/site is not part of the current
grant period.

(10) It is important that the program type is correct. When adding a new site to
SPECTRM, the SIDN is determined based on the program type selected.
However, some sites move between programs and elect to keep their SIDN.
By changing the program type only, the site can keep the same SIDN through-
out their relationship with IRS. SPEC reports the number and location of VITA,
Military VITA, VITA Grant, AARP, TCE Non-AARP, or co-located sites by
program type. SPECTRM must show the correct information for the following
program fields: SPEC production results, software orders and equipment
orders, etc. See the SPECTRM training manual for a description of each
program type.

(11) The license agreement between IRS and the software vendor is a site license
agreement. SPEC defines a site as a physical location. As the volunteer e-file
program continues to grow, SPEC finds itself needing more funding. To support
funding requests, SPEC needs correct data. To accurately project product
needs and license requirements, SPEC needs an exact count of all the
products it provides.

(12) Enter the civil rights indicator for each SPECTRM partner in the Partners
Module in SPECTRM by January 15th. Complete the following two fields to
complete the Title VI information section in SPECTRM for each partner:

• Yes - partner has a civil rights requirement (receives federal funding) or
No - partner does not have a civil rights requirement (does not receive
federal funding)

• The effective date of the Title VI

(13) Form 14099, SPEC Partner/Site FEAB Assessment Tool, aids the RM in
finding the FEAB services offered, and to assess the Engagement Activity of
the partner/site locations. Employees must assess all non-AARP partners and
sites listed in the partner and site module and capture the information in
SPECTRM. Link each partner to the correct national partner and sites to their
Primary and Secondary partner (if a grant related site).

22.30.1.8.15.3.3
(09-04-2020)
SPECTRM Annual
Review

(1) FS&A analysts perform a sample review on the data of one (1) percent of the
active sites in SPECTRM. This sample review confirms the accuracy of the
information posted to the VITA Locator and SERP.

(2) FS&A analysts randomly select the sites for the review. Analysts select sites
based on the proportion of walk-in and appointment only sites in the area. For
example, if an area reviews 115 sites and 55 percent of the sites in the area
identify as appointment only sites, then the analyst must review sixty (63) of
the by appointment only sites and fifty-two (52) walk-in sites.

Note: The prior year site counts decide the number of sites reviewed. For example,
the reviewer must use the number of site counts from the prior filing season
to decide the number of site counts for the current filing season.
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(3) FS&A analysts review Form 13715, Volunteer Site Information Sheet, for each
non-AARP site included in the review.

(4) FS&A analysts compare the site information from the AARP website to the in-
formation in SPECTRM. The analyst documents their findings/actions in a
Word document (including a screen shot of the site information from AARP’s
website), pulls a copy of the Form 13715 from SPECTRM, and keeps this
documentation (in paper or electronically), per the current Form 13715 guide-
lines (until the end of the year).

(5) The review includes test calls to appointment only sites.

(6) FS&A performs this review annually, by March 15th.

(7) For required corrections to SPECTRM information:

• VITA/TCE Non-AARP - The FS&A analyst must inform the applicable
territory office of the necessary changes. Territory offices must correct
the data in SPECTRM at once

• AARP - The FS&A analyst must notify the territory office of the discrep-
ancies. The territory office must work with the AARP site’s primary
contact to correct the information. If the territory confirms AARP has
corrected the site information in the AARP database system, and it has
not updated in SPECTRM, the territory sends the discrepancies to the
SPECTRM Help Desk for resolution

(8) Report all SPECTRM and SERP VITA/TCE/AARP Site Search problems to
PS&A through the SPECTRM Help Desk.

(9) The FS&A analyst must send results of the reviews to the PS SPECTRM
analyst by April 1st.

(10) PS prepares an accuracy report of the review by May 1st.

22.30.1.8.15.4
(10-01-2017)
SPECTRM Equipment
Module

(1) The Equipment Module in SPECTRM supplies inventory information for
tracking equipment used in the VITA and TCE programs. Employees place
orders for laptops from the VITA and TCE Depot.

(2) Link all equipment on loan to a contact and partner. Employees may link
equipment to a site also. This information flows to information shared with End
User Equipment and Services for update of KISAM (Knowledge, Incident/
Problem Service, and Asset Management).

(3) The equipment module allows SPEC to meet the required annual inventory
certification for KISAM.

(4) Control all computers and printers used to support the VITA and TCE volunteer
return preparation effort in SPECTRM.

(5) The system allows for linking equipment to the contact information recorded in
SPECTRM ending the need to keep separate systems with similar data. While
equipment is on loan, it must reflect the correct contact and partner information
allowing SPEC to easily find the equipment if needed. Users may link the
equipment to a site. Although not needed, linking equipment to a site allows an
employee to assess the site’s productivity in relationship to the equipment.
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(6) The system supports for electronic generation of the Property Loan Agreement
(PLA). When the user receives the assigned equipment, the user may print the
PLA for that session. Subsequent loans of other equipment generate a
different loan agreement.

(7) The system allows the reprint of a PLA.

22.30.1.8.15.4.1
(10-03-2022)
Executive Order 13166,
Improving Access to
Services for Persons
with Limited English
Proficiency (LEP) and
Return Preparation
Service

(1) Federal agencies and recipients of federal financial aid must provide meaning-
ful access to services to LEP persons, per Executive Order 13166, Improving
Access to Services for Persons with Limited English Proficiency (LEP). For
more information about EO 13166 and the IRS definition of LEP, see IRM 22.
31, Multilingual Initiatives.

(2) The IRS commits to supply top-quality service to each taxpayer, including
those who lack a full command of the English language. SPEC leverages
existing partners to fully use available resources and expand services to LEP
taxpayers.

(3) SPEC supplies services to Limited English Proficiency (LEP) taxpayers, who
represent a cross-section of lower-income and underserved taxpayers.

(4) Partnerships sets-up with LEP-based community organizations offer significant
growth opportunities for SPEC to meet LEP taxpayer needs.

(5) The SPEC Territory offices must confirm and monitor SPECTRM data to
ensure accuracy within all modules. See IRM 22.30.1.8.15, SPEC Total Rela-
tionship Management (SPECTRM) and Form 13715, Volunteer Site Information
Sheet, for more information.

(6) SPEC shares information in SPECTRM with the Servicewide Electronic
Research Program (SERP), using IRS toll-free assistors to inform the public of
available locations, times, and special aid available at sites open to the public.

(7) If a partner site offers services in languages other than English, enter the
languages offered into the site module.

(8) Resources:

• LEP.gov
• IRM 22.31.1, Multilingual Initiative, IRS Language Services
• IRM 22.31.1.1.2, Authority
• Civil Rights Advisory 14-16 Providing language access to taxpayers with

limited English proficiency
• LEP Commonly Asked Questions
• LEP Policy Guidance for Treasury Recipients
• DHS I Speak Booklet (lep.gov)

22.30.1.8.15.5
(11-18-2021)
SPECTRM Production
Module

(1) The Production Module holds two forms:

a. Form 13206, Volunteer Assistance Summary Report - Used to input
volunteer counts

b. Form 13315 module in SPECTRM
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22.30.1.8.15.6
(10-01-2011)
SPECTRM Tax Software
Orders Module

(1) The Tax Software Orders module supports electronic generation of a “real-
time” inventory of software by territory and by area.

(2) The module builds from the information contained in the Sites and Contacts
Modules. Before placing an order, the territory or area must add the site in the
Site module and list it as an e-file site. The site name, address, program type,
SIDN, EFIN and transmitting EFIN populates from the Sites module.

(3) Any changes to site information require deletion of the existing software order
and creation of a new software order.

(4) The Contacts module populates the shipping address, shipping name, phone
number, and email address. The requestor must supply a correct email
address for the software order. The software vendor loads this email address
into its group code to supply shipping and update information to the site. Do
not use the IRS SPEC RM’s email address unless the individual is the site
manager.

(5) The territory offices must ensure the accuracy of all software orders input into
SPECTRM.

22.30.1.9
(09-10-2018)
Volunteer Programs:
Security, Equipment,
Software and Products

(1) In support of return preparation activities, SPEC may supply equipment
(computers and printers), tax return preparation software and products to
partners for electronic filing of returns. By supplying these resources, SPEC is
supporting the IRS goals concerning electronic filing and supplying tools for
our partners that improve the quality of the returns filed. This service helps
customers served by the program by making refunds available sooner. Due to
limited resources, SPEC must make wise business decisions on where they
place these resources. Because the use of this technology concentrates a
large amount of sensitive information into electronic records, it adds responsi-
bilities to our partners and volunteers to ensure both the physical and
electronic protection of this data.

22.30.1.9.1
(03-02-2023)
Privacy, Confidentiality
and Civil Rights – A
Public Trust

(1) Pub 4299, Privacy, Confidentiality, and Civil Rights - A Public Trust, serves as
the central guidance covering privacy, confidentiality, and security of all infor-
mation received at VITA and TCE sites. To ensure program integrity and supply
reasonable protection of information provided by the taxpayers serviced
through the VITA and TCE program. Partners and volunteers adhere to the
strictest standards of ethical conduct and follow the key principles listed below:

• Partners and volunteers must keep confidential the information obtained
for tax return preparation

• Partners and volunteers must protect physical and electronic data
gathered for tax return preparation both during and after the filing
season

• Partners using or sharing taxpayer data for purposes other than current,
prior, or later year tax return preparation must secure the taxpayer’s
consent to use or show their data

• Partners and volunteers must remove taxpayer information stored on
computers (both IRS loaned, and partner owned) after completing all
filing season tax return preparation activities

• Partners and site coordinators must keep confidential all personal
volunteer information

Stakeholder Partnerships, Education
and Communication 22.30.1 page 141

Cat. No. 36870C (09-08-2023) Internal Revenue Manual 22.30.1.9.1



(2) Form 13533, VITA/TCE Sponsor Agreement, reiterates the key principles of
privacy and confidentiality found in the Pub 4299. By signing this agreement,
the sponsor agrees to the standards of conduct, privacy, and confidentiality key
principles. The local SPEC Territory office keeps the signed form. The IRS may
end this agreement, at once, for disreputable conduct that could affect
taxpayers’ confidence in any VITA and TCE program run by the partner or the
partner’s coalition members.

(3) Other SPEC products that address privacy, confidentiality, and security include:

• Pub 1101, Application Package and Guidelines for Managing a TCE
Program

• Pub 4491, VITA/TCE Training Guide
• Pub 4671, Helping you Help Others VITA Grant Program Overview and

Application Instructions
• Link & Learn Taxes (LLT)
• Pub 4473, Computer Loan Program - Welcome Package

(4) More IRS resources supply help for ensuring privacy, confidentiality and
security include:

• Pub 1345, Handbook for Authorized IRS e-file Providers of Individual
Income Tax Returns

• Pub 4557, Safeguarding Taxpayer Data- A Guide for Your Business
• Pub 5683, VITA/TCE Handbook for Partners and Site Coordinators

22.30.1.9.1.1
(09-04-2020)
Territory
Responsibilities

(1) When finding new partners, territories must discuss the privacy, confidentiality,
civil rights, and security requirements of the program to ensure new partners
understand their responsibilities. Using Pub 4299, Privacy, Confidentiality and
Civil Rights- A Public Trust, as the basis for this discussion, the territory must
walk partners through the key principles. SPEC gives general guidelines and
does not specify how to carry out each aspect to allow maximum flexibility for
the partner in designing their site operations and security processes.

(2) Once the partner agrees to the expectations in Pub 4299 the RM must ask for
and keep a Form 13533, VITA/TCE Partner Sponsor Agreement, for each new
partner. Partners must complete new sponsor agreements annually.

(3) AARP must sign Form 13533, VITA/TCE Partner Sponsor Agreement, at their
national level. The AARP RM in NP keeps the agreement.

(4) The Armed Forces Tax Council (AFTC) must sign the Form 13533, VITA/TCE
Partner Sponsor Agreement, for all military branches. The Military Relationship
Manager in NP keeps the agreement.

(5) National partners must sign a Memorandum of Understanding (MOA) with
SPEC. NP communicates this requirement and secures all MOUs. Some
MOUs state that NP must secure Form 13533, VITA/TCE Partner Sponsor
Agreement, at the national level. If required, NP informs FS&A and the territory
that NP keeps the sponsor agreement.
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22.30.1.9.1.2
(03-02-2023)
Helping Partners Assess
Risk and Develop a
Security Plan to Protect
Information

(1) Territories must inform all partners of the requirement that all VITA/TCE sites,
except FSA remote sites, prepare an annual security plan to safeguard
taxpayer data. Sites can use Form 15272, VITA/TCE Security Plan, or similar
document which capture the same information to meet this requirement. The
security plan has two sections:
Section I - Security Requirement
Section II - Virtual VITA/TCE Process

• All sites must complete Section I (Security Requirements) which
supplies information on the procedures the site uses to help ensure the
security of taxpayer information

• Any site using a virtual process must also complete Section II (Virtual
VITA/TCE Process) which must outline the entire virtual model the site
uses to aid taxpayers. For more information on the virtual models see
Pub 5450, VITA/TCE Site Operations

• All sites must provide a security plan annually. However, if there are no
changes from the prior year the partner can resign and date the current
Form 15272.

• All sites must complete a new Form 15272 if the site process, type of
virtual model, site location, assigned partner or coordinator changes.

(2) All partners must approve the security plan. The site coordinator must sign the
form and send the form to their SPEC TM (or local SPEC designee) prior to
opening of the site but no later than December 31st.

(3) The territory office must review the site’s security plan to validate the virtual
processes used by the site are explained in detail. If the plan is incomplete or
the information is questionable, the RM should request clarification and make
the necessary corrections to the form, or the partner must resubmit a corrected
security plan.

(4) The RM and the TM or the TM’s designee must sign the Form15272 acknowl-
edging approval of the security plan.

(5) The territory office must record the approval date of the security plan in
SPECTRM by taking the following actions:

• Go to the Site Profile section in the SPECTRM Sites module
• Choose Add/Change under the site profile category 13715 Details
• Select VITA/TCE Security Plan
• Add a comment to the selected category VITA/TCE Security Plan site

profile item
• Enter the date SPEC TM (or local SPEC designee) approved the

security plan by using the date format MM/DD/YYYY

(6) The territory office must provide a signed copy of the security plan to the site
coordinator. Both the territory and the site must keep a copy (physical or elec-
tronic) of the approved security plan.

(7) The Electronic Tax Administration developed Pub 4557, Safeguarding Taxpayer
Data: A Guide for Your Business, to help businesses understand their responsi-
bilities around the protection of taxpayer data. Although this publication
supplies information for businesses, many of the aspects discussed aid the
volunteer partner in ensuring they address security.
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(8) Territories must become familiar with Pub 4299, Privacy Confidentiality,
Security, and Civil Rights - A Public Trust, and Pub 4557, Safeguarding
Taxpayer Data: A Guide for Your Business, to help partners if questions arise
about certain practices. Security controls needed include:

a. Locking doors to restrict access to paper or electronic files
b. Requiring passwords to restrict access to computer files
c. Encrypting electronically stored taxpayer data
d. Keeping a backup of electronic data for recovery purposes
e. Shredding paper with taxpayer information before throwing it in the trash

In addition, Pub 4557, Safeguarding Taxpayer Data: A Guide for Your
Business, contains a complete list of items, references, and best practices to
safeguard taxpayer data.

22.30.1.9.1.3
(09-04-2020)
Privacy Act
Requirements

(1) SPEC employees must adhere to the Privacy Act of 1974. Privacy Act - 5 USC
552a safeguards against invasion of personal privacy through misuse of
records by federal agencies. The Act balances the individual’s personal privacy
interest against the government’s need to collect and keep information about
individuals.

(2) Territories must issue a Privacy Act notice to everyone they ask to supply infor-
mation, on the form used to collect the information or on a separate form kept
by the individual. This notice is a statutory requirement, whether the individual
supplying the information is an employee or a potential volunteer. It applies to
any request for such information, either in writing, verbal, in an electronic ques-
tionnaire, or in a formatted email solicitation. Any forms, publications, or
documents with a primary or secondary purpose of collecting data on individu-
als must include the privacy statement.

(3) The Privacy Act applies to all records kept by TIGTA that hold information
about an individual and stored in a system of records, i.e., records retrieved by
some finding characteristic of the individual, e.g., name, Social Security
number, type of coding, etc.)

(4) Terms and definitions that relate to the Privacy Act:

Definitions

Term Definition

Record Any item, collection, or grouping of information about
an individual that the agency keeps and that holds that
individual’s] name, or the identifying number, symbol,
or other identifier assigned to the individual, such as a
finger or voice print or a photograph. Privacy Act- 5
USC 552a (a) (4).
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Term Definition

Individual A citizen of the United States or an alien lawfully
admitted for permanent residence. Privacy Act - 5
USC 552a (a) (2). The Privacy Act does not apply to
information about entities (i.e., corporations or partner-
ships) and does not safeguard the privacy of
deceased individuals. Corporations, partnerships,
estates, organizations, and other entities, not “individu-
als,” for Privacy Act purposes. However, court opinion
decides that an individual acting in an entrepreneurial
ability (such as a sole proprietor) is an “individual” for
purposes of the Act.

Maintain Includes the retention, collection, use, and dissemina-
tion of a record. Privacy Act - 5 USC 552a (a) (3).

Routine Use An established use and authority for disclosure of in-
formation from a Privacy Act system of record without
prior written consent of the record subject previously
published in the Federal Register.

System of
Records

A group of records under the control of any agency
from which the agency retrieves by the name of the
individual or by some finding number, symbol, or other
identifier assigned to the individual. Privacy Act - 5
USC 552a (a) (5).

System of
Records
Notices

A notice published in the Federal Register for each
system of records kept by the agency.

(5) See IRM 10.5.6.2, Privacy Act General Provisions (formerly in IRM 11.3.14)
for more information.

22.30.1.9.1.3.1
(09-04-2020)
SPEC Privacy Policy

(1) The policy defines requirements for application of Privacy Act notices during
information collection relating to volunteer income tax preparation and outreach
programs.

(2) The policy applies to all SPEC employees, including detailed, temporary
employees, and interns performing work for SPEC (hereafter called
employees), whether the employee works in a government designated office,
travels, or works from home on behalf of SPEC in volunteer income tax help or
outreach programs.

(3) Many SPEC outreach and volunteer income tax aid programs collect personal
information from individuals (contacts, volunteers, and partners) for use other
than tax return preparation and processing.

(4) If an employee asks for any information from an individual for a use other than
tax return preparation and processing, and the information stays in a system of
records from which the agency retrieves based on any unique identifier of that
individual (name, SSN, location, code, etc.), the requirements of 5 USC 552a
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(e) (3) apply and the individual must receive a written statement, known as a
Privacy Act Notice, which incorporates the following elements:

• The agency authority to ask for the information and whether the furnish-
ing of the information is voluntary or mandatory

• The principal purpose and use of the information
• The routine uses of such information
• The effects on the individual, if any, of not supplying the information.

However, if an employee collects an individual’s information for tax
return preparation and processing, refer to IRM 10.5.6.4.4, The Um-
brella Approach for Tax Returns, for more information

(5) The SPECTRM database, individual information recorded on paper files and
cards filed alphabetically by individual’s names all qualify as a system of
records. To learn which systems qualify as a system of record, refer to System
of Records Notices (SORNs).

(6) SPEC employees must refer to information technology security issues found in
IRM 10.8.1, Information Technology (IT) Security, Policy and Guidance, as well
as any other IRS privacy concerns related to the safeguarding of sensitive
information.

22.30.1.9.2
(11-18-2021)
Equipment and Tax
Preparation Software for
Volunteers

(1) SPEC encourages partners self-sufficiency; however, some partners cannot
supply the technology resources needed for electronic preparation and trans-
mission of tax returns. SPEC has a core group of printers and computers
(laptops) it loans in support of the VITA and TCE program. SPEC places
equipment where it supplies the most value. Territory offices must consider
past performance, hours of access, and availability of volunteers when making
equipment allocation decisions. SPEC encourages new partners to supply their
own equipment resources; however, some hard-to-reach customer segments
need equipment upon start up.

(2) Territory offices must account for all equipment on loan. Territory offices use
the SPECTRM database to supply effective and consistent controls of
computers and printers. The Brookhaven Equipment Depot (the Depot)
controls and ships the equipment. At the end of each filing season, partners
and volunteers must return laptops to the Depot by May 15th. Territory offices
store printers in their inventory at the Territory office; partners can keep printers
in their possession.

Note: IRS employees must not use printer equipment.

(3) End User and Equipment Services (EUES) - Modernization and Information
Technology Services (MITS) controls IRS assets and supports the Depot. The
Depot manages equipment used in the VITA and TCE program. The table
below outlines the responsibilities of the Depot:
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The Depot which involves...

sets-up the laptops loading the operating system, tax
preparation software (current year
available), drivers, security
protocol, etc. and supplying com-
ponents (power and network
cables, etc.,)

packages and ships the laptops packaging and shipping the
laptops from the Depot to the
needed locations.

stores the laptops providing storage while not in use
and for new replacement laptops.

inventories the laptops controlling laptops in their pos-
session.

refreshes the laptops establishing a continuous cycle of
higher end laptops from refresh-
ment to replace lower end
laptops.

quality reviews the laptops establishing a process to review
laptops for adherence to data
deletion and software use provi-
sions.

provides customer support and
“break/fix” for loaned computers

establishing a technical support
group to answer questions and
replace broken computers. The
Depot uses Knowledge Incident
/Problem Service Asset Manage-
ment (KISAM) to control laptops
and printers. See IRM
22.30.1.9.2.6.2, Knowledge
Incident/Problem Service Asset
Management (KISAM) for more
information on KISAM.

22.30.1.9.2.1
(09-04-2020)
Headquarters
Responsibilities

(1) The assigned PS analyst must:

• Work with the Depot to share SPEC needs, ask for agreement to
proposed measures and respond to questions related to equipment

• Provide guidance for equipment orders, return of equipment and
SPECTRM equipment maintenance with the FS&A office

• Approve all equipment orders placed with the Depot
• Supply information to the assigned FS&A analysts about the Depot,

equipment, annual inventory actions, orders, problems, etc.
• Communicate changes or corrections needed in SPECTRM to the

FS&A office
• Make any changes to SPECTRM for equipment at the Depot
• Make the national purchase of printers and printer cartridges annually
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• Update equipment for volunteer’s program publications, forms and
documents as needed

22.30.1.9.2.2
(11-18-2021)
Field Support & Analysis
(FS&A) Responsibilities

(1) The assigned FS&A analyst must:

a. Ensure Territory offices promptly place and complete equipment orders
and notify the SPEC HQ analyst of any anomalies with orders and/or
shipments made to the territory or partner

b. Communicate between SPEC HQ and the territory information related to
the Depot, equipment, annual inventory actions, orders, problems etc.

c. Communicate with SPEC HQ any problems or concerns raised by the
territory, partners or volunteers about equipment, orders, use, etc.

d. Notify AD and/or the FS&A manager of problems or concerns about
equipment orders, use, etc.

e. Review equipment controls in SPECTRM against Form 13632, Property
Loan Agreement, when the territory conducts reviews

f. Ensure territories respond to SPEC HQ and FS&A requests for action
g. Ensure territories complete annual equipment certification actions and

keep documentation of completion
h. Shift equipment among the territories to achieve greatest return on in-

vestment while balancing service coverage. This includes ensuring
partners use equipment only for its intended purpose

i. Ensure the territories place and complete printer and printer cartridge
orders promptly and notify SPEC HQ of any issues

22.30.1.9.2.3
(09-08-2023)
Territory
Responsibilities

(1) The Territory offices must:

a. Decide where to place laptops (VITA and TCE non-AARP) and printers
and ensure sufficient equipment resources exist to fill these needs

Note: AARP Tax-Aide decides where to place laptops for their sites.

b. Work with the FS&A office to obtain more resources when needed and/or
share existing resources with other Territory offices when not needed

c. Ensure the use of equipment at the best level to show balance with
return on investment and service coverage

d. Ensure the use of VITA and TCE equipment to carry out the purpose of
the program

e. Place all equipment orders as requested
f. Confirm order information and delivery with SPEC partners or volunteers

to ensure correct delivery of the equipment
g. Ensure SPECTRM reflects correct contact information completion of

shipments by the Depot
h. Ensure SPECTRM always reflects the correct location of equipment
i. Verify all equipment in stock at the territory office by physical touch

annually
j. Generate a new PLA annually for all equipment stored in the territory office

to reflect the new fiscal year requirement of September 30th
k. Communicate information about the use of equipment to partners/

volunteers, such as passwords, use of equipment, etc.
l. Respond promptly to FS&A and SPEC HQ questions or concerns about

equipment
m. Secure Form 13632, Property Loan Agreement, for loaned equipment and

send information to the Depot following all Annual Certification proce-
dures. Refer to IRM 22.30.1.9.2.6, Annual Certification Procedures
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n. Secure and keep documentation on lost and/or stolen equipment
o. Ensure partners or/volunteers adhere to conditions listed on Form 13632,

Property Loan Agreement
p. Inform the assigned FS&A analyst of any problems relating to equipment,

orders, inventory, use, etc.

22.30.1.9.2.3.1
(09-04-2020)
Equipment Ordering
(Laptops)

(1) SPEC uses the SPECTRM database to create and approve laptop orders.

(2) To help improve the accuracy of information sent to the Depot, SPEC HQ and
FS&A analysts approve the laptop orders in SPECTRM.

(3) Beginning in July and ending in December, the territory creates laptop orders
in SPECTRM and balances these orders for weekly shipments. SPEC HQ
informs the areas of the maximum number of shipped orders per week at the
beginning of each ordering year.

(4) AARP Tax-Aide sends their orders through their SPEC HQ, and territories
create the orders in SPECTRM. Territories must ensure the contact information
is correct in SPECTRM.

(5) Territories distribute the log-in and password information to laptop recipients.

(6) Territories send the PLA to laptop recipients to request a signature. See IRM
22.30.1.9.2.4, Property Loan Agreement (PLA), and Form 13632, Property
Loan Agreement, for more information on the PLA.

(7) Territories secure signed PLAs from laptop recipients.

(8) SPEC HQ supplies laptop ordering guidelines to the SPEC field in June,
annually.

22.30.1.9.2.3.2
(11-18-2021)
Printer Cartridge Bulk
Order

(1) To minimize cost, SPEC purchases printer cartridges annually and in bulk for
printers used in the VITA and TCE program. The purchase occurs at the
national level through the IRS Procurement office. SPEC HQ, FS&A, and the
territories work together to coordinate ordering and acknowledging receipt of
cartridges delivered to the Territory offices.

22.30.1.9.2.4
(10-01-2017)
Form 13632, Property
Loan Agreement (PLA)

(1) The Territory must issue Form 13632, Property Loan Agreement (PLA), to vol-
unteers or partners who loan equipment for use to support volunteer electronic
tax return preparation and electronic filing.

(2) Territories keep the signed PLA received from volunteers and partners. Signed
PLAs for printers and laptops not acknowledged in SPECTRM, employees
must send them to the Depot during certification (see IRM 22.30.1.9.2.6,
Annual Certification Procedures).

(3) Territories generate PLAs from SPECTRM reports. Except in limited situations,
territories generate loan agreements outside of SPECTRM. If the territory
generates a loan agreement outside of SPECTRM, the territory must then
input it into SPECTRM at once.

(4) The Territory office must ensure SPECTRM correctly reflects the loan of
equipment, signed PLA, and return of equipment.
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22.30.1.9.2.4.1
(10-01-2017)
New Agreements

(1) Partner organizations and/or volunteers sign a new PLA when equipment
moves from one volunteer to another.

(2) When a partner or volunteer keeps control of laptops or printers beyond the
filing season, an In-Use Change Request (IUCR) in SPECTRM documents the
new expected return date. The IUCR creates a new PLA. The partner or
volunteer does not sign a new PLA if the date on the original PLA is after
October 1st of the current fiscal year. Update the PLA acceptance date with
the original signature date. File the new PLA with the original PLA. The partner
or volunteer must sign a new PLA if the date on the original PLA is before
October 1st of the current fiscal year. Update the PLA acceptance date with
the new signature date.

(3) If the partner or volunteer plans to continue in the program and keep a printer
for more than one filing season, the territory must secure a new PLA signature
on or after October 1st each year. The PLA stays in effect for one year.

(4) Partners or volunteers who keep laptops after the filing season ends to
continue filing season activities must return the laptops no later than November
1st each year. The Territory office must input an IUCR to reflect the new
expected return date. Refer to IRM 22.30.1.9.2.5.2.2, Extension for Returning
Laptops for more information.

(5) The Territory office must ensure SPECTRM correctly reflects the loan of
equipment, signed PLA, and return of equipment.

22.30.1.9.2.4.2
(10-01-2017)
Alternate Contact
Information

(1) If the equipment on loan to a partner representative moves to another partner
representative, the original representative must complete Form 13632,
Property Loan Agreement (alternate contact recipient information section) and
send the updated information to the local SPEC Territory office within 30 days.
Territory offices must input an In-Use Change Request (IUCR) to reflect the
change in partner representative when they receive a PLA with alternate
contact information. The Territory office must associate the new PLA with the
original PLA.

(2) The partner may reassign equipment to other individuals but decide to keep
central control. In this instance, the partner does not complete the PLA
alternate contact information and send to SPEC. The partner (recipient) must
keep control over the equipment and use Form 13632, Property Loan
Agreement, or other method to control the actual locations of the equipment.
SPEC understands that partners may spread equipment among their sites to
achieve maximum use. The partner representative must keep effective control
of the equipment.

(3) The Territory office must ensure SPECTRM correctly reflects the receipt and
return of the loaned agreement.

22.30.1.9.2.4.3
(10-01-2010)
Acknowledgement of
Equipment Return

(1) Territories use the signed PLA on file to acknowledge receipt of returned
equipment. After the territory verifies equipment received from a partner or
volunteer, the employee must document the receipt by signing and dating the
PLA. The territory sends a copy of the document to the recipient of equipment
for their records. The territory may discard the original document after one year
if the Depot receives all equipment covered on the agreement.
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(2) Territories must ensure SPECTRM correctly reflects the receipt and return of
loaned of equipment.

22.30.1.9.2.4.4
(10-01-2017)
Maintenance of
Agreements

(1) Territories must keep Form 13632, Property Loan Agreement (PLA), in an
active file while equipment is on loan to a partner or volunteer. Once the
partner or volunteer returns all equipment listed on the PLA or signs a new
loan agreement, the territory must place the old agreement (and related
property certification document) in an inactive file. The territory may discard
this file one year after the agreement ends. SPEC keeps all PLAs, and they
must not send it to the Depot for filing purposes.

(2) Territories must ensure SPECTRM correctly reflects the receipt of a signed
PLA and return of equipment. See IRM 22.30.1.9.2.6, Annual Certification Pro-
cedures.

22.30.1.9.2.5
(10-01-2017)
Equipment Return
Procedures

(1) Partners and volunteers must return all laptops to the Depot by May 15th,
annually. SPEC employees must encourage partners to return equipment once
filing season activities end.

(2) The territory decides whether partners and volunteers keep printers on loan or
return them to the SPEC Territory office for storage. The Territory must keep a
current year (dated on or after October 1st) Form 13632, Property Loan
Agreement, on file for printers the volunteer keeps.

22.30.1.9.2.5.1
(10-01-2011)
Communicating
Equipment Return
Procedures to Partners

(1) Territories must ensure partners and volunteers understand the equipment
return procedures and can use email to communicate with them about loaned
equipment.

22.30.1.9.2.5.1.1
(10-01-2017)
Minimum
Communication
Required to be Sent to
Partners

(1) Partners and volunteers must return laptops to the Depot when filing season
activities end, but no later than May 15th.

(2) SPEC issues Pub 4473, IRS Equipment Loan Program Welcome Package,
which tells recipients how to:

• Back-up data on the computer
• Delete data from the computer
• Request UPS return label and/or packing box
• Package equipment (including all computer components)
• Remove unnecessary items

(3) Partners and volunteers must keep and share UPS tracking information for the
return shipment with the Territory office. Territory offices must request the
tracking information from partners if not received. The territory must also ask
the partner or volunteer to send the barcodes and serial numbers for the
laptops if shipping multiple boxes.

(4) See IRM 22.30.1.9.2.5.3 Printer Return Procedures, for printers returned to the
territory or kept by the partner.
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22.30.1.9.2.5.2
(10-01-2017)
Laptop Return
Procedures

(1) Territories must work with their partners and volunteers to ensure they return
laptops to the Depot by May 15th and send tracking documentation if the
Depot does not acknowledge receipt in KISAM. This protects both SPEC and
the partner or volunteer. Partners or volunteers must send the Territory office
the United Parcel Services, UPS, shipping label information along with the date
shipped for each barcode.

(2) If the Depot did not receive the equipment, check for the return shipment in
UPS using the tracking number obtained from the partner or volunteer. If there
is no UPS tracking number found, the territory must verify the tracking number
and date of shipment with the partner or volunteer. If the partner or volunteer
has not shipped the laptop, verify the date they plan to ship it. Monitor UPS
until the Depot receives the shipment.

(3) Territories can update SPECTRM with United Postal Service at UPS tracking
numbers on equipment shipped from partner locations. Territories may develop
and keep records to track equipment shipped from the partner or volunteer to
the Depot if they decide not to use SPECTRM. This information supports a
partner’s claim of returned equipment to the Depot.

(4) Laptops stay in the territory’s inventory until the Depot scans the barcode into
KISAM. SPECTRM updates 24 hours after the Depot scans the equipment into
KISAM.

22.30.1.9.2.5.2.1
(09-04-2020)
Laptop Follow-Up
Actions

(1) Territories must review their inventory beginning on May 15th to find equipment
showing as not returned. The territory compares the SPECTRM inventory
listing to the documentation received from the partner or volunteer and to any
exceptions granted such as an extension to keep the laptop.

(2) Review the documentation and confirm UPS receipt and/or contact the partner
to discuss the Depot’s non-receipt of the equipment. Document the discussion.

(3) Ensure SPECTRM reflects the correct expected return date; if SPECTRM
reflects an expired expected return date, contact the partner or volunteer.

22.30.1.9.2.5.2.2
(10-01-2017)
Extension for Returning
Laptops

(1) Sites that continue to file electronic return after April 15th, can keep equipment
to use for electronic filing of returns. Territories must consider the number of
taxpayers expected to use the service and the number of volunteers operating
sites after April 15th. This reduces the risk of stolen equipment and provides
the partner with the needed resource.

Example: A site keeps five laptops after April 15th. One volunteer continues to
schedule appointments and prepares returns until August 15. Based on
prior experience, the site files another fifty (50) returns during this period.
The territory and partner must assess the continued need for all
equipment. In this specific example, the partner must return four laptops,
keeping only one.

(2) The Territory must update SPECTRM to reflect the agreed upon date for the
return of the laptops after May 15th. For instance, in the above example,
update SPECTRM from an expected return date of May 15th (default date) to
September 1st. Partners and volunteers must complete actions within two
weeks of site closure and return the equipment.

page 152 22.30 Wage and Investment Outreach Procedures

22.30.1.9.2.5.2 Internal Revenue Manual Cat. No. 36870C (09-08-2023)

https://www.ups.com/us/en/Home.page
https://www.ups.com/us/en/Home.page
https://www.ups.com/us/en/Home.page
https://www.ups.com/us/en/Home.page
https://www.ups.com/us/en/Home.page


(3) The Territory must create an In-Use Change Request (IUCR) to document the
extension and new expected return date in SPECTRM. If the date on the
signed and current PLA is on or after October 1st of the current fiscal year, do
not request a new signature from the partner or volunteer. However, if the date
on the PLA is before October 1st of the current fiscal year, request a new
signature from the partner or volunteer. The territory must document the
decision to extend the loan of equipment and obtain concurrence from the
FS&A office. The FS&A office defines the method territories use to obtain con-
currence but at a minimum, the documentation must include:

• Bar code and serial number of equipment
• Site name and dates of operation
• Anticipated number of returns filed
• Partner agreed upon return date
• Updated expected return date in SPECTRM

(4) The method for filing tax returns electronically expires on October 15th.
Partners and volunteers must return laptops no later than November 1st.
Although some sites may continue to offer services beyond this date, the
service of electronic filing of returns is not available.

22.30.1.9.2.5.2.3
(10-01-2017)
Data Deletion
Requirements

(1) Partners and volunteers must return computers to the Depot annually for the
update of operating and tax software for the following filing season. Most
partners and volunteers return laptops to the Depot in May and June because
site operations end on April 15th. Volunteers who use online versions of tax
preparation software may return laptops to the Depot without disk wiping them
because the software does not store data on the laptop. Volunteers who use
other versions of software (Desktop) and those who save taxpayer information,
such as lists with Personally Identifiable Information (PII) etc. on the hard
drive, must perform disk wipe actions before returning laptops to the Depot.
IRS computers include a “wipe disk” program that removes software and all
data from the computer. SPEC employees or the partner may complete this
action based on local agreement.

(2) Because the Depot performs a 100 percent disk wipe of returned computers,
SPEC does not perform a separate certification of data deletion for returned
laptops.

22.30.1.9.2.5.3
(09-08-2023)
Printer Return
Procedures

(1) Territories must update SPECTRM to show an assignment of “in stock” for
printers returned to the Territory office.

Note: Update the territory field in the SPECTRM IUCR only. An update to the
contact, partner, or site fields in the IUCR input screen categorizes the
printer as “on loan to volunteer.”

(2) Printers kept by partners must reflect an assignment of “in use” and show a
current fiscal year October 1st through June 30th Property Loan Agreement.
Update the Expected Return Date in SPECTRM to May 15th of the following
year.

Example: Fiscal year July 1, 2021 - June 30, 2022, the territory updates the
Expected Return Date in SPECTRM to May 15, 2024.
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22.30.1.9.2.5.4
(09-08-2023)
Physical Touch of
Printers in Stock at the
Territory Office

(1) Territories must verify all equipment in stock at the territory office by performing
a “physical touch” annually. The territory must generate a new PLA to reflect
the new fiscal year requirement of September 30th for all equipment stored in
the territory office. The TM must sign the PLA and acknowledge it in
SPECTRM.

22.30.1.9.2.5.5
(10-01-2017)
Broken or Obsolete
Equipment

(1) Partners and volunteers must inform the territory if equipment (printers) breaks
and plan for disposal. This frees up room for storage and gives a true account-
ing of equipment resources available for use.

(2) Partners and volunteers must return inoperable laptops to the Depot for
disposal. Instruct the partner or volunteer to use the current contractor for con-
trolled shipping, UPS. Record the tracking information for the shipment and file
the documentation for future use.

22.30.1.9.2.5.5.1
(11-18-2021)
Procedures to Dispose
of Broken or Obsolete
Printers

(1) For printers classified as broken or obsolete, the territory must input an IUCR
in SPECTRM to show disposal of the printer and transfer of the printer to the
Depot.

(2) Contact the Enterprise Service Desk (ESD) to open a ticket for printer
disposal. ESD assigns the ticket to the Depot to resolve. To ensure proper
ticket routing, notate the Depot’s group name, UNS-OSS-LM-BED, in the
comments section of the ticket for proper assignment to the Depot. The Depot
contacts the initiator to verify the address/location of the printer and sends a
UPS label and box (if needed). The Depot follows their local procedures when
they receive the printer to complete final disposition and “retire” the printer in
KISAM.

22.30.1.9.2.6
(09-04-2020)
Annual Certification
Procedures

(1) EUES (End User Equipment Services) asset certification process includes
equipment loaned in the VITA and TCE program. It is important for SPEC to
supply correct information to EUES to complete certification and ensure the
accuracy of controls over loaned equipment.

(2) The certification process requires contact with individuals, with loaned
equipment (computers and printers).

(3) The certification process begins in October. Staff must send all certification
packages to the Depot no later than three (3) weeks after the filing season
ends.

(4) The assigned FS&A analyst sends the certification packages to the Depot over
a four (4) week period beginning the week of April 15th. SPEC HQ and/or the
FS&A office develops a schedule for the territories to send their certification
packages. Territory offices may swap response due dates between territory
offices if the dates fall between the scheduled due dates. The territory offices
must communicate swaps to SPEC HQ, FS&A, and the Depot.

22.30.1.9.2.6.1
(09-04-2020)
Annual Inventory
Certification

(1) SPEC performs physical inventory certification for loaned assets. This includes
equipment SPEC distributes and/or stores. Some territory offices order laptops
then distribute them to partners; therefore, physical certification can include
laptops. The handling of laptops or printers counts as a physical touch. Territo-
ries must ensure SPECTRM shows correct information. The territory must
confirm at least one physical touch between October and June for certification.
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(2) Self-certification documentation for SPEC includes two steps:

a. Certifying the basic equipment information (type, barcode, and serial
number)

b. Certifying the information in SPECTRM is correct for each record.
Partners certify the basic equipment information through use of Form
13632, Property Loan Agreement. By signing this form, partners self-
certify the document reflects the correct information for the equipment
they receive. Partners cannot certify to the accuracy of SPECTRM
inventory, so the territory achieves this through review activities. Territo-
ries review SPECTRM records to supply certification documentation to
the Depot. The dates supplied by the territory offices is usually between
October and June of the current year to meet certification

(3) SPEC and the Depot work together to find the best process to carry out the
tasks associated with inventory certification. SPEC HQ sends guidance to the
territories annually on certification and on the documentation the Depot needs
to certify assets on loan.

22.30.1.9.2.6.1.1
(10-01-2017)
Copies of Property Loan
Agreements (PLAs)

(1) The territories must include copies of signed property loan agreements (PLA)
in the final package for all printers and laptops not assigned or acknowledged
in SPECTRM during certification.

(2) Territories must input an In-Use Change Request (IUCR) if the territory
manually creates the PLA, and it does not include a PLA number. If the
manually created PLA signature date is on or after October 1st of the current
fiscal year, do not request a new signature from the partner or volunteer. The
territory can either write the new PLA number next to the barcode on the PLA
or print the new PLA (with the number) and attach it to the original. Write on
the unsigned PLA “See attached PLA for signature” and attach the signed, un-
numbered PLA. Update SPECTRM with the PLA acceptance date.

(3) Send the final package and all attachments electronically to Depot personnel
or via UPS to the following address:

Internal Revenue Service
Attn: VITA and TCE Depot
1040 Waverly Avenue, Stop 800
Holtsville, NY 11742

22.30.1.9.2.6.1.2
(10-01-2017)
Information Needed for
Certification

(1) Territories must compare Form 13632, Property Loan Agreement, with
SPECTRM and ensure they match. At a minimum, the territory must compare
the:

• Barcode(s)
• Serial Number(s)
• Property Loan Agreement Number(s)
• Contact Name
• Signature
• Acceptance Date on SPECTRM
• Date of the signature on the Property Loan Agreement
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(2) Territories must ensure SPECTRM shows the receipt and return of the loaned
agreement. This process occurs all year, not only during annual certification.

Note: Do not secure a new PLA for laptops shipped from the Depot and printers
shipped from the SPEC Territory office before September 30th; update the
PLA acceptance date in SPECTRM to October 1st of the loan year in
question to meet certification for these assets. This is assuming the partner
or volunteer returns the computers to the Depot and printers to the SPEC
Territory office by May 15th. If users intend on keeping the equipment in their
possession after April 15th, the territory must secure a new PLA and update
the date in SPECTRM to show the expected return date. See IRM
22.30.1.9.2.5 and IRM 22.30.1.9.2.5.2.2.

22.30.1.9.2.6.1.3
(10-01-2011)
Unable to Locate
Equipment During
Certification

(1) If a Territory office cannot find an asset assigned to them in SPECTRM, follow
reporting procedures in IRM 22.30.1.9.2.8, Reporting Lost IRS Owned
Equipment and IRM 22.30.1.9.2.8.1, Documenting Lost IRS Owned Equipment.

22.30.1.9.2.6.1.4
(09-04-2020)
Final Territory Package
Set Up for Depot

(1) The final certification package for the Depot consists of:

• Signed cover memorandum from the SPEC TM to the VITA and TCE
Depot which summarizes actions taken and any concerns or problems.
List the name and contact information in case the Depot raises
questions

• Inventory spreadsheet. Include those columns required by the Depot in
correct order

Reminder: Remove the Personally Identifiable Information (PII) column.

• Signed copies of all Property Loan Agreements for printers and
computers not acknowledged in SPECTRM

• Signed document for any assets reported missing or lost

(2) Territories can adjust the response dates to the Depot to ensure sufficient time
to review and/or correct. Staff must complete and supply certification packages
to the Depot on or before the due date.

(3) The FS&A analyst must review the territory packages prior to submission to
the Depot. Send one package from each territory. Territories with multiple post
of duties can combine their information into one package.

(4) The FS&A analyst emails the final certification package to the Depot and
SPEC HQ.

22.30.1.9.2.6.2
(09-04-2020)
Knowledge
Incident/Problem Service
Asset Management
(KISAM)

(1) Knowledge Incident/Problem Service Asset Management (KISAM) controls
asset inventory for the IRS. Information Technology (IT) employees review
KISAM and ensures KISAM includes all equipment loaned to VITA and TCE
program participants. All VITA and TCE assets show in KISAM in the “9080”
Inventory Responsibility Contract. All assets both physically at the Depot and
those currently in SPEC (in the territory or with a partner or volunteer) show an
assignment of “in stock.” Assets assigned to a territory or partner show an as-
signment in the fulfillment tab and a PLA number for the asset.
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(2) SPEC aids IT in keeping effective controls over VITA and TCE equipment
through SPECTRM and annual inventory certification efforts. SPEC certification
actions begin in October and end in June.

22.30.1.9.2.6.3
(09-04-2020)
Government
Accountability Office
(GAO) Review of KISAM

(1) Each year the Government Accountability Office (GAO) reviews the IRS asset
control system to ensure it correctly reflects assets (including VITA computers
and printers) under IRS control and the location of these assets. SPEC
supports these efforts by ensuring SPECTRM controls over the equipment
used in the VITA and TCE program correctly reflect the location of each asset.
The GAO review period occurs in late July or early August following the end of
IT’s asset inventory cycle (October 1 – June 30).

(2) The review covers a sample of Category A assets in Knowledge Incident/
Problem Service Asset Management (KISAM). Category A assets include all
computers (laptops and desktops) and some high-end printers. GAO selects
the sample from KISAM, and IT must produce the asset(s). For assets not in
government space, GAO may either visit the location or request a photo of the
asset which shows the asset barcode and serial number. GAO decides which
review method to use.

(3) SPEC supports IT in all GAO reviews related to VITA assets. If GAO selects a
SPEC asset, they send notification to SPEC HQ. The assigned SPEC HQ
analyst contacts the assigned FS&A analyst. SPEC HQ, FS&A and the territory
work together to find the asset. SPEC contacts the partner and goes with GAO
on the review if they choose to conduct the review in person rather than
secure photo identification of the information needed.

22.30.1.9.2.7
(03-25-2021)
Reporting Stolen IRS
Owned Equipment

(1) Although the PLA outlines safeguarding conditions for loaned equipment, the
possibility of loss or theft exists. As a condition of IRS-loaned equipment, the
recipient of loaned equipment agrees to inform IRS at once of the theft of IRS
loaned equipment (both computers and printers), but no later than the next
business day after confirmation of the incident.

(2) The RM must obtain as much information about the stolen equipment and the
theft from the VITA and TCE program participant. Document when and how the
IRS receives notification of the theft. Refer to IRM 22.30.1.9.2.7.1, Document-
ing Stolen IRS Owned Equipment, for questions the program participant must
answer. Do not delay reporting the theft to obtain all the information. Report
what is readily available to all parties in steps (a) through (f) below within one
hour of receiving notification. To properly report stolen IRS owned equipment
(both computers and printers), the RM must take the following steps:

a. Notify the local TM at once
b. Use the Computer Security Incident Reporting Form or call 240-613-3606

to report the theft if the partner has not already done so. Report the theft
within one hour of receiving notification. Both platforms accept reports 24
hours a day/seven days a week. Supply updated information when you
receive it. Record the incident report number from Computer Security In-
cident Response Capability (CSIRC) office on Form 13747, Checklist for
Stolen Equipment. Do not report incidents of stolen/lost partner owned
equipment to CSIRC. See IRM 22.30.1.9.2.7.2, Reporting Stolen/Lost
Partner Owned Computers and IRM 22.30.1.9.2.7.3, Documenting
Stolen/Lost Partner Owned Computers
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c. Contact TIGTA (Treasury Inspector General for Tax Administration)
through their toll-free number 800-366-4484 or their local office. Do not
report incidents of stolen/lost partner owned equipment to TIGTA. See
IRM 22.30.1.9.2.7.2 Reporting Stolen Lost Partner Owned Computers
and IRM 22.30.1.9.2.7.3, Documenting Stolen Lost Partner Owned Com-
puters

d. Send an email to SPEC and CARE management to report the theft. See
the list below of offices to contact. Include the IRS barcode number, se-
rial number, make and model of equipment, and a general description of
what occurred. Send the communications to the following: Director,
CARE; Chief, CARE PM; Director, SPEC; Director, Area office (select
based on area reporting incident); Chief, PS, the PS analyst, and FS&A
analyst

e. Send an email to the Depot to report the theft. Include the IRS barcode
number, serial number, make and model of the equipment and a sum-
mary of the circumstances about the theft. Send the email to:
vitadepot@irs.gov.

f. If the territory discovers theft of a laptop and return information, they must
discuss with partners the need to send a notice to the impacted taxpayer.
The decision to provide/not supply notification is the partners; however,
Pub 4299, Privacy, Confidentiality, and Civil Rights - A Public Trust, sup-
plies guidelines for assessing risk of identity theft. If notification is neces-
sary, the notification is from the partner

22.30.1.9.2.7.1
(09-04-2020)
Documenting Stolen IRS
Owned Equipment

(1) RM must gather information from the program participant about the theft. To
help obtain the information, ask the following questions, and document the
incident:

Documenting Stolen IRS Owned Equipment

Relevant Probe or Question Required Action

What IRS equipment was stolen? Record the barcode, serial
number, manufacturer, and
model.

Was anything else stolen? Report whether the theft involved
other property.

Was this the first time IRS
equipment was stolen at this
location?

Obtain AD and Chief, PS concur-
rence to continue the loan of
equipment if equipment was
stolen more than once.

When did the theft occur? If applicable, probe to decide why
there was a lapse between the
theft and the report to IRS. The
conditions in the PLA state that
incidents must report to the IRS
at once but not later than the next
business day after confirming the
incident.
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Relevant Probe or Question Required Action

When was it reported to the local
police or federal police?

Request a copy of the local police
report or federal police report
(mandatory) depending on the
location from which the
equipment was stolen. Include a
copy of the report in the docu-
mentation package. Staff must
review and report to decide if the
facts presented by the partner or
volunteer match the report from
the authorities. Note any discrep-
ancies in the documentation
package. Document the circum-
stances on the package if the
partner or volunteer does not
supply a police report. For
example, the police department
refuses to take a report because
there is no evidence of a theft, or
the report of a theft would create
a false report.

Who was responsible for the
equipment?

Include a copy of the PLA as an
attachment to the assessment
memorandum if the equipment
was on loan at the time of theft.

Where was the IRS equipment
when it was stolen?

Obtain the physical address of
the equipment along with its
actual location within the address.
For example, a residence,
business, community center,
library, or parking lot. Probe to
ask whether the equipment was
in a locked cabinet, locked room,
limited access location, out on a
desk or table, in a closet, trunk of
car, back seat of vehicle,
personal residence, within sight of
windows or doors, or stored in
the computer bag.

Were passwords needed to
access information on the
computer?

For equipment shipped to
program participants after August
21, 2006, the Depot loads a disk
encryption product on the laptops
which protects the entire hard
drive. Program participants must
set the passwords on the tax
preparation software during initial
set up.
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Relevant Probe or Question Required Action

Were the assigned passwords
compromised?

Probe to decide if the partner or
volunteer wrote the passwords
down and attached them to the
computer or placed them in the
bag with the computer.

What other security measures are
in place to protect the
equipment?

Probe for specific details. For
instance, if the partner or
volunteer claims the equipment
was in a locked cabinet at the
time of the theft, find out how
many people have keys and
where they keep them.

What data was present on the
computer?

Decide how many taxpayer infor-
mation records include data.
Returns prepared using the IRS
supplied software including disk
encryption products which
protects the entire hard drive.

If data was present, was it
encrypted?

For laptops shipped from the
Depot after August 21, 2006, the
Depot loads a disk encryption
product on the laptops which
protects the entire hard drive. Ask
if the partner added other encryp-
tion or security features.

Note: When responding to the
CSIRC question about
whether Sensitive but Un-
classified (SBU) or
Personally Identifiable In-
formation (PII) was
present, respond “yes” if
any return data is present.
IRC 6103 defines this type
of data as PII not SBU.

Were there any paper documents
or disks (flash drives, or CDs) in
the computer or in the computer
bag?

What information was present at
the time of the theft? Was it
encrypted? For backups done
within the IRS provided software
to transfer information to the
transmitting computer, the tax
preparation software the IRS
supplies encrypts the files. Other
copies of information (un-
encrypted).
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Relevant Probe or Question Required Action

If taxpayer information was
present, does the partner plan to
notify the individuals whose infor-
mation was compromised?

Explain the risks of identity theft
and encourage the partner to
send notification to the individu-
als. The notification must come
from the partner.

(2) The RM must prepare a documentation package for the stolen equipment.
Include a memorandum from the TM through the AD to the Chief, PS. The RM
must complete the package within ten (10) business days of the incident report
date. Send an interim documentation package to SPEC HQ with the informa-
tion available and date of completion of the package if the Territory does not
obtain all the documentation within ten (10) business days.

(3) The territory must:

a. Include the answers to the questions in the Information Gathering
Process in the memorandum and address all items on the Form 13747,
Checklist for Stolen Equipment

b. Include any attachments in the package (e.g., PLA and police report) and
Form 13747, Checklist for Stolen Equipment

c. Complete Side 1 of Form 13747, Checklist for Stolen Equipment, to
ensure the package includes all actions taken. The Territory must include
detailed explanations in the memorandum or in an attachment to the
memorandum

d. Keep a copy of the package with equipment records in the local territory

Note: SPECTRM automatically updates when the Depot updates KISAM.

(4) The FS&A office must review the interim or completed documentation package
for territory compliance as noted in two and three above and send the package
to SPEC HQ within two (2) business days. Comments must include the territo-
ry’s recommendation to continue or stop the loan of equipment. If the partner
has multiple thefts in two or more years, the AD and Chief, PS must concur to
continue the loan of equipment to the partner or volunteer.

(5) The assigned PS analyst reviews the package for completeness and shares it
with Chief, PS, Director, SPEC, and the VITA and TCE Depot. The HQ analyst
places the documentation package on SPEC’s Executive Share Point site. The
analyst supplies this information in briefings, responses to Business Systems
Security Office (BSSO), and Mission Assurance, when asked.

22.30.1.9.2.7.2
(03-25-2021)
Reporting Stolen or Lost
Partner Owned
Computers

(1) Partners must let the IRS know at once, but no later than the next business
day after confirmation of a partner owned computer theft or loss. To ensure
proper reporting of stolen or lost partner owned computers, the RM must
obtain as much information as possible about the stolen or lost equipment and
the theft or loss from the partner or volunteer. The RM must document when
and how IRS receives notification of the theft or loss. Refer to IRM
22.30.1.9.2.7.3, Documenting Stolen or Lost Partner Owned Computers, to
ensure the partner or volunteer answers all questions. Report what is readily
available to the TM within one hour of receiving notification. Send an email to
the Director, CARE, Chief, CARE PM, Director, SPEC, AD (select based on
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area reporting theft/loss), Chief, PS, FS&A analyst, and PS equipment analyst
to report the theft or loss. The email must Include the following:

• Serial number
• Make
• Model of computer
• Description of what occurred
• Taxpayer data at risk (include number of records)
• Confirmation of computer encryption (State If not encrypted)
• Password strength (Did the computer have a strong password?)

Describe the password makeup
• Notify taxpayers of theft/loss (if notified, method used)

Note: Do not report incidents of stolen/lost partner owned equipment to CSIRC,
TIGTA or the VITA Depot.

22.30.1.9.2.7.3
(09-04-2020)
Documenting Stolen or
Lost Partner Owned
Computers

(1) RM must document the theft or loss of partner owned computers.

(2) To help obtain the information, ask the following questions, and document the
theft or loss:

• What equipment was stolen or lost? Record serial number, manufac-
turer, and model

• Was anything else stolen/lost?
• When did the theft/loss occur?
• When was it reported to the local or federal police?
• Where was the partner owned equipment when it was stolen or lost?

Obtain the physical address of the equipment along with its actual
location within the address. For example, a residence, business,
community center, library, or parking lot. Probe to decide if the
equipment was in a locked cabinet, locked room, limited access
location, out on a desk or table, in a closet, trunk of car, back seat of
vehicle, personal residence, within sight of windows or doors, or stored
in the computer bag.

• Were passwords needed to access information on the computer?
• Were the assigned passwords compromised? Did the partner or

volunteer write the password and attach it to the computer or place it in
the bag with the computer?

• What other security measures currently in place to protect the
equipment? Probe for specific details. For instance, if the partner or
volunteer claims the equipment was in a locked cabinet at the time of
the theft, find out how many people have keys and where they keep
them

• What data was present on the computer at the time of the loss or theft?
Decide how many taxpayer information records include data

• If data was present, was it encrypted? The tax software the IRS
supplies encrypts data on tax returns

• Were there any paper documents or disks (flash drives, floppies, or
CDs) in the computer or in the computer bag? What information was
present at the time of the loss of theft? Was it encrypted? For backups
done within the IRS supplied software to transfer information to the
transmitting computer, the tax software the IRS supplies encrypts the
files. Other copies of information (un-encrypted)
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• Does the partner plan to notify the individuals, whose information was
compromised, if the taxpayer’s information was present? Explain the
risks of identity theft and encourage the partner to send notification to
the individuals. The notification must come from the partner

(3) The Territory must complete and send the documentation package to the
FS&A analyst for review within ten days. The FS&A analyst reviews the
completed documentation package for compliance and sends it to SPEC HQ in
two business days.

Note: Do not send stolen or lost partner documentation packages to the VITA
Depot.

22.30.1.9.2.8
(03-25-2021)
Reporting Lost IRS
Owned Equipment

(1) SPEC employees must keep effective controls on equipment loaned to volun-
teers or partners in support of electronic filing. As a condition of IRS-loaned
equipment, the recipient of loaned equipment agrees to notify the IRS at once
of a loss of loaned equipment (computers and printers), but no later than the
next business day after confirmation of the incident.

Note: SPEC employees must treat missing equipment under partner or volunteer
control as a theft. RM must follow instructions for stolen equipment.

(2) SPEC employees must follow the steps below to report incidents of lost
equipment while on loan to partners or volunteers. In rare instances,
equipment may get lost while in stock at an IRS office location. The territory
office must follow the steps below for unable to find assets:

Reporting Lost Equipment

1) SPEC employees must complete all actions on Side 2 of Form
13747, Checklist for Lost Equipment. The territory uses the Com-
puter Security Incident Reporting Form or call 240-613-3606 to report
the loss if the partner or volunteer has not already done so. Report the
loss within one hour of receiving notification. Both platforms accept
reports 24 hours a day, 7-days a week. Supply updated information as
you receive it. Record the incident report number from CSIRC on Form
13747, Checklist for Lost Equipment.

2) Contact TIGTA, Office of Investigations through their toll-free
number 800-366-4484 or their local office. Do not report incidents of
lost partner owned equipment to TIGTA. See IRM 22.30.1.9.2.7.2,
Reporting Stolen or Lost Partner Owned Computers and IRM
22.30.1.9.2.7.3, Documenting Stolen or Lost Partner Owned
Computers.
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1) SPEC employees must complete all actions on Side 2 of Form
13747, Checklist for Lost Equipment. The territory uses the Com-
puter Security Incident Reporting Form or call 240-613-3606 to report
the loss if the partner or volunteer has not already done so. Report the
loss within one hour of receiving notification. Both platforms accept
reports 24 hours a day, 7-days a week. Supply updated information as
you receive it. Record the incident report number from CSIRC on Form
13747, Checklist for Lost Equipment.

3) Send an email to SPEC and CARE management to report the lost
equipment. The email must include the IRS barcode number, serial
number, make and model of equipment and an explanation pertaining
to the loss. Send the communication to the following:
• Director, CARE
• Chief, CARE PM
• Director, SPEC
• Director, Area office (select based on area reporting incident)
• Chief, PS
• Analyst, PS
• Analyst, FS&A

4) Send an email to notify the Depot of the lost equipment through
the manager. The email must include the IRS barcode number, serial
number, make and model of the equipment and a general description
of the loss. The Depot email address:VITADepot@irs.gov. The Depot
manages the inventory of all equipment, both printers and computers,
on KISAM (Information Technology Asset Management System).

5) The Territory office must keep a copy of all documentation of lost
equipment as described in the following IRM section.

22.30.1.9.2.8.1
(09-04-2020)
Documenting Lost IRS
Owned Equipment

(1) Staff must document the loss of IRS owned equipment by completing Form
13747, Checklist for Stolen Equipment. The checklist must include any other
information on a separate page and attach it to the forms. Suggested
questions for information include:

Documenting Lost Equipment

1) What IRS equipment is lost? Record barcode, serial number,
manufacturer, and model.

2) Where was the equipment last seen? Include the address where
the equipment is stored. Supply specific information about the
location and how equipment is stored, e.g., cabinet, room, etc.

3) What type of security does this location have? Is the building
limited access? Does everyone who enter/exit subject to checks of
property cards?

4) Is anything else missing? Report whether other property is missing.

5) Is this the first time IRS equipment went missing from this
location?

6) When did the Territory first realize equipment might be lost?

7) Who is responsible for the equipment?

page 164 22.30 Wage and Investment Outreach Procedures

22.30.1.9.2.8.1 Internal Revenue Manual Cat. No. 36870C (09-08-2023)

https://www.csirc.web.irs.gov/incident/
https://www.csirc.web.irs.gov/incident/
VITADepot@irs.gov


1) What IRS equipment is lost? Record barcode, serial number,
manufacturer, and model.

8) Are passwords needed to access information on the computer?
The Depot loads a disk encryption product on loaned laptops which
protects the hard drive. The encryption uses a password at the
operation system entry level. Program participants must set the
passwords on the tax preparation software during first set up.

9) Were the assigned passwords compromised, such as written down
and attached to the computer or placed in the computer bag?

10) What security measures are in place at the site to protect the
equipment? Include items such as the number of people with keys to
access the controlled space.

11) Was data present on the computer? If data is present, decide
what information was present.

12) If data was present, was it encrypted? The Depot loads a disk
encryption product on laptops which protects the entire hard drive.

Note: When responding to the CSIRC question about whether
Sensitive but Unclassified (SBU) or Personally Identifiable In-
formation (PII) is present, respond yes. IRC 6103 defines this
type of data as PII not SBU.

13) Were there any paper documents or disks (flash drives, or CDs)
in the computer or in the computer bag?

14) Prepare a documentation package to include Form 13747,
Checklist for Stolen Equipment from the TM through the AD to the
Chief, PS. The territory must complete this package within 10
business days of the incident report date. The SPEC employee must
send an interim document package to SPEC HQ with the information
available and estimated date of completion of the final package if they
do not obtain all the documentation within 10 business days.

15) Update SPECTRM to reflect the loss of the equipment.

16) The FS&A office must review the interim or completed documen-
tation package for compliance and forward to SPEC HQ within two
business days. The Area office must show whether the territory stores
equipment correctly and supply an action plan if not correct.

17) The SPEC HQ analyst reviews the package for completeness,
shares it with the Chief, PS, and places it on SPEC’s Executive
Share Point site. The analyst supplies this information in briefings,
responses to BSSO, and Mission Assurance, when asked.

22.30.1.9.2.9
(09-04-2020)
Found Equipment

(1) If someone finds a piece of equipment, previously reported as stolen, the RM
must:
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a. Prepare a memorandum from the TM to the Depot manager to inform
them of the found equipment and ask for an update of the equipment on
KISAM to transfer the equipment to the territory’s control. Include in the
memorandum the barcode, serial number, model and make of the
equipment

b. Monitor to ensure the Depot completes these actions. Update SPECTRM
with the actual location of the equipment. Send an email to SPEC HQ to
“undelete” the record, if needed

c. Keep a copy of the request in the equipment files at the Territory office
d. Notify PS through the FS&A office of the found equipment. The PS

analyst updates stolen or lost records in SPEC HQ

22.30.1.9.2.10
(10-01-2017)
Barcode Change

(1) It is important that all assets have a readable barcode label. Territories must
follow the steps below to obtain a new and /or reprinted barcode label:

Barcode Change

Step Required Action

1 Send an email to the Depot and include the barcode,
serial number, equipment type, make and model. Ask
for a new barcode with the same number and/or
generation of another barcode label with a new
number. The Depot mails a new label to the partner,
volunteer or SPEC employee who has the asset.
Send the Depot the correct mailing address for the
asset’s location.

2 Remove the old barcode label and replace it with the
reprinted or new barcode label.

3 Confirm the correction in SPECTRM. If the number
did not change, the Depot made no change;
however, if the number did change, the old barcode
must no longer show in SPECTRM. Contact the
Depot for any problems with the new barcode label.

4 Change any territory records to show the replace-
ment and/or change in barcode number. File the
information with the territory’s equipment inventory
control records.

5 Update SPECTRM to show the barcode change

22.30.1.9.2.11
(09-09-2019)
Tax Preparation
Software

(1) IRS buys electronic return preparation and transmission software for use by
SPEC volunteer return preparation programs (VITA and TCE).

Note: Each site must submit a signed, Form 13533, VITA/TCE Sponsor
Agreement, prior to the delivery of the software.

(2) Partner use of the contracted IRS software bought for the VITA and TCE
program is not mandatory for electronic return preparation.

(3) To electronically file returns using TaxSlayer Pro (Desktop/Online), VITA/TCE
sites must have the 16 to 20-digit Tracking Number from e-Services to
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associate with their EFIN. TCs must access the Employee User Portal/External
Services Authorization Management (EUP/ESAM) to retrieve the Tracking
Number for the EFIN in the “Current EFIN” field position in SPECTRM. TCs
must add the e-Services Tracking Number to SPECTRM for these sites prior to
placing a software order for the upcoming season. For more information,
review Vendor Control Number Requirement guidance on The Point.

22.30.1.9.2.11.1
(10-01-2013)
Software Ordering
Process

(1) The Software Ordering period starts each October and stays open through the
end of January. RM place tax software orders. Refer to IRM 22.30.1.9.2.11.1.1,
Placing Software Orders, for more information on placing software orders.
SPEC sends the first orders to the contractor in October and each week
through January. The contractor must distribute the software in November.

Note: The IRS shipping date is figured-out by the timeline for conducting
Assurance Testing System (ATS). The contractor cannot ship the tax
software until it passes ATS.

(2) The professional software package the IRS purchases by the IRS requires the
use of an EFIN. The EFIN allows the VITA or TCE site to electronically send
federal tax returns and to order software. If a site does not have an EFIN, the
Responsible Official must register for e-services and send the IRS e-file appli-
cation electronically.

22.30.1.9.2.11.1.1
(10-03-2022)
Placing Software Orders

(1) Do not order software until after the partner sets up the site. SPEC defines a
site as one where the partner gives resources (such as the site coordinator,
the site location and computer equipment) a valid EFIN, signed agreement and
days/hours of operation in place.

(2) SPEC Territory offices place VITA and TCE software orders. Before placing an
order, the RM must list the location in the SPECTRM Site Module, show it as
an e-file site and at a minimum include the site name, address, city, state, zip
code, EFIN, Transmitting EFIN and Relational EFIN (if applicable) on the site
record.

(3) The SPECTRM Software Orders Module allows tax consultants to enter
software orders for their VITA and TCE sites. The SPECTRM Software Orders
Module pulls from the information in the SPECTRM Site and Contact Modules
to create the order.

(4) The site name, address, program type, SIDN, EFIN and transmitting EFIN
comes from the SPECTRM Site Module. Do not change this information in the
SPECTRM Software Orders Module.

(5) The contact listed in SPECTRM receives the software order email and must
have an association with the e-file site they support. The shipping address,
name, phone number, and email address come from the SPECTRM Contact
Module. Do not change this information in the SPECTRM Software Orders
Module. Territory offices must correct the email address for the software order.
SPEC shares this information with the vendor for site software and updates.

(6) SPEC staff must update any missing, inaccurate site or contact information in
the Site and/or Contact modules in SPECTRM.
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(7) For more information on use of the SPECTRM Tax Software Orders module,
refer to the SPECTRM User Guide.

22.30.1.9.2.11.1.2
(09-04-2020)
Headquarters’
Responsibilities

(1) The SPEC HQ analysts for the tax software program:

a. Supply guidance to SPEC for software orders
b. Place software orders on time with the contractor in an acceptable format
c. Notify the FS&A analyst of delivery details
d. Communicate vital information to the FS&A analysts necessary for suc-

cessful delivery of the software, orders, problems, etc.
e. Communicate order changes/corrections to the contractor
f. Ensure adherence to software license agreements
g. Keep exact inventory of all tax software order
h. Complete RTS requests to make sure adequate funding of software

packages and training
i. Find contract modifications when necessary
j. Coordinate Tax Software Train-the-Trainer sessions between the vendor,

area, and territory
k. Manage the IRS’ tax software contract
l. Pull, analyze, and supply use and production reports to the area
m. Serve as the IRS Point of Contact between the IRS and its licensees
n. Keep a good working relationship with the contractor, procurement, and IT
o. Make sure the Master Service Level agreement between SPEC and IT

EUES clearly defines SPEC’s IT support needs

22.30.1.9.2.11.1.3
(09-04-2020)
Tax Software- Field
Support and Analysis
(FS&A) Responsibilities

(1) The FS&A analysts must:

a. Make sure the Territory offices promptly place and confirm all tax prepa-
ration software orders and notify the SPEC HQ analyst of any anomalies

b. Confirm territory compliance to qualifications for receipt of software, as
shown in IRM 22.30.1.9.2.11.1.4, Tax Software Territory Responsibilities,
below. If SPEC supplies the software but the site does not meet the
qualifications, the AD or their designee must approve the purchase in
writing. FS&A keeps a copy for a minimum of one fiscal year from receipt
by the Territory office

c. Serve as liaison between SPEC HQ and the territory
d. Share vital information about the tax software i.e., orders, problems, etc.

with the territory
e. Keep SPEC HQ abreast of any problems or concerns from the territory or

partners/volunteers relating to the software, orders, use, etc.
f. Notify AD of problems or concerns relating to software, order, use, etc.
g. Make sure there is adherence to software license and user authentication

requirements
h. Analyze area tax software management and production reports to find

anomalies and communicate those anomalies to SPEC HQ and the
territory

i. Make sure of adherence to civil rights requirements
j. Coordinate tax software Train-the-Trainer sessions between SPEC HQ and

the Territory office

22.30.1.9.2.11.1.4
(09-08-2023)
Tax Software Territory
Responsibilities

(1) The Territory office must:

a. Secure Form 13533, VITA/TCE Partner Sponsor Agreement, prior to
ordering the software
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b. Make sure eligible sites receive tax preparation software. Qualifications
for receipt of tax software: VITA and TCE sites that preparing fifty (50) or
more accepted e-file returns during the prior fiscal year can receive elec-
tronic return preparation software This minimum return requirement
applies to FSA software orders except in the case of an FSA fusion. FSA
fusion software orders input at the same time as traditional software in
the SPECTRM database do not incur a purchase cost. For this reason, a
minimum return requirement does not apply to a fusion site. A request for
custom URLs from the Free File Alliance does not have a minimum
return requirement

c. Furnish software to sites not eligible to receive tax preparation software.
When this happens, the TM must supply a written business justification
and plan of action to the AD, through FS&A using Form 14574, SPEC
Software Exception Request for Sites That Filed Less Than 50 Returns,
prior to placing the software order. An FSA fusion site or Free File
Alliance user does not need a Form 14574 Software Exception Request
for Sites That Filed Less Than 50 Returns. The FS&A analyst must keep
a copy of the approval for a minimum of one fiscal year from receipt and
the Territory office keeps the original

d. Place all tax preparation software orders on time using the SPECTRM
Software Orders Module

e. Ensure accuracy of all software orders in SPECTRM. Territory offices
must verify the status of each EFIN in the Third-Party Data Score (TPDS)
prior to placing a software order. The office must resolve inactive EFIN
issues in the Taxpayer Data Store (TPDS), prior to placing the order

f. Communicate essential information to the partner about the software
product relational EFIN, security codes, training information, and
adherence to the software license agreement, etc.

g. Confirm contact and delivery information with partners to ensure correct
delivery of the software

h. Respond promptly to Area questions or concerns relating to the software
orders

i. Keep the PS analyst in SPEC HQ abreast of any problems relating to the
software, orders, use, etc.

22.30.1.9.2.11.1.5
(09-04-2020)
Software User
Authentication Process

(1) The IRS contract includes an authentication process which requires the vendor
to confirm IRS license. The authentication makes sure adherence to the
license agreement and to Electronic Return Originator (ERO) requirements
found in Pub 1345, Handbook for Authorized IRS e-file Providers of Individual
Income Tax Returns. The license agreement for the use of the software used
by Employee e-file sites, and volunteer programs (VITA and TCE) sites,
restricts access to the Vendor’s Processing Center to one computer per EFIN.
Refer to IRM 22.30.1.9.2.11.1.6 Potential Violation of Software License
Agreement or Compromised EFIN, for information on potential contract viola-
tions or compromised EFINs.

22.30.1.9.2.11.1.6
(09-04-2020)
Potential Violation of
Software License
Agreement or
Compromised EFIN

(1) The vendor must contact the IRS Points of Contact (POC) when suspecting
potential violations of the software license agreement or compromised EFIN.
Once contacted, the IRS POC starts an investigation of the incident using the
steps below.
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1. The IRS POC (or their designee) contacts the area to inform them of the
violation and requests an investigation and response as to the results of
the investigation

2. The FS&A analyst contacts the local territory to inform the TM of the
potential violation

3. The TM notifies the responsible RM
4. The RM contacts the site administrator found in SPECTRM as the user

of the EFIN to investigate the occurrence. Refer to IRM
22.30.1.9.2.11.1.7, Required Actions for Potential Software License Viola-
tions, for required actions of the site administrator

(2) Take required actions within one business day of notification of the occurrence
by all parties.

22.30.1.9.2.11.1.7
(09-04-2020)
Required Actions for
Potential Software
License Violations

(1) The site administrator, found in SPECTRM as the user of the EFIN, investi-
gates the occurrence to decide which of the following situations exists:

a. The site switched transmitting computers due to a computer malfunction:
The RM reports these results to their TM. The TM notifies the Area
Analyst via email and phone copying the IRS POC on both communica-
tions. The IRS POC notifies the vendor. No other action needed; the site
may continue using the EFIN

b. The site violates the license agreement when more than one computer
connects to the Vendor’s Processing Center: The RM works with the site
administrator to make sure compliance occurs and notifies the TM of the
corrective actions agreed to by the site. The TM notifies the FS&A
analyst via email and phone copying the IRS POC on both communica-
tions. The IRS POC notifies the vendor

c. For a compromised EFIN: See IRM 22.30.1.9.2.11.1.8, Required Actions
for a Compromised EFIN

22.30.1.9.2.11.1.8
(09-04-2020)
Required Actions for a
Compromised Electronic
Filing Identification
Number (EFIN)

(1) When dealing with a compromised EFIN, the RM must notify the TM. The TM
notifies the FS&A analyst and the IRS POC for the tax software program via
email.

(2) The RM works with the site to apply for and secure a new EFIN and updates
SPECTRM to remove the e-file site destination, using the on-line application
process whenever possible to speeds up this request.

(3) The site can continue to use the software to prepare returns while waiting on
the new EFIN but may not send electronically.

(4) Upon receipt of a new EFIN the RM notifies the FS&A analyst of the new
EFIN. The FS&A analyst then notifies the IRS POC, who finally shares the new
EFIN with the vendor.

(5) Once received, the RM works with the site administrator and the vendor to
approve and acknowledge all returns prepared prior to the violation and
resolve all rejects.

(6) The RM must update SPECTRM to reflect the updated EFIN and return the
e-file designation to the site.
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22.30.1.9.2.11.1.9
(04-05-2022)
Deactivating VITA and
TCE Electronic Filing
Identification Number
(EFIN)

(1) The IRS deactivates VITA and TCE partner EFIN for one of the following
reasons:

• An ERO refuses to follow QSR
• During inactive (closed) period for the site

Note: Verify processing of all e-filed tax returns acceptance and rejects prior to
EFIN deactivation.

(2) Deactivation of a VITA and TCE EFIN because an ERO refuses to follow QSR
should only take place as a last resort. When considering deactivation of a
VITA and TCE EFIN use the If/Then table below:

If ... Then ...

You find a problem 1. discuss the findings and the
actions needed to follow the
Site Coordinator and the
ERO.

2. document your findings/
actions in the partner’s file.

you cannot reach an agreement 1. elevate the issue to the
partner. Attempt to resolve
the issue at the lowest level
possible.

2. brief the SPEC TM and
national RM, when proper.

3. document your findings/
actions in the partner’s file.
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If ... Then ...

the (TM) and/or national (RM) still
cannot resolve the issue
(requiring EFIN deactivation

1. notify the correct AD. The
AD must concur with the
decision and approve the
suspension.

2. prepare the letter requesting
deactivation of the EFIN.
Refer to Exhibit 22.30.1-1,
EFIN Deactivation Letter:
Non-Compliance.

3. mail the approved/signed
letter to the volunteer ERO.

4. send a copy of the signed
letter to the FS&A analyst
for EFIN deactivation.

5. Document your findings/
actions in the partner’s file.

6. The FS&A analyst sends a
copy of the letter to the
Chief, PS and the Chief,
National Partnership (NP).

7. The territory updates
SPECTRM. Refer to IRM
22.30.1.8.15.3, SPECTRM
Site Module, for more infor-
mation. Document your
actions in the partner’s file.

(3) When a site closes and no longer opens, the Territory offices must deactivate
the EFIN to prevent further access to e-file. Territory offices must follow the
process outlined below:

1. Send the FS&A analyst an email to request deactivation of a VITA and
TCE EFIN.

2. Notify the partner of the pending action.
3. Update SPECTRM once the FS&A analyst takes action to deactivate the

EFIN and the territory office receives notification of the deactivation. IRM
22.30.1.8.15.3, SPECTRM Site Module, for more information.

4. Document the final actions in the partner’s file upon receipt of confirma-
tion from the FS&A analyst.

Note: Do not send EFIN deactivation requests to SPEC-HQ PS or to the Andover
e-Help Desk.

(4) NP must take the following actions to deactivate a VITA and TCE EFIN:

1. Contact the tax preparation software vendor to suspend e-file activities

Note: Verify processing of all e-filed tax returns acceptance and rejects
prior to EFIN suspension.

2. Take proper action in SPECTRM for a partner/contact approved for
inclusion in the Volunteer Registry
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22.30.1.9.3
(09-10-2018)
Products, Development,
Evaluation and Ordering
Procedures

(1) SPEC’s product lines:

• Program, Partnership Development, Site Management and Outreach -
includes partnership development, partner, and taxpayer outreach life
cycle materials, and appreciation products. It also includes the volunteer
tax preparation and site management products

• Volunteer Training - includes hardcopy volunteer and facilitator training
materials, PowerPoint presentations, SPEC’s e-learning applications
Link & Learn Taxes (LLT) and Understanding Taxes (UT)

• Product Ordering and Forecasting - includes products and procedures
for ordering materials using various ordering methods such as on-line,
and email

• Other program - products include federal tax forms and publications
published by MP, and Earned Income Tax Credit (EITC), e-file, Indi-
vidual Taxpayer Identification Number and Civil Rights products

22.30.1.9.4
(09-08-2023)
The Product
Professional (PRO)

(1) SPEC shares and asks for product information from employees and other
stakeholders through a variety of tools. The Product Professional (PRO) is
SPEC’s one-stop intranet site for product information and guidance. The Prod-
uct PRO conveys the following:

• Guidance for sending new product ideas
• Template for reporting product concerns
• Product ordering procedures and tools
• Compilations of product and Volunteer Quality Tax Alerts
• Comprehensive listings of SPEC’s products for internal and external use
• Links to Learning Management Systems
• Technical Resources

(2) In addition to the Product PRO, SPEC uses the direct web-based survey tool,
SPEC Direct, to obtain feedback from employees on planned product enhance-
ments.

22.30.1.9.5
(10-03-2022)
Product Development
and Production Planning

(1) SPEC and Media and Publications (MP) join forces between January and May
each year to discuss and reach agreement on product production plans for the
upcoming filing season. The meeting which includes representatives from Pub-
lishing and Distribution takes place in Atlanta, or virtually. From May through
August, SPEC partner teams meet to aid in updating and revising products
and processes.

22.30.1.9.6
(10-03-2022)
New Product Ideas and
Concerns

(1) Document 13412, Where Do I Begin with a New SPEC Product Idea or
Revision? supplies SPEC employees with step-by-step instructions for sending
new product ideas, updating existing products and creating fact sheets, job
aids and alerts. SPEC employees should not create new products or update
existing products without following the guidance outlined in this document.

(2) SPEC employees must secure first and/or second-level manager approval on
Form 15306, Business Case for New SPEC Products, by May 15th for new
products needed within the current fiscal year. Send Form 15306 to Products,
Systems & Analysis (PS&A) at wi.spec.products@irs.gov.

(3) Document 13364, Fact Sheet: VITA/TCE Scope and Product Change Requests
for SPEC Employees, and Pub 5395, Fact Sheet: VITA/TCE Scope and
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Product Change Requests for SPEC Partners, supply information on how to
sends suggestions for new and existing training products.

(4) Employees and partners use Form 15247, Product Review Feedback for
SPEC Products, to supply feedback or concern about the design, accuracy,
usefulness, and timeliness of Pub 4012, VITA/TCE Volunteer Resource Guide,
Pub 4491, VITA/TCE Training Guide, and miscellaneous SPEC products.
Check boxes at the top of each page holds instructions on how to complete
each form. Attach all documents relevant to the proposed change and send to
PS&A as directed in “VITA/TCE Scope and Product Change Request Fact
Sheet” (Internal). Partners should refer to instructions in the “VITA/TCE Scope
and Product Change Request Fact Sheet” (Partners).

22.30.1.9.7
(09-08-2023)
Product Forecasting and
Inventory Management

(1) Product forecasting and inventory management ensures adequate inventory is
available for partners and employees to successfully execute their program
goals. PS&A collaborates with print service and supply management specialists
in Media & Publications (MP) to project the training and site material print
quantities. SPEC bases its total print quantities on several factors, such as his-
torical data, trends analysis, special initiatives, and budget.

(2) Each relationship manager must discuss growth and product needs for the
upcoming year with their partners before completing the Quantity Needs
Survey (QNS). QNS is the partner’s projection of the number of products
needed to run their VITA/TCE sites.

(3) Relationship managers must use the prior year return production, number of
volunteers and sites, training methods and preparation models to estimate their
partner’s baseline for product quantities. Relationship managers can use the
reports noted below for estimating product quantity baselines.

Products Reports

Training and volunteer
appreciation materials

• Form 13206, Volunteer Assistance
Summary Report (available in the
SPECTRM Reports folder in
SPECTRM)

• AARP Tax-Aide Volunteer Certifica-
tion Report (provided by territory
managers)

• Link & Learn Taxes - Volunteer Cer-
tification List (provided by territory
managers)
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Return preparation
materials

• 1541/E-file Report - Non-Profit Or-
ganizations (Non Military with
SPEC) Ad hoc Query

Note: Only generate the Non-Profit
Organizations (Military Only
with SPEC) Ad hoc Report if
the territory has military
sites.

• Partner Summary Report (available
in the SIDN Workbook Reports
folder in SPECTRM)

• TaxSlayer Production Report
(available in the STARS folder on
the shared drive

• Employee User Portal (EUP)

Site materials Site Counts Report (available in
SPECTRM Reports folder in SPECTRM)

Note: The PS&A chief decides the product quantities in the product starter package
for new partners/sites. Relationship managers should use the predetermined
amounts in the product starter package to forecast product quantities for new
sites/partners. See Form 2333-V, Order for VITA/TCE Program, to find out
which training, return preparation and site materials are available in print.

(4) Relationship managers must send the PS&A analyst a justification through
their product Subject Matter Expert (SME) and FS&A analyst if the partner’s
product QNS projections exceed their baseline quantity by more than 10%.

Example: In the 2022 filing season Partner ABC had 30 volunteers and prepared
2,000 returns. The relationship manager used these totals to calculate Partner
ABC’s product baseline quantity. During the QNS discussion, the partner says they
need a quantity of 24 Pub 4012, VITA/TCE Resource Guides, and 2,100 Form
13614-C, Intake/Interview & Quality Review Sheets, and Pub 730, Important Tax
Records Envelope. Partner ABC’s QNS projection does not require a justification
because the estimates did not exceed 10% of the baseline quantity.

Example: In the 2022 filing season Partner XYZ had 30 volunteers and prepared
2,000 returns. The relationship manager used these totals to calculate Partner
XYZ’s product baseline quantity. During the QNS discussion, the partner says they
need a quantity of 50, Form 4012, VITA/TCE Resource Guides, 3,000 Form
13614-C, Intake/Interview & Quality Review Sheets, and Pub 730, Important Tax
Records Envelope. The RM must ask probing questions to find out why the
partner’s QNS projections exceed their baseline by more than 10% percent (more
than 33 Publication 4012s and 2,200 Form 13614-Cs and Publication 730s) and
how the partner arrived at their estimate. The relationship manager must prepare
and send a reasonable justification of Partner XYZ’s QNS projection for review.

(5) The PS&A analyst reviews and responds to QNS projection justifications and
requests for more products after they have completed product allocations.
PS&A makes the final decision on approving product quantities requested.
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• Typically, the PS&A analyst cannot print more product after M&P awards
the print contract. If the PS&A analyst does not have a surplus of
product in inventory to approve requests for more product, they must
work with the Product SMEs to reallocate product quantities with the
areas or territories, if possible.

22.30.1.9.8
(09-08-2023)
Product Ordering

(1) SPEC uses the Computer Assisted Publishing System (CAPS), an on-line
ordering application, and email to order materials. SPEC staff must review
guidelines annually and post it on Product PRO. The CAPS on-line ordering
application is normally available from October 1st through July 31st of each
year. The system is not available in August and September during the annual
database review, system enhancement and maintenance update. The data-
base review consists of territory and SPEC Headquarters’ personnel confirming
the accuracy of the address information for each account and removing dupli-
cate account information when needed. The programmers remove accounts
with no activity and archive the prior year’s data. Order products throughout
the year using Form 2333-V, Order for VITA/TCE Program, or the CAPS
application.

22.30.1.9.9
(09-08-2023)
Product Availability

(1) Document 13414, Job Aid: SPEC Products At-A-Glance, supplies employees
an overview of available products for the facilitation of their daily activities and
the VITA/TCE programs and is available on the Products PRO page.

(2) Refer to Pub 5358, Fact Sheet: Filing Season 2023: VITA/TCE Training and
Site Materials for SPEC Partners and Employees, for a complete listing and
description of training and site materials in print, electronic, and e-book format.
Pub 5358 includes key ordering information and dates for printed products.
Employees can find electronic files in the product catalog. Partners can access
printed training products in late November. Site materials begin arriving in bulk
at the National Distribution Center (NDC) from October to mid-December.
Partners can access many of the printed products posted on the IRS website.

Note: PS&A updates and posts Pub 5358 to IRS.gov each filing season.

(3) The learning application Link & Learn Taxes is available with new tax law in
November on the IRS website.

(4) Partners can access outreach products throughout the year.

(5) Product and/or Volunteer Tax Alerts (VTAs) notify employees and volunteers of
important updates or guidance. SPEC staff must store Alerts on the Quality
and Tax Alerts for IRS Volunteer Programs page on the IRS website.

22.30.1.9.10
(11-18-2021)
Who to Call for Product
Assistance

(1) SPEC HQ named personnel for territory employees to contact for product help.
Whenever possible, employees should direct their questions to these individu-
als. Submit all email correspondence to the PS&A staff through the assigned
FS&A analyst.

(2) Document 13414, Job Aid: SPEC Products At-A-Glance, lists all SPEC’s active
products and the Publishing Service Request (PSR) originator. Forward
inquiries or questions about active SPEC products to the assigned PSR origi-
nator.
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(3) Some products on the Product Pro page link directly to the MP product
catalog. The catalog houses official information about all published and con-
trolled IRS products, including SPEC Products.

22.30.1.9.11
(09-10-2018)
Volunteer Training
Products Quality Review
Procedures

(1) Quality Review Methodology - A product change suggestion allows partners
and employees to supply suggested changes annually on a designated
spreadsheet. SPEC must send suggested changes to the Chief, PS&A by the
last Friday in April.

(2) Established product review teams consist of PS&A tax analysts, SPEC field
employees, MP print specialists, and external partners.

(3) The product team edits and updates the electronic version of the prior year
product.

(4) Each team member reviews their assigned lessons and/or sections for
grammar, accuracy of content, and tax law updates.

(5) PS&A team members review all feedback and suggested changes received
from employees and volunteers and decide whether to include it in the updated
training material. Team members must incorporate new legislation into
impacted training products.

22.30.1.9.12
(11-18-2021)
Quality Review Process

(1) The quality review team reviews the first electronic draft of primary training
products (e.g., Pub 4491, VITA/TCE Training Guide, Pub 4012, VITA/TCE
Volunteer Resource Guide, and Form 6744, Volunteer Assistor’s Test/Retest,
received from (MP) or the vendor.

a. Each team member reviews their assigned lessons and/or chapters to
ensure the file includes the requested updates

b. The review teams perform peer-to-peer review to ensure accuracy

(2) MP/vendor receives electronic files requiring further corrections.

(3) The team lead sends approval to print/post to MP/vendor if the file does not
require more edits.

(4) MP/vendor supplies the approved/final copy of products.

(5) Product team lead coordinates completion of the signed Quality Review Docu-
mentation from each reviewer to certify completion of the quality review
process.

(6) Product team manager signs the Quality Review Documentation form to certify
completion of the quality review process.

(7) Pub 4491-X, VITA/TCE Training Supplement, documents errors found after the
release of the final/approved training product. SPEC employees and their
partners/volunteers should review this information prior to helping taxpayers
with issues covered in the supplement. Pub 4491-X is available on IRS.gov
and in the internal forms catalog.
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22.30.1.10
(10-01-2013)
Tax Counseling for the
Elderly (TCE) and
Volunteer Income Tax
Assistance (VITA) Grant
Programs

(1) This section of the IRM supplies information and guidance in the administration
of the TCE and the VITA grant programs. The GPO within SPEC administers
both grant programs. The term “recipient, or “sponsor” refers to the organiza-
tion awarded a grant.

Note: Use these terms interchangeably.

22.30.1.10.1
(10-01-2011)
Purpose and Authority

(1) The following describes the background, purpose, and authority for SPEC
grant programs.

22.30.1.10.1.1
(10-01-2014)
Tax Counseling for the
Elderly (TCE)

(1) Section 163 of the Revenue Act of 1978, Public L. 95-600, 92 Stat. 2810,
November 6, 1978, authorizes the IRS, to enter into agreements with private or
public non-profit agencies or organizations to provide training and technical aid
to prepare volunteers to provide tax counseling aid for elderly individuals, age
60 and over. Find Implementing regulations in the Code of Federal Regulations
(CFR) Title 26, Subpart H Part 601.

(2) Section 163 authorizes the IRS to provide TCE grant:

a. Preferential access to IRS customer service representatives
b. Publicity to make elderly persons aware of the availability of volunteer

taxpayer return preparation programs under this section
c. Technical materials and publications used by such volunteers

(3) In fulfilling responsibilities under Section 163, the Secretary, through the IRS
may:

a. Supply help to organizations to give effective tax counseling to the elderly
in the preparation of federal income tax returns

b. Supply training for volunteers to ensure they provide effective tax coun-
seling help to elderly individuals in the preparation of Federal income tax
returns

c. Supply reimbursement to volunteers for transportation to and from the
site, meals, and other expenses incurred in training or supplying tax
counseling aid in the preparation of federal income tax returns, and other
support and assistance.

d. Support for the use of services, personnel, and facilities of federal
executive agencies and state and local public agencies with their
consent, with or without reimbursement

e. Prescribe rules and regulations necessary to carry out the provisions of
the section

(4) Section 163 the IRS does not consider a volunteer in the TCE program as an
employee of the United States.

22.30.1.10.1.2
(09-04-2020)
Volunteer Income Tax
Assistance (VITA) Grant

(1) On July 1, 2019, the Taxpayer First Act, Public Law 116-25, made the VITA
matching grant program permanent by adding IRC 7526A, Return Preparation
Programs for Applicable Taxpayers, to the Code. This section provides for
grant funds to be directed to qualified organizations for the development, ex-
pansion, or continuation of VITA programs.
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(2) IRC 7526A prioritizes programs that supply help, outreach, and educational
activities to taxpayers with income levels equal to or less than the maximum
EITC threshold.

(3) The program supplies direct funds to extend services to underserved popula-
tions and hardest-to-reach areas, both urban and non-urban, as well as to
increase the ability to file returns electronically, heighten quality control,
enhance training of volunteers, and significantly improve the accuracy rate of
returns prepared by VITA sites.

(4) The VITA Grant Program supplies free federal tax return preparation, and elec-
tronic filing to targeted segments of W&I taxpayers. The program targets low to
moderate-income taxpayers, persons with disabilities, persons with limited
English proficiency, Native Americans, individuals living in rural areas,
members of the Armed Forces and their spouses, and the elderly.

22.30.1.10.2
(10-01-2011)
Grant Program Overview

(1) The following describes the overview for SPEC grant programs.

22.30.1.10.2.1
(09-10-2018)
Tax Counseling for the
Elderly (TCE)

(1) The TCE Program offers FREE tax help to individuals aged sixty (60) and
older for the purpose of supplying training and technical aid to prepare volun-
teers. Regulations in Subpart H of 26 CFR Part 601, sections 601.801 through
601.806 supplies program implementation regulations.

(2) Eligible agencies and organizations compete for acceptance as TCE recipients
in compliance with the Federal Grant and Cooperative Agreement Act of 1977,
Public Law No. 95-224, 92 Stat. 3, February 3, 1978, codified at 31 U.S.C.
Chapter 63. Eligible organizations include a private or public non-profit agency
or organization granted a tax exemption” under IRC 501 or a federally recog-
nized Indian tribal government and have experience in coordinating volunteer
programs with income tax preparation. Ineligible organizations include organi-
zations that applied for tax-exempt status but not confirmed by the IRS and
federal, state, or local government agency. Refer to Pub 1101, Application
Package and Guidelines for Managing a TCE Program, for eligibility require-
ments.

(3) Recipients may use grant funds to reimburse volunteers for out-of-pocket
expenses including transportation, meals, and other expenses. Recipients may
use grant funds for allowable expenses including salaries, wages, and benefits
of personnel that supply administrative and/or database support or technical
personnel responsible for supply support for electronic filing for the TCE
program (i.e., maintenance of equipment). This program allows recipients to
use funds for office supplies and equipment; printing and postage costs; instal-
lation of telephone lines necessary for offering a telephone filing service and/or
to service a telephone answering site; rent, utilities, and custodial services
when necessary; and costs for interpreter services.

(4) The Form 9661, Cooperative Agreement, and Pub 5245, Tax Counseling for
the Elderly (TCE) Program Terms and Conditions, defines the functions that
the program sponsor and IRS perform the geographical area involved, the
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largest amount of funding available for reimbursement and administrative
purposes, minimum federal returns carried out for the period of performance
and other information.

(5) All aspects of running a TCE Program including publicity, recruitment, training,
site selection and management of volunteers lies with the recipient.

(6) GPO manages the TCE Grant Program within the SPEC organization. Pub
1101 outlines the requirements of the IRS TCE Program and supplies informa-
tion on how non-profit organizations may apply to take part.

(7) Agencies and organizations interested in a three-year multi-year award must
request consideration when sending an application. Consideration to applicants
that meet all eligibility requirements. Second and third-year funding subject to
the following: satisfactory performance, compliance with program terms, and
availability of appropriated funds. Award amount for next year may differ.

22.30.1.10.2.2
(09-04-2020)
Volunteer Income Tax
Assistance Grant

(1) VITA grant funding allows SPEC to partner with organizations to achieve the
following program goals:

• Enable the VITA Program to extend services to underserved populations
in hardest-to-reach areas, both urban and non-urban

• Increase the ability to file returns electronically
• Heighten quality control
• Enhance training of volunteers
• Significantly improve the accuracy rate of returns prepared at VITA sites

(2) The VITA Program uses trained volunteers to prepare FREE basic tax returns
for low-income taxpayers in both urban and non-urban locations, persons with
disabilities, non-English-speaking persons, elderly members of the Armed
Forces and their spouse, persons living in rural areas and Native Americans.

(3) The VITA grant supports the VITA Program. Recipients must follow existing
guidelines governing VITA site operations and file all eligible returns electroni-
cally. The IRS supplies the software for filing electronically.

22.30.1.10.2.3
(09-26-2016)
Administrative
Requirements

(1) The SPEC IRM references the TCE and VITA Grant Program operations and
requirements. Refer to the individual chapters in the IRM for further information
in addition to the Pub 1101, Application Package and Guidelines for Managing
a TCE Program, and Pub 4671, VITA Grant Program Overview and Application
Instructions.

(2) The Pub 4883, Grant Programs Resource Guide for VITA Volunteer Income
Tax Assistance and TCE Tax Counseling for the Elderly, supplies’ guidance re-
cipients of the TCE and VITA grants. This resource guide supplements
information provided in the TCE and VITA Grant programs application package
instructions and focuses on the requirements of the two grant programs.

22.30.1.10.3
(10-01-2011)
Eligibility Requirements

(1) This section describes the eligibility requirements for SPEC’s grant programs.
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22.30.1.10.3.1
(09-04-2020)
Eligibility Standards

(1) Organizations interested in becoming a TCE recipient must meet the following
eligibility criteria prior to applying to the IRS:

a. Follow federal tax filing and payment requirements
b. No debarred or suspended organizations or individuals from federal

contracts, grants, or cooperative agreements
c. Supply a Unique Entity Identifier at sam.gov.
d. Register in the System for Award Management at sam.gov and keep an

active status
e. Qualify and receive an IRS determination letter confirming the organiza-

tion’s tax exemption under IRC 501 or a federally recognized Indian tribal
government

f. Submit all required reports promptly if a prior year recipient
g. File returns electronically
h. Experience in coordinating volunteer programs
i. No federal, state, or local governmental agency
j. Register in grants.gov
k. Follow all applicable civil rights reporting requirements
l. Decide if application subject to Intergovernmental review by the state under

Executive Order 12372

(2) Organizations interested in becoming a VITA Recipient must meet the following
eligibility criteria prior to sending an application to the IRS:

a. Follow federal tax filing and payment requirements
b. Maintain status of not debarred or not suspended from federal contracts,

grants, or cooperative agreements
c. Supply a Unique Entity Identifier (UEI) obtained at sam.gov.
d. Register in System for Award Management at sam.gov and keep an ac-

tive status
e. Classify as one of the following: a private or public non-profit organization

qualifying for tax exemption under IRC 501 including but not limited to
credit unions or faith based and community organizations; a public, non-
profit, or private for-profit educational institution a local government
agency; a federally recognized Indian Tribal government; a coalition with
one lead organization that meets one of the eligibility requirements.

f. Submit all required reports promptly if a prior year recipient
g. File returns electronically
h. Supply dollar-for-dollar matching funds for monies asked (VITA only)
i. Register in grants.gov
j. Decide if application is subject to Intergovernmental Review under Execu-

tive Order 12372

22.30.1.10.3.2
(10-01-2017)
Debarment or
Suspension

(1) Applicants must agree to assurances and certifications. Refer to the assur-
ances and certifications section of the Pub 1101, Application Package and
Guidelines for Managing a TCE Program and Pub 4671, VITA Grant Program
Overview and Application Instructions.

(2) As part of eligibility, the GPO checks the organizations and individuals listed on
the Standard Form, SF 424, Application for Federal Assistance, including key
personnel noted in the Program Plan and Financial Operations narratives for
debarment, suspension, exclusion from or ineligible for a federal award. Orga-
nizations can check for themselves by visiting the sam.gov. The GPO contacts
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the reporting agency about an organization or individual listed in SAM as de-
barred, suspended, excluded or ineligible for a federal award.

22.30.1.10.3.3
(09-08-2023)
Civil Rights Reporting
Requirements

(1) Applicants must supply information necessary to prove compliance with the
following:

• Title VI of the Civil Rights Act of 1964 (Public Law. 88-352), as
amended, which prohibits discrimination based on race, color, or
national origin

• Section 504 of the Rehabilitation Act of 1973 (Public Law 93-112) as
amended which prohibits discrimination based on disability

• Title IX of the Education Amendments of 1972 (Public Law 92-318), as
amended, which prohibits discrimination based on sex in education
programs or activities

• the Age Discrimination Act of 1975 (Public Law. 94-135), as amended,
which prohibits discrimination based on age

• Executive Order 13166, Improving Access to Services for Persons with
Limited English Proficiency, which sets forth the compliance standards
that recipients of Federal financial aid must follow to ensure that their
programs and activities normally supplied in English to those with
limited English proficiency, including supplying oral interpretation and
written translation when necessary

Note: When developing program budgets, applicants must consider the provision of
language services for persons with LEP and reasonable accommodations for
persons with a disability. For more guidance on providing language services
for persons with LEP, review the Department of the Treasury guidance
provided at Limited English Proficiency.

(2) The Civil Rights Unit annually conducts selected post-award compliance
reviews to ensure civil rights requirements to supply technical help to recipi-
ents. The Civil Rights Unit compiles the results from selected compliance
reviews into a report and provides it to the SPEC Office.

(3) This section describes the data collection and reporting requirements of TCE
and VITA Grant’s applicants by the IRS to meet its responsibilities for civil
rights statutes, regulations of the Department of Justice (DOJ) and the Depart-
ment of the Treasury. Recipients of TCE and VITA grants supply updated
information as conditions call for. All applicants must send the IRS their appli-
cation package that includes information outlined in items a-e below. Applicants
must answer all the items.

a. A list of active lawsuits or complaints naming the applicant which alleges
discrimination based on race, color, national origin, age, sex, disability, or
reprisal with respect to service or benefits provided. The list must include
the filing date of the lawsuit or complaint; a summary of the allegation;
and the status of the lawsuit or complaint, including whether the parties
to a lawsuit have entered a consent decree

b. A description of all pending applications for financial aid and all financial
assistance currently provided by other federal agencies. For all applicants
for IRS financial assistance, this information must be relevant to the orga-
nizational entity and submit the application, not necessarily the larger
agency or department of which the entity is a part

c. A summary of all civil rights reviews in the last three years. The summary
includes: the purpose or reason for the review; a summary of the findings
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and recommendations of the review; and a report on the status and/or
disposition of such findings and recommendations. For all applicants of
IRS aid, this relevant information must be relevant to the organizational
entity and submit the application, not necessarily the larger agency or
department of which the entity belongs

d. A description of how the site addresses the needs of limited English profi-
cient (LEP) individuals when accessing tax return preparation services.
Explain how the site addresses requests for a reasonable accommoda-
tion for individuals with a disability.

e. A description of the eligible population served, categorized by race, color,
national origin, age, disability, or sex

f. Applicants, recipients, or sub-recipients must keep all records and other
information to ensure the organization is compliant with all federal statutes
relating to nondiscrimination. Confirm certification of these documents by
checking “I Agree” in Block 21 of SF 424, Application for Federal Assis-
tance

g. A statement that the applicant agrees to display the IRS Civil Rights
Poster, Pub 4053 or equivalent, notifying the public that persons discrimi-
nated against based on race, color, national origin, sex, age, disability, or
reprisal in the distribution of services and benefits resulting from this fi-
nancial aid or grant program may file a complaint through email at edi.
civil.rights.division@irs.gov or at the following address:

Civil Rights Unit
Internal Revenue Service, Room 2413
1111 Constitution Avenue NW
Washington, DC 20224

(4) An applicant for a multi-year grant must update the required civil rights
reporting information annually. The Civil Rights Unit of the IRS reviews each
application for financial aid for its civil rights reporting requirements. Upon
completion, the Civil Rights Unit must send a preliminary civil rights determina-
tion based on the information in the grant application to the SPEC
organization. Financial aid must not be awarded to the applicant until after the
civil rights reviewer has issued a finding of compliance or conditional compli-
ance. Each federal agency’s Civil Rights office completes civil rights
compliance for each applicant. The Civil Rights Unit annually conducts
selected post-award site visits to ensure civil rights requirements to supply
technical help.

(5) The Civil Rights Unit annually conducts selected post-award compliance
reviews to ensure civil rights requirements to supply technical help to recipi-
ents. The Civil Rights Unit compiles the results of the reviews into a report and
sends it to the SPEC Office. The following examples of civil rights require-
ments addressed during compliance reviews: a) External building accessibility
(e.g., accessible entrances, curb cuts, sufficient parking spaces for persons
with disabilities); b) Interior accessibility (e.g., signage for emergency routes,
accessible routes to and within the service area, sufficient seating in the
service area, accessible rest rooms, water fountains and elevators); c) Non-
discrimination policies (e.g., Pub 4053 displayed in service areas, the
organization’s non-discrimination policy posted and distributed marketing
materials); d) Accommodations for persons with disabilities (e.g., sign language
interpreters, Braille/large print documents); and e) Accommodations for
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persons with limited English proficiency (e.g., bilingual volunteers, language
interpreters, over-the-phone interpreters, community resources).

22.30.1.10.3.4
(09-10-2018)
Audit Requirements

(1) 2 CFR Part 200 audit requirements applicable to grant recipients. Organiza-
tions that spend less than $750,000 a year in total federal awards must
complete a Single Audit of the total federal awards from all sources, not just
the funds received from IRS. If an organization spends $750,000 or more a
year in federal awards, they must arrange for an audit by an independent
auditor per the Government Auditing Standards (GAO) developed by the
Comptroller General of the United States.

(2) 2 CFR Part 200 provides guidance on allowable costs associated with audits.
Recipients must keep financial records, supporting documents, and all other
pertinent information for a period of three years from the date of the final
report.

Note: Subject to certain exceptions in 2 CFR Part 200.

(3) The Federal Audit Clearinghouse runs on behalf of the Office of Management
and Budget (OMB) and gives audit information to federal agencies and the
public. If the most recent audit showed an unfavorable finding, the GPO may
request more information on deficiencies noted in the audit. Obtain detailed
information from 2 CFR Part 200. The GPO reviews the audit reports found at
the Federal Audit Clearinghouse.

22.30.1.10.3.5
(10-01-2014)
Certification Regarding
Lobbying

(1) The applicant must certify, to the best of its knowledge and belief, that:

a. No federal appropriated funds paid by or on behalf of the applicant, to
any person for influencing or trying to influence an officer or employee of
any agency, a Member of Congress, an officer or employee of Congress,
or an employee of a Member of Congress in connection with the
awarding of any federal contract, the making of any federal grant, the
making of any federal loan, the entering of any cooperative agreement,
and the extension, continuation, renewal, amendment, or modification of
any federal contract, grant, loan, or cooperative agreement

b. If any funds other than federal appropriated funds paid to any person for
influencing or trying to influence any officer or employee of any agency, a
Member of Congress, an officer or employee of Congress, or an
employee or a Member of Congress in connection with this application,
the undersigned must complete and send standard Form LLL, Disclosure
of Lobbying Activities, per the instructions

c. The applicant must include language of this certification in the award
documents for all sub-awards of all tiers (including subcontracts, sub-
grants, and contracts under grants, loans, and cooperative agreements)
and all sub-recipients must certify and show lobbying activities

(2) Applicants must send these certifications when these lobbying transactions
occur according to Section 1352, Title 31, U.S. Code. Any person not sending
the required certification is subject to civil penalty of not less than $10,000 and
not more than $100,000 for each such failure.

Note: If the organization, wither recipient or sub-recipient, must file a Standard
Form LLL (Disclosure of Lobbying Activities). Find a sample in Pub 1101,
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Application Package and Guidelines for Managing a TCE Program, and Pub
4671, VITA Grant Program Overview and Application Instructions, with other
application materials.

22.30.1.10.3.5.1
(09-26-2016)
Corporate Felony
Convictions

(1) The IRS cannot award TCE or VITA funds to any corporation convicted of a
felony criminal violation under any Federal law within the preceding 24 months.
The IRS may consider the suspension or debarment of the organization and
decide that denial of the grant does not protect the interests of the govern-
ment. Applicants must show all violations of federal criminal law involving
fraud, bribery, or gratuity violations potentially affecting the award. Applicants
awarded a grant must show these acts and require the same certifications
from sub-recipients. Organizations must record the information specific to the
conviction or violation and send it with their application through grants.gov as
an attachment.

22.30.1.10.3.5.2
(09-26-2016)
Trafficking Victims
Protection Act of 2000

(1) The Trafficking Victims Protection Act of 2000, as amended (22 USC 7104),
requires the IRS to cancel the grant or take other remedial actions, without
penalty, if the private entity engages in certain activities related to trafficking in
persons. The Office of Federal Financial Management set up terms to include
in every grant agreement (See 2 CFR 175.15). Under the Act, a recipient or
sub-recipient, if a private entity, or must not engage in, or use labor recruiters,
brokers, or other agents who engage in:

a. Severe forms of trafficking in persons
b. The procurement of a commercial sex act during the time t the award
c. The use of forced labor in the performance of the award
d. Acts that directly support or advance trafficking in persons

(2) Acts that directly support or advance trafficking in persons include the
following:

• Destroying, concealing, removing, confiscating, or otherwise denying an
employee access to that employee’s identity or immigration documents

• Failing to provide return transportation or pay for return transportation
costs to an employee from a country outside the United States to the
country from which the employee was recruited upon the end of em-
ployment if requested by the employee, unless exempted from the
requirement to provide or pay for such return transportation by the
Federal department or agency providing or entering into the grant,
contract, or cooperative agreement; or the employee is a victim of
human trafficking seeking victim services or legal redress in the country
of employment or a witness in a human trafficking enforcement action

• Soliciting a person for the purpose of employment, or offering employ-
ment, materially false or fraudulent pretenses, representations, or
promises about that employment

• Charging recruited employees’ unreasonable placement or recruitment
fees, such as fees equal to or greater than the employee’s monthly
salary, or recruitment fees that violate the laws of the recruited
employees’ country

• Supplying or arranging housing that does not meet the host country
housing and safety standards
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(3) The IRS may unilaterally stop the award or take other remedial actions, without
penalty, if any private entity or employee violates the Trafficking Victims Protec-
tion Act of 2000.

22.30.1.10.3.5.3
(09-09-2019)
Federal Funding
Accountability and
Transparency Act
(FFATA)

(1) The Federal Funding Accountability and Transparency Act (FFATA) of 2006,
intended to empower Americans with the ability to hold the government ac-
countable for each spending decision. Each applicant must ensure it has the
necessary processes and systems in place to follow the FFATA reporting re-
quirements. OMB has issued guidance to establish requirements for recipients
to report information about executive compensation in certain circumstances.
For more information, see 2 CFR Part 170.

(2) As required, GPO supplies data monthly to Treasury.

22.30.1.10.3.5.3.1
(09-09-2019)
Digital Accountability
and Transparency Act
(DATA Act)

(1) The DATA Act, enacted into law in May 2014, makes federal spending data
more accessible, searchable, and dependable. Treasury compiles the data on
USAspending.gov with the help of federal agencies and the results published
on their site monthly, with the first batch of data published in May 2017.

(2) As required, GPO supplies monthly grantee data to Treasury to populate this
site.

22.30.1.10.3.5.3.2
(11-18-2021)
Buy American Act

(1) The Buy American Act, 41 U.S.C. 8301-8303, includes a requirement that all
unmanufactured articles, materials, and supplies bought using grant funds
must be produced in the United States. All manufactured articles, materials,
and supplies bought using grant funds must be manufactured in the United
States.

(2) A conviction for violating the Buy American Act causes debarment from federal
grants and contracts. The requirement to Buy American does not apply to the
following:

• information technology commercial item
• products for which the expected value of the procurement is $10,000 or

less
• products for use outside the United States
• foreign and domestic products are unavailable or of unacceptable

quality
• foreign products excepted by certain trade agreements

(3) The IRS may waive the requirement to Buy American if its application would
be inconsistent with the public interest or the cost would be unreasonable.

22.30.1.10.3.5.4
(09-08-2023)
Other Applicable Laws
and Regulations

(1) Various federal laws, regulations, OMB circulars govern the VITA and TCE
grant programs. These include, but not limited to:

a. The grant award administrative requirements in 2 CFR Part 200, Uniform
Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards, and other Federal regulations

b. Whistleblower Protection Act at 41 USC 4712
c. Rules governing allowable costs at 41 USC 4304 and 4310
d. Environmental requirements of the Clean Air Act at 42 USC 7401
e. The non-pollution requirement of the Federal Water Pollution Control Pro-

visions at 33 USA 1251
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f. Restrictions on political activities at 18 USC 595, 598, 600-60
g. The national preservation program requirements at 54 USC 300101 et se

22.30.1.10.3.6
(10-01-2011)
Report Requirements

(1) The following sections describe annual, semi-annual, and periodic reporting
requirements.

22.30.1.10.3.6.1
(10-01-2013)
Tax Counseling for the
Elderly Reports

(1) At the end of the period of performance, recipients must send Semi-Annual,
Annual and Final Narrative reports to give us specific information about the
methods and procedures used to implement their program. These reports must
show the actual expenses incurred by the organization during the period of the
Cooperative Agreement.

(2) Recipients must send all reports electronically to their grant officers. Failure by
the organization to promptly give reports to the GPO may result in freezing of
funds or termination of the grant.

22.30.1.10.3.6.2
(10-03-2022)
Volunteer Income Tax
Assistance Grant
Reports

(1) Grant Program Office (GPO) outlines reporting requirements in Pub 5247, VITA
Grant Terms and Conditions.

(2) Grant recipients must submit the following reports throughout the period of per-
formance by the designated due dates:

a. Federal Cash Transaction Report (FCTR) - Required by the Payment
Management System (PMS). and filed within 30 days at the end of each
quarter. If the report is delinquent POMS must automatically freeze funds
in the account. Refer grant recipients to the PMS User Guide for
assistance.

b. Unused Funds Notification – Grant recipients must report unused funds
to the GPO by June 30.

c. Final Report documents - Grant recipients must send Final Report docu-
ments electronically to GPO within 120 days after the end of the period of
performance. Instructions for completing the following documents in Pub
4883, Grant Programs Resource Guide for VITA and TCE.

d. Final Federal Financial Report (FFR) - Must completed in PMS. It must
include amounts for the entire project period - October 1 through Sep-
tember 30.

e. Narrative - The focus should include program accomplishments, goals,
and opportunities for improvement.

f. Site Listing - Recipients must inform their local tax consultant and rela-
tionship manager of any site changes during the filing season after sub-
mitting the listing with award acceptance packages. The final site listing
should document any revisions.

g. Final Expense Report – Recipients must send an expense report reflect-
ing actual expenses incurred. Changes must not exceed 25% of the total
award without prior.

22.30.1.10.4
(09-04-2020)
Grant Application
Requirements

(1) The following sections explains grant applications for TCE and VITA grant
programs.
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22.30.1.10.4.1
(10-03-2022)
Use of a Unique Entity
Identifier by Grant
Applicants

(1) Grant applicants must supply a Unique Entity Identifier (UEI) number when
applying for Federal grants or cooperative agreements.

(2) The UEI is a unique 12-digit number issued by the System for Award Manage-
ment (SAM) and assigned to all entities who conduct business with the federal
government (public and private companies, individuals, institutions, or
organizations).

(3) Organizations must include a UEI number when applying for a TCE or VITA
Grant on the Standard Form 424, Application for Federal Assistance.

(4) The organization must renew the SAM registration annually. If awarded, the
SAM registration must remain active throughout the grant application period
and grant performance period.

22.30.1.10.4.2
(10-01-2017)
Intergovernmental
Review

(1) Executive Order 12372, Intergovernmental Review of Federal Programs,
issued to foster the intergovernmental partnership and strengthen federalism
by relying on State and local processes for the coordination and review of
proposed Federal financial aid and direct Federal development.

(2) Applicants must contact the State Single Point of Contact (SPOC) for Federal
Executive Order 12372 to decide whether the application is subject to the state
intergovernmental review process.

22.30.1.10.4.2.1
(10-01-2012)
Grants.gov

(1) Grants.gov federal competitive discretionary grants. The Department of Health
and Human Services manages grants.gov.

22.30.1.10.4.2.2
(10-01-2013)
Grants.gov Registration

(1) Once an organization receives their UEI number and registers it in SAM, they
must register the number in grants.gov.

(2) Once registered, organizations must ensure they have a current password and
proper permissions to perform the required actions.

(3) For registration help, review grants.gov for the actions needed to complete this
step.

(4) Organizations must send their TCE and VITA grant application in grants.gov by
the due date for consideration.

22.30.1.10.4.3
(10-01-2017)
TCE and VITA Grant
Program Application

(1) Qualifying organizations must compete for consideration. The TCE and VITA
Grant Programs announce in the Federal Register, on the Grants.gov and the
IRS website. Publications for each grant supplies deadlines for sending
applications.

(2) For TCE Pub 1101, Application Package and Guidelines for Managing a TCE
Program, stores current program guidelines and requirements, certification
documents, and other materials needed for the preparation and assembly of a
TCE Program Grant application. See Pub 1101 for further information.

(3) Pub 4671, VITA Grant Program Overview and Application Instructions, stores
current program guidelines, certification documents, and other materials
needed for the preparation and assembly of a VITA Grant application.
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(4) A solicitation of an application does not assure or commit the IRS to enter a
cooperative or grant agreement with an organization. The IRS does not pay
expenses or other costs incurred by an applicant in considering, preparing, or
sending an application.

(5) Organizations send all application information through Grants.gov prior to the
application deadline. The GPO must process all applications.

Note: GPO office may consider processing applications received after the deadline
upon the GPO Chief’s approval.

(6) The Freedom of Information Act 5 USC 552 supplies public access to agency
records unless protected from disclosure by certain exemptions or exclusions.
Individuals may request copies of an organization’s TCE or VITA grant applica-
tion for their review. The GPO makes grant applications available to the public
upon written request after the redactions. Make requests through the local IRS
Disclosure office.

Mailing Address
Private Delivery Service (PDS)
Mailing

IRS Disclosure Scanning
Operation
P.O. Box 621506
Stop 93A
Atlanta, Georgia 30362-3006

Internal Revenue Service
Centralized Processing Unit
2980 Brandywine Road - Suite 209
Fordham Building
Chamblee, GA 30341

22.30.1.10.4.4
(09-10-2018)
Multi-Year Grant
Opportunities

(1) Availability of multi-year grant opportunities exist for applicants interested in
meeting the criteria.

(2) Prior year recipients eligible for multi-year grants must be in good standing.
The program defines good standing as:

• No significant concerns found during territory office visits; administrative,
or TIGTA reviews

• Applicant successfully met its program plan and minimum returns
expected

• Applicant showed its ability to grow and sustain its programs

(3) Multi-year funding

• Year one – subject to availability of annually appropriated funds
• Year two and/or year three – Funding subject to: satisfactory perfor-

mance; compliance with grant terms and conditions; and availability of
appropriated funds

(4) Recipients approved for a multi-year grant send an abbreviated grant applica-
tion for years two and three. Recipients must keep satisfactory performance
and remain in compliance with grant terms and conditions.
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(5) For more information on multi-year requirements, refer to the following: Pub
1101, Application Package and Guidelines for Managing a TCE Program or
Pub 4671, VITA Grant Program Overview and Application Instructions.

22.30.1.10.5
(10-01-2011)
Grant Application
Processing

(1) The following section describes IRS processing of grant applications.

22.30.1.10.5.1
(09-08-2023)
Receipt and Control

(1) The pre-award process begins with receipt and control of grant applications as
described in the following section:

a. GPO retrieves applications from Grants.gov
b. Enterprise Case Management (ECM) System Grants Management Sys-

tem automatically retrieves the applications from grants.gov. The systems
automatically assign a Case ID number (e.g., 2021-XXXX-X).

22.30.1.10.5.2
(09-08-2023)
Application
Completeness and
Eligibility Processing

(1) In the ECM system, the GPO staff must conduct a preliminary review of each
application received to verify that all required application components are
complete and eligible for processing. For applicants found ineligible, the policy
prohibits the GPO from considering the applicant further. Review the ECM
User Guide and GPO Desk Guide for more information.

(2) All TCE and VITA applications must include the Standard Form SF 424, Appli-
cation for Federal Assistance, with authorized organization representative sig-
nature, UEI number, and EIN.

(3) The TCE application components include the following:

a. Application for Federal Assistance, SF 424
b. Non-profit eligibility documentation
c. Program Plan narrative
d. Financial Operations narrative
e. Civil Rights narrative
f. Form 14335, Contact Information for VITA and TCE Grant Programs
g. Form 14204, Tax Counseling for the Elderly Program Application

Checklist and Contact Sheet
h. Form 8653, Tax Counseling for the Elderly Program Application Plan
i. Standard Form LLL (SF-LLL), Disclosure of Lobbying Activities (if appli-

cable)
j. Form 13533, VITA/TCE Partner Sponsor Agreement

(4) VITA application components must include the following:

a. Application for Federal Assistance, SF 424
b. Confirmation of eligibility documentation
c. Program Plan narrative
d. Financial Operations narrative
e. Civil Rights narrative
f. Form 14335, Contact Information for VITA and TCE Grant Programs
g. Form 13978, Projected Operations VITA Grant Application
h. Form 13977, VITA Grant Budget
i. Standard Form LLL (SF-LLL), Disclosure of Lobbying Activities (if appli-

cable)
j. Form 13533, VITA/TCE Partner Sponsor Agreement
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(5) The GPO analyst may contact the applicant for key missing information if the
organization made a good faith effort to complete the application. The applicant
must submit the missing information within two business days of the notifica-
tion. Review the ECM User Guide and GPO Desk Guide for processing
guidance.

(6) For woefully incomplete applications missing a significant number of compo-
nents, the policy prohibits the GPO analyst from considering the application or
contacting the applicant. The GPO analyst processing the application must
submit the woefully incomplete recommendation to the GPO Chief for concur-
rence. If the GPO Chief concurs, the application becomes ineligible. Review
the ECM User Guide and GPO Desk Guide for processing guidance.

(7) Once it is determined that an application is complete, the GPO analyst must
conduct a review to confirm the applicant’s eligibility for a grant award. The
GPO analyst must review the information in the application against IRS system
information to confirm the applicants tax exemption status and federal income
tax compliance. For more information on Tax compliance checks, see IRM
22.30.1.10.5.4.5, Tax Compliance Check.

(8) GPO must check the System for Award Management (SAM) to confirm the or-
ganization and primary program personnel eligibility (not debarred, suspended,
or otherwise excluded from or ineligible for a federal award):

• Research organization name and all contacts listed on Form 14335.
• Research the names of key individuals found in the application Program

Plan and Financial Operations narratives, such as the program director,
financial officer, and tax matters contact. Not all individuals mentioned in
the narrative require research.

• If the GPO researcher finds results in the SAM query, then the re-
searcher needs to clarify the information and/or verify the organization
or individual’s identity.

• If the GPO researcher finds a person within the organization who is in-
eligible (disbarred or suspended), the award notification must include
measures to mitigate the risk. The disbarred or suspended person
cannot take part in the VITA program or supply oversight of the grant
until cleared.

• The GPO cannot consider disbarred or suspended organizations for an
award.

(9) GPO reviews VITA or TCE applicants to ensure Single Audit requirements are
met. The GPO uses the Federal Audit Clearinghouse to research reports.

• The analyst reviews the most recent audit report to find deficiencies and
unfavorable findings

• Depending on the results of the audit, IRS may request more informa-
tion from the applicant to decide whether the organization implemented
any corrective actions to respond to deficiencies and findings

• IRS may institute safeguards against organizations with deficiencies and
findings, such as more reporting and prior approval for payments to
ensure effective use of grant funding

(10) The GPO uses the U.S. Treasury Office of Foreign Assets Control (OFAC)
Sanctions Program Listings to complete the Terrorist Screening.
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a. The GPO must send the organization name through OFAC
b. GPO sends any negative results to the Criminal Investigation Division for

further review

(11) The IRS Civil Rights Division (CRD) reviews each application in ECM to ensure
the organization meets civil rights compliance requirements and no violations
reported.

(12) For applicants found ineligible, the policy prohibits the GPO from considering
the applicant further.

22.30.1.10.5.3
(09-08-2023)
Ranking Panel

(1) Each New and complete application goes through a technical evaluation
completed by a ranking panel. Every grant cycle, SPEC asks the field for vol-
unteers for the TCE and VITA Grant Ranking Panels and the VITA Review
Team. The volunteers selected for the panels review, evaluate, and rank grant
applications. Different panel members must rank each application twice. Panel
members do not rank applications from their own Area. Scores resulting in a
20-point variance between the first ranking score and the second ranking score
of the same application requires a third ranking score.

(2) The ranking panel consists of SPEC field or headquarter staff.

(3) Panel members must have in-depth knowledge of the TCE and VITA programs
and requirements, as well as knowledge of SPEC policy and procedures.

(4) Panel members use evaluative criteria to rank and score each application.

(5) This supplies uniformity in ranking each element. TCE uses, Document 13447,
Tax Counseling for the Elderly (TCE) Grant Program Technical Ranking Guide,
and Document 13456, Volunteer Income Tax Assistance Grant Program
Technical Ranking Guide. These guides provide panel members with informa-
tion needed to evaluate either the TCE or VITA grant applications, understand
the evaluation process, and how to access the Enterprise Case Management
(ECM) Grant Management System.

(6) Ranking panel members receive evaluator training.

(7) The VITA Review Team oversees the VITA Grant Ranking Panel and process.
The TCE Senior analyst oversees the TCE Grant Ranking Panel and process

(8) Ranking panel members provide strength and weakness statements each
grant application and provided to the applicant in the Technical Evaluation
Feedback Document. Multi-year applicants during year 2 or year 3 and appli-
cations deemed ineligible during the Completeness and Eligibility stage do not
go through the ranking process

(9) During ranking, application that receive an average score below 70 (TCE) or
below 140 (VITA) are ineligible and not considered for a grant.

(10) Refer to the ECM Grant Management User Guide, Section 6, Ranking applica-
tion for how the ranking process works within the ECM system.

22.30.1.10.5.4
(10-03-2022)
Evaluative Criteria

(1) Grant applications that pass the eligibility and completeness review processes
continue to Technical Ranking and GPO Evaluation.
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(2) New applicants go through both the Technical Ranking and GPO Evaluation.
Continuation multi-year recipients bypass the ranking process.

• Organizations that have never applied for or received a grant.
• Organizations that received a one-year grant the previous grant cycle

(TCE only)
• Organizations currently in year three (3) of the multi-year period and

requesting a grant for the upcoming year
• Organizations previously awarded a grant and subsequently dropped

out of the program or declined the award.
• Organizations currently in year 1 or 2 of the multi-year period.

Note: The current grant or cooperative agreement must show the appli-
cable multi-year status

(3) The following sections explain the evaluative criteria used for each grant
program.

22.30.1.10.5.4.1
(10-03-2022)
Tax Counseling for the
Elderly (TCE)

(1) Applications that pass the eligibility screening process must undergo a two-
tiered evaluation process. The GPO must review applications for both a
technical evaluation and a secondary evaluation. The IRS keeps discretionary
authority to award grant funds based on program plans to achieve the goals of
the TCE Program.

(2) Evaluative Criteria - During the technical evaluation, the GPO awards points to
each application based on the evaluative criteria areas listed below, the infor-
mation contained in the application’s background, narrative, and/or proposed
program/ budget plan. The criteria below reflect the maximum number of points
the reviewer may assign in that category. Organizations can receive a
maximum of one hundred (100) points.

(3) TCE GPO Evaluation:

a. Target Audience (for age sixty (60) and over) - Organization’s target
audience for site locations providing services to those taxpayers aged
sixty (60) and older. Secondary focus may identify if the taxpayer is sixty
(60) years of age and older or the primary target focus (0-25 points)

b. Electronic Filing Service for ages sixty (60) and over taxpayers - Or-
ganizations proposed number of Federal income tax returns to be
prepared and electronically filed for elderly taxpayers. The GPO must
review the returning grant recipient’s prior year e-file volume and the
maximum number of points awarded for organizations that exceed 65%
e-file for senior taxpayers (0-18 points)

c. Quality of Programs and Return Processes - Organization has quality
and return processes in place and a program plan to protect taxpayer
privacy, security, and confidentiality of taxpayer data (0–5 points)

d. Site and Return Preparation Experience - Organizations experience in
Federal Tax Return Preparation (0-13 points)

e. Site Accessibility (accommodate persons with disabilities) - Organi-
zations include plan to accommodate for persons with disabilities at site
locations (0-5 points)

f. Partnerships/Collaborations with Community Organizations - Organi-
zation partners/collaborates with community-based organizations and
other service providers (0-2 points)
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g. Staff Experience. Management Staff, Key Personnel, and other Key
Roles - GPO analyst must have the needed qualifications to oversee the
TCE Program (0-3 points)

h. Financial Operations - Detailed organization Financial and Accounting
Operations including procedures for monitoring and evaluating program
expenses (0-19 points)

i. Monitoring Process - Organization has strategy in place for monitoring
work and evaluating program results (0-5 points)

j. Training Plan for Staff/Volunteers. Detailed training plan in place for staff
and volunteers (0-3 points)

k. Volunteer and Recruitment Plan. Volunteer Recruitment and Retention
Plan in place (0-3 points)

l. Publicity Plan. Detailed publicity plan for publicizing the TCE Program and
recruiting volunteers (0-2 points)

m. Past Performance for Returning Applicant (i.e., timeliness and com-
pleteness of budget reports, favorable results of financial reviews and
successful accomplishment of organizations’ productivity goal) (0-2
points). productivity goals).

(4) Concurrently with the technical evaluation, each application undergoes a
review by the GPO. GPO must complete a thorough evaluation on the appli-
cant’s background narrative and propose a program/budget plan. This
evaluation includes a general review of the entire application and program/
budget plan to ensure that the applicant can meet the TCE Program
requirements, and that the technical evaluation did not raise any significant
concerns.

(5) Guiding Principle

• The GPO expects grant recipients show incremental increases in return
preparation each year.

(6) Measures of Success

a. The GPO expects grant recipients to achieve one hundred (100) percent
of the return goal specified in their grant agreement.

b. The GPO expects grant recipients to become more efficient each year
with grant funds. Any organization that receives grant in the prior year
must prepare more returns with a similar amount of funding in the current
year, reducing their costs of preparing returns.

22.30.1.10.5.4.2
(09-08-2023)
Volunteer Income Tax
Assistance (VITA) Grant
Evaluation Process

(1) Applications that pass eligibility screening must undergo a two-tiered evalua-
tion process.

a. New applicants must undergo a technical evaluation and GPO evaluation
b. Continuing multi-year applicants bypass both the technical evaluation and

ranking

(2) The ranking panel member must evaluate, rank, and score new applications.

(3) The GPO staff conducts the evaluation by reviewing the program plan, budget,
and past performance to ensure the applicant meets VITA Program require-
ments.

(4) Guiding Principle:
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• The GPO expects recipients to show incremental increases in return
preparation each year

• The GPO expects recipients to achieve one hundred (100) percent of
the return goal specified in their grant agreements

• The GPO expects recipients to become more efficient each year with
grant funds

22.30.1.10.5.4.3
(09-08-2023)
VITA Technical
Evaluation and Ranking

(1) During the technical evaluation or ranking process, the reviewer awards points
to each application based on the criteria listed below. The applicants program
narrative and proposed budget contains information. The criteria below reflect
the maximum number of points assigned to that category. Entities can receive
a maximum of two hundred (200) points.

(2) Experience with low income and/or return preparation - (0-64 points)

• Experience coordinating and running an IRS volunteer return prepara-
tion program for low-income

• Any efforts the organization has taken to supply financial education and
asset building to these same populations

• The number of years the organization (or sub-recipient organization)
has taken part in the VITA program

• At least 90 percent of taxpayers served by VITA recipients must have an
income at or below the maximum annual income limit to qualify for the
EITC

(3) Strength of program - 0-50 points

• Qualifications of key personnel (program coordinator(s), financial admin-
istrator (s), etc.

• Volunteer training plan
• Publicity plan
• Access to technology
• Recruitment and retraining volunteers :

(4) VITA Target Audience - (0-32 points):

• Plans to focus on extending services to underserved populations (urban
and hard to reach areas (primary and secondary focus)

• Existing and new sites data
• Proposed number of tax returns to prepare and e-file strategy for

achieving goals and the number of volunteers expected to take part in
the program. SPEC considers all major challenges that our recipients
may face and as such, the expected minimum growth percentage may
change to allow flexibility to current demands

• Service delivery method such as ad-hoc, facilitated self-assistance sites,
virtual sites including sites preparing prior year or amended returns

(5) Ability to partner or collaborate with multiple organizations - (0-4 points):

• Organization’s mission as it relates to low-income individuals and
families

• Lead organization and coalition partner’s names
• Role and responsibility of each collaborating organization

(6) Sustainability and Growth Strategy - (0-4 points):
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• Increasing e-file ability
• Securing more funding sources
• Targeting of underserved populations
• Recruitment of volunteers
• Retention of volunteers
• Expansion of collaborative efforts among community organizations

(7) Quality control process - (0-20 points):

• Process and procedures in place to ensure adherence to the IRS quality
site

• Processes implemented to ensure quality of return preparation not
required by IRS

• Documented results from reviews by program participants, not IRS, and
actions taken or planned to overcome any find deficiencies

(8) Program measures - (0-20 points):

• Process in place to measure overall effectiveness of the organizations
VITA program and results achieved

• Infrastructure in place to capture the data, measure results, and supply
reports

22.30.1.10.5.4.4
(09-08-2023)
GPO Evaluation

(1) Concurrently with the technical ranking, each application undergoes an evalua-
tion by the GPO. This evaluation is a review of the program plan and budget to
ensure the applicant meets the TCE and VITA Program requirements. The
evaluation also reviews prior year performance. The GPO considers any sig-
nificant concerns raised during the technical ranking evaluation

(2) GPO must review prior year performance to assess the applicant’s ability to
meet MRE goals. The following actions require:

a. For new and returning applicants refer to the Program Plan in the appli-
cation to review prior year performance.

b. For returning grant recipients, refer to the latest Site and Production
Reports issued by GPO to determine if an applicant meets MRE goals

c. For new and returning applications determine if program shows growth
from year to year.

(3) GPO must review financial operations section in the application to determine if
grant recipient can manage funds effectively. Refer to Pub 1101, Application
Package and Guidelines for Managing a TCE Program or Pub 4671, Helping
You Help Others VITA Grant Program Overview and Application Instructions,
(Financial Operations Section), for more information.

(4) GPO must review Civil Rights certifications to ensure compliance. Refer to Pub
4671, (Assurances and Certifications), for more information.

(5) GPO must review Tax Compliance results to verify that the applicant is in full
compliance (all returns timely filed) and federal tax balances fully paid
(including penalties and interest). Refer to IRM 22.30.1.10.5.4.5 for more infor-
mation on the Tax Compliance process.
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(6) VITA Only - GPO must review Indirect Cost information. Refer to Form 13977,
VITA Grant Budget Plan, Line 19 to determine if applicant have indirect costs
and if a valid Indirect Cost Rate Agreement exists. Refer to Desk Guide proce-
dures on Indirect Costs,

(7) The tax analyst conducting the review determines if the applicant qualifies for
funding and sends to Senior Analyst and GPO Chief for review.

(8) The Tax Analyst must make a recommendation to or deny award with a justifi-
cation in ECM. Recommendations must include:

a. Concerns with program plan, financial operations, or prior year actions
b. VITA grant experience
c. Recommended award amount and proposed MRE

(9) GPO must use ECM to document case history and save all supporting docu-
mentation to the grant file using the designated naming convention. Refer to
Desk Guide for more information on the GPO Evaluation.

22.30.1.10.5.4.5
(10-03-2022)
Tax Compliance Checks

(1) Designated GPO analysts review each VITA and TCE application, and grant
recipient for tax compliance.

(2) GPO uses the Integrated Data Retrieval System (IDRS) and the Generalized
IDRS Interface (GII) to confirm entity information, tax exempt status, any out-
standing balances and/or returns not filed for the past five years.

(3) After the analyst completes the research above, applicants/grant recipients
receive an assigned status of:

• Compliant - No outstanding balances or unfiled tax returns
• Non-Compliant - Present unpaid balances or unfiled tax returns
• Conditionally Compliant- Working to resolve unpaid balances or unfiled

tax returns pending resolution.

(4) Designated analysts must access to the following IDRS Command Codes to
conduct the tax compliance check:

• INOLES
• BMFOL
• TXMOD
• ENMOD
• SUMRY
• TRDBV

Note: Access to IDRS and GII requires the analyst to submit a request through
BEARS and GPO Chief for approval

(5) If the GPO analyst identifies a balance due or failure to file a required form or
information document, the analyst must send a Letter 6028, Federal Tax Com-
pliance Check, template to the Federal Tax Matters contact found on Form
14335, Contact Information for VITA and TCE Grant Programs

• The analyst must add a copy of the email and Letter 6028 to ECM.
• Letter 6028 notifies the organization of a tax related issue and instructs

them to contact the IRS to resolve the issue.
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• The applicant must respond to the GPO within five (5) business days.
• If the applicant does not respond, the application becomes ineligible .

(6) If the applicant disagrees with the compliance issue the GPO allows them the
opportunity to resolve the issue.

a. The applicant must send supporting documentation or information to
GPO prior to the award date. Examples of supporting documentation
could include the following: (This is not an all-inclusive list): Requests for
penalty abatement, Proof of payment or filing return and Installment
agreement requested and/or approved.

(7) If the applicant supplies information showing an error on the part of the IRS
and the GPO agrees, the GPO now considers the applicant in compliant and
eligible for award.

(8) If the GPO decides the applicant is ineligibility for an award due to non-
compliance, the SPEC Chief may conduct a secondary review for
reconsideration.

a. If during the secondary review the applicant continues to be non-
compliant and the GPO Chief concurs, the GPO considers the application
as non-compliant and become ineligible for award.

(9) The GPO must show in ECM, the applicants tax compliance status, upload
and save any supporting documentation to the system and document the Case
History. Save all documents using the naming convention as stated in the Tax
Compliance Desk Guide.

22.30.1.10.5.5
(10-01-2013)
Notification of Award

(1) GPO notifies applicants of their selection or non-selection for an award by
email.

(2) Legislation appoints the TCE and VITA Grant Programs as a discretionary
grant and not subject to appeal.

(3) If denied a grant award, the responsibility for all expenses incurred lies with
the applicant.

22.30.1.10.6
(10-03-2022)
Award Monitoring

(1) The IRS is an awarding agency that awards funds to organizations capable of
achieving project goals, and responsibly managing federal funds.

(2) The GPO monitoring process encompasses three phases:

• Pre-award monitoring
• Financial monitoring
• Post Award monitoring

(3) GPO conduct Pre-Award monitoring upon submission of the application
package.

a. Prior to selection for an award, GPO confirms tax exempt status, tax
compliance, and entity information shown in IRS records.

(4) After the GPO selects a grant recipient for an award, the GPO must conduct
financial monitoring. The GPO determines financial monitoring by the recipi-
ent’s level of experience managing the grant, the award amount and if
applicable program visibility.
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(5) GPO must monitor grant recipients to ensure:

• They meet program requirements and follow General Accepted Account-
ing Principles (GAAP)

• Expenditures meet program goals and requirements outlined in CFR
Title 2 Part 200.

• Ensure grant recipients that received more than $750,000 a year in
grant funds receive a Single Audit Report. Refer to Pub 4883, Grant
Programs Resource Guide for more information on Single Audits.

(6) During the post award monitoring period, recipients may receive administrative,
financial, TIGTA or GAO reviews.

(7) The GPO conducts administrative reviews to ensure recipients:

• Follow the terms and conditions of the grant agreement
• Follow OMB guidelines

(8) The GPO must conduct administrative reviews:

• On 25 percent of the recipients based on available resources
• On-site or via conference call
• Requiring the recipient authorized official, program administrator, and

financial official attend the review. Others may attend at the recipient’s
request

• Notifying the TM of the review and offer the option to attend

(9) A financial review supplies an in-depth monitoring to identify areas of
weakness that the applicant can improve, requires increased oversight per the
award terms and conditions. The GPO acts as the program technical advisor
during the financial review.

• A financial review involves examining the financial management policies,
procedures, and controls kept by an organization, particularly those
aspects that affect incurred costs

• The GPO recommends recipients for a financial review based on risk or
concerns

• The financial reviewer can access all grant files
• The financial reviewers ensure recipients adhere to CFR Title 2 Part

200 guidance, statutory requirements and terms and conditions of the
grant agreement

• For more information on the Financial Review Process refer to IRM
22.30.1.10.9.3, Financial Reviewer Responsibilities

• The GPO keeps a record of all financial reviews and stores information
in the official grant file

• GPO may request the territory office and financial reviewer follow-up on
corrective actions. If the recipient does not implement corrective actions,
GPO decides the sanction based on the recommendations of the
financial review

(10) GPO may terminate the grant or cooperative agreement if the administrative or
financial review finds any of the following: fraudulent records, reports or viola-
tions of the terms and conditions.
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(11) Recipients may receive visits by Treasury Inspector General for Tax Administra-
tion (GAO).

(12) Recipients may receive visits by the Government Accountability Office

(13) The GPO reviews the CBA report monthly to analyze grant funds requested by
the recipients through the Payment Management System (PMS). The GPO en-
ters receipt and acceptance for the TCE and VITA grant expenditures monthly
and notifies the Beckley Finance Office.

(14) Recipients decides their actual program costs and activities per the GAAP.
Their budgets can change to achieve the program goals. For TCE, a budget
can reflect up to 70 percent of expenses for volunteer reimbursement and up
to 30 percent of expenses for allowable administrative expenses. The responsi-
bility of expenses exceeding the grant award amount lies with the grant
recipient.

(15) For more information on current program guidelines, refer to Pub 1101, Appli-
cation Package and Guidelines for Managing a TCE Program, for TCE or Pub
4671, VITA Grant Program Overview and Application Instructions, for VITA.

22.30.1.10.6.1
(09-10-2018)
Terms and Conditions

(1) Pub 5245, Tax Counseling for the Elderly (TCE) Program Terms and Condi-
tions and Pub 5247, Volunteer Income Tax Assistance (VITA) Terms and
Conditions, must go with Form 9661, Cooperative Agreement for TCE and the
Form 13981, Grant Agreement. The signature of the grant recipient representa-
tives on the Form 9661 or Form 13981, Grant Agreement, signifies the
agreement to all terms and conditions. The recipient must give their sub-
recipients a copy of the terms and conditions.

22.30.1.10.6.2
(10-01-2017)
Sub-Award Reporting

(1) Recipients must report each action that binds $30,000 or more in Federal
funds. This does not include Recovery funds for a sub-award unless, in the
earlier tax year, the recipient had gross income, from all sources, under
$300,000. Federal Funding Accountability and Transparency Act Sub-Award
Reporting System (FSRS) requires the recipient to report each obligating ac-
tion to the Sub Award Reporting System (FSRC) no later than the end of the
month following the month of the obligation.

(2) Grant Recipient must notify the GPO of any cash sub-awards of $1,000 or
more. Notification within 30 days of the sub-award and include the entity name,
UEI number, and amount of award. Recipients do not need to report non-cash
sub-awards to the GPO, when the grantee recipient supplies for another entity.
Only report sub-awards involving both cash and non-cash if the cash award is
$1,000 or greater.

Example: The IRS awards a grant to RSVP of Middle USA for $40,000. RSVP sub-
grants $6,000 each to ABC and DEF Organizations.

22.30.1.10.6.3
(09-26-2016)
Management of Funds

(1) Organizations may ask the Payment Management System for reimbursement
of expenses already incurred or expect to incur within three days.

(2) The recipients must keep advances of federal grant funds in interest-bearing
accounts of a bank with Federal Deposit Insurance Corporation (FDIC)
insurance coverage and the balance exceeding the FDIC coverage must be
collaterally secure. Accounts must bear interest unless:
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a. The recipients receive less than $120,000 in federal awards per year
b. The best available interest-bearing account would not earn more than

$500.00 in interest, per year on federal cash balances
c. The depository would require an average or minimum balance so high

that an interest-bearing account is not feasible, given the recipient’s
expected federal and non-federal cash resources

d. Recipients may keep up to $500 in interest earned each year for admin-
istrative expenses. Any interest earned on Federal advance payments
deposited in interest-bearing accounts must remit annually to the Depart-
ment of Health and Human Services Payment Management System
(PMS)

(3) All expenses must follow reasonable, allowable, necessary guidelines and not
exceed the total grant award amount specified in the Cooperative or Grant
Agreements.

(4) Allowable expenses include costs incurred for the operation of TCE or VITA
programs. Expenses include reimbursements to volunteers, publicity, and
training costs directly associated with the program. Other expenses include:

• Salaries, wages, and benefits of personnel
• Office supplies and equipment
• Rent, utilities, and custodial services
• Miscellaneous services, such as printing, postage, insurance, etc.
• Audit services
• Installation of telephone lines necessary to service a telephone

answering site and/or a telephone line to support e-file or Internet con-
nectivity costs

• Travel expenses incurred by program administrators or coordinators to
track sites, meet with the territory coordinator, etc.

• Costs incurred for interpreter services for a hearing-impaired taxpayer
• Items to recognize volunteers for their contributions to the TCE or VITA

Programs. Items must not exceed $10 per volunteer
• Computers and printers. Cost of computers must not exceed $1,000 per

unit unless approved by GPO
• Supplies including paper, cartridges, toner, postage for acknowledgment

and rejection letters, mailing envelopes, and other miscellaneous
expenses

(5) Unallowable expenses include:

• Salaries, wages, and benefits of executives or administrators
• Tax preparation software
• Purchase, construction, repair, or rehabilitation of any building or any

part of an existing building
• Costs or expenses incurred which do not support or help the program,

or unnecessary in carrying out the program
• Costs or expenses incurred outside the period of performance
• Costs for installation of a “toll free,” or “800” number for supplying tax

help
• Preparation of the application package
• Costs for hotel accommodations above the federal government per diem

rate for a particular location when a sponsor conducts a meeting(s)
• Postage to mail tax returns to IRS or state offices
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• Entertainment Costs
• Child Care
• Purchase of food or beverages for customers or in conjunction with an

event considered entertainment or social activity

(6) For TCE - Recipients can use thirty (30) percent of the grant funds for adminis-
trative expenses. The TCE program does not allow indirect costs.

(7) Recipients must return un-expended grant funds and advance payments.
Improper expenditure of grant funds results in a debt to the federal govern-
ment.

22.30.1.10.6.3.1
(10-01-2013)
Reimbursements

(1) When included in grant agreements, the IRS supplies monetary amounts for
reimbursements to volunteers for transportation, meals and other expenses
incurred in training or giving tax return help and for reimbursement of overhead
expenses. Cooperative or grant agreements show the items allowed for reim-
bursements and the method of reimbursement (i.e., stipend versus actual
expenses for meals), as well as developing necessary procedures, forms, and
accounting/ financial control systems.

(2) Reimbursements allowable only for direct, reasonable, and prudent expenses
incurred as a part of the program.

(3) Total reimbursements provided to a program personnel cannot exceed the total
amount specified in the cooperative or grant agreement. The IRS is not liable
for other amounts to program personnel, volunteers, or anyone else.

(4) Expense reimbursements and other aid provided by the IRS under cooperative
or grant agreements depend upon the availability of appropriated funds.

(5) It is the responsibility of the recipient to notify Division of Payment Manage-
ment with changes in the contact information or banking information for the
PMS System.

22.30.1.10.6.3.2
(10-03-2022)
Fiscal Agents

(1) The GPO does allow the use of a fiscal agent. If the application shows an
intent to use a fiscal agent, the applicant must send the following information
to the GPO office and the analyst elevates it to the Chief GPO for consider-
ation:

• Organization name
• Address
• UEI number
• Employer Identification Number
• Contact name for the organization

(2) The fiscal agent may not be an individual and the organization must be
compliant with federal tax requirements. Please review, Pub 4883, Grant
Programs Resource Guide for VITA Volunteer Income Tax Assistance & TCE
Tax Counseling for the Elderly, for more required actions, if approved.

22.30.1.10.6.3.3
(10-01-2017)
Payments to Grant
Recipients l

(1) Advance funds for expenditures must occur within three (3) business days of
the receipt of the funds. Reimbursement can withdraw an advance funds for
allowable, allocable, and necessary expenses.
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(2) Recipients can withdraw reimbursement funds at any time for allowable,
allocable, and necessary expenditures already incurred.

(3) If an organization finds it necessary to withdraw from the TCE or VITA Grant
Program, the organization must return any monies received from the IRS.

(4) If a recipient does not follow the terms and conditions of the grant agreement,
the IRS may end the agreement.

(5) If the federal government operates under a continuing resolution (CR), the re-
cipients expected must cover the expenses of their TCE or VITA program until
Congress appropriates funding.

(6) The GPO has the right to disallow advance payments if the organization:

• participated in the prior year program
• failed to timely submit quarterly financial reports
• failed to timely submit the final report

(7) If extenuating circumstances the decision to allow advance payment lies with
the GPO

22.30.1.10.6.3.4
(10-01-2011)
Statistical Reporting

(1) Must report to the GPO about the methods and procedures used to implement
the TCE and VITA Programs including supporting documentation and data.

(2) Reports include: The GPO tracks the various reports throughout the grant
cycle to find any trends or inconsistencies.

a. Semi-Annual, (TCE only)
b. Annual (TCE only)
c. Final narrative and budget

(3) The GPO compares projections by the recipients in various categories with
IRS statistical sources (SIDN, ELF 1541 and Productions Reports).

(4) The GPO checks the SIDN, ELF 1541 and GPO Production reports throughout
the grant cycle to find trends or inconsistencies.

22.30.1.10.6.4
(10-01-2011)
Performance Reports

(1) SPEC uses SPECTRM to keep records relating to partners, coalitions, and
sites.

(2) Territories must create the link between the recipient and the site it operates
under the grant.

(3) The territories use the supporting partner field within each site record to create
a link.

(4) The GPO uses information in SPECTRM to find the sites linked to each
recipient.

(5) Numerous reports available in SPECTRM finds sites.

(6) The GPO does not keep production data in SPECTRM. However, the GPO
uses information in SPECTRM, to create custom reports showing individual
site and overall recipient production.
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(7) Production sources include the ELF 1541 report and the SIDN Workbook
report.

22.30.1.10.6.5
(10-03-2022)
Award Closing

(1) Closing the grant is a critical part in the grant life cycle that takes place
following the expiration or termination of the project period/period of perfor-
mance.

(2) Grant recipients must provide final reports to identify final actions, activities
and the methods used to accomplish them. GPO must:

• Collect, confirm receipt, and evaluate the required performance and
financial reports

• Ensure each recipient complies with the terms and conditions of the
grant or cooperative agreement

• Resolve any discrepancies
• Ensure all grant recipients spend all funds and return any remaining

(unused) funds to Treasury
• Update the grants management system (ECM) with closing information
• Upload all documents and update actions in the Case History in ECM
• Notify the grant recipient of the decision to close the grant file with no

further actions needed or close the grant file with further actions needed
(for example draw down remaining funds).

(3) Grant recipients must forward year-end reports to the GPO within 120 days
after the project period/period of performance ends.

a. If any components of the final report are missing, GPO must contact the
grant recipient to secure the missing documents.

22.30.1.10.7
(10-03-2022)
Communications and
Resources

(1) The GPO uses several methods to communicate information to the GPO staff,
SPEC employees, grant recipients, VITA and TCE partners. The platforms
include the use of internal and external web pages, SPEC Joint Web Sessions,
webinars, partner meetings, mass emails and publications.

22.30.1.10.7.1
(10-03-2022)
Grant Program Office
(GPO) Websites

(1) A GPO webpage within SPEC’s website, The Point, supplies employees with a
resource to obtain general and legislative information about the TCE or VITA
Grant programs. The GPO is the owner of the information and is responsible
for the maintenance of its content.

(2) TCE or VITA Recipients can obtain information and educational materials for
the VITA Grant and TCE Grant. in IRS.gov. The GPO is the owner of this infor-
mation and is responsible for the maintenance of its content.

22.30.1.10.7.2
(10-03-2022)
Orientation Webinar

(1) GPO uses webinars and conference calls to communicate critical grant expec-
tations with grant recipients.

(2) GPO covers topics such as:

• Grant Application Process Overview
• Award Acceptance Process Overview
• Reporting requirements
• Payment Management System (PMS)
• Administrative and Financial Reviews
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22.30.1.10.7.3
(09-08-2023)
Grant Program
Resources

(1) Resources available to all:

• Pub 1101, Application Package and Guidelines for Managing a TCE
Program, for TCE

• Pub 4680, VITA/TCE Flyer
• Pub 4883, Grant Programs Resource Guide for VITA Volunteer Income

Tax Assistance & TCE Tax Counseling for the Elderly
• Pub 4671, VITA Grant Program Overview and Application Instructions
• Pub 5245, Tax Counseling for the Elderly (TCE) Program Terms and

Conditions
• Pub 5274, Volunteer Income Tax Assistance (VITA) Grant Terms and

Conditions
• Code of Federal Regulations Title 2, 200

(2) Resources available only to the GPO:

• ECM User Guide
• GPO Desk Guide

22.30.1.10.8
(10-01-2013)
Grant Responsibilities

(1) The sections below describe SPEC office responsibilities about grants.

22.30.1.10.8.1
(10-01-2017)
SPEC Headquarters
Office Responsibilities

(1) Manage the TCE and VITA grant programs.

(2) Issue and clarify program guidelines and policy requirements for the TCE and
VITA Grant Programs.

(3) Develop and update grant application packages.

(4) Prepare Federal Register Notice and application announcements for the TCE
and VITA grants.

(5) Update IRM annually.

(6) Update TCE and VITA grant information in the Catalog of Federal Domestic
Assistance. The Assistance Listing has detailed program descriptions for
federal aid programs.

(7) Participate in the grants.gov. FACE (Financial Assistance Committee for
E-Government) with Treasury, DATA ACT, PMS User Group, and GSA
meetings to stay informed about grants and legislative requirements.

(8) Upload grant opportunities into grants.gov.

(9) Coordinate and supply guidance to the TCE and VITA Grant Ranking Panel.

(10) Request advice from Counsel on issues within the TCE or VITA Grant
Programs.

(11) Report information to the Treasury concerning grant awards required by the
Federal Funding Accountability and Transparency Act (FFATA) of 2006 and
Digital Accountability and Transparency (DATA) Act and Grant Oversight and
New Efficient (GONE) Act.
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(12) Develop, update and supply guidance to Area and Territory offices on recipi-
ents.

(13) Update the SPEC Territory office responsibilities for the TCE and VITA Grant
Programs.

(14) Prepare and issue grant award notifications.

(15) The GPO consults with the W& Chief Financial Officer to find availability and
amount of funds for the TCE and VITA awards.

(16) Share listing of grant recipients to SPEC TM.

(17) Work with Health and Human Services (HHS) to create recipient accounts into
PMS.

(18) Manage, authorize, and approve funds in PMS.

(19) Reconcile grant funds in PMS for charges submitted by TCE and VITA recipi-
ents for Beckley Financial Office and HHS

(20) Supply access to grant file and notify Financial Reviewers of any concerns.

(21) Remove non-compliant recipients from the TCE and VITA Grant programs.

(22) Keep the VITA and TCE webpages with current information.

(23) Attend annual grant update training.

22.30.1.10.8.2
(09-04-2020)
SPEC Field Support and
Analysis (FS&A)
Responsibilities

(1) Clarify program guidelines for IRS SPEC Territory offices to ensure the territo-
ries understand the TCE and VITA Grant programs.

(2) Ensure SPEC Territory offices track recipient’s organizations operating under
grant guidelines.

(3) Serve as contact point for territory questions and problems.

(4) Encourage employees to take part and volunteer for the TCE and VITA Grant
ranking process.

(5) Verify SPEC Territory offices receive and keeps information required in the
TCE and VITA programs (i.e., list of volunteers who passed the test, list of
sponsors site addresses and hours of operation).

(6) Notify SPEC HQ office of a non-compliant TCE or VITA grantees.

22.30.1.10.8.3
(09-08-2023)
SPEC Territory Office
Responsibilities

(1) Supply volunteer program aid to VITA/TCE grant recipients.

(2) For TCE grant partners -- Share elderly demographic data with all TCE grant
partners within the territory. These data include high population areas of elderly
residents so sponsors may target their site location selection. Use the demo-
graphic data to ensure sponsors find sites areas of greatest need based on the
high populations of elderly.

(3) Conduct Train-the-Trainer sessions for VITA/TCE grant volunteer instructors
per the Form 13826, SPEC Training Support Tool. and partners training plan.
Use this session to acquaint them with training materials, instructional tech-
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niques, changes in the tax laws and federal tax forms. Using this training, the
grant partner then conducts its own training of volunteers.

(4) Assess training and reference material needs and place orders.

(5) Supply VITA/TCE grant partners with IRS materials to conduct volunteer
training and run their site (i.e., training materials, mailing labels and other
program materials such as publicity and site materials, etc.)

(6) Verify all VITA/TCE grant site coordinators passed the Site Coordinator Test
certification before the site opens or, at the latest, by January 31 using a Link
& Learn Taxes certification listing.

(7) Ensure VITA/TCE grant site coordinators give the list of volunteers to the
SPEC Territory office on Form 13206, Volunteer Assistance Summary Report.
The site coordinator must complete the form and send it to the SPEC Territory
office after the third business day of each month.

(8) Monitor statistical reports (SIDN, Elf, TaxSlayer reports, etc.) and find potential
problems. Discuss identified concerns with the VITA and/or TCE grant partner.

(9) Conduct at least one Field Site Visit of each VITA and TCE grant partner found
in the territory. Prioritize the reviews and conduct “high-risk” reviews soon after
the site opens. High- risk categories include:

• Recipients with prior year problems present
• New grant partners
• High dollar grant partner ($100,000 or over)
• Partners showing early indications of not meeting production goals

(10) The GPO may request the Territory conduct a site review or follow-up on cor-
rective actions resulting from a Financial Review of the VITA and/or TCE grant
partner.

(11) Serve as the VITA/TCE grant partner is first point of contact with the IRS for
program concerns (not grant related) and coordinate any territory wide program
activities the partner needs, (e.g., conference or meetings).

(12) Ensure all VITA/TCE grant partners display the Title VI Civil Rights Poster(s)
and/or language based on the requirement under the Department of Justice
regulation 28 CFR Section 42.405 (a) - (d). Ensure all VITA and TCE grant
partners adhere to the Department of Justice’s (DOJ) regulation 28 CFR
Section 42.405 (a-d) – Public Dissemination of Title VI Information - each
agency or activities within an agency receiving financial aid (including all TCE
and VITA Program organizations) must display prominently posters and/or
language saying the agency’s Civil Rights non-discrimination requirements.

(13) Ensure all VITA/TCE grant partners have a copy of Pub 4299, Privacy, Confi-
dentiality, and Civil Rights - A Public Trust, and understand their responsibilities
for protecting taxpayer information.

Note: The Grant Office encloses Form 13533, VITA/TCE Partner Sponsor
Agreement, in the VITA and TCE award letters. The grant partner signs and
submits the form to the Territory Office. Territory offices should keep the form
in its files.
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(14) Supply support to the VITA/TCE grant partner throughout the duration of the
program activity.

(15) Keep the VITA/TCE grant partner apprised of the current IRS SPEC territory
Office contacts and telephone numbers.

(16) Maintain property records, property loan agreements and conduct an annual
inventory certification for all VITA/TCE grant partners receiving IRS loaned
equipment.

(17) Ensure that VITA and TCE partners receiving a VITA and TCE grant MUST
operate the programs separately. This includes transmitting returns with
separate EFINs and SIDNs for each program.

22.30.1.10.9
(09-04-2020)
Financial Review
Process

(1) This section sets up policy and procedure for conducting financial reviews of
the Tax Counseling for the Elderly (TCE) and Volunteer Income Tax Assistance
(VITA) program sponsors as outlined in the Cooperative/Grant Agreement, re-
spectively. These instructions apply to all analysts engaged in the financial
review process and standardize guidelines for oversight and monitoring.

(2) The financial review process is an in-depth part of the GPO financial monitor-
ing phase, IRM 22.30.1.10.6 Award Monitoring. Financial reviewers conduct
reviews of sponsors and give guidance on how to correctly spend the funds
authorized under the Cooperative/Grant Agreement and ensure grant recipients
spend the funds. Financial reviewers conduct reviews year-round and help
decide if a sponsor meets the fiscal terms and conditions of the grant.

22.30.1.10.9.1
(01-02-2018)
Financial Reviewer
Training

(1) Financial reviewers must obtain a “Grants Management Certificate” through
Management Concepts. Financial reviewers earn this certificate when they
attend grants management Phase 1 and Phase 2 training to obtain more
knowledge and skills needed to conduct a financial review. Financial reviewers
must complete phase 1 training before they perform a review. Based on
resources available, financial reviewers must attend an annual class for the
latest updates in grants management once training is complete.

(2) Phase One Training includes the following:

• Introduction to Grants and Cooperative Agreements for Federal
Personnel

• Monitoring Grants and Cooperative Agreements for Federal Personnel
• Uniform Administrative Requirements for Federal Grants: 2 CFR Part

200
• Cost Principles for Federal Grants: 2 CFR Part 200 (Subpart E) and

FAR 31.2

(3) Phase Two Training includes the following:

• Evaluating Federal Funds Management Capabilities of Recipients and
Sub-recipients

• Audit of Federal grants and Cooperative Agreements
• Closeout of Federal grants

(4) Financial reviewers engaged in the financial review process must refer to the
following resources:
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• Pub 1101, Application Package and Guidelines for Managing a TCE
Program

• Pub 4671, Helping You Help Others VITA Grant Program Overview and
Application Instructions

• Title 26 Section 601 Subpart H, Code of Federal Regulations (CFR)
• 2 CFR Part 200 - Uniform Administrative Requirements, Cost Principles,

and Audit Requirements for Federal Awards
• Pub 4883, Grant Programs Resource Guide for VITA and TCE

Note: For profit follows the cost principals of Electronic Code of Federal Regula-
tions 48 CFR 31.2.

22.30.1.10.9.2
(09-04-2020)
Management
Responsibilities

(1) The manager of PS office must:

• Decide how many financial reviews conducts and completes
• Review and approve financial review reports
• Resolve issues the financial reviewer cannot resolve

22.30.1.10.9.3
(09-04-2020)
Financial Reviewer
Responsibilities

(1) Financial reviewers must obtain access to various systems to conduct research
and build the financial review case file. Systems include:

• The GPO Shared Drive - to access Official Grant Files kept by the
GPO. Files become available to classify once the GPO decides and
releases the list of grantees by the first of October. The GPO awards
grants awarded in two types: General and Multi-Year

• Payment Management System (PMS) - The PMS is an automated
system found at the at the Division of Payment Management Home
Page, Payment Management System. Grant recipients access the page
electronically for funding and reporting information

• Accurint - Comprehensive data including businesses, UCC filings, ad-
dresses, associates, etc.

• Internet - Financial reviewers use to secure information
• SPECTRM

(2) Financial reviewers must ensure grant recipients follow with Electronic Code of
Federal Regulations 2 CFR Part 200 and spend funds correctly. The following
categories outline required actions of the financial reviewer:

• Pre-Review
• Review of Books and Records
• Post Review

(3) Financial reviewers conduct reviews on-site at the grantee’s location or via cor-
respondence.

22.30.1.10.9.4
(09-04-2020)
Classification Process

(1) The VITA/TCE grants classification universe includes all current year grants
awarded by GPO. PS obtains the most recent sponsor list from the GPO. The
classification universe includes a mixture of grantees:

• New to the TCE/VITA Program
• In the program at least four years since the last completed review
• In the program at least five years and have had no reviews conducted
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(2) Each reviewer works with an analyst from the GPO. Using Form 14700,
Financial Review Grant Classification Sheet Tax Counseling for the Elderly
(TCE) and Volunteer Income Tax Assistance (VITA), the financial reviewer clas-
sifies cases using the “High-Risk” method. The High-Risk method includes but
not limited to grantees:

• Identified by the GPO. Email referrals to the Chief, PS Chief, PS
• Receive multiple awards (i.e., VITA, TCE, LITC)
• Have no prior experience with federal grants
• Are under Congressional or public scrutiny
• Not subject to and/or had an audit report rating with a “qualified opinion”

and significant deficiency identified

(3) Financial reviewers must use their judgement when considering other factors
such as:

• Amount of Grant
• Multiple Sites
• Grant Expenses
• Unallowable Items
• Drawdowns
• Matching Funds
• Mathematical Errors

(4) The financial reviewer sends completed classification forms for selected cases
to management for review and approval. The financial reviewer sets up a
meeting with the Chief, PS to get concurrence and discuss case specifics such
as scheduling, logistics, case issues etc.

22.30.1.10.9.5
(09-04-2020)
Pre-Site Review

(1) Financial reviewers must use both internal and external systems to review the
grantee case file, conduct research, decide which issues to focus on during the
review and prepare notes for the review. Document Form 15025, Grant
Financial Review Activity Record, with all actions. Reviewers input case files
on the Financial Review Shared Drive.

(2) The financial reviewer prepares and sends Letter 4906, VITA/TCE Grant
Financial Review Selection, to the PS manager for review and approval. Email
the letter to the grantee with a ten (10) day response time.

(3) The financial reviewer emails Letter 4907, VITA/TCE Grant Financial Review
Appointment Confirmation, and Form 14150, Financial Review Information
Document Request, to the grantee thirty (30) days before the review date.

(4) The financial reviewer places the financial review date on the calendar and
makes travel arrangements (if applicable).

22.30.1.10.9.6
(01-02-2018)
Issues of Critical
Concern

(1) Financial Reviewers must find issues of critical concern. Any concern relating
to fraud, waste or abuse is cause for action. Communicate these types of
issues via email to the supervisor.
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22.30.1.10.9.7
(01-02-2018)
On-Site Review

(1) During an On-Site Review, the Financial Reviewer must:

• Conduct Entrance Meeting
• Review Books and Records
• Conduct the Exit Meeting

22.30.1.10.9.7.1
(01-02-2018)
Conduct Entrance
Meeting (On-Site)

(1) The Financial reviewer must meet with the grantee and provide a brief intro-
duction and purpose of the visit.

(2) The entrance meeting involves interviews and discussions with organization
personnel for obtaining information needed for the financial review. The
financial reviewer must use Form 14558, Grant Recipient - Interview Questions
and Notes, to capture information during the review.

(3) The financial reviewer verifies the items on Form 14150, Financial Review In-
formation Document Request and sends a second request for missing
documents.

22.30.1.10.9.7.2
(09-04-2018)
Review of Books and
Records (On-site and
Correspondence
Reviews)

(1) The Financial Review Process involves a review of financial management
systems, policies, records, and documentation to help evaluate the organiza-
tion’s adequacy and compliance with VITA/TCE provisions and federal
requirements.

(2) The financial reviewer requests and reviews grant recipient’s books and
records, including, but not limited to:

• Written Policies/Procedures
• Chart of accounts
• Trial Balance (adjusted and unadjusted)
• General ledger
• Unusual Questionable (UQs) items (e.g., cash account(s), miscella-

neous expense account, etc.)
• Grant receipts Accounts Payable records
• Sample invoices and contracts to verify the vendor exists
• List of business-related expenses
• Separation of Duties among personnel in various functions (i.e.,

Accounts Payable (A/P), Cash Receipts/Disbursements, Bank Reconcili-
ation, Accounts Receivable, Human Resources (hiring), Payroll, etc.)

• Credit Card Process (i.e., who is issued credit cards, the approval,
review, and payment process, etc.)

• Associate Grant Expenditures to Specific Funding Source
• Source Documentation (i.e., cancelled checks, paid bills, payrolls, time,

and attendance records, contract, and sub-grant award documents, etc.)

22.30.1.10.9.7.3
(01-02-2018)
Review of Drawdown
Requests

(1) A cost must be reasonable, allocatable, and documented to be allowable under
Federal awards. A cost is reasonable if it does not exceed what a prudent
person would have incurred under similar circumstances; allocatable if the
amount charged to the grant is based on the relative benefits received; and
supported by source documentation.
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22.30.1.10.9.7.4
(01-02-2018)
Match (VITA Grant Only)

(1) The grantee must report, and track expenditures and in-kind services claimed
in its accounting system and provide a report from the accounting system
along with supporting documentation.

Note: The same allowability rules applicable to expenditures charged to Federal
awards apply to expenditures and in-kind services claimed as matching.
Therefore, if costs or activities not allowable per the applicable cost prin-
ciples, they cannot accept it as a non-Federal match.

22.30.1.10.9.7.5
(01-02-2018)
TCE Grant Unique
Limitations

(1) Limitations for the TCE Grant program include:

• Costs paid for salaries, wages, and benefits to clerical, administrative or
technical personnel

• Costs for installation of a toll-free number not allowable
• Costs for volunteer recognition limited to $10 per volunteer
• No more than 30 percent of the grant funds used for administrative

expenses

22.30.1.10.9.7.6
(11-18-2021)
VITA Grant Unique
Limitations

(1) Limitations for the VITA Grant program include:

• Costs for volunteer recognition limited to $10 per volunteer
• Costs for food for volunteers at volunteer sites limited to $500 per

partner. The cost of foods bought for an entertainment or social event is
not allowable

22.30.1.10.9.7.7
(01-02-2018)
Conduct the Exit
Meeting (On-Site Only)

(1) The Financial reviewer must:

• Acknowledge the grantee’s staff cooperation and help
• Discuss the preliminary findings and recommendations and answer any

questions about the review with the grantee
• Refer the grantee to the GPO for help if requested

22.30.1.10.9.7.8
(09-04-2020)
Correspondence
Reviews

(1) Selected sponsors awarded VITA/TCE funds of $25,000 or less must receive a
correspondence review. These reviews consist of telephone interviews, emails,
postal mailings, and faxes.

22.30.1.10.9.7.9
(01-02-2018)
Communicating with
Grant Recipients

(1) The following forms/letters must use the following forms/letters to communicate
with the grantee when conducting a financial review via correspondence:

• Letter 4906, VITA/TCE Grant Financial Review Selection
• Letter 4907, VITA/TCE Grant Financial Review Appointment Confirma-

tion
• Letter 4909, VITA/TCE Grant Initial Financial Review Close-out
• Letter 4910, VITA/TCE Grant Financial Review Final Closing
• Form 14150, Financial Review Information Document Request
• Form 14355, Grant Financial Review Report
• Form 14558, Grant Recipient - Interview Questions and Notes

(2) Like On-Site reviews, correspondence reviews involve interviews and discus-
sions with organization personnel to obtain information needed for the financial
review.

(3) Organizations selected for correspondence reviews receive the same review of
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books and records as outlined in IRM 22.30.1.10.9.7.2, Review of Books and
Records. Grantees send requested information via email, postal mail, or fax as
part of the review.

22.30.1.10.9.7.10
(11-18-2021)
Post Site Review

(1) The post site review involves completion of the process.

(2) The financial reviewer uses the information gathered and reviewed to prepare
Form 14699, Financial Review Work Paper. The financial reviewer sends Form
14355, Grant Financial Review Report, to the Chief, PS for review and
approval.

(3) The financial reviewer provides the approved Form 14355 along with Letter
4909, VITA/TCE Grant Financial Review Close-Out, to the grantee allowing a
fifteen (15) day response time.

(4) Refer to the table below for required actions based on the grantee’s response
to the report:

If Then

The sponsor agrees with the
report

Send a copy of the signed Form
14355 to the GPO analyst. Close
the case file.

The sponsor disagrees with the
report

The grantee can send more infor-
mation or request a conference
with the PS manager. Once
resolved, send Letter 4910 with
Form 14355 to the sponsor with a
copy to the GPO.

22.30.1.10.9.7.11
(01-02-2018)
Case File Management

(1) SPEC staff must store electronic case files on the Financial Review Shared
Drive.

(2) The financial reviewer must complete case files including work papers before
sending the report to the manager for review and approval.

(3) Documentation in the case file includes:

a. Interview Sheet
b. History Sheet
c. Classification Sheet
d. Information Document Request
e. Financial Review Report with findings and recommendations
f. Financial Review Work papers for each issue outlining procedures/steps

taken to address issues(s) on findings
g. Supporting Documentation
h. Financial Review Letters (Letter 4906, Letter 4907, Letter 4909, Letter

4910).
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22.30.1.10.9.7.12
(01-02-2018)
Grant Program Office
Referrals

(1) The Chief, PS reviews the referral for acceptance and within five (5) workdays
notifies the GPO via email of the determination. The Chief, PS assigns the file
to a PS analyst. Keep a copy of the referral kept with the case file.

22.30.1.10.9.7.13
(01-02-2018)
File Retention

(1) Dispose case files three years from the date of the grant period.

22.30.1.11
(10-01-2012)
Outreach Program
Overview

(1) Outreach involves the delivery of tax, financial, asset building and key
messages that educate or inform individual taxpayers, either directly or through
our partners.

(2) As the outreach organization responsible for delivering information and
education to individual taxpayers, SPEC equips its network of internal and
external partners with materials and information to reach specialized popula-
tions and the public.

(3) SPEC conducts most outreach through leveraged resources.

22.30.1.11.1
(09-10-2018)
EITC Outreach Program

(1) The EITC outreach program supplies free tax information and education to
taxpayers, practitioners, and partners. SPEC employees, volunteers, and
partners conduct EITC outreach for individual taxpayers on behalf of the IRS.

(2) Return Integrity and Compliance Services (RICS) oversees all aspects of re-
fundable credits, including EITC, throughout the IRS. The Refundable Credits
Administration (RCA), within RICS, partners with W&I C&L and implement the
national EITC communication plan. This plan includes key messages and
outreach activities such as EITC Awareness Day. The plan includes outreach
channels such as communication products, social media, and partner toolkits
on to promote awareness of the EITC.

(3) W&I Finance funds SPEC to help with conducting EITC outreach including full
time equivalents (FTE), as well as overtime and travel (when proper).
Employees must use Appropriation 09E2D to report EITC Travel and EITC
Overtime. Use SETR time code 00941 to report all hours associated with EITC
activities.

22.30.1.11.1.1
(10-01-2013)
Planning and Publicizing
Activities for EITC
Outreach

(1) Tax Consultants plan, schedule and announce EITC outreach events with as
much advance notice as possible to promote current messaging, involve
partners involvement, and maximize audience attendance/participation.
Outreach sessions must target EITC eligible taxpayers using available
research tools and census data to maximize reach and effectiveness.

(2) Tax Consultants coordinate outreach with local businesses, state agencies and
community organizations that have a similar customer or employee base.

(3) EITC Outreach activities include (not limited to):

• News releases
• News conferences/events
• Letters to the editor
• Social Media tools
• EITC YouTube Videos
• Webinars
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• Banner ads
• Fairs
• Kickoff events

(4) Tax consultants coordinate all media related EITC program outreach activity
with local media relations.

22.30.1.11.2
(11-18-2021)
Outreach Roles and
Responsibilities

(1) SPEC HQ oversees the program, developing the annual outreach strategy/
program letter which includes asking for outreach priorities on a seasonal basis
(Pre-filing, Filing and Post–Filing Season). In partnership with C&L, SPEC
employees create educational products to support priority topics and supply
outreach and awareness materials to meet SPEC’s outreach product require-
ments.

(2) NP cultivates new national partnerships while keeping existing ones to effec-
tively deliver SPEC’s outreach program. NP serves as a point of contact for the
field to aid the area and Territory offices in bringing local affiliates of national
organizations on board. NP delivers outreach on the priority topics through
their national partnerships.

(3) W&I C&L develops communication products and plans to support SPEC’s
priority outreach topics, while helping HQ with developing the annual outreach
strategy/program letter content. W&I C&L supports the Outreach Resource
Center on The Point and IRS.gov content to ensure SPEC employees and
partners have easy access to correct and prompt outreach materials.

(4) Territory offices must implement the national outreach strategy with the support
of FS&A, by delivering outreach and education on the priority topics (as well as
any local outreach initiatives) to the largest possible audience. RM must use
the most cost-effective method for delivering this outreach, using the leveraged
approach whenever possible.

22.30.1.11.3
(10-03-2022)
Outreach Process

(1) Outreach includes unique events, distribution of educational material, educa-
tional seminars, self-help sessions and more.

(2) All SPEC territories (i.e., growth and home) work outreach campaigns. The
growth TM and home TM work together to determine the organizations and
areas that each territory cover for each outreach campaign, unless otherwise
directed by the Outreach Team. The TM disseminate the directives to their re-
spective relationship managers, who may contact organizations by telephone
and/or email.

(3) For each recurring outreach period or season, SPEC must name top outreach
priorities. Tax consultants must focus on these universal priority topics for most
of the organizations outreach efforts.

(4) The recurring process to name outreach priorities runs on two seasons:

• Filing Season: January - May
• Post Filing Season: June - December

Note: Each period involves a specific focus and must involve unique priorities.
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(5) Tax consultants must use the 13315 Module in SPECTRM to capture ALL
outreach events and other activities, unless specifically directed otherwise by
SPEC HQ and/or the Area Director/Territory Manager (e.g., outreach campaign
spreadsheet). This includes (not limited to) EITC events and other outreach.
Most SPEC efforts support partner outreach using the leveraged model. For
reporting if SPEC furnishes the information and/or products, you must report
with Form 13315 module in SPECTRM (for example, EITC Central resources).

(6) Other Outreach includes the following activities that deliver tax, financial, asset
building and other key messages that educate or inform individual taxpayers,
distributed either directly or through our partners:

a. Electronic - E-mail, social media, Website
b. Print - Partner or IRS Developed Product, Letter to Editor, Press Release

(7) For purposes of reporting all outreach, if SPEC supports any of the following
roles, then report SPEC’s role on the Form 13315 module in SPECTRM:

a. List SPEC as the speaker or presenter
b. Exhibitor - SPEC shares information or materials at a table or booth
c. Supplied products - SPEC supplies products, electronic or printed, IRS

products or printed, IRS products or custom developed. (EITC Central;
Outreach Corner)

d. Reviewed materials - SPEC reviews or gives input for partner materials
used deliver outreach

e. Supplied data/information - SPEC supplies data or information to support
the delivery of outreach

f. SPEC offers support to deliver the outreach

(8) Tax consultants must report all outreach activities in the 13315-module listing
in SPECTRM using one of SPEC’s priorities as the primary topic. Record
outreach activities in SPECTRM within five (5) business days with status
updates as needed. Tax consultants must use primary topic “other” only on
rare occasions and must use the comments field to explain as needed.

(9) Tax consultants must record SPEC’s outreach activities AND partner’s
outreach activities by:

a. Recording what YOU shared on the 13315 module in SPECTRM. Record
each entity contacted as a separate activity on Form 13315.

b. Following-up and document what the partner did with the information
(Facebook; Twitter; Instagram; Website, etc.,)

22.30.1.11.4
(10-01-2012)
Outreach Program
Funding

(1) Each year, employees must list more outreach priorities, based on congressio-
nal mandates and new legislation. W&I often receives separate funding to
cover the cost of delivering outreach on these topics.

(2) Employees must charge their time and travel to the correct SETR code and
funding codes associated with the specified outreach topics.

(3) Upon exhaustion of overtime and travel funds, employees must stop the use of
these funds and to report any other expenses under regular program travel
and regular program overtime.
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(4) SPEC employees must continue using the correct SETR time codes to report
outreach specific related activities even without extra funding. This allows
SPEC to measure the actual time spent on specific outreach related activities.

22.30.1.11.5
(10-01-2012)
Outreach Program
Resources

(1) The Outreach Resource Center holds approved materials to support SPEC’s
outreach activities.

(2) The Outreach Resource Center houses these materials in one central location
to allow for consistent messaging across SPEC Tax consultants must review
the content on this page before conducting outreach on any priority topics.

(3) Each topic holds a summary sheet with the background on the outreach focus,
as well as links to outreach material. SPEC must add new products once
approved.

(4) SPEC employees must access the Outreach Resource Center through the
intranet at Outreach Resource Center.

22.30.1.11.6
(10-01-2011)
Tax Education Seminars

(1) Territory offices periodically receive requests for educational seminars.

(2) The TM must review requests for approval. The TM considers the basis of
each request, availability of resources, availability of a partner to present the
seminar, business rationale, and potential reach of the event before agreeing
to the request.

(3) Qualified IRS employees and qualified partners/volunteers conducts tax
education outreach. Whenever possible the SPEC Territory office must use
partners to conduct tax related seminars for taxpayer groups who request
specific education from IRS.

22.30.1.11.6.1
(10-01-2011)
Planning and Publicizing
Tax Education Seminars

(1) The Territory office must plan, schedule, and announce tax seminars with as
much advance notice as possible to promote current year program initiatives.
SPEC staff must coordinate any Media contact with a local Media Relations
Specialist in their area. Publicity includes:

• News release saying locations and hours of operation, a telephone
number to call for more information

• Posters displayed prominently in IRS offices and placed strategically in
the targeted community. Poster information must list the potential avail-
ability of the session, location, date, time, and a telephone number to
call for more information

• Use partners to promote seminars through all available means including
prominently displaying posters at their sites, local advertising, social
media, etc.

22.30.1.12
(10-01-2011)
Understanding Taxes
(UT) Program

(1) The Understanding Taxes Program helps educators prepare students for their
federal tax responsibilities. Key emphasis is on the voluntary compliance
system. The Understanding Taxes program examines the mechanics of tax
return preparation, and the theory and principles of taxation with the following
goals:
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• To provide teachers with both a current and easy to update resource to
increase student awareness of this lifelong economic reality

• To involve governments at the state and local levels in a cooperative tax
education effort. Potential partners include state departments of
revenue, local boards of education, state superintendents of education,
consumer education groups, adult education specialists, school princi-
pals and teachers

Note: The UT program has not been updated to reflect tax law changes since
2014. Because tax laws have changed significantly since 2014, the informa-
tion on UT does not accurately reflect current tax law. Current tax law is
found on Link & Learn Taxes at IRS.gov.

22.30.1.12.1
(10-01-2011)
Responsibilities for the
UT Program

(1) PS&A oversees the administration and maintenance of the UT application. Re-
sponsibilities include:

a. Updating the application and IRM, as needed
b. Coordinating all the content management of the application
c. Developing the application’s promotional and marketing materials
d. Evaluating the effectiveness of the application

(2) TM must promote and incorporate various programs, campaigns, and coali-
tions.

22.30.1.13
(10-01-2013)
Community
Coalitions/Community
Based Partnerships
(CBP) Overview

(1) To reach more people with fewer resources, SPEC embraces a leveraged
approach. This requires the use of partners as leveraged access points and is
the cornerstone of the SPEC vision. This approach requires a different
business model. The key to this strategy involves a community or coalition-
based partnership. This road starts with broad-based participation by all
segments of the community with better and more creative solutions obtained
with several organizations working together on a common goal.

(2) The CBP makes for the best possible use of the experiences and ability of all
the groups involved while leveraging their good standing in the community to
effectively reach our targeted audiences. It ends duplication of efforts and
materials.

(3) This collective effort helps to stretch resources such as money, information,
staff, and volunteers enabling us to reach more taxpayers while increasing our
visibility and our impact on voluntary compliance. Therefore, this model moves
responsibility for many of the administrative activities associated with the
volunteer tax preparation program to community partners.

(4) The Community Based Partner toolkit supplies guidance on establishing CBPs.
SPEC staff can find the toolkit on SPEC’s home page at The Point.

(5) This toolkit acts as another resource in developing a CBP. Although the toolkit
supplies a wide variety of concepts and products, it cannot duplicate the expe-
rience obtained by the partners involved in developing CBPs. After reviewing
the toolkit, Tax Consultants must contact TM, community leaders, SPEC HQ
Analysts, etc., for more insight in developing CBPs.

(6) The toolkit acts as a ″living″ document, to include more information as new
tools/products come known, SPEC must update the toolkit, as needed.
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22.30.1.14
(11-18-2021)
Filing Season Readiness
Executive Steering
Committee

(1) SPEC is a working member of the Filing Season Readiness Executive Steering
Committee. Each year, the committee ensures a successful upcoming filing
season by preparing detailed actions plans and reporting on corrective actions
through monthly meetings (June – September) and bi-weekly meetings
(October – December). The committee verifies the readiness of all IRS opera-
tional functions to the Division Commissioners.

(2) The SPEC Director and the assigned SPM analyst represent SPEC on this
committee. SPEC employees work with cross-functional units to:

a. Obtain stakeholder issues and concerns
b. Develop and complete action items related to filing season
c. Update the status of action items
d. Supply required briefings to the committee
e. Prepare briefing documents for the committee
f. Coordinate responses for ad-hoc or follow-up information requests
g. Conduct periodic meetings with internal stakeholders to discuss potential

filing season issues
h. Certify SPEC preparedness for the upcoming filing season

(3) The Filing Season Readiness Executive Steering Committee begins planning
and preparations in May each year for the next filing season. SPEC finds and
addresses potential filing season concerns through a series of discussions with
SPEC executives and employees. Each SPEC unit is engaged in filing season
preparation and certification. SPEC fulfills the Executive Steering Committee
reporting requirements by completing and closing all action items and reporting
the closures to the committee.

(4) The Filing Season Readiness Executive Steering Committee stores all
documents on the IRS’ Filing Season Readiness Website. This website houses
all information on the documents, reports and action plans associated with Fil-
ing Season Readiness, such as the SPEC Filing Season Readiness action
items, reports, and meeting information, as well as, committee directories, the
Committee charter, and any other associated information.

22.30.1.15
(01-11-2016)
Partner Survey

(1) To measure the impact of SPEC’s relationships with partners, SPEC surveys
national and local partners.

(2) The Partner survey results and reports include:

• Partners overall satisfaction and dissatisfaction with SPEC products and
services

• Partners satisfaction with support from SPEC, including communica-
tions, timeliness of materials, training, products, and relationship
management

• Opportunities for expanding the relationship with SPEC by communicat-
ing with and educating W&I taxpayers

• Partner needs
• Solicit recommendation and feedback for improving service to the SPEC

partners

(3) The SPEC survey population includes all national and local partners listed in
SPECTRM who meet the following requirements:
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• Active
• Non-Deleted
• Do not have an @IRS.gov email address listed in the partner record.

These include FSARemoteOnly@IRS.gov, FEABOnly@IRS.gov,
NoEmailAvailable@IRS.gov– See Exemptions in section IRM
22.30.1.10.3, Eligibility Requirements.

22.30.1.15.1
(09-08-2023)
Headquarters
Responsibilities

(1) NP owns the SPEC Partner Surveys (SPEC Partner and SPEC Volunteer Ex-
perience) and survey administration process. NP takes the following actions:

a. Prepares a Performance Work Statement (PWS) in conjunction with W&I
Strategies and Solution Research and Survey Administration (SA) group.
The PWS helps to secure a contractor and distributes funding for the
survey

b. Convenes a team to review national partner survey issues, including
input survey content

c. Submits a list of SPEC local and national partners to the contractor by
the date specified in the PWS. The list of partners must include organiza-
tion name, address, and survey contact email, SPEC Area, SPEC
Territory, and any other information needed to administer the survey or
analyze the survey data

d. Reviews the draft survey and pre-notification letters. Obtain any needed
SPEC approvals by the date specified in the PWS.

e. Reviews all input from field offices for inclusion in the survey and sends
that input to the contractor

f. Coordinates the contractor’s results presentation with SPEC management
as shown in the PWS

g. Coordinates the review of draft reports by the SPEC survey team
including combining any SPEC feedback for the contractor and approving
the document

h. FS&A analysts work through local partner survey issues during the
survey administration period. All communications between SPEC HQ and
SPEC Territories about the local partner survey flow through to the desig-
nated FS&A analyst.

22.30.1.15.2
(09-08-2023)
Contractor
Responsibilities

(1) The contractor must develop an action plan, meet key deliverables, prepare
the survey instruments, administering the survey, collect the data, and develop
a draft and final reports.

(2) The action plan lists the following activities:

a. Develop a timeline to achieve successful survey administration
b. Design the partner survey procedures
c. Design the survey instrument
d. Administer the survey
e. Report survey results
f. Present results to SPEC

(3) To meet the deliverable timeline, the contractor takes the following actions:
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Action Description

Conduct Conference Call
Contractor/IRS

Attends a conference call with W&I Op-
erations Support, SPEC, and other IRS
staff within (ten) 10 workdays of
awarding the contract. This meeting
outlines IRS and contractor responsibili-
ties and any potential changes to the
survey, based on internal and external
feedback.

Lead System Design
Meeting (Partner Survey)

The contractor attends a survey design
meeting with SPEC and W&I Research
staff. This meeting discusses the infor-
mation collected, any sampling
procedures, the data collection system,
data analysis procedures, and desired
field reports and national reports.

Prepare Office of Manage-
ment and Budget (OMB)
Clearance and Privacy
Civil Liberties Impact As-
sessments (PCLIA)
Documents

The Contractor Officer Representative
(COR) and contractor prepares
documents with the information needed
to obtain approvals for the interviews
and surveys from OMB and Privacy. The
contractor works with W&I Strategies
and Solutions to complete the task.

Administer Survey The contractor administers the survey
according to SPEC’s business needs as
shown in the PWS. The contractor ad-
ministers the survey online as outlined
by the PWS and the agreed upon Ad-
ministration Plan.

Analyzes and Present
Survey Findings

The contractor collects, analyzes, and
presents the survey results in a manner
described in the contract, which may
include a phone conference or an in-
person presentation.

22.30.1.15.3
(11-18-2021)
Verifying SPEC Partner
Contact Information

(1) The following subsections give guidance about verification of SPEC Partner
Contact information. The universe of SPEC partners includes all national and
local partners listed in SPECTRM. The success of the survey depends on
correct contact information. Exceptions: A partner must only respond to one
survey request at a time. SPEC staff reviews the emails and removes any du-
plicates. Note: SPEC staff cannot survey IRS employees (irs.gov email
addresses). SPEC excludes FSA Remote and FEAB only partners from taking
part in the survey as they receive minimal support from SPEC. To exclude
these partners from taking the survey, update their contact email address to
correspond with the reason for exclusion. Use NoEmailAvailable@IRS.gov (for
IRS Employees identified as a partner contact), FEABOnly@IRS.gov, or FSA
RemoteOnly@IRS.gov in the Contact Module.
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(2) SPECTRM reports supplies a list of eligible partner survey contacts. SPEC
employees must update SPECTRM on a regular basis.

22.30.1.15.3.1
(09-04-2020)
SPEC FS&A and
Territory Office
Responsibilities

(1) Each territory office must verify the accuracy of the partner contact information
in SPECTRM. When requested by NP to meet the survey schedule, FS&A (in
coordination with the territories) must correct and verify the partner list,
including the name, address, phone number, and email address (when
available) of each partner survey contact.

(2) SPEC territory offices must use the SPECTRM partner survey contact report to
find all partners that receive the survey. From this report, territories verify all
related survey contact names and emails when requested by SPEC HQ to
meet the survey timeline. If there is incorrect partner or partner contact data in
SPECTRM, the territories must correct any incorrect data in SPECTRM
according to the established timeline to promptly administer the survey.

22.30.1.16
(11-18-2021)
W&I SPEC Internet
Content Publishing
Procedures (IRS.gov
updates and/or changes)

(1) IRS.gov is a resource tool that educates and helps taxpayers, tax profession-
als and partners in following tax laws and filing tax returns. The Internet Con-
tent Publishing Process ensures content is:

• Technically correct
• Not duplicated elsewhere on IRS.gov
• Reviewed and approved by all affected functions and by proper levels of

management
• Validated/certified annually
• Removed or updated when no longer current

(2) Please refer to IRM 2.25.101, IRS.gov Web Content Management Procedures
which supplies an overview for requesting changes to W&I content on IRS.gov.

(3) While there is only one SPEC function that owns each page; several organiza-
tions may share content responsibility for some pages. For example, the
Partner and Volunteer Resource Center page has links to:

• Volunteer training materials owned by PS&A
• Quality standards and processes owned by PS
• VITA and TCE grant information, owned by the GPO

(4) Any SPEC employee requesting changes, additions, or deletions to information
on IRS.gov, must contact the SPEC IRS.gov functional coordinator and
complete a managerial approved Form 14044, W&I IRS.gov Content Publish-
ing Request (CPR), with details outlining all changes.

Note: Executive level approval requires a business justification for all new
requests (example: mandate by Counsel, Treasury, Congress, etc.).

(5) As part of the annual W&I Filing Season Readiness exercise each month the
functional coordinator and the subject matter experts within SPEC work with
Online Services (OLS) and certify the accuracy and ownership of IRS.gov
pages. Throughout the year, SPEC HQ provides the SPEC Director with certifi-
cation updates, showing that all content is up to date.

(6) The SPEC Director certifies the accuracy of SPEC-owned pages no later than
December 31 of each year.
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22.30.1.17
(11-18-2021)
SPEC Intranet

(1) The SPEC intranet site, The Point, houses many tools and resources SPEC
employees need to perform their jobs. SPEC’s SPM coordinates posting and
updates to The Point.

(2) SPEC’s website holds the following sections:

• About Us - This section lists links to organizational and program infor-
mation, directors, and the Program Guide

• Director’s Corner - stores current and archived director’s messages
• Volunteer Return Preparation Programs - houses all programs,

resources, tools, products, partners, and information for volunteer return
preparations

• Outreach/Marketing and Communication - stores information on all
outreach programs, communications, and marketing to partners

• Filing Season Resources-contains information needed for the current
filing season

• Employee Engagement-resources for employee motivation and improve-
ment

• Reports - various reports SPEC uses to measure results
• Reference/Resource Tools-contains valuable information for SPEC

employees to do their jobs
• Fact Sheets/Talk Points - a section organized by function where

employees can quickly find all fact sheets/talk points issued

(3) SPEC employees who own content on The Point must do the following:

• Work with W&I SPEC Webmaster in SPM who reviews, approves, and
sends information to the W&I C&L webmaster for posting, per IRM 11.
55.2, Wage and Investment (W&I) Communications & Liaison (C&L)

• SPEC content owners and SPEC Point Coordinators must understand
their responsibility to verify the technical accuracy of all information sent
for posting, just as a webmaster must post information

• Content owners and providers must work with W&I SPEC Point Coordi-
nators and W&I SPEC Web Coordinator in SPM to coordinate with W&I
C&L webmaster to ensure the technical accuracy of all webpage
information. Several sources can supply webpage content through a
designated content owner

• Content owner requests must clearly supply guidance such as: page
title, header names, bullet, linking or supporting link information, and
technically correct text (content)

• Obtain approval from their manager prior to sending to W&I SPEC Web-
master for posting

• SPEC content owners and SPEC Point Coordinators must post all docu-
ments to The Point and on the SharePoint site with the links to the W&I
SPEC Webmaster.

(4) For more information on how to refer to an IRM section in item 3 above,
content owners and others who contribute content to SPEC intranet pages.

22.30.1.17.1
(10-01-2013)
SPEC Direct Email Box

(1) SPEC Direct is an organizational email box that looks to promote and improve
communications within SPEC. The SPM office analyst in HQ must review and
administer the messages in the mailbox.
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22.30.1.17.1.1
(11-18-2021)
Purpose

(1) SPEC Direct (specdirect@irs.gov) is a two-way communications tool designed
to:

a. Improve SPEC operations and programs by gathering feedback from
SPEC employees

b. Increase the investment of employees in operational and business deci-
sions

c. Provide SPEC management with direct feedback from employees on is-
sues affecting the organization

(2) Headquarters’ managers and staff must use this feedback mechanism when:

• Developing products used by the field employees
• Customers supply input on procedural or process changes
• Requesting feedback from SPEC employees on new or existing

products
• Communicating best practices and suggestions throughout the organiza-

tion

22.30.1.17.1.2
(11-18-2021)
Procedures and
Processes

(1) The SPEC Direct link is on the SPEC intranet site, The Point, under the
Employee Engagement section. Clicking the hyper-link in the landing page
banner (holds the label “Click here to email your comments”) opens a new
email message in Outlook with the *SPEC Direct email box address inserted in
the “To” line. Then send the email directly to the SPEC Direct email inbox. The
SPM staff must route the email to the proper office for a response.

(2) The SPEC Direct mailbox is available to all SPEC employees with questions,
ideas, or general feedback. All email inquiries must meet business operations,
policy, and procedures. Before sending an email inquiry to SPEC Direct
employees must:

a. Check the IRM, the Point public folders and other available resources for
the answer

b. Ask their managers and Area Analysts for guidance in finding the answer

Note: Messages that do not meet the criteria above, the receiver must
send it back to FS&A.

(3) SPEC employees can answer questions received through the SPEC Direct
mailbox. The SPEC Direct mailbox is for internal and external distribution
(others outside of SPEC) to employees. If in doubt, seek guidance from man-
agement or SPEC Direct prior to sharing answers with external parties.

(4) An email inquiry sent to a HQ analyst, FS&A liaison or subject matter expert
must include a copy to their manager. If the HQ analyst, FS&A liaison, or
manager determines the message was sent to the incorrect function to best
answer an inquiry, the manager must let SPM know by reply email as soon as
possible.

(5) For email inquiries do not fall within SPEC control and authority, the recipient
must return the email back to the sender.

(6) SPEC Management may use the *SPEC Direct email box to ask for feedback
from field employees or to conduct employee surveys. The W&I C&L office
must prepare and coordinate solicitations and summary feedback to
management. Examples of SPEC Direct solicitations include:
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• Ideas for branding the VITA Grant Program
• Feedback on the Processing Based Training teaching method
• Feedback on the SPEC Strategic Plan
• Ideas to enhance the Quality process

22.30.1.17.1.3
(11-18-2021)
Communications
Responsibilities of SPM
in Administering the
SPEC Direct E-mailbox

(1) The SPM analyst does not send SPEC Direct emails to the originator, unless a
delay in supplying a prompt response for clarification.

(2) The SPM office must check the email box regularly and respond to the origina-
tor within twenty-one (21) calendar days of receipt. If the analyst decides
timeframe is not adequate, SPM must notify the sender from the *SPEC Direct
email box that a response is in process and require more time.

(3) The SPM staff must send incoming email inquiries to the proper HQ office, HQ
analyst, FS&A liaison, or SME for a response as soon as practical after
receipt.

(4) The employee’s manager must approve prior to sending. If the responding
office, HQ analyst, FS&A liaison, or SME cannot respond within seven (7)
business days, send a reply to SPM via the *SPEC Direct email box as soon
as possible and give an estimated date for response.

(5) Write clear responses with little to no acronyms and/or jargon for copy and
paste directly into an email response to the sender. Staff must ensure written
responses lacks grammatically errors since these reflect directly on the SPEC
organization. The SPM analyst must cut and pasted directly into an email
response back to the sender.

(6) The SPM analyst must send responses to the originator from the SPEC Direct
mailbox. In most cases, the SPM staff removes the name of the HQ analyst or
SME supplying the response before sending it. The analyst or SME supplying
the response may contact the sender directly to request clarification, request
more information or to supply the final response. In all cases, the analyst must
carbon copy SPEC Direct on any email sent to the originator and closed when
completed.

22.30.1.17.1.4
(10-01-2013)
Functional Office
Responsibility

(1) Any SPEC office, Headquarters’ function, or FS&A liaison may at some point
receive forwarded emails, inquiries or requests for information sent from the
SPEC Direct email box. The manager of each office may appoint one staff
person as the responsible point of contact for receiving and acting upon
incoming email sent from SPEC Direct.

(2) It is the responsibility of each office to let SPM know via SPEC Direct mailbox
of the name of the responsible contact and/or alternate.

22.30.1.17.1.5
(10-01-2013)
Other Information

(1) Customers may send questions and concerns about the SPEC Direct email
box to the SPM Program Analyst and/or to the Chief, SPM.
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22.30.1.17.2
(10-01-2011)
Get to The Point

(1) Get to the Point is a platform that highlights current information, resources and
tools posted to The Point for SPEC employees. It alerts SPEC employees
about time sensitive information and existing tools to helps them succeed on
the job. While the W&I C&L, Outreach Communications staff chooses content
on Get to the Point site, SPEC employees must send all suggestions to the
communications contact.

22.30.1.18
(10-01-2013)
Partner@irs.gov, Email
Box

(1) The SPEC SPM function must manage the *SPEC Partners email box. This
organizational email box allows the public to give feedback to or request infor-
mation from SPEC. The SPM office analyst in HQ must review and administer
he messages in the mailbox

(2) It expands the partner base by connecting external organizations and individu-
als with SPEC employees and programs. SPEC managers and teams must
use the *SPEC Partners email box when:

• Developing products used by partners
• Changing a procedure that needs input from the partners
• Requesting feedback from SPEC partners on new products
• Communicating with individuals outside of SPEC

(3) SPEC staff shares the SPEC Partners email address in many ways. When
SPEC employees make presentations to external groups, they supply this
email address to the audiences. The SPEC Partner mailbox includes various
publications, letters, brochures, etc., designed for SPEC external audiences.

22.30.1.18.1
(02-07-2013)
SPEC SPM Staff
Responsibilities

(1) SPEC SPM staff analyst must check the *SPEC Partners email box regularly.
The SPM assigned program analyst must supply responses to inquiries within
twenty-one (21) calendar days of receipt or have SPEC field personnel try to
contact the sender for follow-up within twenty-one (21) calendar days of
receipt.

(2) SPM staff must:

a. Acknowledge incoming emails
b. Promptly forward email inquiries to the proper SPEC office or FS&A

liaison for action
c. Include a response due date by which the office must respond in the

subject line of the forwarded email
d. Follow up through the proper channels for email inquiries not acted upon

within the expected time frames

(3) SPM staff analyst must use judgement in processing emails considered spam
or junk mail and delete them.

22.30.1.18.2
(11-18-2021)
Functional
Contacts/Alternates for
the SPEC Partner Email
Box

(1) SPEC managers must appoint a staff member to serve as the responsible
point of contact for receiving and acting upon email sent to their office from the
*SPEC Partners mailbox.

(2) When the point of contact receives an inquiry from a local organization
showing an interest in partnering with SPEC, SPM must send the message
directly to the FS&A liaison for assignment to the local area growth group for
proper follow-up.
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(3) When the point of contact receives an inquiry from an individual or persons
requesting information on volunteering with VITA or TCE, SPM must send the
message directly to the FS&A liaison for assignment to the local area growth
group for follow-up.

(4) SPEC recipients (FS&A liaison or SPEC HQ staff) must respond to these email
messages by the established follow-up date.

(5) SPEC offices receiving these emails must contact the sender directly or supply
a response to the FS&A liaison. The FS&A liaison must let SPM know to
respond for SPEC.

(6) In creating responses, SPM, FS&A, HQ or Area offices must write official
responses that stand for the SPEC organization. The Analyst must write a
response that represents SPEC in a professional manner with minimum jargon
or acronyms. The SPM may edit responses for clarity and completeness
before responding to the sender.

(7) In responding to *SPEC Partners emails, SPEC HQ must address national is-
sues if the message pertains to a national partnership or organizational matter.

(8) Functional contacts may receive a joint Word® document from W&I C&L
holding several messages on one issue. This is due to a special solicitation for
feedback. In such cases, HQ and FS&A must draft one answer acknowledging
the feedback and to send that response back to, Attn: C&L at *SPEC Partners.
C&L must then distribute the response to all individuals, via the mailbox, who
sent messages related to the issue.

22.30.1.19
(10-01-2011)
SPEC Electronic
Transmissions 508
Compliance
Requirement

(1) After June 21, 2001, all IRS materials provided via Electronic Information Tech-
nology (EIT) must meet the requirements of IRC Section 508 of the
Rehabilitation Act (29 U.S.C. 794d), as amended by the Workforce Investment
Act of 1998 (Publication L. No. 105- 220, Sec. 408(b) 112 Stat. 936, 1202,
(Aug. 7, 1998).

(2) This means that all information published on the SPEC website must meet the
technical standards outlined in Section 508 of the Rehabilitation Act.
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Exhibit 22.30.1-1 (10-19-2011)
EFIN Deactivation Letter: Non-Compliance

Date

Volunteer ERO’s Name

Address

City,

State, Zip Code

Dear Mr./Ms. XXXX,

This letter is to inform you that the Electronic Filing Identification Number (EFIN) XXXXXX, was deactivated for
the following reason(s):

(insert here)

T

here are no appeal rights to this decision. You may reapply for participation in the IRS e-file program but may
not reapply as a volunteer return provider (VITA, TCE or Military Base).

Requirements for applying to participate in the IRS e-file program are included in Publication 3112, IRS e-file
Application and Participation.

If you have any questions regarding this matter, please contact XXXX, Territory Manager at XXX-XXX-XXXX.

Sincerely,

Area Director
Stake

holder Partnerships, Education and Communication (SPEC)
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