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Reporting Period
Outreach Activities
For a definition of Outreach Activities, see form instructions.
1
A.         Number of outreach activities conducted for ESL taxpayers
B.         Number of outreach activities conducted for non-ESL taxpayers (do not include activities reported on line A above)
C.         Number of outreach activities conducted for other organizations that serve ESL or low income taxpayers (do not include activities reported on line A or B above)
D.         Total outreach activities (add lines 1A through 1C)         
Educational Activities
For a definition of Educational Activities, see form instructions.
2
A.         Number of educational activities conducted for ESL taxpayers
B.         Number of educational activities conducted for non-ESL taxpayers (do not include activities reported on line A above)
C.         Number of educational activities conducted for other organizations that serve ESL or low income taxpayers (do not include activities reported on line A or B above)
D.         Total number of educational activities (add lines 2A through 2C)         
3
A.         For the educational activities reported on line 2A, enter the total number of attendees
B.         For the educational activities reported on line 2B, enter the total number of attendees
C.         For the educational activities reported on line 2C, enter the total number of attendees
D.         Total number of attendees at educational activities (add lines 3A through 3C)         
4         List the topics that were covered during the educational activities reported on line 2. Do not repeat topics on multiple lines.
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
5         List the languages, other than English, in which educational activities were conducted
A.
B.
C.
D.
E.
F.
G.
H.
Consultations
For a definition of Consultation, see form instructions.
6
A.         Number of consultations conducted with ESL taxpayers 
B.         Number of consultations conducted with non-ESL taxpayers
C.         Total number of consultations (add lines 6A and 6B)
7
Number of technical assistance consultations conducted
TAS Assistance
8
Number of cases from Form 13424-K, line 1C where TAS provided assistance
Tax Returns and Other Documents 
9
A.         Number of tax returns prepared ancillary to ESL activities  
B.         Number of tax returns prepared to resolve a controversy
C.         Total number of tax returns prepared (add lines 9A and 9B)  
10
Number of Individual Taxpayer Identification Number (ITIN) applications prepared
Volunteer Activities 
11
Does the organization have a pro bono panel
12
Number of volunteers that provided service to the clinic during the reporting period who are:
A. Attorneys
B.         Certified Public Accountants
C.         Enrolled Agents
D.         Interpreters / Translators
E.         Students
F.         Others
G.         Total number of volunteers (add lines 12A through 12F)
13
Total number of hours of service provided by volunteers
Student Representation
14
Number of students authorized to practice before the IRS
15
Number of students receiving academic credit for clinic work
Professional Education Activities
16
Number of professional education (CPE or CLE) credits available through presentations conducted during the reporting period
17         List the topics covered during CPE or CLE presentations. Do not repeat topics on multiple lines.
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
Instructions for Form 13424-A, Low Income Taxpayer Clinic (LITC) General Information Report
Note: Interim and Year-End Reports, including this form (Form 13424-A), may be released under the Freedom of Information Act (FOIA). In response to a FOIA request, the LITC Program Office will release these reports after appropriate redactions to ensure confidentiality of taxpayer information.
Purpose
This form is used to report information about certain work the clinic performed during the reporting period. This form is used to report all outreach activities, educational activities, consultations, referrals, tax return and other document preparation, volunteer activities, work performed by students, and professional education activities conducted during the reporting period.
The Program Office uses the information reported on this form and the other reporting forms to determine the scope of services provided by clinics. Data is also aggregated to provide program-wide statistical information about services provided to low income and English as a Second Language (ESL) taxpayers. Please be careful to follow the instructions for this form and to report all information completely and accurately. If additional room is necessary to provide details about the activities reported on this form, include such details in the Program Narrative on Form 13424-N, where appropriate.
Reporting Requirements
All clinics must complete this form. See Publication 3319 for additional information.
Reporting Period
Clinics are required to report on LITC activities twice for each grant year. The grant year is January 1 through December 31 for the year in which a grant award is received. An Interim Report is required to report activities conducted for the period from January 1 through June 30; a Year-End Report is required to report activities conducted for the entire grant year, the period from January 1 through December 31. Check the appropriate box at the beginning of the form indicating for which period the report is being completed.
Specific Instructions
Outreach Activities
Report all outreach activities conducted during the reporting period in this section. Outreach activities are efforts designed to publicize the clinic and its services. Outreach activities may involve direct communication with taxpayers or be accomplished indirectly through other organizations or groups that assist low income or ESL taxpayers. Examples of outreach activities include a presentation about clinic services made to taxpayers, a campaign to distribute clinic flyers or other marketing materials to local social services organizations, or staffing a table at a community event such as a fair, forum, or meeting to inform the public about clinic services.LITCs are encouraged to identify particular linguistic populations, geographic service areas, or other segments of the low income taxpayer community in which to focus outreach efforts.Determine whether to record an outreach activity on line 1A, 1B, or 1C by looking to the primary intended audience of the activity, rather than the actual attendees. Outreach activities primarily intended to reach ESL taxpayers should be reported on line 1A, activities primarily intended to reach non-ESL taxpayers in general should be reported on line 1B, and those intended for other organizations that assist ESL or low income taxpayers should be reported on line 1C. Report each outreach activity only once on line 1A, 1B, or 1C.
Note: A single outreach activity may span multiple days. For example, if a clinic staffs a booth for multiple days at a week-long event, that should be counted as one outreach activity. Additional details about the extent of such efforts can be included in the program narrative.
Note: A campaign that involves sending the same or similar letters to multiple recipients should be counted as a single outreach activity.
Line 1A. Report on this line the number of outreach activities conducted for ESL taxpayers.
Line 1B. Report on this line the number of outreach activities conducted for non-ESL taxpayers.
Line 1C. Report on this line the number of outreach activities conducted for other organizations that assist ESL or low income taxpayers. For example, the clinic meets with board members of a local church in preparation for the church's upcoming clothing drive to benefit the homeless. The clinic requests that the church inform low income and ESL taxpayers about the clinic's services. The clinic would record those efforts as a single outreach activity on line 1C.
Line 1D. Report on this line the total number of outreach activities conducted during the reporting period. The number reported on this line should equal the total of lines 1A, 1B and 1C. A description of the activities must be included in the Program Narrative on Form 13424-N, line 2.iv. See Publication 3319 for additional information.
Educational Activities
Report all educational activities conducted during the reporting period in this section. Educational activities are programs designed to inform ESL or low income taxpayers about their rights and responsibilities as taxpayers, as well as tax issues of particular significance to the intended audience. Educational activities may also be conducted for other organizations that assist low income or ESL taxpayers. In order to be considered an educational activity, information about a specific tax topic or topics must be conveyed to the audience. Examples of educational activities include a presentation about tax collection issues made to ESL taxpayers, a workshop for low income workers about how to properly complete a Form W-4 for withholding, or the distribution to community case workers of a social services organization of written materials about earned income tax credit (EITC) eligibility rules that they can share with their clients.Determine whether to record an educational activity on line 2A, 2B, or 2C by looking to the primary intended audience of the activity, rather than the actual attendees. Educational activities primarily intended to reach ESL taxpayers should be reported on line 2A, activities primarily intended to reach non-ESL taxpayers in general should be reported on line 2B, and those intended for other organizations that assist ESL or low income taxpayers should be reported on line 2C. Report each educational activity only once on line 2A, 2B, or 2C. Do not include any activities recorded as Outreach on lines 1A through 1D.Note: Educational activities are intended to have attendees. Do not report the posting of educational materials to a website or the distribution of educational materials via social media as educational activities. These activities are properly reported on Form 13424-C, Low Income Taxpayer Clinic (LITC) Advocacy Information Report, Part II, Published Materials.
Line 2A. Report on this line the number of educational activities conducted for ESL taxpayers. 
Line 2B. Report on this line the number of educational activities conducted for non-ESL taxpayers.
Line 2C. Report on this line the number of educational activities conducted for other organizations that assist ESL or low income taxpayers.
Line 2D. Report on this line the total number of educational activities conducted during the reporting period. The number reported on this line should equal the total of lines 2A, 2B, and 2C.
Line 3A. Report on this line the total number of attendees at all educational activities conducted for ESL taxpayers during the reporting period.
Line 3B. Report on this line the total number of attendees at all educational activities conducted for non-ESL taxpayers during the reporting period.  
Line 3C. Report on this line the total number of attendees at all educational activities conducted for service providers during the reporting period. 
Line 3D. Report on this line the total number of attendees at all educational activities conducted during the reporting period. The number reported on this line should equal the total of lines 3A, 3B, and 3C. 
Line 4.  List the topics that were covered during the educational activities reported on lines 2A through 2C. Report each topic on a separate line. Do not repeat the same topic on multiple lines. If a topic was presented at multiple events, you may list the number of times the topic was presented. For example, you may enter “EITC x 4” to indicate you held four presentations on the Earned Income Tax Credit during the reporting period.  
Line 5. List the languages, other than English, in which educational activities were conducted. Report each language on a separate line. 
Consultations
Report all consultations conducted during the reporting period in this section. A consultation is a discussion with a taxpayer designed to provide advice or counsel about a specific tax matter that does not result in representation of the taxpayer. If a clinic undertakes representation of a taxpayer before a court or the IRS, then that matter should not be reported on this form as a consultation, but rather reported as a case on Form 13424-K, Case Information.A technical assistance consultation is a discussion with a practitioner or other service provider designed to give brief advice about a tax issue. For example, if a clinic staff member addresses a tax-related question for a staff member of another legal services organization, that communication should be counted as a technical assistance consultation. 
Line 6A. Report on this line the number of consultations conducted with ESL taxpayers.
Line 6B. Report on this line the number of consultations conducted with non-ESL taxpayers.
Line 6C. Report on this line the total number of consultations conducted with taxpayers during the reporting period. The number reported on this line should equal the total of lines 6A and 6B.
Line 7. Report on this line the number of technical assistance consultations conducted with a practitioner or other service provider during the reporting period. A description of the types of issues and questions addressed in the consultations must be included in the Program Narrative on Form 13424-N, line 2.v. See Publication 3319 for additional information.
Referrals 
Line 8. Report on this line the number of cases reported on Form 13424-K, line 1C, for which the Taxpayer Advocate Service (TAS) provided assistance during the reporting period. A description of the reasons for seeking TAS assistance must be included in the Program Narrative on Form 13424-N, line 2.vi. See Publication 3319 for additional information.
Tax Returns and Other Documents
An LITC can provide assistance with a Federal tax return, a claim for refund, or an ITIN application if such assistance is necessary to resolve a dispute with the IRS or is an ancillary part of the LITC’s ESL education.  The clinic may not charge a fee (even if it is a nominal fee) for the preparation of a tax return.  An LITC or an individual associated with an LITC that adheres to this policy is specifically excluded from the definition of a “Tax Return Preparer” as set forth in Treas. Reg. § 301.7701-15(f).Do not count returns that are prepared but not submitted to the IRS. Do not report any state tax returns that were prepared, only federal returns.
Line 9A. Report on this line the number of tax returns prepared ancillary to ESL activities. Ancillary tax return preparation must be incidental to the clinic's primary mission and the program may only provide such assistance if the request to do so arises from the clinic's primary outreach and educational activities.
Line 9B.  Report on this line the number of tax returns prepared to resolve a controversy.
Line 9C. Report on this line the total number of tax returns prepared during the reporting period. The number reported on this line should equal the total of lines 9A and 9B.
Line 10. Report on this line the number of Individual Taxpayer Identification Number (ITIN) applications (Form W-7) prepared during the reporting period.
Volunteer Activities 
Line 11. Check the appropriate box to indicate whether the clinic maintains a pro bono panel to which taxpayers can be referred for controversy representation.
Lines 12A-F. In this section, report on the number of volunteers who provided service to the clinic during the reporting period. Count each volunteer only once, based on the category of services the volunteer typically provides to the clinic. For example, if an enrolled agent is multilingual and also provides translation services, you may note that in the Program Narrative on Form 13424-N line 2.ix; however the clinic should only count that volunteer as either an enrolled agent or an interpreter/translator, not both. Do not include any individuals receiving compensation from the clinic, or any students receiving academic credit as volunteers.
Line 12G. Report on this line the total number of volunteers. The number reported on this line should equal the total of lines 12A through 12F and should be an accurate count of all individuals who volunteered at the clinic during the reporting period. Only include volunteers who provided service during the reporting period and whose hours are included on the line 13 total.
Line 13. Report on this line the total number of service hours provided by volunteers during the reporting period. Form 13424-F, Volunteer/Pro Bono Time Reporting, is available on the LITC Toolkit to assist you in tracking volunteer hours. Form 13424-F is for internal record keeping by the clinic only and should not be submitted to the LITC Program Office. Do not include time spent by any individuals receiving compensation from the clinic or any students receiving academic credit as volunteer service hours.
Note: The total number of volunteer hours reported on line 13 should be the same as the total number of volunteer hours valued as matching funds on Form 13424-L, Statement of Grant Expenditures.
Student Representation
Line 14. Report on this line the number of students that worked at the clinic during the reporting period who were authorized to practice before the IRS under a special appearance authorization.
Line 15. Report on this line the number of students that worked at the clinic during the reporting period who received academic credit for their clinic work.
Professional Education Activities 
Report on accredited Continuing Professional Education (CPE) or Continuing Legal Education (CLE) presentations conducted during the reporting period in this section. 
Note: Report only professional education activities dealing with issues affecting low income or ESL taxpayers.
Line 16. Report on this line the total number of CPE or CLE credits available through presentations held during the reporting period. For example, if during the reporting period the clinic held three lunchtime presentations offering one hour of CLE credit each, and one day-long presentation, offering eight hours of CLE credit, the clinic would enter "11" on this line. 
Line 17. Report the topics covered during CPE or CLE presentations. Report each topic on a separate line. Do not repeat topics on multiple lines. If a topic was repeated throughout multiple presentations, you may list the number of times the topic was presented. For example, you may enter “EITC x 4” to indicate you held four CPE or CLE presentations on the Earned Income Tax Credit during the reporting period.
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