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m 2017 Site Coordinator Training
J1RS Introduction

Site Coordinator’s Training is mandatory for all coordinators

including back-ups. This PowerPoint will focus

VITA/TCE Programs:

on current critical updates for the 2017 Filing Season. P

/ * Goals

/ * Measures

/ : * Qutcomes
P |
- \

) \ As a coordinator, your role is to provide effective site /]
|| | - - - ’/ é‘
| | management to your volunteers. Your leadership is vital to

A

the success of the Volunteer Income Tax Assistance (VITA)
and Tax Counseling for the Elderly (TCE) Programs and

|
|
|
/

] IS critical to quality tax return preparation services in your

community.

> Communicating clear and consistent messages regarding

expectations, goals, measures, and outcomes will aid in
planning for a successful filing season.

\
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@ B
JIRS \@ bjectives

By the end of this course, you will be able to:

™ 1. “Easily Navigate” through Publication 1084, Site Coordinator

JJ Handbook, for topics discussed.
-~

T 2. List the Quality Site Requirements (QSR).

".,\ /,,u' 3. ldentify the top QSR areas for improvement (based on the

4. Describe updates for the 2017 Filing Season and why the

j 2016 Quality Statistical Sample (QSS) Review Resullts).

)

changes were implemented.

5. Describe the new requirements for the Circular 230 Certification

Test.
) 6. Identify and locate the forms required for VITA/TCE sites.

)

) 3
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ZS

Site Coordinator Handbook

En = Publication 1084, Site Coordinator

B \ IRS . .
| IRS Volunteer Handl.aook., contalns_ guidance on
L effective site operations for the
N~ : : VITAITCE P It al id
| | rograms. It also provides
A, Instructions and tools to help you

manage your volunteers and monitor
adherence to the Volunteer Standards of
Conduct (VSC) and Quality Site
Requirements (QSR).

=

@U

Publication 1084 is your primary reference
guide for site operations.



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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f‘%@ Site Coordinator Corner

The Site Coordinator Corner is designed specifically for
- coordinators to use as an additional resource and is located

\" on www.irs.gov. Information that can be found there
) Includes:
\H‘/ \1 * New information for the Filing Season
| \ ~_J « \Volunteer Tax Alerts (VTA)/Quality Site Requirement

Alerts (QSRA)
Forms/Publications
Fact Sheets

Civil Rights information

=

p
\ “ i /L 7
( 55 ”/Q
> L4

§ &‘.. 3

Other volunteer information

@U



http://www.irs.gov/
https://www.irs.gov/individuals/site-coordinator-corner
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P Quality Site Requirements

_ IRS The purpose of the Quality Site Requirements (QSR) is to ensure
guality and accuracy of tax return preparation and consistent
operation of sites.

Quality Site Requirements

Certification
Intake/Interview & Quality Review Process
Photo ID and Taxpayer ID Numbers

Reference Materials

Publication 10

Volunteer Agreement : N
Section 4: ~

Timely Filing

Civil Rights

Site Identification Number (SIDN)

Electronic Filing Identification Number (EFIN)

1.
2.
3.
4.
5.
6.
1.
8.
9.

Security
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A “Circular 230 Federal Tax Law Update” test was created
for volunteers governed by the rules and regulations under
Treasury Department Circular No. 230. This new optional
certification exam will test the knowledge of new tax law
provisions and tax law updates. Only attorneys, Certified
Public Accountants (CPA), and Enrolled Agents (EA) will
be allowed to certify using this tax law test.

Why: This was a National Taxpayer Advocate recommendation. SPEC
reviewed the recommendation, evaluated the current certification process,
and determined that since many of these individuals are tax professionals
and have annual continuing education requirements they would be allowed
to annually certify by taking the new certification test.
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Quality Site Requirements (oninued)

QSR# 2 — Intake/Interview & Quality Review Process

@’,‘%\\% QSR #2 (Intake/Interview Process) and QSR #3

UP\D;A/T‘E (Quality Review Process), are now combined into QSR
w #2, Intake/Interview & Quality Review Process.

Why: This action was taken to gain consistency in rating QSR as it
relates to the inter-relationship between the Intake/Interview and
Quality Review Process.

]O The QSR can be found in Publication 1084 under Section 4.



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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Quality Slte Requlrements continued)

=~ CALIFORNIA=== 'ANY STATE

123 4567 89000 000

QSR# 3 — Confirm Photo ID and Taxpayer ID Numbers

The new QSR# 3 requires volunteers to confirm:
Photo identification for primary and secondary
taxpayers; Social Security Numbers (SSN) or Individual

Taxpayers ldentification Numbers (ITIN)
for everyone listed on the tax return.

This requirement will deter the filing of Identity Theft returns
at our VITA/TCE sites.

The QSR can be found in Publication 1084 under Section 4.



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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IRS Quality Site Requirements (oninued)

QSR# 5 —Volunteer Agreement

Partners are no longer required to maintain Forms 13615,
Volunteer Standards of Conduct Agreement, after the
volunteer and partner have:
~ Signed the completed agreement;
~ Accurately transferred all required data to the
current Form 13206, Volunteer Summary
Report, or partner-created listing
(containing the same information); and
~ Forwarded Form 13206 or a partner-created
volunteer list to the SPEC Territory Office.
o

e ranycther
Inagaiee aracion e

) Why; Partners with a large number of volunteers are R

experiencing issues with storing these forms.
]O The QSR can be found in Publication 1084 under Section 4. U



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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s

Quality Site Requirements oninued)

| QSR# 7 —-Civil Rights
S In addition to the current

\.‘ English/Spanish Publication 4053 —
| . -+ Your Civil Rights are Protected or AR
%%——\ §§}i. Rightgs 44 current D-143, AARP Foundation  vour v,»g‘ﬂ
| | PROTECTED' ¢ £, Tax Aide Poster, all VITA/TCE sites %:%’gli':; S ¥
i | QuyénCongDan (M. i i i '\
) o ve— serving Chinese, Korean, Russian, A e

Spanish and/or Viethamese Limited
English Proficient (LEP) are
required to display Publication
4053 in Chinese (CN), Korean
(KR), Russian (RU), Spanish
and/or Vietnamese (VN)
languages.

OO0

Why: To inform all taxpayers about their civil rights in various languages.

The QSR can be found in Publication 1084 under Section 4. Ue



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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Publication 5166
Quality Site Requirements

Publication 5166, Quality Site Requirements, is an additional
reference for the QSR. It was designed to provide detailed
iInformation for each QSR and includes examples of non-
compliance.

You are required to ensure your volunteers understand the site
processes and follow the QSR.

Adherence to the ten QSR is necessary to ensure taxpayers who
visit VITA/TCE sites receive guality service and accurate return
preparation.



http://www.irs.gov/pub/irs-pdf/p5166.pdf
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m 2016 QSS Review Results

JIRS Quality Statistical Sample (QSS) Reviews indicate
that VITA/TCE sites have a:

\ 94.61% Return Accuracy Rate
95.63% Adherence Rate to the QSR

Yny m = 55 yai
The continued increase in the accuracy of tax return

preparation is directly attributed to our partners’,
coordinators’, and volunteers’:

« adherence to QSR
dedication and hard work
effective site operations

.
—

““\
/

__J

U@U

8

13
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RI‘ @ 2016 st ReView RES““:S (continued)
JIRS

2016 Results Revealed the following
Opportunities for Improvement:

Intake/Interview
Process:

The correct
Intake/Interview
Process was used
only /9% of the
time.

Quality Review
Process: The
correct Quality
Review Process
was used 58% of
the time.
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2016 st ReView ReSI.I"tS (continued)

Intake/Interview Process

—
S
Q

2016 Results Revealed:

The correct Intake/Interview Process was
used only 79% of the time as taxpayers were
not thoroughly interviewed to ensure all
sections of Form 13614-C, Intake/Interview &
Quality Review Sheet, were completed.

<—

——
—
——l
N —
~——
—
—
—
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2016 st REView ReSlI“:S (continued)

QSR# 2 — Intake/Interview Process

100 Volunteers who prepared tax returns using a
% / correct Intake/Interview Process achieved a
——— 97% accuracy rate.

Volunteers who prepared tax returns using
an incorrect Intake/Interview Process
achieved a accuracy rate.

e—
—
————

Overall, the correct Intake/Interview Process was used /9% of
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What is a Correct
Intake/Interview Process?

The Intake and Interview Process Includes:

Determining the certification level of the return and having a process for
assigning returns to the appropriate volunteer preparer.

Ensuring the return is within the scope of the VITA/TCE Programs and the
volunteer is certified to prepare the assigned return. A “Scope of Service” chart
is listed in Publication 4012. The chart covers limitations or expansion of scope
of service for each certification level.

Verifying the identity of all taxpayers and spouses using a photo ID according to rules
listed in Publication 4299, Privacy, Confidentiality and Civil Rights - A Public Trust.
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2016 QSS Site Review Reslults

Quality Review Process

2016 Results Revealed:

The correct Quality Review Process
< was used 55% of the time as volunteers
did not:
e use a complete Quality
Review Process,
use an approved quality
review method,
conduct a quality review on all
returns.

—
N —"
| E——
——
——
———
—
—
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2016 st Site ReView Results (continued)

QSR# 3 — Quality Review Process

Volunteers who prepared tax returns using a
/ correct Quality Review Process achieved a 98%

accuracy rate.

~—Volunteers who prepared tax returns using an
incorrect Quality Review Process achieved a
53% accuracy rate.

Overall, the correct Quality Review Process was used 25% of the
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What is a Correct
Quality Review Process?

The Quality Review Process includes:

Engaging the taxpayer's participation in the quality review to solicit their
understanding and agreement to the facts of the return.

Using a completed Form 13614-C, Intake/Interview & Quality Review
Sheet, supporting documentation, and other information provided by the
taxpayer to confirm identity, exemptions, income, expenses, adjustments,
deductions, credits and payments were entered correctly on the return.

Using available source documents to confirm identity (photo ID), income,
expenses, credits, and deposit/debit information on the return. If income
or expenses are listed on the return that do not require a source document
and one was not provided, Form 13614-C should be marked to show a
verbal response was provided.

Consulting tax law references (Publications 4012 and 17, and Volunteer
Tax Alerts), as necessary, to verify the accuracy of tax law determinations.

Exercising due diligence by advising taxpayers of their ultimate
responsibility for information on their return.
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: ‘ @ Volunteer Standards of Conduct (VSC)

Volunteers must agree to the following standards of conduct prior to
working at a VITA/TCE site.

Volunteer Standards

of Conduct

Standards of Conduct: As a volunteer in the VITA/TCE Programs, you must:

1) Follow the Quality Site Requirements (QSR).

2) Not accept payment, solicit donations, or accept
refund payments for federal or state tax return
preparation.

3) Not solicit business from taxpayers you assist or
use the knowledge you gained (their information)
about them for any direct or indirect personal
benefit for you or any other specific individual.

4) Not knowingly prepare false returns.

5) Not engage in criminal, infamous, dishonest,
notoriously disgraceful conduct, or any other conduct
deemed to have a negative effect on the VITA/TCE
Programs.

6) Treat all taxpayers in a professional, courteous, and
respectful manner.




2017 Site Coordinator Training

'@ﬂ Volunteer Standards of Conduct (..o

Each year volunteers must complete Volunteer Standards of Conduct (VSC)
certification by passing the VSC test with a score of 80% or higher, and signing
Form 13615, Volunteer Standards of Conduct Agreement-VITA/TCE Programs, to
certify they will comply with the VSC and will uphold the highest ethical standards.

Volunteer:
By signing this form, | declare that | have completed Volunteer Standards of Conduct Certification and have read, understand, and will
comply with the volunteer standards of conduct.

Full name (please print) Volunteer position(s)

Home street address: city, state and ZIP code

/|
\

\____
;
\__/

| | Email address Daytime telephone Sponsoring partner name/site name
o Number of years volunteered (including this year) VYolunteer signature Date
Volunteer Certification Levels e letter or all passing test scores)
St?:%c:\?drggt of Inta&keél:;eigiew Basic | Advanced C%Egilal_;gvaﬂ deeac::Eal Military | International | HSA Puerto Rice Sl:tﬁ';ieeirgw?s
(Required for ALL) Review 1 2

“Circular 230 Federal Tax Law Update Certification: Only volunteers in good standing as an attorney. CPA, or Enrolled Agent can take this certification.
To qualify for this certification, the license information below must be completed by the volunteer and verified by the partner or site coordinator. Volunteers
with this certification level can prepare any tax returns that fall within the scope of the VITA/TCE Programs. (Advance, HSA, Miliitary, etc.) A Scope of
Service Chart is located in Publication 4012, VITA/TCE Volunteer Resource Guide. See Publication 1084, Site Coordinators Handbook, for additional
requirements and instructions.

8

Professional designation Licensing jurisdiction Bar, license, registration, or Effective or Expiration date
(Attorney, CPA, or Enrolled Agent) (insert stats) enroliment number Issue date (if provided)

Note: SPEC established the minimum certification requirements for volunteers who are authorized under Circular 230; however, partners may establish
additional certification requirements for their volunteers. Volunteers should check with the sponsaoring SPEC Partner.

Site Coordinator, Sponsoring Partner, Instructor or IRS: By signing this form, | declare that | have verified the required certification level(s) and photo
identification for this volunteer prior to allowing the velunteer to work at the VITA/TCE site.

DU

Approving Official's (printed) name and title Approving Official’s signature and date
(site coordinator, sponsoring partner, instructor, etc.)

22
Note: Review detailed instructions on the VSC in Publication 1084, Section 5.



http://www.irs.gov/pub/irs-pdf/f13615.pdf
http://www.irs.gov/pub/irs-pdf/p1084.pdf
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i IRS SPEC Volunteer Registry

IRS volunteers and/or partners who commit egregious acts that

violate any VSC may be added to the IRS-SPEC Volunteer
Registry and released from the VITA/TCE Programs. The
[ ) SPEC Director will determine if a volunteer or partner should
| be added to the registry.

/|
.
J

' The registry includes:

\
;
_

* Individual names

U _

* |ocations

- partner

:

affiliated or sponsor agencies

@U

Note: For additional information refer to Publication 1084, Section 5.

23



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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¢  Continuing Education (CE) Credits

| If a volunteer requests Continuing Education (CE) Credits as an
Enrolled Agent (EA), Non-credentialed Tax Return Preparer,
Certified Public Accountant (CPA) or Other Professional, the
N coordinator must:
,." = Ensure the volunteer has certified to the Advanced Level
.~ . .
N Y using Link & Learn Taxes.

= Verify the Form 13615 is complete:

I| :
P . - Ensure it is signed/dated by the volunteer

j - Make sure the volunteer’s name and PTIN match the

PTIN card. (CPAs or other similar professionals are not
required to have a PTIN.)

- Complete/validate the “Continuing Education Credits
ONLY” section after all CE credit qualifications are met

- Provide a signed copy of Forms 13615 for all volunteers
requesting CE credits to the Relationship Manager by
April 30.

Note: For more information on CE credits refer to the Publication
1084, Section 7. 24



http://www.irs.gov/pub/irs-pdf/p1084.pdf
http://www.irs.gov/pub/irs-pdf/p1084.pdf

Name must
match the
name on the
PTIN card

Select only
one.

2017 Site Coordinator Training

Continuing Education (CE) Credits (oninued)

CE Credits Section lllustration on F13615

For Continuing Education (CE) Credits ONLY
(to be completed by the site coordinator or parmer)
Instructions: Complete this section when an unpaid certified volunteer is requesting Contmuing Educaton (CE) credits. CE credits will not be issued
without a PTIN for Enrclled Agents or Non-credentialed preparers, CPAs, attomeys, or CFPs do not require a PTIN; however, they must check with ther

goveming board for obtaining CE Credits. The site coordinator, parner designated official, or instructor must sign and date this form and send
the completed form to the SPEC Temitory Office/Relationship Manager for further processing. See Publication 4396-A, Partner Resource Guide, for
additional requirements and instructions.
Name as listed on PTIN card

Volunteer Preparer’s Tax ldentification Number (FTIN)
P- <

Site |dentification Number (SIDN)
5.

Address (VITA/TGE Site or teaching focafion)

Professional Status (check oniy one box)

PTIN must be 8
digits. Referto CE
Credits Fact Sheet

for PTIN
requirements

(] Enrolled Agent (EA)
[ Atomey

[] Certfied Public Accountant (CPA)
[T} Certfied Financial Planner (CFP)

] Non-credentialed Tax Retum Preparer
(Participating in the Annual Filing Season
Program)

Certification Level
(Check only cne box below)

Volunteer Hours
(Minimum of 10 volunteer hours required fo issue GE Creadits)

Total hours volunteered

O Admnosd————0o o (qualifies for 14 CE credits)

Py

4 ) Total hours volunteered
ﬂAﬂvancedmeneorMoreSpeuahwarses______% p for 16 CE credits)

Partner or
coordinator must
validate the
information by
signing and
dating.

Site Coordinator, Sponsoring Partner, or Instructor: By signing this form, | declare that | have validated that the reported volunteer hours are based on
the activites this volunteer performed in my site or traming facility.

Approving Official’s (printed) name and title (site coordinator, sponsoring partmer, instructor)

w Official’s signature

Catalog Number 38847TH

Date signed

Form 13615 (Rev. 10-2015)

Complete only
one section.
Volunteer
qualifies for 14
or 18 CE
Credits based
on the
certification(s)
achieved.
Must
volunteer 10
or more
hours.

Note: For more information on CE credits refer to the Publication 1084,

Section 7.



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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IRS Circular 230 Federal Tax Law Certification

SPEC now offers a new optional tax law certification
that allows VITA/TCE volunteers to recertify on new

| —

)

provisions and tax law changes with the professional
.  designations of:
R M
| |
L\ « attorney,

 Certified Public Accountant (CPA), and
« Enrolled Agent (EA)

O-0-C

For more information on this certification refer to Publication 1084,
Section 7.

26



https://www.irs.gov/pub/irs-pdf/p1084.pdf
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Circular 230 Federal Tax Law Update
Certification lllustration

NS o years voRIE (e cosng s et Vokiieer sgralure. Dl
Volunteers must & = Eal L 2L 2T Volunteer must be
certify in Volunveer Certification Levels (A0 Me iefer P ifor all Dassiog fesr scoms) an attorney. CPA
Standards of

Sandadsof | infakenberview e Puern Rico . or Enrolled Agent
Conduct and Conduct & Quaity  |Basc .ﬁmanrﬁ‘ E;EMM&W!‘E Intematonal | H3A ;ﬁg o take the
W

Intake/interview | PeMMedRrALL | Revew 1] Circular 230

& QR prior to ) F N P Federal Tax Law

. P
taking the "Crcular 230 Feeral Tact Lasw Upoate Cerimcatan: Ony voumisers I R SaIng 55 &0 iomey, CFPA, or ENFied AJent Can [k [N carmicaion Update

Corcular 230 Tz izveabify ff ihis erification Mi SEense ke on Sesom musd e cepiensd By e wiinleer and verifis] By e parmnarersie caaniinai. Volnises

certification.
with this cariication kvel can prepam amy tx reiums Hal fall wihin e soopa of e VITATGE Programs. (Advanced. H34, My, alc | A Soope of \., _J‘
Serace Chart = kocaled n Publicabon 4012, WTATCE Yolniz=er feznwce Bode. See Pubboation 1084, Soe Coordmasor Hawbook, for addional

reuiramants and B COE.

il geesqnarion Licaresing jursdicion Biar, licensz, ragistration, or Efiactior Eln'iﬁmﬁ-._\r
{4 femey, £P4, or Enrolisd Apeci] (nzert slate] enrolmeni number myue date ¥ provwded) _—.’."

T

mmwwm“m
siktional carficaton requirerents for their valumieass. Yolintears shouldl chetk with the sporserng SPEC Partrer,

Siig Cosardnatar, Sponsoring Parmer, InsTuctor or IRS: By skgring thi fam, | dectare that | hawe verfied e reowrsd cartroaton levells| and photo
denification for s wolmiesr pior io a2liowng e wolunbesr bowork ai the VITATGE sie.

WE Ciffcial's {rined) rame and il Approning Officials signature and date
|58 coo! ", SANSIING NS RS, s ) _—

C
I

R
C
U
L
A
R

Volunteers using the Circular 230 Federal Tax Law /— . -\\
Update ceriification path must complete this Partner or coordinator must: _
section. Volunteer must provide professional = Werify volunteer idenfity using photo

. . IDy;
credentials to the partner or coordinator for ' i
verfication. Werify the volunteer gualifies o use

the Circular 230 certification path by
checking the professional
credentials; and

« Sign and date the Form 13615,

- /

All volunteers using the Circular 230
Federal Tax Law Update
certification path must certify using PEC ectatiehed the
Link & Learn Taxes. iie————

requirements for voluntesrs
who are authorized under
Circular 230. Partners may
establish additional
certification requirements.

August 2016
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Filing Season Timeline

Timeline for Operating
VITA/TCE Sites

Opening and Operating Your Site

As a coordinator, you are responsible for planning, organizing, supervising,
and promoting all aspects of your program. Your SPEC Relationship Man-
ager is available to help you build an effective program. As a coordinator you
should possess:

= The willingness to devote the time and effort required to prepare accurate
tax returns and answer guestions in a courtecus and helpful manner;

A strong volunteer spirit and organizational skills to assist in site coordina-
tion and allow volunteers to have a rewarding experience;

The ability to recruit and retain volunteers with special skills that would
benefit the site; for example, volunteers who are bi-lingual or have the
ability to assist hearing and visually impaired taxpayers; and

A willingness to learn and use electronic tax return skills and technigues.
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<<\\\<‘ Volunteer Site Information Sheet
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Fam 13713

ity 218 Volunteer Site Information Shest

1H-ER

{043 Nurmier

Due:

Purposi: Inksmadon provided on His fom & used by ow IRE iolbiee ssssstancos ine and i poslied to t ¥TTA Sl Locaber Tos on imgoy i

P i i (s Pl wiskitios i et il R s infusmmiaiion belew caredlly. Uilali i comedt mitiding of afitleg

Irharmratian, Fedwim the cemgpketed form o veur local IS oontact, I thi s infersation changis afie sabmiting this fofim, phs provide
s ool (RS contine] wiih B Updated Indormation immidialidy.

Jan15th

Site Information

e Masa |

i th e o o guite? [ Yow [ e

O

VSC Agreement

Dapartrrant of the Trasury - iriemal Ravenun Sanion

Fom 13615 Volunteer
(Detober 2015) Standards of Conduct Agreement —
VITAITCE Programs

required 1o

The mission of the VITATCE retum preparation programs |s to assist igible tazpayers In satisfying their tax
responsbiities by providing free tax retun preparation. To estabilsh the greabest degnee of publlc inust, volunbeers are

mantsn e highest standards of ethical canduct and provide qualty service.

Inctruotions: All VITATCE volunizers (whether paid or unpald workers) must pass the Volunfeer Standards of

Conduct Test, and sign and date Form 13515, Velunfesr Standards of Conduct Agreement, prior io working at a VITA/
TGE slie. In addition, retum preparers, qually reviewers, and VITATCE tax kaw Instnuctors must cerify in the intaked

Volunteer Assistance Summary Report

Form 13206 ) g OME Namber
Novemer 2015 Volunteer Assistance Summary Report ‘ e
Hempaa, e crea
bl M, 1 SPEE.
Fatruary 188 88,
et P ——
o ez =] | I T[T T 1]
[E—.

[LETrre——

(_
-
()

forms.

Due:
Prior to working
at the site

Volunteer Assistance Summary R

Due:
Feb 3

But no later than
Feb 15th
A new report is due on

L=y I I I

- e

the 31 of each month

Refer to Publication 1084 for more information on these important


www.irs.gov/pub/irs-pdf/f13715.pdf
https://www.irs.gov/pub/irs-pdf/p1084.pdf
https://www.irs.gov/pub/irs-pdf/f13615.pdf
https://www.irs.gov/pub/irs-pdf/f13206.pdf
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Required On-Site Materials for VITA/TCE Sites

Form 13614-C
Publication 4053 Intake/Interview & Quality Review Sheet

Fem 13614.C e e n e -

Your Civil Rights Are Publication 4836 T, (Seee

Protected Poster /| TA/TCE Free Tax Program |=— . :

b Touy snd pemanacsy ssates £ vee 01 %0
I ey & o, s s o

(VOITaX) ;jﬁm—'i'w‘j_:m SSie

.n.,,..\«.-,.m..mm,..wmu..wmv - B

O Dwess
Programas de Impuestos D Lol g Dnr’m’vﬁvﬂvw« et
Gratultos Ofrecidos por VITATTCE et

bl space  sewsed chack here Cland o
Vo

(8,
Dot 23 sigas en ingiée) patiocina of

Sus Derechos Civile & Ewbomiecor e ot b8
estan PROTEGIDOS T o e

por sus sighas e
i)

o bt e et et < b ety - et e
iy b o e, i T e e

W deabiites,
and the \Astary a preparacén gratita de deciaracones
e impueston senclas  coniouyentes - T A e

=== =="| \|r & OSRA ALERTS

VITA/TCE Volunteer Tax Alert (VTA)

S B g et (it s 5. W OLMLITY aarvevd

5;’5’1@ VITA/TCE Quality Site Requirement Alert (QSRA)

Thank you for volunteering and for your dedication to top QUALITY service!

QSRA Number
ate Issued February 4,
w uality Topic Prior Year and Amended Tax Return:
. . urpose “This ‘updated policy for preparing prior year ded returns.
What s Needed to_ | Taxpayers must have allof their information before service is rendered. Volunteers are not
upblication e < Pepae e oot i e e

Returns xpenses without ipporting documents including;

a (W-25,10995, IRS

Alerts. SPEC encourages VITA/TCE sites with the necessary software and reference materials to
prgare taxeturs fo the pat i rior years. Howerer, stes iy prepan ldecyears i
w Your Federal e applicable sofware ud experienced ble at the
Income Tax For e mgrepaimg “anpmywn s [ WhHat's New Preparing Amended Returns: VITA/TCE sites can prepare an amended return regardless of
o For navidy 2015 Rems who prepared the original retu taspayer has the 1 filed tax return or an
VITATTCE Volunteer Resource Guide PTRTEITETY = RS thandcript used as the original returs

P b | Cat O n ] 7 « Taxpayer's source documents for deductions, which can include a st of expenses
1 0 1 2 u I I Inaddition, the volunteer should use the applicable Publications 17, 4012 and Velunteer Tax

Form 13614-C Used to prepare Prior Year Returns: A current year Form 13614-C.
and use ine the scope
and taxLaw Level required prior year taxreturn.

-
I AX GUIDE > Certifications: Every :ﬁnrtshmlldbemademn:iy\ﬂlesenmmshnﬂ]: most m;p:n'enccd

wvolunteers at the site. Both
certification at the level required by'.he eturn. However, i the tax year includes xpired tax
Law, dvanced level. For:

comparable cert qmred. [, e. HSA military, etc.).

e | Software and SIDN | Prior Year e-filing - Federal refurns for two preceding years can be e-Bled through Taxwise.
Issues d it

SIDN - For site credit, the Site Number [s[mr) mustbe on each
return. It 5 best to set-up the SIDN on each prior year software package.

line (TWO) - using the following URLs:
*  TaxYear 2011: https: 'ﬂnlmsmxwuecﬂm 11
*  TaxYear 2012: https://twonline taxwise.com/12

bitps://owonline taxwise.com/13

* TaxYear2013:

FOR INDIVIDUALS TaxWise Desktop - Use taxyear's final version (Federal & State). For a copy, contact TaxWise
/ Customer Support at 1-800-411-639 L If e-fiing prior year returns, use EFIN and registration.

code assigned for that p: ‘Your SPEC help ifyouneed 2

prior year regstration code,

Resources Publication 4012, Voluncear Resourcs Guide - For prioe years g0 to LR[S ire 20y FaTie &

‘2l The CUITENt VerSion of Pub-4012 proidestchoical sidaoce fo prepaciog prir yeas

and amended returns on pages M-1 and M.

Publication 17, Tax- Forp goto bt

VolunteerT:  vord

Refer to Publication 1084 for due dates and other ‘ e
information about these important site forms and publications.



https://www.irs.gov/pub/irs-pdf/f13614c.pdf
https://www.irs.gov/pub/irs-pdf/p4053.pdf
https://www.irs.gov/pub/irs-pdf/p17.pdf
https://www.irs.gov/pub/irs-pdf/p4012.pdf
https://www.irs.gov/pub/irs-pdf/p1084.pdf
https://www.irs.gov/pub/irs-pdf/p4836.pdf
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Volunteer Milestone Recognition

Volunteer Milestone
Recognition

SPEC will provide volunteers, sites and partners
recognition for their dedicated years of service.

Volunteer | Lapel Pin Plaque Plaque Partner
Wooden Wooden Form 14309

Certificate Plaque Plaque Partner
Wooden Wooden Form 14308

SPEC
Plaque Director’s
Waooden

Award

Territory

Partner Certificate
Form 14307

Publication 1084, Section 8.



http://www.irs.gov/pub/irs-pdf/p1084.pdf
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. m vol u nteer M i Iestone Recog n ition (continued)

_ IRS please submit the recognition forms below via e-mail to
partner@irs.gov no later than February 25" with the words:
“Milestone Recognition” in the subject line.

\
In order to receive these items by April 10™, partners should

)

\ - \ confirm all names are spelled correctly and respond to Headquarters

/

mqumes timely.

= Form 14309 - SPEC Volunteer Milestone Recognition
= Form 14308 - SPEC Site Milestone Recognition
= Form 14307 - SPEC Partner Milestone Recognition

U@U

Note: SPEC RMs will provide the required forms to the partners. Refer to
Publication 1084, Section 8 for more information on Volunteer Milestone
Recognition.

32

8



mailto:partner@irs.gov
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O ) Temporary Contingency Plans
JIRS

SPEC has three optional procedures for VITA/TCE sites
encountering situations that interrupt normal site operations.

| Coordinators/Partners may, at their discretion, choose among
J the following three pre-approved options to continue preparing

T taxreturns in lieu of closing for the day:

:' l:. |
= Alternative Preparation Solution using TaxSlayer Desktop
j = Offer Facilitated Self-Assisted (FSA) services, if available

= Temporary Virtual VITA/TCE Process
]O These options should be established during the pre-planning
) phase of site operations.

Note: See Publication 4012, Volunteer Resource Guide, or
Publication 4396-A, Partner Resource Guide, for more information.

33
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http://www.irs.gov/pub/irs-pdf/p4396a.pdf
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|
|
|

/ /

A

2
)

2017 Site Coordinator Training
|p.om=
Tax

RE:LUI

2017 Policy Reminders

e During Field Site Visits and QSS Return Reviews, we will continue to
allow a “Tolerance Amount Level” when determining the accuracy of a
tax return as long as the tax law is applied correctly, all income is listed
on the correct Form 1040 line and the error does not cause a change:

 Of more than $50 to “Total Income” or “AGI”,

 Of more than $14 to “Total Tax”, “Federal Income Tax
Withheld” or “Amount You Owe™ and

« To any of the credits shown on the return.

Why: This is the current IRS policy for determining if a corrected return
requires a new, signed Form 8879, IRS e-file Signature Authorization.

e The SPEC Director must approve all policy changes that alter the
current QSR, software agreements, e-file requirements and security
policies.

Why: To keep quality standards, security requirements or other license
agreements from being in jeopardy in an effort to increase return
preparation.

34
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R7 2017 Policy Updates
IRS
Update: Form 14446,Virtual VITA/TCE Taxpayer Consent, no longer requires

| the full Social Security Number. For security reasons the Form 14446 will now
- ask for the last four digits of the taxpayer's Social Security Number.

Part lll: Taxpayer Consents:

Request to Review your Tax Return for Assuracy:

- Toensure you are receiving quality senvices and an accurately prepared tax refum al the valunleer site, IRS employee s randomly
select free tax preparation sites for review. If errors are identified. the site will make the necessary comections. IRS does not keep
any personal information fram your reviesed tax retum and this allows them to rate our VITATCE retumn preparation programs for
accurately prepared lax returns. IT you do not wish 1o have your retum included as par of the review process, it will not affec the
sarvicas provided to you at this site. If tha site preparing this return is salacted, do you consant to having your return resvieswead for
accuracy. by an IRS employee?

[ ¥es | Mo

__/

N
[
__/

Regquest to use the Virtual VITATCE Process:

= Iif you agrea bo have your lax retunn PIEPGTEIJ and your tax documenis handled in the abowve manmner, your S-Igl'lﬂm.l"ﬁ s I&qllll’eﬂ oan
this document. Signing this document means that you are agreeing 1o the procedures stated above for preparng a tax retum for
you. (I s s a Marned .Fl'n"lg Jain! refumr both S[MILERS s &ign and dale this document.) If you chose nat ta =an this form, we maiy nod
b able o prepare your bax reberm feday

_/

Printed name [ Prnted name (Spouse if Married Filing Joint)
DCate of Birth . Soclal Secunty £ ITIN numbem r-l-u"-.l Doate of kirth Siochal Security [ITIN number
Signature Signature

Why: In an effort to protect the taxpayer against ID Theft, IRS is requiring all
agencies to remove taxpayers’ full Social Security Numbers from IRS forms unless
absolutely necessary. Partners and volunteers are required to protect the
taxpayer’s data and should consider following this recommended practice. 35
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) ) Other Updates

Reminder: The Protecting Americans from Tax Hikes Act of 2015 (PATH Act)
contains many tax law provisions that affect the VITA/TCE programs. Some
of these were previously existing provisions known as extenders.

~. » Those that were permanently extended by the PATH Act have been added
| to their respective lessons in Publication 4491, VITA/TCE Training Guide.

~ ~ —, * Those that were temporarily extended through 2016 continue to be
||:' | included in the Legislative Extenders Lesson in Publication 4491.

|

. « All permanent and/or temporary extenders have been added to the

appropriate tabs in Publication 4012, VITA/TCE Volunteer Resource
Guide.
« An overview of the permanent and temporary extender provisions and other
] new provisions that were a part of the PATH Act legislation are included in
the Important Changes for 2016 section in Publication 4491 and the
> “‘What’s New” Tab in Publication 4012.

Why: To ensure all volunteers have access to tax law changes that
]O affect the VITA/TCE programs. 26
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" ﬁlﬁ}) Low Income Taxpayer Clinics
'IRS

Low Income Taxpayer Clinics (LITCs):

— = Represent low income taxpayers
| = Assist taxpayers in audits
~ = Assistwith appeals, and collection disputes

| '|
|I | - .
U\ Help taxpayers respond to IRS notices

j = Assist in resolving account problems

]O LITCs provide education to taxpayers who speak English as a

second language.

Refer to Publication 4134, Low Income Taxpayer Clinics List for
additional information. 37

|
|
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http://www.irs.gov/pub/irs-pdf/p4134.pdf
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TaxSlayer Pro’
R TeshyerPro

TaxSlayer Pro is the new software provider for the VITA/TCE
P

programs beginning Filing Season 2017.

_/

7 SPEC is currently focusing on readiness and training to

/|
\
J

" ensure all partners and volunteers have a working knowledge

\
;
_

of the TaxSlayer Pro software and are prepared to deliver a
successful 2017 Filing Season.

=

Benefits of TaxSlayer Pro include:
« Enhanced security
* Relieves the need for storing information on other media

_/

 Relieves some of the Administrative burden

8

38
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@ TaxSlayer Pro
g Welcome Page

Welcome to TaxSlayer Pro Online

Message Center 0

Start New Tax Return
Create a brand new tax return for a client.

Client Search
Edit returns you previously started

Review Returns

Returns that are current

Configuration

the configuration options for your office




=5

\_

N
[
__/

O
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Tax_SIay €r P ro Software Resources

The TaxSlayer Pro” Solution Center contains important information
iIssued by SPEC for all volunteers.

« Latest News (VITA News Page for VTA/QSRA)

« Knowledge Library

» Research TaxSlayer Pro Software Manuals

Note: The TaxSlayer Pro Customer Support phone number
Is 1-706-868-0985 (Know your EFIN & error message.)

40
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@ 7216 Requirement Updates

Treasury Regulation Section 301.7216-3
strengthens a taxpayer’s ability to control his/her
tax return information. In general, it requires tax
return preparers—including volunteer preparers—
| who intend to use or disclose a taxpayer’s tax return

~_J information for a purpose other than current, prior and

subsequent return preparation to obtain taxpayer

consent and provide taxpayers with specific

iInformation, including who will receive their tax return

O iInformation and the particular items of tax return
iInformation that will be disclosed or used.

) 41
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j There are three types of consents available:

2017 Site Coordinator Training

" &@ﬂ 7216 Requirement Updates (continued)

The T2SlayerPro’ sotiware includes consents for use

and disclosure of return information. SPEC volunteer

Y sites should use the consents available in TaxSlayer

/,.u‘ and customize them with the specific use or

~ — disclosure.

|
|

| |
| |
' f

1. General Use — Generic Consent to Use
O 2. General Disclosure — Generic Consent to

Disclose
3. Relational EFIN Disclosure — Relation EFIN

> Consent to Disclose and share return

data/reports with the primary Relational

O EFIN Office (partner/site EFIN)
42
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2017 Site Coordinator Training

7216 Requirement Updates (continued)

Making Consent and Disclosure Determinations

Using and Disclosing Taxpayer Information for:

Preparing current, prior, or subsequent year tax returns.

For purposes other than preparing current, prior, or
subsequent year tax return.

To report the number of returns (number of types of
return such as EITC, CTC, etc.) prepared to use for
fundraising, marketing, publicity or other uses related to
the volunteer sites tax return preparation business.

To report any data containing return dollar amounts for
marketing or advertising or any other non-fundraising
activities.

To report any data containing return dollar amounts for
fundraising activities.

Are the Two Consents (Use and
Disclosure) Required?

No

Yes

No

Yes

No

43
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Summary

Site Coordinator Training is mandatory for all
coordinators including back-up coordinators.

Your main resources for site operations are:
= Publication 1084, Site Coordinator Handbook
= Site Coordinator Corner at www.irs.gov

Completion of this training provides the information
needed to bring coordinators current with critical
updates for the 2017 Filing Season.

44
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IRS Sum Mmalry (continued)

~The two areas of improvement for adherence to QSR are:
= Intake/Interview Process

7 = Quality Review Process

\

'] { .~ These 2 QSR have been combined and are now called
= ]

j Intake/Interview and Quality Review Process.

~ The Circular 230 Federal Tax Law Update certification will
only be allowed for attorneys, Certified Public Accountants

) (CPA) and Enrolled Agents (EA).

) :




&____J |'f
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Summ aly (continued)

Site coordinators have a major responsibility to
ensure all volunteers adhere to the VSC and QSR.

You play a vital role in delivering quality tax
preparation services to your community.

IRS sincerely appreciates all of your hard work and
dedication to the VITA/TCE programs.

Thank You!

46
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N ¢ Exercises

RS ¢ Back-up Site Coordinators are not required to complete Site
Coordinator Training.
A. True B. False

I 2. The new Circular 230 Tax Law Update certification was created
I,\ to allow returning volunteers and IRS volunteer employees
- to test their knowledge on new tax law provisions and updates.

“. A. True B. False

|

|
|I| 'l
{

| l"'\____;_/-’ 3. Name the two new Quality Site Requirements.

and
4. All VITA/TCE sites are asked to provide their volunteer lists to

their SPEC Territory Office by , but no later than
] . A new report must continue to be submitted

on the of each month to show new volunteers not

previously reported.
5. The IRS-SPEC Volunteer Registry includes :

) T
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m EXGI’CISGS (continued)

Information on Continuing Education (CE) Credits is located
iIn what section of Publication 10847

I 7. Unethical behavior identified at your site should be reported
| to IRS by e-mail to wi.voltax@irs.gov.
_ A. True B. False

| 8. Which pre-filing season form is due to the Territory Office by

j January 15%?
. Volunteer Milestone Recognition forms must be submitted to

]O IRS no later than

j 10. When determining the tolerance amount level on a tax return,

the change cannot be more than $60 of the total income or
AGI.

A. True B. False
48
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™ Answer to Exercises

JIRS
1. B. False. Site Coordinator Training is mandatory for all

coordinators including back-up coordinators.

— 2. B. False. The new Circular 230 Tax Law Update certification was
| created to allow attorneys, Certified Public Accountants (CPA) and
Enrolled Agents (EA) to test their knowledge on new tax law
N provisions and updates.

|

|
P . 3. The new QSR are QSR #2, Intake/Interview & Quality Review and
QSR #3, Confirm Photo ID and Taxpayer ID Numbers.

4

B
I

’ 5. The IRS-SPEC Volunteer Registry contains individual names,
locations, partners and affiliated agencies or sponsors.

) :

All VITA/TCE sites/partner are asked to provide their volunteer
lists to their SPEC Territory Office by February 3", but no later than
February 15". A new report must continue to be submitted on the
3'd of each month to show new volunteers not previously reported.




|

|
|
|
/
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I ¢3l) Answer to Exercises (ontinued)

6.

':8.

.,\__ U

DE

o)
)

Information on Continuing Education (CE) Credits is located in
Section 7, Training and Certification of Publication 1084.

A. True. Unethical behavior identified at your site should be
reported to IRS by e-mail to wi.voltax@irs.gov.

The Form 13715, Volunteer Site Information Sheet, is due to
the Territory Office by January 15™.

Volunteer Milestone Recognition forms must be submitted to
IRS no later than February 25™.

B. False. When determining the tolerance amount level on a
tax return, the change cannot be more than $50 of the total
Income or AGI.

50
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