
Course Introduction

Presenter
Presentation Notes
This lesson introduces major components of VITA/TCE Programs’ return preparation process 
Certification levels and process
Volunteer Responsibilities
Available resources




About the Course Introduction

• Additional resources listed in L&LT “Partner Resources” tab 

• Review all tips and cautions in the lesson 

• We will review answers to each exercise
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Presenter
Presentation Notes
Review list of references 	
Discuss all tips and cautions in detail. 
Ask students informal questions to verify understanding	



Objectives – Course Introduction

Describe the:

• Various course levels and certification process

• Responsibilities of a VITA/TCE volunteer, including due diligence

• Critical components involved in the return preparation process

• Steps to verify taxpayer information using Form 13614-C

• Tools available to assist in preparing and filing accurate tax returns

• The procedures for helping a taxpayer with identity theft 

• Time Required: 8 minutes
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Presenter
Presentation Notes
Review lesson objectives. 	
State the presentation time. 	



Topics

• What You Will Learn 

• Course Structure

• Student Certification Paths

• Scope of Service

• Volunteer Responsibilities

• Maintaining Taxpayers’ Trust

• On-the-Job Resources 

• The procedures for helping a taxpayer with identity theft 
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Presenter
Presentation Notes
Confirm students understand navigation of the online course



Course Features

• Sequence of lessons is based on Form 1040

• Components of each lesson include:
• Workout Resources
• Warm Up Exercises
• Case Studies
• Certification Warm Up 

Exercises and Drill & 
Practice

• Link to Practice Lab and 
TaxSlayer software
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Presenter
Presentation Notes
Explain  that the content flow and sequence of lessons is based on Form 1040.
Discuss the key components that help make each lesson easy to navigate and understand:
Link & Learn Taxes now links to the 4491 lessons and includes links to resources
Includes interactive exercises with immediate feedback to reinforce learning
Includes examples and case studies for further practice applying concepts and procedures
Includes final practice exercises to improve skills for certification test
Go over the requirements for logging into the Practice Lab and using the TaxSlayer help feature.






What You Will Learn

The VITA/TCE return preparation process consists of:

• VITA/TCE Volunteer Standards of Conduct – Ethics Training

• Tax law training – understanding and applying tax law

• Research skills – using references, resources, and tools including return 
preparation software

• Intake/Interview and Quality Review Training

• Tax return preparation (screening and interviewing taxpayers)
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Presenter
Presentation Notes
Emphasize: Unlike most classes, there is no need to memorize a lot of information. You can use information on from www.irs.gov/formspubs, your course materials, and other print and electronic sources to gain the knowledge and insights you need to serve the taxpayers you assist.
Explain: At the completion of your course of study, you will fully understand how to apply critical aspects of each component of the process and complete an accurate return for each taxpayer you assist.





What You Will Learn

• All volunteers must pass the VITA/TCE Volunteer Standards of Conduct 
– Ethics Test, available in:
• Publication 4961
• Online on VITA/TCE Central certification test website 

• All tax preparers, Quality Reviewers, instructors, and Site Coordinators 
must pass the Intake/Interview and Quality Review test
• Publication 5101
• Online on VITA/TCE Central certification test website

• Form 6744 includes the Volunteer Standards of Conduct and 
Intake/Interview and Quality Review tests

• Form 13615 must be signed and dated
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Presenter
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Emphasize that all volunteers participating in the VITA/TCE programs must complete the VITA/TCE Volunteer Standards of Conduct – Ethics Test found in Publication 4961 and 6744 and the Intake/Interview and Quality Review Training  found in Publication 5101. Both courses are also available online on VITA/TCE central.
Explain that the Volunteer Standards of Conduct – Ethics test and the Intake/Interview and Quality Review test can be found in Form 6744 and online on VITA/TCE central.
Review Form 13615.
Ask: The IRS mission, supported by VITA/TCE volunteers, is to provide taxpayers with top quality service by doing what? Answer: Helping taxpayers understand their tax responsibilities, and applying tax law with integrity and fairness to all.







Student Certification Paths

• Certification Paths:
• Basic
• Advanced

• Optional specialty courses:
• Military
• International
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Presenter
Presentation Notes
Share link to article that explains the Link & Learn Taxes modules: https://www.irs.gov/individuals/link-learn-taxes 
Inform Students that they don’t need to go through each path, they only select the path that best fits their volunteer requirements
Basic Course: This course covers the completion of wage earner type returns. Social security income and penalty on early withdrawal of savings is part of the Basic course. The Basic certification path is intended for the volunteer who will assist working taxpayers with individual and family tax concerns. It is recommended for, but not limited to, volunteers with 0-1 years experience. 
Advanced: This course covers return preparation needs across the full VITA/TCE spectrum. It covers all tax topics in the Basic course plus pension topics and issues related to stock and sale of home for individuals and families. The Advanced certification path is recommended for, but not limited to, volunteers with 2 or more years experience.

Optional specialty courses: 
Military: This optional specialty course is intended for volunteers with Advanced certification who will prepare tax returns for members of the U.S. Armed Forces. The Military course addresses tax issues that affect  armed forces members and their families, such as combat pay, moving expenses, etc. 
International: This optional specialty course is intended for volunteers with Advanced certification. The International course emphasizes international tax law for military and nonmilitary U.S. residents living outside the U.S., especially those served by U.S. Embassies and Consulates or other areas within the scope of VITA/TCE. 
Health Savings Accounts (HSA) is for volunteers with Basic or Advanced certification. The HSA course covers the tax advantages given to individuals with high-deductible health insurance coverage, including tax-deductible contributions and tax-free distributions for qualified medical expenses.






Student Certification Paths

• Other Certification Courses:
• Puerto Rico – English and Spanish
• Foreign Student
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Presenter
Presentation Notes
Explain the additional certification courses:
Returning Student Lessons can be found on the L&LT Home Page menu.
Puerto Rico: This course covers the completion of returns for U.S. citizens who are bona fide residents of Puerto Rico. 
Foreign Student: This course covers the completion of returns for international students and scholars. 



Certification

• Steps to Certification:
• Complete tax law courses
• Complete Volunteer Standards of Conduct (VSC) Training, pass the 

test, complete, sign, and date Form 13615
• Complete the Intake/ Interview and Quality Review Training 

(Pub 5101) and pass the test 
• Pass at least Basic certification test (80%) if preparing tax returns
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Presenter
Presentation Notes
Review sequence of certification steps for volunteers.
Remind Volunteers are not required to certify in Basic before taking the Advanced test.




Scope of Service

• Remember: 
• Only assist with returns, supporting schedules, and forms for which 

you have been trained and certified. 
• Taxpayers with situations outside the scope of VITA/TCE programs 

must be referred to the Site Coordinator and/or professional tax 
preparer

• Out of scope topics are identified in each lesson
• Review Scope of Service chart in Publication 4012
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Presenter
Presentation Notes
Emphasize that volunteers must only assist with returns, supporting schedules, and forms for which they have been certified.
Ask: What is the SIDN and why is it important?  Answer: The IRS uses the SIDN to identify which site prepared the return. 
Remind: Each return should be identified with the appropriate site identification number (SIDN) to ensure it is readily identifiable by the IRS. Your site’s SIDN is an 8-digit number preceded by the letter “S” that must appear in the Paid Preparer Use Only section on all returns you prepare, both paper and electronic. 



Identity Theft

• Two types of tax related identity theft
• Employment
• Fraudulent filing

• Identity Protection PINs are issued to taxpayers who are victims of 
identity theft

• Identity Protection PIN (IP PIN) validates taxpayer as owner of the SSN

• Form 1040 includes boxes for the IP PIN
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Presenter
Presentation Notes
Discuss two types of tax related identity theft are when a thief uses a taxpayer’s social security number (SSN) and other personally identifiable information for: 
-Employment purposes 
-Fraudulent filing purposes
Discuss the steps to follow when working with a taxpayer who is a victim of identity theft
Show the Identity Protection PIN boxes on Form 1040





Volunteer Responsibilities

• Protection from personal liability applies if the volunteer:
• Acted within scope of responsibility
• Was trained and certified
• Committed no willful, criminal, reckless, grossly negligent, or 

conscious, flagrantly indifferent acts

• Volunteers may not accept payment of any kind! 

• Follow the six Volunteer Standards of Conduct (VSC), listed on Form 
13615
• The Quality Site Requirements (QSR) can be found in Pub 5166

• Identity Protection PIN (IP PIN) validates taxpayer as owner of the SSN

• Due Diligence - ensure the information on the return is correct and 
complete
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Presenter
Presentation Notes
Ask: As a volunteer, are you legally liable for returns you prepare? Answer: No, only professional tax preparers may be considered legally liable.
Discuss the Volunteer Protection Act. 
Refer students to Volunteer Protection Act of 1997 for more information.  
Emphasize the importance of not accepting payment of any kind from taxpayers for providing tax return preparation assistance.
Refer students to Form 13615 and discuss the VSC. 
Review the QSR in Pub 5166.   
Discuss the IP PIN and how it works to authenticate a taxpayer’s TIN.
Emphasize that if a taxpayer has an IP PIN, it must be entered on the return.

http://www.irs.gov/pub/irs-pdf/p5166.pdf


Maintaining Taxpayers’ Trust

• Protect taxpayers from identity theft – treat all taxpayer information as 
confidential.
• Refer to Identity Theft Job Aid for Volunteers in Publication 4012

• Maintain taxpayer trust
• Refer to Pub 4299, Privacy and Confidentiality – A Public Trust 

• Taxpayer civil rights include:
• Freedom from discrimination
• Reasonable accommodation for disabilities
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Presenter
Presentation Notes
Remind students that identity theft is a growing problem and to treat all taxpayer information as confidential.
Discuss the list for maintaining taxpayer trust. Refer students to Pub 4299 for more information.  
Ask: What should you do if you doubt the accuracy of the information a taxpayer is providing? Answer: Discuss your concern with your Site Coordinator.  
Advise students about where to report concerns about unethical behavior. 
Read aloud the case studies and discuss.
Discuss taxpayer civil rights and how some taxpayers may request reasonable accommodation for disabilities.

http://www.irs.gov/pub/irs-pdf/p4299.pdf


• Additional references:
• Pub 4012
• Pub 17
• Pub 3
• Pub 596
• Pub 972

• Volunteer Hotline: 1-800-829-8482 (1-800-TAX-VITA) is for volunteers 
only, NOT for taxpayers

• Pub 4012, Volunteer Resource Guide
• Step-by-step procedures for electronic return prep 
• Link to TaxSlayer tax preparation software and tutorials
• Taxpayer Advocate Service (taxpayeradvocate.irs.gov)

On-the-Job Resources
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Presenter
Presentation Notes
Display and discuss items volunteers use to gather information from taxpayers and prepare tax returns:
Form 13614-C (paper or TaxSlayer) to interview taxpayer
Reference materials (Pub 4012, Pub 17, TaxSlayer Help features)
Form 13614-C, IRS Certified Volunteer, Quality Review Section
Display and discuss additional reference materials. 
Remind students that blank tax forms are available at www.irs.gov (http://apps.irs.gov/app/picklist/list/formsPublications.html) 
Explain that the toll-free Volunteer Hotline (1-800-TAX-VITA) is generally available from February 1 until the filing deadline. 
Link to the Practice Lab tutorials and TaxSlayer software sites.


https://www.irs.gov/pub/irs-pdf/p4012.pdf
http://www.irs.gov/pub/irs-pdf/p17.pdf
http://www.irs.gov/pub/irs-pdf/p3.pdf
http://www.irs.gov/pub/irs-pdf/p596.pdf
http://www.irs.gov/pub/irs-pdf/p972.pdf


Summary

• Make sure you have the resources and support you need to provide 
each taxpayer with high-quality service and an accurate return.

• A return is accurate when tax law is applied correctly and the return is 
free from error based on the taxpayer’s interview and supporting 
documentation, and a completed Form 13614-C.

• Know your roles and responsibilities and adhere to the VSC and follow 
due diligence.

• Prepare returns that are:
• within the scope of the VITA/TCE programs
• within your certification level

• Use VITA/TCE equipment and supplies for their intended purposes.

• The procedures for helping a taxpayer with identity theft.
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Presenter
Presentation Notes
Review Summary topics from 4491
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