
2024 Tax Season

Introduction to VITA
with 

Volunteer Standards of Conduct, 
Intake/Interview and Quality Review, 
& Over the Phone Interpretation (OPI)



What is VITA
● VITA – Volunteer Income Tax Assistance

● Group of community-based sites where volunteers will complete your taxes for you

● Funded by the IRS, other nonprofit grants

● Run by local nonprofits (United Way of CNY and the CA$H Coalition, PEACE, Inc. , 

NEHDA, 1199-SEIU, and Syracuse University) 

● Staffed by volunteers who train and certify in maintaining confidentiality and tax 

preparation

● Mission: To prevent anyone with a simple return and limited income from spending 

unnecessary money on a preparer



Eligibility

Volunteer Income Tax Assistance Preparation:
● Household Income lower than $64,000
● Priority to those living in Onondaga County
● Not in Onondaga County?

Use the IRS VITA Site Locator or    
https://irs.treasury.gov/freetaxprep/

Self-prepare 
household income of $79,000

https://irs.treasury.gov/freetaxprep/
https://myfreetaxes.com/


What to expect as a tax prep volunteer:
● Legal protections for volunteers
● Health protections – your safety is our top priority!



What we need from you:

● Provide proof of passing your various certifications 
○ We do not need copies of the actual 

certificates, we just need the generated and 
signed IRS Form 13615
■ We will show you this form and how to 

obtain it later
● At PEACE, Inc.

○ Volunteer sign-in and out
■ Credit for in-kind hours
■ Community investment



About the Coalition:
● CA$H stands for Creating Assets, Savings, and Hope
● Coalition of local organizations dedicated to promoting financial stability and 

asset building opportunities for ALICE (asset limited, income constrained, 
employed) individuals and families in Onondaga County

2023 Tax Season (as of 11/1/23) 

● 2,998 Total tax returns with over $3.8 million in refunds
● Over 20% of tax filers were able to claim Earned Income Tax Credit (EITC)





Link & Learn Home
NOTE: NEW SITE - do not use the old link and learn site

In order to become a certified tax preparer you will need to set up your Link and Learn account.  In the search bar use the link 
for Link Learn Taxes Certification.   (linklearntaxescertification.com)

● For returning tax preparers, you can use your old credentials (username). However, you will need to reset your 
old password. Just click on forgot password.  After you have logged in please update your information and 
volunteer years.  

● If you are a new volunteer you will create an account.  You will need a valid email address to complete this 
process.  After you have created a username and password and sign in you will now be able to take the ethics 
and code of standard tests, basic, and advance certifications.  

● The Practice lab, for Basic and Advance tax preparers,  can be found on the main page of Link & Learn Home 
under Quick Links.  After clicking Practice Lab you will need to enter TRAINPROWEB all in caps to enter.  This 
will bring you to another sign in page.  This is a separate Username and Password.  Returning users use the 
same username and password as last year. New tax preparers need to create one.  

○ I use the same username as the certification test.  This makes it easier to remember.  
● Once signed in you can start your practice labs for testing.  The practice lab format will be the same format you 

will be using in taxslayer.  
● Intro/Standards of Conduct & Ethics

○ I: Two required certifications for all
● Then the next certification will open up (Basic Tax Prep)

https://linklearntaxescertification.com/
https://linklearntaxescertification.com/






Check the box to have your 
form signed electronically

This is the form 13615 we need a copy as 
proof of you passing the certifications. 
Email to sthompson@peace-caa.org.



Form 13615
Volunteer Standards of Conduct 
Agreement – VITA/TCE Programs

● A two-page pdf will be created
● We only need the second page
● Required to have a copy on the 

first day of volunteering



Yearly 
requirement: 
All certifications
need to be 
renewed 

Second certification 
requires if volunteer 

● Assisting with intake
● Interviewing
● Tax preparer 
● Quality reviewer

1

2

43



Required certification for volunteers.  

Back up documentation:
● IRS Publication 4299, Privacy, Confidentiality, 

and Civil Rights - A Public Trust
● IRS Publication 4961, Volunteer Standards of 

Conduct - Ethics Training

https://www.irs.gov/pub/irs-pdf/p4299.pdf
https://www.irs.gov/pub/irs-pdf/p4961.pdf


Intake/Interview & Quality Review
Second Certification back up documentation:

● IRS Publication 5838, VITA/TCE Intake/Interview and Quality Review Handbook
● IRS Publication 4012, VITA/TCE Volunteer Resource Guide

○ Scope if our site can prepare return and what level is needed for preparing return

Who must file: Federal information 

Note:
Dependent child 
must file their 
own return if 
income

https://www.irs.gov/pub/irs-pdf/p5838.pdf
https://www.irs.gov/pub/irs-pdf/p4012.pdf


Required Supporting Documentation
Paperclip and place in the back of the file:

● All corresponding the income and expense documentation
● Photo ID: Valid/unexpired government issued (both filers if married)

○ Need the front and back of the photo ID or just write to document number next to each photo ID
● Social Security cards and date of birth for EVERYONE on the tax return, if no SSN then ITIN number, if 

married filing separately (not legally divorced) need DOB and SSN for spouse if you want to file electronically.

All these copies will be given back to the tax filer upon pick up of their tax return. We do not keep the copies. If the tax 
filer never returns to pick up, we will shred the information. 

Doc 
#LD3

Doc 
#ANJ





PEACE, Inc. & NEHDA Required Forms
Customer’s files include:
● Checklist sticker: front of file
● Form 14446 - Consent for Virtual VITA (Drop-off) - IRS requirement

○ In-person site do not require this form
● Form 13614-C (yellow) - IRS requirement for all VITA sites
● NYS TP-301 - NYS Tax Department requirement for all VITA sites
● Direct Deposit form - required if no voided check or bank letter
● Supplemental Intake Form - required by PEACE, Inc. & NEHDA
● Customer Service Survey - optional
● Optional Form for free services - optional
● Copies of corresponding paperwork along with IDs & Social Security 

cards of all on the tax return



Virtual VITA (drop-off or intake only) 

PEACE, Inc., 
NEHDA, & 
1199-SEIU
(when drop-off) 

In-person site do not 
require this form



13614-C
(The Yellow Form)

Required
Intake/Interview & Quality Review Sheet

13614-NR (NonResident Alien)



Page 1
Front page

13614-C    
Personal 
Information,
Marital Status, 
and Household 
Information



13614-C    Personal Information

● It is important that throughout each section each box is either filled in or has a check mark.

● If the taxpayer lives in an apartment make sure that the apartment number  is correct .  This especially 

important if the taxpayer is receiving a paper check.  

● If the taxpayer has checked that they or their spouse is a full time student it only applies if they are in college

● If box is checked yes that taxpayer or spouse is permanently blind this will prompt you to check the box on the 

return for permanently blind.  This is important as it gives the taxpayer a tax credit for be blind.  

● If a taxpayer or spouse can be claimed by someone else remember to check the box on the tax return.

● If taxpayer checks that they or someone on their tax return has been a victim of identity theft this will prompt 

you to look for a Federal IdetificationPin.  If client can not produce one you may proceed with the tax return 

but the taxpayer will need to paper file and mail in both Federal and State to the appropriate places. 



13614-C Marital Status
● Single- Means the person has never been married 
● Married- The taxpayers have a choice to either file married filing jointly or married filing 

separately.  It is important to know if the spouses are filing separate weather they lived 
together for at least 6 months of the tax year.   If so they must file jointly.

○ If they still want to file separately, we need to have the spouse's name, DOB, and 
SSN in order allow them to e-file, 

○ They should know they will give up certain credits: EIC, CTC, Social Security taxed at 
dollar one, etc.

● Divorced or legally separated- Must have the year.  If taxpayer can not remember try to at 
least get the year. The IRS wants this to be filled in on the form. *Need the year 

● Widowed-  The year the spouse passed is important. Especially if the taxpayer has 
dependents.*Need the year 



13614-C Household Information

As you are looking over the individuals living in the household there are some key factors to look for

● Look to see that each member is not the taxpayer or the spouse.   (a spouse is a spouse)
● Line F is always missed.  For some reason a large number of people read over Resident of 

the US and only see Canada and Mexico.  9 out of 10 times this is marked wrong.  
● The to be completed by a certified Volunteer Preparer must be filled out accordingly.  This is 

important and is required by the IRS.
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Inside page

13614-C 
Income & 
Expenses 
Part 3, 4, 
and 5



Extra 
Form 
for 
Self-
Employment



13614-C Income & Expenses Part 3, 4, and 5

● Every box must be checked and not have a line drawn straight down.

● All unsure boxes must be discussed with the taxpayer and changed to either a yes or no.

● You will notice that there is either an (A) or (B). This stands for Basic or Advance. Depending on your 

level of Certification will depend weather you can prepare the tax return.

● Basic- Can only prepare Basic returns

● Advance- Can prepare basic and advance returns



Page 3

13614-C 
Additional 
Information

In this section you will find if the 
taxpayer wants direct deposit, 
would like to donate to 
presidential fund and statistical 
information.  This information 
will be asked at the end of the 
tax return. These questions are 
important to receive funding 
and grants.  This is how Vitia 
Sites run.  



Direct
Deposit



13614-C Additional Information

In this section you will find if the taxpayer wants direct deposit, would like to donate to presidential 
fund and statistical information.  This information will be asked at the end of the tax return. These 
questions are important to receive funding and grants.  This is how Vitia Sites run.  

I know  that this was a lot of information all at once so does anyone have any Questions about the 13614-C?
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Shown as Form 15080

Allowing us maintain their information for 
further review at other VITA sites.

13614-C 
Signatures



TP-301 New York State
Required

Great place to put the timeline if they lived 
in other states they received income from. 



Supplemental Intake Form
Required for

NEHDA & PEACE, Inc. 

Required information for our funders and to 
get their tax done at our program. This 
information is NOT shared with the IRS. 



Optional 
Forms



Quality review 
is a second set of 
eye on the tax 
return
● Must be of equal 

or higher level 
to review 

● Must be a 
different person 
than the original 
preparer, never 
the same person

Example:
● Timeline and addresses if they 

resided and received income 
from other states

● Clarification on questions
● Spouse filing: Injured spouse
● Follow up and communications 

with the tax filer
○ 2/8 LM for pick up
○ 2/15 LM again for pick up



OPI - Over the Phone Interpreter Service
Mission To assist Limited English Proficient (LEP) taxpayers with complying with their federal tax obligation 
by preparing their tax returns accurately, the IRS organization is now offering translation interpreter services 
at every VITA/TCE return preparation site.

● A OPI number is assigned to sites who’s site coordinator has passed the certification and stated they 
would like to utilize the service.

● OPI offers real-time interpretation services to assist with:
○ Appointment scheduling
○ Intake/interview process
○ Questions
○ Resolving rejected returns
○ Review of the tax return

● Contact may be in person or over the phone
○ Tips:

■ If in person maintain eye contact with the taxpayer
■ Observe body language
■ Speak slowly and have patience with the taxpayer
■ Remember your conversation is with the taxpayer and not the interpreter. 

● However, not all cultures may not have the same meanings as on the forms. You 
may need to work with the interpreter to decipher 

■ Keep the taxpayer engaged.





Required Call Log
● Must be turned into the VITA Site Coordinator by each Sunday

○ If your site does not use it, please just send an email that you did not need to utilize OPI

● Site Coordinator is required to send it to our IRS SPEC person by Noon each Monday, even if we do not 
utilize it









What’s next?

● Take your certifications
○ Standards of conduct
○ Intake/Interview & Quality Reviewer 

● Contact the VITA site where you want to volunteer
○ Schedule your days/hours
○ Get specifics for that location

● Want to prepare taxes?
○ Join us for Basic Certification Training
○ Training Schedule & Materials are on the website

peace-caa.org/programs/taxes/taxes-training/

https://www.peace-caa.org/programs/taxes/taxes-training/
https://www.peace-caa.org/programs/taxes/taxes-training/


Thank you!


