2026 Tax Season

Ethics & Intake

(2025 tax returns)




What is VITA

Volunteer Income Tax Assistance

IRS is a national volunteer program where volunteers prepare free
tax returns for low to moderate income clients

e Trained and certify in maintaining confidentiality and tax

preparation

Average client income at PEACE, Inc. VITA: $25,000

Saving clients an average of about $325 (low for our area)

Rewarding experience for clients and volunteers win-win

Mission: To prevent anyone with a simple return and limited income
from spending unnecessary money on a prepare




Eligibility for the 2026 Tax Season

Volunteer Income Tax Assistance Preparation:

e Total household Income lower than $69,000
e Priority to those living in Onondaga County
e Not in Onondaga County?

Use the IRS VITA Site Locator or MY Self-prepare
https://irs.treasury.gov/freetaxprep/ FHE total income
of $89,000

TAXES



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

What to expect as a tax prep volunteer:

e Due Diligence

e Legal protections for volunteers

e Rewarding experience for clients and
volunteers




What we need from you:

e Provide proof of passing your various certifications
o We do not need copies of the actual
certificates, we just need the generated and
signed IRS Form 13615
m We will show you this form and how to
obtain it later
o Affidavit of Volunteers Services
m Credit for in-kind hours for grants
m Community investment




Updated 8-

Monthly Affidavit of Volunteer Services

Program Site: Free Tax Prep

VOLUNTEER INFORMATION

Check one of the following:

] Low-Income
Volunteer's Signature:

Does volunteering make you feel more

Profgssion:

| ~Volunteer Name: AC Member
Address: [] Office Support
City/State/Zip: [] Other/Professional

Hourly Rate: $

per hour

Description of Volunteer Work:

Position/Title:

Volunteer Hours for the Month of:

connected to your community? (Yes [INo
Week T—
TIMESHEET BREAKDOWN OF HOURS BY TYPE OF VOLUNTEER SERVICE
Date . ’ Council/NAC | Prog./Off. . Food Prof. or
P I Time In | Time Out | Break | TOTAL Meeting Support Trans. |Special Prog.| Comm. Invol. SEiV. Other
Su
M
Tu
W
Thl 1/1/26
g e
= Week 2 TIMESHEET BREAKDOWN OF HOURS BY TYPE OF VOLUNTEER SERVICE
ee :
Date 2 2 Council/NAC | Prog./Off. 2 Food Prof. or
TIMESHEET BREAKDOWN | IR Time In | Time Out | Break | TOTAL Meeting Support Trans. |Special Prog.] Comm. Invol. Sars Other
Date ! ) Council/NAC | Prog./Of |Su] 1/25/26
MDD Time In | Time Out | Break | TOTAL Meeting Suppor | M| 1726126
sul 1746 Tu| 1/27/26
M[ 15126 Wi /2826
T 628 Th| 1/29/26
W 177156 F| 1/30/26
Th| 1/8/26 L
MONTHLY TOTAL:
F 1/9/26
sal _1/10/26 Must = Lé Breakdown Total
AAfnnl o Supervisor's Signature: Date:




Certifications: The Process

e In the search bar use the link for Link Learn Taxes Certification
(linklearncertification.com)
o Need a valid email address to complete this process
o After you have created a username and password and sign in you will now be

able to take the certifications. Verify your email address

m  Password must contain a minimum of 15 and maximum of 25 characters at least 1 Uppercase
Alphabet, 1 Lowercase Alphabet, 1 Number and 1 Special Character (@$!%*?&)

o Exams are online, open book, and not timed

o Certification process may make it seem more complicated than it actually is
e Standards of Conduct

o Required by everyone
e Intake/Interview & Quality Review and Basic

o Required by all intake/Interviewers and Basic tax preparers

o Intake only - you will not need to do the practice labs of the Basic exam (7-9)
e Intake/Interview & Quality Review and Advance

o Required by all intake/Interviewers

o Required by all preparing Advance Tax Returns

o Good to also take the Basic exam as practice/most returns are Basic



https://linklearncertification.com/
https://linklearntaxescertification.com/
http://linklearncertification.com

Basic Course Test Basic Course Test Advanced Course Test Advanced Course Test

Basic Scenario 1 Basic Scenario 8 / d Scenario 1 Advanced Scenario 7
1 2. 1. 15.
7 21 2. 16.
Basic Scenario 2 » 1 3 17
3] T Advanced Scenario 2 18.
y ) ¢ % 3
Basic Scenario 3 Basic Scenaro 9 : ; ;
Test Answer Sheet 5T moree Advanced Scenaro3 21,
3 % 6. 2.
Name Basic Scenario 4 2. ; 7 .
If you are entering your test answers in Link & Learn Taxes, do not use this answer sheet. ; g ;’ ]J Scenario 4 gg_
Find the section heading that matches the test you are taking. Record your answers in the spaces, next BascScenaro5 0. 1b, | 26
to the question number in the left-hand column. Use this only if you are submitting the paper test to your | Total Answers Comect: —— Ad d Scenario 5 21
instructor for grading. In that case, record all your answerg on this tear-out page./fYour\instructor will tell you 10. Total Questions: 30 1 28,
where to send your Test Answer Sheet for grading. Be surg to complete and sigfi Form\13615, Volunteer Basic Scenario 6 Passing Score: 24 0f 30 12 29
Standards of Conduct Agreement. 1. - Advanced Scenario 6 Ad d 09
12. 13. 30.
Standards of Conduct Intake! Interview and Sith Coordinator #st M}\itary Course Te/t B 14 3
T E— Quality Review Test T\ 7 Miitary Scenario 1 7 —?:W 7 g__g —
2| 1. Z \ / .\ / T E— I E—
3 2 s\ / s | 5 = / BT — N
‘ ; I\ / i o E— ol Aravers Gt —
3 5 & X i 7/ [ Total Questons %
L] 6 A 5 \/ e Passing Score: 80135
8. 1. 8. / \ 6. X
9 8. 9. Military Scenario,
i g ) / \ 7 1 /\ Volunteer Standards of Conduct Test
Total Answers Comect —— 10, 1. \ 8. [\
Total Questions: 10 Total Answers Correct ——— 12 \ Miitary Scengrio 4\ It is important that all individuals who volunteer their time and services in the VITA/TCE program understand
Passing Score: 8of10 Total Questions: 10 :}2 % ?0 ' / \ their roles and responsibilities under the program. All volunteers must:
Passing Score: 8 of 10 4
s frln 17 \ Miitary Sgenaro 5\
Total Answers Corect —— 1. :
oo O st 5 12 olunteer Standards of Conduct(Retest W
PassingScore: __120f15 1>
4. Directions
15.
Total Answers Correct ——— Using your resource materials e following questions:
Total Questions: 15

nteers must pass the Volunteer Standards of Conduct (VSC) certification

Passing Score: 12 of 15




2026 Tax Season

Standard of Conduct

Certification




Volunteer Standards of Conduct

VITA/TCE Programs
The mission of the VITA/TCZ retum preparation programs is to assist eligible taxpayers in satisfying their
tax responsibilities by prg#iding free tax return preparation. To establish the greatest degree of public trust,
volunteers are requireg/fo maintain the highest standards of ethical conduct and provide quality service.
Annually all VITA/JLE volunteers must pass the Volunteer Standards of Conduct (VSC) certification test and
agree that they yll adhere to the VSC by signing and dating Form 13613, Volunteer Standards of Conduct
Agreement-WIA/TCE Programs (www.irs.gov/publirs-pdfif13615.pdf),prior to volunteering at a VITA/TCE

on, retum preparers, quality reviewers, coordinators, client facilitators and tax law instructors

in Intake/Interview and Quality Review. Volunteers who answer tax law questions, instruct tax
ses, prepare or correct tax returns, or conduct quality reviews of completed returns must also certify
law prior to signing the form. Form 13615 is not valid until the sponsoring partner's approving official
ordinator, instructor, administrator, etc.) or IRS contact confirms the volunteer’s identity, name, and
address, using government-issued photo identification, and signs and dates the form. Volunteers' names and
addresses in Link & Leam Taxes must match their government issued photo identification. Advise volunteers
to update their My Account page in Link & Learn Taxes with their valid name and address.

VITA/TCE Volunteer Assistor’s Test/Retest
Volunteer Income Tax Assistance (VITA) / Tax Counseling for the Elderly (TCE) 2025 RETU RNS

As a volunteer in the VITA/TCE programs, you must adhere to the following Volunteer Standards of Conduct:
VSC #1 — Follow all Quality Site Requirements (QSR)

Required certification for ALL volunteers. .

VSC #2 — Do not accept payment, ask for donations, or accept refund payments for federal or state tax retumn
preparation from customers.

VSC #3 — Do not solicit business from taxpayers you help or use the information you gained about them
(taxpayer information) for any direct or indirect personal benefit for yourself, any other specific

BaCk Up documentatlon individual or organization

. . f VSC #4 — Do not knowingly prepare false returns
L J I RS Pu bI |Cat|on 4299, PrlvaCy, VSC #5 — Do not engage in criminal, infamous, dishonest, notoriously disgraceful conduct, or any other
. 'SRT . . . conduct considered to have a negative effect on the VITA/TCE programs.
CO nfldentlallty, and CIVII ng htS - A Pu bl IC VSC #6 — Treat all taxpayers in a professional, courteous, and respectful manner.
Tru St Failure to comply with these standards could result in, but is not limited to, the following:

° IRS PUbI|Cat|On 4961 , VO|Unteer * Your removal from all VITA/TCE programs

+ Inclusion in the IRS Volunteer Registry to bar future VITA/TCE activity indefinitely
H H. + Deactivation of your sponsoring partner's site VITA/TCE electronic filing identification number (EFIN)
Sta n d a rd S Of CO n d u Ct Eth ICS Tra Inin g » 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 and
+ Referral of your conduct for potential TIGTA and criminal investigations



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

Ethics - Standards of Conduct

Not adhering to ethics can mean being barred from VITA sites for life
No tips allowed

Volunteers can’t use their own bank accounts for clients’ direct deposit
Cannot use client’s personal info to solicit business

Unethical conduct not caught by a quality reviewer does not put the quality
review at fault

Site coordinator must report ethical violations to the IRS

e Cannot self quality review (second set of eyes are required/no matter what)
Cannot prepare a return knowing info is false




2026 Tax Season

Intake &

Interviewing




Intake/Interview & Quality Review

Second Certification back up documentation:

Publication 4012, VITA/TCE Volunteer Resource Guide
o Scope of what a VITA site can prepare and what level is needed for
reparing return

e |RS Publication , eview Handbook
Who must file: Federal information
. . AND at the end of 2025 you | THEN file a return if your gross
If your filing status is... were...! income was at least...2
Single under 65 $15,000
65 or older $17,000
Married filing jointly® under 65 (both spouses) $30,000
65 or older (one spouse) $31,600
Note: 65 or older (both spouses) $33,200
Dependent child Married filing separately any age $5
. . (see the Instructions for Form 1040)
must file their
turn if Head of household under 65 $22,500
_Own retu (see the Instructions for Form 1040)
Income 65 or older $24,500
Qualifying Surviving Spouse under 65 $30,000
(see the Instructions for Form 1040) 65 or older $31,600



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

Chart D — Who Should File

Even if a taxpayer is not required to file a federal income tax return, they should file if any of the
following situations below apply.

1. You had income tax withheld from your pay, pension, Social Security or other income.

2. You made estimated tax payments for the year or had any of your overpayment from last year’s tax
return applied to this year's taxes.

3. You qualify for the earned income credit. See Publication 596, Earned Income Credit (EIC), for more
information.

4. You qualify for the additional child tax credit. See the Instructions for Schedule 8812, Credits for
Qualifying Children and Other Dependents.

5. You qualify for a refundable American opportunity credit.
6. You qualify for the premium tax credit.

7. You receive a 1099-B, Proceeds From Broker and Barter Exchange Transactions, and the gross
proceeds plus other income exceeds the filing limits in Chart A.

8. You receive a 1099-DA, Digital Asset Proceeds From Broker Transactions, and the gross proceeds
plus other income exceeds the filing limits in Chart A (Out of Scope).

9. You receive Form 1099-S, Proceeds From Real Estate Transactions.
10. You are required to file a state return.

11. You qualify for the refundable credit for prior year minimum tax. See Form 8801, Credit for Prior Year
Minimum Tax — Individuals, Estates, and Trusts (Out of Scope).

. You qualify to file Form 4136, Credit for Federal Tax Paid on Fuels (Out of Scope).




Tax return must
have a file

Notes:

Las*—, Fies+

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

o 2/8 LM for pick up

o 2/15 LM again for pick up

|

For Office Use only CHECKLIST  Referrals: [) Requested ) Copied

Date: A or B

Off-Site Locationg

[J prop-off [ in-Perso
[Date ——mr—aAcTiviTy ]

ALL In-Take Forms & Tax Info

COMPLETED/RECEIVED & ready for tax prep

Taxes PREPARED
O client pulled forward Ynslay ¢ from a previo

R
Quallty REVIEWED
Appointment scheduled (pick-up is about 5/10 minutes)

Date & Time:

DISCUSS completed tax return w/client(s) &
INSIDE FOLDER Reviewers MUST complete checkiist while client s is with you
O Financial Coaching received

VERIFY info w/ctient: name, address, ssw,
depost, client(s) signs & receives copy

AMENDMENT: (only answerif thisisone) L1 YeS
Dia PEACE Inc. prepare the original return? [ No wm,,,““p)




* KK

«xxfor Office Use only.

ent Folder Review

x prep Cli
fre€ e in the file, in the order below

at are to be kept =
) “an%oﬁwmnm checked or marked NA ?e?nut:ﬁaw\&
All box

e viewed for the Taxpayer(s) (& i
en back to client

Checklist

(s) - originals were Vi€
plicable) Copies giv:

Social Security Card(s) - originals were viewed for .
everyone on the tax return. Copies given back to client
Direct Deposit Form (half-sheet) A
If completed and in the folder, it must be pulled and given back to
the client or shredded. If blank, it can stay in the folder.

Customer Feedback/Survey:

£ If completed, pull i from folder for anonymous feedback. Put in
basket/folder for system entry. If blank, it can stay in the folder.

photo ID
spouse, if ap

dig S

Front sticker completed in all areas
Mark NA if information does not apply

Keep: IRS Form 13614-C Intake Sheet completed
***£orm remains in the folder — Do not give to the to the client(s)***

Keep: IRS Form 15080 signed by client(s) Located on the
back of the 13614-C. If not signed, we cannot e-file the tax return.

Keep: PEACE, Inc. Supplemental Form
All boxes must be completed

LY . .
[ 258 | Form remains in the folder = Do not give to the to the client(s)***

m.m.wu. NYS ._.w.m.ou Worksheet completed Front and back

orm remains in the folder — Do not give to the to the client(s)***
Keep: IRS Form 14446 virt - :
“_\5\» NA if in-person tax prep. Mus
!ew- be removed from an in-person
Form remains in the folder —

ual VITA Taxpayer Consent

X —_—

. mmﬁ

er © © - 8

D . D DX o
O35 =Z22£3g-
e — etawneu
7)) S >0 = &0

o =0 = 5
— 20 22 Q2 F £




PEACE, Inc. Required Forms

Customer’s files include:
e Checklist sticker: front of file

e Stapled packet
o (Direct Deposit form - required if no voided check/bank letter
O ipplemental Intake Form

o (NYS TP-301 (2 pages) - NYS Tax Department requirement
o Customer Feedback Survey - optional
o m' (yellow) - IRS requirement / Green is in Spanish
° qa - Consent for Virtual VITA (Drop-off) - IRS requirement
o In-person site do not require this form (shouldn’t be in the packet)
e C(Copies of....corresponding documents, valid unexpired government
IDs (age over 18), and & Social Security cards of all on the tax
return




.A\Icg:eptable Photo ID REQUIRED for EVERYONE* on the
alid, Unexpired, Government Issued

State Driver's/Non-Driver’s License, Passport (not a Passport card), TaX Retu n:
Green card, or Employment Authorization Card. . . . .

St e Original Social Security Card
W R 4 _-: ‘ e N OT a Copy

& | e Notjustthe number

. NEW YORK STATE
‘} — DRIVER LICENSE

*123456 789  o~D
v

Unacceptable Photo ID

Expired, Government Issued IDs, Passport Card, Sheriff’s ID, Benefit Card,
Work ID, along with others that may not be shown here

e Only the Site Coordinator can
approve someone not showing ID
Tax filer is know to the site

Compiny
P J Namek Logo

S99,  NAMEFIE
o '79( -
"—,:';‘ &4 RANK FIE

ployee Nam LN

Title




Required Supporting Documentation

Paperclip or staple and place in the back of the file behind the completed forms.

e 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.

e 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

e All corresponding income and expense documentation

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 neyer returns to pick up, we will shred the information.




ITINS: (Individual Tax Identity Number)

e Certain U.S. residents have ITINs instead of SSNs
o Those not eligible for an SSN have ITINs instead
o Acts essentially the same as an SSN for tax preparation
purposes




/ Welcome to PEACE, Inc. Free Tax Prep

r FREE. From February to April 1.
| household income must be $69,!

5th, we prepare
We are here to prepare and e-file your tax return fo Gl il
2025 tax returns only. Just 2 reminder that your total

qualify for the service.
. Be sure to
Enclosed in this folderis a packet of required information that needs to be filled out

answer all questions. Mﬂ_ﬁleﬂﬁlﬂﬂén‘k
Completely fill out the following forms.
This stapled packet includes:
o Direct deposit information* (below) - Required
o Supplemental Intake Form - Required
o New York State TP-301 (2 pages) - Required
o Customer Feedback - optional
13614-C Intake/Interview & Quality Review Sheet (yellow — English/green-Spanish) - Required
o Complete page one (personal information)
o Inside pages 2-3 —complete the left side only
e Sign the back page
14446 - Virtual Taxpayer Consent — Required if a drop-off site (most of our sites)
o You must sign the second page to allow us to prepare your taxes without you being present.

*ALERT:NEW/IRS'REGULATIONas of September 30, 2025

The IRS is phasing out paper checks. If you do not provide direct deposit information prior to efiling,

your refund could be held up for an additional 45 days. The IRS will send you a letter to have you
provide this information. It is best to give banking, prepaid debit card, or digital wallet (Venmo,
CashApp, PayPal) information prior to e-filing to receive your tax return without delay.

KIZ{',;:/L((‘J o %
! Direct Deposit Information

***If you supplied a letter from the bank or a copy of a check for us to copy,
you do not need to complete this form.***

Your Name: DOB:

Bank Name:

Checking Account D
Bank Routing #: (9 digits)

Savings Account: D

Account #:

~— Revised1225

*ALERT:NEW:IRS'REGULATION:as of September 30, 2025

The IRS is phasing out paper checks. If you do not provide direct deposit information prior to e-flllng,
your refund could be held up for an additional 45 days. The IRS will send you a letter to have you
provide this information. It is best to give banking, prepaid debit card, or digital wallet (Venmo,
CashApp, PayPal) information prior to e-filing to receive your tax return without delay.

TZ(' J,)lMC} - .
A Direct Deposit Information

***If you supplied a letter from the bank or a copy of a check for us to copy,
you do not need to complete this form.***

Your Name: DOB:

-
_—

Bank Name:

Checking Account | |
Bank Routing #: (9 digits)

Savings Account: [ |

Account #:

~~ Revised 12/25

Note: Tax filer can deposit into two or more
accounts using Form 8888 in the tax return




Supplemental Intake
Form - Required

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

For Office use Only CHECKLIST _ ferrals: 0 Requested (] Copied >

Date: A . B

Off-Site Location:
a Drop-off I In-Person
[Date  Int  AcTviTY 2
- Fi In:
'COMPLETED/RECEIVED & ready for tax prep
Taxes PREPARED

Quality REVIEWED

Fartial

Appoil d (pickupis

Date & Time:

DISCUSS completed tax return w/client(s) &
INSIDE FOLDER Reviewers MUST complete checklist while client is with you
O Financial Coaching received

VERIFY info w/ctient: name, address, ssw,
deposit, client(s) signs & receives copy

AMENDMENT: (oniy answer f thisisone) L1 YeS '
Dia PEACE, Inc. prepare the original return?

v Regoiaed
E E 2026 Free Tax Prep - Supplemental Intake Form

EMPOWERING PEOPLE TO THRIVE | ssr. voun This is a required questionnaire used to collect demographic data

that helps us continue funding for this FREE service.

Today’sDate: MUST answer ALL questions. Information is NOT Shared with the IRS.
First Name Last Name Date of Birth

O Male Email Phone Number (Daytime)
Qe bl hamalg isacell? OYes ONo

01 Prefer not to answer Iéamn‘::(:nyou about your taxes? O Yes 0O No

( i ‘ ive Hawaiian or

g Bla?k orAfTcan Amercan [0 American Indian or Alaska Native B t;auyﬁe iaear
Race | [0 White YA S acific Islar

ElAsian [ Bi-racial/Multi-racial I Other
Hispanic or Latino | [ Yes O No Disabled ‘ OYes [ONo
Primary Language: | [JEnglish [ Spanish [ Other (please list) l
Military Status | O Active Military  [1 Veteran 1 Never [ Receiving SNAP [OYes ONo |

[ Medicaid
Healthinsurance’ || =iNene s pasn) O State Health ln‘S\lJrance for Adults
(Check all that apply [ Employer Based E e (Exchange.lMarke' place)
for your family) [ Military Health Care o sidisabiod [ state Children's Health Insurance
; [J0-8th grade [J 12+ Some Post-Secondary
E'ghfs; [ 9-12th/Non-Graduate (Trade School) g ?Te collegde (bt: o degtee)
evel o v ollege graduate:

Eiltisation O GED [ Graduate of Post-Secondary e e

[ High School Graduate School (Trade School)
[ Unemployed (NotinWorkforce) [ Retired
[J Unemployed (Less than 6 Months) 1 Migrant/Seasonal
[ Unemployed (More than 6 months) Worker

Work Status [J Employed Full-time
(Check all that apply) | [] Employed Part-time

School

CoulY l District

Family Size ’ O4 O2. O3 4 NS e 6 ElEl 7 e o e

Family [ Single Person 0 Single Parent Female 0 Two or More
Household | [ Two Parents o (S“f'"‘ clh“:/’m“dm)M l Adults (No children)
Type [ Multigenerational wlir:hgc(:nd/;:lirri ale O Other

: O Homeless
8 g [ Rent [ Temporary Housing
T
Family Housing Type O own [ Other Permanent Housing o SHE
O other :

Marital Status O Single [ Married O Legally Separated
(as of 12/31/23) [ Divorced [ Married (living separately) O Widow(er)

If married, are you filing jointly with your spouse [lYes [INo

avigating health insurance [] Yes CJNo | Financial Counseling/Debt reduc

-Would you like to volunteer at our Free Tax Prep program? [l Yes [l No




TP-301 New York State - 2 pages Required

l?fqo;/ud New York State TP-301 (12125) Pa

' bl Department of Taxation and Finance Eeq oY) Tl(’1'3°1)
TATE Income Tax Worksheet uar | @ 7
Volunteer Income Tax Assistance Program %L
= [~
Couiy ‘School district (fown i nof known)
Did you receive a New York State Inflation Refund Check?
llf Yes, how much §. l J
[Were you a New York State resident for the entire tax year? (and your spouse if filing a joint return) l I
If No, where else did your live from 1/1/25 — 12/31/257
Town, State
Town, State
Town, State
Did you pay child support through the NYS support collection unit for at least one-half of the year and ‘ l

ou are NOT in rears? (IT-209]

If Yes,
‘ Child's Name [poB
Child's Name IDOB
’ Child's Name IDoB
Ifyou pay rent for your place of residence, did you pay $450 or less a month? l ] |

If Yes, How muchdoyou payeachmonth? __
And what does your rent include: (check the correct box) O Heat, gas, electricity, furnishings, and board
O Heat, gas, electricity, and furnishings O Heat, gas, and electricity
O Heat or heat and gas O None of the above
= NS A
[ ; ey AR
Were you (or your spous, if filing a joint return) an active volunteer firefighter or ambulance worker for
the entire tax year? (IT-245)

[ Did you make contributions to a NYS 529 College Savings Plan during the tax year?

[ Did you receive interest on U.S. government bonds during the tax year?

Did you (or your spouse return) receive a pen: or other distribution from a New
York State, local government, or federal government pension plan?

If Yes, was the person who received the pension 59% or older during the tax year?

[Did you (or your spouse, if filing a joint return) receive a private pension (not state or government)?

If Yes, was the person who received the pension 59% or older during the tax year?
Did you receive pension payments as a beneficiary of a pension plan?

’lf Yes, what share of that pension did you receive?

Did you (or your spouse, if filing a joint return) receive disability income during the tax year? (IT-221)
Did you pay nursing home expenses (special during the tax year? (IT-258)

Did you pay long-term care insurance premiums during the tax year? (IT-249)

Did you receive a healthcare and mental hygiene worker's bonus? (B14 code |

Did you pay nursing home ex; nses (special assessment) during the tax year? (IT-258)

Did you pay long-term care insurance premiums durin the tax year? (IT-249)

Was any of your income taxed by another state or local government (IT-112-R) or did you pay taxes to

a province of Canada? (IT-112-C)

Did you pay undergraduate college tuition expenses by cash, check, credit card, or with borrowed
funds, or funds from a qualified state tuition program (such as 529 College Savings Program), for
yourself, your spouse, or your dependent(s)? Note: This does not include scholarships or other types
of financial aid that are not required to be repaid. (IT-272 or IT-203-B)

Did you purchase taxable property or services for use in New York State without paying sales
and use tax at the time of purchase?

(line 59 on Form IT-201 or line 56 on Form IT-203 - do not leave blank)

Do you use clean fuel oil (biofuel) for residential heating? (IT-241)

Did you purchase or lease solar energy system equipment and install it at your principal residence

during the tax year? (IT-255)

Did you purchase or lease a geothermal system that was placed in service at your residence during
the year? (IT-267)

Did you repay any amount of income received in a prior year that was previously included in New
York adjusted gross income (for example, if you were overpaid unemployment income last year and
had to repay a portion this year that did not reduce this year's unemployment income)?

(IT-225, S-141; IT-196, line 24 or 34; or IT-257)

Do you have a student loan forgiveness award from the Higher Education Service
C ion (HESC) student loan?

[Comp’,léte this section ON

New York Cif 5 Z TR
Were you (or your spouse if filing a joint return) a New York City resident for any part of the

If you answered Yes, how many months did you (and your spouse if filing a joint. return) live in New
York City during the tax year?

Did you (or your spouse if filing a joint return) maintain living quarters (a residence) in New York City
during the tax year?

If you answered Yes, how many days did you (and your spouse if filing a joi pend i
York City during the tax year? oy i R ey

Does your W-2 (box 14) show an amount that was deducted or deferred
benefit program established by New York City public employ

‘onkers

from your salary under a
behalf? i

If Yes, how man hs di i fili i
el many months did you (and your spouse if filing a joint return) live in Yonkers during the

LDid you earn income (self-employment or wages) from a source located in Yonkers?

Additional notes:
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Personal
Information,
Marital Status,
and Household

Information
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Front
page

Form 13614-C
~ (October 2025)
You will need:

* Tax Information such as Forms W 2, 1099, 1098 1095 %
* Social Security cards or ITIN letters for all persons on your tax relum
* Picture ID (such as valid driver's license) for you and your spouse

Volunteers are trained to provide high quality service and uphold
Your first name M.l

Lastname

Spouse's first name M.I. ; Lastrnamé $49s '

Mailing address

Your telephone number | Spouse's telephone number

““Can anyone else claim you or.your spouse on their fax returng
Check if you or your spouse were in 2025: 1
A U.S. citizen O You
In the U.S. on a visa [ You
A full-time student [J You

[ Spouse [
[] Spouse [
[] Spouse

If due a refund, how would you like your refund
O wirect:-deposits O -
[} Split refund between accounts [ Other

Would you like to receive written communications from the IRS in a~lang}xagé
What language 3
Would you, or your spouse if married filing jointly, like $3 to go to the Preside

I,"2025what was your marital status MP'S
I:] Never Married [ Married® MFX ifm ed, wel

D) Dweresdy Deed
Date of final decree

List the names below of everyone who Iived ith you last year (except your
spouse) AND anyone you s ed b noflive with you last year‘ il

O} "Y hose ey

00

it Number of

2 I AENA Relaligfiship to you (months lived in | Single or
VOl § Gan ‘.. _ | Date of birth  parent, none, |your homein |as of 12/3
Narhe (fls( last) (mm/dd/yy) elc) 2025

Catalog Number 52121E




13614-C Personal Information

If applicable - include apartment number - confirm it is correct
e Checked that they or their spouse is a full time student it only applies if they are in
college, for -T
ermanently blind box checked for taxpayer/spouse - Important since the standar
eduction is higher
e Taxpayer or SpouUsSe ca ' e box yes
o Child under 19
o College student under 24
o Adult child that is permanently disabled
e Someone on the return has been a victim of identity theft - they may have a Federal
|dentification Pin
o Can not produce, taxpayer will need to paper file their Federal return
o Still e-file their State return




13614-C Marital Status

Never Married - Married cannot claim this
Married- The taxpayers have a choice to either file married filing jointly or married
filing separately. Itis important to know if the spouses are filing separate and they
lived together for at least 6 months of the tax year. If so, they must file jointly.
o If they still want to file separately, Married Filing Separately (MFS), we MUST
have the spouse's name, DOB, and SSN in order allow them to e-file,
o  They should know they will give up certain credits: EIC, CTC, Social Security
taxed at dollar one, etc. if they file MFS
m Sometimes a married couple want to file separately - spouse has
outstanding debt (taxes, child support) File MFJ - Injured spouse can be
filed and still receive credits without making the injured spouse responsible
for their debt
Divorced oeparated (not just living apart) have the year. If
taxpayer can not remember try to at least get the yedr. *Need the year

Widowed - The year the spouse passed is a mu pecially if the taxpayer has
dependents. This will play into filing status.(*Need the year




Dependents

e \What is a dependent?
o Someone that you take care of
o Provide more than half of the person's total financial support
for the entire year
o Doesn’t earn more than $5,200* rules apply (go over later)
e \What kinds of dependents are there?
o Qualifying Children (child)
o Qualifying Relatives (adults)
e Benefits of claiming dependents
o Can be eligible for various tax credits
m Child tax credit/Credit for Other Dependent
m Earned income credit
m Daycare credit
m Education credit if dependent is going to college
o Can be eligible for certain filing statuses



Tests To Be a Qualifying Child

Tests To Be a Qualifying Relative

1. The child must be your child, stepchild, foster child, sibling, half
sibling, stepsibling, or a descendant of any of them. An adopted
child is always treated as your own child. The term “adopted
child” includes a child who was lawfully placed with you for legal
adoption.

2. The child must be: (a) under age 19 at the end of the year and
younger than you (or your spouse, if filing jointly), (b) under age
24 at the end of the year, a full-time student, and younger than
you (or your spouse, if filing jointly), or (c) any age if permanently
and totally disabled.

3. The child must have lived with you for more than half of the year.?

4. The child must not have provided more than half of his or her own

support for the year.®

5. The child isn't filing a joint return for the year (unless that joint
retun is filed only to claim a refund of income tax withheld or
estimated tax paid).

6. If the child meets the rules to be a qualifying child of more than
one person, you must be the person entitled to claim the child as
a qualifying child. See the “Qualifying Child of More Than One
Person” chart.

1. The person can't be your qualifying child or the qualifying child of

any other taxpayer. A child isn't the qualifying child of any other tax-
payer if the child’s parent (or any other person for whom the child
is defined as a qualifying child) isn't required to file an income tax
return or files an income tax return only to get a refund of income
tax withheld.

2. The person either (a) must be related to you in one of the ways

listed under "Relatives who don't have to live with you" (see Table
2, step 2), or (b) must live with you all year as a member of your
household? (and your relationship must not violate local law).

3. The person’s gross income for the year must be less than $5,200.3

Gross income means all income the person received in the form of
money, goods, property and services, that isn't exempt from tax.
Don't include Social Security benefits unless the person is married
filing a separate return and lived with their spouse at any time
during the tax year or if 1/2 the Social Security benefits plus their
other gross income and tax exempt interest is more than $25,000
($32,000 if MFJ).

4. You must provide more than half of the person’s total support for

the year.* 8




Table 1: All Dependents

Begin with this table to determine both Qualifying Child and Qualifying Relative dependents.

Step

Probe/Ask the taxpayer:

Action

Can you or your spouse (if filing jointly) be claimed as a dependent on another
taxpayer’s tax return this year?®

If YES: If you can be claimed as a dependent by
another taxpayer, you may not claim anyone else as
your dependent.

If NO: Go to Step 2

Was the person married as of December 31 of the tax year?

If YES: Go to Step 3
IfNO: Go to Step 4

Is the person filing a joint return for this tax year?
(Answer “NO” if the person is filing a joint refurn only to claim a refund of
income tax withheld or estimated tax paid.)

If YES: You can't claim this person as a dependent.
IfNO: Go to Step 4

Was the person a U.S. citizen, U.S. resident alien, U.S. national, or a resident
of Canada or Mexico?

{Answer “YES"if you are a U.S. citizen or U.S. national and you adopted a
child who lived with you as a member of your household all year.)

If YES: Go to Step 5
If NO: You can't claim this person as a dependent.

Was the person your son, daughter, stepchild, eligible foster child, brother,
sister, half brother, half sister, stepbrother, stepsister, or a descendant of any of
them (i.e., your grandchild, niece, or nephew)?*

If YES: Go to Step 6

If NO: This person isn't your qualifying child. Go to
Table 2: Qualifying Relative Dependents

Footnotes

*A person is permanently and totally disabled if he or she can't engage in any substantial gainful activity because of a physical or mental condition,
AAND a doctor determines the condifion has lasted or can be expected to last continuously for at least a year or can lead to death.

2A child is considered to have lived with you during periods of time when one of you, or both, are temporarily absent due to illness, education,

Was the person:

« under age 19 at the end of the year and younger than you (or your spouse, if
fing jointly) OR

« under age 24 at the end of the year, a full-time student (see definition in the
glossary) and younger than you (or your spouse, if fiing jointfy) OR

« any age if permanently and totally disabled* at any time during the year?

If YES: Go to Step 7

If NO: This person isn't your qualifying child. Go to
Table 2: Qualifying Relative Dependents

Did the person live with you as a member of your household, except for
temporary absences?, for more than half the year?
{Answer “YES"if the child was bom or died during the year.)

If YES: Go to Step 8 (Use Table 3 to see if the depen-
dency for children of divorced or separated parents or
parents who live apart applies.)

If NO: This person isn't your qualifying child. Go to
Table 2: Qualifying Relative Dependents

Did the person provide more than half of his or her own support® for the year?

If YES: You can't claim this person as a dependent
IfNO: Go to Step 9

OO @ 0009

Is the person a qualifying child of any other taxpayer?

If YES: Go to the chart: Qualifying Child of More Than
One Person

If NO: You can claim this person as a qualifying child
dependent

business, vacation, military service, institutionalized care for a child who is permanently and totally disabled, or incarceration. In most cases a child
of divorced or separated parents is the qualifying child of the custodial parent. See Table 3: Children of Divorced or Separated Parents or Parents
Who Live Apart to see if an exception applies. There is an exception for kidnapped children. See Publication 17.

A worksheet for determining support is included later in this tab. If a child receives Social Security benefits and uses them toward his or her own
support, those benefits are considered as provided by the child. Benefits provided by the state to a needy person (welfare, food stamps, housing,
SSI) are generally considered support provided by the state.

“An adopted child is treated the same as a natural child for the purposes of determining whether a person is related o you in any of these ways. For
example, an adopted brother or sister is your brother or sister. An adopted child indudes a child who was lawiully placed with a person for legal adoption.

®An individual is not a dependent of a person if that person is not required to file an income tax retum and either does not file an income tax retum
or files an income tax return solely to claim a refund of estimated or withheld taxes.




Qualifying Child of More Than One Person

Tiebreaker Rules

If the child meets the conditions to be the qualifying child of more than one person, only one person can claim the child as a
qualifying child dependent for all tax benefits associated with an exemption unless the special rule for children of divorced or
separated parents applies’.

* Credit for other dependents * Earned Income Credit
* Child Tax Credit » Credit for Child and Dependent Care Expenses
* Head of Household * Exclusion from income for Dependent Care Benefits




Examples of Dependents:

e Grandmother, daughter, and granddaughter live in the household. Both
grandma and mom work. Who can claim the granddaughter?

e Tom and his 8 year-old lives with his girlfriend, Grace. Tom is disabled.
No One else can claim his daughter. Who can Grace claim? What
category would they be claimed under?

e Judy and Bill are married with two children. One is in college and the
other is under 17. Also residing with them are Bill’s parents. They only
receive Social Security benefits. Who can be filed on Judy and Bill's tax
return?

e (George takes care of his adult disabled son. His disabled son receives,

Social Security Disability Income (SSDI). Can George claim his son as a

dependent? If so, what type of dependent?




How does the US Tax System work?

e Most income is taxable
o Wages, pensions, bank interest, etc.
m Most fall under Basic
o Rule of thumb: if it's income to you, it's probably taxable
o Certain types of income are tax free
e How do we pay the income tax?
o Mostly through the “pay as you go” system

o Others like self-employed usually pay at the end of year or make
quarterly payments

m Uber, DoorDash, Lyft, Etsy seller, home daycare owner
m Fall under Advance tax returns




Income: Answer the following questions on the left sldn of thls page Cl
-— Received money from any of the following in 2025: : (To |

[J (B) Wages as a part-time or full-time employee
How many jobs

I ncome & 0 ®) Ties By Repobed 0~ o—2_
irement account, pension or annuity proceeds
E X p e n S e S [ (B) Disability benefits (such as payments from insurance and
worker's compensation) .

[J (B) Social Security or Railroad Retirement Benefits
[ (B) Unemployment benefits

1099-R
Box codes:
7 - all good
1 - early
distribution
Why did
they take

[ (B) Refund of state or local income tax

[ (B) Interest or dividends (bank account, bonds, etc.)
[ (A) Sale of stocks, bonds or real estate

Did you report a loss on last year's return O Yes [ No
] (B) Alimony

Page 2
Inside page

[J (A/M) Income from renting out your house or a room in your house
If yes, did you use the dwelling unit as a personal residence and

rent it for fewer than 15 days O Yes [ No the mon ey
(7] Income from renting personal property such as a vehicle
- out early?
[] (B) Gambling winnings, including lottery

[J (A) Payments for contract or’sélf‘employment:works
Did you report a loss on last year's return =fF)=Yes== ] No

@{4[’)(& £

] Any other money received during the year? (example: cash
payments, jury duty, awards, digital assets, royalties, union strike
benefits)




Extra
Form

Self-
Employment

VITA Customer Self-employment Expense Sheet

For each business, we will need a separate expense sheet.
If you run more than one business, receive more than one 1099 for different
businesses, and/or participate with more than one ride share, you will need to complete
a separate form for each business.
We cannot prepare your business taxes if you are an LLC or have a net business loss.
Even if you do not receive a 1099 form, you must report all of you incomel/tips.

Total income/tips NOT included on 1099-NEC/K/MISC: $

Busi name:

Busi type:

For rideshare/delivery services: (Uber, Uber Eats, DoorDash, Lyft, Instacart, Grubhub, etc.)

Vehicle Description:

Year Make Model
When you put the business vehicle into Service:
Month Day Year

Business Vehicle Mileage: We cannot use gas receipts. The IRS requires us to use
the standard mileage rate based on the current rate. We cannot deduct actual expenses
or any “wear-and-tear” repairs of your vehicle for business use.

Suggestion: Keep a logbook in your vehicle to track mileag
1/1/125-12/31/25 | Business Miles (work-to-work)

1/1/25-12/31/25 | Commuter Miles (Home-to-work & work-to-home)
1/1/25-12/31/25 | Other Miles (personal)

(not required)

(not required)

Total

e Do you (or spouse) have another vehicle available for personal use? Yes or No
e Was your vehicle available for personal use during off-duty hours? Yes or No
e Do you have evidence to support your deductions? Yes or No

o |sitwritten? Yes or No

updated 11/25 (please complete side 2)

Expenses for Ride Share:

Vehicle Supplies: $ Snacks/Refreshments: $
(ride share only) (For passengers only)
Cell Phone Plan: (You Tolls/Parking
cannot deduct the entire plan, $ transpon der: $
if you also use it for personal) (non-reimbursed)
Mileage Tracking s
Software $ Commission and Fees | $
; Accessories/PPE:
Taxes and Licenses $ (Chargers, cables, mourts)
Other: (ride share only - ST
Gar washes, first aid it otc) | ° Desaription:
Your Business Home Office/Day Care (Not all may gualify)
Total square footage of your home:
Square footage used exclusively for business, for
day care, or storage of inventory
Square footage used only partly for business, for
day care, or for storage of inventory
Expenses for Home Office/Day Care:
Office Expenses: $ Other interest $
Repairs and
Property: » .
(Rent/lease, not your home) $ Maintenance: $
(not vehicle)
Advertising: $ Health Insurance: $
Insurance $ Legal & Professional $
(other than health) Services
Equipment: $
(Rent or lease)
Other: et
(unreimbursed expenses) $ Descrlptwn.
Other: TS,
(unreimbursed expenses) $ Descri ption:

Day Care Facilities only:
e Was home used as a day care facility? Yes or No

e Hours used for day care per day?
e Days used for day care per year?

e Days available for day care?




13614-C

Income &
Expenses

Allowed up to $300 ou
of pocket (not
reimbursed)
e K-12th teacher
e atleast 900 hrs
per calendar year

Page 3
Inside page

T T T T e WS UIS Y UESUONS O]

Paid any of the following expenses to itemize in 20257

[ (&) Mortgage Interest
(R) Taxes: state, local, real estate, sales, etc.

L1 (A) Medical, dental, prescription expenses — O\ ~‘/"‘O“‘:w
[ (A) Charitable contributions a YOSl

Paid any of these expenses in 20252 1S % Jf) BGT
[ (B) Student loan interest
[ (B) Child and dependent care

[ (B/A) Contributions to a retirement account

[ (B) School supplies by a teacher, teacher's aide or other educator |
[ (B) Alimony payments (do not include child support)

Did any of the following happen during 2025?

[ (B) You or someone in your family took educational classes
(technical school, college, job related, etc.)

[J (A) Sell a home
[ (A) Have a health savings account (HSA)

[CJ (A) Purchase health insurance through the Marketplace (Exchange) 1§
[ (A) Purchase and install energy=efficienthomesitems (example: f

windows, furnace, insulation, etc.)

[J (A) Other (example: purchased a new vehicle, etc.)

[C] (A) Have credit card, mortgage, or other debt cancelled/forgiven
by a lender

[] (A) Have a loss related to a declared Federal disaster area_

[] (B) Have a tax credimexample: earned income credit,
child tax credit, or American opportunity credit)

[] Receive any letter or bill from the IRS

[] (B) Make estimated tax payments or apply last year's refund to ;
2025 taxes % BT i

(] Brought last year's return
Catalog Number 52121E




13614-C received Money (Income),
Expenses, & Life Happenings

e With a red pen, an interviewer must discuss every question with the
tax filer.
o If it doesn’t pertain to them, write NA or No on the right
shaded area.
e You will notice that there is either an A (Advance) or B (Basic)
o This also determines the level of the tax preparer for this return.
Basic- Can only prepare Basic returns and review Basic
e Advance- Can prepare Basic and Advance returns also can review
Basic and Advance returns




13614-C

Optional
Information

Page 4

Page 4

Optional Information

The following information is for statistical purposes only. Your responses to these questions are not a part of your tax return and are not transmitted to the
IRS with your tax return. You are not required to answer these questions.

1. Would you say you can carry on a conversation in English [ Very well [ Well [J Not well [J Notatall [] Prefer not to answer

2. Would you say you can read a newspaper in English [ Very well [ Well [J Not well [J Notatall [] Prefer not to answer

3. Do you or any member of your household have a disability ] Yes [J No [ Prefer not to answer

4. Are you or your spouse a Veteran of the U.S. Armed Forces [ Yes [J No [ Prefer not to answer

5. What is your race and/or ethnicity? Select all that apply 6. What is your spouse’s race and/or ethnicity? Select all that apply

[0 American Indian or Alaska Native (for example, Navajo Nation, Blackfeet Tribe |[] American Indian or Alaska Native (for example, Navajo Nation, Blackfeet Tribe
of the Blackfeet Indian Reservation of Montana, Native Village of Barrow Inupiat of the Blackfeet Indian Reservation of Montana, Native Village of Barrow Inupiat
Traditional Government, Nome Eskimo Community, Aztec, Maya, etc.) Traditional Government, Nome Eskimo Community, Aztec, Maya, etc.)

[ Asian (for example, Chinese, Asian Indian, Filipino, Vietnamese, Korean, [ Asian (for example, Chinese, Asian Indian, Filipino, Vietnamese, Korean,

Japanese, etc.) Japanese, etc.)

[ Black or African American (for example, African American, Jamaican, Haitian, |[J] Black or African American (for example, African American, Jamaican, Haitian,
Nigerian, Ethiopian, Somali, etc.) Nigerian, Ethiopian, Somali, etc.)

] Hispanic or Latino (for example, Mexican, Puerto Rican, Salvadoran, Cuban, [J Hispanic or Latino (for example, Mexican, Puerto Rican, Salvadoran, Cuban,
Dominican, Guatemalan, etc.) Dominican, Guatemalan, etc.)

[ Middle Eastern or North African (for example, Lebanese, Iranian, Egyptian,

[0 Middle Eastern or North African (for example, Lebanese, Iranian, Egyptian,
Syrian, Iraqi, Israeli, etc.)

Syrian, Iraqi, Israeli, etc.)
[ Native Hawaiian or Pacific Islander (for example, Native Hawaiian, Samoan, [J Native H iian or Pacific Islander (for
Chamorro, Tongan, Fijian, Marshallese, etc.) Chamorro, Tongan, Fijian, Marshallese, etc.)

ple, Native Hawaiian, Samoan,

O

White (for example, English, German, Irish, Italian, Polish, Scottish, etc.) [J White (for example, English, German, Irish, Italian, Polish, Scottish, etc.)

Privacy Act and Paperwork Reduction Act Notice

We are asking for this information so you may participate in the IRS Volunteer Income Tax Assistance
provides IRS-certified volunteer income tax preparers to assist with basic income tax return preparation for qualified individuals. The IRS authority to collect this
information is 5 U.S.C. section 301 and 26 U.S.C. section 7801. The information you provide may be disclosed to others who coordinate VITA/TCE staffing, outreach, and
other VITA/TCE related activities. The IRS may only disclose your return and return information as pre

ovided by 26 U.S.C. section 6103. All other records may be disclosed
only for purposes the IRS deems are compatible with the purpose for which IRS collected the records, and consistent with any routine use disclosures described in the

System of Record Notice (SORN) Treasury/IRS 24.030, Customer Account Data Engine (CADE) Individual Master File (IMF). You may view Treasury/IRS SORNSs on the

Treasury SORN website at Treasury.gov/System of Records Notices (SORNS). Providing this information is voluntary however, if you do not provide the requested
information the IRS volunteers may not be able to assist you with preparing and filing your tax return.

(VITA) and Tax Counseling for the Elderly (TCE) program which

The Paperwork Reduction Act requires that the IRS display an OMB control number on all
1545-1964. Also, if you have any comments regarding the time estimates associated with
Revenue Service, Tax Products Coordinating Committee, SE:TS:CAR:MP:T:T:SP, 1111

public information requests. The OMB Control Number for this study is
this study or suggestion on making this process simpler, write to the Internal
Constitution Ave. NW, Washington, DC 20224.

Catalog Number 52121E
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Additional
Notes/
Comments

Area for additional
dependents
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Signatures

Shown as Form 15080

Allowing us maintain their basic information
so we can carry their information over to
the next year. Less information to data
enter for VITA sites.

Page 6 Backpage

' o VITA/TCE Tax Preparation Sites
g Federal Disclosure: thorized by law, we cannot disclose

epartment of the Treasury - Internal Revenue Service >
remi15080 Consent to Disclose Tax Return Information to

Federal law requires this consent form be provided to you. Unless au 2 5 £ your tax
your tax return information to third parties for purposes other than the preparation and filing of y

return without your consent. If you consent to the disclosure of your tax return i
not protect your tax return information from further use or distribution.

You are not required to complete this form to engage our tax return preparation o
signature on this form by conditioning our tax return preparation services on your consgnt.a)llizufl;ﬁrrl\zealm:‘t 2
not be valid. If you agree to the disclosure of your tax return information, your consent is Vi et i
of time that you specify. If you do not specify the duration of your consent, your consent is vali year

from the date of signature. e
]

nformation, Federal law m

services. If we obtain your

Terms:
Global Carry Forward of data allows TaxSlayer LLC, the provider of the VITA/T! CE tax software, to make

your tax return information available to ANY volunteer site participating in the IRS's VITA/T(_Z[E program tha_t £
you select to prepare a tax return in the next filing season. This means you will be able to visit any volunteer
site using TaxSlayer next year and have your tax return populate with your current year data, regardless of
where you filed your tax return this year. This consent is valid through November 30, 2027.

The tax return information that will be disclosed includes, but is not limited to, demographic, financial and
other personally identifiable information, about you, your tax return and your sources of income, which wa
input into the tax preparation software for the purpose of preparing your tax return. This information includk
your name, address, date of birth, phone number, SSN, filing status, occupation, employer's name and
address, and the amounts and sources of income, deductions and credits that were claimed on, or
contained within, your tax return. The tax return information that will be disclosed also includes the name,
SSN, date of birth, and relationship of any dependents that were claimed on your tax return.

You do not need to provide consent for the VITA/TCE partner preparing your tax return this year. Glol
Carry Forward will assist you only if you visit a different VITA or TCE partner next year that uses TaxS!
You have the right to receive a signed copy of this form. v
Limitation on the Duration of C  liwe, the taxpayer, do not wish to limit the duration of the consel
of the disclosure of tax return information to a date earlier than presented above (November 30. 2027). f
we wish to limit the duration of the consent of the disclosure to an earlier date, I/we will deny co,nsent,

Limitation on the Scope of Discl: e: |/we, the taxpayer, do not wish to limit the scope of the discls
of tax return information further than presented above. If l/we wish to limit the scope of the disclosure
return information further than presented above, l/we will deny consent.

i

Consent:

I\we, the taxpayer, have read the above information.

I/we hereby consent to the disclosure of tax return information described in the Glo

above and allow the tax return preparer to enter a PIN in the tax preparation soﬂwalzzlga:;y Fbehorwaa‘f
that l/we consent to the terms of this disclosure. ) S

Primary print me ‘and signatures-
Ty Flec
Secondary-tax i
C ruse Ll O(\Q\

If you believe yotﬁ"gx return information fas been disclosed or used i 3

by law or without your permission, you may contact the Treasury Inspg‘clt);? 'E;TXJ" Iafmanner Y
(TIGTA) by telephone at 1-800-366-4484. Report a Crime or IRS Employee Mis; Sl
Inspector General for Tax Administration (TIGTA) (https://www.tlgta‘gov/reponc.?ig,':’::ls- u

Catalog Number 39573K Wwwirs,gov




Form

14446

For Drop-off &
Intake Sites

This page goes with the tax filer

Department of the Treasury - Intemal Revenue Senvice

Virtual VITA/TCE Taxpayer Consent

Form 14446

(November 2023)

This form is required when either the Intake/Interview andior the Quality Review are not conducted in-person between the taxpayer and
the VITA/TCE volunteer. The site must explain to the taxpayer the process used to prepare the taxpayer’s retum. If applicable,
volunteers must advise the taxpayer of the associated risk of transfeming their data from one site location to another site.

Part | - To be completed by the VITA/TCE site:

Site name
PEACE, Inc. Free Tax Prep

Site address (street, city, state, zip code)

1201 East Fayette Steet, Suite 22
Syracuse, NY 13210

Site identification number (SIDN) Site coordinator name
514018462 Sharon Thompson & Ralph Lyke
Site contact name Site contact telephone number
Sharon Thompson & Ralph Lyke 315.634.3756

This site is using the following Virtual VITA/TCE methodis) to prepare tax returns:

= ADmEOITsne This site uses a drop off process which includes the site maintaining personally identifiable information (Social
ecurity numbers, Form W-2_ etc.) to prepare the tax retum at the same sie but at a later time. In this process, the taxpayer
eomesba&bomesanesmbrmemalnymmz\dlorsvngmemphudmremm The site must explain the method it
uses to contact the taxpayer if additional information is needed.

Note: Sites where the taxpayer does not leave the site’s property, for example waiting in another room or in a vehicle, are NOT
considered drop off sites. Since the taxpayer remains at the site, they are not required to complete Form 14448. If the taxpayer leaves
their tax documents at the site and then leaves the site’s property for any reason, the taxpayer must complete Form 14446.

[ B. Intake Site: This method includes the taxpayer leaving their identi {Social Security numbers, Form
'W-2 and other documents) at the site in order to prepare and/or quality review the tax retum at another location. In this process,
the taxpayer’s tax return information may be sent to another location for one or more of the following reasons; interviewing the
taxpayer, preparing the tax retum, or performing a quality review. The taxpayer may come back to the intake site for the quality
review or to review and sign the completed tax retum.

D C. Return ration andior Quality Review Only Site: This site may receive retums from one or more intake sites to prepare
and/or quality review retums._ This site generally does not take walk-ins or appointments in their location.

[ D.Combination Site: This site prepares retums for other permanent or temporary intake sites and assists walk-ins and
appointments in their location.

|:| E. 100% Virtual VITA/TCE Process: There is no in-person interaction with the taxpayer and any of the VITA/TCE volunteers in
this process, during the intake, interview, retum preparation, quality review, and signing the tax retum. The site must explain the
virtual processes and consent. This includes the virtual procedures to send required documents (Social Security numbers, Form
W-2 and other documents) through a secured file shanng system to a designated volunteer for review.

Date of drop-off of ALL paperwork and tax forms:

****Note to client dropping off taxes to be prepared: We will strive to finalize your
tax return within two weeks after all forms are completed and tax documents are
dropped off. We will call you upon completing your taxes to make an appointment to
pickup your tax return. At your pick-up appointment, a tax preparer will review your tax
documents with you. We are an appointment only site. Please do not arrive without an
appointment or continue calling to see if your taxes are complete.

Catalog Number 603594 W 5.0V
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This page stays in the tax filer's folder.
Part Il Taxpayer
Consents:

Request to Review your Tax Return for Accuracy:

To ensure you are receiving quality services and an accurately prepared tax retum at the volunteer site, IRS employees randomly
select free tax preparation sites for review. If errors are identified, the site will make the necessary corrections. IRS does not keep any
personal information from your reviewed tax retumn and this allows them to rate our VITA/TCE retumn preparation programs for
accurately prepared tax retums. If you do not wish to have your retum included as part of the review process, it will not affect the
services provided to you at this site. if the site preparing this retum is selected, do you consent to having your return reviewed for
accuracy, by an IRS employee?

[lves [No

The question above is an audit on our site to ensure we are following procedures. This is NOT
an audit on you. Please answer YES to allow or NO not to allow.

Virtual Consent Disclosure:

If you agree to have your tax retum prepared and your tax documents handled in the above manner, your signature and/or agreement
is required on this document. Signing this document means that you are agreeing to the procedures stated above for preparing a tax
retumn for you. (If this is a Married Filing Joint retum both spouses must sign and date this document.) If you chose not to sign this form,
we may not be able to prepare your tax retum using this process. Since we are preparing your tax retum virtually, we have to secure
your consent agreeing to this process. If you consent fo use these non-IRS virtual systems to disclose or use your tax retum
information, Federal law may not protect your tax retumn information from further use or distribution in the event these systems are
hacked or breached without our knowfedge. If you agree to the disclosure of your tax retum information, your consent is valid for the
amount of time that you specify. If you do not specify the duration of your consent, your consent is valid for one year from the date of
signature. if you believe your tax return information has been disclosed or used improperly in a manner unauthorized by law or without
your permission, you may contact the Treasury Inspector General for Tax Administration (TIGTA) by telephone at 1-800-366-4484, or
by e-mai at complaints@tigta.treas.gov. While the IRS is responsible for providing oversight requirements to Volunteer Income Tax
Assistance (VITA) and Tax Counseling for the Elderly (TCE) programs, these sites are operated by IRS sponsored partners who
manage IRS site operations requirements and volunteer ethical standards. In addition, the locations of these sites may not be in or on
federal property.

I agree to use this site’s Virtual VITA/TCE Process

LlYes [INo

If you want your taxes completed at this drop off site, you must answer YES to the question
above. Without a check in the YES box, or no answer at all, we cannot prepare your tax
return. You also must sign below.

Printed name Printed name (spouse if mamied filing joint)

Date of birth Date Date of birth Date

Telephone number Telephone number

Emai address Email address

Signature (type/print) Signature (type/print)

Cataiog Number 603694 WWn 5.0V Fom 14446 (Rev. 11-2023)




Notess

For Office Use only CHECKLIST  Referrals: [) Requested [ Copied

Example: ‘ m—— A o« B~

e Timeline and addresses if they

Off-Site Location:

resided and received income O oropeoff O in-person
from other states s ";ﬁ:fwi;gg Forms & Tax In
e Clarification on questions —— =
e Missing information D—C"e"*w"Tw_afd Tt o
e Spouse filing: Injured spouse PSR T e e
e Follow up and communications Appoantnmchei::w,::ff:vuzmM.,,
Wlth the tax ﬁler DDaI‘;éS;;:completed tax return w/client(s) &
or 216 LM IoNEle S et s—
o  2/15 LM again for pick up (VT e ———

deposit, client(s) signs & receives copy

AMENDMENT: (only answer ifthisisone) 1 Yes
Dia PEACE, Inc. prepare the original re(um? D No «
TAXES [ E-FILED Date:_ it B
FILED: O] PAPER FILING by taxfier e omeoes)

Before e-filing the return:
e After the quality review
e Tax filer(s) are advised of their responsibility for the

accuracy of the information on the return

Sign-off on the return

Tax Prep
Level:

B: Basic

A: Advance

Quality
Review:
Second set of
eyes at equal
or higher level.



Quality Review

e After areturn is prepared, it is looked over a second time, called a quality
review
Helps to ensure accuracy
A Quality Reviewer sits with client to look over return
All returns must be quality reviewed, by a different set of eyes
Once the quality review is done, return is printed out and reviewed “Discuss”
with client

o They then sign the return

o When a client signs a return, they acknowledge that the return is their

responsibility for accuracy of information
m spelling of names, SSN, address, direct deposit information, and tax
information they relayed to us

o They only sign after quality review and after being advised of their

responsibility for the return




What's next?

e Take your certifications
o Provide me with your 13615 (will show sample later)
e Schedule your days/hours
o Hub location, 1201 E Fayette t, Syracuse
m Tuesdays & Saturdays, 9am - 5pm
m \Wednesdays & Thursdays, 12pm - 7pm
m Mondays & Fridays, 9am-4pm
e Not open to the public: data entry, admin duties
e \Want to prepare taxes?
o Join us for Basic Certification Training
o Training Schedules & Materials are on the website

peace-caa.org/taxes
e Additional events for volunteering / end of season celebration



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

Volunteer:
By signing this form, | declare that | have completed Volunteer Standards of Conduct certification and have read, understand, and will

comply with the standards of conduct. | also certify that | am a U.S. citizen, a legal resident, or otherwise reside in the U.S. legally.
O rl I l Full name (type/print) Volunteer position(s)

Sharon Thompson VITA Volunteer, Other, SI [] IRS Employee

Home address (street, city, state and ZiP code)

1201 E Fayette St, Syracuse, New York 13210

Volunteer Standards of

Email address Daytime telephone Sponsoring partner name/site name
conduct Ag reement — sthompson@peace-caa.org PEACE, Inc.
VITAITC EP rog rams Number of years volunteered (including this year) WM on Si j Date
17 ( Sharon Thompson 1 2/1 5/2 0 2 5

Y A two_page pdf W|” be Volunteer CeﬂiW " for all passing test scores)

Volunteer Standards Puerto Rico
created of Conduct Intake/Interview Site Foreign | SPEC
(Required for ALL) | and Quality Review | Coordinator | Basic | Advanced | Military |International| 1 2 Students OPI
e We only need the & o
P P P P P P
Professional designation Licensing jurisdiction Bar, license, registration, or Effective or | Expiration date
second page
H ‘Attorney, CPA, CTEC, or Enrolled Ageni state enrollment number issue date if provide
e Required to have a copy Ao il w== s
On the fl rSt day Of Coordinator, Sponsoring Partner, Instructor or IRS Contact: By signing this form, | declare that | have verified the required certification level(s) and

government-issued photo ID for this volunteer prior to allowing the volunteer to work at the VITA/TCE site.

volunteering

Approving Official's name and title (printed) Signature (electronic) Signature (type/print) Date
(coordinator, sponsoring partner, instructor or IRS contacf) OR

Parent/Guardian: By signing this form, | declare that | give permission for my child to volunteer in the VITA/TCE programs.

Parent/Guardian name (printed) Signature (electronic) - Signature (type/print Date

RPPIVVIIY WIHIAl D (ed) 1diTe aliu uue DY S (SITUE Uiy CIGIALUIS (LY S T ware

(coordinator, sponsoring partner, instructor) OR
om 13615 (Rev. 10-2025)

Catalog Number 38847H WWW.irs.gov




Central

fim VITA/TCE

VITA/TCE Central your one-
stop shop for volunteer training

VITA/TCE Central lets you find your most frequently used tools on one page -
certification tests, training and testing PDFs, evaluations, Practice Lab, instructor
tools and more!

Quick Links

[ Getting Started

7 Intake/Interview and Quality Review Training
4 Fact Sheet: Continuing Education Credits

(' VITA/TCE Training Guide

(4 Link & Learn Taxes Lessons

VITA/TCE Central
© oo 0 Q) cwem

2024 VITA/TCE certcation tests

sunteer agreement

4 Practice Lab
4 Certification Test/Retest
4 VSOC Training

@ Evaluations

Sign in or create account




W VITA/TCE
IRS

Central

Create an account
First name * Last name *
First name Last name

Email *

Email

Password *

Password

Password must:

O Contain at least one number

QO Contain at least one non-alphanumeric symbol

QO Contain at least one English letter

O Be at least 12 characters

QO Be different from the user's LoginName, FirstName, LastName, and Email
O Be uncommon

Address *

treet address

Address 2

Apartment, suite, unit, building, floor, etc.

City *

City

State *

-Select- v

Zip code *

Zip code

Phone

(3 ISP

[J 1 accept the Privacy Policy. View Policy *

Have an account? Log in.




m VITA/TCE

Central

Group selection

Select all that apply to you. Selection is optional.

Select Role

[JIRS SPEC Territory Manager
[ SPEC OPI Volunteer

[ Site Coordinator

ITA Volunteer

[J Volunteer Instructor

Back

Create Account

W VITA/TCE

Central

Welcome to VITA/TCE!

Your account was successfully created.

Your login name: onlyme.sharon@gmail.com
Your email address: onlyme.sharon@gmail.com

You can always change your name, email, and other information in your Profile.

Verification instructions

1. You will get an email from VITA/TCE with a verification link.

2. Click on the verification link to verify your email address.

3. If you don't receive this email after 20 minutes, please check your junk mail
folder or request another verification email.

If you don't want to verify your email address, contact support or log out.




Home My Learning Certifications Volunteer Agreement Search Search catalog

VITA/TCE Central

VITA/TCE certification tests

All individuals-including IRS employees participating in the VITA and TCE Programs-who answer tax law questions, instruct tax law,
prepare or correct tax returns and/or conduct quality reviews of completed tax returns must be certified. This training prepares
Volunteer Income Tax Assistance (VITA) and Tax Counseling for the Elderly (TCE) partners and volunteers to provide quality tax
return preparation services in their local communities. This fun, interactive course teaches you to accurately prepare income tax
returns for individuals, and you can obtain volunteer certification along the way at your own pace! Some tax professionals can even
earn continuing education credits when certifying at the designated level and meeting other specific requirements.

Take certification test

Form 13615, Volunteer agreement

After passing any of the exams, you may sign your Form 13615, Volunteer Standards of Conduct Agreement - VITA/TCE Programs.

Sign Form 13615




Thank yout!

Additional questions/Volunteer:

Sharon Thompson
sthompson@peace-caa.org 315.634.3756



mailto:sthompson@peace-caa.org

