
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

● 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:
● Total household Income lower than $69,000
● 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 
total income 

of $89,000

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


What to expect as a tax prep volunteer:
● Due Diligence
● Legal protections for volunteers
● Rewarding experience for clients and 

volunteers



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
○ Affidavit of Volunteers Services

■ Credit for in-kind hours for grants
■ Community investment





Certifications: The Process
● In the search bar use the link for Link Learn Taxes Certification 

(linklearncertification.com)
○ 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 certifications.  Verify your email address
■ 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 (@$!%*?&)
○ Exams are online, open book, and not timed
○ Certification process may make it seem more complicated than it actually is

● Standards of Conduct
○ Required by everyone 

● Intake/Interview & Quality Review and Basic 
○ Required by all intake/Interviewers and Basic tax preparers 
○ Intake only - you will not need to do the practice labs of the Basic exam (7-9)

● Intake/Interview & Quality Review and Advance 
○ Required by all intake/Interviewers
○ Required by all preparing Advance Tax Returns 
○ Good to also take the Basic exam as practice/most returns are Basic 

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


Test Answer Sheet



2026 Tax Season

Standard of Conduct 
Certification



Required certification for ALL 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


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
● 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:

● IRS Publication 4012, VITA/TCE Volunteer Resource Guide
○ Scope of what a VITA site can prepare and what level is needed for 

preparing return
● IRS Publication 5838, VITA/TCE Intake/Interview and Quality Review Handbook

Who must file: Federal information 

Note:
Dependent child 
must file their 
own return if 
income

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




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

Client 
File: 
EVERY
Tax return must 
have a file 



Inside 
Folder: 
Ignore it. 
Only those 
who are 
reviewing a tax 
return with tax 
filer need to fill 
this out



PEACE, Inc. Required Forms
Customer’s files include:
● Checklist sticker: front of file
● Stapled packet

○ Direct Deposit form - required if no voided check/bank letter
○ Supplemental Intake Form
○ NYS TP-301 (2 pages) - NYS Tax Department requirement
○ Customer Feedback Survey - optional

● Form 13614-C (yellow) - IRS requirement / Green is in Spanish
● Form 14446 - Consent for Virtual VITA (Drop-off) - IRS requirement

○ In-person site do not require this form (shouldn’t be in the packet)
● Copies of….corresponding documents, valid unexpired government 

IDs (age over 18), and & Social Security cards of all on the tax 
return



REQUIRED for EVERYONE* on the 
Tax Return:
● Original Social Security Card
● NOT a copy
● Not just the number

Exception to not showing ID:
● Only the Site Coordinator can 

approve someone not showing ID
● Tax filer is know to the site



Doc 
#LD3

Doc 
#ANJ

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

● 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.

● 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

● 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 never returns to pick up, we will shred the information. 

Required Supporting Documentation



ITINS: (Individual Tax Identity Number) 

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

purposes



Direct Deposit
Required

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. 



TP-301 New York State - 2 pages Required



Tax Customer 
Feedback
Optional Survey



13614-C
(The Yellow Form)
IRS Required Form
Intake/Interview & Quality Review Sheet

13614-C (Green color) form is in Spanish
13614-NR (NonResident Alien)



Page 1
Front 
page

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



13614-C    Personal Information

● If applicable - include apartment number - confirm it is correct 
● Checked that they or their spouse is a full time student it only applies if they are in 

college, form 1098-T
● Permanently blind box checked for taxpayer/spouse - Important since the standard 

of deduction is higher
● Taxpayer or spouse can be claimed by someone else - check the box yes

○ Child under 19
○ College student under 24
○ Adult child that is permanently disabled

● Someone on the return has been a victim of identity theft - they may have a Federal 
Identification Pin
○ Can not produce, taxpayer will need to paper file their Federal return
○ 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.  It is 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.

○ 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, 

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

■ 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 or LEGALLY separated (not just living apart) - Must have the year.  If 
taxpayer can not remember try to at least get the year. *Need the year 

● Widowed -  The year the spouse passed is a must. Especially if the taxpayer has 
dependents. This will play into filing status. *Need the year 



Dependents
● What is a dependent?

○ Someone that you take care of
○ Provide more than half of the person's total financial support 

for the entire year
○ Doesn’t earn more than $5,200* rules apply (go over later)

● What kinds of dependents are there?
○ Qualifying Children (child)
○ Qualifying Relatives (adults)

● Benefits of claiming dependents
○ Can be eligible for various tax credits

■ Child tax credit/Credit for Other Dependent
■ Earned income credit
■ Daycare credit
■ Education credit if dependent is going to college

○ Can be eligible for certain filing statuses 









Examples of Dependents:
● Grandmother, daughter, and granddaughter live in the household. Both 

grandma and mom work. Who can claim the granddaughter? 
● 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? 

● 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? 

● 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?
● Most income is taxable

○ Wages, pensions, bank interest, etc.
■ Most fall under Basic

○ Rule of thumb: if it’s income to you, it’s probably taxable
○ Certain types of income are tax free

● How do we pay the income tax?
○ Mostly through the “pay as you go” system
○ Others like self-employed usually pay at the end of year or make 

quarterly payments
■ Uber, DoorDash, Lyft, Etsy seller, home daycare owner
■ Fall under Advance tax returns



Page 2
Inside page

13614-C 
Income & 
Expenses 

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



Extra 
Form 
Self-
Employment



Allowed up to $300 out 
of pocket (not 
reimbursed) 

● K-12th teacher
● at least 900 hrs 

per calendar year

Page 3
Inside page

13614-C 
Income & 
Expenses 



13614-C received Money (Income), 
Expenses, & Life Happenings
● With a red pen, an interviewer must discuss every question with the 

tax filer.
○ If it doesn’t pertain to them, write NA or No on the right 

shaded area.
● You will notice that there is either an A (Advance) or B (Basic)

○  This also determines the level of the tax preparer for this return. 
● Basic- Can only prepare Basic returns and review Basic
● Advance- Can prepare Basic and Advance returns also can review 

Basic and Advance returns



Page 4

13614-C 
Optional 
Information



Page 5

13614-C 
Additional
Notes/
Comments

Area for additional 
dependents 



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

13614-C 
Signatures



Form
14446 
For Drop-off & 
Intake Sites



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

accuracy of the information on the return
● Sign-off on the return

Example:
● Timeline and addresses if they 

resided and received income 
from other states

● Clarification on questions
● Missing information
● 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

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

Tax Prep 
Level:
B: Basic
A: Advance



Quality Review 
● After a return 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
○ They then sign the return
○ When a client signs a return, they acknowledge that the return is their 

responsibility for accuracy of information 
■ spelling of names, SSN, address, direct deposit information, and tax 

information they relayed to us
○ They only sign after quality review and after being advised of their 

responsibility for the return



What’s next?
● Take your certifications

○ Provide me with your 13615 (will show sample later)
● Schedule your days/hours

○ Hub location, 1201 E Fayette t, Syracuse
■ Tuesdays & Saturdays, 9am - 5pm
■ Wednesdays & Thursdays, 12pm - 7pm
■ Mondays & Fridays, 9am-4pm

● Not open to the public: data entry, admin duties
● Want to prepare taxes?

○ Join us for Basic Certification Training
○ Training Schedules & Materials are on the website

peace-caa.org/taxes
● 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/


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











Thank you!
Additional questions/Volunteer:

Sharon Thompson
sthompson@peace-caa.org 315.634.3756

mailto:sthompson@peace-caa.org

