
REVIEWER/HYBRID 
TRAINING

TAX SEASON 2024



INTRODUCE YOURSELF

• Introduce yourself to someone sitting 
near you

• Share your name (and pronouns if you 
would like)

• How long have you been volunteering 
at P+P or other sites?



AGENDA

2024 Overview

Reviewer role + process

Tax Updates and Reminders



P+P COMMUNITY IMPACT
(HIGHLIGHTS FROM 2023)

Advocated for 
tax credit 

expansions 
and funding 
for FAIR and 

VITA

360
volunteers

gave 15,800
hours

8,300
received 
$17.7
million 
in tax 

refunds

$1,022,000 
of tax 

refunds 
saved by 

517 people

121 worked 
with a coach 

in Money 
Mentors

119 opened 
184 new 
accounts 
through 

FAIR 
Banking

P+P Manual pg. 4-5



TAX SEASON 2024 SERVICES
• In-person tax preparation 

– Operating at eight locations in the Twin Cities
– All services are by appointment

• Special focus programs
– Self-employment program: taxpayers with self-

employment income over $10,000 or complex 
situations

– Remote Tax Preparation program: taxpayers living in 
group homes and nursing homes

• Do-It-Yourself Tax Preparation with 
support from P+P



CUSTOMER FLOW

Customer 
arrives for 

appointment

CSV completes 
a brief 

screening

Preparer does 
tax interview 

and prep

CSV checks in 
about financial 

services

Customer 
returns to 

waiting area 
during review

CSV provides 
the final return 

and gets 
signatures



TOOLS AND RESOURCES 
FOR REVIEWERS AND 
HYBRIDS



RESOURCES FOR REVIEWERS

• P+P Volunteer Tax Manual

• Pub 4012

• Pub 4491

• IRS.gov, Pub 17, and 1040 instructions

• M1 and M1PR booklets

• P+P Volunteer Training Site



VOLUNTEER CHECKLISTS

• Guide for each 
volunteer role

• Helps keep a 
consistent tax return 
process

• Find preparer name 
and notes here

• Address every 
checklist item
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REVIEWER GUIDE

• Overview of 
reviewer process 
and tips

• Review checklist 
guide

• Printing and 
assembly guide



VOLUNTEER ROLES + 
RESPONSIBILITIES



KNOW YOUR TEAM

CSV

Greeting

Financial 
services & 
referrals

Checkouts

2-3 per 
shift

Preparer

Interview 
customers

Prepare 
tax return

5-10 per 
shift

Reviewer

Double 
check tax 

return 

Correct 
mistakes

2-3 per 
shift

Site 
Manager

Pre-clinic 
Huddle

Coordinate 
flow

Answer 
questions

2 per shift
CSV stands for Customer 

Support Volunteer



WHY DO QUALITY REVIEW?

• The IRS Volunteer Income Tax Assistance (VITA) 
program requires a quality review process

• Need to double-check our work

• Reduces number of returns that reject after 
being e-filed

• It improves accuracy

• Customers want accurate, trusted services



BEFORE REVIEWING

• Attend the Huddle

• Answer questions for everyone

• Help set up equipment

• Shadow preparers or prepare a return



ROLE OF A REVIEWER

• Double-check returns

• Mostly fixing small errors (which can make big 
differences)

• Confirming information with customers

• Help make final tax determinations

• Printing and assembly of returns



ROLE OF A HYBRID
• Work with managers to 

figure out best time to 
switch based on each 
shift

• Each shift is different
– May prepare most of the 

time and help with the 
last reviews

– May review most of the 
time

– May prepare the full shift
– May switch back and 

forth between preparing 
and reviewing

Prepare 
Returns

Review 
Returns



BE A LEADER ON SITE

• Reviewers and hybrids are often the most 
experienced tax volunteers onsite

• Help others answer questions and use your 
experience and expertise to assist others

• Be a resource for each other, we all ask 
questions



WORKING WITH PREPARERS

• Preparers collect tax details and enter 
information in TaxSlayer
– They count on reviewers to check their work!

• Preparers work with the same reviewers 
throughout the season
– Helps establish a relationship and allows the reviewer 

to catch trends and give feedback

• Ask preparers follow-up questions if things are 
unclear and work with them to re-interview 
customers if needed



WORKING WITH CSVS

• High-level screening at check-in
– Reviewers support with VITA scope issues or other tax 

questions

• New direct deposit accounts, savings options, and 
savings bonds
– Reviewers support with adding or changing direct deposit 

information or adding savings bonds

• Sharing the final return at checkout
– Reviewers support with explaining return changes in review 

and answering tax questions

Check-in Financial 
Services Checkout



MAINTAIN CONFIDENTIALITY

• Share customer data only with those who need it

• Make sure your conversations won’t be 
overheard

• Don’t leave physical or virtual personal data 
unattended

• Don’t share passwords that allow access to 
customer data



TAX UPDATES AND 
REMINDERS



IRS UPDATES – PUB 4491

IRS Publication 4491 is available online. 

This pub offers VITA specific tax law training. The 
“Important Changes for 2023” and the “Temporary 

Provisions” sections are great for updates. 



P+P SUMMARY - TAX CHANGES

• Many state changes impact P+P 
customers

• Most changes will have a positive 
benefit for taxpayers

P+P Manual pg. 3



TAXSLAYER UPDATES
• Entry for education credits

• Entry for federal child and dependent care credit

• New state tax laws incorporated

• New “Preview Return” option



RESIDENTIAL ENERGY CREDITS
• Purchase of certain energy efficiency home improvements 

can qualify taxpayers for a nonrefundable credit
– Can include cost of item and installation
– Common items include windows, doors, and insulation

• Each item or category has an annual limit
– Prior to 2023, the credit had a lifetime limit

• Identify taxpayers who may be eligible using the IRS 
intake sheet
– Use the P+P manual and Pub 4012 to verify basic 

qualifications
– Use the IRS website to confirm items meet the required 

energy efficiency standards

P+P Manual pg. 112



CHILD AND WORKING 
FAMILY CREDITS

• New Minnesota form: Schedule MNCWFC

• Two-part refundable credit
– Working Family Credit

– Minnesota Child Tax Credit

• Credit was redesigned for tax year 2023
– Lower-income taxpayers with children will receive more 

support

– In previous years, the Working Family Credit was very 
similar to the federal Earned Income Credit

P+P Manual pg. 154-155



GENERAL CWFC GUIDELINES

• Must be a full or part-year resident of Minnesota

• Investment income under $11,000

• Taxpayer cannot be a dependent or Qualifying 
Child of another taxpayer

• Taxpayer, spouse, and all dependents must have 
Social Security numbers or ITINs

• Filers using the MFS filing status do not qualify

P+P Manual pg. 154-155



WORKING FAMILY CREDIT:
NO QUALIFYING CHILD

• Taxpayers with no qualifying child may claim the 
credit

• Maximum credit is $350

• Must be between age 19 and 64

• Must have earned income
– Income between $1 and $29,500 ($35,000 for MFJ)

– Phases in at lower incomes; phases out at higher 
incomes

P+P Manual pg. 154-155



CWFC – QUALIFYING CHILD

• Rules are similar to Qualifying Child dependency 
rules

• Child must have:
– Lived with the taxpayer for more than half the year

– Be the taxpayer’s child, stepchild, foster child, sibling, 
or descendent of any of them

– Have a Social Security number or ITIN

– Be under age 18 or meet the age requirements to be a 
Qualifying Older Child

P+P Manual pg. 154-155



MN CHILD TAX CREDIT

• Taxpayers can claim a refundable credit of up to 
$1,750 per child
– There is no limit to the number of children a taxpayer 

can claim for this portion of the credit

– Credit phases out gradually with income above 
$29,500 (or $35,000 if MFJ)

• Children must be under age 18 

• Taxpayers with earned income can also claim up 
to $350 of Working Family Credit

P+P Manual pg. 154-155



WFC FOR QUALIFYING OLDER 
CHILDREN

• Taxpayers can claim a refundable credit for up to 
three qualifying older children
– The maximum credit is based the number of children 

claimed
– Credit phases out gradually with income above 

$29,500 (or $35,000 if MFJ)

• Older children must be
– Over age 17 and totally and permanently disabled 
– Age 18 to 24 and a full-time student

P+P Manual pg. 154-155

One qualifying older 
child

Two qualifying 
older children

Three qualifying 
older children

$925 $2,100 $2,500



CWFC EXAMPLE:
CHARLIE’S FAMILY

Charlie’s tax situation:

• Head of Household

• Twins, age 12, and one child in college, age 22

• All income is from a job -- $28,950

$350 (WFC based earned income)

+ $925 (WFC for one qualifying older child)

+ $3,500 ($1,750 x 2 qualifying children for the MNCTC)

$4,775 total Child and Working Family Credit

P+P Manual pg. 154-155



SUBTRACTION CREDIT

INCOME No income limit AGI at or below $76,000*

CHILD

• Taxpayer’s or grandchild

• Lived with the taxpayer 
in the U.S. for over half 
the year

Same definition as a qualifying 
child for EIC

FILING 
STATUS Any filing status Cannot be MFS

MAXIMUM 
TAX 

BENEFIT

$1,625 subtraction per 
child in grades K-6

$2,500 subtraction per 
child in grades 7-12

Up to $1,500 refundable 
credit per child
Based on 75% of eligible 
expenses

P+P Manual pg. 143 
and 156-159

EXPANDED K-12 CREDIT

*$76,000 is the income limit for 
a household with 1 or 2 
qualifying children. For each 
additional child add $3,000.



EXPANDED MN DEPENDENT 
CARE CREDIT

• Credit is refundable 

• Special Minnesota Rule:
– Parents with a child born in 2023

– Calculate the maximum credit even if no childcare 
expenses were made

– Starting in tax year 2023, all parents with a child born 
in the tax year qualify, for previous tax years, only 
taxpayers that file MFJ qualify

P+P Manual pg. 153-155



ITIN UPDATES

• Taxpayers with ITINs now eligible for 
most state tax credits
– Child Tax Credit
– Working Family Credit

• Tax law updated to include ITIN holders

– Dependent Care Credit
– Renter’s property tax refund
– Homestead Credit for Homeowners 

• Now eligible for homestead status from the county



2023 MINNESOTA REBATE

• Minnesota sent rebates to many families in 2023
– Payments went to low-to-moderate income families

– Only people who filed their 2021 return in 2022 were 
eligible

• $260 per person; maximum payment of $1,300

• Amount will be reported on Form 1099-MISC

• Payments are taxable on the federal tax return 
and NOT taxable on the state returns

NEW! Announced in Dec 2023



2023 MINNESOTA REBATE
• Amount received by the taxpayer will need to be 

subtracted in two places in TaxSlayer
– Income tax return entry to subtract the full rebate 

amount from taxable income

– Property tax return separate entry to subtract the full 
rebate amount from household income

NEW! Announced in Dec 2023



M1PR CHANGES
• Refunds for both homeowners and renters went 

up by 20% for 2022 M1PRs only
– Also changed threshold for special refund to 6% 

increase from 12% increase

– If filing 2022 and 2023 and no other difference 
between years, this is the reason for different refunds

• Starting in 2025 when filing 2024, the renter’s 
refund will become a refundable credit on the M1
– Refunds will be combined and come shortly after filing



REVIEWER PROCESS: 
AN OVERVIEW FOR 2023



Intake 
paperwork

Source 
Documents 
and forms

Software 
entries



OVERALL REVIEW TIPS

• Does something on the return not make sense? 
Find out why or why not

• Where did software entries come from?

• Look for what is there and what is not there

• When in doubt, ask questions to the preparer, 
manager, and/or customer



GETTING MORE INFORMATION

• Connect with the preparer if possible

• Talk to the taxpayer directly

• Consult your manager for assistance

• If an issue cannot be resolved:
– Taxpayer will set up a new appointment to come back

– Write notes about what has been done and what still 
needs to be completed



QUICK GUIDE TO REVIEWING
1. Check the intake paperwork for completion
2. Look over taxpayer documents
3. Review and correct entries in TaxSlayer
4. Finish return in TaxSlayer
5. Print and assemble the return for the 

taxpayer
6. Document your work
7. Provide preparer feedback



STARTING THE REVIEW
• Take returns in order: based on 

appointment time and order of arrival

• Managers may prioritize returns for 
special situation



STEP 1:
INTAKE PAPERWORK



REQUIRED INTAKE PAPERWORK

P+P Manual pg. 14

P+P supplemental form to collect 
Minnesota tax informationP+P Tax Intake 

IRS Intake/Interview & Quality 
Sheet, which is mandatory for 

all taxpayers at VITA sites
Form 13614-C

P+P supplemental form to match 
customers with desired financial 

services and referrals
Boost Your 

Money Form



INTAKE PAPERWORK REVIEW
• Look through intake paperwork 

– Make sure all boxes are answered “yes” or “no”
– Shaded dependent section filled in
– What did the customer answer “yes” to, what tax forms 

should be there
– Consents signed and approved or not

• Check notes on the IRS intake form or checklist 
doc for additional info determined during 
preparation



VERIFYING DEPENDENTS + 
FILING STATUS

• Use the intake sheets and preparer notes
• Watch out for Head of Household vs MFS
• Pub 4012 flow charts are helpful in more 

complicated situations



RESOURCES FOR FILING STATUS
• P+P tax manual pages 46-49

– Head of Household details on page 48

• Pub 4012 B-12 through B-17
– Decision tree, HOH charts and cost of keeping up a 

home worksheet

• Look for notes or clues for those filing MFS
– Consider injured spouse allocation as a possibility for 

filing jointly

– Check HOH qualifications



FILING STATUS CHANGES
• Filing status is the first data entry in TaxSlayer

• If the filing status is changed state returns are 
deleted
– Information entered for the Minnesota M1 return will 

be deleted and information need to be re-entered
– All information entered for Minnesota M1PR return will 

be deleted and need to be re-entered

• Either have preparer reenter or enter yourself 
and have another reviewer check the state info

P+P Manual pg. 22



TAX BENEFITS FOR CLAIMING 
A DEPENDENT

• Head of Household filing status
• Child Tax Credit
• Credit for Other Dependents
• Child and Dependent Care Credit
• Earned Income Credit
• Child and Working Family Credits
• American Opportunity and Lifetime Learning Credit
• Minnesota K-12 Education Credit
• Minnesota dependent deduction

P+P Manual pg. 50



RESOURCES FOR 
DETERMINING DEPENDENCY

• P+P tax manual pages 51-57 
– charts on page 52 for qualifying child and page 55 for 

qualifying relative

• Pub 4012, Tab C
– Flow charts, tips and worksheet for determining 

support

• Look at all the footnotes, exceptions and caveats 



P+P CONSENT FORMS

• Look over the Consent to Use and Consent to 
Disclose forms on the P+P Tax Intake Sheet

• If someone marks “no” discuss it with a manager 
or talk to the customer

• If a taxpayer declines to consent, tag the return 
as a paper file return and make a note to delete 
return

• Global carryforward consent can be answered 
yes or no and still be e-filed

P+P Manual pg. 35



OUT OF SCOPE RETURNS
• Discuss situation with your manager

• You or a manager discuss situation with the 
taxpayer

• Provide Referrals Handout with other tax 
preparation options

P+P Manual pg. 17-18 and
Pub 4012 pg. 6-21



BOOST YOUR MONEY FORM

• Required paperwork for all customers

• Used by CSVs to connect customers to new 
direct deposit options, savings, and referrals

• If form is in the customer envelope: 
– Give it to a CSV before review
– Staple it with the intake paperwork to use during 

checkout

• If customer purchased a savings bond, verify the 
amount and recipient information

P+P Manual pg. 193-194



STEP 2
TAXPAYER DOCUMENTS



TAXPAYER DOCUMENTS

• SSN/ITIN documentation for everyone on the 
return must be in the customer envelope

• Compare intake paperwork with the income, 
payment, and other tax statements provided

• Photo ID will be viewed by the CSV or preparer 
and may not be in the envelope



DIRECT DEPOSIT 
DOCUMENTATION

• The best practice is to use source documents to 
check direct deposit

• Customers may look up account numbers and 
write them on the P+P tax intake sheet

• New direct deposit information may be provided 
during the review process
– CSV opens new account
– Customer decides to split a refund or purchase savings 

bonds



DIRECT DEBIT

• Taxpayers can choose to automatically withdraw 
amounts owed from their bank account 
– They can choose the date of withdrawal for anytime 

before the tax deadline

• Customer must sign bottom of page 4 of the P+P 
intake to authorize direct debit
– Verify with customer that they understand what will 

happen



BREAK TIME!



TAX MANUAL UPDATE ALERT!

• The tax day deadline listed in the manual is wrong!

• Cross out April 17, 2024, and replace with 
April 15, 2024, on these pages:
– Page 34 (first paragraph)

– Page 94 (under Contribution to an HSA)

– Page 97 (first paragraph under intro box)

– Page 111 (first paragraph under intro box)

– Page 111 (in the callout box)

– Page 181 (under prior-year refund expiration)



WHILE WE’RE FIXING THINGS…

• Page 14: Identity and SSN/ITIN Verification
– There are rare situations when a taxpayer does 

not need to show photo ID, these exceptions will 
always be made by a manager

• Page 17: final entry in scope chart
– Change page citation from 183 to page 181

• Page 71: SSI column, payment amount entry
– Change page citation from 166 to page 165



STEP 3
REVIEW ENTRIES IN 
TAXSLAYER 



SUGGESTED STEPS TO REVIEW 
IN TAXSLAYER

• Open return in Review Returns or Client Search

• Skim Summary View or 1040 View upon opening

• Open PDF to review most details

• Go into software entries to make changes and 
review what can’t be done in the PDF

• Go through E-file Section finishing steps

• Print return to assemble



REVIEW RETURNS MENU



CLIENT LIST MENU

Search by taxpayer 
name or Social 

Security number



SUMMARY VIEW AND 1040 
VIEW

This comes up in the 
Practice Lab.

This comes up during 
the tax season!



SUMMARY VIEW IN DETAIL

Menus 
expand to 
show the 
return 
info line 
by line.

Generates 
a PDF of 
the return.

Switches 
to 1040 
view



WHERE TO REVIEW

On a PDF

• Basic information
• W-2 forms
• Most 1099 forms
• Some income and 

adjustments
• CRP information

Software entries

• Changes needed
• Property tax 

statements
• Capital gains
• E-file Section entries
• Items you are unsure 

about where to locate 
on the PDF



REVIEWING BASIC 
INFORMATION + FORM 1040



SUMMARY SHEET



SUMMARY SHEET



BASIC INFO REVIEWER 
QUESTIONS

• Do Social Security Numbers or ITINs match the 
source documents?

• Does basic information, like birthdate, student 
status, or blindness match taxpayer entries on 
the intake paperwork?

• Could the taxpayers be claimed as a dependent? 
(especially people age 18-24)

• Are appropriate boxes checked for dependents 
with divorced or separated parents?



CARRYFORWARD DATA

• Returns for customers who file at the same 
location in consecutive years will have 
carryforward data available

• Also available if customer consented to global 
carryforward from any VITA site

• Names, addresses, phone numbers, dependent 
info, EIN and addresses for W-2s and more

• Preparers can choose what carries forward
• Always pay close attention to these fields as a 

reviewer



1040 REVIEWER QUESTIONS
• Are all income types on the IRS intake and 

source documents reported in TaxSlayer?

• Did all expenses on the IRS intake and source 
documents get entered as adjustments or 
credits?

• Are additional taxes or penalties being 
calculated? If so, are they correctly calculating?

• Does the taxpayer qualify for the Earned Income 
Credit? If not, why not?



1040 REVIEW PRO TIPS

• Click back to the summary view or 1040 view to 
navigate to other areas to review

• Keep a big picture view—does what you see on 
the forms make sense for this taxpayer?

• Look for what’s missing as well as reviewing 
what’s there



1040 TOPICS TO WATCH: 
SELF EMPLOYMENT SCOPE

• Make referrals to the P+P Self-Employment 
program if:
– Self-employment income over $10,000
– Business is a daycare
– Taxpayer has a net loss that does not offset other 

income
– Business use of the home deduction applies

• Look for SE returns with little or no expenses
– Does someone need to collect info and come back

P+P Manual pg. 17



1040 TOPICS TO WATCH:
EDUCATION BENEFITS

• Some tax-free grants or scholarships can be 
treated as taxable to maximize education credits
– Each student’s tax situation determines if this is helpful

• Education Benefits 
Worksheet organizes 
credit information and 
records preparer notes

• New data entry may 
cause new review 
issues

P+P Manual pg. 131-132



OTHER TOPICS TO WATCH:

• Retirement income
– Check for exceptions to early distribution penalties

– Check that all amounts distributed and contributed are 
included on Federal, state and M1PR returns as needed

– Check simplified method if needed

• Capital gains – can enter summary amounts 

• Itemized deductions – almost no customers 
actually itemize but some may be close



REVIEWING FORM M1





M1 REVIEWER QUESTIONS

• Do the P+P intake sheet or source documents 
indicate any additional entries for the M1?

• Did the taxpayer have any federal income that 
can be subtracted at the state level?
– Did the taxpayer mark “yes” to any of the questions at 

the bottom of page 2 of P+P tax intake sheet?

• Did the customer qualify for the K-12 credit and 
do they have ways to substantiate that?



M1 TOPICS TO WATCH:
SCH M1M SUBTRACTIONS

• Minnesota Rebate 

• Charitable contributions over $500 if 
taxpayer did not itemize

• Railroad Retirement Board income

• Income earned on an Indian reservation

• AmeriCorps Education awards

• Military pensions



M1 TOPICS TO WATCH:
K-12 CREDIT VS SUBTRACTION
• Taxpayers may be eligible for the K-12 education credit, 

the K-12 education subtraction or both!

• If only the subtraction is on the return, verify the expenses 
claimed cannot be used for the credit
– All P+P customers should qualify for the credit
– Private school tuition is an expense that only qualifies for the 

subtraction

• If only credit on the return, verify that no amount can or 
should be used for subtraction
– $2,000 is the max expenses taxpayers can use to claim the 

credit
– Technology expenses of up to $400 can be claimed per family, 

but only $200 for the credit and $200 for the subtraction

P+P Manual pg. 
156-158 and 145



REVIEWING FORM M1PR



M1PR REVIEWER QUESTIONS

• Is the correct housing status chosen?

• Is all household income reported correctly?

• Is the disability subtraction taken if applicable?

• Homeowners and mobile homeowners: 
– Does the taxpayer have the right statement (2024 

property tax statement) to complete the return?

– Does the property have homestead status?

– Are there delinquent property taxes owed?

– Does co-occupant income need to be included?



• To complete a state only return, make sure that 
“only transmit state return” box is checked 
– No Federal return type required
– MN income tax return type is “Paper return”
– M1PR status should be e-file and how they want to 

receive the refund

• If a customer filed a 1040 and M1 elsewhere, 
preparers enter AGI as “other income” to file an 
M1PR only
– Watch for household income that would usually 

transfer automatically from a W-2 entry

M1PR TOPICS TO WATCH:
M1PR ONLY RETURNS

P+P Manual pg. 180-181



MN TOPICS TO WATCH:
HOUSEHOLD INCOME

• On the return PDF, review Form M1PR for correct household 
income

• There are two different places 
to enter and review household 
income 

• Watch closely for double-
entered income



STEP 4
FINISHING THE RETURN IN 
TAXSLAYER



VALIDATION ERRORS

• TaxSlayer automatically checks a few things 
while completing a return

• Most validation errors must be resolved before a 
form can be saved

• Some validation errors, such as a missing form, 
will appear after the summary screen

• Resolve all errors and confirm all warnings 
before finalizing the review

P+P Manual pg. 27



SAMPLE VALIDATION ERRORS

P+P Manual pg. 27

Errors in red 
must be 

corrected.

Review yellow 
warnings. If it is 
accurate for the 
return situation, 

move on.



STATE VALIDATION ERRORS

P+P Manual pg. 27

Important to 
correct! State 
returns cannot 
be filed before 
corrections are 

made.

Button does not move to 
the error. Visit area using 
the left-hand navigation 

menu.



E-FILE SECTION

P+P Manual pg. 28



WHEN DO WE FILE A PAPER 
RETURN?

• 2018 - 2020 prior year returns

• MFS and no SSN or ITIN for spouse

• ITIN renewal or application

• P+P consents declined

• Amendments (2021-2023 1040X can be e-filed)

• Paper returns for Form M1 and M1PR if the Form 
1040 is not E-filed

P+P Manual pg. 28



TAGGING RETURNS IN 
TAXSLAYER

• Tags are for specific situations 
– Spanish-speaking customer
– Power of Attorney
– ITIN application or renewal
– Paper-file return

• Saver tag for anyone splitting refunds or putting 
refunds into a savings account
– P+P has a savings contest called Save + Win 
– Taxpayers enter to win a $100 prize
– Part or all of a refund must be deposited in savings 

account or used for savings bonds.

P+P Manual pg. 37



STEP 5
PRINTING AND ASSEMBLY



PRINTING + ASSEMBLY GUIDE



SUBMISSION PAGE – PRINT 
RETURN

• For all e-filed returns, select P+P Customer Copy
– Client summary page will be on top
– Two 8879s will print but within the customer packet, 

print another copy if needed for assembly

• Assemble customer copy and give all original 
forms back to customer – we keep one copy of 
income forms with withholding or EINs

• Assemble 8879, any income statements with 
withholding or EINs, the IRS and P+P intake 
sheets for our records



STEP 6
DOCUMENT YOUR WORK



MAKING NOTES

• Make notes as needed on the IRS intake sheet 
and/or volunteer checklist

• Note any changes to the return and a reason on 
the volunteer checklist document

• Make notes as needed for any situation that e-
file staff might find helpful in TaxSlayer

• Add notes as needed to clarify a change or 
provide details needed at checkout



REFUND CHANGES IN REVIEW –
MAKE NOTES

• “Entered state withholding from W-2”

• “Changed filing status to Head of Household”

• “Self-employment income entered on Sch C”

• “Disability subtraction for M1PR added”

• “Removed non-qualifying dependent”



WHEN CHANGES HAPPEN

• CSVs may ask for help explaining changes to a 
customer

• Work with preparers to share what changed and 
why

• During checkout, customers may identify other 
errors or need to make a change
– The CSV will work with you to update and reprint



DOCUMENTING RETURN: 
REVIEWER LOG

• 2023 returns are recorded on side one and prior 
year returns are recorded on side two

• Record basic information about each return
– Write comments about out of the ordinary situations

• Accurate logs are ESSENTIAL to a successful 
e-file process and are kept on record at the main 
office



REVIEWER LOG SIDE 1

2023 2022 2021 2020

2023



REVIEWER LOG SIDE 2

2022

2021

2022

2020



STEP 7
PROVIDE PREPARER 
FEEDBACK



PREPARER FEEDBACK

• Preparers want to know how they are doing

• Providing feedback improves quality of 
preparation by minimizing repeat errors

• How to give feedback:
– Individual comments away from other volunteers

– General comments in the Huddle or to a manager



STEPS FOR E-FILING 
AFTER REVIEW



TAX RETURN PROCESS AFTER 
REVIEW

• After review, the customer will do a final review, 
sign the 8879 for e-file authorization, and get 
their copies

• After the customer signs and before the end of 
the shift, the manager will transmit all returns 
ready to e-file 

• This is much easier when the reviewer approves 
review and marks return complete in TaxSlayer

• The following business day, staff at main office 
will check for rejected returns from IRS or MN



REJECTED RETURNS

• The IRS and MN both verify data like names, 
SSN/ITINs, birthdays, EINs from W2s or 1099Rs, 
and other easy to check information

• Some rejects are simple to fix, some get more 
complicated

• Some rejects are avoidable through prep and 
review process, some are not avoidable like a 
dependent being claimed by someone else

• When reviewing, watch for multiple last names 
and check source documents closely



WRAP UP



FINISH CERTIFICATION TESTS

P+P Manual pg. 9-10

• New IRS test website: 
linklearntaxescertification.com

• Tests must be completed before 
volunteering

• Required tests:
– Volunteer Standards of Conduct
– Intake/Interview and Quality Review
– Advanced tax law

• Test reminders:
– You don’t need to take the Basic tax law test 

first!
– Take the test online, but use the test booklet
– Prepare returns in the TaxSlayer Practice Lab



NEXT STEPS FOR REVIEWERS

• Check the volunteer training site for updated 
resources

• Test TaxSlayer login information when provided 
by the Volunteer Resources Department

• Send Form 13615 to the Volunteer Resources 
Department after taking your test



THANK YOU!


	Reviewer/hybrid training��tax SEASON 2024
	INTRODUCE YOURSELF
	Agenda
	P+P Community Impact�(Highlights FROM 2023)
	Tax Season 2024 Services
	Customer Flow
	Tools and resources for reviewers and hybrids
	Resources for reviewers
	Volunteer Checklists
	Reviewer Guide
	Volunteer Roles + Responsibilities
	Know Your Team
	Why do quality review?
	Before reviewing
	Role of a reviewer
	Role of a hybrid
	Be a leader on site
	Working with preparers
	Working with CSVs
	Maintain Confidentiality
	Tax updates and Reminders
	IRS Updates – Pub 4491
	P+P Summary - Tax changes
	TaxSlayer Updates
	Residential Energy Credits
	Child and WORKING �FAMILY CREDITs
	General CWFC guidelines
	Working Family Credit:�No qualifying child
	CWFC – Qualifying Child
	MN Child Tax Credit
	WFC for Qualifying Older Children
	CWFC Example:�Charlie’s family
	Expanded k-12 credit
	Expanded MN DEPENDENT CARE CREDIT
	ITIN updates
	2023 Minnesota Rebate
	2023 Minnesota Rebate
	M1pr changes
	Reviewer Process: �An Overview for 2023
	Slide Number 40
	Overall review tips
	Getting more information
	Quick guide to reviewing
	Starting the review
	Step 1:�INTAKE PAPERWORK
	REQUIRED INTAKE PAPERWORK
	Intake paperwork Review
	Verifying dependents + filing status
	Resources for filing status
	FILING STATUS CHANGES
	Tax Benefits for Claiming A DEPENDENT
	Resources for determining dependency
	P+P Consent forms
	Out Of Scope Returns
	Boost your money form
	Step 2�Taxpayer Documents
	Taxpayer documents
	Direct deposit documentation
	Direct debit
	Break Time!
	Tax Manual Update Alert!
	While We’re Fixing Things…
	Step 3�Review Entries in TaxSlayer 
	Suggested Steps to review in TaxSlayer
	Review Returns Menu
	Client List Menu
	Summary View and 1040 view
	Summary View in Detail
	Where to review
	Reviewing Basic Information + Form 1040
	Summary Sheet
	Summary Sheet
	Basic Info Reviewer Questions
	CARRYFORWARD DATA
	1040 Reviewer Questions
	1040 Review Pro Tips
	1040 Topics to watch: �Self Employment Scope
	1040 Topics to Watch:�Education Benefits
	Other topics to watch:
	Reviewing form M1
	Slide Number 81
	M1 Reviewer Questions
	M1 Topics to Watch:�Sch m1M Subtractions
	M1 Topics to watch:�k-12 credit vs Subtraction
	Reviewing form M1pr
	M1PR Reviewer questions
	M1PR Topics to Watch:�M1pr only returns
	Mn Topics to Watch:�Household Income
	Step 4�finishing the return in TaxSlayer
	VALIDATION ERRORS
	Sample Validation ERRORS
	STATE VALIDATION ERRORS
	E-File Section
	When do we file a paper return?
	Tagging returns in TaxSlayer
	Step 5�Printing and assembly
	Printing + Assembly Guide
	Submission page – print return
	Step 6�document your work
	Making notes
	Refund Changes in Review – make notes
	When changes happen
	Documenting return: Reviewer log
	Reviewer log side 1
	Reviewer log Side 2
	Step 7�Provide Preparer feedback
	Preparer feedback
	Steps for e-filing after review
	Tax return process after review
	Rejected returns
	WRAP UP
	Finish Certification Tests
	NEXT STEPS FOR REVIEWERS
	THANK YOU!

