COMPLETING IRS CERTIFICATION TESTS

Volunteers will receive Form 6744 (also available at IRS.gov) as a tool for taking the certifica-
tion tests. Form 6744 contains the same questions and scenarios as the VITA/TCE Central test
website.

The final test submission must be done online at: https://linklearncertification.com/

6744

VITA/TCE Volunteer Assistor's Test/Retest

How to complete the certification tests e e e

1. Go to the VITA/TCE Central testing website at
https://linklearncertification.com/ and click “Sign
in or create account” in the top right corner.

TaxSlayer Practice Lab

In addition to the VITA/TCE Central test website, you
need to use to prepare tax returns before answering
some questions (details on page 12).

.

* For new volunteers, click “Create new account.
» Choose your password and enter your info.

» Next, you can skip selecting a role and click
“Create Account.”

» Go to your email inbox to verify your
account, so you can log in.

-

Take your VITA/TCE training online at https://apps.irs.
govlappivital. Link to the Practice Lab to gain experience
using tax software and take the certification test online
with immediate scoring and feedback

* For returning volunteers, you can log in with
your existing account.

Leam Taxes

2. Inthe "2024 VITA/TCE certification tests" section,
click the blue “Take certification test” button.
\

3. Select "Basic"
2024 VITA/TCE certification tests for CSVs and basic tax preparers.

Il individuals-including IRS employees participating in tf)
repare or correct tax returns and/or conduct quality revi 4 . Se | eCt " Ad van Ced ! fO ra d van Ced ta X IO re pa rers.

lunteer Income Tax Assistance (VITA) and Tax Counsg

pleparation services in their local communities. This fun| 5. Click "Start.” First you'II Pass the Volunteer Standards

iduals, and you can obtain volunteer certification alo) £ Conduct Test and then the Intake/Interview and Quality
continuing education credits when certifying at the desigj 3
Review Test.

Take certification test

6. For tax volunteers, pass the tax law certification tests.

Test tips and good practices

¢ |tis best practice to take the test in the 6744 first, then transfer answers into the website.

e Don’t panic! Each test allows a retest if a passing score is not obtained on the first attempt.

* Take breaks. Tests generally take several hours to complete. Stop for a break any time and
return later to finish.

¢ Use resources often. These are “open book” tests, so use this manual, Pub 4012, Pub 4491,
and general internet searching as needed.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

Continuing Education: Volunteers who are pursuing continuing education (CE) credits

\/ should select their CE role when registering on the VITA/TCE Central website, and con-
tact P+P’s Volunteer Resources Department before testing if interested in CE credits.
PTIN: Volunteers who have a PTIN should enter it.

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo
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FORM 13615, VOLUNTEER STANDARDS OF CONDUCT AGREEMENT

After completing the certification tests, volunteers must

email a signed copy of Form 13615, VVo/unteer Standard of
Conduct Agreement-VITA Programs to the P+P Volunteer

Resources Team at volunteer@prepareandprosper.org.

How to generate the signed Form 13615

1.

Navigate back to the VITA/TCE Central homepage:
https://linklearncertification.com/

Click “Sign Form 13615.”

2024 VITA/TCE certification tests

All individuals-including IRS employees participating in th
prepare or correct tax returns and/or conduct quality revig
Volunteer Income Tax Assistance (VITA) and Tax Counse|
preparation services in their local communities. This fun,
individuals, and you can obtain volunteer certification aloj|
continuing education credits when certifying at the desig||

Take certification test

Form 13615, Volunteer agreement

After passing any of the exams, you may sign your Form ||

In the “Volunteer agreement” section, select:

e Training Source: “Other.”

‘ Sign Form 13615

* Enter “Prepare + Prosper” as the sponsoring partner name/site name

e Select years you have volunteered

e If applicable, pick a professional designation
* Volunteer Position: “VITA Volunteer”

¢ Click “I agree...” and “Sign Form 13615”

* Next, click “Download signed form.”

Generated From Link & Learn Taxes

4. Email the volunteer resources team

Voluntaer:

| deciare that

igning .| declara that | and have read, understand, and wil
comply with tha standards of conduct.| also cerlfy that | am 2 U.S. cfizen, a legal resident, o othenvisa reside

volunteer@prepareandprosper.org and

in the US. legally.

Full name (pigase pany) ‘ Volunteer posiion(s)
01 VITA Volusieer

[] 1RS Empioyee

attach the PDF file of the downloaded

Home address (street. ct. stste sad 7P code)

Emai address ‘ Daytime telephone

Spansaring periner namelsite name

Form 13615 agreement, shown here.

Nimbor o years volimiearad (moting s you Fgmm =]

‘R Snatus pepany Dats

ion L
Generated From Link & Leam Taxes
Valurtoor Standards
of Conduct niakenoniow Ste Basic | Advanced | Miltary | I
(Required for. & Quality Review | Goordinator Depatment of he Treasury - Intenal Revenue Service
- i o I | T Form 13615 "

of Conduct - VITAITCE g

Optional Tests

Faderal Tax Law Update Test Only for Circular 230 Professionals (C230)

‘The mission of the VITATCE retum preparation programs is to assist eligible taxpayers in satisfying their tax

Coordinator, Sponsaring Partaar, Instructor of IRS Contact: By siging s fonn, | decia that
ihis vounieer pioe o work ai the VITATTCE ste

‘Approving Officials name and tite (printed)
coordinsior. sponsoring pertnr. instnucor or RS contact)

by providing frea tax retum preparation. To establish the greatest degree of public trust, volunteers are
required to maintain the highest standards of ethical conduct and provide quality service.

Uso of Form 13615 This form provides information on a volurteer's certfication. All VITAITCE volunteers (whether paid
‘or unpaid) must pass the Volunlesr Standards of Conduct eertfieation, and sign and date Form 13615, Velunteer
Standards of Conduct Agreement - VITATTCE Programs, prior to working at a VITATCE site. In addition, return
preparers, quallty reviewers, coordinators, and VITA'TCE tax law instructors must certiy in Intake/lnterview & Quaiity
Review and tax law prior to signing this form. This form is not valid unil the coordinator, sponsoring partner, instructor, or
IRS contact confirms the volunteer’s identity, name and address with a govemment-issued photo ID, and signs and dates
this form.

Standards of Conduct: As a volunieer In the VITAITCE programs, you must adhere (o the following Volunieer

| Signature (electromic) Signé

For Continuing Education (CE) Cradits ONLY
10 be completed by the. tor or partner)

Signature (slecironc) e
or Standards of Conduct:
By signing thes form. - 'VSC #1 - Follow the Quality Site Requirements (QSR). VSC #4 - Do not knowingly prepare false returns.
Parent/Guardian narme (orinted) or

VSC #5 - Do not engage in criminal, infamous, dishonest,
notoriously disgraceful conduct, or any other conduct
considered o have a negative effect on the VITATCE
programs.

/SC #2 - Do ot accept payment, ask for donations, or
‘accept refund payments for federal o stale tax retum
preparation from customers.

VSC#3 - Do not solcit business from taxpayers you help

Tnstructions: wnpeid Edueaton (CE|
without s s, aiomeys.

emant Credes rinstctord O USE e

PE o Publication:
Crecna VITATCE ‘yoursalf or any other specic individual
instructons.

VSC #6 - Treat all taxpayers in a professional, courteous,

you gained abiout them (their
and respectiul manner.

information) for any direct of indirect personal benefit for

First and kst name on PTIN socount
Parick Charks Rasmsay Evsms
Address (VITA/TCE Ste orlsaching location)

‘ Volunteer Preparer's Tax Identification Numbe]
P-

|sm Identfication Numeer (SID|
s-

Professional Status (check any ons tox)

Failure (o comply with these standards could resull in, but is not limited to, the following:
- Removal from all VITAITCE prograrms:
+ Inclusion in the IRS Volunteer Registry to bar future VITAITCE activity indefintely;
+ Deactivation of your sponsaring partner’s site VITAITGE EFIN (electronic filing ID number)
* Removal of all IRS products, supplies, loaned equipment, and Laxpayer information from your site;

oR
] Advanced and One or More Specially Courses Total hours volunteered (quafi

Coordinator, Sponscring Partnar, or Instrucior: 5y saning this o, | Secare | Wi valloaled that 1 rapod
raining taciny.

Signature (eiectromic) Signi

Approving Official’s (printed) name and fitle
o =

Cataiog Number 38847 s gov

] Ervesea Agent (A) [ Cortboa P Aceounta (CPAY o + Temination of your sponsoring organization's partnership with the IRS;
] Anomey [C] Certhed Financisi Planner (CFR) [= - Termination of grant funds from the IRS to your sponsoring partner; and
7] Cafornia Tax Educston Gounc (CTEC) Regisiered Tax Retum Prepares (CRTP) + Referral of your conduct for potential TIGTA and criminal investigations.
B ) (tnimamer 1ovoument]  Taxpayer Impact: Taxpayer trustin the IRS and the local sponsoring partner organization is jeopardized when ethical
‘standards are not followed. Fraudukint retums that report incorree? Incarme, credits, of deductions <an result in many
[ Aavanced Total hours volunteered (quaifi]  yyars of intaraction with the IRS as the taxpayer tries 1o pay the additional tax pius Interest and penalties. This can result

in an extreme burden for the taxpayer as the taxpayer Uries o fesalve the errors made on their retum.

Volunteer Protection: The Volunteer Protection Act generally protects unpaid volunteers from iabilty for acts or
‘omissions that occur while acting within the scope of their responsibilties at the time of the act or omission. It provides no
protection for harm caused by wilfulor criminal misconduct, gross negligence, reckless misconduct, or a conscious,
blatant disregard of the rights of safety of the Individual harmed by the volunteer

For additional information on the volunteer standards of conduct, please refer to Publication 4961, Volunteer Standards
of Conduct - Ethics Training
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Legal name vs. preferred name

Gatelog Nurmbes 338471

l IRS guidelines require that volunteers submit Form 13615 listing their legal name. If

. needed, update account information on the VITA/TCE Central website. P+P will use your
preferred name whenever IRS does not require a legal name. Contact the P+P Volunteer
Resources Department with questions at volunteer@prepareandprosper.org.
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