
BASIC B: 
FILING STATUS &DEPENDENTS
TAX YEAR 2024

Please share in the chat:
1. Your name and pronouns (if you’d like)

2. In one word, what comes to mind when you 
think about taxes? It could be based on your 
experience, what you’ve heard, or even just a 
gut reaction!



BASIC B OVERVIEW

Customer & tax return flow

Preparer Process – Intake & Interview

BREAK

Dependency

Filing status



CUSTOMER AND TAX 
RETURN FLOW



TAX SEASON 2025 SERVICES
• In-person tax preparation 

o Operating at nine locations in the Twin Cities
o All services are by appointment

• Special focus programs
o Self-employment program: taxpayers with SE income over 

$10,000 or complex situations
o Remote Tax Preparation program: taxpayers living in group 

homes and nursing homes (starts 2 weeks late)

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



TAX CLINIC FLOW

CSV 
StationCustomer waiting area

Entrance

Preparer

Preparer

Preparer

Reviewer Station

Preparer Preparer

Preparer

Welcome Station

CSV 
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CSV 
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VOLUNTEER CHECKLISTS
• Follows the customer

• Guide for each volunteer 
role

• Helps keep a consistent tax 
return process

• Finish the screening 
checklist if the Customer 
Support Volunteer did not

• Address every checklist item

P+P Manual pg. 192-193



PREPARER PROCESS



PREPARER STEPS RECAP
1. Introduce yourself and make small 

2. Go over the process

3. Intake paperwork and document review 

4. Conduct the taxpayer interview 
Using the paperwork

5. Start entering data into TaxSlayer

Introduce yourself and make small talk 

Go over the process with the customer

Intake paperwork and document review

Conduct the taxpayer interview  
using the paperwork

Finally, start entering data into TaxSlayer



COMMUNICATION TIPS
• Talk in plain language

• Guide the conversation with good questions

• Listen carefully to responses

• Explain why personal information is needed
– “I need your son’s birthdate to help me determine if he 

qualifies as a dependent.”
– “I’m asking more about your school expenses to make 

sure you get all of the tax benefits you are eligible for.”



SCREENING TOOL

• Matches with the 
screening checklist

• Lists allowable 
options for identity 
verification

• Helps identify 
common out-of-
scope situations

P+P Manual inside cover



WHAT IS AN ITIN?

• The IRS issues Individual Taxpayer Identification 
Numbers

• Nonresidents and others living in the U.S. who 
file a tax return, but are not eligible for an SSN

• P+P is a Certified Acceptance Agent and staff at 
the main office can assist with ITIN applications

P+P Manual pg. 16

ITINs must be renewed if they have not been used in the past 
three tax years! P+P CAA staff can assist with ITIN renewals.



INTAKE PAPERWORK



INTAKE PAPERWORK & 
TAX DOCUMENT REVIEW

• Are all the intake forms filled out completely?

• Does the taxpayer need to file a return?

• Is the return in-scope for VITA and P+P?

• What IRS certification level is needed for 
preparation?

• Are any documents or pieces of information 
missing?

• Which financial services and referrals might 
benefit the customer?



WHAT IS A TAXPAYER INTERVIEW?
• Assessment of the intake sheets and source 

documents to determine additional information 
needed

• Discussion with the taxpayer to fully learn about 
their tax situation

• Conversation that identifies returns that require 
an advanced VITA certification level or are out-
of-scope



REQUIRED INTAKE PAPERWORK

P+P Manual pg. 14

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

at VITA sites

Form 
13614-C

P+P supplemental form to collect 
Minnesota tax information

P+P Tax 
Intake 

P+P supplemental form to match 
customers with desired financial 

services and referrals

Boost Your 
Money Form



5-MINUTE ACTIVITY:
LOOK THROUGH ALL THE PAGES 
OF THE INTAKE PAPERWORK

WRITE DOWN AT LEAST: 
1 QUESTION & 1 COMMENT

P+P Manual pg. 180-191



IRS INTAKE – FORM 13614-C 
PG 1 (REQUIRED)

P+P Manual pg. 180

• Required for 
all taxpayers

• Basic 
taxpayer and 
family 
information

• Preparers 
must answer 
dependent 
questions



IRS INTAKE – FORM 13614-C 
PG 2 (REQUIRED)

• Income info

• Customers have 
1 checkbox 
instead of 
yes/no/unsure

• Preparers 
must Verify 
checked AND 
unchecked  
boxes 

P+P Manual pg. 181

Left side for 
customers

Right side for 
preparers



IRS INTAKE – FORM 13614-C 
PG 3

• Collects info 
on expenses 
and life 
events

• Required for all 
taxpayers

• Preparers 
verify checked 
and unchecked 
boxes

• AND note that 
they verified 
page

P+P Manual pg. 182



HOW TO MARK
PAGES 2-3

The point:
• Preparers verify 

all checked AND 
unchecked boxes

• Confirm that you 
verified all boxes

2 methods you can 
use:

1. Write N/A or No 
by each question

2. OR cross out and 
initial



IRS INTAKE – FORM 13614-C
PG 4

• Not 
required

• P+P 
collects 
demographic
data 
separately

P+P Manual pg. 183

OPTIONAL



IRS INTAKE – FORM 13614-C
PG 5

• If the 
customer 
needs extra 
space for 
dependents

• Place for 
the CSV 
and 
Preparer to 
make notes

P+P Manual pg. 183



IRS INTAKE – FORM 13614-C PG 6
• Optional consent for 

taxpayers to share data

• Global Carryforward 
consent allows  
taxpayer data to roll 
forward at any VITA site

• Taxpayers do not need 
to fill this out to decline

• No signature is 
considered declining

P+P Manual pg. 34 and 185

OPTIONAL



POLL BREAK



P+P TAX INTAKE SHEET
PG 1

• Preferred name

• Check tax year 
(prior-year returns)

• Demographic survey

• Invitation to join P+P 
text and email lists

• Direct deposit and 
payment preferences

P+P Manual pg. 186



P+P TAX INTAKE SHEET 
PG 2

• Consents to use 
information

• Minnesota tax 
situations

P+P Manual pg. 187



P+P TAX INTAKE SHEET
PG 3
• Minnesota info 

for Renters

• Property tax 
refund details

• And info about 
the new Advance 
Child Tax Credit 
Payments

P+P Manual pg. 188



P+P TAX INTAKE SHEET
PG 4
• Volunteer use only

• Direct deposit 
allocations

• Documentation of 
routing and 
account number

• Direct debit 
information

P+P Manual pg. 189



POLL BREAK



SCOPE OF SERVICE AND 
CERTIFICATION LEVELS

• Limited types of returns
– Scope is set by the IRS
– Detailed scope charts in P+P manual and Pub 4012

• Income limits for P+P
– $40,000 or less for an individual filer
– $70,000 or less for a family or self-employed taxpayer

• Certain tax topics require advanced certification
– IRS intake sheet shows level next to each question
– Transfer the preparation to another volunteer if needed

P+P Manual pg. 17-18 and
Pub 4012 pg. 6-21 (vi-xxi)



10 MINUTE BREAK



FOLLOW ALONG IN YOUR P+P 
VOLUNTEER TAX MANUAL

P+P Manual pg. #’s here!



DEPENDENCY

P+P Manual pg. 49-56



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. 49



CLAIMING DEPENDENTS
• A dependent will be:

a Qualifying Child or a Qualifying Relative

• Use the IRS intake sheet to determine people a 
taxpayer may be able to claim

• Generally, the taxpayer will be financially 
supporting the person claimed

P+P Manual pg. 51



WHAT IS AN EXEMPTION?

• Many tax laws are built on personal and 
dependency “exemptions”

• Exemptions changed in tax year 2018
– Pre-2018: exemptions reduced taxable income for each 

person on the return

– Now: exemptions remain part of federal tax law but 
are set at $0

• Minnesota dependent exemption tax benefit
– Reduce Minnesota taxable income by $5,050

– Reduce income for calculating Property Tax Refund

P+P Manual pg. 49



YOUNG ADULT TAXPAYER

• To determine if a Young Adult is a dependent

– Ask more questions

– Discuss the rules for being a dependent as part of the 
interview

• Parents and guardians may be unsure if a child 
can still be claimed as a dependent

– Take time to determine how much support the young 
adult provided for themself

P+P Manual pg. 50



CLAIMING A QUALIFYING CHILD

• Taxpayer (spouse) on the return cannot be 
claimed on another tax return

• Person being claimed must

– Be a U.S. citizen/resident alien/national or a resident of 
Canada or Mexico

– Meet the six tests for Qualifying Child

P+P Manual pg. 51



P+P Manual pg. 51

QUALIFYING 
CHILD TESTS

Relationship

Age

Residency

Support

Joint 
return

Qualifying 
for >1 
person



TIE-BREAKER RULES

• Child is a Qualifying Child for more than one person and 
taxpayers disagree about who will claim the child

• IRS will use tie-breaker rules to decide who is entitled to 
claim the child

Then the child is treated as 
the qualifying child of the…If…

ParentOnly 1 person is the child’s parent…

Custodial parentBoth people are the child’s parent…

Parent with higher AGI
Both people are the child’s parent and 
the child lived with each parent the 
same amount of time during the year…

Person with the highest AGINone are the child’s parent…

P+P Manual pg. 52



DIVORCED OR SEPARATED 
PARENTS

• Custodial parent: The parent with whom a child 
has spent the most nights

• Noncustodial parent: The parent with whom a 
child has spent fewer nights

• Custodial parents generally receive the tax 
benefits for a Qualifying Child 

• Custodial parents may authorize a noncustodial 
parent to claim some tax benefits

P+P Manual pg. 53



CLAIMING A QUALIFYING 
RELATIVE

• Taxpayer/spouse on the return cannot be 
claimed on another tax return

• Taxpayer cannot claim a married person who 
files a joint return 
– Exception: the married person files only to claim a 

refund and has no tax liability

• Person being claimed must be U.S. citizen or 
resident, or a resident of Canada or Mexico 

• Person must meet the four tests to be a  
Qualifying Relative

P+P Manual pg. 54



P+P Manual pg. 54

QUALIFYING 
RELATIVE 

TEST

Not a 
qualifying 

child

Relationship

Gross 
income

Support



ACTIVITY:
DEPENDENCY QUIZ

OPEN YOUR P+P MANUAL 
TO PAGE 56

P+P Manual pg. 56



P+P Manual pg. 51

QUALIFYING 
CHILD TESTS

Relationship

Age

Residency

Support

Joint 
return

Qualifying 
for >1 
person



P+P Manual pg. 54

QUALIFYING 
RELATIVE 

TEST

Not a 
qualifying 

child

Relationship

Gross 
income

Support



DEPENDENCY QUIZ ANSWERS

1. No
– Qualifying relative 

rules; income is too 
high

2. Yes
– Meets qualifying 

relative rules

3. Yes
– Meets qualifying 

relative rules

4. Yes
– Meets qualifying 

relative rules

5. No
– Qualifying relative 

rules; income is too 
high

6. Hope
– Qualifying child rules; 

residency test
7. Mike

– Qualifying child tie 
breaker rules; tie goes 
to the parent

8. Yes
– Qualifying as a 

dependent requires 
filing as a dependent

P+P Manual pg. 179



FILING STATUS

P+P Manual pg. 45-47
Pub 4012 Tab B, page B-10



FILING STATUS OPTIONS
1. Single (S)

2. Married filing jointly (MFJ)

3. Married filing separately (MFS)

4. Head of Household (HOH)

5. Qualifying surviving spouse (QSS) 
– spouse passed away in 2022 or 2023 

– and taxpayer did not remarry

P+P Manual pg. 45



MARITAL STATUS
• Marital status is not the only factor 

in determining filing status
• Other considerations:

– Dependents?
– Supporting others?
– Recently lost a spouse?

P+P Manual pg. 46

Marital status on the IRS intake sheet is not 
always the same as filing status.



MARRIAGE
• To file a joint tax return, taxpayers need to 

be legally married on Dec. 31, 2024 

• Married taxpayers must file using a married 
filing status (file jointly or separately)

• Cultural marriage or common law marriage 
without a license is not recognized in 
Minnesota
– Exception: the couple was legally married 

in a state or country recognizing cultural or 
common law marriages prior to moving to 
Minnesota

P+P Manual pg. 46



MARRIED FILING SEPARATELY
• Married taxpayers may choose to file 

separately

• This is the least advantageous filing status
– Tax rate is generally higher than MFJ
– Not eligible for many credits

• Always check with your site manager if 
customers want to do married filing 
separately

• If the spouse’s Social Security number is not 
available, the return must be paper filed

P+P Manual pg. 46



INJURED SPOUSE ALLOCATION

• Joint filer option when one spouse 
owes past-due debt

• Form 8379 allows the “injured 
spouse” to receive their portion of 
the federal refund
– The “injured spouse” is the spouse that 

does not owe the past-due debt

P+P Manual pg. 41-42



HEAD OF HOUSEHOLD (HOH)
P+P Manual pg. 47

1. Marital 
status

Unmarried 
(Single)

Or 
“Considered 
unmarried”

2. Main 
household 
supporter

Pays more 
than 1/2 

the cost of 
household

3. With a 
qualifying 

person

Who lived 
with them 
more than 

½ year.

BUT rules 
differ based 
on marital 

status

Needs all three qualifications



IF TAXPAYER IS UNMARRIED
AND PAYS > ½ COST OF HOUSEHOLD:

3 POSSIBLE QUALIFYING PERSONS FOR HOH

3. Or Qualifying 
relative

2. Parent who 
is a Qualifying 

Relative

1. Qualifying 
Child

Who lived with 
them > ½ year

Does NOT have to 
live with taxpayer

Lived 
with 

them > 
½ year

Closely 
related (See 
p. 47 for list)

Taxpayer paid 
> ½ cost of 
household

Cannot be a 
roommate



EVERYTHING BELOW MUST BE TRUE FOR 
TAXPAYER TO BE CONSIDERED UNMARRIED 

AND QUALIFY FOR HOH
Lived apart from 
spouse for the 
last 1/2 of year

(Temporary 
absences 

don’t count)

Will file a 
separate return 
from spouse

Paid > 1/2 
cost of 
household

Taxpayer’s home is main 
home of  their child, stepchild, 
or foster child for > ½ the year

(not 
grand-
child)

Can claim the child 
as dependent HOH!



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

• Important to determine filing status BEFORE 
starting the return 

• 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

P+P Manual pg. 22



ACTIVITY: 
FILING STATUS QUIZ

OPEN YOUR P+P MANUAL 
TO PAGE 48

P+P Manual pg. 48



3 POSSIBLE QUALIFYING PERSONS FOR HOH
IF YOU ARE UNMARRIED 

AND YOU PAY > ½ COST OF HOUSEHOLD

3. Or Qualifying 
relative

2. Parent who 
is a Qualifying 

Relative

1. Qualifying 
Child

Who lived with 
them > ½ year

Does NOT have to 
live with taxpayer

Lived 
with 

them > 
½ year

Closely 
related (See 
p. 47 for list)

Taxpayer paid 
> ½ cost of 
household

Cannot be a 
roommate



EVERYTHING BELOW MUST BE TRUE FOR 
TAXPAYER TO BE CONSIDERED UNMARRIED 

AND QUALIFY FOR HOH
Lived apart from 
spouse for the 
last 1/2 of year

(Temporary 
absences 

don’t count)

Will file a 
separate return 
from spouse

Paid > 1/2 
cost of 
household

Taxpayer’s home is main 
home of  their child, stepchild, 
or foster child for > ½ the year

(not 
grand-
child)

Can claim the child 
as dependent HOH!



FILING STATUS QUIZ ANSWERS

1. Head of Household
– Parents are qualifying 

people when living apart

2. Yes, Married Filing 
Separately
– Scott is “considered 

unmarried” with a 
qualifying child and Kathy 
is not with no child

3. No
– Robert is not a qualifying 

person for HH; not a 
Qualifying Relative

4. No
– Trinity is not a qualify 

person for HH; not related 
to Chris

5. No
– David is not a qualifying 

person for HH; not related 
to Mae

6. Yes
– Amara is a qualifying 

person for HH; closely 
related to Abdullah

7. Married Filing Jointly
– Joint filing permitted in 

the year of a spouse’s 
death

P+P Manual pg. 179



VOLUNTEER STANDARDS 
OF CONDUCT

P+P Manual pg. 7-8



VOLUNTEER STANDARDS 
OF CONDUCT (VSC)

• Six VITA volunteer standards of conduct

• Provide a shared ethical code for VITA sites 
across the nation

• Standards require volunteers to:

– Not solicit payments or business from taxpayers

– Conduct accurate, respectful, and professional work

– Follow specific tax clinic procedures related to intake 
process and data security

P+P Manual pg. 7-8



IRS VSC CERTIFICATION TEST
• All volunteers must take the 

Volunteer Standards of Conduct 
test

• Standards of Conduct resources
– Self-paced training on P+P 

training site

– Overview in P+P manual

• Open book test so use your 
resources

• This test must be completed 
before you take your tax 
certification test

P+P Manual pg. 9-11



WRAP UP



NEXT STEPS AFTER BASIC B

• Start answering questions for your certification 
tests using the Form 6744 booklet

– Volunteer Standards of Conduct

– Intake, Interview & Quality Review

• Attend Basic C: Income & Adjustments



THANK YOU!



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


