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CUSTOMER SUPPORT
VOLUNTEER TRAINING

Part 1

!
PREPARE + PROSPER
|




INTRODUCE YOURSELF

 YOUur name
 Pronouns if you would like

 How did you get connected to Prepare +
Prosper?

PREPARE + PROSPER



PART 1 TRAINING OVERVIEW

Tax Clinic CSV
Flow Resources

Check-in Financial
and services
Screening process

PREPARE + PROSPER



WHAT WE DO—AND WHY!
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Customer-centric

I
PREPARE + PROSPER
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Customers are at the
Center of Our Network

Partners

Programs
Competjtion Staff
Government|Regulations Volunteers
Lays

Foundation &

Donors

Community \
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40% are living

Over 50% are
BIPOC

with or caring
for someone
with a disability

20% are aging
community
members

Many are
otherwise
underserved

Average income
for tax prep

customers is
$18,903




Suyapa Miranda
Executive Director

Suyapa is the first Woman of Color to lead our
organization. Her leadership style reflects her
personal values: growth, innovation, and a deep
commitment to social justice and equity. From
creatinf; our systems change program, to integrating
culturally-specific programming into our
organization, Suyapa has been focused on breaking
down barriers and reaching the people who need our
services the most.

PREPARE + PROSPER
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OUR PROGRAMS

Prepare + Prosper

Tax Money
Preparation| Mentors FAIR
& Financial | Financial Banking Advocacy

Services Coaching

PREPARE + PROSPER



TKO

FREE TAX PREPARATION

- Every year tax credits lift more than 8.9
million people above federal poverty guideline

« P+P customers saved over $1.8 million in tax
preparation fees in 2023

« IRS Volunteer Income Tax Assistance program
operates nation-wide

PREPARE + PROSPER
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TAX TIME FINANCIAL
SERVICES

Tax time is a Savings Banking
money moment
when people can

improve their

finances. Resources

and
Support

!
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TAX SEASON 2025 SERVICES

« In-person tax preparation

— 9 locations in the Twin Cities including 1 dedicated
Spanish speaking site

— All services are by appointment

« Special focus programs

— Self-employment program: taxpayers with SE
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

PREPARE + PROSPER
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TAX CLINIC FLOW
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TAX CLINIC FLOW

Entrance

V

Intake Station

Customer waiting
area

Reviewer Statlon

!
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CSV ROLE IN PROCESS

Money Conversations and Financial Services

Check-in +
Screening

Preparation CR‘)-g\?ilétv\vl Checkout

!
PREPARE + PROSPER
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CSV PRIORITIES

« Check-in and screen customers . o}
— Provide paperwork and quick tax screening \YJ,
— Match customers with preparers

« Offer financial services and referrals
— Open prepaid debit cards
— Discuss saving options
— Make referrals

 Go through checkout procedures
— Review final tax return with customer
— Get tax return signatures

PREPARE + PROSPER
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RESOURCES FOR CSVS
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CSV Manual pages!

CSV MANUAL

[ pREPARE |
PREPARE

PROSPER |

CUSTOMER SUPPORT .
VOLUNTEER MANUAL

Tax Season 2025

PREPARE + PROSPER

Training guide

Check-in and
screening process

Checkout process

Details about
financial referrals
and services
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VOLUNTEER TRAINING SITE

* Volunteer training website:
WWW.prepareandprosper.moodlecloud.com

« Copies of the training slides

« Access to self-paced trainings
— Volunteer Standards of Conduct

— Demystifying Credit Reports & Scores
— And more!

PREPARE + PROSPER —



KNOW YOUR TEAM

Site
Preparer
P Manager
! ‘ ! e Double ! o
: Interview Pre-clinic
— Greeting — — check tax —
‘ J LcustomersJ return L Huddle |
a S';'Pva;gg'sag | Prepare a C_orrect | Coordinate
L referrals J Ltax returnJ mistakes L flow |
a | 5-7 per | 2-3 per | Answer
Checkouts shift shift questions
| 1-2 per The Volunteer Resources Department is ) hif
shift also an important part of your team! —| 4 per shift




 Guide for each
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VOLUNTEER CHECKLISTS

stage of tax

pre
 Hel

consistent process

« Screening Checklis
and Checkout
Checklist usually
done by CSVs

naration

s keep a

PREPARE + PROSPER

P+P VOLUNTEER CHECKLISTS

Appointment time and number:

Customer's preferred name:

Tax year(s) needed

Screening Checklist
Volunteer name:

Process: Explained the clinc process.
Jolnt return: If filing jointly, both woouses are
present
Picture I0; Viewed proof of identity for taxpayer
and spoue
SEN/ITIN: Viewed SSNATIN verification for gl
peogie on the tax return.
Incomae guidelines: Total s withen PP Limits
o $40k for uinghe flers $70k for families
© More than $10k of sell -employment income =
refer to SE chinic
P+P scope: No common out-of-scope issues
o Renting property to another person
© Active mistary or nat:onal guard duty
o Cryptocurrency transactions
o Bartuptey filed or pendng
Customer envelope: Name. appontment Lime, and
number written on the envelope
Tax documents: Taxpayer confirmed that all tax
documants are presont
Renter's credit: If fiing o renter’s rebate, checked o
taxpayer has all CRP forms
Direct Deposit: Asked if taxpayer's dect deposit
information i avadable or f new drect depout
options are needed

Informed the t. that a
woluntesr will lollow up about options on the Boost
Your Money form

0O o oo o 0O 0O o oo

o

o=« W DADSPWOSK (5 COMDIBLP- <<= oensnn

O  intake sheets: Verified that all intake questions are
anvwared

Centification level: if Advanced, write topss
0O Bmic
0O Advanced

IRS intake Part

IRS nlake Question ¥

Notes from S ing of Pri

Preparation checklist

Volunteer nameo

if a checkiist item is not applicable, write N/A
next to the checkbox.

o
o

Screening checidist completed

SSN/ITIN verification: Source doCuments present
for everyone on retum

0O 0O 0o o o o o o

da
O Al parts of the IRS and PeP intalor sheets
compieted
Correct filing status determened
Shaded depondency section comploted
P+P contents answered and signed
Made notes in relevant parts of all intake
shaets
Boost Your Money Form: Taxpayer comploted the
form, and & CSV recened i

oooo

C d worksheets
for education credits and/or SE income (SETO).
f needed
Renter's credit: Confirmed if all CRPs present or not
and explaned refund timelne changes
ACTC payments: Talked through options for
Sdvanced payments uiing handout
Paper file: if appicable, wrote notes sbout reason
for paper filing.
Refund Savings: Discusied saving, splttng. and
Save « Win contest and connected savers 1o s CSV.
Refund or balance due options: Completed
Preparer Use section on the P+P intake sheat
Ready for Review: “Roady for Review” marked in
the TaxSiayer E-file Section
Follow up later: Gave customer an Amendment
Request form or Homeowner info sheet. if needed
Documentation: Included source documents in the
CUROMET anvelope

Expected refund or (balance due):

Federal My

MN Progerty




' REFERRALS FOR SPECIAL

SITUATIONS

Need help resolving Need a W2 or

tax issue? transcript of a W2?

PREPARE
PROSPER

REFERRALS
www.prepareandprosper.org

+ WORKING TOWARD A BRIGHTER FINANCIAL FUTURE

Internal Revenue Service (IRS)

Online and Phone Assistance
— Get federal tax information or check your refund statu

the free IRS2Go mobile app.

gov, 1-800-829-1040 or by downloading

Need legal

assistance for tax
issue?

: : |
PREPARE + PROSPER

Tax refund taken
for past due debt?

Outside P+P

guidelines?
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CHECK-IN AND
SCREENING PROCESS

PREPARE + PROSPER
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CHECK IN PROCESS AT A GLANCE

PREPARE + PROSPER

CHECK-IN AND SCREENING PROCESS AT A GLANCE

Step 1: Sign in the customer

Resources Actions
+ Acuity Scheduling « Greet the customer in a welcoming tone
« Customer Sign-in Sheet =« On the Customer Sign-in Sheet, write in the customer’s

Step 2: Screen the customer

Resources Actions

* Screening Tool (see the inside = Write the customer’s preferred name and Customer
cover of this manual) Number on the Volunteer Checklist

s Volunteer Checklist s Use the Volunteer Checklist and Screening Tool to verify

« Customer Sign-in Sheet we are able to serve the customer

« Check off items on the Volunteer Checklist and Customer
Sign-in Sheet to track completion of the screening items

Step 3: Give the customer the Intake Paperwork
Resources Actions

+ Clipboard = Write the customer name, Customer Number, and tax

« Volunteer Checklist year to be prepared on the Customer Envelope(s)

= If the customer already filled out the paperwork online,

Cust Envel
i HEOMERRRyCoRe hand them their paperwork

+ IRS Form 13614-C =
« If the customer still needs to complete the paperwork,
+ P+P Tax Intake Sheet briefly explain the Intake Paperwork to be filled out and
+ P+P Boost Your Money Form hand it to the customer with a pen
+ Ask the customer to go to the waiting area. Let them
know we can help answer any questions and we will come
get them when a preparer is ready

Step 4: Set up the customer with a preparer
Resources Actions
« IRS Form 13614-C - Determine if the customer has a basic or advanced return

based on the answers on the IRS Form 13614-C and write

= Vol heckli
oluntest/Checklist it down on the Volunteer Checklist

+ Customer Sign-in Sheet . 5 )
4 - Choose an available preparer based on their certification

« Introduce the customer to the preparer and share any
important notes that the customer has already shared
with you as you hand them off

« Write in the name of the preparer that the customer is

14
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(Step 1)

CHECK-IN (STEP 1)

CUSTOMER SIGN-IN SHEET

[0} o =1
£ 5 = Bk o I 2
= ¢ & Al o~
g E| 32 |i8iz= b B
< Customer Name z2 O =& [ @ 5E|Comments % S |Preparer Name O

5:30 PM  |Kat Smith 1| 515 x| x o Jobhn P,

5:30 PM  |Yani Gorman 2 e has 2020 and 202 returns ~ Cﬁe{y[ &

5:30 PM  |Anabel Presidio 4 5:27 yes | yes

5:30 PM  |Zack Foster 5 530 X X

5:30 PM  |Samuel Roonie 3 5:20 yes | yes CRP only ~ Sean T-

5:30 PM  [Rikki Marulanza 7 535 X }(

5:30 PM  |Amara Hassan 6 53{ 2( 2(

PREPARE + PROSPER
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(Step 1)

ACUITY SCHEDULING

 P+P system for scheduling appointments

— Allows for online scheduling
— Sends appointment confirmations and reminders

« Work with a manager to:
— Get the appointment list from Acuity
— Look up customer appointments

« Customer service team staff will schedule
most appointments
— Appointments open every other Monday
— Booking out two weeks in advance

Q Acuity Scheduling
P R E PA R E + P R 0 S P E R A SQUARESPACE COMPANY
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(Step 1)

SAMPLE APPOINTMENT LIST

CUSTOMER SIGN-IN SHEETP + P

w o +
E 5| £ |efef g, | ;
4|__. & v = T ow g 8 g = oy m o 5 w
th =53 E 2€e |s9osZ 5 = @ Preparer 2 e
< Customer Name(s) |6 5 2| OF |s&5un Comments wE |z Name o F

145 PM  |Kat Smith X | 1| 5:30 |Yes|yes ~  |yes [John P

:45 PM  |Yani Gorman 2 | 5:32 |yes|Yes |advanced return e Cherjl B

145 PM  |Anabel Presidio 4 | 550 X|X

145 PM | Zack Foster 5 | 555 X | X

:45 PM  |Samuel Roonie 3 | 5:41 |yes yes ~ Sean T

:00 PM  |Rikki Marulanza X| 2| 6:02 Needs to print a Wa. Y

:00 PM  |Amara Hassan X | 1] 545 ?

:00 PM |Eman Lubega

:30 PM  |Dominique Gore

0 DR - ot + 1 {5 m Steve l'_'f‘”””ﬂ at ;f-‘”!‘ ‘Rose

: s€ & Steve Hye i fias all the paperwork.

45 PM  |Ka Vang X Yes
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(Step 1)
CUSTOMER NUMBERING SYSTEM
Appt Customer E% g Check- EE, EE Comments
Time Name(s) St 3 in Time|$ 2 35
5:45 |[Kat Smith X |1 5:30 | ves| yes m
5:45 |Yani Gorman 2 | 5:32 | yes | Yes jadvanced return
5:45 |Anabel Presidio 4| 550 | X| X
5:45 [Zack Foster 5| 555 | X| X
5:45 |Samuel Roonie 31 5:41 | yes | yes
6:00 |Rikki Marulanza |X| 2| 6:02 Needs to print a Wa.
6:00 |Amara Hassan X |1 ] 545
6:00 [Eman Lubega
6:30 Dominique Gore

6:30 [Rose & Steve Nye| | 1| 6pm I K sl Rose: 6:30 - 1
6:45 |Ka Vang X

PREPARE + PROSPER



SCHEDULER NOTES

 Notes about an appointment may print on
the customer sign-in sheet

« Special situations for notes may include:
— Multiple years of returns
— Interpreter needed
— ITIN application
— Power of Attorney
— Self-employment details
— Amended return

PREPARE + PROSPER
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(Step 1)

COMMON CHECK-IN ISSUES

No appointment?

— Ask a manager about capacity for a walk-in customer
— Provide a brochure to assist with scheduling

— Help with scheduling if appointments are open online

Appointment not on the list?
— May be scheduled for another date
— Work with a manager to search in Acuity

More than 15 minutes late for an appointment?
— Ask a manager if the customer can be seen

See manual for additional common issues 5

PREPARE + PROSPER



RENTER’S CREDIT UPDATES
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RENTER’S CREDIT CHANGES

Renter’s Credit Changes for
in Prior Years Tax Year 2024

Part of the M1PR Part of the MN State
(property taxes) Return

Deadline to file: Deadline to file:

August 15 April 15

Standalone refund Part of MN State refund

Refund arrives summer Refund comes soon after
or fall filing

Customers need to have all their

_' JHIVIEYILEIINN CRPs before they can file!
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MISSING CRPS

 As much as possible, we will

advise customers to have all CRPs
before filing

 If they forgot their form at home:

o they should leave and come back later or have
someone text a photo to them

« If they haven’t received the CRP
o they should wait to file until they have it

PREPARE + PROSPER



10 MINUTE BREAK
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CSV Manual pg. 17-18
(Step 2)

SCREENING PROCESS (STEP 2)

!
PREPARE + PROSPER
|

SCREENING TOOL

Scrwening. prepanation

Geposit supaort.

process. ‘e longes.

the.

- Fing retum, bom they
o oy ame
= PhOLo 1D fof 1axpayer 360 spouse? ACCEDLADIS BOCUMNS (MWL DS SHQINN

o Drvarsiconsa  + . opa.
v Pamzen ¢ SmummonwiOew ¢ MMy 1D (es Ut of 1008 ection)

. avaryone
‘entive: Social Security rumber (S5M). o Mdhvidusl Tapayer eumber
# S5 card (cnginal 39RN. pags” cooy) # Frior-yess tas retum # Latesr teom 15, o MOOR

« 1114 atter (orgons, Sptal papar cooy) ¢ FormSSANNS o+ S3Abensts

REQUIREMENTS

‘Moets Income lmits? §20,000 (3inghe) or $60,000 (Tarmaly - any return with more than cne.
Derson). it ‘with other
+ Saif-employment (SE) income? (Form 1099-NEC br caih incorme)

A e taxpayer has: swentory. a home
O AN B1IC8 I the KoM For SN ADOIRKMANE EAXDYZETS SNGUd CA8 65)262-7063.
» I SE incoma & 1045 than $10000, Ml 32 6ite, Proganir must have 30vanced Gertication

+ Askif Laxpayer M yes. the 56008 - provide
Foforra's handout I o, FeP can preparo the return, If uniure, 3tk 3 manager

SERVICES

SCOPE OF

+ Incoma statements & tax documents: Taspayer MUST Rt 3 W-24, IRCOm SEItemants, 3nd othas
Lax documents I all

envwope

‘accounts.
o wiite & 0n Daga 4 of the P+P Tax Intake Shot

. tho Boost
requests for fnancial services and referrals.
payer o tanpaper
Paads he, asust i
. Laxpayes miarked “yes ™ iotakey
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(Step 2)

SCREENING CHECKLIST

O Process: Explained the clinic process. ' O Tax documents: Taxpayer confirmed that all tax
0 Joint return: If filing jointly, both spouses are : oS UG s :
. present. 0O Renter's credit: If filing a renter’s rebate, checked If
:D — S s . taxpayer has all CRP forms. :
" and l;:)eou se Denzsltznilelfle s e p a0z O Direct Deposit: Asked if taxpayer’s direct deposit
’ . information is available or if new direct deposit
00 SSN/ITIN: Viewed SSN/ITIN verification for all . options are needed.
people on the tax return. O Financial Services: Informed the taxpayer that a
O Income guidelines: Total is within P+P limits: - volunteer will follow up about options on the Boost
o $40k for single filers; $70k for families - Your Money form. . :
0 amiore tha $10k of self-employment INCOMe = ........... When paperwork is complete-----------3
O P+P scope: No common out-of-scope issues. O Intake sheets: Verified that all intake questions 'éai;é
' o Renting property to another person . answered. :

o Active military or national guard duty T T S T T o s
o Cryptocurrency transactions e
: o Bankruptcy filed or pending D Basic

O customer envelope: Name, appointment time, and !:I Advanced

number written on the envelope.

IRS intake Part

IRS intake Question #

PREPARE + PROSPER
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CREENING TOOL

» Tips and reminders e e

SCREENING TOOL

]
- Tax steps: 9. review, and checkout
Financial services: Direct deposit support, savings options, and financial referrals,
Wait time: Usually 2 - 3 hours to complete the process. Complicated situations may take longer.

Questions: Answer any questions about the process; the tax preparer will answer tax questions.

Filing a joint return? If married taxpayers file a joint return, both spouses must be present or they
must have a Power of Attorney form. Talk to a manager if the customer wants to obtain a POA.

Photo ID for and ? A ble d (must be original):
¥ Driver's license ¥ Employer/school ID ¥ Visa (see out of scope section)
v Passport v Stato/national ID card v Military 1D (500 Qut Of SCOPe section)

SSN/ITIN verification for everyone listed on the return? Acceptable documents showing the
entire Social Security number (SSN) or Individual Taxpayer identification Number (ITIN):

v SSN card (original, digital paper copy) + Prior-yoar tax retumn ¢ Letter from IRS or MDOR

¥ ITIN lotter (original, digital, paper copy) « Form SSA-1099 « SSA banefit letter/statement

Documents listed above with truncated SSN may be accepted at a manager’s discretion.

* Quick reference for
common screening
questions

Meets income limits? $40,000 (single) or $60,000 (family - any return with more than one
person). If over income, provide the Referrals handout with other tax preparation options.
Self-employment (SE) income? (Form 1099-NEC or cash income)
» Refer to the SE clinic if SE income is over $10,000 or the taxpayer has: inventory, a home
daycare, or an office in the home. For an appointment taxpayers should call 651-262-2169.
» If SE income is less than $10,000, file at site. Preparer must have cert|
International student or scholar? Returns are often out of scope
» Ask if taxpayer needs to file as a non-resident. If yes, the return is out of scope - provide
Referrals handout. If no, P+P can prepare the return. If unsure, ask a manager.
Out of scope returns: Provide for other tax pr options.
» Filed or has pending bankruptcy in the tax year or had income from: virtual currency/crypto
currency exchange, rental property, active military/national guard duty, driving a cab (not
including Uber/LyTt), or acting as a clergy member.

]
oY
[

o
24

C pe detalls: name, number, and appointment time is on the envelope. If
filing prior years, make an envelope, Volunteer Checklist, and copies of intake sheets for each tax year.
Income statements & tax documents: Taxpayer MUST have all W-25, income statements, and other
tax documents. If all forms are not present, the taxpayer must retum with all required documents.

» If forms are available online, assist taxpayer with access to a computer and printer.

» Taxpayer should place SSN/ITIN documentation and all tax documents in the customer

« Matches the order
of the screening
checklist

envelope.
Direct deposit: Prioritize new prepaid card enroliment and FAIR referrals for those who need new
accounts. Taxpayers with existing accounts should put the doc ion in the cust envelope

or write it on page 4 of the P+P Tax Intake Sheet

Financial services: Explain that someone will collect the Boost Your Money form and follow up on
requests for financial services and referrals.

ENVELOPE &
DOCUMENTS

« Intake sheets completed: Taxpayer should answer all questions on each intake sheet. If taxpayer
needs help, assist if time allows or inform the preparer that assistance is needed.

+ Advanced return situations: If taxpayer marked “yes” to a question next to an (A) on the IRS intake
sheet, then preparer must have advanced certification. Make a note on the Volunteer Checklist.

PREPARE + PROSPER



e Tnside cover — Screening Tool

EXPLAIN THE CLINIC PROCESS

Full preparation and review process takes 2-3 hours.

Customer CSV completes Preparer does
arrives for a brief tax interview
appointment screening and prep

: Customer CSV provides
§|DSO\G€?ii;IT15CiIQI returns to the final return

services

waiting area and gets
during review signatures

!
PREPARE + PROSPER
|




Inside cover — Screening Tool

FILING JOINTLY

 Both spouses must be present to file a
joint tax return

« Cannot print out a tax return for one
spouse to take home for signatures

» Exceptions:

— Power of Attorney allowing one spouse to file
taxes and sign tax returns for the other spouse

— One spouse will arrive later during the
appointment

PREPARE + PROSPER



Inside cover — Screening Tool

PICTURE ID TO TAXPAYER ID NUMBER
VERIFY IDENTITY VERIFICATION

Driver’s license Prior year return

Passport/visa « OQOriginal, digital image or
paper copy of Social Security
Employer/school ID card or ITIN letter or card
Military 1D . Form SSA-1099
State/national ID . IRS or MN Department of

Revenue letter
A- « SSA benefit statement
o

e Letter from SSA with
truncated SSN

PREPARE + PROSPER



Inside cover — Screening Tool

P+P INCOME GUIDELINES

$40,000 or less for single taxpayer

$70,000 or less for families

S

PREPARE + PROSPER



Inside cover — Screening Tool

SCOPE OF SERVICE

« P+P does limited types of tax returns
— Scope is set by the IRS for all VITA programs

« CSVs screen for some common out-of-scope issues
— Use the Screening Tool
— Ask a manager for help when needed

 Preparers have detailed scope charts

* Meets income limits? $40,000 (single) or $70,000 (family — any return with more than one person). If
over income, provide the Referrals handout with other tax preparation options.
» Self-employment (SE) income? (Form 1099-NEC or cash income)

» Refer to the SE clinic if SE income is over $10,000 or the taxpayer has: inventory, a home daycare,
or an office in the home. For an appointment taxpayers should call 651-262-2169.

» If SE income is less than $10,000, file at site. Preparer must have advanced certification.
* International student or scholar? Returns are often out of scope.

» Ask if taxpayer needs to file as a non-resident. If yes, the return is out of scope — provide Referrals
handout. If no, P+P can prepare the return. If unsure, ask a manager.

u-lul.l
a.

o
8&0

* Out of scope returns: Provide Referrals handout for other tax preparation options.
» Filed or has pending bankruptcy in the tax year or had income from: virtual currency/crypto
currency exchange, rental property, active military/national guard duty, driving a cab (not
including Uber/Lyft), or acting as a clergy member.




Inside cover — Screening Tool

CUSTOMER ENVELOPE AND
TAX DOCUMENTS

Nombre del cliente: Ano tributario;

2610 UNIVERSITY AVE. W. SUITE 450
Customer number; 2024
ST. PAUL, MN 5514 NUmero del cliente: 6:00-2

I : .
PREPARE + PROSPER e e Rikki Marulanza T year:
|

phone: 651-287-0187  fax: 65+287-0150
="
WWWEreparaandprosparorg V .
[ CORRECTED (f checked)
PAYER'S name, street address, city or town, state or province, 1 Gross distribution OMB No. 1545-0119 Distributions From = 00,3001
country, and ZIP or forsign postal code Pensions, Annuities, 111 o psTARLIHED FOR
KENT STATE BANK FOR §___ 1900.80 Relroment of memw;\l lan -
Emplayes's social security number n NO
MARICOPA MEDICAL SERVICES 401(K) 20 Mmmbemnout 22222 " T11-00-3001 s
743 COLQUITT WAY b Employer iden| numbee (EIN)
YOUR CITY, STATE ZIP 1,300.00 Fom 1099-R 41-2222222
2b Taxable amount Total e e o 7 e
not determined [ ] distributior " 5 : .
PAYER'S federal identfication | RECIPIENT'S dentification 3 Capital gain (noluded | @ Federmmesme’| JOON'S Service Agency
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HAMLINE UNIVERSITY s e 14.756 Tuition P s = Empimes i LIS
536 HEWITT AVE L 1
ST PAUL. MN 5104 L] Statement [ B8 Otner Ben Nolan i
. SIMPLE 2610 University Ave W, Apt 450 i
FILER'S employer identification no. | STUDENT'S TIN 3 ror 10981 Copy B Ls St. Paul, MN 55114 b } o
58-4567552 123-33-3333 For Student [omtage of total 9 Tatal erwployoe cont . ! T |
STUDENT'S name % Adjustments made fora | 5 Scholarships o grants o %|$ :
prior year Thisis important | withheld 13 State/Payer's st ; I
s s T “‘;“;m 1 Employes's address and ZIP code
Siroot 5066ss (nciding pL o) S AGSTeNS 1o T aphod o e 15 Gk Employers stalo IO number 16 Siate wages, tips, stc. | 17 State ncom tx | 18 Local wages, tpe, sic. | 18 Localmcome tax | 20 Localty rama)
200 3RD AVE N s inbax 1 bchiler mustbe usedto | withheld 16 nameofiocain|MN | 8888888 16,000 300
City or town, state or province, country, and ZIP or foreign postal code academic period m“‘.m“mm
BROOKLIN PARK, MN 55429 s e ey Y= 0O credits. Give it to the |
Service Provider/Acct. No. (see instr,) 8 Check I at least 9 Checked If a graduate T01ns. contract reimb.refund | {2 Preparer or use f 10 —— w. and Tax D of the Treasury | Roverns Servicn
ha-time student student Ils Fomn w-z Sta
Form 1098-T (keep for your records) www.irs.gov/Form1098T  Department of the Treasury - Intemal Revenue Service Copy 1—For State, City, or Local Tax Department




Inside cover — Screening Tool

MISSING DOCUMENTS

« Customers may not bring all required tax
forms and identity verification

» Option to get onsite:
— Use a P+P computer to access and print

— Use the QR code to securely upload documents
or photos from a phone — manager will print

PREPARE + PROSPER
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DIRECT DEPOSIT

 Encourage customers to use Paper Checks:
direct deposit Some p(ejotple Wtant
— Use existing accounts Oier}ﬁﬁd C%gfk_a

— Share new account options That’s OK!

« Make sure there is
documentation of routing and
account numbers
— A printout or account card
— Written on the P+P Tax Intake form
— Help someone access online banking

!
PREPARE + PROSPER
|




CSV Manual pg. 19-20
(Step 3)

INTAKE PAPERWORK (STEP 3)

Fom 13614-C e Ty e P St —
s ool and Quality Review Sheet 15451984
You will need: « Please compiate pages 14 of this form.

» Tax Information such as Forma W.2. 1098, 1063, 1005,

T trs o i prss on yourtx rtun. | cCmpio 3 sccrte
drivers .-Wl‘ * ¥ you have

sk the IRS-certified voluntesr k.
Voluntears are rained to provide Nigh qualty service and uphold the highest ethical standards.
‘To report unethical behavior to the IRS, email us at wlYoAXA. oY

+ You are reaponsible for the information on your return. Pisase provide

|5~r....¢u.

it yoor, o you O r ———
b, Totofly and drobled T ves [] 0 Legaly bind PREPARE +
‘e i

PREPARE + PROSPER

TAX INTAKE SHEET

0
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b

D Yes OHo e Legutybind
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1 Faaw you,your spouse._ or Gependonts boen
2 Frowe
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Wority Protocion FIN?

e e “usn | BOOST YOUR MONEY

r o
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T 2021 incoma tanes Pre yewts)
S o ]
TAXPAYER SURVEY
R et T ———
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a S oopen
0 Mg s i o] e
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1 want more information sbout buying US. saings bonds.

FINANCIAL

cagorm
01wt 10 gt copy of ry Crect repert taday
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CSV Manual pg. 19-20
(Step 3)

CUSTOMER PAPERWORK OPTIONS

* Online
— Intake paperwork is emailed to :
the customer with their STRT—)
appointment confirmation e 2

— Manager must print out intake
packets filled out online

* On-site
— CSV provides the customer with
paper forms at the tax site

PREPARE + PROSPER
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(Step 3)

CUSTOMER ENVELOPE

2610 UNIVERSITY AVE. W. SUITE 450

Appointment time and number:

I
PREPARE + PROSPER |  [Screinne 1 g0 oo e 2024

+

5:45-2

ST. PAUL, MN 55114 Numero del cliente:
phone: 651-287-0187  fax: 651-287-0190
www.prepareandprosper.org V

REFUND OR (AMOUNT DUE) | REEMBOLSO O (MONTO A PAGAR)

Federal Minnesota Homeowner only
Duefio de casa

WHEN WILL | GET MY REFUND? | ;CUANDO RECIBIRE MI REEMBOLSO?

Every return is different so processing times will vary. Most federal refunds are issued within 21 days if
you e-filed with direct deposit. Homeowners generally receive their property tax refunds in September
or October, see back of the envelope for changes to the Renter’s Credit. Some returns require
additional review from the IRS and Minnesota Revenue.

Cada declaracion es diferente, por lo tanto el tiempo de procesamiento puede variar. La mayoria de las
declaraciones federales se emiten dentro de 21 dias si presento su declaracion electrénicamente y con
depésito directo. Generalmente, los inquilinos reciben sus reembolsos en julio o agosto y los duefios
de casa en septiembre u octubre. Algunas declaraciénes requieren una revision adicional de parte del
IRS y Minnesota Revenue.

CHECK YOUR REFUND STATUS | VERIFIQUE EL ESTATUS DE SU REEMBOLSO

Federal

Check your refund status using Where's My Refund at 1-800-829-1954, www.irs.gov, or download the
IRS2GO mobile app.

Revise el estado de su reembolso usando Where's My Refund (Dénde estd mi reembolso) al
1-800-829-1954, www.irs.gov, o descargue la aplicacion maovil IRS2GO.

and H | Mi ta y Duefio de casa
Check your refund status using Where's My Refund at 651-296-4444 or www.revenue state. mn.us
You can check your renter/homeowner refund status later in the year.
Revise el estado de su reembolso usando Where's My Refund al 651-296-4444 o www.revenue.state
mn.us. Puede revisar el estado de su reembolso de inquilino o duefic de casa a partir de julio.

INTERNAL REVENUE SERVICE
Questions | Preguntas: 1-800-829-1040

For in-person assistance | Para asistencia en persona:

MINNESOTA REVENUE
Questions | Preguntas: 651-296-3781

TTY: Caill 711 for MN Relay | Lia al 711 pare
For in-person i | Para en persona:
600 North R Monday - Friday | lunes - viernes

St Paul, MN Bam. -430 pm

NOTES:

!
PREPARE + PROSPER
|




CSV Manual pg. 19
(Step 3)and 63-73

INTAKE PAPERWORK

PREPARE + PROSPER |

Form 13614-C Deparmentof e Treasry - el Reverwe S OMB Number TAX INTAKE SHEET

(October 2023) Intake/Interview and Quality Review Sheet 15451964
You will need: + Please complete pages 1-4 of this form. Preferred name(s):
. ;lx Ilnll'os‘n;u::&n suah anoﬁnll:n W-; 21109% 1098, 1095. = * You alru E ibl forluf'o i ‘aﬂ tion on your return. Please provide (e Peoasy
+ Socia cards or ers for a ons on your tax return. complete and accurate information.
+ Picture ID (such as valid driver's \‘gl?mwu and y‘:)ur pouse. . Ifyuﬂ have please ask the IRS-certified preparer. w':"" ;%’;;?‘m";”‘::'t:“”‘;" feed prepared? Check '{__"m‘g::f‘;‘e artat
Volunteers are trained to provide high quality service and uphold the hlghest ethical standards. O 2023 renter or homeowner refund O Other ;
To report unethical behavior to the IRS, email us at wi.voltax@irs.gov
Part | - Your Personal Information (If you are filing a joint retumn, enter your names in the same order as last year's retum, LA S
1. Your first name M1 |Lastname Best contact C. What language do you primarily speak at
home?
2. Your spouse’s first name M1 [Lastname Best contact PREPARE + PROSPER O English O American Sign Language
Native O Spanish O Hmong
3 Mailing address Apt# |City 1| 0 Somali O Vietnamese
l I BOOST YOUR MONEY n B B
4. Your Date of Birth 5. Your job title 6. Last year, were you: :
b. Totally and perr ly disabled [ Yes [ [ | Prafeerad i ane(ar O Not listed above, write in:
7. Your spouse’s Date of Birth | 8. Your spouse’s job title . Last year, was your spouse: (taxpayer) (spouse)
b. Totally and permanently disabled ] Yes O Phone number: Emall address: Zip code, O. What is your gender?
10. Can anyone claim you or your spouse as a dependent? O Yes [0 u;:“-!::w g :«:naie
11_H spouse, or dependents been a victim of identity theft or been issued an Identity Protection FI r .
2 et I b ; i al\ncnmo tmI: m‘?:: ldenn:y elon . the Imm R i Check in on your financial health and build your financial well-being! O Nenbinary
. Provide an emai P (this emai will not be used for contacts from lemal Revenue Service Check the boxes below to access free resources today or get referrals to other Prepare + Prosper O Notlisted above, write in:
Part Il - Marital Status and Household Information (P+P) programs, or to one of our trusted partners.
og
1“0’0@:@"’“1’31_2023_“\31 D Ne‘vanam (nllslndudQSI ; i 'Mumm' II‘IIIIII-IIIIIII‘IIIIIIIIIIIIIIIl.III.I.IIII-'I.III.IIIIIIII
was your marital status? [ Married a. If Yes, Did you get married in 20237 * PREPAID DEBIT CARD BANK ACCOUNTS $  Prosper year-round! We'll contact you about once a month and
b. Did you live with your spouse during any part of the last 5 % The CFR Focus card is avallable regardiess P+P FAIR Banking program offers checking <l Message and data ratas may apply with texting.
[0 Divorced Date of final decree « of credit or banking history. The card has no and savings accounts with no overdraft fees .
- — i) thiy fee or r balance req: or minimum balance requirements. They are -
[ i.ega"y Date of E decree : It can be used for your tax refund and other available regardless of banking history (excluding : t messages fromus? O Yes O No
—— bl ik i By denotits Sakfre : MENT INFORMATION
2. List the names below of: . & Ol want to open a CFR Focus card today O | want to make an appointment toopen  §
= everyone who lived with you last year (other than your spouse) If additional sp# . for my refund to be direct deposited. an account. +  ©youwant to receive it?
« anyone you supported but did not live with you last year SRR | 5 5/n i s s/nlaln e a/s 0 nla/nia/e e s nie n'e & s e alnla e aln njalnle aa's/nn v e e n e A e e meal | HLSCMMY SEvIngs or chaclinpaasont:
: 13 : tinformation with me.
m&m’mmﬂ mm 3”:"‘:{:" m"' Cuiaen :‘:‘g""‘ m"a m Tpmam adis A SAVE + WIN: Are you saving all or part of your federal or state refund? Enter our drawing to win $100! Int or prepaid card for my refunds.
example:  |lvedin  |(yew/no) (Canada, |of 12/31/23 |last year |Disabled  |qualifying O | want to save and enter for a chance to win $100. il refund or purchase a U.S. Savings Bond.
son, &' ph:m ol;’ why;:rm (SM) (vesino) | (yes/no) m] < in the mail.
WE ¥ : (ves/no) person? U.S. SAVINGS BONDS: You can build long-term savings by purchasing a U.S. savings bond for yourself Lot im0 i B Pyt
none, elc) (yes/no) or someone else using part of your federal tax refund. 1 ate :
3 ®) ) @ 1 @ U] 9 &) 0} O | want more information about buying U.S. savings bonds. o ety "
i il ome out of my checking or savings account.
FINANCIAL COACHING: Work with a P+P Money Mentors financial coach who will meet with you
over a six month period to set a financial goal and develop a plan to reach it.
Catalog Number 52121E WNW.IrS.OV O | want to work with a financial coach monthly to help me reach my financial goal(s).

CREDIT SERVICES: P+P can help you access your free credit report or (re)build your credit.
O 1 want to get a copy of my credit report today.
O | want to fill out a request form today to receive a copy of my free credit report by mail
O | have little or no credit history and want to get more information about a credit builder loan.

PAYDAY LOAN HELP: Exodus Lending helps Minnesota families break the cycle of predatory loan
debt with a refinancing program that has 0% interest and no fees.

O | have a predatory loan and would like more information about Exodus Lending.

¥ 4

PREPARE + PROSPER
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(Step 3)

REQUIRED INTAKE PAPERWORK

P+ P TaX P+P sgpplemental form to c_oIIect
Intake Minnesota tax information

FO rm IRS Intake/Interview & Quality Sheet,

which is mandatory for all taxpayers
13614-C at VITA sites

BOOSt YOU I P+P supplemental form to match

customers with desired financial

MOney Form services and referrals




PAPERWORK AFTER CHECK-IN

The customer keeps:

Envelope
IRS intake
P+P intake

Boost Your Money form

PREPARE + PROSPER

3610 UNIVERSITY AVE. W, SUITE 450
T OAUL, MN SIS

"%, Phil Tones
- 5304

PREPARE + PROSPER

TAX INTAKE SHEET

T
PREPARE + PROSPER
BOOST YOUR MONEY
[

[

Chach i 0n your fimancial Aeatth and Buskd your finameial wed e

e e e
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Keep the checklist sheet at
the intake station

— Make sure to write in the

name and

number

Easy to see who is next to
be paired with a preparer

Pass the checklists to the

preparer
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SET UP CUSTOMER WITH
PREPARER (STEP 4)

PREPARE + PROSPER
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(Step 4)

INTAKE PAPERWORK SCREENING

 Ensure all questions are
answered

 Help the customer
finish if time permits

 Preparers can help with
unsure answers

PREPARE + PROSPER

Form 13614-C Oupespmrt ol ha Trvamry - eemal OME Nuoer
ocoes 23) view and Quality Review Sheet s
T ok Tdgimation such as Form Vi, 1040, 1058, 1085 - Y -nw-m “:‘m your return. Please provide
g , e return.
Social Sacuriy carda or K lnftors for al. complee i aceuata omaton

mmmwmmwmmmwammmwm.
To report unethical behavior 1o the (RS, email us at

—Vour T Vo o7 T o P, o yOuR s 1 i S 108 5 Yoo S R
T Your st e Bt cotoet
2 Your spaxnars st nae

3 Mtng adress

 Vou Do ol B S Vour b e

T0_Can oryon cism you of you Spouse a8

|| Hiv® you, your spousa_or dopendents boen & wiclm of L rolated Koy thoft or boon issued o idenity Protechon PINT.
Provda o erreal o3 optional) (v ermesl addres will not bo trad for Contincts foen T

m: — Marital Status and Housenold information ——
TG of Docomber 31, 2023, Wil [ Navor Warmed  (T1es nichugers egretored Gomes) PREPARE + PROSPER
your manol sighus? 0 Momed 0.1 Yees, Dl you oot mamed o]
b Did you kv with yous spousd
Dato of ol docroa
“l b | BoOST YOUR MONEY
L Ty o
bved with you Ercre rumbar Ermad acdrmns Ziocode____
Vo ) G et s s [Gte  Be et Ty
e ipaans e ban ((ody [ty tor [moren  [Caow (U5, [Mamedm |4 Chackiin
Sl eSS e s e e o e e
onmpse, |Gt e (PP prccgrams, o 10 0ne of out truated partrer.
pare v
i srrreananes
o) ) [0 @ | 0| w canD BANK ACCOUNTS. :
wt 30 i H
Theyoe T
ot Voot 57132 e § ceoous - o e :
o o
for my refund to B4 Grect dspouted a0 sccount.

D 1wt 15 save and enter foe & chance t win 100

us.

o 4ormecna 15 uking DI of your leceril tax rehund.
o

PREPARE + PROSPER e aport tucy

bocoss your tro Grect awoont or (et your creait

foaay to receve a cooy of my tres crest report by mat

TAX INTAKE SHEET

Peios Snnesots
bras 0% ivtarest a0 o tess

famuies brnsk the cycle of predatory loan
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STAY IN TOUCH

e e e Prape L g bt eiom DAY oot you ot ek ments e
g s InfSrmaticn, Message and dala rbles by AEEly wih Lesting.

+ Bt
+ Would you b 10 receive text messages fromui? O Yes O Mo
DIRECT DEPOSIT AND PAYMENT
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o
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D 1w 8w Bk account o prepavd cand for iy redunds.

O | want 15 sob: my Fecers! refund or purchass & U, S3vings Bond.
D 1wt 10 recetve s chech i the mat

D 1 ot e infemation s | €an pay ket
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ADVANCED CERTIFICATION RETURNS

Situations with an
(A) next to the
question require
the preparer to
have advanced tax
law certification.

Pay attention to
which preparers
on your shift are
advanced
certified!

PREPARE + PROSPER

] (B) Rejund of state or local income tax

(] (B) Intgrest or dividends (bank account, bonds,
(] (A) Saje of stocks, bonds or real estate

report a loss on last year's return [
1 (B) Alignony

come from renting out your house or a

, jid you use the dwelling unit as a persor
rent it Jor fewer than 15 days [



FINANCIAL SERVICES FOLLOW UP

I'll follow up with you a little
later about the free resources on
the Boost Your Money form.

PREPARE + PROSPER

T
PREPARE + PROSPER

BOOST YOUR MONEY

Prefarred name(s):

(taxpayer) (spouse)

Phone number: Email address: Zip code.

Check in on your financial health and build your financial well-being!
Chack the boxes below to access free resources today or get referrals to other Prepare + Prosper
(P+P) programs, or to one of our trusted partners.

R TR Y

+ PREPAID DEBIT CARD BANK ACCOUNTS .
5 The CFR Focus card is available regardless P+P FAIR Banking program offers checking "
« of credit or banking history. The card has no and savings accounts with no overdraft fees .
3 monthly fee or minimum balance required. or minimum balance requirements. They are %
« It can be used for your tax refund and other available of banking history .
% deposits. bank fraud). e
4 DOlwanttoopena CFR Focus card today O | want to make an appointment to open  §
. for my refund to be direct deposited. an account.

.

SAVE + WIN: Are you saving all or part of your federal or state refund? Enter our drawing to win $100!
O | want to save and enter for a chance to win $100.

U.S. SAVINGS BONDS: You can build long-term savings by purchasing a US. savings bond for yourself
or someone else using part of your federal tax refund.
O | want more information about buying U.S. savings bonds.

FINANCIAL COACHING: Work with a P+P Money Mentors financial coach who will meet with you
over a six month period to set a financial goal and develop a plan to reach it.

O | want to work with a financial coach monthly to help me reach my financial goal(s).

CREDIT SERVICES: P+P can help you access your free credit report or {re)build your credit.
D | want to get a copy of my credit report today.
O I want to fill out a request form today to receive a copy of my free credit report by mail.
O | have little or no credit history and want to get more information about a credit builder loan.

PAYDAY LOAN HELP: Exodus Lending helps Minnesota families break the cycle of predatory loan
debt with a refinancing program that has 0% interest and no

O | have a predatory loan and would like more information about Exodus Lending.

==

Continue
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ACTIVITY: PRACTICE SCREENING

There are four sample
customers to screen!

Work with a partner or small
group to go through the
screening process for one or
two customers using the
screening checklist on page
74 in the CSV manual.

!
PREPARE + PROSPER
|
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FINANCIAL SERVICE +
REFERRAL PROCESS

| !
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CSV Manual pgs. 62-63

BOOST YOUR MONEY FORM

» Overview of financial
services and referrals

‘ PREPARE + PROSPER

BOOST YOUR MONEY

Preferred name(s):

. W f t t (taxpaye') <sp°u“)
a y O r C u S O I I I e r O Phone number: Email Zip code.
S h O W I n t e re S t Check in on your financial health and build your financial well-being!
Check the boxes below to access free resources today or get referrals to other Prepare + Prosper

(P+P) programs, or to one of our trusted partners.

+ PREPAID DEBIT CARD BANK ACCOUNTS

.

% The CFR Focus card is available regardiess P+P FAIR Banking program offers checking =

. - of crednl or banking history. The card has no aﬂd savings aooounls with no overdraft fees .
H thly fee or i balance required. wents. They are 8

- It can be used for your tax refund and other ivalable regardiess d banking history (excluding «

» n + deposits. bank fraud). 3

+ Ol want toopen a CFR Focus card today O | want to make an appointment to open 3

. for my refund to be direct deposited. an account. .

. .

. .

P

SAVE + WIN: Are you saving all or part of your federal or state refund? Enter our drawing to win $100!
O | want to save and enter for a chance to win $100.

U.S. SAVINGS BONDS: You can build long-term savings by purchasing a US. savings bond for yourself
or someone else using part of your federal tax refund.

O | want more information about buying U.S. savings bonds.

. ‘ S V I ‘ k S ' I t I l e FINANCIAL COACHING: Work with a P+P Money Mentors financial coach who will meet with you
‘over a six month period to set a financial goal and develop a plan to reach it.

O | want to work with a financial coach monthly to help me reach my financial goal(s).

completed form from iy

O | want to get a copy of my credit report today.
O | want to fill out a request form today to receive a copy of my free credit report by mail

‘ l I S t O I I l e r S 0 | have little or no credit history and want to get more information about a credit builder loan.

PAYDAY LOAN HELP: Exodus Lending helps Minnesota families break the cycle of predatory loan
debt with a refinancing program that has 0% interest and no fees.

O | have a predatory loan and would like more information about Exodus Lending.

 Checklist on the back =

PREPARE + PROSPER
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BOOST YOUR MONEY FORM
CHECKLIST

O Initial details: I shared details of the referral or service and ensured
the customer is eligible.

d Resources: I provided a handout or brochure for each
referral/service requested.

d Consents: The customer signed the consent to share data for each
referral/service requested.

d Financial Services Log: I logged the customer information on paper
financial services log.

d Tracking form: I recorded the customer’s name and the
referrals/services requested in the online financial services tracking
form www.tinyurl.com/fstracker2025

d Next steps: I explained next steps for each referral/service
requested.

PREPARE + PROSPER
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BOOST YOUR MONEY FORM

CHECKLIST
Financial :
Sle;:\éigles
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INITIAL DETAILS AND RESOURCES

U.S. SAVINGS BOND

What is a U.S. savings bond? =

USS. savings bonds are a risk-free investment
backed by the U.S. Department of the Treasury 1
that never lose value. =

US. savings bonds arrive by mail 3—5 weeks
after you file your taxes e

ted B' '
USS. savings bonds start earning interest B > "ﬂw;.—mbhfh Youy A
immadiately and the interest rate is compounded o) t Cangy, s g, CF,
: I oty y
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ONSENT TO SHARE INFORMATION

FREE FINANCIAL PLANNING: A Certified Financial Planner® is a financial expert who can meet with

]
. you for a free one-time consultation.
O | would like a financial planner to call me to set up an appointment to discuss:

O Retirement savings or distribution options O Appropriate life insurance coverage
O Opening a 529 College Savings Plan O Investing

[ [
FINANCIAL COUNSELING: LSS Financial Counselors are certified experts in helping people with
issues like student loan repayment, credit card debt, and first-time homebuyer programs.

O | would like to meet with an LSS financial counselor regarding:
O Student loans and/or understanding repayment options
O Credit card debt
O First time homebuyers information

. CHILD SAVINGS ACCOUNTS (Saint Paul Residents Only): CollegeBound provides a colleg ing
account with $50 for each child who lives in Saint Paul and is born on or after January 1, 2020.

O | am a resident of Saint Paul and have a child born on or after Jan 1, 2020.

O | am currently expecting a child and live in Saint Paul.

t - I | b O My child is already enrolled in CollegeBound.
a W a r e C a a W I e O 1am not interested in any of the programs or services offered here.
Consent to share information

By signing below, | give Prepare + Prosper consent to share the above contact information with the
organization(s) | am requesting referrals for. This consent is valid for one year from today.

Signature: Date;
fO r ta X 3 re p a ra t i O n Can we text you regarding your financial referrals*? O Yes O No
“We will never send any sensitive financial or any if ion via text.
= =
(1) sToP HERE! OFFICE USE ONLY! (1)

VOLUNTEER CHECKLIST: Follow this checklist for each service or referral that is of interest to the customer.

Initial details: | shared details of the referral or service and ensured the customer is eligible.

R I pi d a handout or brochure for each referral/service requested.

Consents: The customer signed the consent to share data for each referral/service requested.
Financlal Services Log: | logged the customer information on paper financial services log.

Tracking form: | recorded the customer’s name and the referrals/services requested in the online
financial services tracking form www.tinyurl.com/fstracker2024

O Next steps: | explained next steps for each referral/service requested.

{wfs o [ [ [

Referral Notes (add to online tracking form)

PREPARE + PROSPER
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SHARE NEXT STEPS
« Will someone call or email the customer
later to follow up?
» Is something coming in the mail?

e Does the customer need to call someone
or fill out a form?

« Who can the customer connect with if
things don’t go as planned?

PREPARE + PROSPER
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FINANCIAL SERVICES LOG

« Basic tracking tool to
use throughout the

S h |ft PREPARE + PROSPER | FINANCIAL SERVICES DAILY SITE LOG

CSV/s:

Focus Prepaid Credit report

k] 2 H
e £ 2 Debit Card & § = T § v

) -3 r - g 5 £3

1HER IHEHRAEHEIR LT
2|l 3| 2| | S| 2| 5 |28|862| o | 28|32 LE
alg| & H X % é b 5 9 |3 5 <

« Helps with online data
entry at the end of a
shift

« Keep the Boost Your -
Money forms with the | =
log in a secure
location
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ONLINE FINANCIAL SERVICES
TRACKING FORM

« Use the online form to
report all referrals and
services

« Do at the end of the
shift

e P+P admin team needs
online form entries to
finalize referrals o

P+P Financial Referral Tracking Form

+ Helps assess P+P’s —
financial service
offerings

PREPARE + PROSPER



CHECK OUT THE TRACKING FORM

« Let’s test out the tracking form!

 Enter a test customer
— Enter TRAINING as the CSV or manager name
— Make up a name and contact information
— Choose what services or referrals they want

« Use your smart phone to open this link or follow
along with a neighbor:

www.tinyurl.com/fstracker2025

PREPARE + PROSPER



CSV Manual pg. 7-9

IRS STANDARDS FOR VITA SITES

PREPARE + PROSPER
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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 J

PREPARE + PROSPER
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MAINTAIN CONFIDENTIALITY

« Share data only with those who need it

 Make sure your conversation won't be
overheard

 Don't leave physical or virtual personal
data unattended

« Return all the customer’s original
documents to them

PREPARE + PROSPER
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INTAKE/INTERVIEW & QUALITY
REVIEW STANDARDS

- Intake: ID and Social Security number or ITIN
documentation must be viewed

« Interview: Preparer uses IRS Form 13614-C to do
a detailed tax interview
— All questions must be answered
— Unsure questions must be corrected to yes or no
— Return is categorized as Basic, Advanced, or out-of-scope

- Quality review: All returns are reviewed by a
volunteer who did not prepare the return
— Taxpayer is involved in final review

— Volunteers inform taxpayers of their responsibility for the
accuracy of the return

— Taxpayers sign the return
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IRS CERTIFICATION TESTS

Two required tests:

1. Volunteer Standards of Conduct and

2. Intake/Interview & Quality Review
— Tests are “open book” and there is no time limit
— Retest option is available if needed

Test resources:
— Summaries in the CSV manual

— IRS intake sheet and Screening Tool in the CSV
manual

— VSC training on the volunteer training site
— IRS Publications

PREPARE + PROSPER



CSV Manual pg. 10-11

IRS TEST VERIFICATION

Email Form 13615, Volunteer Agreement,

to the Volunteer Resources Department

— IRS requires P+P to keep verification of volunteer
certification

— Signing this form confirms your commitment to
following the Volunteer Standards of Conduct

Test instructions are on pages 10-
11 in the CSV manual!

PREPARE + PROSPER
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WRAP UP

!
PREPARE + PROSPER
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NEXT STEPS

« Get started on your IRS tests
— Resources on the Volunteer Training Site
— Instructions in the CSV manual

« Attend CSV training part 2 and part 3

— Part 2: financial services and referrals
— Part 3: checkout process
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THANK YOU!
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