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PREPARE + PROSPER 

SCREENING TOOL 
• Tax preparation steps: Screening, preparation, review, and checkout. 

Financial services: Direct deposit support, savings options, and fi nancial referrals. 

Wait time: Usually 2 • 3 hours to complete the process. Complicat ed situations may take longer. 

• Questions: Answer any questions about the process; the tax prepa·er w ill 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 10 for taxpayer and spouse? Acceptable documents (must be orig inal) : 
., Driver's license ., Employer/school ID ., Visa (see out of scope section) 
., Passport ., State/national ID card ., Military ID (see out 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): 
., SSN card (original, digital, paper copy) 
., ITIN letter (original, digital, paper copy) 

,1 Prior-year tax re turn ,1 Letter from IRS o r MN Rev . 
., Form SSA-1099 ., SSA benefit letter/ statement 

Documents listed above with truncated SSN may be accepted at a manager's d iscretion. 

• Meets income limits? $40,000 (sing le) or $70,000 (family - any return w ith more than one 
person) If over income, provide the Referrals handout w ith 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. 
» 1r SE im;u1rn:~ i:::, lt:?s::. lt1dn $10,000, rilt:? dl :::, i lt:?. P rt:?µdn:H u 1u::.l h dVt:? dUVdll<.:t:?U <.:t:?rlirit:dliu11. 

• International student or scholar? Returns are often out of scope. 
» Ask i f taxpayer needs to file as a non-resident. If yes, the return is out o f scope - provide 

Referrals handout. If no, P+P can prepare the return. If unsure, ask a manager. 

• 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, renta l property, active mili tary/nat ional guard duty, d riving a cab (not 
including Uber/Lyft), or acting as a clergy member. 

• Customer envelope details: Taxpayer name, number, and appointment time is on the envelope. If 
filing prior years, make an envelope, Volunteer Checklist, and copies of intake sheet s for each tax year. 

• Income statements & tax documents: Taxpayer MUST have all W -2s, income statements, CRPs and 
other tax documents. If forms are m issing, the taxpayer must return w ith all required documents. 

» If forms are available online, assist taxpayer with a QR code or access to a computer & print er. 
» Taxpayer should place SSN/ITIN documentation and all tax documents in the customer envelope. 

• Direct deposit: Pr ioritize new CFR prepaid debit ca rd enrollment and FAIR referrals for those 
who need new accounts. Taxpayers w ith existing accounts should put the documentation in the 
customer envelope or write it on page 4 of the P+P Tax Int ake Sheet. 

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

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

• Advanced return situations: If taxpayer checked any boxes on the IRS intake sheet that had (A) 
beside them, the preparer must have advanced certification. Make a note on the Volunteer Checklist. 
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I PREPARE+ PROSPER I 
L 

WORKIN G TOWARD A BRIGHTER FINANCIAL FUTURE 

Prepare + Prosper has more than 50 years of 
experience serving in our community, influencing our 
field, and making an impact. 

About 66% of the U.S. population struggles to spend, save, 
borrow, and plan financially. 
These same households contribute 84% of total spending on interest and fees for everyday 
financial services, and spend a g reater share of their income compared w ith those who are 
financially healthy. (Source: Financial News Network.) 

We want a future where everyone feels financially empowered. 
Our work is about breaking barriers, advocating for policies, and crea t ing real opportunities 
for success. We empower people to build financial stability and security. 

Learn about the people participating in our tax clinics. 
Our tax services are avai lable to individuals earning $40,000 or less annual ly and to fam ilies 
earning $70,000 or less annually. Self-employed taxpayers must also meet these guidelines 
and earn more than $6,000 In self-employment income. 

In 2024, 66% of P+P tax clinic part icipants ident ified as people of color, 15% of households 
primarily speak a language other t han Engl ish, and 35% of households who used our services 
included a person w ith a d isabili ty. The average income of in-person tax c lin ic par t ic ipants in 
2024 was $18,83S. 
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Programs and Services 
Free tax preparation + financial services: We have IRS-cert if ied vo l11.Jnteers who help 
customers prepare taxes, navigate the tax code and maximize their re fund . 

Money Mentors financial coaching: Part icipants are paired w ith a coach and receive one-on
one support to reach their financial goals. Part icipants also attend peer sessions to learn about 
a variety o f financial topics. 

FAIR Banking Program: We help individuals, including those who are underbanked and 
unbanked, access financial products to build credit and wealth so they don't have to navigate 
the process alone. This program is prov ided through an exclusive part nership w ith Sunrise 
Banks. 

Changing systems: We advance and st reng then policies and pract ices to support a more 
equitable tax code and wealt h bui lding for low-to -modern income households. 

2024 Accomplishments * 

© 

a 
Q .. ,,_ 
Q 
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10,251 taxpayers filed 23,984 tax returns for free 

Over $20 m illion in tax refunds were returned 

400 volunteers donated 10,349 hours 

727 taxpayers saved $1,365,763 of their tax refunds 

129 people worked toward financial goals in our coaching program 

891 sole-proprietors received assistance 

366 customers enrolled in 469 FAIR accounts- 169 checking, 260 savings, and 
40 credit builder accounts 

' As o f July 1, 2024 

Learn more at prepareandprosper.org 
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CONTACT INFORMATION 
Prepare + Prosper administrative office 
P+P administrative staff can assist with printing prior-year tax returns, reviewing letters from the 
IRS or Minnesota Department of Revenue, collecting MlPR drop-offs, and making appointments. 
Customers should contact the office before coming as many P+P staff work remotely, and many 
requests can be addressed by phone or email. Staff will respond within two business days. 

Hours: Monday to Thursday: 10 a.m. to 5 p.m. 
Friday is an administration working day, and the office is closed to the public. 

Address: 2610 University Ave W Suite 450, St. Paul, MN 55114 
Gate code for parking lot 1040# 

Contact information 
P+P main line: 651-287-0187 I Fax: 651-287-0190 I contact@prepareandprosper.org 
Questions or issues related to a product or a previously filed tax return: 651-262-2167 

Resources for Customer Support Volunteers 
Track financial services and referrals made during the tax clinic in the online Financial Services 
Tracking Form. (URL to new form will be shared before tax clinics open in January 2025.) 

The Prepare+ Prosper Volunteer Training site is a hub for CSV training resources and quick 
links. Access it at www.prepareandprosper.moodlecloud.com. 

Contact the Volunteer Resources Department (VRD) with questions, comments, or concerns 
about your schedule or volunteer experience. If the VRD cannot assist you directly, they will 
connect you with the best staff member to address your question. Email is the best way to 
contact the VRD: volunteer@prepareandprosper.org. 

Partner contact information 
U.S. Bank Focus Card in partnership with Community Financial Resources 
877-474-0010 I www.usbankfocus.com I communityfinancialresources.org 

FAIR Banking in partnership with Sunrise Banks 
651-262-2173 I www.fairfinancial.org I www.sunrisebanks.com 

Money Mentors Financial Coaching 
www.prepareandprosper.org/money-mentors 

LSS Financial Counseling 
1-888-577-2227 I www.lssmn.org/financialcounseling 

Exodus Lending 
612-615-0067 I www.exoduslending .org 

CollegeBound Saint Paul 
651-266-8829 I www.collegeboundstp.com 
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PRE-SEASON INFORMATION 
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VOLUNTEER STANDARDS OF CONDUCT (VSC) 
All volunteers are required to ensure the integrity of the national IRS Volunteer Income Tax 

Assistance (VITA) program. The VSC set a benchmark for VITA volunteer actions as a safeguard 

for taxpayers. IRS Publication 4961 covers the VSC in detail. The following section is a summary. 

1. Follow the Quality Site Requirements (QSRs) 
QSR 1: All volunteers must pass the VSC certification test. Volunteers who answer tax law 

questions, teach tax law, or prepare/review tax returns must successfully pass tax law 

certification tests and the Intake/Interview and Quality Review test. Quality reviewers are 

encouraged to review Pub 5101, Quality Review Training, as a refresher. 

QSR 2: All sites must use Form 13614-C, Intake/Interview & Quality Review Sheet, for every return 

prepared. All returns must be quality reviewed and discussed with taxpayers. Form 13614-C 

indicates Basic (B) or Advanced (A) next to each tax issue to indicate the tax law certification a 

volunteer must have to work on the return. 

QSR 3: All sites must have a process for confirming taxpayer identities, including reviewing photo 

identification for primary and secondary taxpayers, and verifying Social Security numbers or 

Individual Taxpayer Identification Numbers (ITINs) for everyone on the return. 

QSR 4: All sites must make available (paper or electronic) Pub 4012, Volunteer Resource Guide; 

Pub 17, Your Federal Income Tax for Individuals; Pub 4299, Privacy, Confidentiality, and Civil 

Rights; Volunteer Tax Alerts (VT As); and Quality Site Requirement Alerts (QSRAs). VT As and 

QSRAs must be discussed with volunteers within five days of issuance. 

QSR 5: After passing all required certification tests, volunteers must sign Form 13615 agreeing to 

the VSC. This is done each year prior to working with customers or teaching tax law. 

QSR 6 - 9: The following requirements are the responsibility of P+P: (6) timely filing of tax 

returns, (7) display of Title VI of the Civil Rights Act of 1964 poster, (8) provision of correct Site 

Identification Numbers (SIDNs), and (9) provision of correct Electronic Filing Identification 

Numbers (EFINs) on all returns. 

QSR 10: The guidelines in Pub 4299, Privacy, Confidentiality, and Civil Rights, demand a high level 

of data security. Volunteers must safeguard computers and equipment that store taxpayer data 

as well as physical copies of taxpayer information. This QSR also includes the requirement that 

volunteers display their first name and first initial of their last name while volunteering. This may 

take the form of a nametag in person or displayed name in a virtual meeting. 

2. Not accept payment, solicit donations, or accept refunds as payment for 
federal or state tax return preparation 
VITA programs are not allowed to have a donation jar at the tax site, and volunteers cannot 

accept tips. Taxpayers who want to donate to P+P can make donations online at 

prepareandprosper.org, but cannot do so at the site. 
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3. Not solicit business from taxpayers they assist or use the knowledge 
they gained about them for any direct or indirect personal benefit for 
themselves or any other specific individual or organization 
No solicitation of any kind is permitted at P+P tax sites. 

Example: An accountant volunteering at the tax site cannot solicit business from a taxpayer who 

needs accounting services - even if the service is provided at a discounted rate. 

Example: A volunteer's child cannot raise money for a school or club activity by selling candy to 

other volunteers or taxpayers 

4. Not knowingly prepare false returns 
Trust in the IRS VITA program and P+P is jeopardized when ethical standards are not followed. 

Fraudulent returns can result in taxpayers paying additional taxes plus interest and penalties and 

spending many years interfacing with the IRS. The IRS defines "unethical" as "not conforming to 

agreed standards of moral conduct, especially within a particular profession". In most cases, 

unethical behavior involves intent to disregard the established laws, procedures or set policies. 

Example: If a volunteer preparer tells a taxpayer that cash income from self-employment does not 

need to be reported on the return or a volunteer knowingly prepares a return claiming an ineligible 

dependent. Such actions are considered unethical and violations of the VSC. However, a volunteer 

who performs the quality review on the returns described above does not violate this standard if 

the reviewer does not knowingly process a fraudulent return . Don 't confuse an unethical action with 

a lack of knowledge or a simple mistake. 

Example: What if a preparer senses the taxpayer is not telling the truth? If, after conducting a 

thorough interview, the preparer still doubts the taxpayer's information, the taxpayer should be 

referred to a site manager. If preparers are not comfortable with the information provided by a 

taxpayer, there is no obligation to prepare the return. 

5. Not engage in criminal, infamous, dishonest, notoriously disgraceful 
conduct, or any other conduct deemed to have a negative effect on the 
VITA program 
This standard may sound over the top, but became necessary due to a few unscrupulous 

volunteers in the national VITA program committing acts such as stealing refunds or committing 

financial crimes. There has never been cause to be concerned about the integrity of P+P 

volunteers! This standard also requires that P+P verify the identity of all participating volunteers 

and that all volunteers reside legally in the United States. 

6. Treat all taxpayers in a professional, courteous, and respectful manner 
P+P strives to maintain the confidence and esteem of the people we serve by providing tax and 

financial services in a manner that is professional , courteous, businesslike, and diplomatic. 

Understandably, the tax site atmosphere can, at times, contain high levels of stress, with 

taxpayers waiting extended periods of time, and volunteers dealing with the complexity of tax 

laws and software issues. 

This environment can make anyone's patience run short! Remember to take a deep breath and 
remain calm to create a peaceful and friendly atmosphere. Reach out to a site manager for help 

dealing with a stressful situation or when a break is needed! 
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IRS INTAKE/INTERVIEW & 
QUALITY REVIEW STANDARDS 
All volunteer tax sites are required to follow the intake/interview and quality review standards 
developed by the IRS. These standards ensure a consistent taxpayer process. IRS Publication 5101 
covers the requirements in detail. Form 13614-C (see pages 64-69) and the P+P Screening Tool 
(see front inside cover) are excellent resources. 

Form 13614-C and the tax interview 

New Form 13614-C: The IRS Intake sheet has been updated for tax year 2024! 

All VITA sites are required to use Form 13614-C as an interview tool with all taxpayers. 

Note: pages 7-3 of the IRS intake sheet must be filled out completely. Pages 4-5 are optional. 

Customers will complete the non
shaded portions on the left. Tax
certified volunteers will complete the 
shaded portions on the right as they 
conduct a detailed tax interview with 
the taxpayer. 

Pages 2 and 3 of Form 13614-C can be 
used to determine if a return can be 
completed by a volunteer with "Basic" 
tax certification or "Advanced" 
certification. 

(A) for advanced or (B) for basic 
next to each question indicates the 

certification level required to prepare a 
return with that tax situation. CSVs can 
use this information to pair a customer 
with the correct volunteer. 

Income: Answer the following questions on the left side of this page. Check only the boxes 

money from any of the following in 2024: (To be completed by c 

ages as a part-time or full-time employee 

any jobs 

Retirement account. pension or annuity proceeds 

(B) sability benefits (such as payments from insurance and 
rker's compensation) 

• ement Benefits 

(B) W-2s 

~ (BIA) Tips (Basic when r 

(BIA) 1099-R (Basic whe 

~ (A) Qualified Charitable 

_ (B) Disability benefits on 

_ (B) SSA-1099, RRB-109 

~ (B) 1099-G 

~ (B) Refund 

(B) Itemized last year 

~ (B) 1099-INT # 

(A) 1099-B (indude brok 

Did u report a loss on last year's return D Yes D No Capital Joss carryover 

(B) imony ~ (B) Alimony 

Exduded from income 

(N Income from renting out your house or a room in your house _ (AIM) Rental income (A 

If ye . did you use the dwelling unit as a personal residence and 
rent forfewer than 15days D Yes D No 

residence and ren 

_ Rental expense 

Tax-certified volunteers will use Form 13614-C, IRS Publication 4012, and the P+P volunteer tax 
manual to determine if a tax return contains tax topics that are out of scope and cannot be 
prepared at P+P. 

Quality review requirements 
All tax returns are required to go through a quality review process. A volunteer cannot review a 
tax return they prepared. The certification level of the reviewer must match the level of the tax 
return. For example, any tax return containing an advanced tax topic must be prepared and 
reviewed by volunteers with advanced tax law certification . 

Taxpayers must be included in the quality review process. Reviewers or managers will connect 
with taxpayers if questions arise. The final checkout procedures you lead as customer support 
volunteer also engage taxpayers the process. You guide them to give a final look their return 
before it is filed. You also inform taxpayers, before they sign, that they are responsible for the 
accuracy of the information on the return. 
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CHECK-IN AND SCREENING PROCESS 
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Welcome! 
As the first point of contact, you're the first friendly face customers will see, 
and you will set the tone for their visit. These steps are designed to help the 
tax clinic run smoothly and efficiently, ensuring everyone's experience is as 
seamless as possible. 

Remember, you're not alone in this! Work together with your site manager 
and fellow CSVs to tailor the process for the unique setup and flow of your 
site. By working as a team, we can create a welcoming environment while 
keeping everything on track! 
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Filled out paperwork online, Hand printed paperwork to the customer 

Customers will have the opportunity to fill out intake paperwork online. On the Customer Sign-In 
sheet it will be marked if they filled it out online. A manager will print out the intake paperwork 
for you . 

Did not fill out paperwork online, Hand blank paperwork to the customer 

If a customer did not do paperwork online, give them a paper intake packet to complete when 
they check-in. 

Write the name, Customer Number, and tax year on the Customer Envelope 

In the top right box of the Customer Envelope, write in the customers preferred name, their 
appointment time and customer number, and the tax year to be prepared . 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
Common Intake Paperwork Issues 

Multiple Tax Years to Prepare 

Some customers will request to have multiple years prepared. Customers are guaranteed one 
tax year of preparation per appointment slot. Always receive approval from your manager 
before proceeding with multiple years. Depending on the clinic's capacity, we may be able to 
complete more than one tax year for a customer. 

If only one year is approved, confirm with site manager which year should be worked on. 

If multiple tax years are approved by your manager, the tax payer will need one customer 
envelope and one set of intake paperwork per year. On each customer envelope fill in the 
customer name, number, and tax year in the top right box. The intake paperwork can be 
photocopied if the tax situation is similar year to year or the customer will need to fill out 
intake paperwork for each year. 

If a customer is filing for a prior year and their contact info (address, phone number, email) has 
changed since that year, they should always list the current contact info, not the contact info 
from the prior year. 

Voter Registration 

Voter registration information can be requested by customers on Form 13614-C. Volunteers can 
encourage customers to register or get more information online at www.mnvotes.org . P+P will 
have paper registration forms on-site to provide to customers who cannot do online 
registration . 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
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FINANCIAL SERVICES + REFERRAL PROCESS 
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FINANCIAL SERVICE AND REFERRAL PROCESS 

P+P Boost Your Money form 
The Boost Your Money form is a useful tool for you to identify what financial resources will be 
helpful for a customer. You will include it in every intake packet, so all customers will fill out this 
form, and can check the boxes for items that interest them. 

You can pick up and review the Boost Your Money form before, during, or after tax preparation. 
Make sure to connect with everyone related to their interests and follow the steps for each 
service or referral that is a good fit. After you are finished with the form, keep it with your 
Financial Services Log. 

While talking with a customer, you may find that something they were interested in is not a good 
fit. Remember, customers do not get all the details on the Boost Your Money form. Use the 
relevant sections of this manual and the financial services menu at each preparer station to help 
guide your discussion and make a good connection. 

Customer not interested? 

Some customers will not mark anything on the Boost Your Money form, or mark the box showing 
they are not interested in any programs or services. It's still valuable to have a conversation! 

Use powerful questions and active listening skills to learn more about what someone plans to do 
with their refund, how they feel about their financial health, and if they have worked with one of 
these partners in the past. Your conversation may open doors to a useful referral or simply make 
a better connection with the customer. 

Initial details Resources Consents Financial 
Services Log 

Boost Your Money form Volunteer Checklist 

Tracking form Next steps 

Follow the short checklist on the Boost Your Money Form (and below) for each referral or 
service. Use the detailed sections in this manual for eligibility details and special next steps. 

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

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

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

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

Tracking form: I recorded the customer's name and the referrals/services requested in the 
online financial services tracking form. 

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

Referral Notes (add to online tracking form): ____________________ _ 
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CHECKOUT PROCESS 
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Example Summary Sheet 

TAX YEAR: 2022 PROCESS DATE : 1 1/ 20 / 2023 
OFF CE 

CLIENT 

ADDRESS 

Home 
Wor k 
Ce l 
STATUS 

7Q005704 1 F64 

60 0-00-4556 YASMINE SAMPLE 

123 1ST JI.VB 
SA! T PAUL MN 5510 1 

(65 1 ) 12]- 322 

S I GLB 

B RTH DATE 

PRE PARER 

0 1/0 /1 984 Age:39 

995, 

FED TYPE : Di r ect De posi t 
ST TYPE Di r ect De pos i t EFFECT VE RAT.E: 0.00% 
E-MAIL YSAM P E@ OBMA I L.COM 

DEPBNDE T NAME 
DRAKE SAMPLE 
SARAH SAMPLE 

B RTH DATE 
02 /06/ 20 6 
03 /16/ 20 8 

AGE 
6 
4 

SSN 
123-00-5556 
123-00-444 5 

LIST NG OF FORMS FOR THI S RBTURN 
FORM 1040 
FORM li'i-2 
SCHEDULE EI C (EARNBD I NCOME CREDIT) 
CHILD TAX CRE!DIT liVORKSHEET 
FORM 8 812 (ADD TI ONAL CHI LD TAX CREDIT) 
FORM 8879 (E-F LE S GNATURB AUTHORI ZATI O 
FORM 8888 (D I RECT DEPOS IT OF RBFOND) 
MN STATE RESIDENT RETURN 

UI CK s MARY * 
SUMMARY FEDERAL RBSIDENT 

F I ,G STATUS 1 

TOTAL NC'OME 22500 9550 
TOTAL AThJUST IBNT S 0 -8900 
ADJUSTED GROSS I COME 22500 700 
DEDUCTIONS 12950 0 
EXEMPT ONS 0 0 
TAXABLE I NCOME: 9550 700 
TAX 958 40 
CREDITS 958 0 
PAYMENTS 9250 2634 
RBFUNiD 9250 2594 
AMOUNT DUE 0 0 

EARNED I NCOME: CRED T 5660 0 

DI RECT DEPOS IT NFORMAT I ON 

RELATIO SHI P 
SON 
DAUGIITER 

RTN: 09100 00 19 
RTN: 296 075933 

ACCOUNT: 123 4567 891 0 
ACCO 1 098765432 1 

AMOUNT: $8 , 20 0 . 00 
AMOUNT: $ , 00 0. 00 

TOTAL BO DS: $50 . 00 

33 

MO THS 
12 
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••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• • • : Common questions about having a balance due : 
• • 
: What happens if I pay late? : 
: Paying a balance due late will result in interest being added daily to the balance due amount : • • 
: until the full amount is paid. Additionally, a failure to pay penalty is charged for each month the : 
: payment is not received. If no payment plan is established, taxpayers will receive regular : 
• • : collections communications from the IRS or MNDOR. Tax liens and wage garnishments are : 
: possible if the taxpayer does not respond in a timely manner. : 
• • 
: Do I have to pay right away if I file for an extension? : • • 
: An extension allows more time to file a return but not to pay a balance due. A taxpayer should : 
: be encouraged to estimate what they will owe and pay what they can by the original filing : 

deadline. Interest and penalties will be added to any unpaid balances. If the taxpayer over pays, 
the overpayment will be refunded. 

What should I do if I can't afford to pay? 
Taxpayers should file their return even if they cannot pay what is owed. Filing on time and 
paying as much and as soon as possible will keep penalties and interest to a minimum. The 
penalty for filing late is higher than the penalty for not paying on time. 

There are short-term payment plans available to pay in full (180 days) by installments with no 
fees. There are longer-term installment agreements for minimal fees often based on income and 
the ability to pay. 

If paying the full balance due will cause the taxpayer a financial hardship, provide a referral to a 
Low Income Taxpayer Clinic (LITC) for free legal advice and explanations of all available 
payment options for their particular situation. 

Options for paying a balance due 

Provide a Paying a Balance Due handout to taxpayers who owe. You can use the handout to 
discuss payment options during checkout. A taxpayer who can pay a balance due without it 
causing financial hardship should choose one of these options: 

Option 1: Pay in full by the tax deadline. Payment can be made by: 

A. Direct debit from a savings or checking account (preparer enters routing and account 
information in TaxSlayer). Payment date can be set as late as the filing deadline. 

B. Online using routing and account numbers at www.irs.gov/payments for federal taxes, 
or for Minnesota taxes, at www.revenue.state.mn.us. 

C. Check or money order payable to U.S. Treasury or Minnesota Revenue, mailed along 
with payment voucher or dropped off in person. 

D. Credit or debit card at www.irs.gov/payments or www.payMNtax.com (or call 855-947 
-2966). A fee is charged for this service. 

Option 2: Pay in part or in full after the tax deadline. Use options B, C, or D from Option 1. 

Option 3: Set up an installment agreement/payment plan. For federal taxes, file Form 9465, 
Installment Agreement Request, either online at the IRS website or on paper. For Minnesota, call 
the Minnesota Department of Revenue. Both federal and state payment plans charge a fee to set 
up the plan, but taxpayers should ask about reduced fees for low-income taxpayers . 

••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••••• 
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Talking points 
CFR prepaid debit cards are easy to get and sign-up is quick. 

There are no m inimum balance requirements, monthly fees, and it's not possible to overdraft. 

You can get cash at thousands of free U.S. Bank, AIIPoint, or MoneyPass ATMS or cash back at 

a point of sale (like at the grocery store). 

You can use the online and mobile apps to pay bills online and to keep track of your money. 

Once your card is activated, you can build savings with a linked savings account. 

You can use for your tax refund and also set up direct deposit of paychecks, public benefits, 

or other deposits. 

Assisting with a CFR Focus Card 

If a customer wants a new card, work with the customer to complete the short online enrollment 
to get a new routing and account number. The process is outlined on the next few pages. 

If a customer already has a CFR Focus Card from a previous tax season, customers can continue 
to use the same card from year to year. (See section on searching for an existing card, page 42.) 

Logging in to the CFR Focus Card enrollment site 
Access the enrollment site using this web address: 

new.cfrcard.org 

You will have your own unique login to the CFR Focus Card enrollment website. Your username 

is your email address. You will set (and can reset) your password. When you login, you will be 
required to enter a security code texted to your cell phone. 

new .cfrcard.org 

Welcome to Community 

Financial Resources! 

Log in for system access. 

[ Email addrtr..S 

Password 

Forgot password? 

Continue 

43 

Verify Your Identity 

We've sent a text message to: 

XXXXXXXX3091 

Enter the 6-digit code 

0 Remember this device for 30 days 

Continue 

Didn't receive a code? Resend or 

get a call 

Try another method 



•

•

•

New card enrollment 
1. To start a new card account click Enroll at the top of the Dashboard page. 

2. Ensure the customer signed the consent on the Boost Your Money form with the Prepaid 
Debit Card box checked. 

3. Work with the customer to enter all of the required details in the Enrollment Form (see 
detailed instructions on the next page). 

4 . Have the customer verify that all details were entered correctly on the review page. 

5. Print the Congratulations confirmation page and give it to the tax preparer to add the new 
account number to the tax return . Afterward, the customer keeps the confirmation page. 

6 . Give the customer the Prepaid Debit Card handout, and offer the Focus Card account 
disclosures. It is mandatory that they are offered during enrollment, but they will also be 
mailed to the taxpayer with their card . (More disclosure copies can be printed from the CFR 
Enrollment Portal Dashboard.) 

7. Share that the card will arrive in a plain white mailer in 10 to 14 business days. Encourage 
customers to set up the mobile app and to make their card portable so they can use it for 
more than their tax refund (see more instructions on page 44). 

8. Use the Financial Services Log to track that you opened a new Focus Card and fill out the 
online Financial Services Tracking Form before the end of your shift. 

, ;;, Community 
~ FINANCIAL RESOURCES 

foc(!I:l Enrollment Portal ::: • 
SUl"UI coo•o1N.t.TO• 

WE LCOME, KATY SCHULTZ! Dashboard B B Users 

Dashboard It's your location's card enrollm7""'9lance 

' Your location's recent activity 

El Card enrollment for was entered by 
Prosper OCTOBER 12 AT 11 :38 AM 

view details 

for location PP Prepare and 

Helpful information 

On Friday November 171h, beginning at 

1 :00 AM ET until 12:55 AM ET on Monday, 
November 20vi, system maintenance will 

Help 

••••••••••••••••••••••••••••••• 
Search for an existing card 
To use a card opened in a previous year, there are a few ways 
to get the account number. If the customer no longer has the 
physical card , they can call 1-877-474-0010 to order a 
replacement and it will be tied to the same account number. 

You can use the Search option on the CFR website to look up 
and print the routing and account number. 

Search tips 
You do not need to enter all 

• • • • • • 
information in the search area. : 
Click the Show Details next to the : 
customer's name when you find 
the correct record . A customer 

• • • • 
may have more than one record . : 
Usually the most recent record : 
will be the account information : 

You can find the routing and account number on a prior year needed. If it's uncertain which : 
tax return. You can use a copy the customer has with them, account should be used, do a new : 
or you can work with a manager to look up a return . card enrollment. : 

• 
The customer can look up their account number on the US •••••••••••••••••••••••••••••• : 

Bank Focus card app or website if they already have an account: www.usbankfocus.com. 

Complete the Financial Services Log and the online Financial Services Tracking Form to track 
that you helped find information for a previous year's card. 
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Enrollment form instructions 
•••••••••••••••••••••••••••••• • • • Practice! 
: You can practice an enrollment on 
: the CFR Focus Card training site. 

: URL: training.cfrcard.org 

, ii, Community 
~ F INANCIAL RESOURCES 

fo 

WELCOME, KATY SCHULTZ! Dashboard 

: (click log in at the bottom) 
• 
: Username: 

Enroll Request a card by completing t his enrollment form. 

: katy@)prepareandprosper.org 
: Password: P+Ptraining! 
1 ••••••••••••••••••••••••••••• 

Choose your tax site 
from the location list. 

Enter customer's name as 
shown on the Social 
Security card or ITIN 
letter. If filing jointly, 
open the card in the 
name of the first person 
listed on the tax return. 

Enter number as shown 
on the Social Security 
card or ITIN letter. 

Enter date of birth. 

Enter physical address. If 
the mailing address is 
different, check the box 
and enter below. For Safe 
at Home addresses, enter 
the lot number in the 
address line and PO box 
in address line 2. Do not 
enter a mailing address. 

Enter a number and 
select the phone type. 

Enter an email address or 
noemail@noemail.com. 
Email allows customers 
to set up online and app 
services for their card. 

Location: 

Select ... 

card Type: 

Please complete the Focus Card 

enrollment form below. 

Applicant Name (alphar1.Jmeric cnly, no special characters) 

First Name* Last Name* 

Social Security NumberATIN• Social Sec,rity Number/lTII< (again)• 

Dale of Birth (Musi be 14 or older)* 

MM DD yyyy 

Applicant Resident/Physical Address ( Check mailirg address option 'or PO Boxes) 

Address• (alphanumeric only, no special character;) 

Address Line 2 

City• (a phanumeric ,only, no speoal characters) State* 

Select ... 

Zip Code* Zip Code Plus 4 

Mailing address is different from ph:t5ical residence above. 

Flease provide one or more phone nurrbers OOlow: 

Fhonc Number• Phone T)Pc"' 

+ Additional Phone Number 

Primary Email Ad:fress' 

Bff·lifdf 

Select. .. 

Alternate Email 

Click to finish enrollment and show a confirmation page. Review it with the customer and make 
corrections if needed or finish the enrollment. Print the Congratulations confirmation page for the 
customer's records. 
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Connection to Money Mentors 

Interest form on-site 

Encourage customers interested in coaching to fill out an interest form while at the tax clinic. To 

access the form they can use the QR code on the Money Mentors brochure or use a P+P laptop 

or their smartphone to visit prepareandprosper.org/money-mentors. 

From the Money Mentors webpage they should click "submit an interest form." The form takes 

about 5 minutes to complete. It screens applicants for the program and streamlines their referral. 

They will get a follow-up email within one week. 

You should still track referral information (see below) if the customer fills out an interest form. 
This ensures the Money Mentors team can connect with everyone who is interested. 

No interest form on-site 

If a customer doesn't have time to submit the interest form at the tax site, make sure t hey signed 

the consent on the Boost Your Money form with the Money Mentors Financial Coaching box 

checked. Provide the customer with a Money Mentors brochure. Track the referral on the 

Financial Services Log and then enter the referral information in the online Financial Services 

Tracking Form at the end of your shift. 

Application process 

Applicants are accepted on a rolling basis. If there are no open spots at the time, they will be 

placed on a waitlist. 

Submit an 
interest form 

Accepted 
applicants learn 
more at a virtual 

Get matched 

coach 

Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 

Interest form 
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What We Do Who We Are Our Blog Get Help 

Answer the five questions below to see if you moy be el igible for our 

refinoncing program. 
D I live in Minnesota. 

D I have payday or other predatory loan debt 

D I have a predatory loon with a payoff that is under $1500 

D I've had the loan or have reborrowed the loan for more than 30 days. 

D I am not in active bankruptcy nor considering filing for bankruptcy. 

D I have a steady income.• 

•this can be earned at a job or consistent unearned income, such as social security, pension, etc 

Submit 

You're Eligible! 

We just need a little more information. 

If you're having trouble fi ll ing out th is form please ca ll 612-615-0067 ext. 1. 

Fields marked with an • are required 

First Name • 

Lost Nome • 

Preferred Contact Methods • 

D Text 

□ Phone 

□ Email 

Phone Number • 

Email (required) • 

weekday Time Availability • 

D Morning (9 am - 12 pm) 

D Afternoon (12 pm - 3 pm) 

D Evening (3 pm - 6 pm) 

D Other (Please Describe) 

other Availability 

Tell us about your predatory loan(s): 
(Which lenders, payoff amount, etc.) • 

How did you hear about Exodus Lending? (Flyer, Ad, Friend, Online Search ... ) • 

D I consent to being contacted by Exodus Lending 
using the information I shared above. • 

Submit 

__ p 

56 

Online referral form for 
Exodus Lending 

1. Go to www.exoduslending.org 

and click the See If You Qualify 
button. 

2. With the customer, answer the 

eligibility questions to ensure the 
person meets all the Exodus 

Lending program criteria. 

3. With the customer, complete the 
contact form with name, best 

way to contact, phone number, 

and email address. 

4. In the availability section, choose 
the best time for Exodus 

Lending staff to contact the 
customer, and add any 

additional notes about when or 
how to make contact. 

5. In the predatory loan section, 

work with the customer to enter 
a description of the loans. Share 

as much detail as the customer 
can provide. 

6 . Enter Prepare + Prosper as the 
response for where the 

customer learned about Exodus 
Lending. 

7. Re-confirm with the customer 
that Exodus Lending can contact 
them, and check the consent 

check box. 

8. Click the Submit button to 
finalize the form. 

Reminder: Enter the customer's 

information in the online Financial 
Services Tracking Form even if you 
complete the online referral form on 

the Exodus Lending website. 
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Online enrollment for 
CollegeBound Saint Paul 

0 + + 

CollegeBound •
0 

SAINT PAUL 

Pathways /or Every Child, Family and Future. 1. Go to collegeboundstp.com and 

click the Enroll Today button. 
Welcome to the College Bound Saint Pau l Enrollment Form ! This is the first step to saving for your baby 's futu re! To 

be eligible, your baby must have been born on or after January 1, 2020 and live in Saint Paul, MN 

2. On the Enrollment page, click 
the Enroll option. 

The information you provide on this form will finalize your baby's enrollment in the CollegeBound Saint Paul 

program. Please complele a separate form for each elig ible baby. After your baby is enrolled, you should hear from 

ColleoeBound within a month or two. 

3. With the customer, fill in the 
baby's basic information on the 

first page. Include an email 

address if the customer has one. 

For help ore 

Baby's First Name 

flaby's Middle Name 

Baby's Last Name .. 

Online Enrollment Form 

Baby's St reet Address • 

City • 

State ~ 

<Click to select> 

4 . On the next page, work w ith the 

customer to fill in more basic 
information about the baby. 

Baby's Birth Date , Zip Code • 

mm/dd/yyyy 

Email Address Baby's Gender 

5. For the primary language 
option, select the customer's 

primary language. 

• Fielcf is required 

+;;+ 
6. The account interest opt-out question, 

allows customers to indicate if it is okay for 

their child to have an interest bearing 
account. Select nothing if interest is okay, 

and choose no if the customer's cultural or 
religious practices do not allow interest. 

7. With the customer, enter information for 
the primary parent/guardian. Add details 
for a secondary parent/guardian if 

applicable. (The customer must be the 
primary or secondary parent/guardian to 

do the enrollment at the tax clinic.) 

8. Select Enrollment Partner as a response for 

how the enrollment was completed. Enter 
Prepare + Prosper in the final entry field . 

9. Click the Finish and Submit button to 

finalize the form. 

If the customer is expecting a baby, use the 
streamlined Pre-Registration option instead of 

the full enrollment form. 

Reminder: Enter the customer's information in 
the online Financial Services Tracking Form 

even if you complete the online enrollment 
form on the CollegeBound Saint Paul website. 
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<Click to select> 

Baby's Race/ethn icity 

<Click to select> 

Primary Language 

<Click to select> 

Account Interest Opt-Out 

Once the savings account has been created, the account will grow with Interest, unless parents/guardians inform the program that they 
do not want their child's account to have interest Please select "NON if you don1 want interest on your account 

f) 

<Click to select> 

Primary Parent/Guardian First Name • 

Primary Parent/Guarcli;m LoJSt Name ~ 

Em.Jil Address 

Primary P.Jrent/Guarcli.Jn Phone 

Rel.Jtionship to the Baby • 

<Click to select> 

Primary ParenUGuardian RetatiOnship - Other 

secondary Parent/Guardian First Name 

secondary Parent/Guardian Last Name 

Secondary Parent/Guardian Email 

Secondary/Guardian Parent Phone 

Secondary Parent/Guardian Relationship to the Baby 

<Click to select> 

Secondary ParenUGuardian RelatiOnship - Other 

How Did You Enroll Today? 

<Click to select> 

• Fie/dis required 

IIIIMMMM 
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Reviewing a credit report 

This guide is a list of items to review on a credit report. The most important task is to ensure all 
information on their credit report is accurate. 

Checking a credit report regularly ensures that there are no issues with identity theft or items 
that should have been removed or dropped off that have not. Through the end of 2025, 
AnnualCreditReport.com allows consumers to review their credit reports online every week. 

Personal Information 

Name 

Social Security number 

Phone number 

Current address 

Previous addresses 

Employment history 

Public Records 

Is there anything listed here? If so, does it look accurate? Make sure the date the debt is 
expected to be removed corresponds to when it was first listed. The most common item for this 
section is bankruptcy, which will be removed in 7 years or 10 years depending on the type of 
bankruptcy filed. 

Trade lines/Credit accounts 

Check the following for each trade line/ credit account: 

Current status: open or closed 

Balance 

Date listed and date closed, if applicable 

Are there any duplicate listings? 

Are zero balances listed for debts discharged in bankruptcy or debts paid in full? 

Accounts listed typically show a designation of authorized user, joint user, or cosigner. Are 
the listings correct? 

Any old negative information still reported? (Typically removed after 7 years.) 

Inquiries 

Does the customer recognize creditors/lenders listed? 

Does the customer want to opt out of receiving pre-approved credit or insurance offers by 
removing their name from lists supplied by Equifax, Experian and TransUnion? Encourage them 
to use opt-out tools at www.optoutprescreen.com or 1-888-567-8688. 

61 



• 

• 

• 

• 

• 

• 



FINANCIAL PARTNER REFERRAL COMPARISON 

• Focused on addressing a specific financial need 
• Credit card debt, student loan debt, or homebuyer support 
• Brief contact, limited follow-up 

FINANCIAL PLANNING 
• Focused on long-term financial goals 
• Investments, trusts, insurance, or retirement 
• Typically ongoing, but our referrals are one-time 

FINANCIAL COACHING 
• Focused on making behavior change 
• Saving, spending, debt, or credit 
• Long-term commitment; regular sessions; check-ins 

FINANCIAL ACCOUNT COMPARISON 

FAIR Checking or Savings 
Accounts 

Requirement to open a FAIR banking account 

A current ID: Driver's License, Passport, State ID, Military ID, 
or Tribal ID 
U.S. Social Security or ITIN Number 
Proof of address (ONLY if not current on ID): copy of a 
current utility bill, lease agreement, current pay stub or job 
ofter, OR bank statement 
Must be 18 years of age or older 

FAIR Checking or Savings may be good if ... 

You have t rouble getting a checking account at other 
banks because of your banking history 
You have a checking account and/or prepaid debit card 
and are paying high fees, like overdraft 
You are comfortable banking online or using a mobile app 

You get paid via check or direct deposit 

FAIR Checking or Savings may NOT be good if ... 

You have a history of actual bank fraud 
You prefer to do your banking in person 
You prefer operating in cash 

fair: FINANCIAL OPPORTUNITY 
FOR EVERYONE 
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CFR Focus Prepaid 
Debit Card 

Requirement to open a CFR Focus debit card 

MN residents only: must live in the state of MN to get this 
product through Prepare+ Prosper 
A current ID: Valid State ID or Driver's License 
U.S. Social Security Number (ITINs accepted) 
Physical mailing address for the card to be sent out (P.O. 
boxes and general delivery are not accepted) 
Must be 14 years of age or older 

CFR Focus Card may be good if ... 

You are looking for something to use for direct deposit 
and spending for the short-term 
You want access to a large network of ATMs 
You are not looking for a banking relationship 
You fear the risk of garnishment on your account 

CFR Focus Card may NOT be good if ... 

You deal directly in cash 
• You prefer to do your banking in person 

PREPARE+ PROSPER 



BOOST YOUR MONEY FORM -PAGE 1 

[_i, REPARE + PROSP~ 

BOOST YOUR MONEY 
Preferred name(s): __________________________ _ 

(taxpayer) (spouse) 

Phone number: ______ Email address: ___________ Zip code __ _ 

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 
• The CFR Focus card is available regardless of 
: credit or banking history. The card has no 
• monthly fee or minimum balance required. 
: It can be used for your tax refund and 
• other deposits. 

□ I want to open a CFR Focus card today 
for my refund to be direct deposited. 

BANK ACCOUNTS 
P+P FAIR Banking program offers checking • 
and savings accounts with no overdraft fees • 
or minimum balance requirements. They are • 
available regardless of banking history : 
(excluding bank fraud) . • 

□ I want to make an appointment to open • 
an account. 

SAVE+ WIN: Are you saving all or part of your federal or state refund? Enter our drawing 

to win $7001 

□ I want to save and enter for a chance to win $700. 

FINANCIAL COACHING: Work with a P+P Money Mentors financial coach who will meet with 
you over a 6 - 24 month period to set a financial goal and develop a plan to reach it. 

□ I 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. 

□ I want to get a copy of my credit report today. 

□ I want to fill out a request form today to receive a copy of my free credit report by mail. 

□ I 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. 

□ I have a predatory loan and would like more information about Exodus Lending. 
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BOOST YOUR MONEY FORM -PAGE 2 

FREE FINANCIAL PLANNING: A Certified Financial Planner® is a financial expert who can meet with 
you for a free one-time consultat ion . 

□ I would like a financial planner to call me to set up an appointment to discuss: 

□ Retirement savings or distribution options □ Appropriate life insurance coverage 

□ Opening a 529 College Savings Plan □ 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. 

□ I wo uld like to meet w ith an LSS financial counselor regarding: 

□ Student loans and/or understanding repayment options 

□ Credit card debt 

□ First time homebuyers information 

CHILD SAVINGS ACCOUNTS (Saint Paul Residents Only): CollegeBound provides a college savings 
account with $SO for each child who lives in Saint Paul and is born on or after January 7, 2020. 

□ I am a resident of Saint Paul and have a child born on or after Jan l, 2020. 

□ I am currently expecting a child and live in Saint Paul. 

□ My child is already enrolled in CollegeBound. 

□ I am not interested in any of the programs or services offered here. 

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

Signature: ____________________ _ Date: _____ _ 

Can we text you regarding your financial referrals*? □ Yes □ No 
*We will never send any sensitive financial information or any personally identifiable information via text. 

(D STOP HERE! OFFICE USE ONLY! (D 
VOLUNTEER CHECKLIST: Follow this checklist for each service or referral that is of interest to the customer. 

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

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

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

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

□ Tracking form: I recorded the customer's name and the referrals/services requested in the on line 
financial services tracking form www.tinyurl.com/fstracker2025 

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

Referral Notes (add to on line tracking form) 

65 



(j) 
(j) 

Form 13614-C 
(November 2024) 

Department of the Treasury - Internal Revenue Service 

Intake/Interview and Quality Review Sheet 
0MB Number 

1545-1 964 

You will need: Complete pages 1-6 of th is form. 
Tax Information such as Forms W-2, 1099, 1098, 1095. You are responsible for the information on your return . Provide complete and accurate 
Social Security cards or ITIN letters for all persons on your tax return information. 
Picture ID (such as valid driver's license) for you and your spouse If you have questions, ask the IRS-certified volunteer preparer. 

Volunteers are trained to provide high quality service and uphold the highest ethical standards. To report unethical behavior to the IRS, email us at ts.voltax@irs.aov 

Your first name (pronouns, optional) I M. I. I Last name I Your date of birth I Your job title 

Spouse's first name (pronouns, optional) IM .I. Last name Spouse's date of birth I Spouse's job title 

Mailing address Apt# City I State I ZIP code 

Your telephone number I Spouse's telephone number Email address (optional) I Did you live or work in two or more states in 2024 

Check if you or your spouse were in 2024: 
A U.S. citizen D You 

In the U.S. on a visa D You 

A full-time student D You 

D Spouse 

□ 

□ 

Spouse 

Spouse 

□ No 

□ No 

□ No 

D Yes D No 

Legally blind D You D Spouse 
Totally and permanently disabled D You D Spouse 

Issued an identity protection PIN (IPP IN) D You D Spouse 

Owners or holders of any digital assets D You D Spouse 

If due a refund, how would you like your refund If you have a balance due, how would you like to make your payment 
D Direct deposit D Check by mail D Bank account D IRS.gov Direct Pay 

D Split refund between accounts D Other ___________ D Set up installment agreement D Mail payment to IRS 

0 No 
□ No 

0 No 

□ No 

Would you like to receive written communications from the IRS in a language other than English D You D Spouse D No 
What language 

Would you like information on how to vote and/or how to register to vote 

Would you, or your spouse if married fil ing jointly, like $3 to go to the Presidential Election Campaign Fund 

As of December 31 , 2024, what was your marital status 
D Never Married D Married If married , were you married for all of 2024 

Did you live with your spouse during any part of the last six months of 2024 

D Divorced D Legally Separated but not Divorced 
Date of final decree Date of separate maintenance decree 

To be completed by certified volunteer: Can anyone else claim the taxpayer or spouse on their tax return 

List the names below of everyone who lived with you last year (except your 
spouse) AND anyone you supported but did not live with you last year. 
Name (fi rst, last) 

Catalog Number 52121 E 

Date of birth 
(mrnldd/yy) 

Relationship to you I Number of I Single or Married 
(child, parent, none, months lived In as of 12/3112024 
etc.) your home In (SIM) 

2024 

Answer Yes or No (Y/N) 

U S. I Resident or 
Clllzen U.S., canada 

or Mexico 

www.irs.gov 

Full-time 
student 

Totally and I Issued 
permanently IPPIN 
disabled 

D Yes 

D You 

D Yes 

D Yes 

D Widowed 

0 No 

D Spouse 

0 No 

0 No 

Year of spouse's death 

D Yes D No 

□ No 

To be completed by certified volunteer 
(Yes, No, or N/A) 

Qualifying 
child or 
relative of 
any other 
person 

This person This Taxpayer(s) 
provided person had provided 
more than less than more than 
50% of their 55,050 or 50% of 
own support Income support for 

this person 

Taxpayer( s) 
paid more than 
half the cost of 
maintaining a 
home for this 
person 

Form 13614-C (Rev. 11-2024) 

-;:a 

"' -z 
► 
~ 
ffl 

"' ::c 
ffl 
ffl 
-t 

I 

J 
(i) 
ffl ... 



(j) 
-...J 

Page 2 

Income: Answer the following questions on the left side of this page. Check only the boxes that apply to you and/or your spouse. 

Received money from any of the following in 2024: (To be completed by certified volunteer) Income to be included Notes/Comments 

D (B) Wages as a part-time or full-time employee 

How many jobs 

0 (B/A) Tips 

D (B/A) Retirement account, pension or annuity proceeds 

D (B) Disability benefits (such as payments from insurance and 
worker's compensation) 

D (B) Social Security or Railroad Retirement Benefits 

D (B) Unemployment benefits 

D (B) Refund of state or local income tax 

D (B) Interest or dividends (bank account, bonds, etc.) 

D (A) Sale of stocks, bonds or real estate 

Did you report a loss on last year's return 

D (B) Alimony 

D Yes D No 

_] (B) W-2s # 

D (B/A) Tips (Basic when reported on W2) 

D (B/A) 1099-R (Basic when taxable amount is reported) # 

_] (A) Qualified Charitable Distribution From 1099-R $ 

=:J (B) Disability benefits on 1099-R or W-2 # 

□ (B) SSA-1099, RRB-1099 # 

::::J (B) 1099-G # 

::::J (B) Refund $ 

::::J (B) Itemized last year D Yes 0 No 

□ (B) 1099-INT # □ (B) 1099-DIV # 

:J (A) 1099-B (include brokerage statement) 

::::J Capital loss carryover 

D (B) Alimony 

Excluded from income 

# 

D Yes D No 

$ 

D Yes D No 

D (AIM) Income from renting out your house or a room in your house u (AIM) Rental income (Advanced when the dwelling is a personal 

If yes, did you use the dwelling unit as a personal residence and 
rent it for fewer than 15 days D Yes D No 

D Income from renting personal property such as a vehicle 

D (B) Gambling winnings, including lottery 

D (A) Payments for contract or self-employment work 

Did you report a loss on last year's return D Yes 0 No 

□ Any other money received during the year? (example: cash 
payments, jury duty, awards, digital assets, royalties , union strike 
benefits) 

Catalog Number 52121 E 

residence and rented for fewer than 15 days) 

::::J Rental expense $ 

0 (B) W-2G or other gambling winnings (list losses below if 
taxpayer can itemize deductions) # 

(A) Schedule C 

0 1099-MISC # 

0 1099-NEC # 

0 1099-K # 

D Other income reported elsewhere 

O Schedule C expenses $ 

D Other income (see Pub 4012 for guidance on other income, i.e., 
scope of service chart) 

www.irs.gov Form 13614-C (Rev. 11-2024) 

-;:a 

"' -z 
► 
~ 
ffl 

"' ::c 
ffl 
ffl 
-t 

I 

J 
(i) 
ffl 

~ 



0) 
co 

Expenses and Tax Related Events: Answer the questions on the left side of this page. Check only the boxes that apply to you and/or your spouse. 

Paid any of the following expenses to itemize in 2024? (To be completed by certified volunteer) Standard Notes/Comments 
or Itemized Deductions 

D (A) Mortgage Interest :J (A) 1098 # 

(A) Taxes: state, local, real estate, sales, etc. 

O (A) Medical, dental , prescription expenses 

D (A) Charitable contributions 

:::::I (B) Standard deduction D (A) Itemized deduction 

Paid any of these expenses in 2024? (To be completed by certified volunteer) Expenses to report 

(B) Student loan interest _J (B) 1098-E 

O (B) Child and dependent care D (B) Child and dependent care credit 

D (B/A) Contributions to a retirement account =i (B/A) IRA (Basic if a Roth IRA or 401 K) 

D (B) School supplies by a teacher, teacher's aide or other educator D (B) Educator expenses deduction $ 

D (B) Alimony payments (do not include chi ld support) D (B) Alimony payments with spouse's SSN $ 

Adjustment to income O Yes O No 

Did any of the following happen during 2024? 

D (B) You or someone in your family took educational classes 
(technical school, college, job related, etc.) 

D (A) Sell a home 

(To be completed by certified volunteer) Information to report 

D (B) Taxable scholarship income 

_] (B) 1098-T (itemized statement from school, invoice, etc.) 

u (B) Education credit or tuition and fees deduction 

(A) Sale of home (1099-S) 

D (A) Have a health savings account (HSA) D HSA contributions □ HSA distributions 

D (A) Purchase health insurance through the Marketplace (Exchange) D (A) 1095-A 

□ (A) Purchase and install energy-efficient home items (example: □ (B) Energy efficient home improvement credit 
windows, furnace, insulation, etc.) 

□ (A) Have credit card , mortgage, or other debt cancelled/forg iven D (A) 1099-C 
by a lender 

D (A) Have a loss related to a declared Federal disaster area 

D (B) Have a tax credit disallowed (example: earned income credit, 
child tax credit, or American opportunity credit) 

D Receive any letter or bill from the IRS 

(B) Make estimated tax payments or apply last year's refund to 
2024 taxes 

(A) 1099-A 

u Disaster relief impacts return 

O (B) EITC, CTC, AOTC or HOH disallowed in a previous year 

Year disallowed Reason 

D Eligible for Low Income Taxpayer Clinic referral 

O Estimated tax payments 

O Last year's refund applied to this year 

=i Last year's return available 

Notes/Comments 

Notes/Comments 

Page 3 
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Optional Information 

The following information is for statistical purposes only. Your responses to these questions are not a part of your tax return and are not transmitted to the 
IRS with your tax return. You are not required to answer these questions. 

1. Would you say you can carry on a conversation in English Very well 0 Well D Notwell O Not at all O Prefer not to answer 

2. Would you say you can read a newspaper in English Very well 0 Well D Notwell Not at all D Prefer not to answer 

3. Do you or any member of your household have a disability D Yes 

4. Are you or your spouse a Veteran of the U.S. Armed Forces D Yes 

5. What is your race and/or ethnicity? Select all that apply 

O American Indian or Alaska Native (for example, Navajo Nation, Blackfeet Tribe 
of the Blackfeet Indian Reservation of Montana, Native Village of Barrow lnupiat 
Traditional Government, Nome Eskimo Community, Aztec, Maya, etc.) 

□ Asian (for example, Chinese, Asian Indian, Filipino, Vietnamese, Korean, 
Japanese, etc.) 

□ Black or African American (for example, African American, Jamaican, Haitian, 
Nigerian, Ethiopian, Somali, etc.) 

□ Hispanic or Latino (for example, Mexican, Puerto Rican, Salvadoran, Cuban, 
Dominican, Guatemalan, etc.) 

O Middle Eastern or North African (for example, Lebanese, Iranian, Egyptian, 
Syrian, Iraqi, Israeli, etc.) 

D Native Hawaiian or Pacific Islander (for example, Native Hawaiian, Samoan, 
Chamorro, Tongan, Fijian, Marsha/Iese, etc.) 

D White (for example, English, German, Irish, Italian, Polish, Scottish, etc.) 

0 No D Prefer not to answer 

0 No D Prefer not to answer 

6. What is your spouse's race and/or ethnicity? Select all that apply 

O American Indian or Alaska Native (for example, Navajo Nation, Blackfeet Tribe 
of the Blackfeet Indian Reservation of Montana, Native Village of Barrow lnupiat 
Traditional Government, Nome Eskimo Community, Aztec, Maya, etc.) 

O Asian (for example, Chinese, Asian Indian, Filipino, Vietnamese, Korean, 
Japanese, etc.) 

□ Black or African American (for example, African American, Jamaican, Haitian, 
Nigerian, Ethiopian, Somali, etc.) 

□ Hispanic or Latino (for example, Mexican, Puerto Rican, Salvadoran, Cuban, 
Dominican, Guatemalan, etc.) 

O Middle Eastern or North African (for example, Lebanese, Iranian, Egyptian, 
Syrian, Iraqi, Israeli, etc.) 

O Native Hawaiian or Pacific Islander (for example, Native Hawaiian, Samoan, 
Chamorro, Tongan, Fijian, Marsha/Iese, etc.) 

O White (for example, English, German, Irish, Italian, Polish, Scottish, etc.) 

Privacy Act and Paperwork Reduction Act Notice 

We are asking for this information so you may participate in the IRS Volunteer Income Tax Assistance (VITA) and Tax Counseling for the Elderly (TCE) program which 
provides IRS-certified volunteer income tax preparers to assist with basic income tax return preparation for qualified individuals. The IRS authority to collect this 
information is 5 U.S.C. section 301 and 26 U.S.C. section 7801. The information you provide may be disclosed to others who coordinate VITA/TCE staffing, outreach, and 
other VITA/TCE related activities. The IRS may only disclose your return and return information as provided by 26 U.S.C. section 6103. All other records may be disclosed 
only for purposes the IRS deems are compatible with the purpose for which IRS collected the records, and consistent with any routine use disclosures described in the 
System of Record Notice (SORN) Treasury/IRS 24.030, Customer Account Data Engine (CADE) Individual Master File (IMF). You may view Treasury/IRS SORNs on the 
Treasury SORN website at Treasury.gov/System of Records Notices (SORNs). Providing this information is voluntary however, if you do not provide the requested 
information the IRS volunteers may not be able to assist you with preparing and filing your tax return. 

The Paperwork Reduction Act requires that the IRS display an 0MB control number on all public information requests. The 0MB Control Number for this study is 
1545-1964. Also, if you have any comments regarding the time estimates associated with this study or suggestion on making this process simpler, please write to the 
Internal Revenue Service, Tax Products Coordinating Committee, SE:TS:CAR:MP:T:T:SP, 1111 Constitution Ave. NW, Washington, DC 20224. 

Catalog Number 52121 E www.irs.gov Form 13614-C (Rev. 11-2024) 
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IRS INTAKE SHEET - PAGE 6 

Depanroont of the Treasury - Internal Revenu-e Ser1tice 

Form 15080 
(October 2024) 

Consent to Disclose Tax Return Information to 
VITA/TCE Tax !Preparation Sites 

Federal! Disclosure: 
Federal law requires this consent form be provided to you. Unless authorized by law, we cannot disclose 
your tax return information to third parties for purposes other than the preparation and fil ing of your tax 
return without your consent. If you consent to the disclosure of your tax return information, Federal law may 
not protect your tax return information from further use or distribution. 

You are not required to complete this form to engage ourtax return preparation services. If we obtain your 
signature on this form by conditioning our tax return preparation services on your consent, your consent wil l 
not be valid. If you agree to the disclosure of your tax return information, your consent is valid for the amount 
of time that you specify. If you do not specify the duration of your consent, your consent is valid for one year 
from the date of signature. 

Terms: 
Global Carry Forward of data allows TaxSlayer LLC, the provider of the VIT A/TCE tax software, to make 
your tax return information available to ANY volunteer site participating in the IRS's VITA/TCE program that 
you select to prepare a tax return in the next fi ling season. This means you will be able to visit any volunteer 
site using TaxSlayer next year and have your tax return populate with your current year data, regardless of 
where you filed your tax return th is year. This consent is valid through November 30, 2026. 

The tax return information that will be disclosed includes, but is not limited to, demographic, financial and 
other personally identifiable information, about you, your tax return and your sources of income, which was 
input into the tax preparation software for the purpose of preparing your tax return . This information includes 
your name, address, date of birth , phone number, SSN, filing status, occupation, employer's name and 
address, and the amounts and sources of income, deductions and credits that were claimed on , or 
contained within, your tax return. The tax return information that will be disclosed also includes the name, 
SSN , date of birth , and relationship of any dependents that were claimed on your tax return . 

You do not need to provide consent for the VIT A/TCE partner preparing your tax return this year. Global 
Carry Forward will assist you only if you visit a di·fferent VITA or TCE partner next year that uses TaxSlayer. 
You have the right to receive a signed copy of this form. 

Limitation on the Duration of Consent: I/we, the taxpayer, do not wish to limit the duration of the consent 
of the disclosure of tax return information to a date earl ier than presented above (November 30, 2026). If I/ 
we wish to limit the duration of the consent of the disclosure to an earl ier date, I/we will deny cons,ent. 

Limitation on the Scope of Disclosure: I/we, the taxpayer, do not wish to limit the scope of the disclosure 
-of tax return information further than presented above. If I/we wish to limit the scope of the disclosure of tax 
return information further than presented above, I/we will deny consent. 

Consent: 
I/we, the taxpayer, have read the above information. 

I/we hereby consent to the disclosure of tax return information described in the Global Carry Forward terms 
above and allow the tax return preparer to enter a PIN in the tax preparation software on my behalf to verify 
that I/we consent to the terms of this disclosure. 

Primary taxpayer printed name and signature Date 

Secondary taxpayer printed name and signature Date 

If you believe your tax return information has been disclosed or used improperly in a manner unauthorized 
by law or without your permission, you may contact the Treasury Inspector General for Tax Administration 
(TIGTA) by te lephone at 1-800~366-4484. Report a Crime or IRS Employee Misconduct - U.S. Treasury 
Inspector General for Tax Administration (TIGTA) (https://www.tigta .gov/reportcrime-misconduct). 

Catalog Numller 39573K www.irs.gov Fann 15080 (Rev. 10-2024) 
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P+P TAX INTAKE SHEET -PAGE 1 

I PREPARE i PROSP~ 

'TAX INTAKE SHEET 
Preferred name(s): ____________________________ _ 

(Taxpayer) (Spouse) 

What tax returns do you need prepared? Check all that apply. 

□ 2024 Income Taxes 
□ 2024 Property Tax refund 

TAXPAYER SURVEY 

A.How do you identify? 

D African 
D African American or Black 
D American Indian or Allaskan Native 
D Asian or Pacific Islander 
D Hispanic o r Lat ino 
D Midd le Eastern/North A fr ican 
D Wh ite, Non-Hispanic 
D Mu lt iracia I 
D Not listed above, write in: 

B. Are you or a member of your household 
considered a person with a disability? 

□ Yes 

□ No 

STAY INI TOUCH 

□ Prior year(s): ________ _ 
□ Other: ___________ _ 

C. What language do you p,rimarily 
speak at home? 

□ :English 
□ Spanish 
□ Somal i 

□ Oromo 

D Amharic 

D American Sign Language 
D Hmong 
□ Vietnamese 
□ Karen 
□ Russian 

D 1Not listed above, write in: ______ _ 

0. What is your gender? 

□ Fema le 
□ Male 

□ Nonbinary 
□ Not listed above, write in: ______ _ 

E. In what county do you cur,rently reside? 

Get tips and news from Prepare+ Prosper year•round! Receive our newslette,r and other emails 
that sha,re about our se,rvices, upcoming events, and more. 
We w illl never share your information. Message and data rates may app lly w ith text ing. 

• Email _________________________________ _ 

• Would you like to rece ive text messages from us? □ Yes □ No 

DIRECT DEPOSIT AND PAYMEN1T INFORMATION 

If you are getting a re~und_, how do you want to receive it? 

□ II want my refunds deposited in my savings or checking account. 
□ I have my account information w ith me. 

D I need a new bank account or p repaid card for my re funds. 

□ I want to split my federa l refund into mullt ip le bank accounts. 

□ I want to receive a check in the mail. 

If you have a balance due, how do you want to make a tax payment? 

□ I need more information so I can pay llater. 
□ I want the payment to come out of my checking or savings account. 
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P+P TAX INTAKE SHEET -PAGE 2 

PERMISSION TO USE YOUR INIFORMATION 

Review the Prepare + Prosper (P+P) Permission to Use Your lnfo1rmation handout and the 
consents below. 
If you choose "no" for any of these consents, P+P cannot e-fil e your tax return, and you w ill rece ive 
paper copies to sign and mail. 

•P+P may keep an electronic copy of my tax return for up to 6 years. 

•P+P may use anonymous data containing tax return dollar amounts for 
marketing, fundra ising, or other non-fundraising act ivity. This allows us 
to count you in our statist ics when we app ly for fund ing or share data 
w ith our partners. We do not use personally identifiable information. 

•P+P may disclose my tax return information to TaxSlayer (our tax 
preparation software) to e-fi lle my tax return, and TaxSlayer may 
disdlose my tax return information to P+P for follow-up. 

□ Yes 

□ Yes 

□ Yes 

□ No 

□ No 

Taxpayer signature _____________________ _ Date ____ _ 

Spouse signature ______________________ _ Date ____ _ 

MINNESOTA TAX INFORMATIONI 

1. Weire you a 1resident of Minnesota the entiire year? 

2. Did you make Minnesota estimated income tax payments in 2024? 
If yes, how much did you pay? $ ______ _ 

□ Yes 

□ Yes □ No 

3. Did any of the following1 situations apply to you or your spouse in 2024? Check boxes be low. 

□ None o f the fol owing situat iions apply . 

D Made student l1oan payments 

D Had a child born in 2024 

□ Experienced a st illlbirth 

□ Donated an organ 

D Paid for long-term care insurance 

D Received a public pension 

□ Received an AmeriCorps education award 

□ Complleted a masters degree (teachers on ly) 

□ Received m illitary service pension/retirement pay 

□ Contributed to a 529 College Savings Plan 

□ Received a sexuall harassment/abuse sett lement 

□ Earned income while liv ing on an a reservat ion 

4. Did you pay for K-12 school expenses or supplies for your child in 2024? □ Yes □ No 

If yes, d id the child attend public, pri vate, or home school!? ___________ _ 

What grades was the chilld attending in 2024? ________________ _ 

Voluntee1r Notes 
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P+P TAX INTAKE SHEET -PAGE 3 

REN1TERS ONLY 

Starting1 this year and going1 forward, the renter's credit is now part of your state tax 1return 
(Form Ml). Here's what that means fo1r you: 

• You'll need all of your Cert ificate of Rent Paid (CRP) forms to fi le a complete ret urn . 
• The rent er's credit amount w i ll be combi ned w ith your state tax refund. 

• The refund willl arrive shortly after fi ling, instead of being sent separately in the summer. 

Do you have all of your Ce1rtilficate(s) of Rent Paid (CRP)? 

□ Yes □ No □ Not yet □ Not applicable 

HOMEOWNERS/MOBILE HOME OWNERS ONLY 

1.0id you or your spouse ,receive any nontaxable income not listed elsewhere such as MSA, SSI, 

MFl1P, GA, emergency assistance (not ene1rgy assistance), worke,rs' compensation, 

scholarships or grants, foster care benefits or another form of assistance? Do not include 

child support, SNAP/food stamps or support. 

D Yes, indiciate type and amount below D No,. I d id not receive any addit ional income 

Yearly or Month ly Amount: 
Type of Income: ________________ _ 

Year lly or Month ly Amount: 
Type of Income: ________________ _ 

2. Did you rent out part of your home or use it for business? 

□ Yes □ No □ Not applicablle 

3. Do you have your 202S Property Tax Statement? 

□ Yes □ No □ Not yet 

4 .. Did you live with someone who is not listed on your tax return? 

D Yes □ No □ Not applicablle 

PARENTS/GUARDIANS/ ANYONE CLAIMING DEPENDENTS UNIDER 17 ONLY 

If you qualify, the state of Minnesota is now offering the option of receiving Advanced Child 

Tax Credit payments. This would allow you to receive some of you1r future refund money in 

advance. This would be three payments: in July, September, and November. You will receive 

the same total refund but the refund you receive when filing next year would be reduced by 

any advanced payments received. 

D I woulld like to learn more about Advanced Chi ld Tax Credit payments 
D I prefer to get all of my refund at once when filing my 2025 taxes 
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P+P TAX INTAKE SHEET -PAGE 4 

(D 
STOP HERE! THIS SECTION IS FOR TAX PREPARER USE! 

Bank Account Documentation 

D Not documented; paper check requested or no refund . 

D Printed document w ith account information like a voided check or account statement 

(included with paperwork for review and do not write below). 

D No printed documentation, but customer has information and wrote it below. 

Refund Allocations . State refunds w ill be deposited into Bank Account 1. 

Bank Account 1 Amount $ _______ _ 

D Same account for all refunds 

Account 1 Routing number: ___________ _ Account 1 type 

Account 1 Account number: ___________ _ 
D Savings account 
□ Checking account 

Bank Account 2 Amount$ ___________ _ 

Account 2 Routing number: __________ _ Account 2 type 

Account 2 Account number: __________ _ 
O Savings account 
D Checking account 

Refund Notes: 

Balance Due Authorization - Complete and have customer sign if direct debit is requested. 
Withdrawal date can be April 15 or any date prior. 

D I authorize a w ithdrawal of $ _____ on ________ (date) for payment of my 
Federal taxes from th is account. 

Direct w ithdrawal from my: □ Checking account D Savings account 

D I authorize a w ithdrawal of $ _____ on ________ (date) for payment of my 
Minnesota taxes from th is account. 

Direct w ithdrawal from my: □ Checking account □ Sav ings account 

Taxpayer signature ________________ _ Date: _______ _ 
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P+P VOLUNTEER CHECKLISTS -PAGE 1 

P+P VOLUNTEER CHECKLISTS 
Customer 's preferred name: ________ _ 

Tax year(s) needed: _ __________ _ 

Screening Checklist 
Volunteer name: ___________ _ 

D Process: Explained the clinic process. 

D Joint return: If filing jointly, both spouses are 
present. 

D Picture ID: Viewed proof of identi ty for taxpayer 
and spouse. 

0 SSN/ITIN: Viewed SSN/ITIN verification for fill 
oe..ome_ on the tax return. 

D Income guidelines: Total is w ithin P+P limits: 
o $40k for single filers; $70 k for families 
o More than $10k of self-employment income -
refer to SE cl inic 

D P+P scope: No common out-of-scope issues. 
o Renting property to another person 
o Active military or national guard duty 
o Cryptocurrency transactions 
o Bankruptcy filed or pending 

D Customer envelope: Name, appointment time, and 
number written on the envelope. 

D Tax documents: Taxpayer confirmed that all tax 
documents are present. 

D Renter's credit: If filing a renter's rebate, checked if 
taxpayer has all CRP forms. 

D Direct Deposit: Asked if taxpayer 's direct deposit 
information is available or if new direct deposit 
options are needed. 

D Financial Services: Informed the taxpayer that a 
volunteer will follow up about options on the Boost 
Your Money form. 

------------When paperwork is complete-----------

□ Intake sheets: Verified that all intake questions are 
answered. 

Certification level: If Advanced, wri te topics. 

D Basic 

D Advanced 

IRS intake Part _ _ _______ _ 

IRS intake Question # _______ _ 

Appointment time and number: ______ _ 

Preparat ion checklist 
Volunteer name: ___________ _ 

If a checklist item is not applicable, write N/A 
next to the checkbox. 

□ Screening checklist completed. 

□ SSN/ITIN verification: Source documents present 
for everyone on return. 

I conducted a taxpayer Interview: 

D All parts of the IRS and P+P intake sheets 
completed. 

D Correct filing status determined. 
D Shaded dependency section completed. 
D P+P consents answered and signed. 
D Made notes in relevant parts of all intake 

sheets. 
□ Boost Your Money Form: Taxpayer completed the 

form, and a CSV received it . 

□ Supplemental worksheets: Completed worksheets 
for education credits and/or SE income (SETO), 
if needed. 

□ Renter's credit: Confirmed if all CRPs present or not 
and explained refund t imeline changes. 

□ ACTC payments: Talked through options for 
advanced payments using handout. 

□ Paper file: If applicable, wrote notes about reason 
for paper fil ing. 

□ Refund Savings: Discussed saving, splitting, and 
Save + Win contest and connected savers to a CSV. 

□ Refund or balance due options: Completed 
Preparer Use section on the P+P intake sheet. 

□ Ready for Review: "Ready for Review" marked in 
the TaxSlayer E-file Section. 

D Follow up later: Gave customer an Amendment 
Request form or Homeowner Info sheet, if needed. 

□ Documentation: Inc luded source documents in the 
customer envelope. 

Expected refund or (balance due): 

Federal. ________ MN. _____ _ 

MN Property _____ _ 

Notes from Screening or Preparat ion __________________________ _ 
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P+P VOLUNTEER CHECKLISTS -PAGE 2 

Review checklist 
Volunteer name: ___________ _ 

If a checklist item is not applicable, write N/A 
next to the checkbox. 

□ Screening and preparation checklists completed. 

Reviewed all the following: 
□ Names and SSN/ITINs for everyone on the 

return from source documents. 
□ Birthdates from the IRS intake sheet. 
□ Filing status. 
□ Phone number and address, includ ing 

apartment number, from IRS intake sheet. 
□ All income listed on source documents and 

intake sheet is reported. 
□ All important info from forms W2, 1099-R and 

1099-NEC was entered correctly. 
□ All significant answers on the intake sheets are 

reflected on tax return. 

If app(lcab(e. reviewed the following: 
□ Self-employment income and expenses are 

entered correctly. 
□ Education credits and scholarship entries 

optimize the tax benefits. 
□ Dependency checkbox is marked i f the 

taxpayer is a dependent. 
□ All available tax credits are claimed. 
□ MN household income is on MlPR. 
□ Disability subtraction is on M1RENT or M1PR. 

□ Return types: Verified return types set for federal 
and state returns. 

□ Direct deposit/ debit: Double-checked routing and 
account numbers. 

□ Tags: Checked boxes for appropriate tags. 

□ Approved review: Clicked UApprove" button. 

□ Marked complete: Marked the Complete box. 

□ P+P paperwork: Stapled all P+P intake paperwork 
with Form 8879 on top. 

□ Customer envelope: Wrote refund or (balance due) 
and enclosed a tax return copy and all taxpayer 
documents. 

□ Extras: Included a saver pig, balance due handout, 
payment vouchers, or mailing envelopes, if needed. 

□ Reviewer log: Return data is recorded. 

□ Closed PDF: Tax return PDF is closed. 

Refund or (balance due) if changed: 

Federal ________ MN _______ _ 

MN Property _ _ _ ___ _ 

Why? ________________ _ 
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Checkout checklist 
Volunteer name: ____________ _ 

If a checklist item is not applicable, write N/A 
next to the checkbox. 

D Documents returned: Returned SSN cards. ITIN 
letters, and photo IDs. 

□ Refund or balance due: Shared final amounts. 

□ Summary sheet: Taxpayer(s) reviewed and verified 
ALL names, SSN/ITINs, and b irthdates as well as 
address and phone number. 

□ Direct deposit: Taxpayer verified account and 
routing numbers. 

□ Balance due: Taxpayer confirmed payment method, 
and I explained payment options using the Paying a 
Balance Due handout, i f needed. 

D Boost Your Money Form: Ensured all financial 
referrals and services requests were received. 

□ Savers: Confirmed Save + Win entry and provided a 
saver pig, if needed. 

□ Return approval: Before signing Form 8879 or 
paper returns, I informed the taxpayer: By signing, 
you agree that your retu rn is t rue, correct, and 
complete, and that you are responsible for the 
information reported. 

E-flle return (2024, 2023, and 2022): Keep Form 8879 
and intake paperwork for P+P records. 
D Taxpayer(s) signed Form 8879 to authorize e

filing. 
□ Shared that P+P wil l e-file returns and follow up 

only if there are issues. 

Paper return: Keep intake paperwork for P+P records. 
No Form 8879 required. 
□ Taxpayer(s) signed returns, and I provided 

envelopes for mailing returns to IRS and MDOR. 
□ Confirmed that taxpayer must mail paper fi led 

returns. 
□ Refund tracking: Used customer envelope to share 

IRS and MOOR websites and phone lines for 
tracking refund or return status. 

□ Renter's credit changes: Pointed out and confi rmed 
the taxpayer knows renter 's credit refund timeline 
changes. 

□ Questions: Asked if the customer had any questions 
and answered them. 

Additional notes 




