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Sample Interview (continued)

Before you continue the interview, be sure to indicate Vanessa’s responses to these questions on page 2 of 
Form 13614-C. In the margins of Part III, item 7, enter “Total income $2,990, expenses $590.”

9

sample interview (continued). . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Do you have any Forms 1099-MISC for income from 
your cosmetics business?

 
 
Good! Does this year-end summary for your business 
account list all the deposits and expenses for your 
business?

That makes it easy. By the way, do you use your 
vehicle to conduct your business?

Did you keep track of the mileage that went only for 
your business?

Well, that is a deductible expense. If you do drive 
anywhere for the business, try keeping a pad of paper 
in the car and always record your odometer reading, 
and document the business purpose of the trip.

No, all my clients just write me personal 
checks or pay in cash. But I keep this business 
account separate from my personal account – 
it’s a lot easier that way! 

Yes, it does. 

 
 
Yes, for parties and deliveries; that sort of 
thing.

No. 

I sure will! 
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What “other income” must Vanessa report?

Recall that Vanessa only checked “Yes” to wages and self-employment in the Income section of her Form 
13614-C. We previously determined that her “Unsure” response for alimony was actually child support. 
You will still need to verify that she did not receive any other income that must be reported, even though 
she answered “No” for all other income items. A list of other possible sources of income can be found in 
Publication 4012 (Tab D), Income section.

You ask additional probing questions to ensure all other responses to income are correct. 

Sample Interview Clarifying Other Income

Be sure to record any additional information you gained from the taxpayer’s responses, on Form 13614-C, 
page 4.

 Return to Lesson 9. 

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Okay, Vanessa. Even though you only checked “Yes” to 
Wages and Self-Employment income on your intake and 
interview sheet, I want to make sure that you did not receive 
any other form of income during 2011. Here is a list of things 
that are considered income. Did you receive any of these in 
2011? [Volunteer shows Vanessa Table A, Examples of Income, in 
Publication 4012 (Tab D).]

Okay, that finishes up the Income section. Next, we’ll discuss 
any adjustments to your income. 

I don’t think so. No, I’m sure I didn’t.

9
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Lesson 17: Adjustments to Income

Can Vanessa claim any adjustments to her income?

“Adjustments to income” are amounts that Vanessa can subtract from her total income. Before interviewing 
Vanessa about possible adjustments to her income, you may want to review Publication 17, Adjustments to 
Income section, and Publication 4012 (Tab E), Adjustments section.

Also, review Vanessa’s Form 13614-C, particularly Part IV, Expenses.

In Part III, Vanessa indicates that she had self-employment income. She can deduct a portion of her self-
employment tax as an adjustment to her income. (This adjustment is calculated on Form 1040 Schedule SE 
and will be covered in Lesson 27, Other Taxes.)

Because Form 13614-C does not list all the possible opportunities for adjustments to her income, you may 
find it helpful to ask Vanessa about each entry in the Adjusted Gross Income section of Form 1040. At a 
minimum, you must validate all the responses she gave on her Form 13614-C.

During the interview, Vanessa indicates that she neither paid nor received alimony. You ask her probing 
questions about possible IRA contributions.

Sample Interview about IRA Contributions

Based on your interview and the information Vanessa provided on her Form 13614-C, you have now deter-
mined that she will be able to take both an IRA and self-employment tax deduction. The $1,000 401(k) 
contribution on her Form W-2 will not result in an adjustment to her income and will be discussed later in 
Lesson 26, Miscellaneous Credits.  
 
 

 Return to Lesson 17.

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

I see from box 12 of your W-2 that you put $1,000 into 
your 401(k) account. I also see on Form 13614-C that you 
made a contribution to your traditional IRA account. Is that 
correct?

Okay. When did you make the contribution? 
 

Great. It looks like your income is within the limits,  
so you can deduct the entire IRA contribution.

Did you ever make IRA contributions that you didn’t 
deduct?

Okay.You have until the due date of the return to make 
deductible contributions up to a total of $5,000 and deduct 
them for this tax year. Are you planning to contribute any 
more to your IRA account? 

Sounds like you’ve thought about it and have a plan. 

Yes, I put $600 into my IRA. 
 

 
I did it last May, I think. Yes, here’s the 
statement. I always try to put money into 
my IRA when I have a little extra cash.

Thanks! 

No, I just have this one account, and 
I’ve always taken the deduction.

I’ll save part of my refund again, but 
I want to put that toward next year’s 
deduction. 

Yes, I have.

17
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Lesson 19: Standard Deduction

Can and should Vanessa take the standard deduction?

As you recall, Vanessa qualifies to file as Head of Household and was employed as a sales associate in 
a retail department store for the entire tax year. She was also self-employed with her own cosmetics busi-
ness. 

Let’s determine if it would be more beneficial for Vanessa to itemize or to take the standard deduction. The 
deductions section of Publication 4012 (Tab F) contains helpful charts and interview tips for completing this 
section of the tax return. 

Sample Interview Exploring Standard Deduction

Should Vanessa itemize her deductions? 

If a taxpayer’s medical expenses, real estate and personal property taxes, home mortgage interest, and 
charitable contributions exceed the standard deduction amount, probe further using the itemized deductions 
worksheet in Tab 4 and the interview tips in Tab F of Publication 4012.

At this point in the interview, it does not appear that Vanessa’s $2,285 medical expenses and charitable 
contributions will exceed her standard deduction amount; it seems more advantageous for Vanessa to take 
the standard deduction.

 Return to Lesson 19. 
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sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Based on your filing status as Head of Household, your stan-
dard deduction is $8,500.

Your intake sheet indicates that you did not have any home  
mortgage payments such as interest or taxes. 

You also indicated you had medical expenses and charitable 
contributions last year. Tell me about your medical expenses. 
 

Did you make any charitable contributions? 

So at this point, the total amount of your medical expenses 
and charitable contributions is $2,285. It appears that you 
should probably take the standard deduction. However, just to 
make sure, let’s see if there is anything else you may be able 
to itemize.

Should I itemize this year?

 
That’s correct. We currently live in an 
apartment. I may purchase a home 
next year.

Well, I did have some medical and 
dental expenses. I have receipts, and 
the total is about $585. I also spent 
about $1,500 when I delivered Bella.

I made donations totaling $200. I 
have the receipts in this envelope.

Sounds good to me.
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Lesson 20: Itemized Deductions 

Let’s determine if Vanessa should itemize her deductions. Vanessa incurred expenses that may increase 
her deductions. She currently qualifies for the standard deduction of $8,500 for the tax year.

Vanessa stated that she paid medical and/or dental expenses and donations, so you decided to probe 
further using Publication 4012 (Tab F), Itemized Deductions Interview Tips.

Sample Interview Clarifying Medical Deductions

Vanessa’s Tax Deductions 

During the tax year, Vanessa had some state income tax withheld as shown on her Form W-2. 

20

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Let’s see if there are any other medical expenses you 
may be able to claim. How much did you pay in health-
care premiums? 
 
 

 
Yes, health insurance premiums are deductible as long as 
they aren’t pre-tax. Let’s take a look at your medical and 
dental expenses. You were right; the total of your receipts 
comes to $585. Now, let’s see if we can deduct some 
transportation costs. Can you determine how far you 
drove for your medical and dental care, and did you have 
to pay for parking or tolls? 

Well, there were two rates in effect for qualified medical 
travel in 2011. The rate was 19 cents per mile for January 
1 through June 30 and 23.5 cents for July 1 through 
December 31. So, that’s $11.40 for the first half of the 
year and $14.10 for the last half for a total of $25.50.

We’ll include that amount as well! That brings your total 
to $2,111. However, to claim medical expenses, you will 
need to have paid more than 7.5% of your adjusted gross 
income. Since your medical expenses are less than that 
amount, you cannot get this deduction. Let’s see what 
else you may be able to claim.

Well, I didn’t have any health insur-
ance last year, so I had to pay for all our 
checkups and my kids’ allergy medication 
prescriptions and dental fillings. Here are 
the receipts I told you I had. If I get health 
insurance this year, will my payments be 
deductible on my next tax return?

All my dental and medical appointments 
were in the same center. I went every 
two months. Each round trip was 20 
miles, and I have receipts for the six trips 
I took during the year for a total of 120 
miles. I didn’t have any tolls or parking 
fees. Don’t forget that I also paid about 
$1,500 when I had my daughter Bella.

What about the $1,500 I spent when I had 
Bella?
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Sample Interview Clarifying State and Local Income Tax Deductions

Sample Interview Clarifying Interest Deductions

Vanessa’s Gifts to Charity Deductions

During the tax year, Vanessa gave a total of $200 in contributions to her church. She gives you a copy of 
the letter she received from her church. She can claim this deduction.

Based on your findings during the interview, you make the following notes on Vanessa’s Form 13614-C, 
Part IV. By item 5, you write $2,111 and by item 8, you write $200.

Vanessa’s Miscellaneous Expense Deductions

You refer to Publication 17, Publication 4012 (Tab F), and Schedule A to determine if there are any miscel-
laneous expense deductions that Vanessa can claim. She tells you that she paid her bank $35 for her safe 
deposit box. The box was used to store her investment documents, which makes this a deductible expense. 
Since the $35 she paid is less than 2% of her AGI, she does not get the deduction for miscellaneous 
expenses.

Itemized Deductions Summary

Based on your interview with Vanessa and your reference materials, you now know that Vanessa paid 
medical and dental expenses, state income taxes, and a fee for her safe deposit box. She also contributed 
money to her church. The total of all her itemized deductions is only $457, which is less than her standard 
deduction amount of $8,500. Vanessa will take the standard deduction. 
 
 

 Return to Lesson 20.
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sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Did you pay any interest?  

I’m sorry, but it isn’t.

Just the interest on my credit card.  
Is that deductible?  

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Volunteer says…	V anessa responds…

You can claim the state and local income tax. Your Form W-2 
shows you had some state income tax withheld, so we’ll include 
that amount as a deduction also.

Did you pay any personal property tax?

Excellent! 
 

No
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Lesson 22: Credit for Child and Dependent Care 

Does Vanessa qualify for the child and dependent care credit?

Vanessa answered yes to paying child/dependent care expenses on her Form 13614-C. Bella, Zoe, and 
Zachary are Vanessa’s three dependent children. Let’s determine if Vanessa is eligible for the child and 
dependent care credit by using the Credit for Child and Dependent Care Expenses Decision Tree in 
Publication 4012 (Tab G).

Sample Interview Clarifying Child and Dependent Care Credit

Based on your findings during the interview, you make the following note on Vanessa’s Form 13614-C.  
In Part IV, Item 9, you write $1,500.

 Return to Lesson 22. 
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sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Did you pay for child care during the tax year? 

 
 
You may be able to take the credit for child and dependent 
care expenses. Let me go over a couple of things with you. I 
already know that your three children qualify as dependents. 

And I know that you have earned income because you work 
in a department store. Did you pay for child care so that you 
could go to this job? 

And Zoe’s day-care provider is not a relative, correct? 

We already know that you are filing as Head of Household, 
and meet the conditions of “unmarried” for tax purposes. Did 
you bring the name, address, and tax identification number 
of the provider with you? 

What were your child-care expenses for the year?

 
Does your company provide any dependent care benefits? 

Well, your expenses definitely qualify. Now all we have to do is 
figure out the amount of your child and dependent care credit.

Zach attends a free after-school program. 
My mom watches Bella all day, and she 
watches Zoe most of the time; Zoe goes 
to preschool one day a week. 

Okay. 

 
 
Yes. 

 
 
The preschool is not. I don’t have to pay 
my mom. 

Yes, I did. 

 
 
 
Well, I pay the preschool $125 a month, 
so that would be $1,500 for the year. 

No.

Great! Thanks for your help!
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Lesson 23: Education Credits

Does Vanessa qualify for any of the education credits? 

Vanessa may be able to reduce the amount of tax due if she has education expenses that qualify for the 
American opportunity or lifetime learning education credits. Review the information in Publication 4012 (Tab 
G) regarding these credits.

Sample Interview Clarifying Education Credits 

Based on the interview, Vanessa meets the requirements for the lifetime learning credit. Make a note of 
your findings on Form 13614-C, page 4. 

 Return to Lesson 23.
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sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

I see that you checked “Yes” on your intake and interview sheet that 
you paid educational expenses last year. Since your children are so 
young, is it safe to assume that they were for you?

So why did you take the course?  
 
 

It sounds like you may be eligible to claim the lifetime learning 
credit. Do you have a receipt for the tuition payment?

I see $450 for tuition and $80 for books. That totals $530. I just need 
to ask you a few more questions. Did you receive any funds from an 
educational assistance program (EAP) from your employer?

Did you make any tax-free withdrawals from a Coverdell educational 
savings account or another qualified tuition program, or from U.S. 
savings bonds? 

Not counting gifts, bequests, or inheritances, did you receive any 
other nontaxable payments specifically for educational expenses?

The $100 was a gift, so we don’t count it. So, after we subtract the 
$100 employer benefit, your total allowable expenses are $430.

Yes, they were. I took one 
course last fall. 

The Employee Assistance 
Program recommended the 
course to my boss to improve 
my job skills.

Yes, here are the receipts from 
City College.

Yes, the EAP provided $100. 
 

No. 
 

Well, my mom gave me $100 to 
help with tuition but nothing else.

That should help a little.
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Lesson 25: Child Tax Credit 

Is Vanessa eligible for the full child tax credit?

Vanessa’s responses on Form 13614-C Part II, Marital Status and Household Information, indicate that 
her children may qualify for the child tax credit. If she qualifies, the credit reduces her tax liability by up to 
$1,000 for each qualifying child.

Using the Child Tax Credit and Additional Child Tax Credit Interview Tips in the Credits section of Publication 
4012 (Tab G), you conclude that all three children: 

•	 Are under the age of 17 

•	 Are children of Vanessa

•	 Are U.S. citizens 

•	 Lived in her home for more than 6 months

Sample interview clarifying the child tax credit

Remember, we determined earlier that Vanessa qualifies for the child and dependent care credit and the 
education credit. If her remaining tax is less than the $3,000 credit allowed for three qualifying children, 
she will not be able to take the full child tax credit. However, she may be eligible for the additional child tax 
credit. Refer to the Additional Child Tax Credit Tip in Publication 4012 (Tab G), Credits section.

 
 Return to Lesson 25.
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sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

You probably qualify for the child tax credit, but let me ask you a 
few questions just to be sure. 

Based on you intake and interview sheet, Zachary, Zoe, and 
Bella are all under age 17, correct?  

And we know that they are all U.S. citizens.

They also lived with you for the entire year?

And we’ve already established that they did not provide any of 
their own support.

Well, since you are claiming all three of your children as depen-
dents and they meet the status of a qualifying child for the child 
tax credit, you qualify for this credit. 

Okay.

 
Yes. 

That’s correct. 

Yes.

No, of course not. They’re just little 
kids!
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Lesson 26: Miscellaneous Credits

Does Vanessa qualify for the credit for qualified retirement savings contributions?

Vanessa may be able to reduce her tax liability if she is able to take this credit. On Form 13614-C, Part IV, 
Expenses, Vanessa answered “Yes” to the question about contributions to a retirement account. She also 
checked the IRA and 401(k) boxes for this question. Based on her Form W-2, we know Vanessa contributed 
$1,000 into her 401(k) plan at work. In a previous interview, she stated that she also put $600 into her IRA. 
Be sure to record this information on Form 13614-C, as shown here.

Vanessa’s retirement savings may qualify her for the credit for retirement savings contributions. Review 
Publication 4012 (Tab G), Retirement Savings Contributions Credit – Decision Tree. You decide to ask 
Vanessa additional probing questions to determine if she is eligible.

Sample Interview Clarifying the Retirement Savings Contribution

 
 

 Return to Lesson 26.
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sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Since you put money into an IRA and your retirement account at 
work, let’s see if you’re eligible for the saver’s credit. Your AGI isn’t 
too high. And we know you were born before January 2, 1993. 

We know that you can’t be claimed as a dependent by someone 
else. And, even though you did take a class, you were not consid-
ered a full-time student.

During 2009, 2010, or 2011, did you take any money out of your 
IRA account or your 401(k) plan at work, or do you plan to take any 
distributions before the tax filing deadline?

You’re so right about that. Well, based on your information, you 
may also be eligible for the saver’s credit.

Yes, that’s right. 
 

That’s correct. 
 

No. I try to forget all about them.  
Once you start taking it out, it’s too 
hard to put it back.

More good news.
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Lesson 27: Other Taxes 

Does Vanessa have any additional taxes?

As you recall, Vanessa has her own cosmetics business and answered “Yes” to self-employment income 
earlier in the interview process.

Sample Interview Clarifying Additional Taxes

t  Return to Lesson 27.

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

We determined earlier that you have your own cosmetics business 
and have self-employment income. Did you know that self-employ-
ment income is subject to social security and Medicare taxes?

I see that you checked “No” for tip income on your intake and inter-
view sheet, but I still need to verify this information. Do you receive 
tips at your regular job or as part of your self-employment?

Okay. Well, let’s move on then!

No, but that is good to know. 

 
No, not at all.
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Lesson 28: Payments 

Does Vanessa qualify for any additional credits? 

At this point during the interview, you will need to discuss and verify all the items on Vanessa’s Form 
13614-C that may affect a potential credit or payment she is entitled to receive.

Refer to Publication 4012 (Tab 6), Other Taxes and Payments section, to identify and review the Payments 
section of the return. 

Vanessa checked “No” on Form 13614-C, Part V, item 9, regarding estimated tax payments. Let’s see if 
there are other payments Vanessa made during the year and if she will qualify for any additional credits that 
will reduce her tax liability. Her Form W-2 reveals her tax withholding.

Sample Interview Clarifying Payments

 
 Return to Lesson 28.

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Vanessa, based on your intake and interview sheet, you stated that 
you did not purchase a home in 2011.

I know you had a little self-employment income, and you did indicate 
on your intake and interview sheet that you did not make any esti-
mated tax payments, but I still need to verify if this is correct. 

Looking at your self-employment income and your last year’s return, 
you probably weren’t required to pay any.

You also have your withholding from your W-2, which will be 
included in the payments section. 

We’re not finished yet. Bella, Zoe, and Zachary may qualify you 
for the earned income credit. The EIC may increase your refund or 
decrease your tax liability. 

Yes, that’s correct.

 
Right, again. 

 
 
That’s a relief! 

 
Okay.

 
That’s great!  
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Lesson 29: Earned Income Credit (EIC)

Does Vanessa qualify for the EIC?

To determine if Vanessa qualifies for the EIC, you would ask questions based on the EIC General Eligibility 
Interview Tips found in Publication 4012 (Tab H). You may find it helpful to review these tips before starting 
the interview.

Sample Interview Clarifying EIC

Based on the interview, we know that Vanessa meets the general eligibility requirements. Next, you need to 
determine if any of her children are a “qualifying child” for EIC.

Do Vanessa’s children qualify her for the EIC?

To determine if Vanessa’s children Bella, Zoe, and Zachary are qualifying children for the EIC, you should 
question her based on the Interview Tips for EIC with a Qualifying Child in Publication 4012 (Tab H).

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Are you familiar with the EIC?

I need to ask you two questions. Has your request for the 
credit ever been denied, or the amount reduced by the IRS? 

Good! Since you are filing as Head of Household and your 
income is less than $43,998, you could qualify for the earned 
income credit again this year. Let’s see. I already checked 
and you and the kids all have valid social security cards.

And you are a U.S. citizen, so you weren’t a nonresident 
alien during the tax year? 

Did you have any income from outside the United States?  

Very good. Now, because the Income section of your intake 
and interview sheet shows that you didn’t have any interest, 
dividend, or capital gains income, we don’t have to worry 
about your investment income being too high. 

And we know that you are not someone else’s qualifying child.

Yes, I got it last year.

Let me think. “No” to both questions. 

That’s right. 
 
 

No, that’s for sure! 

No, my only income was from my job 
and my cosmetics sales.

Unfortunately not. 
 
 

Yes.
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Sample Interview Clarifying EIC with Qualifying Child Credit

Volunteer Preparer Determination

Based on the interview, Vanessa meets the EIC requirements with qualifying children. 
 

 Return to Lesson 29.

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Lets see, we already know the kids have valid social security 
numbers, they are your children and they are under the age 
of 19.

And your intake and interview sheet shows that they’re 
single.

They lived with you in the U.S. for the entire year, so they 
meet the half-year requirement. To claim children for the EIC, 
they have to meet age and relationship tests, and live with 
you in the U.S. for more than half the year. We also know 
that your Mom does not qualify to claim the kids for the EIC 
because she only had social security and a small pension; 
no earned income.

Yes, that’s correct. 
 

Yeah, they’re not even dating yet. 

That sounds right. I’ve always been 
the one to take the kids. 
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Lesson 30: Refund and Amount of Tax Owed 

What are Vanessa’s options if she receives a refund or has a balance due?

If Vanessa’s total payments are more than her total tax, she will receive a refund; if her total payments are 
less than her total tax, she will owe an amount. 

For more information on direct deposit, the split refund option, purchasing savings bonds, and balance due 
guidance, refer to Pointers for Direct Deposit of Refunds and Balance Due Returns in Publication 4012  
(Tab 12). 

Before continuing with the interview, review page 3 of Form 13614-C, If you are due a refund or have a 
balance due.

Sample Interview on Refund Options

If, instead of a refund, Vanessa owed money and could not pay it by the due date of the return, she could 
pay by credit card, or she could request a payment plan with the IRS. There may be applicable fees, penal-
ties, and interest to consider. Publication 4012 (Tab 12), Balance Due Returns, outlines the options. 

 Return to Lesson 30.

sample interview. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Volunteer says…	V anessa responds…

Okay, Vanessa, we are almost finished with the interview. 
Let’s talk about what your options are if you receive a refund.

I see on your intake and interview sheet that you would like 
direct deposit if you receive a refund. You also checked 
that you would like information about purchasing U.S. 
savings bonds. Is that correct?

 
 
You sure can. The IRS will deposit your refund directly into 
your account, or as many as three different accounts if you 
want. You can also request that your refund, or part of it, 
be used to purchase up to $5,000 in U.S. Series I Savings 
Bonds.

 
 
 
Yes, you can purchase bonds for someone other than 
yourself and add a co-owner or a beneficiary. And, as long 
as you have the routing number and account numbers for 
each separate account, we can put some of your refund 
into your IRA and the rest into your checking account.

Great.

Okay. 

Yes, definitely. I heard something about 
being able to purchase savings bonds 
with your refund and thought it might be a 
good thing. I’d also like part of my refund 
to go directly into my IRA account. Can I 
do all of that?

That’s great. I do try to put money into my 
IRA every year. This makes it even easier 
to save because I don’t really see it. What 
about the bonds?  My son Zachary has 
been learning about saving in school. 
Could I purchase one for him? Then, I 
could have the rest of my refund deposited 
into my checking account, right?

I have everything you need right here.

 
 
 
 
Thanks so much for explaining everything 
to me.
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Part II: Cannot claim mother; mother provided more than half of her own support. 
Husband did not live with her during last 6 months; she qualifies for H of H. 
Part III: Unsure checked for alimony. Determined received child support.
Part IV: Contributions to an IRA and 401K; qualifies for Retirement Saver’s Credit. Also qualifies for 
Lifetime Learning Credit, Child and Dependent Care Credit and CTC. Standard Deduction is more 
advantageous.  

 Return to Lesson 31.
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The mission of the VITA/TCE return preparation programs is to assist eligible taxpayers in 
satisfying their tax responsibilities by providing free tax return preparation. To establish the 
greatest degree of public trust, volunteers are required to maintain the highest standards of ethical
conduct and provide quality service.

All VITA/TCE volunteers must complete the Volunteer Standards of Conduct Training and sign 
Form 13615, Volunteer Standards of Conduct Agreement prior to working at a VITA/TCE site. In 
addition, return preparers, quality reviewers, and VITA/TCE tax law instructors must certify in tax 
law prior to signing this form. This form is not valid until the site coordinator, sponsoring partner, 
instructor, or IRS contact confi rms the volunteer’s identity and signs the form. 

As a volunteer participant in the VITA/TCE Programs, I will: 

Failure to comply with these standards could result in, but is not limited to, the following: 

• Removal from the VITA/TCE Programs and inclusion on volunteer registry;

• Deactivation of your Partner’s VITA/TCE EFIN (electronic ID number);

• Removal of all IRS products, supplies, loaned equipment, and taxpayer information; 

• Termination of the sponsoring organizations partnership with IRS;

• Termination of sponsoring organization grant funds; and 

• Subjection to criminal investigations.

1) Follow the Quality Site Requirements 
(QSR).

2) Not accept payment or solicit donations for 
federal or state tax return preparation.

3) Not solicit business from taxpayers I 
assist or use the knowledge I gained (their 
information) about them for any direct or 
indirect personal benefi t for me or any 
other specifi c individual. 

4)  Not knowingly prepare false returns. 

5) Not engage in criminal, infamous, 
dishonest, notoriously disgraceful
conduct, or any other conduct deemed to 
have a negative effect on the VITA/TCE 
Programs.

6) Treat all taxpayers in a professional, 
courteous, and respectful manner.

Volunteer Standards of Conduct
VITA/TCE Programs

Tax Wise® is a copyrighted software program owned by CCH Small Firm Services (CCH). 
All screen shots that appear throughout the offi cial Volunteer Income Tax Assistance (VITA) 
and Tax Counseling for the Elderly (TCE) training materials are used with the permission of 
CCH. The screen shots used in this publication—or any other screen shots from Tax Wise or 
its affi liated programs—may not be extracted, copied, or distributed without written approval 
from the IRS SPEC Offi ce of Education and Product Development.

Confi dentiality Statement:
All tax information you receive from taxpayers in your VOLUNTEER capacity is strictly 
confi dential and should not, under any circumstances, be disclosed to unauthorized 
individuals.

How to Get Technical Updates?

Updates to the volunteer training materials will be contained in Publication 4491X, VITA/
TCE Training Supplement mid-December. To access this publication, in the upper right 
hand corner of www.irs.gov, type in “Pub 4491X” in the search fi eld. 

During the tax season Volunteer Tax Alerts will be issued periodically. Type “volunteer 
alerts”, in the search fi eld to access all tax alerts. 

Link & Learn Taxes
Link & Learn Taxes is web-based training 
designed specifi cally for VITA/TCE volunteers. 
Each volunteer’s ability to prepare complete and 
accurate returns is vital to the credibility and integrity 
of the program. Link & Learn Taxes, as part of the 
complete volunteer training kit, provides the path 
to achieving this high level of quality service to 
taxpayers. 

Link & Learn Taxes and the printed technical training 
guide, Publication 4480, work together to help 
volunteers learn and practice. 

Link & Learn Taxes for 2011 includes:
• Access to seven VITA/TCE courses
• Easy identifi cation of the VITA/TCE courses 

with the course icons
- As you progress through a lesson, the 

Basic, Intermediate, Advanced, Military, 
and International icons will display, 
depending on your level of certifi cation.

• Two optional modules: 
- Cancellation of Debt for Credit Cards and Mortgages — open to 

students with Advanced, Military or International certifi cations.
-  Health Savings Accounts (HSAs) — open to students who have 

completed Intermediate certifi cation.
• The Practice Lab

- Gives volunteers practice with an early version of the IRS-provided tax 
preparation software

- Lets volunteers complete workbook problems from Publication 4491-W 
- Lets volunteers prepare test scenario returns for the test/retest

   Go to www.irs.gov, type 
“Link & Learn” in the Keyword fi eld 
and click Search. You’ll fi nd a detailed 
overview and links to the courses.

   Go to www.irs.gov, type 

Facilitated Self-Assistance Model
FAST, Free Assisted Self-Service Tax Preparation, is a facilitated self-assistance 
model of tax preparation that allows computer-savvy taxpayers to input their own 
return at a VITA/TCE site. Certifi ed volunteers act as coaches, assisting taxpayers 
with questions and helping them with computer issues that may arise. Partners 
market the program to taxpayers as Free File/VITA/TCE.
For more information contact your Relationship Manager (RM) to see if you should 
start a FAST site in your community. You may also request Publication 4907 (Free 
File for VITA Partners) for further details.
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Volunteer Income Tax Assistance (VITA) / Tax Counseling for the Elderly (TCE)
VITA/TCE Training Guide 2011 Returns

Take your VITA/TCE training online at www.irs.gov (keyword: 
Link & Learn Taxes). Link to the Practice Lab to gain 
experience using tax software and take the certification test 
online, with immediate scoring and feedback.

4491
www.irs.gov

Your online resource for 
volunteer and taxpayer  
assistance
The Volunteer Resource Center 
(Keyword:  Community Network)

●● Hot topics for volunteers and partners 
●● Site Coordinator’s Corner
●● Volunteer Tax Alerts
●● Volunteer Training Resources
●● EITC Information for Partners
●● e-file Materials and Outreach Products

Tax Information for Individuals 
(Keyword:  Individuals)

●● 1040 Central  (What’s new this filing season)
●● Where’s My Refund
●● EITC Assistant - Available in English and Spanish
●● Tax Trails for Answers to common tax questions
●● Alternative Minimum Tax (AMT) Assistant
●● Interactive Tax Assistant (ITA)

and much more!

Your direct link to tax information

24/7  www.irs.gov
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