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VITA VOLUNTEER HANDBOOK

Important usernames and passwords

Practice Lab: Username:
Password:

Username:
Password:

LinkLearnCertification

This workbook belongs to: 
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Click here to be added to our database for future announcements.

VITA VOLUNTEER APPLICATION

Volunteer Application Volunteer Availability

https://www.unitedwayrgv.org/vita-volunteer-application


Welcome to United Way of Southern Cameron County.
We thank you for your support and dedication to our
community. 

The Volunteer Income Tax Assistance (VITA) grant program is an IRS initiative designed to support free tax
preparation service for the underserved through various partner organizations. This service helps low- to
moderate-income individuals, persons with disabilities, the elderly, and limited English speakers file their
taxes each year. IRS awards matching funds to these support organizations that offer free tax preparation
services during the tax filing season at locations in all 50 states and the District of Columbia (irs.gov).

UWSCC began its collaboration with the Internal Revenue Service in 2003. UWSCC formed a Volunteer
Income Tax Assistance (VITA) coalition of community partners called the Cameron County Economic
Opportunities Coalition (CCEOC or VITA coalition). Our goal then and now is to provide free tax assistance
to low-to-moderate-income taxpayers in the lower Rio Grande Valley in South Texas. The coalition
expanded into Willacy County in 2017. United Way is the lead agent of the coalition, acting as the program
partner for the IRS. This is the 23rd year of UWSCC's VITA work. Under United Way's leadership, the VITA
program grew from 4 volunteers at the community college preparing 312 returns claiming $123,540
Earned Income Tax Credits (EITC) to a large coalition of 11 VITA sites filing 4,777 tax returns bringing $3.5
Million EITC with 160 volunteers in 2025. UWSCC's role is to market the program, recruit and train
volunteers, recruit, and train partner agencies, ensure VITA site performance and adherence to IRS Quality
Assurance Guidelines, monitor site security plans, and leverage resources to support the coalition.

HISTORY

Participating sites for TY2025

Brownsville
Porter ECHS
Veterans ECHS
Hanna ECHS
Rivera ECHS
BHS
UTRGV
ITECC-TSC

Port Isabel
Port Isabel HS

Los Fresnos
Los Fresnos HS
Ethel Whipple Memorial Library

San Benito
San Benito HS
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COALITION RESULTS

4



Path to Volunteering
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Step 1  - Study
Studying is a big part of becoming a VITA volunteer. It is expected for a volunteer to learn and
understand the basics of tax law and tax preparation. Read the bullets below for more information on
what to expect going forward. 
Volunteer Tax Preparers study 3 topics for testing: VITA Tax Law, Volunteer Standards of Conduct, and
Intake/ Interview & Quality Review. You choose the level of tax law to which you will certify (Basic or
Advanced).

Step 2 - Practice
Putting into practice what you have learned helps you retain information and understand tax
preparation. Remember that once you start to volunteer, you will be not doing scenarios but actual
returns. The community will be expecting volunteers to be knowledgeable and trustful with their
information.  

Step 3 - Test
Once you have mastered practicing problems, you may start taking your exams at your own pace. Refer
to your tax resources to complete and pass the exams. You have two chances to pass the exam.

Step 4 - Mandatory Training
You are one step away from becoming a volunteer! Volunteer Tax Preparers are required to attend a
mandatory training. Reach out the vitaoutreach@unitedwayrgv.org for more information. 

Step 6 - Public Service
Congratulations! You're ready to volunteer!

Welcome! This page will introduce you the path of of becoming a volunteer. Ensure to cover everything
in this workbook to help you get prepared to serve the public. It might seem a lot, but practice is
everything. First thing fist, ensure to submit a VITA Volunteer Application to add you to our database to
communicate with the VITA Program Coordinator with any questions. 

There will be a lot of resources to help get certified and gain knowledge about the tax law. Do not be
overwhelmed, you can always ask for a one-on-one orientation. 

https://www.unitedwayrgv.org/vita-volunteer-application


Resources
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Publication 4012
Covers basic and advance tax laws. This publication also covers what is in scope for the VITA program
(what we can prepare and cannot) and how to use the system. It is available online and in print. Call the
United Way office to check for availability.

Publication 6744
Contains the exams to certify. What exams to take will be covered later in the workbook along with the
type of volunteer roles. Each volunteer role has it’s exam path. 

LinkLearn Certification
This website was established by the IRS. You will be using this website to access the ‘Practice Lab’ and
to later input your exam answers to gain certification. You will need to create an account. Once you have
passed your exams, you will need to download Form 13615 and have it signed by a Site Coordinator
before volunteering at a site. This form is your transcript showing you passed your exams. 

As mentioned in the ‘History’ page, this program was implemented by the IRS. The IRS publishes
publications for volunteers to ensure they familiarize themselves with tax law. Along with those
publications, other VITA sites, nationally, create their own study platforms. Below are some of the
resources. 

LinkLearn Certification- Practice Lab
This website can be accessed through LinkLearn Certification by going scrolling down to the ‘Quick
Links.’ You will need a universal password to access this site. Contact vitaoutreach@unitedwayrgv.org for
this password. You will need to create an account for this site. This software, TaxSlayer, is essentially the
same software used a site to prepare returns. You can practice scenarios and create as many mistakes
as you feel like. The goal is for you to know how to navigate in and gain experience in preparing. Of
course, you will need to also study tax law.

Vitaresources.net
This awesome training platform was created by Mary Meador, an awesome VITA volunteer, somewhere
in the U.S. You are welcomed to use her training path as this workbook does not go that into detail as
Mary’s site does. 

More publications will be introduced later in the workbook. 

https://www.irs.gov/pub/irs-pdf/p4012.pdf
https://www.irs.gov/pub/irs-pdf/f6744.pdf
https://linklearncertification.com/
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://vita.taxslayerpro.com/IRSTraining/en/Account/Access
https://www.vitaresources.net/


Program Cycle
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Volunteer Standards of Conduct
10 questions

Intake/interview & Quality Review
10 questions

Basic Exam
30 questions

W-2s, 1099-INT, 1099-R, Child Care, 

Advance Exam
35 questions

Health Insurance, Self-Employment, 1099-R
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EXAMS
Refer to Publication 6744 for these exams. 

Tax 
Preparers

Instructors,
Quality

Reviewers
Coordinators

All other
volunteers

Exam 1: Volunteer Standards of Conduct

Exam 2: Intake/Interview & Quality Review

Site
Coordinator

Exam

Exam 3: Tax Law

ALL exams are open book. Refer to your resources
and above all Publication 4012. Do not refer to a
simple Google search. 

Note:



 

Greeter & Screeners

 

VITA offers a variety of roles where you can both develop new skills and apply the ones you already
possess. While the responsibilities may vary, all volunteers share the core duties outlined below:

Complete Volunteer Standards of Conduct training and complete and sign Form 13615,
Volunteer Standards of Conduct Agreement 
Pass each exam with an 80% or higher. 
Ensure no compensation of any kind is accepted for the volunteer services provided 
Maintain confidentiality and protect taxpayer information 
Take pride in performing tasks completely and accurately 
Interact with taxpayers, volunteers, partners and IRS in a professional and courteous manner
Be friendly, dependable and flexible 
Adhere to Title VI by not denying service to anyone based on race, color, sex, age, national origin
or disability 
Support VITA/TCE programs

Provide support to the site and volunteer preparers by screening all taxpayers to ensure the taxpayer
has necessary information and documents required to complete a tax return. Screeners can not answer
any tax law questions or determine certification levels unless they are certified in tax law. 

A screener assisting taxpayers with any tax law topics, must be certified at the appropriate level
(Basic or Advance), before providing assistance. A certified screener can determine the required
certification levels needed for return preparation based on the taxpayer’s documentation and refer
customers with out of scope returns to a tax practitioner.

Note:

Responsibilities

Volunteer Roles

Responsibilities: 
Develop a log or check sheet to sign in taxpayers needing assistance. 
Greet all taxpayers visiting the site to create a pleasant atmosphere.
Give each taxpayer Form 13614-C, Intake/Interview & Quality Review Sheet. 
Screen taxpayers to determine the type of assistance they will need. 
Ensure the taxpayer has brought the required documents (e.g. valid picture identification, Social
Security card(s), W-2, 1099’s, last year’s return) from which a tax return can be completed. 
Monitor site traffic to ensure that sufficient time is allowed for all taxpayers being checked in at
the site to receive assistance. 
Explain the site’s return preparation process to the taxpayer. 
Monitor site traffic to ensure enough time is allowed for all taxpayers to receive assistance. 
Basic tax knowledge (Form 1040, Form 1040A and Form 1040EZ) is a plus but not required.
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Tax Preparer
Provide free tax return preparation for eligible taxpayers. Establish the greatest degree of public trust, to
provide top quality service and uphold the highest of ethical standards.

Responsibilities: 
Complete the Volunteer Standards of Conduct. 
Complete the intake/interview and quality review certification. 
Complete tax law and electronic filing software training. 
Prepare only tax returns within your level of tax law certification. 
Provide high-quality tax return preparation to all taxpayers.
Using the appropriate Intake and Interview form, interview taxpayer to determine if all income,
deductions and allowable credits are claimed. 
Include taxpayer in the preparation of the return. 
Refer taxpayers with returns out of the scope of the VITA/TCE program to explore Free File
options or use a professional return preparer.
Engage the taxpayer when preparing the tax return, to ensure understanding of the information
on the intake sheet. Advise the taxpayer that they are ultimately responsible for the information
on the return.

VOLUNTEER ROLES CONT‘D

Quality Reviewer
Quality reviewers conduct quality reviews on all tax returns prepared at the site to ensure every taxpayer
visiting the site receives top quality service and that the tax returns are error-free. SPEC recommends
quality reviewers be experienced in tax law application.

Responsibilities: 
Certify at the Intermediate level, at minimum. For more complicated returns, certify at the
Advanced.
Conduct a quality review using Form 13614-C, on all returns prepared at the site. 
Before asking the taxpayer to sign Form 8879 or the return, advise the taxpayer that he/she is
ultimately responsible for the information on the return. 
Explain to the taxpayer that by signing the return, it guarantees that the taxpayer has examined
the return and its accompanying forms and schedules for accuracy.
Explain to the taxpayer that signing the return certifies that the taxpayer has examined the return,
including all the forms and schedules for accuracy, and they are signing the return under penalty
of perjury.
Provide feedback to your Volunteer Tax Preparers regarding any errors made on tax returns.

10



Responsibilities: 
Complete SPEC Site Coordinator Training.
Complete Volunteer Standards of Conduct (Ethics) certification.
Complete VITA/TCE Intake/Interview and Quality Review certification.
Supervise volunteers working at the site.
Develop a process to explain to volunteers the logistics and systems used at your site.
Assign specific roles for all volunteers when installing your software.
Limit volunteer access in the tax software to only those duties the volunteer performs. Limit
access of the Administrator roles to only volunteers who perform those functions.
Monitor your site’s intake and interview process and ensure all volunteers use Form 13614-C,
Intake/ Interview and Quality Review Sheet, for every tax return prepared.
Establish a process to ensure all IRS-certified volunteer preparers and quality reviewers are
assigned returns within their level of certification and within scope of the VITA/TCE program (see
the Scope of Service Chart in the Publication 4012, VITA/TCE Volunteer Resource Guide).
Create a process to show everyone who made changes to a tax return, including the preparers,
quality reviewers, reject correctors, transmitters, etc.
Ensure all IRS-certified volunteer preparers are having a discussion with the taxpayer while
reviewing the information on Form 13614-C prior to preparing the return.
Ensure a process is in place to conduct 100% quality reviews by a designated or peer-to-peer
quality reviewer. Publication 4012 includes the Quality Review Checklist, which describes all
action items the reviewer must complete during the Quality Review Process.
Ensure all taxpayers and spouses provide photo identification and that volunteers confirm SSN or
ITIN for everyone listed on the tax return.
 Ensure all taxpayers with returns out of the scope of the VITA/TCE program are told they are not
eligible for traditional VITA/TCE tax return preparation and advise them to explore IRS Free File
options or use a professional tax preparer.

A site coordinator can override site policies. For example, if a client does not bring their ID/last
year’s copy/SSN card, the site coordinator can approve to take them in if they are previous clients
and are known to the site (3-5 years). A NEW client must always present original IDs and SSN for
everyone in the tax return. No copies will be accepted. 

Note:

Site Coordinator
As the coordinator, their primary role is to verify all volunteers are certified to prepare tax returns at the
appropriate level and to follow all site operating procedures.

VOLUNTEER ROLES CONT‘D
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SITE PROCESS

PUBLICATIONS
PUB 4299  Privacy, Confidentiality, and Civil Rights 

1.Volunteer Protection Act (VPA) Coverage – Volunteers in the VITA/TCE programs are generally
protected from liability for negligent acts performed within their scope of responsibilities, though
intentional or reckless misconduct is not covered.

2.Penalties for Unauthorized Disclosure – IRC §7216 imposes criminal penalties (up to one year
imprisonment and/or fines) for knowingly or recklessly disclosing or misusing taxpayer
information obtained during tax return preparation.

3.Taxpayer Participation Requirement – Tax returns must be prepared with the taxpayer present,
except for approved exceptions (joint returns, minor children, or approved Virtual VITA/TCE
models).

4.Privacy During the Interview – Sites must arrange tax preparation areas to protect taxpayer
privacy and prevent unauthorized persons from overhearing or viewing sensitive information.

5. Identity Validation – Volunteers must verify each taxpayer’s identity using valid photo ID and
Social Security or ITIN documentation before preparing or filing a return.

12



PUB 4299  Privacy, Confidentiality, and Civil Rights 

PUBLICATIONS CONT‘D

Taxpayer Consent Rules – Written taxpayer consent is required before using or disclosing tax
return information for non-return-preparation purposes (e.g., marketing, fundraising with identifiable
data).
Security Plans – All VITA/TCE sites must maintain a security plan (Form 15272) to safeguard taxpayer
data, covering both physical and electronic security measures.
Minimum Security Practices – Requirements include strong passwords (changed at least every 90
days), encrypted storage, secure wireless use (WPA2/AES), shredding of paper records, and prompt
deletion of taxpayer data after the filing season.
Data Breach & Equipment Loss Reporting – Partners must immediately report suspected breaches
or stolen/lost equipment to IRS territory offices, local police, and relevant state authorities; risk
assessments determine if taxpayers must be notified.
Volunteer Standards of Conduct & Civil Rights Compliance – All volunteers must complete ethics
certification and sign Form 13615. Partners must also comply with federal civil rights laws, including
providing meaningful access to individuals with limited English proficiency or disabilities.

6.

7.

8.

9.

10.

PUB 5101 VITA/TCE Intake/Interview and Quality Review Training
1.Purpose of Training – Ensures taxpayers receive accurate tax return preparation through consistent intake,

interview, and quality review processes, primarily using Form 13614-C.
2.Volunteer Certification – Only IRS tax law certified volunteers may answer tax law questions, prepare or

review returns. Certification is required annually; non–tax law roles (e.g., greeters) must pass Volunteer
Standards of Conduct (VSC) tests.

3.Form 13614-C Requirement – Must be completed for every tax return at VITA/TCE sites. It collects taxpayer
information and guides the interview. Sites not using it violate Quality Site Requirement #2.

4. Intake Process – Volunteers greet taxpayers, verify IDs, collect required documents (photo ID, Social
Security/ITIN cards, proof of income/expenses), determine certification level and scope of service, then
assign returns accordingly.

5. Identity Verification – Photo ID is required for all taxpayers and spouses. Site coordinators can make rare
exceptions only for those “known to the site.”

6. Interview Process – Certified volunteers review Form 13614-C, ask probing/open-ended questions, confirm
filing status, dependents, and income, and ensure completeness and accuracy before entering data into tax
software.

7.Due Diligence & Clarification – Volunteers must clarify inconsistent or questionable information and may
decline to prepare a return if the information is unreliable.

8.Quality Review Process – Every return must be reviewed by another certified volunteer (not self-review).
Two methods: Designated Reviewer (preferred) or Peer-to-Peer. Review includes taxpayer participation and
verifying all supporting documents.

9.Final Steps – Errors must be corrected before filing. Best practice includes comparing with prior year’s
return to ensure nothing is missed. Taxpayers must be advised of their responsibility before signing.

10.Taxpayer Signature & Filing – Returns cannot be filed until quality review is complete and taxpayers sign
Form 8879 (IRS e-file Signature Authorization). For joint returns, both spouses must be present unless a site
coordinator grants the limited “known to the site” exception
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https://www.irs.gov/pub/irs-pdf/p5101.pdf


Identity
Return is within the scope and certification level.
Taxpayer has all of their documentation.
Clarify any confusion.

Make changes to the intake sheet, ask questions.
"You marked that no one else lived in your home. Is that correct?" 
"I see that you and your husband both worked, yet you did not indicate you paid any
childcare expenses for your 3-year-old son.” 
“I see that you are over the age of 65, but you did not indicate that you received Social
Security benefits.” 
“I see that you answered “No” to the question 'Can anyone claim you on their tax return?’
But since you're a student living with you parents, I'm wondering if they can claim you?”

During the Intake and Quality Review the interviewer should verify: 

PUB 5166 VITA/TCE Volunteer Quality Site Requirements
1.Purpose of QSRs – The Quality Site Requirements (QSRs) ensure accurate tax return preparation and

consistent site operations for the Volunteer Income Tax Assistance (VITA) and Tax Counseling for the
Elderly (TCE) programs.

2.Site Reviews & Corrective Actions – IRS and partners use review forms to measure compliance with
QSRs. Non-adherence requires immediate corrective actions, ideally within five business days.

3.QSR #1 – Certification – All volunteers must complete required certifications (ethics, intake/interview,
tax law, and any specialty certifications) through Link & Learn Taxes before assisting taxpayers.

4.QSR #2 – Intake/Interview & Quality Review – Every taxpayer must complete Form 13614-C.
Volunteers must interview taxpayers, verify documentation, and conduct a separate quality review
before filing.

5.QSR #3 – ID & TIN Verification – Volunteers must confirm taxpayer identities with original photo ID
and validate all Social Security Numbers (SSNs) or Individual Taxpayer Identification Numbers (ITINs)
before return preparation.

6.QSR #4 – Reference Materials – Sites must have access (print or electronic) to IRS reference materials
including Publications 17, 4012, and 4299, as well as Volunteer Tax Alerts.

7.QSR #5 – Volunteer Agreement – All volunteers must sign Form 13615 (Volunteer Standards of
Conduct Agreement). Coordinators must verify identity with government-issued ID and track volunteer
certifications.

8.QSR #6 – Timely Filing – Returns must be e-filed within three calendar days after all steps (intake,
review, Form 8879 signatures) are completed. Stockpiling returns is prohibited.

9.QSR #7 – Civil Rights – Sites must display Publication 4053 (“Your Civil Rights are Protected”) in
English and Spanish (and other languages if needed). This ensures taxpayers know how to report
discrimination.

10.QSR #10 – Security, Privacy & Confidentiality – Sites must follow Publication 4299, including having an
annual security plan, safeguarding taxpayer information, restricting software access, and properly
disposing of records

Identity
Return is within the scope and certification level.
Taxpayer has all of their documentation.
Clarify any confusion.

Make changes to the intake sheet, ask questions.
“You marked that no one else lived in your home. Is that correct?" 
“I see that you and your husband both worked, yet you did not indicate you paid any
childcare expenses for your 3-year-old son.” 
“I see that you are over the age of 65, but you did not indicate that you received Social
Security benefits.” 
“I see that you answered “No” to the question 'Can anyone claim you on their tax return?’
But since you're a student living with you parents, I'm wondering if they can claim you?”
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Quality Review Process
Another certified volunteer reviews every return using Form 13614‑C and supporting
documents.

              Example: Reviewer corrects a student loan interest deduction error before filing.
Taxpayer Participation & Communication

Taxpayers are involved in review and must understand their return before signing.
               Example: Explaining to a taxpayer that signing the return is under penalty of perjury.

Common Errors & Focus Areas
Includes missing income, incorrect filing status, dependent errors, and incomplete forms.

               Example: Checking that all W‑2s and 1099s are entered and match documentation.
Connection to Due Diligence & Ethics

Proper intake, interview, and review uphold Volunteer Standards of Conduct and protect
taxpayers and volunteers.

               Example: Documenting every correction or verification step to comply with program rules.

Volunteer Standards of Conduct
 
vsc

It’s designed to ensure that tax returns prepared in VITA/TCE are accurate and of high quality from
start to finish. The training helps volunteers understand how to reliably collect information, conduct
interviews, and review returns before filing. 
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Exam 1

PUB 4012 Volunteer Resource Guide

What it’s used for​
1.Step-by-step guidance on common tax situations (filing status, dependents, income, credits, deductions)​
2.Decision trees, charts, and worksheets to help determine eligibility and correct reporting​
3.Scope limitations so volunteers know what they can and cannot prepare​
4.Quick answers without having to dig through the full Internal Revenue Code or long IRS publications​

What it is not​
1. It’s not a taxpayer instruction book​
2. It’s not authoritative law (the tax code and regulations still control)​
3. It’s not meant for complex or out-of-scope returns​

https://www.irs.gov/pub/irs-pdf/p4012.pdf


 

As a volunteer in the VITA/TCE program, you must adhere to the following Volunteer Standards of
Conduct: 

VSC #1 - Follow the Quality Site Requirements (QSR). (There are 10 QSR)

Example: A volunteer ensures that every return is reviewed by a certified Quality Reviewer before it’s
e-filed, following the “two-certified volunteer” process.

VSC #2 - Do not accept payment, ask for donations, or accept refund payments for federal or state tax
return preparation from customers.

Example: A taxpayer offers a volunteer a $20 gift card as thanks. The volunteer politely declines and
explains that IRS rules prohibit any payment or gifts.

VSC #3 - Do not solicit business from taxpayers you help or use the information you gained about
them (their information) for any direct or indirect personal benefit for yourself or any other specific
individual. 

Example: A volunteer also works as a paid financial advisor. They cannot offer investment services to
taxpayers they help at the VITA/TCE site, nor use taxpayer contact information to market services.

VSC #4 - Do not knowingly prepare false returns. 

Example: A taxpayer asks the volunteer to include an extra dependent to increase their refund. The
volunteer refuses because knowingly adding false information violates the standard.

VSC #5 - Do not engage in criminal, infamous, dishonest, notoriously disgraceful conduct, or any other
conduct considered to have a negative effect on the VITA/TCE program. 

Example: A volunteer uses someone else’s login credentials to access the tax software without
authorization. This dishonest action violates program rules and could lead to removal.

VSC #6 - Treat all taxpayers in a professional, courteous, and respectful manner.
Example: Even if a taxpayer becomes frustrated and raises their voice, the volunteer remains calm,
respectful, and professional — explaining the process without arguing back.

Confidentiality Statement: All tax information you receive from taxpayers in your volunteer capacity
is strictly confidential and should not, under any circumstances, be disclosed to unauthorized
individuals.
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1. True or False:
 All VITA/TCE volunteers, regardless of their role, must pass the Volunteer Standards of Conduct (VSC)
test before participating in the program.

2. Which of the following is NOT one of the six VSC?
 a) Follow the intake/interview and quality review process
 b) Not accept payments for preparing tax returns
 c) Knowingly prepare returns outside the scope of the program
 d) Protect taxpayer information

3. A taxpayer offers you a $20 gift card to thank you for preparing their return. What should you
do?
 a) Accept it since it’s under $50
 b) Accept it only if you share with your site coordinator
 c) Politely decline because gifts are not allowed
 d) Accept it if it’s food or drink

4. If a volunteer is found violating the VSC, what may happen?
 a) Nothing, as long as it was unintentional
 b) Dismissal from the VITA/TCE program
 c) The taxpayer’s return will be rejected by the IRS automatically
 d) The site will be shut down permanently

VSC - Quiz
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This is just a quiz, not the real exam. Refer to Publication 6744 page 14. You have two attempts to
pass this exam. 

Note:



INTAKE/INTERVIEW &
QUALITY REVIEW

It’s designed to ensure that tax returns prepared in VITA/TCE are accurate and of high quality from
start to finish. The training helps volunteers understand how to reliably collect information, conduct
interviews, and review returns before filing. 

Purpose of Training
Ensures accurate, high-quality tax returns through proper intake, interview, and quality review
processes.

               Example: Volunteers learn how to systematically collect and verify taxpayer information.
Form 13614‑C (Intake/Interview & Quality Review Sheet)

Standardized form for collecting taxpayer data, income, expenses, dependents, and notes for
quality review.

               Example: Volunteer updates the form if the taxpayer forgets to include a W‑2.
Certification Requirement

Volunteers preparing or reviewing returns must complete the training and pass the test
(≥80%).

               Example: Only certified volunteers handle advanced tax returns or military returns.
Intake Process

Volunteers greet taxpayers, explain the process, verify documents, and complete Form
13614‑C.

               Example: Confirming a taxpayer’s SSN, photo ID, and dependent information during intake.
Form 13614‑C (Intake/Interview & Quality Review Sheet)

Volunteers clarify, verify, and collect missing or inconsistent information from taxpayers.
               Example: Asking about a dependent’s residency to confirm eligibility for a credit.

Certification Requirement
Volunteers handle only in-scope returns and assign returns based on certification level.

               Example: Referring a complex business return to a certified advanced volunteer.
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DUE DILIGENCE
Due diligence is a core part of volunteering with VITA/TCE because it ensures taxpayers’ returns are
prepared accurately, honestly, and legally. 

What “Due Diligence” means in VITA/TCE
Acting carefully, thoroughly, and responsibly when preparing tax returns.
Verifying information, not just accepting it at face value.
Asking clarifying questions when things don’t make sense.
Documenting taxpayer responses and only reporting what is supported.
Protecting taxpayers (and yourself) from errors, penalties, or fraud.

Verify Taxpayer Identity
Always check government-issued photo ID and Social Security/ITIN cards.

Example: A taxpayer shows a driver’s license and their child’s SSN card before claiming the child as a
dependent.

Review Documentation
Taxpayers must provide forms (W-2s, 1099s, 1098s, etc.) or other valid records.

Example: A self-employed taxpayer provides a notebook of earnings; you ask clarifying questions to
ensure income and expenses are reasonable.

Ask Clarifying Questions
If something seems inconsistent, ask politely but firmly.

Example: A taxpayer claims a dependent but the dependent lives out of state with another parent. You
ask questions to confirm residency and support requirements.

Avoid Assumptions
Never “fill in the blanks” for the taxpayer.

Example: If a taxpayer says they “probably” paid $3,000 in childcare, you must ask for receipts or
statements — not just estimate the number.

Record Complete & Accurate Information
Only enter what is supported and provided by the taxpayer.

Example: If a taxpayer cannot substantiate an Earned Income Tax Credit (EITC) claim, you must not
include it on the return.
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When in doubt, make an effort to find the answer 

Seek assistance from the coordinator 
Seek assistance from a tax preparer with more experience 
Reschedule or suggest the taxpayer come back when a more experienced tax preparer is
available
Reference or research publications (i.e. Publication 17, Publication 4012, Publication 596, etc.) 
Research www.irs.gov 
Call the VITA/TCE Hotline at 1-800-829-VITA (8482) 
Research the Interactive Tax Assistance (ITA) on www.irs.gov to address tax law issues 
Advise taxpayers to seek assistance from a professional tax preparer.

DUE DILIGENCE CONT‘D
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I/I & QR - Quiz
1. When reviewing Form 13614-C, what should a preparer do if a taxpayer leaves a question
blank?
 a) Ignore it if most of the form is complete
 b) Mark it as “N/A” or add comments after discussing it with the taxpayer
 c) Fill it in based on their best guess
 d) Skip it and let the quality reviewer handle it

2. A taxpayer says they earned $15,000 in self-employment income but provides no records. They
also claim $20,000 in expenses. You feel uncomfortable with the numbers. What should you do?
 a) Prepare the return anyway since they insist
 b) Estimate the numbers
 c) Stop and seek assistance from the site coordinator
 d) Refuse to prepare any return for self-employed taxpayers

3. Which of the following is required during the intake process?
 a) Verify taxpayer identity with photo ID
 b) Assign return based on volunteer certification level
 c) Provide and review Form 13614-C
 d) All of the above

4. Volunteers must not begin entering information into the ________ until the interview and Form
13614-C review are complete.



Form 13614-C
Form 13614-C, also known as the intake sheet, is a form that every clients must fill out, without any
exception. It gathers all the personal information for every individual that will be included in the tax
return. It is very important that all questions are answered to the best of the client’s ability. The
screener will be respoinsbible to ensure that eveyrthing has been filled out. 
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This grey area is for tax
preparers to fill out as part of
Due Diligence. Anything grey
here on forth, must be filled

out by the volunteer. 
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The right side of the page 2 and page
3 must be filled out by the volunteer

tax preparer. If clients brought a form,
they must verify the # of forms with

the left side that the client filled out. If
no forms, write ‘N/A’ for all lines. 
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Form 1040
What It Is and How to Fill It Out

The IRS 1040 tax form is the most basic annual federal income tax form, and almost everyone who
earns an income in the US will need to fill one out. Understanding how to properly complete your
Form 1040 simplifies the process and reduces the risk of a tax audit.

 you use each year to report your income, claim deductions and credits, and determine your tax
liability for federal tax purposes.
 includes a number of schedules for reporting additional income and claiming tax deductions and
credits.
 There are also variations for senior citizens (Form 1040-SR), nonresident aliens (Form 1040-NR),
and filers who need to amend their federal tax return form (Form 1040-X). 

Who needs to file?

If you’re self-employed and make more than $400 from your business annually, you need to file
Form 1040. However, if you’re an employee or earn passive income (dividends, interest, rental income),
the gross income or threshold for filing is larger. Single filers under the age of 65 are required to file
Form 1040 if they make more than $15,000 in gross annual income. 

Form 1040-SR is for people aged 65 and older.

Form 1040-NR a nonresident alien is an individual who is not a U.S. citizen and has not met the
requirements for a resident alien, and engaged in any a trade or business in the U.S. during the year,
even if your business earned no income, received income or is self-employed. 

Form 1040-ES is used for reporting and paying estimated tax. If you earn income that is not subject
to federal income tax withholding, such as rental income or self-employment income.

Form 1040-V is filed for when money is owed on your taxes and are paying by check or money order,
you’ll need to fill and send in Form 1040-V when you pay.

Form 1040-X lets you make amendments if you previously filed a Form 1040. If you need to adjust
your income, claim deductions and credits, or correct other errors on your individual income tax
return.
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What It Is and How to Fill It Out

Form 1040 CONT’D

There are a number of additional tax schedules you can use to report business income, declare
additional income, and claim further deductions and credits.

Schedule 1: If you have additional income and adjustments to income that you did not report on the
first page of Form 1040, you’ll use Schedule 1 to declare these. These can include things like alimony,
business income, and educator expenses.

Schedule 2: If you pay additional taxes on some parts of your income, you’ll use Schedule 2 to declare
this. Schedule 2 is broken into 2 parts: the first is for alternative minimum tax and premium tax credits
on health insurance that you’ve purchased through the marketplace. The second part of Schedule 2 is
for other taxes like self-employment tax, tax on IRAs, additional taxes on Medicare, excess social
security taxes, and investment income tax.

Schedule 3: is where you’ll report any credits and payments for things like child tax credit, dependent
care expenses, general business credit, overpayment of past taxes, and residential energy credits.
Schedule 3 is split into two parts: the first is for refundable credits, and the second is for non-
refundable credits.

Schedule A: is used to report itemized deductions. This includes everything from medical expenses to
mortgage interest and charitable donations.

Schedule B: If you’ve made more than $1,500 in income from interest and dividends. Any interest or
dividend income under that amount only needs to be entered on the standard Form 1040, on lines 2
and 3. 

Schedule C: If you’re a contractor, freelancer, or someone else who owns a business, you’ll use
Schedule C to report your profits or losses from that business.

Schedule D: is for any capital gains and losses you’ve made from your investments.

Schedule SE: Any self-employed people, independent contractors, or business owners who made
more than $400 from their business.

Form 8812: Use form 8812 to claim the Child Tax Credit or Credit for Other Dependents. 
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Questions people usually ask:

Form 1040 CONT’D

Is a 1040 the same as a W-2? 
No, Form 1040 and W-2 are 2 separate federal tax forms. Your employer will send you a W-2 (Wage
and Tax Statement) that details your income and withholdings, which you will use when you fill out
Form 1040. A copy is also sent to the IRS. The 1040 federal income tax form is the form you send to
the IRS when you file your taxes.

When should you use a 1040?
You should use Form 1040 when you file your annual income taxes. You’ll use it to report your income,
any deductions and credits you’re claiming, and your total tax liability.

What is the difference between W-2, W-4, and 1040?
A W-2 is a form your employer sends you that details your income and tax withholdings; a W-4 is a
form you fill out for your employer explaining your withholding status, and 1040 is the form that you
send to the IRS when you file your annual income taxes.

Is 1040 the same as 1099?
No, Form 1040 and Form 1099 are two different federal tax forms. Form 1040 is a form that you fill out
and send to the IRS reporting your income, deductions, credits, and tax due. Form 1099 is used to
report non-employee income (like independent contractors) to you and to the IRS; you’ll use that
information when you fill out Form 1040.

Is 1040 proof of income?
You can use Form 1040 as proof of your last year’s income if you need to show it for a mortgage loan,
rental, financial aid, etc.



 

Single MF HoH

Standard Deduction:

Prior Taxable Income: $50,000 $75,900 $62,000

Actual Taxable Income:

4012 Volunteer
Resource Guide

 

 

Who must file? (Tab A A-3)
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Standard deduction, depending on your filing status, lowers your taxable income. 

$15,000

$35,000

DIY: Practice 



 

 

Single (Over 65)
MF (Both Over 65 and 1

blind)

HoH (Over 65
and partially

blind)

Standard Deduction:

Prior Taxable Income: $50,000 $75,900 $62,000

Actual Taxable Income:

 

31

 

 

Standard Deduction Chart for People Born 
Before January 2, 1961 or Were Blind 

Blind – A taxpayer is considered blind if either totally blind as of December 31 of the tax year or they
have a statement certified by their eye doctor (ophthalmologist or optometrist) that: 

They cannot see better than 20/200 in their better eye with glasses or contact lenses, or 
Their field of vision is 20 degrees or less

Additional standard deduction per box? __________

$17,000

DIY: Practice 

$38,000



 

 

Who must file? (Tab A A-3)
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In this chart, unearned income includes taxable interest, ordinary dividends, and capital gain
distributions. It also includes unemployment compensation, taxable Social Security benefits,

pensions, annuities, and distributions of unearned income from a trust. Earned income includes
salaries, wages, tips, professional fees, and taxable scholarship and fellowship grants. Gross

income is the total of your unearned and earned income.

Other Situations When You Must File

You must file a return if any of the conditions below apply for 2025. 
1. You owe any special taxes, including any of the following. 
               a. Alternative minimum tax (Out of Scope). 
               b. Additional tax on a qualified plan, including an individual retirement arrangement (IRA), or  
                   other tax favored account. But if you are filing a return only because you owe this tax, you
                   can file Form 5329 by itself.
               c. Household employment taxes. But if you are filing a return only because you owe this tax,
                   you can file Schedule H by itself (Out of Scope). 
               d. Social Security and Medicare tax on tips you did not report to your employer or on wages
                   you received from an employer who did not withhold these taxes. 
               e. Write-in taxes, including uncollected Social Security and Medicare or RRTA tax on tips you
                   reported to your employer or on group-term life insurance and additional taxes on health
                   savings accounts. See the Instructions for Form 1040. 
                f. Recapture taxes. See the Instructions for Form 1040 (Out of Scope). 

2. You (or your spouse, if filing jointly) received HSA distributions (in scope), Archer MSA distributions
(Out of Scope), or Medicare Advantage MSA distributions (Out of Scope).



 

 

33

Other Situations When You Must File

 3. You had net earnings from self-employment of at least $400. Net earnings are Sch C profit
multiplied by 92.35%. There is no self-employment tax on Sch C profit of less than $433. 

4. You had wages of $108.28 or more from a church or qualified church-controlled organization that is
exempt from employer Social Security and Medicare taxes (Out of Scope). 

5. Advance payments of the premium tax credit were made for you, your spouse, or a dependent who
enrolled in coverage through the Marketplace. You or whoever enrolled you should have received
Form(s) 1095-A showing the amount of the advance payments.

6. You are required to include amounts in income under section 965 or you have a net tax liability
under section 965 that you are paying in installments under section 965(h) or deferred by making an
election under 965(i) (Out of Scope). 7. You purchased a new or used clean vehicle from a registered
dealer and reduced the amount you paid at the time of sale by transferring the credit to the dealer.
See Form 8936 and Schedule A (Form 8936). (Out of Scope).

Who should file? (Tab A A-6)
Even if a taxpayer is not required to file a federal income tax return, they should file if any of the
following situations below apply.

1.  You had income tax withheld from your pay, pension, Social Security or other income. 
2.  You made estimated tax payments for the year or had any of your overpayment from last year’s

tax return applied to this year’s taxes. 
3.  You qualify for the earned income credit. See Publication 596, Earned Income Credit (EIC), for

more information. 
4.  You qualify for the additional child tax credit. See the Instructions for Schedule 8812, Credits for

Qualifying Children and Other Dependents. 
5.  You qualify for a refundable American opportunity credit. 
6.  You qualify for the premium tax credit. 
7.  You receive a 1099-B, Proceeds From Broker and Barter Exchange Transactions, and the gross

proceeds plus other income exceeds the filing limits in Chart A. 
8.  You receive a 1099-DA, Digital Asset Proceeds From Broker Transactions, and the gross proceeds

plus other income exceeds the filing limits in Chart A (Out of Scope). 
9.  You receive Form 1099-S, Proceeds From Real Estate Transactions. 

10.  You are required to file a state return. 
11. . You qualify for the refundable credit for prior year minimum tax. See Form 8801, Credit for Prior

Year Minimum Tax — Individuals, Estates, and Trusts (Out of Scope). 
12.  You qualify to file Form 4136, Credit for Federal Tax Paid on Fuels (Out of Scope).



 

 

Single Filing Status
If on the last day of the year, you are unmarried or legally separated from your spouse under a divorce
or separate maintenance decree and you do not qualify for another filing status.

Married Filing Jointly Filing Status
You are married and both you and your spouse agree to file a joint return. (On a joint return, you report
your combined income and deduct your combined allowable expenses.)

Married Filing Separately Filing Status
You must be married. This method may benefit you if you want to be responsible only for your own
tax or if this method results in less tax than a joint return. If you and your spouse do not agree to file a
joint return, you may have to use this filing status.

Head of Household Filing Status
You must meet the following requirements: 1. You are unmarried or considered unmarried on the last
day of the year. 2. You paid more than half the cost of keeping up a home for the year. 3. A qualifying
person lived with you in the home for more than half the year (except temporary absences, such as
school). However, your dependent parent does not have to live with you.

Qualifying Surviving Spouse Filing Status
You may be eligible to use qualifying surviving spouse as your filing status for two years following the
year of death of your spouse. This filing status entitles you to use joint return tax rates and the highest
standard deduction amount (if you do not itemize deductions). This status does not entitle you to file a
joint return.

 

Filing Status (Tab B B-13)
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It impacts the calculation of income tax, affects the amount of the standard deduction, and
determines allowance or limitation of certain credits and deductions. The five filing statuses are:
single, married filing jointly, married filing separately, head of household, and qualifying surviving
spouse.

Some taxpayers are eligible to use more than one filing status. Usually, the taxpayer will choose
the filing status with the lowest tax rates.

Note:



 

 

Filing Status (Tab B B-13)
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1. Lillian has never been married, lives alone, and has paid all the expenses of keeping up a home for
herself and no one else. What is Lillian's filing status? _____________________

2. In August of the tax year, Marta moved into an apartment she shared with her husband. They have
no children or other dependents. Which filing status should Marta use? _____________________

3. Adam's wife died this year (2025). He has not gotten married. Adam provides all the support for his
two dependent children. What is Adam's filing status? _____________________

4. Jeremy is divorced and paid 100% of the cost for keeping up his home for the year. His son lives
with him, and he is the primary care giver for his son. What is his filing status?_____________________

Filing Status - Quiz



 

 

Dependents (Tab C C-3) 
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• You can’t claim any dependents if you, or your spouse if filing jointly, could be claimed as a
dependent by another taxpayer, unless that taxpayer files a return only to claim a refund of income
tax withheld or estimated tax paid. 
• You can’t claim a married person who files a joint return as a dependent unless that joint return is
only to claim a refund of income tax withheld or estimated tax paid. 
• You can’t claim a person as a dependent unless that person is a U.S. citizen, U.S. resident alien, U.S.
national, or a resident of Canada or Mexico.1 
• You can’t claim a person as a dependent unless that person is your qualifying child or qualifying
relative.



 

 

Qualifying Child of More Than One Person 
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All Dependents (Tab C C-4/5)
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All dependents
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A person is permanently and totally disabled if he or she can’t engage in any substantial gainful activity because of a
physical or mental condition, and a doctor determines the condition has lasted or can be expected to last continuously for
at least a year or can lead to death. 

1 

 A child is considered to have lived with you during periods of time when one of you, or both, are temporarily absent due
to illness, education, business, vacation, military service, institutionalized care for a child who is permanently and totally
disabled, or incarceration. In most cases a child of divorced or separated parents is the qualifying child of the custodial
parent. See Table 3: Children of Divorced or Separated Parents or Parents Who Live Apart to see if an exception applies.
There is an exception for kidnapped children. See Publication 501. 

2

A worksheet for determining support is included later in this tab. If a child receives Social Security benefits and uses them
toward his or her own support, those benefits are considered as provided by the child. Benefits provided by the state to a
needy person (welfare, food stamps, housing, SSI) are generally considered support provided by the state. 

3 

 An adopted child is treated the same as a natural child for the purposes of determining whether a person is related to
you in any of these ways. For example, an adopted brother or sister is your brother or sister. An adopted child includes a
child who was lawfully placed with a person for legal adoption.

4

  An individual is not a dependent of a person if that person is not required to file an income tax return and either does not
file an income tax return or files an income tax return solely to claim a refund of estimated or withheld taxes.

5

Name Controls for Individual Tax Returns (Tab B B-19) 
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1. Primary Name Control (SEQ 0050) of Form 1040 must equal the first significant characters of the
primary taxpayer’s last name. No leading or embedded spaces are allowed. The first left-most position
must contain an alpha character. Omit punctuation marks (except hyphens), titles and suffixes within
last name field.

2. Consider certain suffixes as part of the last name (i.e., Armah-Bey, Paz-Ayala, Allar-Sid). Particular
attention must be given to those names that incorporate a mother’s maiden name as a suffix to the
last name. For example, traditional Hispanic last names include the taxpayer’s father’s name followed
by a space and the taxpayer’s mother’s maiden name. A married taxpayer’s last name remains the
same and either simply adds on the spouse’s father’s name (resulting in 3 names forming the last
name) or deletes the mother’s maiden name and adds on the spouse’s father’s name (sometimes the
spouse’s father’s name is preceded by “de”).
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Quiz
1. Steve provided $4,000 toward his mother's support during the year. His mother had nontaxable
Social Security benefit payments of $4,800, and tax-exempt interest of $800. She used all of these for
her support. Can Steve claim his mother as a dependent?

2. Ted is divorced and has a daughter who lived with him and his ex-spouse for an equal number of
nights. Ted's adjusted gross income is $45,000 and his ex-spouse's adjusted gross income is $30,000.
Who can claim the daughter?

3. Diane and her brother each provide 20% of their grandmother's support for the year. Two people
who are not related to Diane's grandmother, and who do not live with her, provide the remaining 60%
of her support equally. Who is entitled to claim the grandmother as a dependent?
a.) Diane
b.) Diane's brother
c.) One of the two persons providing the remaining 60% of support
d.) No one

4. George and Marion, both age 22, are married and will file a joint return. George’s brother, Allen, lives
with them. What is Allen, the brother, for tax purposes?
a.) Dependent
b.) Qualifying relative
c.) Both A and B
d.) None of the above

5. Sam and Edith are married, file a joint return, and have three children, Aaron (age 15, in high school)
who lives with them, Axel (age 18, in high school) who lives with them, and Ann (age 20, a full-time
student at an out-of-state college). Axel made $5,400 at a part-time job and filed a single tax return to
recover his tax withholding. Sam and Edith provided more than half of the total support for all three
children. How many dependents can Sam and Edith claim when they file their joint tax return?

a.)They can claim one dependent since Axel does not pass the gross income test, and Ann is
considered to live at home while away at college. 
b.)They can claim two dependents since Axel does not pass the gross income test. 
c.)They can claim three dependents.
d.)They can claim two dependents since Ann is over 18 years old.
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Types of Income (Tab D)

Gross income is the total of your unearned and earned income.

Unearned income includes taxable interest, ordinary dividends, and capital gain distributions. It also
includes unemployment compensation, taxable social security benefits, pensions, annuities, and
distributions of unearned income from a trust.

Earned income includes salaries, wages, tips, professional fees, and taxable scholarship and fellowship
grants.

Highlighted in yellow are some of the types of income that individuals need
to file. These are the most common forms we see at our sites.
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Other Income (Scholarship and Grants, jury duty)

What is other income?
 Income that does not have its own line on Form 1040 is generally reported on Form 1040, Schedule 1.
 

Here are some examples: 

Prizes and awards 
Gambling winnings, including lotteries and raffles 
Jury duty pay, topic covered in the Adjustments to Income lesson 
Alaska Permanent Fund dividends 
Recovery of a deduction claimed in a prior year 
Nonbusiness credit card debt cancellation- A debt includes any indebtedness for which a
taxpayer is liable, or which attaches to the taxpayer’s property, such as auto loans, credit card
debt, medical care, professional services, mortgages, and home equity loans. Generally, if a debt
for which a taxpayer is personally liable is canceled or forgiven, the taxpayer must include the
canceled amount in income. There is no income from canceled debt if the cancellation or
forgiveness of debt is a gift or bequest.

Adjustments (Educator Expense)

To identify the adjustments to income that taxpayers can claim, you will need to ask the taxpayers if
they had the types of expenses listed on the Adjustments to Income section of Schedule 1. Review
the taxpayers’ answers on their intake and interview sheet.

During the tax year did the taxpayer or spouse:

Pay qualified educator expenses? 
Receive income from self-employment? 
Have self-employed health insurance? 
Pay a penalty for early withdrawal of savings? 
Pay alimony? 
Make contributions to a traditional IRA? 
Contribute to a health savings account? 
Pay student loan interest? 
Receive income from jury duty that was turned over to an employer? 
Have a Form W-2 Box 12 code H contribution to Sec 501(c)(18)(D) pension plan?



Both Educators

Taxpayer $175

Spouse $175

Total $350

Both Educators

Taxpayer $325         $300

Spouse $175

Total $500        $475

One Educator

Taxpayer $0

Spouse $300

Total $300
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Adjustments (Educator Expense)

Eligible educators can deduct up to $300 of qualified expenses paid during the tax year. If both the
taxpayer and spouse are eligible educators, they can deduct up to $600, but neither can deduct more
than their own expenses up to $300. The deduction amount is indexed for inflation, so future
maximum deduction amounts may be higher. 

If the taxpayer or spouse is an educator, probe a little deeper to see if they qualify for this adjustment.
Ask questions such as: 

Are you or your spouse a teacher, instructor, counselor, principal, or aide in a school? (Cannot be a
home school) 
What grade or grades do you teach? (Must be K-12) 
Were you employed for at least 900 hours during the school year? (Required minimum hours)

What expenses qualify? If the taxpayer or spouse is an eligible educator, ask about their qualified
expenses. Advise taxpayers that they must have receipts for verification if they get audited.

Expenses that qualify include books, supplies, equipment (including computer equipment, software,
and services), and other materials used in the classroom. The educator’s own professional
development expenses related to the curriculum in which the educator provides instruction are also
included. Qualified expenses also include amounts paid or incurred for personal protective
equipment, disinfectant, and other supplies used for the prevention of the spread of coronavirus.
Qualified expenses don’t include expenses for home schooling or for nonathletic supplies for courses
in health or physical education.

Example: Gloria is a 5th and 6th grade teacher who works full-time in a year-round school. She had
1800 hours of employment during the tax year. She spent $262 on supplies for her students. Of that
amount, $212 was for educational software. The other $50 was for supplies for a unit she teaches
sixth graders on health. Only the $212 is a qualified expense. She can deduct $212.

Example: Debbie is a part-time art teacher at an elementary school. She spent $185 on qualified
expenses for her students. Because she has only 440 hours of documented employment as an
educator during the tax year, she cannot deduct her educator expenses.



 

Single MFJ HOH

10% $0 to $11,925 $0 to $23,850 $0 to $17,000

12% $11,925 to $48,475 $23,850 to $96,950 $17,000 to $64,850

22% $48,475 to $103,350 $96,950 to $206,700 $64,850 to $103,350

24% $103,350 to $197,300 $206,700 to $394,600 $103,350 to $197,300

32% $197,300 to $250,525 $394,600 to $501,050 $197,300 to $250,500

35% $250,525 to $626,350 $501,050 to $751,600 $250,500 to $626,350

37% $626,350 or more $751,600 or more $626,350 or more
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Tax Rates

What is the tax rate?

A tax rate refers to a percentage at which income are taxed by the IRS and sometimes state or local
governments. There are different tax rates such as marginal tax rate (IRS), effective tax rate, corporate
tax rate, capital gain tax rate, payroll and other tax rates. 
 

 How does it work?

Note: The “taxable income” amounts above represent your income after deductions (for example, the standard deduction or
itemized deductions). 

Example: 
 Filing Status: Single
Taxable Income: $80,000

Rate: 

10%       $0 to $11,925              = $ 1,192.50
12%       $11,925 to $48,475     =  ($48,475 − $11,925) =  $36,550 x 12%  = $ 4,386
22%       $48,475 to $103,350 =  ($80,000 − $48,475) = $31,525 x 22%  = $ 6,935.50

Total:  1,192.50 + 4,386.00 + 6,935.50 = 12,514.00

IRS Tax Brackets
Tax Rate 2023

https://www.irs.gov/filing/federal-income-tax-rates-and-brackets
https://www.youtube.com/watch?v=qvZr9SgwJYI


 
 

Rate: 

10%                                              = $                

12%       $17,000 to $64,850     =                                       =                         =  $ 5, 742

22%       $64,850 to $103,350   =  ($67,000 − $64,850) = $2,150 x 22% = $ 

Total:                  + 5,742 +                  = 

Rate: 

10%                                              =                 

12%                                              =                                       =                         =   

22%                                              =                                       =                                   =  

Total:                  +                +                  = 
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Tax Rates

Work it yourself.

Example: 
 Filing Status: Head of Household
Taxable Income: $67,000

Work it yourself.

Example: 
Filing Status: MFJ
Taxable Income: $67,000



 

Credit

Tax bill $3,000

($1,000)

Tax bill: $2,000

Deduction

Tax Bill $3,000

($1,000)

Tax bill: $3,000

Note:

Credit

Tax bill $3,000

($1,000)

Tax bill: $2,000

Credit Deduction

Tax bill $3,000 $3,000

($1,000) ($1,000)

Tax bill: $2,000 $2,000 Credit Deduction

AGI $40,000 $40,000

($1,000)

Taxable Income $40,000 $39,000

Tax Rate* 12% 12%

Tax $4,800 $4,800

Tax Bill $3,800 $4,680
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Credits vs Deductions

How Credits and Deductions Work

It's important to determine your eligibility for tax deductions and tax credits before you file.

Deductions can reduce the amount of your income before you calculate the tax you owe.
Credits can reduce the amount of tax you owe or increase your tax refund.
Certain credits may give you a refund even if you don't owe any tax.*

 

Deductions lower your taxable income. You multiply the deduction amount towards the bracket percent and subtract from
your income.

 

 

C vs D

https://www.youtube.com/watch?v=uteR4s9U7Bc&t=207s


Family and Dependent Credits

Child Tax Credit

Child and Dependent Care Credit

Earned Income Tax Credit

Education Credits (1098-T)

Adoption Credit

Other Dependent

Energy Credit Form 5685, Residential Energy Credits

Homeowner Credit First time Homebuyer

Health Care Credit Premium Tax Credit
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Types of Credits

 

Refundable Non-Refundable

Increase your refund Reduce the amount you owe

Even if no income must be reported, you
may still file to receive these credits.

Once the amount owed hits zero, then the
credit has been used.

ACTC, EITC CTC

Refundable vs Non-Refundable

EITC TABLE

https://www.irs.gov/pub/irs-pdf/p596.pdf
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QUICK REFERENCE​

Educator’s Expense:                             $ ____ Page ______​
Child Tax Credit:                                    $ ____ Page ______​
Additional Child Tax Credit                 $ ____ Page ______​
Student Loan Interest: Up to              $ ____ Page ______​
Other Dependent:                                $ ____ Page ______​
Earned Income Credit:                        $ ____ Page ______​
American Opportunity Credit:            $ ____ Page ______​
Standard Deductions                                      Page ______​

Single:                                             $ ____ ​
Married Filing Jointly:                   $ ____​
Head of Household:                      $ ____​
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UNITED WAY WORLDWIDE STYLE GUIDE

United Way of Southern Cameron County

Unitedwayrgv.org

For more information, contact: 
United Way Worldwide
taxproject@unitedwayrgv.org
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