Please keep and file for reference


2014 VITA—Volunteer Income Tax Assistance---Interest Meetings
http://www.psuvita.org/

Friday, September 19, 2014
3-4:00 p.m., 4:15-5:15 p.m. and 5:16-6:00 p.m. 112 Katz Building
University Park, PA

A. Welcome/Introductions 

B. What is VITA?

C. Benefits of the Program for: 

1. Taxpayers/Community 

2. Volunteers 

3. University Recognition
D. Logistics at University Park

1. Site location and type (010 Ferguson Building/e-file) 

2. The site will be open from, Saturday February 2 to Saturday, April 11, 2015 

3. Hours of Operation:  

a. Tues., Wed., Thurs. 5:00 p.m. – 9:00 p.m. (last appointment @ 8:00 p.m.)

b. Saturdays 9:00 a.m. – 4:00 p.m. (last appointment @ 3:00 p.m.)

4.  Closed for Spring Break, March 8-15, 2015 
E. Volunteer Requirements and Training 

1. General

2. IRS-Internal Revenue Service (see Form 13615—Volunteer Agreement)

3. Federal:  Link and Learn Training Site (Go to www.irs.gov).  Training time length varies by individual.
4. Pennsylvania Tax Returns
5. Federal—Study Guide—usually arrives before Thanksgiving break and distributed from Ferguson Building.
6. See handout with training schedule
F. Questions

VITA—Volunteer Income Tax Assistance

The Volunteer Income Tax Assistance Program (VITA) is a nationwide, Internal Revenue Service (IRS) sponsored volunteer program that provides free tax preparation services to low income, special needs and senior citizen taxpayers.  The IRS requires that all VITA volunteers complete training and pass a certification test in order to provide tax preparation services to taxpayers.  

The Penn State VITA-University Park site has targeted individuals and families whose income fits within the eligibility for the Earned Income Tax Credit (income of $52,000 or less for 2014 tax year).  Thus, most returns completed are likely to be basic. However, all volunteers must be certified at the Basic and Advanced Certification Levels.
Site Coordinator

Dr. Cathy Faulcon Bowen, Professor and Extension Specialist, Consumer Issues
Department of Agricultural Economics, Sociology & Education (AESE)
cbowen@psu.edu     814- 863-7870   
Law Student Liaison

Zachary Burley, Juris Doctor Candidate, The Dickinson School of Law
zdb112@psu.edu Phone: 814-590-6405
Accounting Student Liaison

Valentina DAnna, Accounting
vmd5072@psu.edu    Phone: 610-864-1630
Special Assistants
Sarah Mackey, Master of Accounting
sem5464@psu.edu    Phone: 610-393-9142
Austin Kinney, J.D.
ajk314@psu.edu    Phone: 360-789-4972
All Positions

Everyone must sign a volunteer agreement vowing to keep confidentiality, Form 13615.
Volunteer 3 hours a week on one shift. Exception—schedulers may have a shift of 2 hour or more.  Select a day and stick with it. If class conflicts arise you can switch for the week with another volunteer.  However, please inform your liaison and Dr. Bowen of the switch (863-7870 cbowen@psu.edu) at least one week in advance.  It is unprofessional to make a switch at the last minute and makes it harder to find a volunteer to cover your shift.  It also makes the PSU VITA sight look bad if we are behind on the schedule because volunteers did not show up as agreed. 
Skills Needed by Greeters and Tax Preparers

· Friendly personality

· Reliable

· Ability to ask probing questions to make sure you have the information needed

· Attention to details

· Responsible attitude

· Problem solving attitude

Scheduler Duties—Good position for those who have not completed a tax course
· Answer the telephone.

· Make appointments and enter taxpayers’ name and phone number into time slots.

Greeter Duties—Good position for those who have not completed a tax course
· Arrive 30 minutes before the site opens. 
· Display and remove directional street/sidewalk signs to the tax site. 
· Set up and remove chairs in waiting area.  Welcome taxpayers to the site. 
· Issue taxpayers parking passes. 
· Check documents to make sure they have what they need to file the return. 
· May leave once the last scheduled filer for the day is checked in and the street directional signs have been removed. 
Tax Preparer Duties
· Complete returns for taxpayers.  

· Escort next client to your station after finishing with current taxpayer.

· Make sure each completed return is stored in safely in room 8B immediately.

Shift Supervisor Duties (usually has served as a tax preparer/volunteer for one or more years)
· Review completed returns for accuracy.  
· Assist preparers as they complete returns by answering questions etc.  
· Complete tax returns as needed.  
· Make sure each completed return is stored in safely in room 8B immediately.

Volunteer Positions and Required Training/Certifications
	Volunteer Position 
	Ethics/Volunteer Standards of Conduct (Pass 80% & higher)
	Tax Law Certification 

	Return Preparer 
	Required 
	Basic and Advanced

	Shift Supervisor/

Quality Reviewer 
	Required 
	Basic and Advanced

	Greeter (does not answer tax law questions) 
	Required 
	Not Required 

	Scheduler
	Required 
	Not Required 


Also I anticipate that the IRS will have special module related to the Affordable Care Act that all volunteer tax preparers will need to complete.
Steps to take if you cannot make your regular shift.

All—please plan in advance, look at your class schedule, and personal calendar by the second week of classes and note night exams and other events that conflict with VITA and make the necessary arrangements, alert your liaisons and Dr. Bowen.  

1. Locate another volunteer who will take your schedule shift or swap with you for the week.

2. Please contact your liaison and Dr. Bowen via e-mail with the following:  

a. Your first and last name.


b. The first and last name of the person taking your shift for the date you have a conflict.
c. Day and time of your shift that the switch is being made for. 

3

