
INTAKE CHECKLIST  

**DO NOT turn away clients before quickly screening their paperwork for scope. **    

 
Step 1: Verify that they have an appointment and they are not 15 min+ late. If it is the last appointment of the shift 
they should not be more than 10 min late. 

●​ If they are too late to take care of today, offer to reschedule or potentially take the return as a drop off. If 
it’s a drop off, refer to that checklist. 

Step 2: Photo Identification and Taxpayer Identification Numbers (TIN)   

Check the taxpayers’ (spouse and dependents, if applicable) government-issued photo ID, Social  Security 

number (SSN), or Individual Taxpayer Identification Number (ITIN).  

Step 3: Review ALL tax documents to confirm it is in our scope. 
●​ Add together income from W2s, 1099s, and any reported cash income. Families and joint filers over 

$93,000 and single without dependents over $65,000 do not qualify. 
●​ Do not reject filers if they are slightly above the VITA income threshold. Ask the site manager if they can 

still be taken care of.  
●​ Make sure they have not sold crypto in 2025. Cryptocurrency transactions are out of scope for the VITA 

program. 

Step 4: Interview and Review Form 13614-C  

Use probing questions to develop and/or clarify information on the intake sheet and to confirm the information 

provided by the taxpayer is complete and accurate. Especially confirm name spellings, birthdays, addresses, 

and bank preferences. 

Write comments on the form when taxpayers' answers change, or taxpayers provide additional information.   

●​ Page 1: Ensure the taxpayer answered all questions on Form 13614-C. Ask the client if they were issued 
an Identity Protection PIN (IPPIN) from the IRS even if the box was left unchecked. 

●​ Page 2 and 3: Confirm that the boxes are checked related to the taxpayers’ tax forms. Look at all 
supporting documentation provided by the taxpayer (Forms W-2, 1099, payment receipts, etc.) If the 
taxpayer has income or expenses listed on the return that do not require a source document and 
none were provided, notate information on Form 13614-C in Additional Notes/Comments section. 
Verify each of the taxpayer’s responses on the form.  

○​ All unchecked boxes on pages 1 through 3 of the form must be addressed.   
○​ Answer required questions in the gray shaded area. Form 13614-C must be filled out completely 

to ensure all necessary information is gathered from the taxpayer.  
○​ If a question does not apply to the taxpayer, write “No”, “N/A”, a check mark, or other comments 

to indicate that the question does not apply.  
○​ The right-hand side of pages 2 and 3 has an area for notes/comments that will be used to 

document conversations with taxpayers.  
○​ If they indicate 1099-NEC or cash income, provide the “Self-Employment Tax Worksheet”. 

●​ Page 4: Optional for the taxpayer to complete.  
●​ Page 5: Add any additional notes. Include additional dependents, prior year AGI, or property PIN as 

needed.  
●​ Page 6: Form 15080, Consent to Disclose Tax Return Information to VITA/TCE Tax Preparation Sites that 

authorizes information sharing between VITA/TCE sites via TaxSlayer Pro Online.  



Step 5: Make Dependency and Filing Determinations  

Use the attached filing status decision tree when determining taxpayer filing status and eligible dependents to 

be claimed. On Form 13614-C complete the gray shaded area titled: If any individuals are claimed on the tax 

return, then ALL questions must be answered. The answers to the questions asked will provide the information 

needed to make tax law determinations for dependency, filing status, and qualified tax credits. There is space 

for additional comments on page 5.  

Step 6: Determine the Level of Return  

Determine the required certification needed for the tax return based on the questions answered on Form 

13614-C by the taxpayer. The levels are identified as B (Basic), A (Advanced) and M (Military). Assign the 

return to a preparer at the appropriate level. 

 
 

Figures: Filing Status Decision Tree and Interview Tips 

 



 
 

 

 


