6002 ‘Sz aung
VLIA - suonnjos |eay

TN BpTD RTINS



= K
< M
= 1
L@
Yy

Wi
{8

A A LA A L R T T T L eI

FILING SEASON ACTION PLAN

To.assist you In planning and managing your site, review the Flllng Season Action Plan below:

June
July

August
September

0 Begin inltial volunteer recruitment efforts :

Q New sites: Apply for EFIN (Electronic Filing Identification Number) and
SIDN (Stte Identification Number) through your IRS SPEC office.

0 Existing sites: Continue voluntesr recruitment efforts for next filing season.

G Order siectronic filing software through your local IRS SPEC office

Q Complete Form 2333V for training materials order and submit to your IRS
SPEC contact.

October

Q Escalate volunteer recruitment.

Q Select or firm up site location{s). -
B Identify instructors for electronic filing, tax law training, and certification.
0 Schedule date and place for electronic filing training and certification.

U Schedule date and place for volunteer tax fraining and certification.

3 Complete any additional Forms 2333V for training material orders and
submit to your IRS SPEC contact.

Q Identify/secure computer equipment for volunteer tax site(s).”

November

O All VITA and TCE-Non AARP sites are to submit Form 13208, Volunteer
Assistance Summary Report ( or similar partner created form or listing),
to the IRS SPEC office listing each voluntesr by the 3rd day after the end
of the month after the site opens(report each volunteer only once on Form
18206 during a filing season).

O Compiete any additional Forms 2333V for training material orders and
submit to your IRS SPEC contact,

O Begin preparing site information sheet.

Q Begin both electronic filing and volunteer tax training and certification
classes. .

December

January

Q Complete or update Form 13715, Volunteer Site Information Sheet, and
submit to IRS SPEC contact.

O Begin community awareness publicity

Q If required, sign Form13324 or. 13425 and return to SPEC

O Meet with volunteers to plan strategy for staffing/operating site(s).

Q Identify volunteer to serve as alternate site coordinator in your absence

Q Verify order of forms and supplies for sites

Q Continue volunteer training and certification.

Q After tralning, secure completed Form 13615, Volunteer Agreement, from
each volunteer.

Q Forward the original of the Form 13615 to your local IRS SPEC contact
and retain a copy at the Partner or Site level.

O Continue volunteer training and certification.

Q After training, complete optional Form 13645, Wallet Card, for each
certified voluntesrs and issus to &ll certified volunteers,

SECTION - 11

March

Q Implement the Site Quality Review process for all returns prepared at the
site.

Q Ensure a process Is in place to notify taxpayers of Title VI procedures in
all required sites.

Q Schedule volunteer recognition ceremonies

0O Work with IRS SPEC contact to prepare certificates for volunteers

1 Initiafe formal appreciation for site sponsor (certificate and letter).

O Distribute the Quality Alerts to the volunteers

Q Completed the installation of the tax preparation software on computers
used at e-flle sites. Set defaults, Including the SIDN, and enter passwords
for all user names available in thé program.

G Recognize volunteer efforts

Aprll

Q1 All open VITA and TCE-Non AARP sites are to submit Form 1 3206,
Volunteer Assistance Summary. Report (or similar partner created form or
listing), to the IRS SPEC office, listing each volunteer, by the ard day after
the end of the month after the site opens {report each volunteer only once
on Form 13206 during a filing season).

T If e-filing, mail applicable Form 8879 to the IRS Submission Processing
Campus and IRS SPEC office (if required).

Q Plan/attend volunteer and sponsor recognition ceremonies

[ Distribute the Quality Alerts to the volunteers

Q Plan/attend volunteer/sponsor recognition ceremonies

Q Initiate site close-out procedures as referenced in Section IH of this
publication; and post-filing software procedures as referenced in
Publication 3189, Vol e-file Administrator Guide,

May

3 All open VITA and TCE-Non AARP sites are to submit Form 13208,
Volunteer Assistance Summary Report (or similar partner created form or
listing), to the IRS SPEC office, listing each volunteer, by the 3rd day after
the end of the month after the site opens (report each volunteer only once
on Form 13206 during a filing season).

Q If e-filing, ensure all applicable Forms 8453 were submitted to the IRS
Submission Processing Campus and IRS SPEC office (if required).

Q Evaluate filing season, site, and volunteers

0 Provide IRS SPEC local contact with feedback to improve or enhance
operation for next year.

QO When applicable, secure/confirm site location for next year

0 Schedule a closeout meeting with IRS SPEC contact,

Q Begin volunteer recruitment for next filing season.

January

Q Post publicity posters

Q Attend Site Coordinator training

Q Conduct volunteer training/meeting to verify roles/responsibilities

Q Establish a Quality Review process for alf returns prepared at the site
Q Open VITA/TCE program e-file sites

Q Ensure a process s in place to notify taxpayers of Title Vi procedures in all

required sites.
G Distribute the Quality Alerts to the voluntesrs
T Complste the installation of the tax preparation software on computers
" used at e-file sites. Set defaults, including the SIDN, and enter passwords
for all user names available in the program.
O Recognize volunteer efforts

February

QO Open VITA/TCE eile sites :
Q Implement a Site Quality Review process for all returns prepared atthe
site.

Q All VITA and TCE-Non AARP sites are to submit Form 13206, Voluntesr
Assistance Summary Report (or similar partner created form or listing), to
the IRS SPEC office listing each voluntesr by the 3rd day after the end of
the month after the site opens (report each volunteer only once on Form
13206 during a filing season).

Q Ensure a process is in place to notify taxpayers of Title VI procedures in all
required sites. .

G Compiete or update Form 13715, Volunteer Site Information Sheet, and
submit to IRS SPEC contact.

Q Complete optional Form 13645, Wallet Card, for sach certified volunteers
and issue to all certified volunteers. :

. O TCE sites provide the IRS SPEC Territory office by February 2, a list of

_volunteers who passed the test or retest.

Q- Distribute the Quality Alerts to the volunteers

Q Complete the instailation of the tax preparation software on computers
used at e-file sites. Set defauits, including the SIDN, and enter passwords
for all user names available in the program. ’

Q Recognize volunteer efforts

Q. Start Site Review

March

Q All VITA and TCE-Non AARP sites are to submit Form 132086, Volunteer
Assistance Summary Report (or similar partner created form or fisting), to
the IRS SPEC office listing each volunteer by the 3rd day after the end of
the month after the site opens (report each volunteer only once on Form
13206 during a filing season). . :
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