Drop-Off Model - Process Flow

Cover Page
09-27-2021

For best results, print in Landscape Mode

Symbols used in this Document

Terminator

Process

Represents entry and
exit points

Represents a task or
operation that needs to be
completed

Represents a point at
which a decision needs to
be made.

Delay

®

Predefined
Process

Represents the direction

I—- ) -
Arrow in which the process
should be read

Represents a waiting
period or delay in the
process.

Represents a connection
point to different page or
section of the chart,.

Represents completion of
a larger process that is
defined elsewhere
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Taxpayer makes
appointment &

receives
pre-appointment
instructions

Includes how to obtain forms
to fill out prior to arrival

Taxpayer arrives at
site at designated
appointment time

with tax documents

and completed
Tax-Aide required
forms

\

Intake volunteer :

«Confirms taxpayer has a
scheduled Appointment,
*Following site process
record taxpayer in online
Drop-Off Site Activity Log or
paper sign in forms
*Explains the site process
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NO—p

Following site
processes
volunteer records
taxpayer departure

Taxpayer
agrees to
process?

Following site
processes, the
taxpayer is
transferred to a
certified Counselor
for Intake

Taxpayer seeks

assistance elsewhere

Per site processes,
counselor confirms
IDs, SSNs,
p-| 14446, completes

Interview and tax
document review for
scope

— P
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Return is
in scope?

assistance elsewhere

Taxpayer seeks

Certified Counselor
completes Document
Inventory Checklist
including taxpayer
confirmation
signatures and
destruction
disclosure
acknowledgment

Next steps
explained to
Taxpayer including
contact method
and second
appointment
confirmation

Volunteer :

eplaces all documents into Client
Envelope,

eattaches Document Inventory
Checklist to envelope,

«files envelope in secure storage,
*Updates Drop-off Site Activity
Log or paper Drop-Off Activity Log
following site processes

Taxpayer leaves the

Site

Return assigned to
p-| preparing Counselor

per site practices

Are returns
prepared on site?

Are taxpayer

documents transported

offsite by preparing
Counselor?

No

y

Transporting
volunteer removes
envelope from secure

Yesy-

Preparing Counselor
removes documents
from secure storage,
updates the
Document Inventory
Checklist per
instructions and
updates the Drop-Off
Site Activity Log

storage and updates
Document Inventory
Checklist

Documents are
transported to the
preparing Counselor
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Questions for
taxpayer?
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Yes-p|

Counselor
contacts taxpayer

1 ¥

Preparing Counselor
completes tax return
using taxpayer
documents, marks

Return assigned to

return "ready to
review", updates the
Drop-Off Site Activity
Log

P> Quality Reviewer per
site practices

Is Quality
Review completed in
same location as
Counselor?

No

v

Transporting
Volunteer obtains
envelope from

Counselor returns
documents to secure
storage

Quality Reviewer

p-| removes documents

from secure storage

Documents are

Counselor and
updates Document
Inventory Checklist

p| transported to the
Quality Reviewer

\

QR updates the
Document Inventory
Checklist per
instructions.

QR updates the
Drop-Off Site Activity
Log
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Questions for
taxpayer?

Quality Reviewer
contacts taxpayer

1V

The Quality Reviewer
completes review
using Taxpayer
documents. marks

— the return as

Is Quality Review QR returns documents Await return of

—

“passed”, & completed at the site? to secure storage the Taxpayer
updates Drop-Off Site
Activity site log to
reflect return ready A
for taxpayer review
No
Are taxpayer
documents transported Yes
to site by Quality
Reviewer?
Transporting
Volunteer obtains Documents are
No envelope from QR | transported to the
> and updates "] Site and returned to
Document Inventory secure storage
Checklist
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Taxpayer
returns to site?

No

Follow
Document

Destruction
Process

Certified
Counselor
reviews return
with the
taxpayer

Changes
needed?

A

Certified
Counselor
makes changes
to return

Taxpayer
receives a Copy
of their
completed Tax
Return

Volunteer prints
return.
Taxpayer signs
the 8879

Counselor
updates return
to "Ready to
Efile" and
updates Site
Activity Log

Taxpayer and
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volunteer complete
h Volunteer .
the Docuhmerr(tl_ RETAINS Taxpayer leaves site
Inventory Checklist Document p-| with ALL taxpayer
verifying return of > Inventory documents and a
all documents' to Checklist completed return
the taxpayer's

possession

Following required IRS
and Tax-Aide procedures
ERO transmits return,
updates Site Activity Log,

\

tracks Acknowledgments,
a resolves issues with
taxpayer after rejection
documenting all actions

following site procedures

ERO updates
—p| completion on Site
Activity log
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