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Drop-Off Site Activity Log

The Drop-Off Site Activity Log is used to track the location and status of taxpayer documents and status of the tax returns at a site being prepared with
the Drop-Off Model throughout the intake, preparation, QR, return, and ERO process.

General Instructions on How to Complete the Form:

1) Enter the site SIDN and activity date.

2) Enter the Taxpayers' full names and record all services provided as soon as return is completed.

3) Check (V) all applicable boxes to indicate the type of service(s) provided.

4) Multiple lines per Taxpayer may be used to facilitate tracking e-filed submissions.

REQUIRED STEPS

1) Record the notated information in each location listed (columns 1-7)

2) Record Counselor Initials (column 8)

3) Record Quality Reviewer Initials (column 9)

4) Confirm that all required signatures are on Form 8879/14446 - Column 11

5) Printing of final return only at the site

6) Contact between taxpayer and preparing counselor or QR via telephone, Google Meet, or Google Meet phone

7) Preparing counselor and QR must follow all IRS QSR's




