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Subject Line: AARP Foundation Tax-Aide Tax Prep Materials

Dear [First Name Last Name],

Thank you for contacting AARP Foundation Tax-Aide about preparing your tax return. This email confirms your previous conversation with a Tax-Aide volunteer. 

Both this email and the attached documents provide information about how your tax return will be prepared. To prevent unnecessary delay, please read the entire email and the Summary of Attachments before gathering your documents and arriving for your appointment. 

If you have any questions, please contact us by replying to this email or calling us at [insert site’s contact number].
 
[bookmark: _heading=h.1fob9te]We will schedule an appointment for you to come to our site. During that appointment, we’ll ask you questions about your tax situation, have you fill out several forms, and convert all your documents to electronic images. The electronic images will be stored in the same IRS-provided software we use to prepare your tax return. Our tax counselors will prepare your return remotely. To finalize your return, we will contact you using Google Meet video conferencing. During that video conference, a counselor will review the return with you, answer any questions you may have, and ask you to electronically sign a document that gives us permission to e-file the return on your behalf. The ability to electronically sign will be available to you using a TaxSlayer Customer Portal account.
[bookmark: _heading=h.hklv9anbl4it]
[bookmark: _heading=h.zfysaqrvbxgo]If we have not already helped you set up a TaxSlayer Customer Portal account using the link we sent you, instructions to do so are attached to this email. You will use the TaxSlayer Customer Portal account to finalize your return, electronically sign related documents, and download a copy of your tax return. You may also use the Customer Portal account to communicate with the counselors working on your return.

If we have questions while preparing your return, we will contact you by phone, secure email, or Google Meet video conference. If we contact you by phone, the number may be one you don’t recognize or it may not have a caller ID. [consider inserting: “The number we will call you from is xxx-xxx-xxxx.”] Until your return is finished, please answer calls from numbers you don’t recognize as the call may be from one of our volunteers. Ask the person calling for the passcode to confirm you are speaking to an authorized Tax-Aide volunteer. The passcode our volunteer will use is [insert passcode or “the last four digits of your Social Security number”]. If the person contacting you doesn’t know the passcode, do not continue to speak with them. If we contact you by email, the subject line will begin with “AARP Foundation Tax-Aide” and will come from an aarpfoundation.org email address. 

If we contact you using video conference, ask the person calling to see their name badge and ask for the passcode to confirm you are speaking to an authorized Tax-Aide volunteer. Be sure to do this any time we contact you through Google Meet video conferencing.

In order for us to make your initial appointment as efficient as possible, please follow the instructions in this packet carefully and fill out the enclosed documents that apply to you as completely as possible. If you’re unable to complete a document, our counselors will help you during your appointment.

Disclosures: Your return will be prepared using the information you provide. It is your responsibility to provide all the information required for the preparation of a complete and accurate return. When providing your information, you acknowledge that we are assisting you with preparation of your tax return and that you are responsible for all information contained in — or omitted from — the tax return.

Your personal information and tax documents will be placed in secure cloud storage. When we need to speak with you, we will contact you by phone, video conferencing, or secure email. We will make every possible effort to keep all communications secure according to IRS requirements. You are consenting to our use of these communications methods and accept that we have no control over unauthorized interception of these communications once they have been sent.
[bookmark: _heading=h.30j0zll]
We believe that electronic communications provide the greatest privacy by eliminating paper trails of confidential information. You’ll use the TaxSlayer Customer Portal link to create an account in the IRS-provided tax preparation software our volunteers use to prepare your tax return (you may have done this during our most recent conversation with you). Using that account, you’ll be able to communicate with the Tax-Aide counselors working on your tax return, view your preliminary return while speaking with a counselor, electronically sign documents related to your return, and download a copy of your final tax return.
[bookmark: _heading=h.gjdgxs]You agree that AARP Foundation Tax-Aide and its volunteers will have no liability for any loss or damage resulting from the use of email or video conference technology, including but not limited to disclosure or communication of confidential or proprietary information to third parties. 

***

We’d like to know how you think we’re doing. Please click here to complete our 2021 taxpayer satisfaction survey. Your responses are completely confidential and help us improve the way we provide service. Thank you.





