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01 - AARP Foundation Tax-Aide Tax Preparation Summary of Attachments

Below you will find a brief description of the attachments to this email, along with an explanation of what you need to do with each attachment.

01.1 - COVID-19 Screening: Please read this document carefully the day before any in-person appointment you have to meet with one of our volunteers. If you answer YES to any of the questions, please contact us and we will re-schedule your appointment.

02 - How Your Return Will Be Prepared: This document explains how we will use technology – including scanned documents, Cloud storage, email, and video conferencing – to prepare your tax return. If you have any questions about this process, please contact us by replying to the address shown in the “From” line of the email you received from us.
	
03 - Explanation of Form 14446: IRS Form 14446 authorizes us to prepare your return using technology such as telephone and video conferences, email, and secure Cloud storage of electronic files containing your personally identifiable information. By signing page 3 of the Form 14446 and checking the appropriate boxes, you are stating that we have explained how your return will be prepared and that you agree to the process we have described. Without your signature on this form, we cannot prepare your tax return.

04 - IRS Form 14446:  We must have your signature, and that of your spouse if you are married filing a joint return.  Please read the “Explanation of form 14446” document for details about what this form is asking and where your signature is needed.  Once signed, please scan this document and upload it with your other documents. We cannot prepare your return without your signature on this document.

05 - Documents We Need: Here you will find a list of the information and documents that you should provide for us to prepare your tax return. Not all of the documents listed will apply to you. However, please be certain to bring a copy of all documents that do apply to your tax situation. We must have all of your documents to prepare a  complete and accurate return. Before arriving for your appointment, please check that you are bring your documents for the correct year.

06 - Intake Booklet: The Intake Booklet provides us with information about your income, expenses, and possible deductions for the tax year (such as educational expenses paid or charitable contributions). You can complete this form on your computer or print it out and fill it in by hand, whichever is easiest for you.
· Page 1 requests information including your address, date of birth for you and your spouse (if married), marital status, and information about your dependents.

· Pages 2 requests information about your income, expenses, and deductions for the tax year.
· Pages 3 and 4 contain questions relating to your return preparation such as how you wish to receive your refund (if any), and how you wish to pay any balance you may owe the IRS. This page also contains several demographic questions; your answers to these questions have no impact on the service we provide. Your answers do, however, help us obtain the funding needed to continue offering free tax preparation assistance.
· Page 5 contains a brief explanation of the demographic questions found on pages 3 and 4, and explanations of the three consent forms you will find on pages 6 – 8.

It is important that you fill out the Intake Booklet completely. If you are unsure how to answer something, please mark it as “unsure” and we will address it with you during the intake interview.

***** Items 07 through 12 are combined in a single PDF document titled “Taxpayer Instructions – TaxSlayer Customer Portal and Google Meet Video Conferencing”

07 - Creating Your TaxSlayer Customer Portal Account:  Instructions for setting up your Customer Portal account using the link that has been sent to you via email or text, depending upon the preference you expressed.

08-How to Message Your Counselor Via the Customer Portal:  Using your Customer Portal account, you may message the Counselors who are working on your return.  

09 - How to Join a Google Meet Session: This document explains how to use Google Meet to participate in review and finalization of your tax return with the Tax-Aide Counseolors who are preparing your return.  Note:  If you will be working from an iOS or Android device, you must have a Google (Gmail) account to join / participate in a Google Meet video conference. 

10 – How to Share Your Screen During a Google Meet Video Conference: These instructions will allow you to share your device screen with your Counselor if you need assistance during the Google Meet video conference.  The Counselor will not be able to do anything on your device but they will be able to view what you see on the screen and guide you through whatever difficulty you are experiencing.

11 - Viewing and Downloading Your Return Via the Customer Portal: After we complete your return, we will provide a preliminary copy of the return for you to review. You will be able to view and download the return through your Customer Portal account.  Once you have approved and electronically signed the return, we will upload a copy of the as-filed return that you can download from the Customer Portal for your records. This document explains how to view and download these documents once they are made available to you.

[bookmark: _Hlk80455698]12 - Electronically Signing Documents Via the Customer Portal:  Using your Customer Portal account, you will be able to electronically sign documents authorizing us to e-file your return on your behalf.  This document explains how to “sign” the documents.

13 – Economic Impact Payments Worksheet:  Complete this worksheet to tell us about any economic impact payments (stimulus payments) you may have received in 2021.

14 – Supplemental Information Sheet:  Additional information needed to prepare your return.

15 – Self-Employment (Schedule C) Business Income & Expense Worksheet: If you have self- employment income – anything for which you receive cash or check payments that are not reported on any of your other tax documents – please complete this worksheet, and bring it with your other information.

16 - Itemized Deductions (Schedule A) Worksheet: If you usually itemize, or believe you can do so, please complete the Itemized Deduction worksheet and bring it with your other information.

17 - Education Credits Worksheet: If you, your spouse, or any of your dependents incurred education expenses, you may be eligible for an education credit. Please complete the Education Credits Worksheet to give our Counselors information needed to assist you with this.  If this document applies to you please bring it with your other documents.

18 – Self-Employed COVID Worksheet:  If you are self employed and had any lost work during 2021 for COVID-19 related reasons, please complete this worksheet and bring it with your other information.
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