
IN
TA

K
E

(100) TP arrives  
at site

(110) Volunteer: 
updates site log for 
TP name & date; 
explains model to 

TP

(120) Does TP 
want to 

proceed?
(130) TP  
pursues 

other 
options

(140) Volunteer: 
checks IDs, 

gathers TP docs, 
TP signs 14446

(141) TP 
transferred 

to 
Counselor

(142) Counselor: conducts 
intake interview w/TP, 

organizes docs for 
scanning

(143) Does 
TP have all tax 

forms?

(145) Handled per 
site practices

(144) Counselor: 
proceeds with 

scanning TP docs.

A

Yes

No

Yes

No

Stop Decision X
Indicates continuation to the 

next stage
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Yes



S
C

A
N A (200) Counselor: 

scans TP docs into 
TSO Scans folder  

(210) Counselor: creates 
return in Taxslayer 

(SSN, Filing Status & 
Personal Information 

screens)

(220) Counselor: uploads 
scan file(s) to TP return 

in TaxSlayer

(230) TP receives 
original docs, 

instructions re: return 
appointment, & 

leaves site

(235) Counselor: deletes 
scan file(s) from TSO 

Scans folder 
(Chromebook's 

MyDrive/Downloads) 

B

Guide to Symbols

Manual input 
for creation of 

the return

Temporary 
storage in TSO 
Scans folder in 

MyFiles / 
Downloads

Scans stored on 
TS servers

Indicates a continuation to the 
next stage

X
Process
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P
R

E
P

A
R

E

B
(300) Return assigned 
to Counselor per site 

practices

(310) Counselor: 
begins return 

preparation using  
file(s) attached to  

return in TaxSlayer

(320) 

Questions for 
TP?

(330) Counselor: 
contacts TP 

(340) Counselor: 
completes return, 
marks "ready for 

review"

C

Yes

No

Guide to Symbols

Process Decision
Indicates a continuation to the 

next stage
X
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Q
U

A
L

IT
Y

 R
E

V
IE

W

DC
(400) Return assigned 
to Quality Reviewer 
per site practices

(410) Quality Reviewer: 
begins QR using  
file(s) attached to  

return in TaxSlayer

(420) 

Questions for 
TP?

(430) Quality 
Reviewer: 

contacts TP (440) Quality Reviewer: 
completes review,  
marks "Passed"

(445) Await TP's arrival for 
final appointment

Yes

No

Guide to Symbols

Process Decision On hold X Indicates a continuation to the 
next stage
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F
IN

A
L

IZ
E

D
(500) 

Taxpayer 
returns to 

site

(505)  Counselor: 
reviews return, 

makes necessary 
revisions, TP signs 

8879

(506) TP receives copy of 
return, leaves site

(550) Counselor: marks 
return "ready to e-file"

(560) ERO: 
transmits return 

(570) ERO: 
checks return 

status

(590) ERO: updates site log

(580) ERO: resolves 
issue(s), confers 

w/TP as necessary, 
and retransmits 

return

Rejected

Accepted

Guide to Symbols

Process
Stop Decision
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