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November 2022

Site Changes – 2023 Tax Season
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Available Site Models

 Traditional In Person

 Drop Off

 ATP – Not offered in AZ

 1 Visit Scan

 2 Visit Scan

 No Visit Scan

Site Changes – 2022
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What’s Up with COVID Requirements?

Site Changes – 2022

• All Service Delivery Models are available
• No longer subject to CDC guidelines
• Subject to Local & Host requirements

• Documents & Forms will be updated
• Form 14446 will be in portal/AZ website for printing
• No longer required for Same Day Drop Off (TP remains at site)

• Volunteer vaccinations NO LONGER REQUIRED
• Not necessary for volunteers or taxpayers

• COVID Self-Check is NO LONGER REQUIRED

• Volunteer Registration & Waiver are NO LONGER REQUIRED
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What’s Changed?

Site Changes – 2022

• Appointments are required recommended

• Form 14446 is required for In Person, Scan and some 
Drop Off sites

• Traditional In Person is BACK!

• Drop Off is the same as modified* from TY21

• TaxSlayer contract has been renewed - 
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● Remember to update Program Location record in Portal

● Change “Appointment Required” to “No”

● If site offers appointments and walk-ins, indicate in 
Locator Comments

Walk-In Sites Allowed in TY2022

Site Changes – 2022
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 Drop-Off was the most widely deployed model during 
the 2022 tax season

 AARP Tax-Aide incorporated the Drop Off model into 
its 2021-2026 Strategic Plan

 Our Goal: Expand utilization of the Drop-Off Model in 
Tax-Aide sites to increase service access to LI50+ 
taxpayers

Meeting AARP Foundation’s 2021-2026 Strategic Plan
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 Select “Drop-Off” as a service type on the site’s 
Program Location record in the Volunteer Portal

 Use the Document Inventory Checklist for every 
taxpayer

 Have secure storage for retained taxpayer documents

 Implement an organization system for tracking 
taxpayer document envelopes

Requirements for Drop-Off

Site Changes – 2022
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Drop-Off Model Changes
Site Plans

Site Changes – 2022
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Drop-Off Enhancements Based on Volunteer Feedback
IRS Form 14446

Site Changes – 2022

Same Day Drop Off Only
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Requirements for Drop-Off
Non-Counselors may transport Taxpayer Documents

 TA site may use non-Counselors to transport taxpayer 
document envelopes

 Taxpayer document envelope couriers

 Must pass IRS Intake/Interview and Quality Review test

 Must complete all other certifications for their position

Site Changes – 2022
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Requirements for Drop-Off
Document Inventory Checklist

Client Facilitators may start page 1 
while helping taxpayers with the 
Intake Booklet.

Site Changes – 2022
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Requirements for Drop-Off

Document Inventory Checklist

 During intake, taxpayer 
and volunteer each 
sign once on page 2

Site Changes – 2022
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Enhancement
New Simplified Site Activity Log
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November 2022

2023 COVID & Volunteer Registration 
and Waiver
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TY22 COVID Safety Protocols - Changes

This year’s protocol:  All sites follow your local guidelines (i.e., city, county, state) and site hosts 
guidance. 

Changes
The following are no longer required; however, local guidelines may require any of these depending 
on circumstances.

• Vaccinations/Boosters
• Masks 
• Counter Shields
• 6 Ft Distance
• PPE Supply Kits - (TA – will not order any additional supplies)

Can a site have stronger requirements? 
Yes, but it must be applied consistently. Keep in mind that you still must follow local guidelines.
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TY22 COVID Safety Protocols - Changes

Recommended to post

• A new AARP Foundation Tax-Aide COVID symptoms Sign
• Remove all CDC signs

If we receive updated language, we will post the new documents to the Volunteer Portal and 
inform volunteers when revised. 
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Positive Case Reporting

 
Positive COVID-19 Case Reporting for In-Person Activities. When an individual in attendance at an AARP hosted in-
person activity reports a positive COVID-19 case within ten (10) days of the activity, the following steps should be 
taken:

• Contact Those Who Attended the Activity. All staff, volunteers, vendors, facility representatives and attendees 
should be made aware within 24 hours the positive case (or cases) being reported from an individual who  was 
present at the activity, without disclosing the identity of the person or people who tested positive.

• Please complete and submit the Tax-Aide COVID Event Report Form within 24 hours of becoming aware of the 
event. Email the completed form to TaxAideCOVID@aarp.org

• The COVID Event Report form is located in the Volunteer Portal Library folder “COVID Resources”

• Only designated Tax-Aide staff will receive the report submitted and will handle all cases with care as privacy is 
very important to everyone involved. 

 

mailto:TaxAideCOVID@aarp.org
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Site InformationNew Program Location SectionsSITE CHANGE REQUESTS
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The following changes require a submitted request:
●Opening a new site

●Re-opening a site

●Closing a site

●Moving a site

●Renaming a site

●Ad Hoc to regular OR Regular to Ad Hoc

All requests must be submitted by the ADS with cc to the DC 

Site Change Request Reminder
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The IRS maintains a website for Site Coordinators:
●Pub 17 – Your Federal Income Tax

●Pub 4491 -  VITA/TCE Training Guide

●Pub 5101 – Intake/Interview & QR Training

●Fact Sheets

●Tip Sheets
Site Coordinator Corner

https://www.irs.gov/individuals/site-coordinator-corner

Site Coordinator Resource

https://www.irs.gov/individuals/site-coordinator-corner
https://www.irs.gov/individuals/site-coordinator-corner
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Site InformationNew Program Location SectionsNEW PROGRAM LOCATION FIELDS
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Tax-Aide Locator

Site Changes – 2022

How does the taxpayer find information about your TA Site?
Tax-Aide Site Locator

AARP.org
 Locate a site
 Chatbox (text feature)

Voice Response at 1-888-227-7669
AARP Help Desk at 1-888-687-2277

To appear the Location Record in the AARP 
Portal must be:

1. ACTIVE
2. Open to Public

Live Mid-January until April 18th

Local Coordinators
• LMS Location Record Training
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Where in the AARP Portal is the Program Location?

Site Changes – 2022

Three Easy Steps
1 – In the Portal “Search” box – enter the site name or SIDN

2 – In the Locations results – click on the site name

3 – In the Program Locations results – click on the site name
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Edit Program Location Record

Site Changes – 2022

Two methods to Edit the information

• Use the “Pen” that appears in 
each edit field

• Use “EDIT” button in the Program 
Location page (right side)
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Location Information

Site Changes – 2022
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Location Information

Site Changes – 2022
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Location Information

Site Changes – 2022
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Location Information

Site Changes – 2022
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Location Information

Site Changes – 2022



Site Information

New fields correspond to IRS Form 13715 and appropriate fields for each site need to be 
selected for IRS compliance. 
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Site Information

• Mobile Only Site – Select for one day only site, a bus or 
other mobile operation.

• Prior Year Returns – Select if site prepares returns from 
previous tax seasons.

• Certifying Acceptance Agent (CAA) Service – Select if 
site can assist individuals who do not qualify for a Social 
Security Number to obtain an Individual Taxpayer 
Identification Number.
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Site Information

• Voter Registration Assistance – Select if Tax-Aide volunteers 
assist with voter registration.

• Financial Education and Asset Building – Select if site offers 
any opportunities described in IRS Publication 4867. Common 
opportunities include Direct Deposit, US Savings Bonds and 
Split Refunds using IRS Form 8888.

• Non-Resident Alien Student Returns – Select if site can 
prepare returns for foreign students who have not established 
US residency.

• Form 15272, VITA/TCE Security Plan – Select if IRS Form 
15272 has been filled out for site. Should be selected by all sites.

• Federal E-File – Should be selected by all sites.

• State E-File – Select if site offers state e-file services.
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Service Systems Used
Select applicable fields to indicate the service systems used to support virtual return preparation for your site. Fields 
correspond to IRS Form 13715 and information is required to be entered accurately for IRS compliance.
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• Tax-Aide currently does not use DocuSign or Get Your Refund in tax preparation process. Fields should not be selected.

• Fax Machines and/or Phone Calls – Select if fax or phone call used in tax preparation process.

• Google Docs – Select if Google Docs or Google Drive is used for the tax preparation process.

• TaxSlayer Taxpayer Customer Portal – Select if taxpayers at your site can access the TaxSlayer Customer Portal.

• TaxSlayer Taxpayer Scanned Documents – Select if TaxSlayer is used as a repository for storing taxpayer documents at your site.

• Video Conferencing (i.e., Google Meet) – Select if site uses Google Meet in tax preparation process.

• Uses Other Service System – Select if any other technological tools not otherwise described used in tax preparation process.
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Tax-Aide Site Availability - Finally

Site Changes – 2022
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VP07- Update Program Location Information
VP07 – Manage a Site Locator Entry

Ask: Geofrey Wolfe or Michelle Kaplan
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