Tax Certification Training

Tax Year 2021
LADD=R UP

Before We Begin...

1. QR CODE
* https:;//goladderup.volunteerhub.com

2. Open resources:

https://www.goladderup.org/volunteer/volunteer-
resources/

- Open tabs under “Materials for Training
Session” and "Primary Resources and
Publications”

3. Review pages 6-15 in the Mini Manual*
*This booklet is yours to keep and make notes in.




Before We Begin... At Ladder Up...

1. Scan QR Code to Check-In
2. Connect to WiFi (if you have your own device)

* Network: LadderUp Guest

3. Ifyou are using a Ladder Up training computer, enter the
password TAP2021

4. Open resources:.
https.//www.goladderup.org/volunteer/volunteer-resources/

* Open tabs under “Training Materials”
5. Review pages 6-15 in the Mini Manual*
*This booklet is yours to keep and make notesiin.

Welcome to Ladder Up

Before your training you should have completed the
following:

* Read the Pre-read before coming to training.

* This includes general information about the tax
season, instructions to create accounts and how
to upload your certifications to VolunteerHub.

* Pre-requisite Quizzes
* Volunteer Standards of Conduct

- Intake/Interview & Quality Review




Agenda for Today’s Training?

*What's New/ Tax Law Changes
* Practice Scenario using TaxSlayer

*Get started on the IRS Tax Certification
» Passing score is 80%

Volunteer Resource Materials

Training Materials you will need:
(Virtual? Please print or download for training)

* Ladder Up Mini Manual

* Publication 4012 (Do not print)

+ IRS Certification Test (Basic/Advanced)

» Study Guide - Please use it for guidance!

Additional resources for training on
our website www.goladderup.org




Site Procedure for Volunteers

Step 1: (In-Person/Virtual): Sign in — Make sure you always sign in for your
tax session when you arrive. (Kiosk, QR or 6-digit code available)

Step 2: Check in w/ Site Leader - Introduce yourself and let the Site
Manager know what position your signed up for.

HINT: Site Leaders are usually wearing different colored shirt than volunteers.

Step 3. Prepare for clients — Get your station ready and prepare for your
first client of the day.

Always feel free to ask for guidance - Site Leaders are there to provide
support!

Site Procedures for Clients (Mini-Manual pg 7)

Step 1: Site Support/Check-in
Be called by name

Step 2: Case Reviewer/Review Paperwork

Be called by their
card humber

Step 3: Tax Preparer/Prep Return
Be called by their black

card number
Step 4: Quality Reviewer/Review Return




Intake Paperwork / Case Review

Form 13614-C Department of the Troasury - intarnal Revenue Servica OMB Number:
(Octover 2021) Intake/Interview & Quality Review Sheet 1545-1964
You will need: * Please complete pages 1-4 of this form.

+ Tax Information such as Forms W-2, 1098, 1098, 1095.
for all persons on your tax return.
" §| 3

*+ You are responsible for the information on your return. Please provide
+ Social security cards or ITIN letters.
* Picture ID (such as valid driver's license) for you and

complete and accurate %

+ W you have . please ask the IRS-certified volunteer
to provide high quality ser uphold the highest

To repart unethical behavior to the IRS, email us at

Part |- Your Personal Information (If you are filing & joint retur, énter your names in the same order as last year's refum)
1. Your first name M1 |Lastname Best contact number Are youa USS. citizen?
L] Yes L1 No
2. Your spouse's first name M. |Lastname Best contact number Is your spouse a U.S. ditizen?
0 Yes £ No
3 Malling address ‘Ap!l City State 7IP code
4. Your Date of Birth 5. Your job title 6. Last year, were you: a.Fullkime student [ Yes [ No
b. Totally and [l Yes [JNo c Legallyblind [l Yes [INo
7. Your spouse’s Date of Birth | 8. Your spouse's job title 9. Last year, was your spouse: a.Fulk-time student ] Yes [ No
b. Totally and permanently disabled (] Yes (] No ¢ Legally blind ] Yes [ No
10. Can anyone claim you of your spouse as a dependent?  [] Yes [] No [J Unsure
11. Have you, your spouse. of dependents been a victim of 1ax refated identity theft or been issued an Identity Protection PIN? L[] Yes []No

12. Provide an email address (optionai) (this email address will not be used for contacts irom the Internal Revenue Service)
Part Il - Marital Status and Household

1. As of December 31, 2021, what  [] Never Marned (This includes registered domestic partnerships, civil unions, or other formal relationships under state law)
was your marital status? O Married a. Il Yes, Did you get married in 20217 [l Yes []Ne

b. Did you live with your spouse during any part of the last six months of 20217 [ Yes [ No

[l Divorced Date of final decree
[] Legally Separaled Dale of separate decree
[l Widowed Year of spouse’s death
2. List the names below of:
~ everyone who lived with you last year (other then your spouse) ool sjeci ¢ ntioded ohieoX More [ a0 151, pegi &
= anyone you supported but did not live with you last year To be completed by a Certified Volunteer Proparer
Wame (fest,fasl) Do rot enter your | Date ol Bith | Relatonahps [Number of |US | Resident [ Sine or st [Datie  [Datie [Dame  [Ddte
e oF Sp0USG"S ame below immoayy) 1oyou flor  |months | Ci o1US.  |Mamed as [Student ty person person taxpayer(s)
example:  livedin | jesio) ol 1231721 yoar lquatitying  |provide | have less | provide more | pay more than
300, | your home. jor (SM) (resino) | (yesnc) chikdirel § 50% of | half the cost ol
coughter, [t yoar st year o ary other (50% of hi |ofincome? | support for I
paverd, tresna) perscn? [ her cwn. home fo this
nane, etc) iveshol (resmanva) |persan?
@) I [e) W | w | o i) ) a0 (yeshe)
Catalog Number S2121E e . g

Form 13614-C (Rev. 10-2021)

- Complete for
each taxyear

What is Out-of-Scope?
(Mini-Manual pg 14, Pub 4012 pg 5-16)

Sources of Income/Limits
« $32,000 individuals, $58,000 per household
* 1099-R (certain codes in Box 7)

* W-2 withholding from states other than Illinois (except Indiana and Wisconsin)
« Cancelled debt Form 1099-C (other than cancelled credit card debt)

Residency
* Any Visa types (Non-resident)

« Non- or Part-time lllinois residents, we can only do the Federal return.

Business Income

* Rental income (includes Airbnb)

» Business expenses over $35000/Net losses

» Businesses who pay employees/home office deductions

Ladder Up is part of the IRS
Volunteer Income Assistance
Program (VITA).

* Vehicle expenses reported as actual expenses (mileage is okay)

« Leased vehicles (leased for more than 30-days)
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Filing Statuses
(Mini-Manual pg 11, Pub 4012 pg B8-BT1)

Highest
Deduction  Married Filing Jointly:

Married living together with or apart from their spouse, or if their
spouse died during the tax year

$25,100

Qualifying Widow(er):
Widowed because their spouse died during 2020 or 2019, with a
qualifying child
Head of Household:
Unmarried (or considered unmarried®) on the last day of the year,
pays more than half the cost of maintaining a home with at least one $18,800
qualifying person
Single:
Never married, divorced, widowed , or legally separated

Lowest Married Filing Separately: $12,550

o es, Married and living with, or apart from, his/her spouse
Deduction

Filing Status - Decision Tree rub 4012 (8-9)
4 Y
Determination of Filing Status - Decision Tree

See TaxSlayer entries later in this tab.

Start Here
Were you married on the last YES
day of the year?' ® l
NO
Did your spouse die during YES MARRIED FILING JOINTLY Did you and your spouse
the year? OR MARRIED FILING NO__liive apartall of the last 6
NO ‘SEPARATELY’ mornths of the year?®
Do all the following apply?
= Your spouse cied in 2019 or 2020 and you YES
did not remarry before the end of 2021,
* Inthe year of death, you were entiled o file a NO Do all of the following apply?
Jjoint return with your spouse. + You fle a separate retum
= You paid mere than 1/2 the cost of keeping YES frem your spouse.
up your home for the required peried of time? « ou paid more ln:;n 142 the
= Your son of daughter (but not a foster child) o8t of keeping up your

or stepchild lived in your home all year® and hora for the o raticd
was your dependent orwould qualiy as your QUALIFYING WIDOW(ER] iy Lecper
dependent except that: he or she does not + Yeur home is the main home
meet the gross income test, or does not meet

the joint return test, or excepl that you may be ;zﬁu;hﬁ:'%rm&igr‘ 7]

claimed as a dependent by another taxpayer. A hil
Don’t include a grandchild or foster child. ::; r::er( th‘gz’;?c iid does
} NO + You dlaim the chiid as a

dependent !

Do both of the following apply?
+  You paid more than 1/2 the cost of YES
keeping up your home for the required
period of time ?
+  A‘qualifying person” (see Whols a YES
Qualfying Person Qualfying You To Fie
as Head of Household? chart), lved with
you in your home for more than 1/2 the

= o




Filing Status Tips
(Mini-Manual pg 11, Pub 4012 pg B8-BT1)

Taxpayer 65+ or blind are entitled to an addition to their standard
deduction:

+$1,700 for Single or HOH
+$1,350 MFJ, MFS, or QW

HEAD OF HOUSEHOLD*
Spouse did not live in home for last 6 months of the year, qualifying
person must be your child who lived in your home >%2 year and for
whom you can claim an exemption.

Filing Status Tips — Take Your Time!

Single or Married Filing Separately?
There is a difference between being separated and being

3 LECALLY separated.
% * Your client must be LEGALLY separated or divorced in order to

file as single — being separated for many years doesn't make
the taxpayer single.

« Even if your client is married in another country, they are still
considered married.

Single or Head of Household (HOH)?

* The client must have paid more than half the cost of keeping
up a home for themselves and at least one qualifying person.

« Two clients CANNOT claim head of household for the SAME
household. There can only be ONE HOH per house.




Qualifying Child and Dependents Impact
on the Tax Return

What potential benefit(s) could a taxpayer
receive from claiming a dependent?

* Filing Status

» Child Tax Credit

» Credit for Other Dependents

» Child and Dependent Care Credit

» Education Credits

« Exemptions (on the lllinois return)

|

15

Qualifying Dependent/Relatives
(Mini-Manual pg 13)

* Age

* Relationship
* Residency

* Support

* Qualifying Relative's gross income cannot exceed
$4,300

» Gross income limit does not apply to a dependent
under the qualified child criteria (i.e. a student under 24
years of age))

16



REFUNDABLE Credits

« Recovery Rebate Credit/ Economic Impact Payment

* Earned Income Tax Credit (EITC)

 Education Credits

« Child Tax Credit (CTC)/ADVANCED Child Tax Credit
(ACTC)

ﬂm
« Child and Dependent Care Tax Credit AEIC A

17

NONREFUNDABLE Credits and Deductions

* Credit for Other Dependents

 Credit for Qualified Retirement Savings
Contribution (Saver's Credit)

» Charitable Contributions if not itemizing

18



pdated Form 1040 D

esign

Foam 1040 2021) Page2
F1040 jonarmieea @ 5004 76 Tax (sss mstructions) Gheck fany rom Fomisy 1 [ 1614 2 (14972 5[] 6
£ U.S. Individual Income Tax Return & OME No. 15450074 | 1 s ooy Dt it o st v s 17 Amount from Schedle 2, e 3 17
Filing Status [ snge (] O =] 18 Addlines 16.and 17 18
Check only o s 19 oo 19
SRRy ek he S b, s s ofsous e 04 sk he HOHor QI box. e the hids e e ustyng o e A =
o hstname and middls it Lot reme. Your social securty number 21 119,800 20 : 2.
22 Subiractline 21 from fne 13, zeo orles, entr -0- ¢ 2
ot ot spouss's st o and i il Castrams Spouse's soclsecurty nambor 23 [ gy o cofpplo/ R augsmec o 2 g1 g 2.
24 Addlines 22 and 23. Thi s your total tax g A% ™
25 Federal incorne tax withheld from:
i s s s st 1700 v 20 b, oo ot Aot ro. | Presdentl Hecton Gampa = ¥ 3
e al Formis w2 . L. A B | A 25
Gity, town, or post office, If you have a foreign address, also complate spaces belo. State: 2P codk spota  filg Jokty Wk 35 B Bl = - £
v o i . et ‘ oo, Ctecknga G Other forms (se¢ instructions) P . 250
e et o_Adiaes 250 mough 35+ L o ; sa
I | P e AL /] I3
y - 1 auetigonl, 27a | Eamed income credi(E) . | WA el | 278,
e s g e mly s Check here if you were bor affer January 1, 1998, and befors
Standard TT Vouas a depencert (] v January 2, 2004, and you_satity all the ofhsr requirements. for
Deduction [] you were a cual-status dlien K N W o
fous [ Were bom befors 1857 [J.évebind.._Spouse: [] 21057 (] abind G 270 |
Dependents (see instructions). | @Sosmsecuity | @ Relaionship @V 1 Qs for oaiminuchons) 28 4 i »
Hmors fustiamo 07 Cuastoame) [ [ [y 07 Soumber [ oY | Ol et | Geidoones dgencrs 20 American opportunity eredit from Form 8883, Ine & »
1 ] ] 30 Recovery rebate crecit. See instructions 20
O ] 31 Amountfrom Schedule 3, ne 16 3t
| L 32 Addlines27a oh 31. These are your total A
] = [m] 33 Addines 25, 26, and 32, Thece are yor > =
Wages, S9ares, s, lc. Atach Form Wiz 1 | 1 Refund 3 1ine331s more than fine 24, subiract Ine 24 from ne 33, Tis s the amount you overpald 34
wt. . . M2 b i Y ¥ \ check here > [asa
Qualified dividends | 3 b 3 Dirsctdspost? B Routing number |__ | »>cType: [ Checking [ ] Savings
IRA distributions: L4 b Taxable amount ab Seametnuctions. p, g L I I
Pensions and annalties - - | a b ) 36 Amount of in 34 you want appled to your 2022 estimated tax - > | 30 |
Sodial security bengfts . . | 6a b o e Amount 37 Amount you owe. Sutract ine 33 from ne 24, Fo ctais cn how to pay, see nstuctions b | 37
Capital gain or foss). Attach Schedule D if required. If not required, check here. AR In ] You Owe (see instructions) LY
Other income from Schedule 1, ine 10 8 Third Party Do you want to allow another person to discuss this retum with the IRS? See
Addlines 1, 2b, 3b, 4b, 5b, &b, 7. and 8. This is your total income > [o Designee instructions. > [IYes. Complete below.  [INo
Adjustments to income from Schedule 1, line 26 10 Dﬂvﬂ;ﬂ th: Personal lﬂ-mlmﬁm [TITI11]
Subtract line 10 from line 9. This is your adjusted gross income. 11 — i — e
i i i hedk Sign e, oy e, S
Here Yoursignature Date Your ocoupation W the IRS sent you an Ideri
‘Add lnes 122 and 120 120 Protoion A oo o
Qualifid business income dacuction fom Form 8995 or Form 8995-A o re— ¢ oo )
e 1 ] arorireham,bothmstsen. - Date ety Proteclon PR o
Taxable income. Subtract ine 14 from lina 1. 1 zero or less, antr -0- 15 ol ey R
Phore mo e
For Disclosure, Pivacy Act, Got e 10208 o 1040 2221 — T [ o ‘W T
o [ stomptopd
Praparer —or ow I
Use Only i ssonen > [rumserv >
o 1040 )
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Scenario: Jennifer Morrison

Refer to the Mini Manual, Pub 4012, and Publication 17.
USE YOUR RESOURCES!!!!

What is Jennifer's most

Who can Jennifer claim as a
qualifying child for the EITC?

advantageous allowable filing
status?

20
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Scenario:; Jennifer Morrison - What If ?

WHAT IF: Jennifer and her husband were still married, lived

together the first 9 months of the year, and then separated?
¢ Filing Status?

WHAT IF: Carla graduated from high school
in 2020, got a job instead of attending college

and made $5,000 in 2021.
« Dependents?

WHAT |F: Carla graduated from high school in 2020, had a child,
Teddy, in February 2021 and made $3,500 in 2021? Note: Carla
and Teddy lived with Jennifer all year. Jennifer provided over half
of their support.

« EITC?

21

5 min Break

Open Practice Lab/Software:

https:;//vita.taxslayerpro.com/IRSTraining
- Universal Password: TRAINPROWERB

Please create an account if you have not done so
already.

22
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Practice completing a Scenario

We will start on Scenario 7
* Basic Test pg. 40
* Advanced Test pg. 81

23
Spot Check Hints
| Scenario7 |Scenario8 |Scenario9 |
Basic Jones Parsons Rodgers
TI: $35,400 TI: $20,700 TI: $21,100
Refund: $6,258 Owe: $1,182 Refund: $7,082*
TS: $6,219
Advanced Washington Simon Cook
TI: $48,674 TI: $26,910 TI: $22,780
Refund: $4,140 Owe: $1,010 Refund: $3,944*
TS: $3,343
Tl = Taxable Income (line 15 of 1040)
* As of 12/16/2021 TaxSlayer had not updated child tax credit or dependent
care credit to be fully refundable. So, what is listed in TaxSlayer (labelled
here as TS) is different than what will be reported once the software is
updated.
24
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Entering Answers to Certification Center

1. All answers must be entered through the Certification
Center in Link & Learn:

https://www.linklearncertification.com/

2. Upload Requirements to VHub: (Reference Pre-Read)
*« Form 13615 (Volunteer Agreement)
Identification
+ Selfie

—— =7 | JolUNTeER X “’Q .
7 S X5
A | N wointee
Iy voLnTER:

Volunteer Hub: http://goladderup.volunteerhub.com 4 ! 2 \E
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Congratulations!

Thank you for attending Tax Training! We look forward
to seeing you out at a tax site! ©

Don't forget to Sign-Up for tax sessions using
VolunteerHub: goladderup.volunteerhub.com

Volunteer T-shirts will be at the tax sites!

26
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