
Hello my name is 
Volunteer Jane and I am 
here to 
help you : 
• Create 
• Plan & 
• Execute 
A successful Volunteer 
Income Tax Assistance 
(VITA) site 



Create


•	 Start Simple 

•	 Be Creative 

•	 Determine Site 
Location 



Plan


• It is never 
to early to 
start 
planning! 



Timeline of Key Events


June 
and 

July 

New VITA Site 
•	 Apply for an EFIN 
•	 Establish site 


location


Existing VITA Site 
•	 Contact Site 

Coordinator or Site 
location to determine 
if location still 
available and reserve 
the space for the 
season 



Timeline of Key Events 

August 
and 

September 

Recruit 
• Instructors 
• Volunteers 

Plan training 
• Plan your training needs 

• Volunteer 
• Train the Trainer (TTT) 

for Instructors 
• Electronic Return 

Originator (ERO) & Site 
Coordinator 

• Location for training 
• Dates and times 



Timeline of Key Events


October


•	 Continue recruiting 
•	 Hold Train the Trainer class 

for the VITA instructors 
•	 Hold ERO and Site 

coordinator training 
•	 Order site and training 

materials 
•	 Communicate with your Tax 

Specialist on ordering the 
software for your site 

•	 If Applicable, secure Title Vi 
Civil Right Acts 



Timeline of Key Events


•	 Continue recruiting 
•	 Start training your 

volunteers


November • Plan additional 

training for January 

•	 Develop publicity 
plan and outreach 
materials 



Timeline of Key Events

•	 Finalize site 

information 
•	 Continue VITA 

December	 training 
•	 Start advertising 

your site 
•	 Determine site 

supplies 



Timeline of Key Events

•	 Finalize Volunteer 

tax training. 
•	 Hold Volunteer 

Orientation meeting 
January • Advertise your site 

•	 Install Software 
•	 Open the site 
• Follow E-File 


procedures




Timeline of Key Events


•	 Communicate with 
your local Tax 
Specialist 

•	 Continue advertisingFebruary	
• Communicate with 

your volunteers 
• Support your 


volunteers




Timeline of Key Events


•	 Advertise 
•	 Plan volunteer 

recognition event
March	 • Initiate formal 

appreciation of site 
sponsor 

•	 Continue supporting 
your volunteers 



Timeline of Key Events


• Initiate site close

out procedures


•	 Plan/ attend 

April	 volunteer 
recognition 

•	 Submit any final 
reporting 



Timeline of Key Events


May


• Follow E-File 

procedures


• Evaluate filing 

season with 

volunteers


•	 Schedule close out 
meeting with local 
SPEC office 

•	 Starting recruiting 
for next year 



Execute


Minimum 
Quality Site 
Requirements 



Privacy and Confidentiality


•	 It is very important 
that all customer 
information is kept 
confidential. Only 
discuss necessary 
information with the 
site coordinator. 



Quality Review


•	 Implementing a 
quality review 
process will ensure 
the accuracy of the 
return based on the 
correct application 
of tax law given the 
facts provided. 



Interview and Intake Process


•	 Using the Intake 
and Interview Sheet 
along with the 
proper reference 
materials will help in 
preparing a quality 
return 



Volunteer Certification


•	 All Volunteers who:

•	 Prepare 
•	 Answer tax 


Questions 

•	 Teach Tax Law to 

volunteers 
•	 Perform Quality 

Review 
MUST be certified




Site Identification

Requirements


•	 Must use assigned 
Electronic Return 
Identification 
Number (EFIN) 

•	 Site Identification 
number must be 
shown on all 
returns. 



Follow E-File Procedures


• Process all 
electronic 
filed returns 
in a timely 
manner 



Best Practices


Local SPEC Practices 
•	 Site Manual 
•	 Screener Training 

and manual 
•	 Integrated Training 

Syllabus 
•	 Volunteer Orientation 



Go forth and prepare


Remember ….. 

“One hour can boost a 
Families Income


an average of 

$1800.00”




Help Resources


• National Community Tax Coalition 
http://www.tax-coalition.org/ 

• The Brookings Institutions 
http://www.brookings.edu/ 

• Internal Revenue Service www.irs.gov


http://www.tax-coalition.org/
http://www.brookings.edu/


• Questions?



