AARP Foundation Tax-Aide
Parsippany-Troy Hills Library
How Your Tax Return Will be Prepared
We will prepare your return following the IRS and Tax-Aide requirements for
Drop-Off service. Prior to arriving at the site for your appointment please read
and complete the enclosed documents and collect all of your tax documents.
On the day of your appointment, please arrive no more than 5 minutes before
your scheduled appointment time. If you are filing a joint return, both spouses
need to attend. Tax-Aide volunteers, in your presence, will review your
documents and complete a short interview based on the documents that you
provide. After the interview is complete, volunteers will inventory your tax
documents and ask you to verify that inventory. You will be asked to leave the
room while a volunteer prepares your tax return. You can wait in the area outside
of the tax preparation room, elsewhere in the library, or in the parking lot. You
need to be available by phone should the preparer or quality reviewer need to
contact you for additional information. Please do not leave the library or the
parking lot while your return is being prepared as you will be expected to return
promptly when it has been completed.
Your documents are stored in locked, secure storage when they are not being
used to prepare your return.
When you return to the room, you will receive an explanation and copy of your
tax return, sign an IRS form that will allow us to electronically file your return, and
your tax documents will be returned to you. You will be asked to verify that all of
the documents you provided to us were returned to you.

Form

14446

(November 2021)

Department of the Treasury - Internal Revenue Service

Virtual VITA/TCE Taxpayer Consent

OMB Number
1545-2222

This form is required whenever the taxpayer’s tax return is completed and/or quality reviewed in a non-face-to-face environment. The
site must explain to the taxpayer the process used to prepare the taxpayer’s return. If applicable, volunteers must advise taxpayers of
the associated risk of transferring their data from one site location to another site.

Part I - To be completed by the VITA/TCE site:
Site name

Parsippany-Troy Hills Library
Site address (street, city, state, zip code)
449 Halsey Road
Parsippany, NJ 07054

Site identification number (SIDN)

Site coordinator name

S24051417

Malcolm Cheung

Site contact name

Site contact telephone number

Rosemarie Embler

973-887-5150 ext.211

This site is using the following Virtual VITA/TCE method(s) to prepare your tax return:
A. Drop Off Site: This site uses a drop off process which includes the site maintaining personal identifiable information (social
security numbers, Form W-2, etc.) to prepare the tax return at the same site but at a later time. In this process, you will come back
to the same site for the quality review and/or signing the completed tax return. The site must explain the method it uses to
contact you if additional information is needed.
B. Intake Site: This method includes the taxpayer leaving their personal identifiable information (social security numbers, Form W-2
and other documents) at the site in order to prepare and/or quality review the tax return at another location. In this process, the
taxpayer’s tax return information may be sent to another location for one or more of the following reasons; interviewing the
taxpayer, preparing the tax return, or performing a quality review. The taxpayer may come back to the intake site for the quality
review or to review and sign the completed tax return.
C. Return Preparation and/or Quality Review Only Site: This site may receive returns from one or more intake sites to prepare
and/or quality review returns. This site generally does not take walk-in or appointments from other taxpayers in their location.
D. Combination Site: This site prepares returns for other permanent or temporary intake sites and assist walk in and appointment
only taxpayers within their location.
E. 100% Virtual VITA/TCE Process: This method includes non face-to-face interactions with the taxpayer and any of the VITA/
TCE volunteers during the intake, interview, return preparation, quality review, and signing the tax return. The site must explain
the process and consent. This includes the virtual procedures to send required documents (social security numbers, Form W-2
and other documents) through a secured file sharing system to a designated volunteer for review.
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Part II: The Sites Process:
Explain how each process will be followed to assist taxpayers remotely. How will the site manage:
1. Scheduling the appointment

Taxpayers will contact a published site appointment line.

2. Securing Taxpayer Consent Agreement

Taxpayers receive a detailed explanation of the processes used for intake, return preparation, quality review, taxpayer return
acceptance, efiling, and how/when documents will be returned / destroyed. Explanations are provided verbally at initial contact and
again at the first their appointment. A pre-filled 14446 is provided to the taxpayer for signature before the intake interview is started.
3. Performing the Intake Process (secure all documents)

Taxpayer provides Photo Identification, completed Intake Booklet (13614-c), signed 14446, and all tax documents. A certified
Counselor conducts a thorough In-Person intake interview including verification of taxpayers’ identification and social security
information. All other documents are checked in, inventoried, and put in secure storage. Taxpayer leaves the site with an appointment
to return no more than 7 calendar days later.
4. Validating taxpayer's authentication (Reviewing photo identification & Social Security Cards/ITINS)

Taxpayer Identification and allowable forms of Social Security number / ITINS documentation are verified during the intake interview
appointment.
5. Performing the interview with the taxpayer(s)

A thorough In-Person intake interview takes place at the first appointment

6. Preparing the tax return

All documents are checked out of secure storage by a certified Counselor and return is prepared using TaxSlayer Pro Online software
over a secure Internet connection. The Counselor will contact the taxpayer by telephone to resolve any questions that arise during
preparation of the return. 8879 Status will be marked “Ready for Review” in Custom Question section of TaxSlayer. Documents are
returned to secure storage when return preparation is complete.
7. Performing the quality review

All documents are checked out of secure storage by a certified Counselor who will review the return using TaxSlayer Pro Online
software over a secure Internet connection. The reviewer will contact the taxpayer by telephone to resolve any questions that arise
during quality review of the return. 8879 Status will be marked “Awaiting Signature” in Custom Question section of TaxSlayer.
Documents are returned to secure storage when quality review is complete.
8. Sharing the completed return

A certified Counselor reviews the completed return with the taxpayer in person during the second appointment.

9. Signing the return

The Form 8879 is explained to taxpayer once they approve the return. Taxpayer will sign the 8879 in presence of the Counselor with
whom they reviewed the return. All taxpayer documents are returned and Document Inventory updated with taxpayer verifying they
received all of the documents left in their first appointment.
10. E-filing the tax return

The return will e-filed within 24 hours of taxpayer signing the Form 8879. Any e-file rejection will be addressed with the
taxpayer via telephone following IRS guidelines of rejection correction.
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Page three of this form will be maintained at the site with all other required documents.

Part III: Taxpayer Consents:
Request to Review your Tax Return for Accuracy:
To ensure you are receiving quality services and an accurately prepared tax return at the volunteer site, IRS employees randomly
select free tax preparation sites for review. If errors are identified, the site will make the necessary corrections. IRS does not keep any
personal information from your reviewed tax return and this allows them to rate our VITA/TCE return preparation programs for
accurately prepared tax returns. If you do not wish to have your return included as part of the review process, it will not affect the
services provided to you at this site. If the site preparing this return is selected, do you consent to having your return reviewed for
accuracy, by an IRS employee?
Yes

No

Virtual Consent Disclosure:
If you agree to have your tax return prepared and your tax documents handled in the above manner, your signature and/or agreement
is required on this document. Signing this document means that you are agreeing to the procedures stated above for preparing a tax
return for you. (If this is a Married Filing Joint return both spouses must sign and date this document.) If you chose not to sign this form,
we may not be able to prepare your tax return using this process. Since we are preparing your tax return virtually, we have to secure
your consent agreeing to this process. If you consent to use these non-IRS virtual systems to disclose or use your tax return
information, Federal law may not protect your tax return information from further use or distribution in the event these systems are
hacked or breached without our knowledge. If you agree to the disclosure of your tax return information, your consent is valid for the
amount of time that you specify. If you do not specify the duration of your consent, your consent is valid for one year from the date of
signature. If you believe your tax return information has been disclosed or used improperly in a manner unauthorized by law or without
your permission, you may contact the Treasury Inspector General for Tax Administration (TIGTA) by telephone at 1-800-366-4484, or
by e-mail at complaints@tigta.treas.gov. While the IRS is responsible for providing oversight requirements to Volunteer Income Tax
Assistance (VITA) and Tax Counseling for the Elderly (TCE) programs, these sites are operated by IRS sponsored partners who
manage IRS site operations requirements and volunteer ethical standards. In addition, the locations of these sites may not be in or on
federal Property.
Yes

I am agreeing to use this site's Virtual VITA/TCE Process
Printed name

No

Printed name (spouse if married filing joint)

Date of birth

Last four digits Social Security/ITIN number

Date of birth

Last four digits Social Security/ITIN number

Date

Telephone number

Date

Telephone number

Email address

Email address

Signature (electronic)

Signature (electronic)

OR
Signature (type/print)
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THINGS TO BRING WITH YOU TO YOUR TAX PREP APPOINTMENT
Remember to bring with you all of the following that apply to your situation.
Items in bold are required in order for us to prepare your return.
1. Government issued photo ID for you and your spouse if filing a joint return
2. Social Security document for you and every person claimed on your tax return. This can be a
Social Security Card, Form 1099-SSA if it contains your full Social Security Number or a letter
from the Social Security Administration with your social security number on it.
3. If you were issued a PIN by the IRS because of identity theft, bring the letter received from the
IRS indicating the PIN. Your return will be rejected by the IRS without this number
4. 2020 Tax Return. If AARP Tax-Aide did your last year’s return, bring the envelope we gave you
with your return and all documents
5. 2019 Tax Return if you claim earned income credit or child tax credit
6. Economic Impact Payment Letter – IRS Letter 6475 received in late January 2022
7. Advanced Child Tax Credit Letter – IRS Letter 6419 received in late December 2021 or January
2022. (Applies only to taxpayers who receive child tax credit)
8. Bring any other notices received by the IRS or NJ including letter explaining adjustments made
to your 2021 tax return due to the March 2021 tax law changes
9. Checkbook if you want to direct deposit any refunds or direct pay any amounts owed.
10. All of your current tax year income documents such as:
 W-2 (Wages)
 W-2G (Gambling winnings)
 1099 (Interest, dividends, security sales)
 1099-G (State income tax refund) You must get this online from the NJ Treasury by going
to https://www1.state.nj.us/TYTR_Saver/jsp/TGI_1099/NJ1099Login.jsp
 Unemployment compensation statements 1099G. You must get this online from NJ
Unemployment by going to https://myunemployment.nj.gov/ (see above)
 Social Security SSA-1099 or Railroad Retirement (RRB-1099 Tier 1 &2)
 Amount of any Alimony received or paid and date of divorce agreement. If Alimony was
paid, SSN for recipient(s) (may be on prior year return)
 Brokerage statements
 End of year pay stub (with breakdown of deductions, etc.) if applicable
 Health insurance documents received from the government insurance marketplace,
your employer and/or your insurance provider. 1095-A, 1095-B, 1095-C. 1095-A is
required if insurance was purchased from the Marketplace.
 Any other income documents.

11. Additional tax documents or information such as::

















PTR amount received in the current tax year and form PTR-1 or PTR-2 from last year and
this year (if available). While we are not completing PTRs this year, we need your base
property tax amount to complete your NJ tax return
Homestead Benefit amount credited to your property tax
Middle class tax rebate received from New Jersey
Forms and/or cancelled checks as a record of all Federal and State Taxes Paid in the
current tax year including any estimated tax payments
Contributions to HSA (Form 5498-SA (if you have one) and distributions from an HSA
(health savings account), if you have one (Form 1099-SA)
Child dependent care provider information
Mortgage interest statement (Form 1098)
Property tax statement and /or postcard from your local tax office or other records of
property tax paid (should include Block, Lot and Qualifier);
Form 1098-T showing college costs paid and any scholarship amount
Purchased a new vehicle? (Bring documentation of sales tax)
Sold a home? (Bring closing documentation) If received, bring form 1099-S
Have debt from a credit card cancelled/forgiven by a commercial lender? (Bring 1099-C)
Receive a First Time Homebuyers Credit in 2008? (Bring repayment letter)
Amounts of Economic Impact Payments you may have received. Use EIP Worksheet for
help
Did you, your spouse or a dependent have Covid-19 related retirement/pension
distribution in tax year 2020 that you completely or partially repaid in two year 2021? If
so, how much did you repay?

HEALTH INSURANCE
The State of New Jersey requires that every person on the tax return have Minimum Essential Coverage
health insurance or be eligible for an exemption. Be prepared to answer the following questions as part
of the preparation of your tax return:
1. Did you have health insurance coverage for you, your spouse, and all qualifying dependents for
the entire current tax year? If not, for which months did you have health insurance coverage?
2. Did you, your spouse, or any of your qualifying dependents purchase health insurance from the
Health Insurance Marketplace? If yes, you will need to bring form 1095-A which you should have
received from The Marketplace.
3. If you did not have health insurance that meets the Minimum Essential Coverage requirements
for any month in the year, we will explore your eligibility for an exemption. If you do not qualify
for an exemption, you will be required to make a Shared Responsibility Payment as part of your
current year taxes.
Note: Medicare Part A and some Medicaid coverage qualifies as Minimum Essential Coverage.

