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8.  Form 13981, Grant Agreement 
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VIII. Appendix B – VITA Grant Application Forms (continued)

Application Package Submission Checklist

It is very important that the VITA Grant Program application package be assembled correctly. A copy of the standard 
forms and certifications are included Appendices A and B of this publication. The application package  must be 
assembled in the following manner:

__  1.  Standard Form 424, Application for Federal Assistance.

__  2.  �Background Narrative (Limited to 10 pages, double spaced, Arial font 12) 
(Items described under Section VI of this publication).

__  3.  �Proposed Program Plan Narrative (Limited to 15 pages, double spaced, Arial font 12) 
(Items described under Section VI of this publication).

__  4.  Form 13977, VITA Grant Program Budget Plan.
 
__  5.  Form 13978,  Projected Operations / VITA Grant Program Application Plan.
 
__  6. �Letter submitted by agency or government head on its official stationery indicating it is a government entity  

(if applicable).

__  7.  �Copy of determination letter issued by IRS recognizing organization as exempt under IRC Section 501(c)  
(if applicable).

__  8.  �Copy of letter of academic accreditation for college, university or other institution of higher learning  
(if applicable).

__  9.  Matching funds commitment letter(s).

__10.  Federal Assurances and Certifications should be submitted in the following order:

            __ A.  �Certification of Assurance Concerning Civil Rights Compliance and narrative addressing items in  
Section III.C.

            __ B.  Standard Form LLL, Disclosure of Lobbying Activities (if applicable).

            __ C.  Standard Form 424B, Assurances – Non-Construction Programs.
 
            __ D.  �Certification Regarding Debarment, Suspension, and Other Responsibility Matters        

Primary Covered Transactions.

            __ E.  �Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion        
Lower-Tier Covered Transactions. 

            __ F. �Certification Regarding Government-wide Requirements for Drug-Free Workplace (Grants) 
.

Remember to submit the original application package on a CD containing all documents in your application 
package.  All forms and certifications should be signed in blue ink by an authorized representative of the 
organization.
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IX. Appendix C – VITA Quality Forms

- 49 -

Form 8158 (EN/SP) 
(Rev. July 2007)

Department of the Treasury – Internal Revenue Service

Quality Review Sheet 
Instructions: This form is to be completed by certified volunteers responsible for reviewing the accuracy of the taxpayer’s return
prior to obtaining the taxpayers’ signature. The taxpayer should be involved in the Quality Review process. The reviewer should
compare the return with the Intake and Interview Sheet and all available supporting documents. Supporting documents include
Forms W-2 and 1099, taxpayer’s banking information for direct deposit or debit, taxpayer proof of identity, prior year return, etc.
When performing a Quality Review, if you are unsure or it is not clear whether the return is accurate (based on available information)
you should notify the Site Coordinator.

Yes No CERTIFIED QUALITY REVIEWER 
Check each item as you verify that the review step is complete.

Intake sheet was fully completed and used to prepare this tax return.

Note: If an intake & interview sheet was not used or was not fully completed, ask
the volunteer to fully complete the intake sheet with the taxpayer prior to the Quality
Review process. 

Names and social security numbers (SSN) or individual taxpayer identification
numbers (ITIN) on the return match the intake sheet and supporting documents.

Taxpayer’s address on the return matches the intake sheet. 

Filing status on the return was determined based on the interview with the taxpayer and
the intake and interview sheet. 

Dependency exemptions on the return were determined based on the interview with the
taxpayer and the intake and interview sheet.

All income indicated on the intake/interview sheet, taxpayer’s interview and/or supporting
documents are included on the return. 

All adjustments, deductions and credits indicated on the intake/interview sheet
and supporting documents are included on the return. 

All withholding and/or estimated tax payment information provided or shown on the 
supporting documents have been included on the return.

Direct deposit or Debit information on the return matches the customer’s checking/saving
routing/account information.

If return was software generated, all overridden entries have been verified.

Site Identification Number (SIDN) is correct and entered on the return.

Quality Review Results 
Check one:

Ready for taxpayer’s signature(s)

Errors found, corrections needed.

Comments/Errors:

Catalog Number 61027D Form 8158 (EN/SP) (Rev. 7-2007)
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IX. Appendix C – VITA Quality Forms (continued)

Form 13206
(Rev. 8-2007)

Department of the Treasury – Internal Revenue Service

Volunteer Assistance Summary Report
Please mail, fax or e-mail this form to your IRS reporting office by the 3rd business day after the end

of the month for all volunteers that worked at your site. Additional submission of this form is 
necessary only if new volunteers reported to your site. Volunteers should only be reported once.

Contact your local IRS office for mail or e-mail address

Date: Site Identification Number: S

Site Name: 

Site Address: 

Site Coordinator/Manager’s Name:

Address: City: State: ZIP:

Site Coordinator/Manager’s Phone Number: (  ) 

Volunteer Information Volunteer Certification
(Check all that apply)

Does this
volunteer

also work at
another

VITA/TCE site?

Yes No

If Yes, Indicate
Site Name(s) 

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International 
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International
VITA Military
VITA Foreign Student 
VITA Puerto Rico
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International
VITA Military
VITA Foreign Student 
VITA Puerto Rico
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International 
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

Catalog Number 33190J Form 13206 Page 1  (Rev. 8-2007)
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IX. Appendix C – VITA Quality Forms (continued)

Volunteer Information Volunteer Certification
(Check all that apply)

Does this
volunteer

also work at
another

VITA/TCE site?

Yes No

If Yes, Indicate
Site Name(s) 

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International 
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International 
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

Name

Volunteer Position

Address

Volunteer Agreement Signed (Form 13615) 
VITA/TCE Basic 
VITA/TCE Intermediate
VITA/TCE Advanced
VITA/TCE International
VITA Military
VITA Foreign Student 
VITA Puerto Rico 
NOT Certified (ex. Greeter)

IRS Use Only

Before including the volunteer in STARS, make sure they have not been previously counted at another site this filing season.
Once verified, enter the amount on line 1 below:

1.  Total number of volunteers reported on this Form for the site

2.  Total number of volunteers previously reported this filing season 

3. Total number of volunteers reported this filing season (Add 1 & 2) 

TS Name: TS SEID: Date entered into STARS:

Privacy Act Notice
Our legal right to ask for information is 5 U.S.C. 301 and 26 USC 7801.

The primary purpose of asking for this information is to assist us in contacting you relative to your interest and/or participation in the IRS volunteer
income tax preparation and outreach programs, and to identify your skills. We may provide information to volunteers who coordinate activities and
staffing at taxpayer assistance sites. For more information about uses, see the Privacy Act Notice for the Taxpayer Assistance Reporting System
(STARS) in the Federal Register: July 19, 2004 (Volume 69, Number 137) [Notices] [Pages 43055-43056].

Your response is voluntary. However, if you do not provide all or part of the requested information, the IRS may not be able to use your assistance in
these programs.

Catalog Number 33190J Form 13206 Page 2 (Rev. 8-2007)
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IX. Appendix C – VITA Quality Forms (continued)

Form 13614
(Rev. August 2007)

Department of the Treasury – Internal Revenue Service

Intake and Interview Sheet OMB # 1545-1964

You (and Spouse) will need:
• Proof of Identity

• Copies of ALL W-2, 1098, 1099 forms

• Social Security (SSN) or Individual Tax
Identification Number (ITIN) for all
Individuals to be listed on the return

• Child care provider’s identification number
• Banking information (checking and/or

savings account) for direct deposit/debit
• Amounts/dates of estimated or other tax 

payments made, etc.
• Amounts of other income

Part I: Taxpayer Information
1. Your First Name M.I. Last Name 2. SSN or ITIN

3. Date of Birth
(mm/dd/yyyy)

4. US Citizen or Resident Alien

Yes No

5.  Legally Blind

Yes No

6. Totally and Permanently Disabled

Yes No
7.  Spouse’s First Name M.I. Last Name 8. SSN or ITIN

9. Date of Birth 
(mm/dd/yyyy)

10. US Citizen or Resident Alien 

Yes No

11. Legally Blind

Yes No

12. Totally and Permanently Disabled

Yes No

13. Address Apt # City State Zip Code 

14. Phone Number and e-mail address
Phone: (  ) 

e-mail:

15. Can you or your spouse be claimed as a dependent
on the income tax return of any other person for 2007? 

Yes No

16. On December 31, 2007:
a. Were you: Single Legally Married Separated Divorced Widowed
b. If married, were you living together (with your husband/wife) on/after June 30, 2007? Yes No
c. Was your spouse deceased? If yes, provide the date of death. (mm/dd/yyyy)

17. Did you pay more than half the cost of keeping up the home for the year? Yes No

Part II. Family and Dependent Information – Do not include you or your spouse.

Print the name of everyone who lived in your home and outside your home that you supported during the year.

Name
(first, last)

(a)

Date of Birth
mm/dd/yyyy

(b)

Social Security
Number or ITIN

(c)

Relationship to 
you (son, 

daughter, etc.) 

(d)

Number of 
months person 
lived with you in

2007

(e)

US Citizen,
Resident of US,

Canada or Mexico
(yes or no) 

(f)

Is the dependent
a full time student
born before 1989?

(yes or no)

(g)

Paperwork Reduction Act Notice
The Paperwork Reduction Act requires that the IRS display an OMB control number on all public information requests. The OMB Control Number for this study is 1545-1964.
Also, if you have any comments regarding the time estimates associated with this study or suggestion on making this process simpler, please write to the Internal Revenue
Service, Tax Products Coordinating Committee, SE:W:CAR:MP:T:T:SP, 1111 Constitution Ave. NW, Washington, DC 20224. 

Catalog Number 38836A Form 13614 (Rev. 8-2007) 

Page 2 TO BE COMPLETED WITH CERTIFIED VOLUNTEER
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IX. Appendix C – VITA Quality Forms (continued)

Volunteer Preparer Instructions: In order to complete an accurate return you must conduct a thorough interview. This intake
sheet does not constitute a complete interview. Remember to ask the taxpayer for all their documentation. Based on your
interview with the taxpayer be sure to note changes to information on the intake sheet. Confirm information on page 1 with taxpayer.

Use the decision trees in Publication 4012, 
Volunteer Resource Guide while discussing the questions below with the taxpayer.

Part Ill. Filing Status & Dependency Determination

Based on the interview, the filing status of the taxpayer is: Single MFJ MFS* HOH QW

*Spouse Name Social Security Number

Yes No 1. Did you provide more than 50% of the support for the dependents claimed?
Yes No 2. Can anyone else claim any of these dependents on their income tax return? 
Yes No 3. Were any of these dependents permanently and totally disabled in 2007? 
Yes No 4. Did any of these dependents file a joint return for 2007?

5. Based on the interview, how many individuals qualify as dependents for this return?

COMMONLY USED INCOME AND EXPENSES 
Part IV. Income – In 2007, did you (or your spouse) receive:

Yes No 1. Wages or Salary (include W-2s for all jobs worked during the year)
Yes No 2. Disability income
Yes No 3. Interest/Dividends from: checking or savings account, bonds, CDs, or brokerage account 
Yes No 4. State tax refund (may be taxable if you itemized last year)
Yes No 5. Alimony income
Yes No 6. Tip income
Yes No 7. Pension and/or IRA distribution
Yes No 8. Unemployment (1099-G)
Yes No 9. Social Security or Railroad Retirement Benefits (1099-SSA or RRB)
Yes No 10. Self Employment Income - business, farm, hobby (1099-Misc or any earned income not

reported on W-2)
Yes No 11. Other Income such as gambling winnings, awards, prizes and Jury Duty pay, etc.

Part V. Adjustments – In 2007 did you (or your spouse) make:

Yes No 1. Contributions to IRA, 401k or other retirement account
Yes No 2. Alimony payments (if yes, you must provide the name and SSN of the recipient)
Yes No 3. Education related expenses

Part VI. Itemized Deductions – Did you (or your spouse) have 2007 expenses for:

Yes No 1. Un-reimbursed medical expenses
Yes No 2. Home mortgage payments (interest and taxes – see Form 1098)
Yes No 3. Charitable contributions

Part VII. Credits – In 2007 did you (or your spouse) have:

Yes No 1. Child/dependent care expenses that allow you (and your spouse-if MFJ) to work
Yes No 2. Educational expenses for you (or your spouse) and/or your dependents
Yes No 3. Retirement Contribution to a traditional IRA, Roth IRA or 401k as shown on Form W-2

Part VIII. Earned Income Tax Credit Determination – EITC Eligibility

Yes No 1. Was EITC previously disallowed? (if yes, taxpayer may not be eligible for EITC)
Yes No 2. Based on the interview, is the taxpayer qualified for EITC?

Catalog Number 38836A Page 2 Form 13614 (Rev. 8-2007) 

71



IX. Appendix C – VITA Quality Forms (continued)

Form 13615
(Rev. 7-2007)

Department of the Treasury – Internal Revenue Service
Volunteer Agreement

Standards of Conduct – VITA/TCE Programs 

Cat. No. 38847H

The mission of the VITA/TCE Program is to provide free basic tax return preparation for eligible taxpayers.
Volunteers are the program's most valuable resource. To establish the greatest degree of public trust 
Volunteers have a responsibility to provide high quality service and uphold the highest of ethical standards. 

Instructions: To be completed by all volunteers in the VITA/TCE program.
As a participant in the VITA/TCE Program, I agree to the following standards of conduct:

• I will treat all taxpayers professionally, with
courtesy and respect. 

• I will safeguard the confidentiality of 
taxpayer information.

• I will apply the tax laws equitably and
accurately to the best of my ability.

• I will only prepare returns for which I am
certified. (Basic, Advanced, etc.)

• I will exercise reasonable care in the use 
and protection of equipment and supplies.

• I will not solicit business from taxpayers I 
assist or use the knowledge I have gained
about them for any direct or indirect
personal benefit for me or any other 
specific individual.

• I will not accept payment from taxpayers
for the services I provide. I may receive
compensation as an employee of a 
program sponsor.

Volunteer Information

Print Full Name 

Home Street Address

City, State and Zip Code

Site and/or Partner Name 

Signature and Date 

Daytime Telephone

E-mail Address 

This form is to be retained at the Site or by the Partner.

Volunteer position(s)
(screener, preparer, interpreter, reviewer, etc.)

(Partner Use Only) Test Results – Only volunteers preparing federal tax returns, answering tax law
questions, or reviewing federal tax returns for accuracy are required to be certified.

Basic Intermediate Advanced Military International
Foreign Student/Scholars

Part 1 Part 2 Part 3 

Volunteer’s Test Score 

Certification level – 
Mark the appropriate box

Privacy Act Notice–The Privacy Act of 1974 requires that when we ask for information we tell you our legal right to ask for the information, why we
are asking for it, and how it will be used. We must also tell you what could happen if we do not receive it, and whether your response is voluntary,
required to obtain a benefit, or mandatory.
Our legal right to ask for information is 5 U.S.C. 301. We are asking for this information to assist us in contacting you relative to your interest and/or
participation in the IRS volunteer income tax preparation and outreach  programs. The information you provide may be furnished to others who
coordinate activities and staffing at volunteer return preparation sites or outreach activities. The information may also be used to establish effective
controls, send correspondence and recognize volunteers.
Your response is voluntary. However, if you do not provide the requested information, the IRS may not be able to use your assistance in these
programs.

Cat. No. 38847H Form 13615 (Rev. 7-2007)
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X. Appendix D – Exhibits

Exhibit 1 – Allowable and Unallowable Expenses

Allowable Expenses

Computers and printers including related supplies 
such as, printer cartridges, cable locks, memory, 
network cards, and external media for backup of data

Encryption software

Internet Connectivity

Audit services 

Costs associated with  space utilized for tax 
preparation-rent, utilities, insurance, custodial service

Reasonable salary costs for VITA program clerical 
support, program or site coordinator, and/or tax 
law instructor

Publicity and training costs directly related to the 
VITA program

Office supplies

Miscellaneous services such as, computer repair or 
currier for delivering required documents and reports 
to IRS 

Installation of phone lines necessary to provide 
electronic transmission of returns and to schedule 
appointments for tax preparation

Volunteer travel reimbursement costs to and from 
the site location

Costs incurred for attending the annual VITA Grant 
Orientation Conference

Costs for interpreter services 

Unallowable Expenses

Salary payments to volunteer return preparers, 
screeners, and reviewers 

Purchase, construction, repair, or rehabilitation of any 
building or any portion thereof

Costs that do not support or benefit the program, or are 
unnecessary in carrying out the program

Entertainment costs as described in OMB Circular 
A-21 § J.17 and OMB Circular A-122, Attachment B § 14

Certain advertising and public relations costs, as 
described in OMB Circular A-21 § J.1.f and OMB 
Circular A-122, Attachment B, § 1

Costs of goods or services for personal use of the 
program employees, as described in OMB Circular A-21, 
§ J.22 and OMB Circular A-122, Attachment B, § 19

Tax Preparation Software

Costs or expenses paid or incurred prior to IRS approval 
of the grant award.

Costs associated with the preparation of the VITA Grant 
application package

Any costs for hotel accommodations over the Federal 
government per diem rate when attending program 
related meetings and/or conferences

Costs associated with refund anticipation loans
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X. Appendix D – Exhibits

Exhibit II - Portable Document Format (PDF) Conversion Programs

Following is a list of downloadable programs that allows users to read and transmit Portable Document Format files 
that are contained within the GRANTS.GOV system, particularly in certain grant-making agencies’ application process.

PDF generator software is available to help you save your documents as PDFs. There are several programs for both 
PCs and Macs, along with websites that can perform the conversion for you. 

Please note that when naming your file, please do not use special characters or spaces in the file names. Such files 
are unrecognizable as PDFs to some systems. The list below contains some of the PDF generators available, many 
of which are free or very inexpensive. IRS does not endorse any particular software. Consult the vendor websites for 
more information. The websites below are listed alphabetically. 

Adobe
http://www.adobe.com/products/acrobatstd/main.html Print driver that will work with any application. (For PC or Mac)
 
BLC Technologies
http://www.gohtm.com Web-based converter. Vendor e-mails PDF back to you. (For PC or Mac) 

Create Adobe PDF Online
https://createpdf.adobe.com/index.pl/ Web-based converter. Vendor e-mails PDF back to you. (For PC or Mac) 

CutePDF
http://www.cutepdf.com Print driver that will work with any application. (For PC) 

Go2PDF
http://www.go2pdf.com Print driver that will work with any application. (For PC) 

Pdf995
http://site4.pdf995.com Print driver that will work with any application. (For PC) 

PDFcreator
http://docupub.com Web-based converter. View PDF or e-mails PDF to you. (For PC or Mac) 

Win2PDF
http://www.win2pdf.com/ Print driver that will work with any application. (For PC) 

Zeon Corporation
http://www.pdfwizard.com/ Print driver that will work with any application. (For PC

75

http://www.adobe.com/products/acrobatstd/main.html
http://www.gohtm.com
https://createpdf.adobe.com/index.pl
http://www.cutepdf.com
http://www.go2pdf.com
http://site4.pdf995.com
http://docupub.com
http://www.win2pdf.com
http://www.pdfwizard.com


X. Appendix D – Exhibits

Exhibit III - Tips for Completing and Submitting Your Application

When completing and submitting your application, it is important to adhere to the established requirements and guide-
lines.  Listed below are a few tips that will lead to a strong application package.

		  •  Stay within the guidelines when completing the narratives (i.e. number of pages, font, content)

		  •  Use good grammar.

		  •   Include current statistics whenever possible; document the source.

		  •  Ensure that budget numbers are consistent on Form 424 and in the narrative.

		  •  Complete all forms and certifications.

		  •  Sign all documents in blue ink.

		  •  Review the application package prior to submission; use more than one reviewer.

		  •  Assemble the application package correctly.

		  •  Submit your application early.
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XI. Glossary/Definitions of Terms:

Accessibility – The relative ease of which sites can be physically located, entered into, and services obtained by low-
income, elderly, limited English proficient and disabled individuals.

Ad Hoc Site – A site that operates in conjunction with a fixed site to provide service in underserved communities on 
a limited basis.  This term is most commonly referred to when determining whether a separate software license is 
required.

Cash Contributions –  This is the recipient’s cash outlay, including the outlay of money contributed to the recipients by 
third parties.

Coalition – A collaboration of community organizations that have a common interest or shared commitment to the 
overall goal of helping low-income families.

Cultural Competency – Having an awareness and knowledge of cultures’ beliefs in a manner that leads to being more 
responsive to their needs.

Designated Quality Review – This is the preferred quality return review method and employs a certified volunteer 
performing a review of the returns prepared at a site to ensure accuracy and completeness. The Designated Quality 
Reviewer should be one of the most experienced persons at the site and should have the following skills:
1. In-depth knowledge and understanding of tax law, as well as e-file software (if applicable).
2. Properly trained and certified at the Advanced Level or the maximum level for preparing returns at the site.
3. Ability to explain tax law and how it applies to the taxpayer.
4. Tact in dealing with taxpayers and volunteers when errors are identified. 

EFIN – The Electronic Filing Identification Number is an identification number assigned by the Internal Revenue Service 
to an electronic return originator. Form 8633 must be filed to receive the number.  The number is required for all e-file 
sites not using on-line filing.  The same number will be used as long as the site is in operation.

Grantee – A recipient of grant funds.

Grant Recipient – Designates those organizations applying for a VITA grant that were awarded monies to support the 
VITA return preparation program.

Infrastructure – An underlying base or foundation especially for an organization or system.

Low Income – For purposes of the VITA program, low income means adjusted gross income at or below the maximum 
Earned Income Tax Credit income limit.

Matching – This is the portion of program costs not borne by the federal government.

Matching Funds – Funds that applicants must provide on a dollar-for-dollar basis for all grant funds received.

Matching Grant Program – A program that requires grantees to provide funds on a dollar-for-dollar basis in order to 
be eligible for grant funding.

Non-Urban – Non-urban is a city, town, or unincorporated area that has a population of 50,000 inhabitants or less.  
Non-urban may also be referred to as rural.

Overprint Form –  This refers to a tax return (Form 1040, 1040A, or 1040EZ) specifically designated for the VITA and 
TCE programs.  They are used at sites offering paper return filing only and are specially marked to highlight the Site 
Identification Number (SIDN).
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XI. Glossary/Definitions of Terms: (continued)

Peer Review – This refers to a type of quality return review involving the exchange and review of returns with fellow 
return preparers to ensure accuracy and completeness. This review method is often used at smaller sites where 
workload and volunteer services do not allow for a person to review all returns.

Project Period – This refers to the period covered by the grant.  For the VITA grant, the project period is October 1 
through June 30. 

Quality Control Process – The procedures and processes in place to measure the quality of your VITA site operations 
and the accuracy rate of returns prepared.

Quality Reviewer – A person, other than the individual that assisted in the preparation of the return, who checks a tax 
return to ensure its accuracy and completeness.  

Quality Site Requirements – Nine practices identified by the IRS to ensure taxpayers visiting volunteer sites receive 
quality service and accurate returns.  

Self Review – This is the least preferred quality review method and is not endorsed for the VITA Grant Program.  It 
involves the preparer reviewing the returns they prepare before finalizing return preparation activities.  It is most 
normally used at one person sites.

SIDN – The Site Identification Number is a number assigned to each volunteer site for identification purposes by the 
IRS.  This number must be recorded on all returns in order to obtain credit for return preparation.

Site – A location established to provide volunteer tax preparation.

Site (Established) – A volunteer tax preparation site that was operational during the most recent filing season.

Site (Proposed) – A new volunteer tax preparation site location that you plan to have operational for the upcoming 
filing season.

Site Coordinator – The person responsible for program coordination and various administrative duties associated with 
managing a site.

Stakeholder Partnerships, Education and Communication – SPEC is the outreach and education of Internal Revenue 
Services’ Wage and Investment Division.  SPEC administers the VITA/TCE Programs.  

Sustainability and Growth Strategy – Plan for program expansion, continued funding, volunteer retention, partner 
collaboration and support.

Third Party In-Kind Contributions – This refers to the value of non-cash contributions provided by non-federal third 
parties.  Third party in-kind contributions may be in the form of equipment, supplies and value of goods and services 
directly benefiting and specifically identifiable to the VITA program.

Underserved – This term encompasses low income taxpayers that may also be Limited English Proficient, Elderly, 
Disabled, Native Americans, live in rural areas, or other hard to reach areas.

VITA – Volunteer Income Tax Assistance is one of the volunteer return preparation programs.  The VITA program 
provides free income tax preparation for taxpayers who have limited or moderate incomes, limited English proficient, 
persons with disabilities and the elderly.

79



XII. Index of VITA Grant Program Terms

Term			   Page Number

Accessing Grant Funds	 18

Audit				   19

Civil Rights Reporting Requirements	 7

Eligibility Criteria	 5

Evaluation of Grant Recipient	 32

Lobbying Restriction	 8

Matching Funds	 5

Office of Management and Budget (OMB)	 6

Program Effectiveness	 22

Reporting Requirements
	 a.	 Interim Report	 20
	 b.	 Annual Report	 20

Selection and Award of Grant Recipients	 31

Site Assistance Visits	 23

VITA  Application	 25

	 1.	 Package Assembly	 28
	 2.	 Background Narrative	 25
	 3.	 Proposed Program Plan	 26
	 4.	 Submission	 28

VITA Grant Agreement	 33

80






