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If not a US citizen, use the  
Determining Residency Sta-
tus decision tree in Tab L to     
determine taxpayer/spouse 
residency for tax purposes. 

View photo ID’s for 
each taxpayer and 
spouse (if filing a 
joint return). 

Name as shown on              
Social Security rec-
ords (see Tab  K  for 
information hyphenat-
ed or double names). 

Refer to Pub 17, for 
definition of Legally 
Blind, Totally and    
Permanently Disabled, 
and Full Time Student. 

The Certified 
Volunteer Pre-
parer will com-
plete these 
questions for 
each listed 
person during 
the Interview 

If  taxpayer’s mari-
tal status changed 
in 2016  (Married 
or Divorced), 
verify how it may 
affect ACA and if 
the return may be 
“Out of Scope”. 

See Page 3 to 
verify if taxpayer 
listed additional 
names. 
                                            

Use page 4 to 
record interview 
notes. 

Important Reminder: Do not refer taxpay-
ers to the Voltax e-mail address for IRS help 
or refund information.  
Refer to the back cover of Pub 4012 for  
appropriate IRS referrals. 

Taxpayer must include everyone who 
lived with the taxpayer and anyone 
the taxpayer supported who lived 
elsewhere. 
                                                                         
Always confirm this information during 
the interview  process, especially if 
the taxpayer did not list anyone. 

Verify birth date for 
each person includ-
ed on the tax return.  
Note: Incorrect birth 
dates may cause e-
file rejection. 

Verbally confirm the 
number of months 
each person listed 
lived in the taxpay-
ers' home. 

If not a US citizen, 
see Tab L, Deter-
mining Residency 
Status decision 
tree, to determine  
residency for tax 
purposes. 
 

Important Reminder: Review all infor-
mation in Part II before determining Filing 
Status and Dependency Exemptions.  
 
Use Tabs B & C to make determinations. 

Use Tab C, to verify 
taxpayer and 
spouse’s            
dependency status. 

Refer to Tab P 
if taxpayer is a 
victim of identity 
theft. 

Taxpayer’s cur-
rent address .         
(where to mail 
refund and other 
correspondence). 
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Important Reminder: During the interview, question taxpayers about any items marked 
“Unsure” and mark them “Yes” or “No”.  Modify any taxpayer answers to correctly  
reflect all information obtained during the interview. 
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If yes, verify tips were 
reported to employer. If 
not, complete Form 
4137 (Advanced). 

If yes, determine if taxa-
ble. 

Enter all W-2 infor-
mation; see Tab D. 

See Tab D for infor-
mation about  F1098T. 

See Tab E  for definition 
of alimony. 

If yes, ask taxpayer for 
provider’s TIN. 

The taxpayer may 
have a requirement 
to repay their credit. 

Student Loan Inter-
est adjustment 
See Tab E. 

See Tab J and compare 
credits and adjustments. Include only quali-

fied unreimbursed     
expenses (Sch A)   
See Pub 17. Advise taxpayer of rec-

ords requirements (Sch 
A) see Pub 17. 

Ask taxpayer for a 
copy of last year’s 
return to locate   
necessary 
information. 
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Verify the return is with-
in the scope of VITA/
TCE       Programs. 

Not all of these 
items are reported 
on F1040, Line 21. 
See Pub 17.  

Verify eligibility for 
Saver’s Credit. 

Check for tax benefits 
for declared disaster 
areas. 

Certification indica-
tors (B, A, HSA, M) 
should only be used 
to assign returns to 
preparers. 
 
Final certification 
level   determina-
tions should be 
made by using  the 
Scope of Service 
Chart after a com-
pleting the  
interview process. 

Complete for  
Taxpayers and 
 dependents after 
answering questions 
in the Certified Vol-
unteer Preparer 
Section    (Page 1, 
Part II). 

Refer taxpayers 
who have ques-
tions or need cover-
age to this web 
site/phone number. 

You must use the flow 
chart  in Tab ACA for all 
taxpayers. 

Receiving advanced  
payments  creates an  
automatic filing  
requirement.                        
See Pub 17. 

Taxpayer must provide 
a copy of Form 1095-A 
if they received insur-
ance through the mar-
ketplace. 
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