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Intake Form 13614-C
• Please read through this training guide to learn
more about the intake form and common
scenarios you will come across.
• Some questions are easy: name, address, etc. but
many questions are confusing
• It’s your job to know what the form is asking so
you can help taxpayers complete the form!
Make sure you read all the
way through to find the link
to the training quiz at the
end!

Parts I and II
•

Sections I and II consist of the
taxpayer's personal information,
including marital status and
household (including dependents)
information, which they should be
able to complete mostly on their
own.

•

Be aware that people have varying
degrees of literacy, sight difficulties
and language barriers that may
make it difficult for them to
complete this form.
• Take time to help anyone
that asks for help or looks
like they are struggling with
the form.
• You may even offer to fill it
out form them, asking them
the questions and recording
their answers

•

The bottom right-hand corner will
be completed by the tax preparer
so the client should not write
anything in this area!

Dependents
If taxpayers have questions about
dependents: Use the Dependents Tables
(Included at the end of this presentation)
to help determine who is a qualifying
dependent.

Part III

In general, if a taxpayer marks yes by any line that requires a form, they should
provide that form.
• A few exceptions: Health care form 1095 B or 1095 C (Employer
provided health care), Form 1099-INT or 1099-DIV for less than $10.

Part III, 4. Interest and Dividends

• Most people receive interest/dividends from bank accounts, but banks
are not required to send out a form unless the interest is over $10.
• They should report the income even if they did not receive a form.

Part III, 5. Form 1099-G

• This does not refer to everyone that got a refund on their state tax return. It is
specifically for taxpayers that received more than $10 in unemployment
compensation during the tax year or who itemized their deductions in a previous
year and received more than $10 in state/local income tax refunds.
• Both cases lead to the money being treated as taxable income and they should have
received and brought in Form 1099-G.

Part III, 6. Separate maintenance
payments

• Separate maintenance payments include any payments from one spouse
(or ex-spouse) to another that are court ordered.

Part III, 14. Income (or loss) from
rental property

• If a taxpayer marks “Yes” to this question, they are not eligible for free tax
service since they own(ed) rental property.

Part IV

Part IV, 1. Former spouse's SSN

• They will need their former spouses' SSN for the return - if they don't have
it, they will need to come back when they have it to finish the return. They
can try to get a hold of the person, but we won’t be able to complete their
return without the SSN- consult the Site Coordinator about whether they
want to pair them with a preparer at this time or wait to reschedule the
appointment.

Part IV, 5. Child or dependent
care, such as daycare

• They will need the care provider's name, address, their SSN, ITIN, or EIN
(employer identification number) and the total amount paid for childcare in
order to include this expense on the tax return.

7. Paid expenses related to selfemployment

• Common self-employment deductions include travel and hotel, home
office, utilities, professional development, advertising and marketing,
website costs, software, mileage and gas, incorporation, and selfemployment health insurance deduction.
• A taxpayer should mark "Yes" if any of these areas correspond to them.

Part V

Part V, 6. Homebuyers Credit in
2008

• Taxpayers who claimed the First-Time Homebuyers Credit may be required
to repay the credit in the year of sale of that house. The repayment is
limited to the amount of gain on the sale. This situation is out of scope for
VITA/TCE.
• Consult Site Coordinator immediately if they answer yes so it can be
determined to be in scope or not.

Part V, 7. Estimated tax payments

• Some taxpayers, usually self-employed, need to pay at least 90% of the tax they
will owe throughout the year through withholding or estimated tax payments.
• Estimated payments are generally made for self-employed income, interest,
dividends, rents, and alimony.

• Taxpayers are given the option to apply some or all their refund to the tax they
will owe next year, however this is uncommon.

Part V, 8. Capital loss carryover

• A capital loss is when someone sells a capital asset for less than it is worth
and takes a loss.
• Up to $3,000 of that loss is tax deductible and anything over the $3,000 can
be carried over to the following year.
• If a person carried over loss from a previous year, they should check “Yes”.
• The taxpayer will need to provide a copy of last year's return in order to
locate the necessary information

Part V, 9. Health coverage through the
Marketplace

• If a taxpayer is enrolled in an insurance plan through the marketplace
(Medicaid or insurance not provided by an employer) then they should
have received (and brought with them) Form 1095-A and should check
“Yes”.
• Sometimes these forms are not received until late in tax season, and they
are not always required- consult the Site Coordinator if they do not have
their form with them.

Part V, 10. Economic Impact Payments

The 2021 Recovery rebate will be applied to the 2021 tax return IF the taxpayer DID NOT
receive the 3rd stimulus payment back in 2021. Payments were made starting in March of
2021. They were $1400 per person.
Most likely, people will not remember if they got it or not. If they don’t remember, its
probably safer to assume they DID get it. If they claim they did not receive it, it will be
given to them as a refund. The IRS will do a double check, and if its found that they did
receive it, it will be deducted from their refund before its processed. They will think they
are getting $1400 more than they actually will receive.

Part V, 11. Advanced Child Tax Credit

• The Advanced Child Tax Credit payments were sent to tax payers monthly,
starting in July 2021 through December of 2021.
• Payments were $250 or $300 per eligible child, depending on age.
• The IRS is sending Letter 6419 that states how much they have received, so they
can claim the rest on their tax return. We need this letter if at all possible so they
don’t mistakenly report the wrong amount they have received from this credit.

Ready for the test?
Once you’ve completed the test
you will receive your Intake
Specialist Certificate from the
VITA coordinator.
Click here to complete the Intake
Form Training Quiz!

Good luck!

