Volunteer Income Tax Assistance (VITA)
2009-2010

Training Guide for Tax Professionals

Helping working families to “Earn It. Keep It. Save It.”
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NASHVILLE ALLIANCE for FINANCIAL INDEPENDENCE

NAFI would like to thank our VITA Training Sponsor:
National Association of Black Accountants (NABA) — Nashville Chapter.
Learn more at: www.NABANashville.org




tax professionals

Introduction

Welcome, Volunteer Income Tax Assistance (VITA) volunteer! We're happy that you want to use your
professional skills towards helping working families in Davidson County to “Earn It. Keep It. Save It.”

VITA really is a volunteer-led and volunteer-run program. We simply cannot provide this service without
individuals like you. Thank you for choosing to spend your time as a VITA volunteer.

Because of your skill and experience, we realize that you don’'t need all of the training that is offered to
other VITA volunteers. So, we have program just for you that is quick and easy, which utilizes an online
training and certification process that you can complete at your own pace. All VITA volunteers (even
CPA’s) must successfully pass the VITA certification exam.

The next few pages of this document will describe the training process and provide the web links you will
need to register for each of them. To meet the demand for VITA services in late January/early February,
we ask that you work towards completing your certification by January 16, 2010.

Our goal is that you have an enjoyable experience. If you have any questions along the way, big or small,
please feel free to contact me. | am only a phone call or email away.

In Service,

Bty

Rachel Freeze

Nashville Alliance for Financial Independence (NAFI) Manager
United Way of Metropolitan Nashville

615-780-2444 | Rachel.Freeze@unitedwaynashville.org
http://NashvilleAFl.org/VolunteerCenter.htm
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training checklist

The IRS requires that all VITA volunteers complete a training and certification process, even those in
accounting and tax fields. For you, most of your training will be focused on orienting you to the “VITA way”
of doing things and use of the TaxWise software used for tax preparation. Your training will include
attending an informational session, completing self-paced online training modules for brushing up on tax
law, a workshop on using TaxWise, a workshop on VITA protocol, and a site orientation. All of the
trainings are free, and you will receive the curriculum when you arrive.

To mark your progress in the training and certification process, use the checklist below.

O Informational Session for Interested VITA Volunteers (Optional, but strongly recommended)

O Link and Learn Online Modules — | finished on this date:

O “The Brass Tax” Workshops #5 (required) — My class is:

O “Beyond the 1040” Workshop (required) — My class is:

O Testing Session/Practice Lab (Goal: Complete your VITA certification by January 16)

O Site Orientation (required) — My site’s orientation is:

O Bring Volunteer Agreement with test scores (instructions to come via email later)

INCLEMENT WEATHER: In the event of inclement weather, call 780-2444. News of
any class cancellations will be left on the voicemail message.




workshop menu

For each workshop that you choose, you will need to register using the link provided. Seating is limited.
The locations of the workshops vary, so please make a note of the location when you register. We
encourage you to start training early! The earlier you start your training, the more options you have
available. View all the workshops “at-a-glance” on Pages 10-11. View directions to various locations on
Pages 12-13.

Informational Session for Interested Volunteers

Learn about the VITA program and what it means to be a VITA volunteer. At this session, you will meet
VITA staff and other volunteers who will explain the process of training, choosing a site, and more.
Come early to meet and network with other interested volunteers. No commitment, just come! All
informational sessions are held at United Way of Metropolitan Nashville at 250 Venture Circle; Nashuville,
TN 37228. Networking and refreshments are from 5:30-6:00 pm; Session is from 6-7:30 pm. We
encourage you to attend one of the informational sessions in October or November.

Thursday, October 15, 2009 / http://vitainfo1.eventbrite.com
Thursday, November 5, 2009 / http://vitainfo2.eventbrite.com
Thursday, November 19, 2009 / http://vitainfo3.eventbrite.com
Thursday, December 3, 2009 / http://vitainfo4.eventbrite.com
Thursday, December 10, 2009 / http://vitainfo5.eventbrite.com
Thursday, January 7, 2009 / http://vitainfo6.eventbrite.com

Link and Learn Online Training Modules

Link & Learn is the IRS’ self-guided online training program that you can access from any computer with
internet. With the program, you are able to skip to topics and modules that you might need to “brush up”
on prior to tax season. The very last module is the VITA certification test, which is required of all VITA
volunteers. You can register for a testing session if you would like to use the TaxWise software to
complete the online certification test. Link & Learn usually goes “live” shortly after Thanksgiving.
Register here and you will receive an email with instructions on accessing Link and Learn once it is live.

Self-paced / Register here: http://linkandlearn.eventbrite.com



http://vitainfo1.eventbrite.com
http://vitainfo2.eventbrite.com
http://vitainfo3.eventbrite.com
http://vitainfo4.eventbrite.com
http://vitainfo5.eventbrite.com
http://vitainfo6.eventbrite.com
http://linkandlearn.eventbrite.com

workshop menu

“The Brass Tax” Workshop #5 for New Volunteers: TaxWise (6-8 hours, including breaks)
This course teaches will help you apply tax law using the TaxWise software used at the VITA site. You
only need to attend one time.

Saturday, December 5 (9 am - 5 pm) / http://new5dec5.eventbrite.com / Woodbine CO

Saturday, December 12 (9 am - 5 pm) / http://newSdec12.eventbrite.com / Woodbine CO

Saturday, December 19 (9 am - 5 pm) / http://newSdec19.eventbrite.com / Belmont University

Tuesday, January 5 (Part 1 from 5-8 pm); Thursday, January 7 (Part 2 from 5-8 pm)
http://newSjan5.eventbrite.com / Park Avenue CCC

Saturday, January 9 (9 am — 5 pm) / http://new5jan9.eventbrite.com / Belmont University, Massey Lab

Tuesday, January 12 (Part 1 from 5-8 pm); Thursday, January 14 (Part 2 from 5-8 pm)
http://new5jan12.eventbrite.com / Park Avenue CCC

Saturday, January 16 (9 am — 5 pm) / http://new5jan16.eventbrite.com / Belmont University, Massey Lab

“Beyond the 1040” Workshop (3 hours, including networking)

This course covers topics that will help the volunteer to provide excellent and quality service at the site as
well as common pitfalls to avoid. The first 30 minutes of the workshop is time for networking with other
VITA volunteers. You only need to attend one time. You need to complete Workshop #5 before attending.

Saturday, December 5 (9 am - 12 noon) / http://1040dec5.eventbrite.com / Belmont U, Massey 103
Monday, December 7 (9 am - 12 noon) / http://1040dec7.eventbrite.com / United Way

Monday, December 14 (5-8 pm) / http:/1040dec14.eventbrite.com / Woodbine CO

Monday, January 4 (9 am - 12 noon) / http:/1040jan4.eventbrite.com / United Way

Saturday, January 9 (9 am - 12 noon) / http:/1040jan9.eventbrite.com / Belmont U, Massey 104
Monday, January 11 (9 am - 12 noon) / http:/1040jan11.eventbrite.com / Woodbine CO

My,feel honored to be a volunteer for the VITA program. The timm
effort it takes to train for this program is very rewarding. It also gives me
an opportunity to meet lots of people. These people are really grateful and
appreciative that we take our time to help them without a cost to them to
get their tax returns prepared. Thank you VITA."

-- Jennie Young, Legal Secretary with Metro Public Defender’s Office

~_ -



http://new5dec5.eventbrite.com
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workshop menu

Testing Session/Practice Lab (as needed)

Our goal is for all volunteers to certify by January 16, 2010. During the following open lab times, you can
have access to a computer with the TaxWise software. You can complete your certification test and/or
practice returns. The test is not timed, so you can complete the test at your own pace and even save it
and come back to it later. The test is open book, so you will want to bring your IRS publications with you.
Once you register below, you will receive an email with further instructions that you will need for your
testing session. You will need to complete Workshop #5 before testing. It is not necessary that you
complete the “Beyond the 1040” Workshop before testing.

Register here: http://vitatest.eventbrite.com

Open Labs:

1.) Park Avenue Community Career Center (Directions on Page 13)
December 21 through January 16—Every Wednesday (8 am—5 pm)
Monday, December 7 (9 am—12 pm)

Monday, December 14 (5 pm—8 pm)

Monday, January 4 (9 am—12 pm)

2.) John Henry Hale Community Career Center (1433 Jo Johnston Ave; Nashville, TN 37203)
December 21 through January 16—Every Thursday (8 am—8 pm)

3.) Catholic Charities @ Our Lady of Guadalupe Church (3112 Nolensville Rd; Nashville, TN 37211)
December 21 through January 16 (Evenings, daytime). Call Terry or Rosibell to schedule: 445-8310 x.
226 or x 221

Site Orientation (1-2 hours)

See the site where you will volunteer. Meet your Site Coordinator and other volunteers, learn about site-
specific information, and schedule your volunteer shifts. By the time of your orientation, you should have
completed your certification test. Be sure to bring your Volunteer Agreement that you received at the
time of passing your test to your Site Coordinator at the orientation.

You do not need to register for the site orientation. If you have registered for any of the previous
trainings, you will automatically receive further instructions via email on the date and times of all site
orientations. You will receive the email sometime during the month of December.

Unsure which site to choose? Click here to view tentative list: www.nashvilleafi.org/info/2010sites.pdf



http://vitatest.eventbrite.com
http://www.nashvilleafi.org/info/2010sites.pdf

workshop menu

Optional: “Next Level” - From Basic to Intermediate (6-8 hours, including breaks)

This course is offered for basic certified volunteers that are new or returning volunteers and are interested
in certifying at the intermediate level for the very first time. Volunteer must complete basic certification
before attending. This course teaches tax law at the intermediate level and will cover the following topics:
certain types of income (such as business income and alimony, etc.), certain adjustments to income (such
as self-employment tax, IRA contributions, etc.), itemized deductions, certain credit (such as education
credits, etc.), and other taxes (such as self-employment taxes, etc.). You only need to attend one time.

Tuesday, December 8 (Part 1 from 5-8 pm); Thursday, December 10 (Part 2 from 5-8 pm)
http://intdec8.eventbrite.com / Park Avenue CCC

Wednesday, December 9 (9 am — 5 pm) / htip://intdec9.eventbrite.com / Park Avenue CCC

Wednesday, December 16 (9 am — 5 pm) / http://intdec16.eventbrite.com / Park Avenue CCC

Tuesday, January 5 (Part 1 from 5-8 pm); Thursday, January 7 (Part 2 from 5-8 pm)
http://intjan5.eventbrite.com / Woodbine CO

Saturday, January 9 (9 am — 5 pm) / http://intjan9.eventbrite.com / TSU downtown, Lab 250

Optional: “Next Level” - From Intermediate to Advanced (3 hours)

This course is offered for intermediate certified volunteers that are new or returning volunteers and are
interested in certifying at the advanced level for the very first time. Volunteer must complete intermediate
certification before attending. This course teaches tax law at the advanced level and will cover the
following topics: capital gain and loss, retirement income, disability pension income, distributions (lump-
sum, premature, and minimum), and withdrawal of excess IRS contributions). You only need to attend one
time.

Friday, December 11 (9 am — 12 noon) / http://advdec11.eventbrite.com / Park Avenue CCC
Tuesday, December 15 (5-8 pm) / http://advdec15.eventbrite.com / Woodbine CO

Friday, December 18 (9 am — 1 pm) / http://advdec18.eventbrite.com / Woodbine CO
Tuesday, January 12 (5-8 pm) / http://advjan12.eventbrite.com / Woodbine CO



http://intdec8.eventbrite.com
http://intdec9.eventbrite.com
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http://intjan5.eventbrite.com
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workshop menu

Optional: “Sticky Issues” Workshop (3 hours)

This course is offered for advanced certified volunteers that are new or returning volunteers. Volunteers
are encouraged to complete advanced certification before attending. This course focuses on some of the
emerging tax law changes or more difficult issues that require special attention by an advanced
volunteer and are not otherwise covered in advanced training. Such topics are: health savings accounts
(HSA’s) and cancellation of debt. You only need to attend one time.

Wednesday, January 13 (9 am — 12 noon) / http://sijan13.eventbrite.com / Park Avenue CCC
Saturday, January 16 (1 pm —4 pm) / http://sijan16.eventbrite.com / Madison First Baptist Church



http://sijan13.eventbrite.com
http://sijan16.eventbrite.com

workshops at-a-glance

Informational Session for Interested Volunteers
Thursday, October 15, 2009 / Register here: http://vitainfo1.eventbrite.com
Thursday, November 5, 2009 / Register here: http://vitainfo2.eventbrite.com
Thursday, November 19, 2009 / Register here: http:/vitainfo3.eventbrite.com
Thursday, December 3, 2009 / Register here: hitp://vitainfo4.eventbrite.com
Thursday, December 10, 2009 / Register here: http://vitainfo5.eventbrite.com
Thursday, January 7, 2009 / Register here: http:/vitainfo6.eventbrite.com

Link and Learn Online Training Modules
Self-paced / Register here: http:/linkandlearn.eventbrite.com

“The Brass Tax” Workshop #5 for New Volunteers: TaxWise (6-8 hours, including breaks)
Saturday, December 5 (9 am — 5 pm) / Register here: http://new5dec5.eventbrite.com

Saturday, December 12 (9 am — 5 pm) / Register here: http://new5dec12.eventbrite.com

Saturday, December 19 (9 am — 5 pm) / Register here: http://new5dec19.eventbrite.com

Tuesday, January 5 (Part 1 from 5-8 pm); Thursday, January 7 (Part 2 from 5-8 pm) / Register here: http://new5jan5.eventbrite.com
Saturday, January 9 (9 am - 5 pm) / Register here: http:/new5jan9.eventbrite.com

Tuesday, January 12 (Part 1 from 5-8 pm); Thursday, January 14 (Part 2 from 5-8 pm) / Register here: http:/
newbjan12.eventbrite.com

Saturday, January 16 (9 am — 5 pm) / Register here: http://new5jan16.eventbrite.com

“Beyond the 1040” Workshop (3 hours, including networking)

Saturday, December 5 (networking from 9:00 — 9:30 am; workshop is from 9:30 am - 12 noon)
Register here: http://1040dec5.eventbrite.com

Monday, December 7 (networking from 9:00 — 9:30 am; workshop is from 9:30 am - 12 noon)
Register here: http://1040dec7.eventbrite.com

Monday, December 14 (networking from 5:00 — 5:30 pm; workshop is from 5:30 pm - 8 pm)
Register here: http:/1040dec14.eventbrite.com

Monday, January 4 (networking from 9:00 - 9:30 am; workshop is from 9:30 am - 12 noon)
Register here: http://1040jan4.eventbrite.com

Saturday, January 9 (networking from 9:00 — 9:30 am; workshop is from 9:30 am - 12 noon)
Register here: http:/1040jan9.eventbrite.com

Monday, January 11 (networking from 5:00 — 5:30 pm; workshop is from 5:30 pm - 8 pm)
Register here: http://1040jan11.eventbrite.com

Testing Session/Practice Lab (as needed)
Register here: http://vitatest.eventbrite.com

Site Orientation (1-2 hours)

Register here: http:/siteorientation.eventbrite.com.
Unsure which site to choose? View tentative list here:www.nashvilleafi.org/info/2010sites.pdf
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workshops at-a-glance

Optional: “Next Level” - From Basic to Intermediate (6-8 hours, including breaks)

Tuesday, December 8 (Part 1 from 5-8 pm); Thursday, December 10 (Part 2 from 5-8 pm) / Register here: http://intdec8.eventbrite.com
Wednesday, December 9 (9 am — 5 pm) / Register here: http:/intdec9.eventbrite.com

Wednesday, December 16 (9 am — 5 pm) / Register here: http://intdec16.eventbrite.com

Tuesday, January 5 (Part 1 from 5-8 pm); Thursday, January 7 (Part 2 from 5-8 pm) / Register here: http:/intjan5.eventbrite.com
Saturday, January 9 (9 am - 5 pm) / Register here: http:/intjan9.eventbrite.com

Optional: “Next Level” - From Intermediate to Advanced (3 hours)
Friday, December 11 (9 am — 12 noon) / Register here: http://advdec11.eventbrite.com
Tuesday, December 15 (5-8 pm) / Register here: http://advdec15.eventbrite.com

Friday, December 18 (9 am — 1 pm) / Register here: http://advdec18.eventbrite.com
Tuesday, January 12 (5-8 pm) / Register here: http://advian12.eventbrite.com

Optional: “Sticky Issues” Workshop (3 hours)
Wednesday, January 13 (9 am — 12 noon) / Register here: http://sijan13.eventbrite.com
Saturday, January 16 (1 pm — 4 pm) / Register here: http://sijan16.eventbrite.com

NAFI would like to thank our VITA Training Sponsor:
National Association of Black Accountants (NABA) — Nashville Chapter.
Learn more at: www.NABANashville.org
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workshop locations

Belmont University—Jack Massey Business Center

Exit 65 at Wedgewood; proceeding away from the Fairgrounds. Turn left on 12th Ave. Turn right
onto Acklen Ave. There is parking available either in the underground parking GARAGE underneath
the Ingram Health Sciences Building or in a parking LOT adjacent to the Massey Business Center.

The entrance to the parking LOT is on the left just beyond the intersection of Acklen and 15" Ave.
From the parking lot: The Massey School is to the immediate left of the Ingram Health Sciences
Building. When walking from the parking lot, do not go into the first entrance of the Massey School,
but rather proceed up the small hill to the second entrance in the courtyard.

The entrance to the parking GARAGE is on the right just beyond the intersection of Acklen Ave and
15" Ave. From the parking garage: Take the elevator to the Lobby Level and walk to the building
next to the Ingram Health Sciences Building. There are entrances to the Massey Center in either
the front of the building (facing Wedgewood) or the back of the building.

Enter the Massey Business Center and proceed to the elevators. For classes in the Massey Lab,
the class is located on the third floor in the Computers Labs. For classes in Room 103 or 104, the
classes are on the first floor.

United Way of Metropolitan Nashville — 250 Venture Circle; Nashville

Take Rosa L. Parks Boulevard (formerly Metro Center Blvd.) exit off 1-65 (exit 85). Turn onto Rosa L.
Parks Boulevard (away from Downtown). Turn Right on Vantage Way (Traffic light beside Fifth Third
Bank). Turn Left on French Landing (first traffic light). Turn Right on Venture Circle and continue to
curve to the left - United Way is on the right. Drivers can often confuse Vantage Way with Venture
Circle. Please note that these are two separate streets, and United Way is located on Venture
Circle.

Map: http://tinyurl.com/mapuwmn

Madison First Baptist Church—720 Gallatin Pike S; Madison

From South of Madison, take 1-65 North. Take Exit 90A to merge onto Briley Parkway East/TN-
155E. Continue on US-31 East going North. Take Exit 14 toward Madison. Merge onto Gallatin
Pike. The church is across from Shoney’s.

Map: http://tinyurl.com/m4anrp




workshop locations

Park Avenue Community Career Center (CCC) - 3703 Park Avenue;
Nashville

Take |-65 to the Charlotte Pike exit. Turn on Charlotte going away from downtown. Turn Left on 37th
Avenue. Turn on the second road to the Right (Elkins Avenue). On the Right, you will see the back
side of Park Avenue Elementary School. Park in the parking lot behind the school or on the street.
The Community Career Center is located inside the back of the school building. You will see a big sign
on the building that says "Community Career Center." Enter through glass entrance door. For
additional directions, call Park Avenue at 298-6752.

Map: http://tinyurl.com/m8a5th
Woodbine Community Organization (CO) - 222 Oriel Avenue; Nashville
From the North:

From 1-65 South, merge onto I-40E for Chattanooga/Knoxville. From [-40, take Exit 210 C for 4™ Ave
towards 2" Ave. Turn right at 4™ Avenue/Nolensville Pike and continue for 2.4 miles. Turn left at
Peachtree Street. Turn Left at Burbank Avenue. Turn Right at Oriel Ave. The building will be on your
right. Facing the building, you will notice two front doors. Enter the door on the right.

From the South:

From I-65 N, merge onto [-440 E via Exit toward Knoxville/Chattanooga. Take Exit 6 and turn Right
onto Nolensville Road. Turn Left onto Peachtree Street. Turn Left onto Burbank Ave. Turn right onto
Oriel Ave. The building will be on your right. Facing the building, you will notice two front doors. Enter
the door on the right.

Map: http://tinyurl.com/woodbineco

TN State University (Downtown Campus) — 330 10th Avenue North;
Nashville

From the North or South ( via I-65 towards downtown), merge onto 1-40. At the split, take 1-40 (go East
if coming from North, go West if coming from South) and take exit 209-Charlotte Avenue. Turn left on
Charlotte and then turn right on 10th Avenue North. Parking entrance is on 10th Avenue North, on your
left.

From East or West (via I-40 towards downtown), take exit 209—Charlotte Avenue. At the exit, turn onto
Charlotte Pike towards downtown. Turn right onto 10th Avenue North. Parking entrance is on 10th
Avenue North, on your left.

Map: http://tinyurl.com/noh5ax




Help us recruit!

It's no surprise that VITA volunteers are the best at recruiting other volunteers! Because you are
excited about the difference that you will be making in the community, you know better than anyone
else just how to motivate others to get involved. Please help us to grow our volunteer base by
recruiting individuals that you think would make great volunteers.

There are several easy ways that you can!

1.) Use social networking sites, such as facebook and twitter to spread the word. You can refer people
to http://nashvilleafi.org/VolunteerCenter.htm or http://tinyurl.com/recruitvita

2.) Send an email or make a phone call to coworkers, friends, and family and tell them why you have
chosen to be a VITA volunteer and why you think that they can make a difference by becoming one,
too. Your enthusiasm will be contagious!

3.) Bring a friend with you to the Informational Session that you plan to attend.

When speaking to potential volunteers, you can always refer them to our website for more information:
http://nashvilleafi.org/VolunteerCetner.htm.

Thank you!




