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Illustration of VITA/TCE Tax Return Quality Reviews
It is very important to understand that a smoother and faster Quality Review Process is primarily based on the
proper steps being taken by every volunteer. If preparers follow the step-by-step procedures written in Publication
5101, Intake/Interview and Quality Review Training, for preparing a tax return, then the Quality Review Process will
take less time. If these steps are not taken, site coordinators must educate the preparer immediately to reduce the
time for conducting a quality review.
This publication provides an overview of how to review a tax return using TaxSlayer’s Quality Review Print Set and
should be used in conjunction with Publication 5299, VITA/TCE Quality Review Refresher. Historically, Quality Site
Requirement (QSR) #2, Intake/Interview & Quality Review Process, has proven to be the most challenging QSR. To
assist volunteers in understanding this critical QSR, SPEC created Publication 5299 to provide key points on the
importance of the Quality Review Process and this publication to demonstrate a thorough quality review using
TaxSlayer.
Generally, Quality Reviewers conduct reviews using:
• TaxSlayer’s Master Print Set
• TaxSlayer’s Quality Review Print Set (preferred)
• The step-by-step data entry process used by the preparer
• The Tax Return Summary Page, navigating to specific pages in tax preparation screens when necessary
• A printed copy of the tax return
If using the Master Print Set or the Quality Review Print Set, the Quality Reviewer can either review the PDF
onscreen (recommended) or print a hardcopy. A review using the onscreen PDF is recommended and saves paper,
especially if an error is found. The preferred method for quality review includes the use of the Quality Review Print
Set. The example used in this publication is demonstrated using the Quality Review Print Set.

TaxSlayer’s Quality Review Print Set
TaxSlayer’s Quality Review Print Set is designed for reviewing a tax return. The Master Print Set does not contain
everything included in the Quality Review Print Set.
The Quality Review Print Set includes necessary forms, schedules, and worksheets required to verify entries in
TaxSlayer and identify tax law determinations.
NOTE: The method chosen must comply with the Quality Review Process in Publication 5166, IRS Volunteer
Quality Site Requirements and Publication 4012, Volunteer Resource Guide.

2|Page

How to Access TaxSlayer’s Quality Review Print Set
On the Office Client Sheet, click the arrows next to the printer icon
REVIEW.

and select QUALITY

This screen will appear.

And then the Quality Review Print Set tax return will open.
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Performing a Quality Review Using TaxSlayer’s Quality Review Print Set
In addition to the tax return, the Quality Review Print Set includes worksheets used to complete the tax return.
A quick summary is also included in the Quality Review Print Set and contains the total amounts from the tax return.
The Quality Review Print Set also contains other pages which can help with your review, including the Client Sheet.
The Client Sheet will allow you to determine if the taxpayer, spouse, and dependent information was entered
correctly.

For the purposes of illustrating the Quality Review Process, a sample 2017 tax return is used. The return has a few
errors which will be used to highlight how to review the intake sheet, source documents, and tax return.
See Publication 4012 for more information.
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Form 13614-C, Intake/Interview & Quality Review Sheet
A complete Form 13614-C provides a summary of all information obtained from the taxpayer, including
documentation of oral testimony. Any missing or unclarified information must be discussed with the taxpayer and
added to Form 13614-C. Preparer notes, when included, are extremely helpful during a quality review.
During the Quality Review Process, the reviewer should confirm the information on Form 13614-C is accurate,
correlates with the supporting documentation, and contains enough information to support what is on the tax return.
A quality review cannot be conducted if Form 13614-C is incomplete. The Quality Reviewer must address any
missing or unsure answers prior to conducting the review, which will decrease the time needed to complete the
Quality Review Process.
During the quality review, the reviewer will ensure the tax return is within the scope of the VITA/TCE Programs and
the tax law certification level of the preparer. If this is not done by the preparer initially, the preparer and reviewer
will have spent too much time preparing a return that cannot be filed by your site. This will reduce the number of
taxpayers who could have been serviced.
To determine the scope of the VITA/TCE Programs, use the Scope of Service Chart in Publication 4012, Volunteer
Resource Guide.

Form 13614-C also includes codes identifying the necessary certification levels: (B) is Basic, (A) is Advanced, and
(M) is Military. The preparer must have the certification(s) required for the tax return.

Review Form 13614-C and the tax return to ensure all items included are within scope of the VITA/TCE Programs
and within the certification level of the preparer and Quality Reviewer. This means the preparer and quality reviewer
must be at or above the highest checked certification levels required to prepare the tax return. In some cases, this
may include multiple levels. (see Publication 5166, VITA/TCE Volunteer Quality Site Requirements, for more
information.
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During the quality review, the reviewer will also ensure Form 13614-C is complete. If Form 13614C is not complete,
the quality review will take longer because the same questions must be repeated.
o All gray-shaded areas were completed by the preparer, when appropriate.
o All questions in Parts I through VII were answered.
o Any items marked “Unsure” or left blank were discussed with the taxpayer and then correctly
marked “Yes” or “No”.
o Form 13614-C was updated with preparer notes to document oral statements (i.e. on Part II,
Question 2, the preparer might add, “Taxpayer said all tip income was reported to the employer
and is included on W-2.”).

In our example, Form 13614-C is not complete. The unanswered questions have been highlighted in yellow. The
Quality Reviewer must have a complete Form 13614-C prior to beginning the quality review. Again, this increases
the time needed to complete the quality review because these the taxpayer will need to be asked these questions
again.
The Quality Reviewer should look closely at these commonly missed data fields on Form 13614-C, Page 1:
• U.S. Citizen (Lines 1 and 2)
• Full-time student, disabled, or blind (Questions 6 and 8)
• Can taxpayer be claimed as a dependent? (Question 10)
• Have you, your spouse, or dependents been a victim of tax-related identity theft or been issued an Identity
Protection PIN? (Question 11)
• Clarifying information requested for:
o Married* (boxes a and b)
o Divorced* or Legally Separated* (the date field)
o Widowed (year of spouse’s death) if applicable. (Part II, Question 1)
• People who lived in the taxpayer’s household (the gray-shaded area in Part II, Question 2)
* Be careful, state laws may influence the filing status determination and the taxpayers are responsible for
addressing these questions accurately.
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On Page 2 of Form 13614-C, any items marked “Unsure” or left blank in Parts III, IV, and V should have been
discussed with the taxpayer and then correctly marked “Yes” or “No”. Preparer notes for oral statements should also
be included. Review all information provided to ensure consistency. For example, if the taxpayer has answered
that he had three jobs, there should be three W-2s.
In our example, Form 13614-C, Page 2 has unanswered questions. The highlighted fields show the actions and
notations that need to be added to Form 13614-C.

Review this page very carefully. It is very easy to overlook an unanswered line or a blank field.

The Quality Reviewer should look closely at these commonly missed data fields on Form 13614-C, Page 2:
• “Unsure” responses which were not clarified or updated.
• Questions were left unanswered.
• Preparer notes were not included to clarify an item such as a “Yes” response to Schedule A items when no
Schedule A was included with the tax return. Form 13614-C should be updated to show the taxpayer did not
itemize. (i.e. Form 13614-C indicates the taxpayer received a state refund, but there was no indication
whether the taxpayer used itemized deductions on the prior year’s tax return.)

As indicated above, all gray-shaded areas must be completed by the preparer, when appropriate. All questions in
Parts VI should have been answered, if applicable.
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In our example, the taxpayers did not answer all questions in Part VI. The Quality Reviewer will need to update
Form 13614-C with the taxpayers’ responses.

The Quality Reviewer should look closely at these commonly missed data fields on Form 13614-C, Page 3:
• Part VI, Questions 1, 2, 3, and 4 concerning health care coverage.
o No indication if everyone on the tax return had health care coverage
o Whether the taxpayer received Form 1095-A, Health Insurance Marketplace Statement
o Whether the taxpayer had coverage through the Marketplace
o Whether the taxpayer received advanced credit payments to help pay health care premiums
o Whether everyone named on Form 1095-A was claimed on this tax return
o The gray-shaded fields were not completed by the preparer, including
 Full-Year MEC
 The months any individual on the tax return had MEC, if not full-year
 The months any individual on the tax return had an exemption, if not full-year
The ACA provisions can be complicated. For example, if the taxpayer has MEC for January through May and an
exemption for July through December, the MEC box would not be checked. Instead, Form 8965, Health Care
Exemption, would be included in the tax return.
However, if the taxpayer had MEC from January through August and NO exemption for September through
December, the taxpayer may owe a penalty on Form 1040 for the months without insurance or an exemption. In this
instance, you will need to determine if the Shared Responsibility Payment is applicable.
NOTE: if the taxpayer(s) answer “No” to Question 3b, the return may be out-of-scope. See Publication 974,
Premium Tax Credit (PTC), for more information.
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Form 13614-C, the Source Documents, and the Tax Return Comparison
Once you determine Form 13614-C is complete, compare it to the tax return. Every “Yes” entry on Form 13614-C
should have a corresponding entry on the tax return or there should be a comment to explain why it is not on the
return.
Review all entries on Form 1040 (and/or attached forms, schedules, and worksheets included in the Quality Review
Print Set) from the first line to the last using the source documents and Form 13614-C. If the taxpayer provided
information verbally during the interview, the preparer should have added that information to Form 13614-C as oral
statements. If not, the review will take longer because the same questions must be repeated.
Continue the review by verifying the taxpayer’s identity (and spouse's, if applicable) using photo identification.

Ensure Form 13614-C correlates with the photo ID and documents provided to verify Taxpayer Identification
Numbers (TIN) such as Social Security Numbers (SSN) or Individual Taxpayer Identification Numbers (ITIN).

Compare Form 13614-C and the source documents to the information on the tax return by using the Client Sheet
(preferred) or Form 1040. Confirm:
• Names were spelled correctly (the name matches the name on the Social Security Card or ITIN letter),
• Address was entered correctly (including apartment number, if appropriate)
• Taxpayer(s) and dependent birth dates were entered correctly
• SSN, ITIN, and Employer Identification Number (EIN) were entered correctly (no number transpositions)
• Filing status and dependency determinations.
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•

The taxpayer’s bank routing and account numbers for direct deposit/debit were entered correctly. You may
decide to review the direct deposit/debit information later in the tax return review. It does not matter when it
is confirmed, only that the information IS confirmed.

You can use Form 1040 and/or

In our example, there is an error on the tax return. The apartment number entered on Form 13614-C
(MS54) was not entered in the software. This must be corrected prior to the return being filed or provided to
the taxpayer.
Next look at the filing status shown on the tax return. Ensure information provided on Form 13614-C supports the
filing status used on the tax return.

The Quality Reviewer should look closely at these commonly missed data fields on the tax return:
• Number transpositions
• Misspellings
• Omitted apartment number
• The wrong filing status selected
Then compare the dependents listed on the tax return to the individuals who lived with the taxpayer or whom the
taxpayer supported as shown in Part II of Form 13614-C. The tax return should list all qualifying individuals entered
in this section who were determined to be dependents as shown on Form 13614-C. Most qualified dependents will
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be addressed in this manner. However, if there are unusual circumstances, such as the taxpayers indicating they
are not U.S. Citizens. These unusual circumstances will require additional research. See Publication 4012.

You can use Form 1040 and/or

the Client Sheet (preferred) to confirm tax return accuracy. If Form 1040 is used, the reviewer will need to use the
Client Sheet to ensure birth dates were entered correctly.

The Quality Reviewer should look closely at these commonly missed data fields on the tax return:
• Claiming someone who is not a dependent
• Not claiming someone who can be claimed
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After confirming taxpayers’ names, address, Social Security Numbers, filing status and qualifying dependents, you
are ready to review taxpayers’ income.
Next, look at Form 13614-C, Part III, Income Sources.

The Client Sheet includes a summary of forms, schedules, and worksheets used in the preparation of the tax return
and a quick look at the information reported on the tax return.

Confirm Form 13614-C “Yes” responses to income sources were reported on the tax return. Verify all income
sources provided, including oral statement by the taxpayer, were included on the tax return.
For this example, Form 13614-C indicates this taxpayer has wages, interest/dividends, and unemployment income;
however, the tax return and the Listing of Forms only shows W-2 and unemployment income.
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After looking at the source documents, you determine interest income was omitted from the tax return. Update Form
13614-C indicating the taxpayers had interest income. This will need to be corrected on the tax return.
In addition to using the return summaries, there are several ways to confirm income reported on the tax return,
including Form 1040 and/or

the income summaries and/or

Forms W-2 that print with the tax return when using the Quality Review Print Set.
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For wages, comparying Forms W-2 generated from the computer to the paper Form W-2 provided by the taxpayer
allows you to confirm all entries on the paper Form W-2 were entered in the computer, including boxes 12 and 14.

This is John’s W-2 generated from the Quality Review Print Set.

And this is the W-2 John provided as a source document.

In this example, John’s income was corrrectly reported on the tax return. Using the Forms W-2 included in the
Quality Review Print Set allows the reviewer to review boxes 12 and 14 to ensure data from the paper Form W-2
was also entered in the software.
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Now, let’s look at Jane’s W-2.

This is Jane’s W-2 generated from the Quality Review Print Set.

And this is the W-2 Jane provided as a source document.

When you compare the amount of wages entered on both Form W-2, you find Jane’s wages were entered
incorrectly in the software. Income was overstated by $33. Federal Income Tax Withholding was understated by $9.
This will need to be corrected.

The Quality Reviewer should look closely at these commonly missed data fields on the tax return:
• Typos/transposed numbers
• EIN was not entered correctly
• No entries in Form W-2, Boxes 12 and/or 14 entered in the software
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In our example, John also had unemployment income. A comparson of the income and Federal Income Tax
Withholding shown on Form 1099-G to the tax return per the income summary below, reveals $120 in Federal
Income Tax Withholding was not reported. This will need to be corrected.

If the taxpayer indicates that they had any other income, review the necessary documentation and ensure the
amounts reported on the tax return and/or forms and worksheets were reported correctly. Other income could be
pensions, annuities, Social Security Benefits, self-employment income, Schedule E Rental Income, or other
miscellaneous income. Remember, there is not always a document available for income sources.

For 2018 Tax Returns, you will need to look at the Client Sheet and/or Form 1040, Lines 1-6, Schedule 1,
and applicable worksheets for income items.
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Next, begin the review of adjustments to gross income and the Standard or Itemized Deduction.

In our example, this tax return included student loan interest as an Adjustment to Income on the tax return even
though student loan interest was not indicated on Form 13614-C.
The taxpayer provided Form 1098-E with $600 in student loan interest paid in 2017.
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Use Worksheet 4-1 to determine if the correct amount was included on the tax return.
The Quality Reviewer should make the annotation on Form 13614-C to include this deduction. Making the
annotation provides a record of the items that impact the tax return.

Form 13614-C should indicate what to look for on the tax return if the taxpayer had other expenses to Adjusted
Gross Income, Review the documentation to ensure the amounts reported on the tax return are correct.

For 2018 Tax Returns, you will need to look at Form 1040, Line 7 and Schedule 1, and any applicable
worksheets for any Adjustments to Income.

The preparer correctly used the Standard Deduction instead of Itemized Deduction.

If the taxpayer uses Itemized Deductions, look at the documentation provided for the amounts claimed. Schedule A
includes:
• Medical & Dental Expenses
• Taxes You Paid
• Interest You Paid
• Gifts to Charity (Contributions)
• Other Miscellaneous Deductions

For 2018 Tax Returns, you will need to look at Form 1040, Line 8 for Standard or Itemized Deductions.
If using itemized deductions, you will need to review Schedule A and any additional worksheets. In
addition, you will need to look at Form 1040, Lines 9-11, and Schedule 2, Tax and any applicable
worksheets for Taxable Income and Tax.
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Next, look at the refundable and non-refundable credits.

Form 13614-C, Question 6 indicates the taxpayers’ had dependent care expenses and provided the statement
shown, indicating they paid $12,000 in child care expenses.

You confirm the Child and Dependent Care Credit was calculated correctly using Form 2441.
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The allowable credit from Form 2441 is shown on Form 1040, Line 49.

Confirm the Child Tax Credit was calculated correctly using the schedules and worksheets provided in the Quality
Review Print Set.

The taxpayers were also allowed an Additional Child Tax Credit as their Child Tax Credit was limited to their tax
liability.
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The taxpayers were entitled to the Earned Income Credit. Review Schedule EIC and the worksheets to ensure the
credit was calculated correctly.

If the taxpayer was entitled to additional refundable or non-refundable credits, you would review the credit
computations to ensure the credits are allowable and the amounts reported on the tax return are correct. Additional
credits can include the American Opportunity Credit, First Time Homebuyers Credit Repayment, and Retirement
Savings Contribution Credit.

Form 2018 Tax Returns, you will need to look at Form 1040, Line 12 and Schedule 3, Nonrefundable Credits
and any applicable worksheets for any Nonrefundable Credits.
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Continue through Form 13614-C and the tax return. If the taxpayer indicated any of the items in Part V, Life Events,
were applicable to their tax return, you would review the necessary documentation and ensure the amounts
reported on the tax return and/or forms and worksheets were calculated correctly.

Next, look at the Affordable Care Act provisions to ensure all applicable provisions were correctly reported on the
tax return.

If the individuals named on the tax return did not have full-year MEC, look for an exemption or Shared
Responsibility Payment for any part of the year without MEC. If there is an Individual Shared Responsibility
Payment, always review closely to determine if the taxpayer qualifies for an exemption.

If the individuals named on the tax return purchased insurance through the Marketplace, review Form 1095-A,
Health Insurance Marketplace Statement, and determine if the Premium Tax Credit or the excess Advanced
Premium Tax Credit provisions are applicable. If there is an Individual Shared Responsibility Payment on Schedule
4, Other Taxes, line 61, ensure that the taxpayer does not qualify for an ACA exemption.
To ensure all applicable provisions on 2018 tax returns are correct you will need to review the Full-Year
MEC box on Form 1040, Page 1 and/or Lines 11,14, and 17d, and, if applicable:
•
•
•
•

Forms 8962, Premium Tax Credit, 8965, Health Coverage Exemptions, and
Schedule 2, Tax, for excess Advance Premium Tax Credit,
Schedule 4, Other Taxes, for health care: Individual Shared Responsibility Payment, and
Schedule 5, Other Payments and Refundable Credits, for net Premium Tax Credit.
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Next, determine if Federal Income Tax Withholding, Estimated Tax Payments, and all other payments are correct.

During quality review, ask questions about what information does or does not appear on the tax return:
• Was the correct and the most advantageous filing status used?
• Does the taxpayer have any other income, expense, or Federal Income Tax Withholding omitted from the
intake sheet or tax documents?
• Is the taxpayer eligible for any credits such as Earned Income Tax Credit (EITC), Child Tax Credit (CTC),
Additional Child Tax Credit (ACTC), Education Credits, or the Retirement Savings Contribution Credit?
The reviewer should ask if the taxpayer(s) have any questions prior to the completion of the quality review. In
addition, the reviewer should conduct a quick comparison of the prior year’s tax return, if available, to ensure
nothing was overlooked or omitted.
During the Quality Review Process, the reviewer should look closely for these common errors:
Transposed Numbers
Omitted income
Omitted Federal IncomeTax Withholding
Incorrect tax law determinations

•
•
•
•

Any errors identified or an incomplete Form 13614-C must be discussed with the preparer and thoroughly
explained. Remember, this is a learning opportunity, not a “Gotcha” moment.
The Quality Review Process also includes ensuring the taxpayer knows they are responsible for the information on
their tax return. If the Quality Reviewer does not do this, another volunteer at the site must do so prior to the
taxpayer(s) leaving with the completed tax return.
For 2018 Tax Returns, you will need to look at Form 1040:
•
•
•

Line 14 and Schedule 4, Other Taxes and any applicable worksheets for Other Taxes.
Line 15 for the Total Tax.
Lines 16-17 and Schedule 5, Other Payments and Refundable Credits for Federal tax withholding,
estimated tax payments, and all other payments and refundable credits.
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