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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), but 
many questions can be 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! 



First Page
• The first page 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 tax preparer will prepare the 
bottom-right corner. The client 
should not write anything in this 
area!



Dependents

If taxpayers have questions about 
dependents: Use the Dependents Tables 
(Copy Provided in the Site Coordinator’s 
binder, and pages 59-66 of pub 4012) 



Income and Expenses
• The taxpayer will check the 

items on the left side that 
apply to them. The 
volunteer tax preparer will 
then fill out the right side, 
noting which documents 
the taxpayer has. 

• 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.



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.



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



Alimony

• Alimony include any 
payments from one 
spouse (or ex-
spouse) to another 
that are court 
ordered. When a 
taxpayer receives 
alimony, report it 
under income. When 
a taxpayer pays 
alimony, report it 
under expenses. 



Alimony: 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. 



Income (or loss) from rental 
property 

• If a taxpayer checks 
that they received 
rental income, and 
they check "no" to 
the sub-question, "If 
yes, did you use the 
dwelling unit as a 
personal residence 
and rent it for fewer 
than 15 days", they 
are not eligible for 
free tax service since 
they own(ed) rental 
property. 



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.



Health coverage thru 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. 



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.



Optional Information

• Page 4 of the intake 
form asks about 
information for 
statistical purposes and 
is completely optional. 
This information is not 
transmitted with the 
taxpayer's return to the 
IRS, and they are not 
required to fill in any of 
this information. 



Ready for the test?

Once you’ve completed the 
test, you're ready to be an 
intake specialist! 

Good luck! 

Click here to complete the Intake 
Form Training Quiz!

https://docs.google.com/forms/d/e/1FAIpQLSflvp8mtl-y0FOm1dayrAesjRa_5OdBOHegpA3bfro8rAoqsQ/viewform?usp=dialog
https://docs.google.com/forms/d/e/1FAIpQLSflvp8mtl-y0FOm1dayrAesjRa_5OdBOHegpA3bfro8rAoqsQ/viewform?usp=dialog
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