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Creating a Coalition

Congratulations – you should be commended for your determination to create a program that provides such a valuable service to the less-advantaged in our community. Whatever you call your program (VITA, TCE, EITC), the outcome is similar: providing free tax preparation service and community outreach to low-income individuals and families. There are many components to a successful program, and while a well-staffed single organization can implement such a program, it is our experience that you will encounter greater success if you create a community-based coalition that can help you better utilize resources and achieve greater buy-in among your key stakeholders: employers/funders, volunteers and taxpayers/customers.

In order for your tax project to succeed, it is extremely important to have representation on your coalition from a wide variety of businesses and organizations – both for- and non-profit. Look for people with a strong interest in social service and volunteerism. Your coalition members can bring many things to the table:
· Money! Ask if their company provides grants for community-based initiatives. Others can provide in-kind services such as printing services or computers.
· Volunteerism. All coalition members should volunteer at least once at your tax site in order to understand the organization and service they are representing. Encourage your members to talk up your program within their companies and recruit people to serve as volunteer tax preparers, intake workers, etc.

· Business and marketing acumen. Coalition members can help with strategic planning, public relations, marketing plans and budgets. Look for outgoing, well-spoken individuals who would be willing to make presentations in the community (Rotary clubs, chamber meetings, etc.) on your program.

· Contacts and resources. Make sure your coalition members are well connected. ASK for help in reaching key businesses, obtaining resources (computers, training locations, etc.)

Once your program is off the ground, and your coalition members are excited about the progress and impact you are making, consider asking them to sign a Memorandum of Understanding that clearly states their commitment to your program, what they are willing to provide and when/how they will provide it. A sample MOU is on pages 5-7. While not legally binding, the MOU is extremely helpful for long-term planning and can help identify key areas of need that aren’t being filled. Many times people agree to serve on a volunteer committee with little idea of what is expected of them or how they can help outside of meeting attendance. The MOU can provide direction and get your coalition members off to a running start.
Ideally, your coalition should meet monthly, with perhaps a two-month break during the summer months. If you have paid staff coordinating your efforts, consider having them coordinate the meetings, send out invitations/reminders and take/distribute minutes. Depending on the size of your program, you may want to have subcommittees chaired by various coalition members. Structure your meetings to include reports from each of the subcommittees as well as your site coordinator(s). Sample committees might include:
· Volunteer Training and Recruitment

· Marketing and Fundraising

· Site Operations

One way to recruit new coalition members and bring more supporters to the table is by hosting an annual Stakeholder Breakfast. Plan on inviting area employers, area social service agencies, elected officials, healthcare and education representatives. A good time to consider hosting such an event is mid-Spring so you can present data from the recent tax season (number served, total refunds/EITC coming back to the area, etc.). Invite an elected official who represents your key customer geographic area to speak on the importance of your efforts and encourage attendees to get involved. Provide handouts that allow attendees to indicate their areas of interest and how they are willing to help. Keep the meeting short (no more than 90 minutes), provide food and keep the presentations dynamic and to the point. Send out thank you notes after the program with another “ask” to encourage participation.
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Berrien County Earned Income Tax Credit Coalition

MEMORANDUM OF UNDERSTANDING for Tax Year 2005


This Memorandum of Understanding is between the Berrien County EITC Coalition and _____________________________(Fill in name of Coalition member).


By marking the box(es) listed below, I/my agency agrees to fulfill these commitments from the date of signing until May 31, 2006, with the potential for renewal after a review period upon expiration of this agreement.

Duties to be performed as a member of the Berrien County EITC Coalition (check each item to be undertaken) 

OUTREACH:
· Make a presentation to area organizations regarding the benefits of the EITC initiative.

· Distribute posters or flyers on the Earned Income Tax Credit (EITC) ____(#). 

· Distribute paycheck stuffers to employers to distribute with W2s______(#).

· Display posters advertising the TY 2005 VITA sites in your workplace.

· Contact area social service agencies about the EITC program and ask them to provide information to their clients via flyers, newsletters, etc_____(#).

· Sponsor a mailing to prior BCEC clients (approx. cost $250) to promote service.

· Mail information regarding site dates and hours to ____(#) clients of my agency.

· Adopt at least one neighborhood to focus on (including door-to-door outreach) ensuring the messages from the task force are received.  
List the selected street(s): ____________________________________________

· Obtain/fund outdoor signage to advertise site location and dates (approx. $500 per sign for three months – 2 signs needed)  _____#

VITA SITES

· Agree to host a VITA site for the 2005 tax year. (site approval will be finalized by Coalition)

· Recruit ________ (#) volunteers for VITA. 

· Provide training space for _______ (#) VITA/IRS volunteer trainings with computers / without computers (circle one).

· Assist with tax law and/or computer training for volunteers ___(# sessions/hours).

· Work as a site supervisor for ____(#) VITA filing dates (includes volunteer confirmation, set-up and take-down, record keeping and onsite supervision during filing).

· Train and work as an efiler (includes working rejected returns) for ___(#) filing dates.

· Arrange to provide (order and deliver) volunteer meals for the following VITA filing dates:

· Up to 7 Saturdays/BH (breakfast and lunch) ( ___# willing to handle)

· Up to 4 Sundays/Niles (hearty snacks) ( ___# willing to handle)

· Up to 11 Mondays/BH (dinner) ( ___# willing to handle)

ASSET BUILDING/FINANCIAL EDUCATION

· Conduct ________ (#) financial education trainings.  For participants needing:


· Access to financial institutions (the “unbanked”)

· Credit repair

· Homeownership training

· Other (list): _______________

· Make referrals to local social service organizations and financial education trainings based on client intake answers.

ADMINISTRATION

· I will/my agency will serve as: 

· EITC Campaign Coordinator

· Tax Site Coordinator

· Volunteer Recruiter/Manager
· Fundraising and Resources Coordinator
· Community Outreach and Marketing Coordinator
· Asset Building Program Coordinator
· Technology Coordinator
· I will/my agency will assist the coordinator for:

· EITC Campaign

· Tax Site
· Volunteer Recruitment
· Fundraising and Resources
· Community Outreach and Marketing
· Asset Building Program
· Technology

· Bring at least one additional organization to our monthly coalition meeting for information, awareness and possible participation.

· Commit the following resources toward this EITC effort:
· Volunteers

____________(#)

· Office supplies

________________________________

(list type and quantity) 
________________________________

· Paper/toner

____________

· Make copies

____________ (#)

· Computers

____________ (#)

· Printers


____________ (#)

· Office Space

____________

· Onsite IT Assistance
____________

· Internet Access

____________
· Funds


____________ (list $ amount)
OTHER:

· _____________________________________

· _____________________________________

Coalition Member Name & Organization:

__________________________________________________________________________

(Printed)








___________________________________________            _________________________

Signature







Date
__________________________________________________________

Signature of Coalition Chair





Date

2005 EITC Coalition Survey

Please share your thoughts on our 2005 tax preparation season. Every year is a learning experience, and we hope to improve our operations with the input of both volunteers and coalition members. 2006 will be a pivotal year as we try to move Berrien County’s efforts toward a more volunteer-driven operation. Please keep that in mind when filling out this survey and let us know what else, if anything, you and your organization can bring to the table. Thanks in advance, and we hope to see you at the celebration dinner on May 17.

2005 TAX SEASON

What contributions did you make on behalf of the Berrien County Coalition?

Meeting attendance & input___
Volunteer recruitment___
Marketing/PR assistance___

Technology___
Volunteered at site___
Funding/material contributions____

Other (please describe): ______________________________________________________

______________________________________________________________________________

Are you planning to participate on the Coalition next year?  __yes  __no  __not sure

In your opinion, how often should the Coalition meet?

________________________________________________________________

Are you willing to increase your time commitment or provide more resources next year? (please describe) ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

How else can the Coalition engage area businesses/agencies in our efforts?:

_________________________________________________________________________________

_________________________________________________________________________________

Other comments & suggestions:

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

IMPROVEMENTS FOR NEXT YEAR

What do you think worked best this tax season?:

_________________________________________________________________________________

_________________________________________________________________________________

What do you think didn’t work well this year?:

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________

Please use the back side of the sheet (and additional sheets as needed) to share your suggestions with us. THANK YOU for your input!

Berrien County EITC Coalition

Strategic Planning Session - May 18, 2004

Overarching Goal:

Increase the number of EITC-eligible individuals who file tax returns

Secondary Goal:

Use educational outreach to teach individuals how to wisely use their money

Bucket #1a: Volunteer Recruitment & Retention

	Strengths
	Opportunities

	Dedicated volunteers
	Need volunteers who study prior to training, attend training, keep good notes and continually improve their educational process

	Leaders were doers/multi-tasked and got it done
	High potential for burnout of key volunteers if more quality volunteers aren’t recruited

	Volunteer Center served as central recruiter
	Need to work on retaining quality pool of volunteers

	Well-defined volunteer opportunity that was considered worthwhile & meaningful – helped attract volunteers
	Identify expectations of volunteers

	Volunteer recruitment via email was efficient
	Better communication with latecomer volunteers to get them involved

	Available IT professional
	Improve software knowledge for all; develop more IT resources

	People who went above and beyond
	Number of volunteers dictates number of sites/hours

	Volunteers who performed post-filing interviews
	Need strong receptionists to pre-screen filers

	Increased tax refunds for community
	Better tracking of potential volunteers from targeted population

	Cooperation of agencies, organizations, businesses, churches, etc.
	Need help from professional accounting organizations to recruit volunteers

	Volunteer selection process
	Earlier recruitment from volunteer organizations, university VITA programs, etc.

	Communication
	Need way to reduce number of calls to volunteers to confirm participation at each session

	Ongoing personal touch with volunteers
	Need bilingual preparers

	University tax classes = potential volunteers
	Who does IRS consider ideal volunteer?!


Bucket #1b: Volunteer Training Improvement

	Challenges for 2005

	Clearly establish expectations of volunteers for training; make sure are all adequately trained

	Make sure all outreach workers receive some tax education

	Eliminate training inconsistencies

	Need additional state tax training – including Indiana; offer a “final exam” for state training

	Offer earlier training

	Define supervisor role and have more of them

	Need adequate training materials (quantity and quality)

	Coalition members need some level of education (serve as spokespeople; need to be informed)

	Emphasize importance of study guides (distribute in Dec.)

	Quality control people should be at top of heap – not training dropouts

	Offer training for new tax sites

	Targeted Tax Preparer: has the time, experience with taxes, is interested and available year-round

	Offer two-tiered training (basic & advanced)


Bucket #2a: Funding

	Strengths
	Opportunities

	Dedicated consultant a must
	Late start for 2004

	Banking industry involvement
	Involve funding organizations in planning

	Large, involved Coalition
	Recruiting additional Coalition members

	Identify funding
	Fewer state/federal grant funds available


Bucket #2b: Marketing

	Strengths
	Opportunities

	Outreach – door-to-door, person-to-person
	Use the mailing list to recruit filers

	Word of mouth advertising
	Coupons for free tax filing

	Free advertising from media, businesses
	Identify competition

	Dedicated telephone service
	Better notice/explanation of necessary paperwork to bring to filing

	Payroll inserts
	Flyers/posters @ bill-paying locations, car dealers & repair, etc.

	PSAs and media stories
	Television PSAs

	Buy-in from businesses, organizations, schools and media
	Cross-county collaborations

	Many more filed for free in 2004 than ever before
	Many unserved, uninformed people still out there

	Central location easy to direct people
	How to consistently market service to clients without regular site

	Many filing dates offered over two-month period
	Beef up filer participation in middle weeks/use dead time to do amends (early March, post 4/15)

	
	Pre-preparation with targeted population (education/marketing/recruiting)


Bucket #3a: Site

	Strengths
	Opportunities

	Large site for many filers
	Improve privacy for filers and overall security at site

	Public and private sites
	Offer more unpublished dates to avoid turning away filers

	Computer availability
	Software knowledge for IT person

	Food for volunteers
	More convenient location of copy machines

	Passing food business to many sources
	Line up participating restaurants at start of season (look for “sponsor” discounts)

	Training location
	Look for tech support from students

	Great site location
	Coordinate site schedules w/neighboring counties

	Many partners for computer training/support (BH Charter School has lab, too)
	Need improved computer network/more computers

	Responsibility of EFIN applications
	EFIN limitations/One server for all filings?

	Site organization
	Triage process to reduce amount of time people wait, less stress for preparer

	Virtuosity of free filings, educational outreach
	Can’t start early like paid preparers do; need all paperwork so must wait ‘til end of Jan.

	
	Early identification of potential sites: location, equipment, volunteers, coordinator

	
	“Laptops to Go” in-home tax info gathering – fill out forms @ site, bring papers to home for signatures (no need for filer to ever come in)


Bucket #3a: Secondary Services

	Strengths
	Opportunities

	Banking representative on site
	Financial education and budgeting skills toward reachable goals (home ownership); make available year-round

	Education handouts available at site
	Make program information accessible and interesting (video, speakers)

	
	Transportation issues

	
	Provide Childcare


Bucket #3a: Analysis & Post-Audit

	Strengths
	Opportunities

	Exit Surveys – most participated, expand questions
	Better follow-up w/filers who don’t get in – appointments?

	Volunteer Surveys
	Make sure suggestions are considered/implemented

	Q&A Sheets
	Get expectations from funders, etc. up front so information is captured all along

	
	More interaction with National Tax Coalition, etc. to share/compare statistics


Marketing & Funding Subgroup Report
Audiences for the EITC message were defined as follows:

1. Taxpayers who qualify for the Earned Income Tax Credit

2. Taxpayers making less than $40,000/year

3. Businesses with employees who meet the above criteria

4. Individuals who might be interested in volunteering

Marketing ideas were separated out by vehicle and outlet. Top vehicles include:

1. In-store displays with tear-off information


2. Direct mail pieces

3. Phone hotline





4. Public Service Announcements

5. Information Booths





6. Educational news releases

7. Paycheck stuffers





8. Telemarketing and e-mail marketing

9. Flyers






10. Incentive items

Marketing outlets include:

1. Newspaper/radio/cable
2. Employers (newsletter, in-house TV network, e-mail network, paychecks, job fairs)

3. Businesses frequented by targeted audience (posters/displays, information booths)

4. Schools (flyers home with students)

5. Trade shows (Cornerstone, mall, Michigan Works)

6. FIA/SSA/SMCAA client lists (direct mail, telemarketing)

7. Local government and utilities (property tax/water & utility bills)
8. Churches (newsletters, info booth

	2003/2004 Budget Sources
	2003/2004 Actual Expenditures

	$6,700 - Governor’s Initiative grant to SMCAA – for Berrien effort
	$68,000 – consultants’ fees + misc. agency staff costs

	$24,990 – State Family Independence grant to SMCAA – for Berrien/Cass/VB efforts
	$14,000 – administrative expenses (supplies, food, incentives, marketing)

	$30,448 – Federal HHS grant to SMCAA – for Berrien effort
	$3,800 – site expenses (based on IRS valuation vs. actual expense)

	$50,000 – Federal HHS grant to FIA – for Berrien (TANF-specific) effort
	Total: approx: $85,000 in expenses needed to operate program

	Total: approx. $112,000/$75,000 of which was budgeted for consultants
	


2004/2005 Budget Sources confirmed

$24,990 – State Family Independence grant to SMCAA for part-time EITC coordinator

Goal: Identify funding sources for a minimum of $60,000 in additional funding

Funding Options include:

· Banks

· Local foundations

· Employers

· State/Federal sources
Next steps for this subcommittee:

1. Identify most likely funding sources and assign individuals to write grants/make approach

2. Assign team to review past marketing materials and create new materials for 2004/2005

3. Assign team to approach identified marketing outlets for opportunities, guidelines and deadlines

Note: team composition should extend beyond subcommittees to include coalition members as well as key volunteers.

Site Subgroup Report
Key Issues this group identified are:

1. What client policies should we have in place to limit whom we serve?


- income levels


- complexity of returns

2. General site questions


- number of sites


- criteria for adequate sites

3. Identify procedures for running an efficient site


- volunteer roles


- best use of site coordinator’s time


- tracking documents

4. Need for and types of Secondary Services


- food


- outreach/educational materials and programs


- child care


- transportation

5. Schedules


- Selecting filing dates (based on W2s, client demand) When and how many?


- Determining hours for each date


- Procedure for closing (advertised closing time means volunteers stay until last returns finished)

6. Logistics/site needs

7. Creating alliances with other service providers

8. How to adequately assist South County

Characteristics of an Ideal Tax Preparation Site
1. Accessible to all clients

2. 4-20 stations, computers and printers in a large room

3. Closely-located copy machine
4. Internet access

5. Reception area and waiting room
6. Break room for volunteers

7. Restrooms



8. Security (both for site/data and personal)

9. Plenty of close parking

10. Attractive location (no negative connotations, comfortable, professional)

11. Available evenings and weekends
12. Space for child care

13. Entertainment for those waiting
14. Liability insurance

15. Janitorial service


16. Space to pack up/store materials after each filing date
Policies and Criteria related to clients

1. Advertise that services are for those with limited/moderate incomes

2. Specify that preparers will do simple forms only

3. Amended and prior year returns will not be offered until after March 1

4. Prior year returns will be done on computer, not on paper

5. Site will offer Federal and Michigan returns only (Indiana County returns allowed for Michigan residents)

6. Site will not accept undocumented aliens
7. Preparers will not do returns for household employers

8. Site will not offer appointments

9. Based on demand, coalition may decide to offer unpublished dates

10. Site will offer special day for prior clients to return for additional services

Sites considered for 2004/2005

Workforce Skills Development Center

Pros: Easy access, established connection with tax service, willing staff

Cons: Has a government agency connotation for some people, limited access to lab during school hours

Vincent Place

Pros: Lots of available space, most people familiar with it

Cons: Hard to access during non-business hours, free?

Mercy Center

Pros: Lots of available space, “neutral location”

Cons: Perceived to be unsafe at night

Benton Harbor Charter School

Pros: computer lab space has been offered to coalition, “neutral” location

Cons: lots of unanswered questions re: accessibility, computer security, set up…

Churches

Pros: Free space, available pool of volunteers, transportation options

Cons: Might deter some people become of perceived affiliation, accessibility and security

Next Steps:

1. Ensure attendance of WSDC and MSU-E representatives at next meeting (for location and outreach input)

2. Begin developing written policies for tax preparation and site operation

3. Once location and dates are selected, begin planning for types of outreach services to be offered:


- gather materials to be distributed


- schedule speakers


- childcare space (personnel, materials)

4. Contact Berrien Bus and Dial-A-Ride to explore transportation options

5. Review limitations of chosen site and identify other service providers who can fill in gaps where possible (i.e. donation/lending or equipment and materials)

Volunteer Recruitment/Training/Retention Subgroup Report
Recruitment Needs

1. Identify a solid volunteer base


- early contact essential


- organized approach to training and scheduling


- emphasize need for committed volunteers (throughout tax season)

2. Define the needs for every volunteer role


- time commitment (minimum # of shifts)


- training (consistency, everyone must pass Linda’s muster)


- clearly defined tasks w/defined knowledge requirements for each (no liability)

3. Create marketing program for volunteers


- Key locations: Andrews, Vol. Ctr., newspaper articles, churches, employers


- Stress how training program allows volunteers to do own taxes


- Offer a Friends & Family night (tax prep for volunteers’ invitees)

4. Determine the how/when/where of training


- 15-20 hours of training + homework


- Online training another option (still must take TaxWise training)

- Three Saturday training dates and/or Six 3-hour evening classes:



- Basic (Jan. 8)



- Basic/Expanded Basic/Advanced (Jan. 15)



- Michigan Forms/TaxWise/Site Procedures (Jan. 22)


- Andrews students receiving classroom training must still attend TaxWise/Site Procedures session

5. Focus on retention of last year’s volunteers


- letter with figures and success stories, emphasize importance of consistency and experience


- encourage volunteers to play around with IRS online training now

6. Conduct coalition education on what program is/accomplishes


- during coalition meeting do some limited training


- avoid misinformation being shared with public

Training Requirements
Everyone has to take some level of training (including returning volunteers)

	Training Requirements for Tax Preparers
	Training Requirements for Non-Tax Preparers

	Tax Law Training options (all include mandatory test)
	Intake/Triage training (review documents w/clients)

	- Online (IRS Link & Learn)
	Reception training (procedures, customer service)

	- Classroom – Tax Law
	Program training (for marketing volunteers)

	- Self study (book + test)
	

	TaxWise
	

	All Preparers must pass Basic Level; next levels include:

· Expanded Basic

· Advanced

· Quality Control (no client interaction)

· Tax Expert (Q&A)
	


Recruitment Plan

1. Host a General Information Session in early December


- offer evening and Saturday options


- host at WSDC


- have training dates confirmed so volunteers can sign up


- have filing dates established; try to get volunteer commitments


- Encourage past volunteers to attend; share stories and/or buddy system for new recruits

2. Get volunteer job descriptions to Volunteer Center by mid-September

3. Create separate marketing approach (printed brochure and Power Point presentation) for:


- CPA firms


- Corporate finance departments


- Accounting societies


- University professors


- Service organizations

4. Encourage coalition members to use their networks to look for opportunities to make presentation

Tri County EITC Coalition

Post Season Wrap Up Session Notes

May 2006

Coalitions – Positives

· Clear vision in year 2

· The coalition provided resources and support that a smaller county couldn’t do on its own (while maintaining independence)

· State emphasis on program allowed agencies to buy in = employers supporting effort through people, services, sites and information distribution

· Good participation among members; a willingness to step up

· Local control allowed coalitions to tailor programs to each community

· Encouraging to see new members pop up over the years

· Student participation in Van Buren invaluable

· Chemical Bank opened 20 savings accounts; all still open

· Central coordination through staff (site coordinator) key

· Trainers (Linda, Cynthia, Amy) made program possible

Coalitions – Challenges

· Need to improve committee structure and define roles

· Need to evaluate the program and develop a comprehensive plan

· State coalition less than helpful early in season, jumps in late then demands info

· Varying state support makes it hard to plan (never know how much money, what data to collect, whether program structure will change)

· Need to expand connection rather than separation from AARP

· Need better liaison with state coalition

· Improve contacts with chambers and other local organizations to help with marketing

Volunteers – Positives

· Returning volunteers are key to quality and consistency

· Students bring enthusiasm and flexibility

· Volunteer Center is involved in all 3 counties; helped with recruitment

· Training and certification program/program expectations clear and structured; volunteers find it appealing

· Work is immediately rewarding

· IRS guidance is helpful

· Volunteers are willing to contribute ideas for improvement vs. dropping out in frustration

· Other volunteers (MSU-E) helped with outreach to grow program beyond taxes

· VISTA involvement in previous years and new ones for future

· VB mileage reimbursement encouraged retention

· Key volunteers attending coalition meetings provide perspective

· Never a lack of tasks (volunteers never bored)

· Social aspect (food a plus)

· Positive reinforcement and client success stories keep volunteers going

· Intake process vital and proceeds a volunteer opportunity for people who don’t want to do taxes

Volunteers – Challenges

· Need adequate reimbursement (i.e. mileage)

· Start earlier and develop new volunteers

· Don’t overburden volunteer leaders = burnout

· Need to show volunteers a clear, well-organized plan

· Take more advantage of volunteers as recruiters

· Clarify who’s responsible for recruiting

· Improve materials to attract qualified volunteers

· Student skill level sometimes lacking; leads to client discomfort

· Identify pre-season “dry run” opportunities

· Keep training consistent each year because of tax law changes

Site Operations – Positives

· Supportive partners (WSDC/Cass Library) provided space and info during off hours

· Better quality control in an open space, experts vital

· Resource area by printer station vital

· Over last 3 years a very efficient and good flow has developed in Berrien

· Site coordinator essential so tax volunteers can get to work

· Site consistency annually helps with marketing

· On call IT essential

· Scheduled appointments can be helpful at certain sites

· Server with networked computers streamlined operations; more secure

· Diverse sites provide better access for remote clients

Site Operations – Challenges

· IT support needed in Cass and VB

· Earlier software access (especially MI) is essential

· Balance consistent sites with far-flung options

· Need better clarification of roles on site (too many hats per person)

· Slow computers! Need to set a standard to be efficient

· Troubleshoot computers/printers/software prior to opening

· Make sure everyone is clear on expectations so we don’t experience dropouts or burnout midseason

· Cross train volunteers and create site teams who always work together on specific dates

· Provide opportunities for volunteers to debrief periodically during tax season to share questions/concerns/learnings

Marketing – Positives

· Multiple formats (flyers/web sites/letters/press releases) covered many bases and many distribution points

· Positive word of mouth led to client retention

· Templated materials shared across counties provided a more consistent message

· Agencies willing to refer clients and post information

· Strong connection with mental health services (Cass) allowed us to provide a valuable service to an underserved community

· MSUE booklets popular and requested

· Central phone # (First Call for Help) helpful

· Good start on gathering data – more hard numbers needed to attract funders and key client population

Marketing – Challenges

· Find the right balance so we don’t over promise/under deliver

· Do a better job of telling success stories post season

· More people/organizations/employers need to know about our work

· Need information from the IRS on how our targeted population is/isn’t being served

· Keep focus on customer service; free program isn’t enough

Future Recommendations

Evaluation and Results

- reach out to organizations who may value data

- create evaluation team to decide what data to track

- determine objectives and measurements

Build Financial Literacy and Asset Building Program

- draw in assistance from established programs

- after providing information, what kind of follow up should we be doing?

- create a yearlong program beyond tax season

- conduct an asset inventory

Develop a Brand Identifier for Coalition Activities

- rework language to eliminate stigma of “budget counseling”

Revisit Mission Statement

- is there an advocacy role for the coalition?

- determine key constituents, their priorities and who/how we serve @ what levels (who comes first?)

- revisit public presentations and solicit speaker opportunities

Coalition Expansion Plan

- recruit and retain by finding meaningful opportunities for agency

- individual involvement/sustainability

- use economic development as key phrase for attracting new partners/funders

- need continued funding for an overall coordinator (VISTAs nice, but a paid staff person to oversee all coalition activities would help ensure consistency)

- Get $$ buy-in from coalition member organizations 

Site Operations & Data Collection
Site Operations can be divided into three categories: Location, setup and flow, and services.
Location is one of the first things your coalition needs to determine. Key factors in choosing a location include:

1. Accessibility for your customers

a. Is it centrally located

b. Near mass transit

c. Easy to find

2. Availability after hours and on weekends

a. Keep the safety factor in mind

b. Will you depend on someone else to open up and lock up

c. Do you have to pay for the space and/or staff time

3. Size and configuration of space

a. A computer lab, preferably networked, is a requirement unless you’re bringing in laptops

b. Look for separate areas for tax preparation, intake and reception that have a logical flow

c. Office areas for staff and other services

d. Break area for volunteers

e. Convenient restrooms

f. Security of operations (locked office area, passwords and firewalls on computers)

4. Available services

a. Will you have access to a copier, fax machine, high-speed internet, printers
Setup and Flow should be determined by the site coordinators with consultation from key coalition members and volunteers familiar with tax preparation. See the Supply List on page 58 for recommended items to have at your site. Ask coalition members and supporters for donations of equipment and materials if funding isn’t readily available. At a typical tax site, clients will enter into a reception area to sign in and provide their ID for photocopying. Reception volunteers will ensure clients are seen in order and work with the site coordinator to determine a cutoff point if demand outstrips available tax preparers. Intake volunteers will escort clients to a private area to collect relevant data on both the IRS Intake Form and your coalition’s intake sheet if used. Intake volunteers don’t need to have in-depth tax training, but they should have some basic knowledge in order to alert tax preparers of unusual situations. Once intake is complete, clients return to the reception area until a tax preparer is available to serve them. The average amount of time a client can expect to spend at a VITA site (excluding lengthy wait times) is 60-90 minutes. If wait times are longer due to a shortage of tax preparers, the receptionist should inform clients of the wait time and invite them to return at a specified time in order to reduce the potential for disgruntled clients. Prior to opening day, ALL volunteers should attend a Site Orientation to walk through the planned client flow, review sample intake documents and ask questions. See next section for sample orientation outline.
Before your tax site and dates are communicated to the public, the site coordinator(s) and coalition site subcommittee must determine whether you will provide tax service by appointment or on a first-come, first-served basis. Both have their pros and cons and should be considered in light of your coalition’s goals and staffing support.
The Cass County EITC Coalition did an excellent job providing both appointment-based and walk-up tax services at their filing locations. In addition to their regular Saturday filings at locations such as the Cass County Public Library, Michigan Works and Southwest Michigan College, the Coalition worked with the Cass Intermediate School District to utilize their mobile Family Resources trailer. On specified evenings during the week, Coalition volunteers drove the trailer to rural locations throughout the county to target individuals without reliable sources of transportation. The service was advertised as appointment-only, and many people took advantage of it. Because of the small size of the trailer, volunteers only could accommodate a select number of taxpayers at each filing, but the Coalition identified locations such as town halls that were willing to provide space for reception and intake.
Never underestimate the importance of good IT support. You will need the help of an expert to make sure your computers are networked appropriately, provide consultation in installing software and setting defaults, and give you ongoing support throughout tax season. Try to find one or two “techies” who would be willing to be on call on your filing dates. Technical problems can and do occur and will shut down your operation and frustrate volunteers quickly if support isn’t readily available.

Services offered at your tax site should focus primarily on tax preparation – particularly during Year One. It is vital to ensure volunteers are providing quality tax service first, or negative word of mouth will dramatically affect your success rate in years to come. Quality tax training during the pre-season, engaged volunteers and onsite experts answering questions and checking returns are the keys to great tax service.
Another valuable service is onsite bank representation. Many low-income clients don’t have a savings account and live paycheck to paycheck. Find a local bank that is willing to offer free savings accounts and is capable of opening accounts remotely and after hours (likely times when your site will be open). Being able to direct deposit a tax refund allows clients to access their money up to two weeks earlier than mail delivery.

Other services your coalition may want to consider include: 

1. Budget and financial counseling
2. Childcare for clients during tax preparation

3. Transportation to/from your site 

4. Outreach from other agencies on healthcare, affordable housing, literacy, etc.
However, these services come with a cost and can potentially distract your coalition from your main goal: quality tax service. Be sure your foundation is solid before adding the nice-to-haves.

Data collection is arguably one of the most important functions to include in your operations. If you plan to apply for and receive state or federal funding, you will be required to collect and report on a specified set of data. The IRS requires data collection via the Client Interview Intake Form. In addition to required data, it’s always useful to collect data on your clients in order to report back to the media, local funders and potential supporters. Positive data (i.e. increase in numbers served, tax refunds coming back to the community, etc.) can lead to increased support for subsequent program years, motivates volunteers and inspires media interest and coverage. In Berrien County we used a second, customized Client Intake Sheet (see page 28) to collect key demographic information and such information as what clients intended to do with their refunds (a key selling point for banks and retailers). See pages 29-31 for examples of data collected in Berrien County.
It is extremely important to establish early on both the types of data you plan to collect and by what methods. Reach out to your funders if they haven’t communicated with you and ask them what information they expect to receive from you. Make sure they understand your deadline for data collection criteria. The last thing you want is a funder coming to you mid-season and asking for some new piece of data. Best case scenario: staff will end up spending countless hours combing through client returns to collect the data. Worst case scenario: having no means to capture the information (particularly if it’s narrative data collected from the client and not captured in the tax return) and disappointing and potentially losing a funder.
If your coalition is running more than one site and has different sets of staff/volunteers running each location, make sure each site is using the same data collection procedures and is capturing the information the same way. This may sound elementary, but it’s extremely easy for individuals to interpret intake questions differently. Schedule a meeting for all site coordinators prior to opening day and walk through the intake process. Make sure everyone is using the same spreadsheet or template to collect and analyze the information. BE SURE each site files paper copies of client information in a similar fashion (i.e. alphabetically or by site date). This will make life much easier post season when staff try to fill in the blanks on report forms.

Whoever is handling efiling for your site will have access to the reporting functions offered in the TaxWise software (current tax preparation software of choice for IRS partners). This is another great way to access client data quickly. Be sure to work with your IRS representative to obtain training and information on efiling and working with TaxWise.

SITE PROCEDURES TRAINING

RECEPTION - Role & Responsibilities

1. Welcome people as they enter the building.

2. Make sure everyone signs in with name and phone #.

3. Explain filing procedure.

4. Copy client’s driver’s license, SS cards for client and all dependents, bank account # if using direct deposit. Give copies to client.

5. Make sure Intake and Tax Preparers see people in the order they signed in.

6. On busy days: when there will be a long wait, offer people the opportunity to sign in and come back later. Give them the phone number to call for updates.

7. Answer phone at front desk and provide information when possible.

8. If daily sign-in capacity has been reached, explain to late arrivals that they won’t be able to receive assistance today, and give them a copy of future filing dates and sites.

9. Make sure Financial Literacy video is playing and brochures are available.

10. Above all, be friendly and helpful. 

INTAKE - Role & Responsibilities

1. Ask reception for name of next client on sign-in list.

2. Welcome clients and help them feel at ease.

3. Before beginning intake interviews, ask client if they understand process or have any questions.

4. Fill in data on intake sheet and assess whether client has all paperwork necessary to complete filing process.

5. When we have bankers on site: ask clients who don’t have a bank account if they would like to open one in order to get their refund direct deposited. If yes, take them to next available banker once interview complete.

6. Ask client to sign intake sheet and explain that all client paperwork is kept only until the end of filing season and stored in a secure location. Attach photocopies of license and SS cards to intake sheet.
7. When interview is complete, give all paperwork back to client and walk them back to reception area to wait for next available tax preparer.

8. Above all, be friendly and helpful.

**If a client has unique needs (i.e. interpreter), consult with site coordinator. If you feel client doesn’t qualify for site service (i.e. complicated return, high income), consult with site coordinator.

TAX PREPARER - Role & Responsibilities

1. When you are ready for a client, go to reception door and ask receptionist for the next name on the list; welcome client and invite them to your station.

2. Briefly review intake sheet with client before beginning a new return.

3. Ask Site Specialists for help when you have tax questions. Be discreet and keep client’s comfort and security in mind at all times.

4. Run software diagnostics before printing return. Make corrections if necessary.

5. Print return and have a Quality Control volunteer review. Make corrections as necessary.

6. Make sure client signs appropriate forms; give client complete copy and keep appropriate forms for site use. Keep Intake form with site copies.

7. When client owes money, give them labeled envelopes.

8. Make sure client understands e-filing process.

9. Thank client and show them to the exit.

10. Fill in client information on station log sheet before take next client.

11. Above all, be friendly and helpful.

**If you cannot complete a client return for any reason (incomplete information, client chooses not to file, etc.), give client all paperwork. Only keep Intake form, and write Incomplete on the top. The only situation where we keep client paperwork is when we are waiting on a signature for a jointly filed return. Client should take home forms to be signed and return them to the site before the return is e-filed.

**If you have concerns about a client’s return (i.e. fraud), consult privately with a Site Specialist.

** After March 1: when amending a client return, be sure to print a copy of the original return before amending. 
QUALITY CONTROL - Role & Responsibilities

1. When called to check a return: Greet client and explain your role.

2. Compare printed return to Intake form and other client paperwork (i.e. W-2s, SS statements).

3. Look for math errors, transposed numbers and incomplete information or forms.

4. Refer to QC “cheat” sheet to make sure all appropriate information has been captured correctly.

5. Make any corrections in pencil on printed return and discreetly show Preparer what corrections need to be made on the computer.

6. Once return has been checked, initial station log sheet.

7. Above all, be friendly and helpful.

Berrien County Site Client Intake Form

         Location:____________________________
Name_________________________


         SSN_______________________

1. Rental Residence:
(yes
(no
$paid in 2005___________
Heat included in rent? (yes
(no

Name and address of landlord: _________________________________________________________

2. Total number in household: _____
3. 2005 Health Insurance Premiums Paid: $_________
4. 2005 Nontaxable Income?  (SSI

(FIA

(Child SSA
(Child Support
(Other

5. What is your ethnicity:
AA-African American     AS-Asian/Pacific Islander     CA-Caucasian

LA-Latino
NA-Native American

OT-Other
NA-No answer

6. Do you have a bank account?
CH-Checking

SA-Savings

BO-Both

NO-Not interested
OS-Opened at site

7. 2005 Tax Preparation?
0-Didn’t file
1-Workforce
2-Other VITA site
3-Did own

4-Family/friend (free)
     5-Commercial preparer w/instant refund     6-Paid someone else     7-Other

8. How did you hear about this site?   1-Filed here last year     2-Heard radio PSA     3-Flyer/Poster

4-Newspaper article
5-Friend/Family
6-Church/School/Employer
8-Service Agency

9. What do you plan to do with any tax refund you receive this year? 1-Pay Bills     2-Save in bank

3-Pay down debt
4-Pay for education
5-Down payment on a home
6-Purchase a car

7-Go on vacation
8-Purchase a large household item
9-Other
	


For Preparer Use Only

Tax Return:
(Efile Fed/State
(Efile Fed Only
(Efile State Only
(Paper

(Not Finished – will return

(Not Finished – going elsewhere (reason) _______________
AGI:_________
CTC:_________
EITC:_______
ACTC:______ FedRefund:________


Fed Owe:________
MI Refund:________
MI Owe:________
MI CR:_____
MI CR7:________


Date:____________ 
Tax Preparer:____________________________ 
Quality control:________
 

Notes:_______________________________________________________________________________________________________________________________________________________________
For Site Coordinator Use Only

Tax Return Accepted: (
Reject Code:_________
Resubmitted (date):_______________

Privacy Statement/Retain Info: (yes
(no

Privacy Statement/Mailings: (yes
(no

Amended Return: (

Return transmitted by:_________________________________

Berrien County EITC Coalition

2006 Final Report

Filing Data

Total Clients Served: 454
- Total Berrien County individuals served (# in household): 932

Total Completed Returns: 433

- Total efiled returns: 351

- Total paper returns: 65

Total Incomplete Returns (includes those who chose not to file): 31

Total Prior Year/Amended Returns: 18

Federal Data

- Total EIC: $224,508

- Total Federal Refund: $397,278

- Total AGI: $5,097,417

- Average AGI: $11,429

- Total Child Tax Credit: $15,338

- Total Additional Child Tax Credit: $23,010

Michigan Data

- Total MI Property Tax Credit: $59,183

- Total MI Home Heating Credit: $27,267

- Total MI Refund: $73,642

Other Client Data

% Using Direct Deposit: 35%

% Receiving FIA benefits: 40%

% of 2005 WSDC clients who returned to WSDC in 2006: 48%

% of 2005 VITA clients who returned to WSDC in 2006: 5%

Total VITA site retention: 52%

# of calls to First Call for Help Hotline (published on flyers): 94 (59 Berrien, 33 VB, 2 Cass)

Volunteers
Total Volunteers: 45

# of returning volunteers from 2004: 24

Total Volunteer Hours: 1104

2006 Filing Dates and Locations

Workforce Skills Development Center: January 28 and 30; February 6, 11, 13, 20, 25, 27; March 6, 11, 13, 20, 25, 27; April 3, 8, 10, 15

Ferry St. School/Niles: January 29, February12, March 12, April 2

Berrien County EITC Coalition

2005 Final Report

Filing Data

Total Clients Served: 434

- Total Berrien County individuals served (# in household): 950

Total Completed Returns: 414

- Total efiled returns: 371

- Total paper returns: 43

Total Incomplete Returns (includes those who chose not to file): 20

Total Amended Returns: 20

Federal Data

- Total EIC: $297,185

- Total Federal Refund: $483,596

- Total AGI: $5,282,083

- Average AGI: $12,227

- Total Child Tax Credit: $34,387

- Total Additional Child Tax Credit: $31,053

Michigan Data

- Total MI Property Tax Credit: $52,906

- Total MI Home Heating Credit: $28,013

- Total MI Refund: $75,898

Other Client Data

% Using Direct Deposit: 35%

% Receiving FIA benefits: 39%

% of 2004 WSDC clients who returned to WSDC in 2005: 23%

% of 2004 WSDC clients who returned to another VITA site in 2005: 8%

Total VITA site retention: 31%

# of calls to First Call for Help Hotline (published on flyers): 118

Volunteers:

Total Volunteers: 57

# of returning volunteers from 2004: 22

Total Volunteer Hours: 1150

(one scheduled filing date was cancelled due to snow)

Berrien County EITC Coalition

Final Report 2004

Total People Served*: 630

- Filers @ Niles: 19

- Filers @ BH: 611

- Total Berrien County individuals served (includes dependents): 1,224 (minimum/not exact)

Federal Data

- Total EIC: $474,108

- Total Federal Refund: $651,325

- Total AGI: $5,975,100

- Total Child Tax Credit: $50,186

- Total Additional Child Tax Credit: $39,004

Michigan Data

- Total MI Property Tax Credit: $60,576

- Total MI Home Heating Credit: $47,963

- Total MI Refund: $93,116

Total Completed Returns: 531

- Total efiled returns: 448 (not exact)**

- Total paper returns: 83 (not exact)**

Total Incomplete Returns: 28

Total Amended Returns: 29 (not exact)**

Total Did Not File: 23

Total Left: 40

Total Volunteer Hours (BH & Niles): 1246

* People served includes those who signed in but left before their name was called
**We didn’t start collecting QC data until 2/7; unable to determine this data from 1/24-26 and 2/3 filings 
MILESTONE REPORT

	Agency Name:
	SW MI Community Action Agency
	
	Quarter #
	Jan. 1/Mar. 31, 2006

	
	
	
	
	

	MILESTONE
	Projected this Quarter
	Actual this quarter
	Cumulative Projected
	Cumulative Actual
	Verification

	1. Household seeks assistance at a VITA site in Berrien, Cass or Van Buren County
	
	349 B

121 C

333 VB
	
	0
	

	2. All necessary and required documents to file are provided
	
	328 B

121 C

 333VB
	
	0
	

	3. Tax forms are completed, reviewed, signed and filed
	
	328 B

120C

 333VB
	
	0
	

	4. A federal and/or state credit is received
	
	309 B

299 C

316 VB
	
	0
	

	
	
	
	
	
	

	
	
	
	
	
	

	7.       
	     
	     
	     
	     
	     

	8.       
	     
	     
	     
	     
	     

	9.       
	     
	     
	     
	     
	     

	Performance Target: Of the 1200 households seeking free tax assistance, 750 will receive a federal or state credit
	     
	     
	     
	     
	     


[image: image5.jpg]


CSBG-T and TANF-E  Tax Preparation Assistance Programs

Programmatic and Narrative Report

Michigan Department of Human Services

Due May 16, 2006 (for period 1/1/06—04/16/06) – Complete Section I

Due July 31, 2006 (for period 1/1/06—06/30/06) – Complete Sections I, II , III and IV

SECTION I – Programmatic Data – all data must be cumulative for each reporting period.

	Agreement No:  CSBG-T-06-
	
	Agreement No: TANF-E-06-


	A:     TOTAL # of households served (unduplicated count):  

447 – Berrien          201 – Cass             369 – VanBuren 

   
	
	A:     TOTAL # of households served (unduplicated count):     

180 of 447 filers reported receiving some form of DHS benefit in Berrien County

117 of 201 filers reported receiving some form of DHS benefit in Cass County

This data not universally collected by all VB sites 

	B. TOTAL # of household members (unduplicated count):     
913 – Berrien          290 – Cass             708 – VanBuren 


	
	B.     TOTAL # of household members (unduplicated count):     

	C.     Complete columns 1, 2 and 3 below :     
	
	C.     Complete columns 1, 2 and 3 below :     

	TYPE OF RETURN 

OR CREDIT
	# 

OF FORMS

COMPLETED 

To Date

(1)
	# 

OF RETURNS/

FORMS E-FILED
To Date

(2)
	$ 

TOTAL AMOUNT

CREDITED or 

REFUNDED

(3)
	
	TYPE OF RETURN 

OR CREDIT
	# 

OF FORMS

COMPLETED 

To Date

(1)
	# 

OF RETURNS/

FORMS E-FILED
To Date

(2)
	$ 

TOTAL AMOUNT

CREDITED or 

REFUNDED

(3)

	FEDERAL 

Income Tax Return
	347 – B

126 – C 

324 – VB 
	302 – B

126 – C

289 – VB   
	$397,278 – B

$119,556 – C

$323,443 –VB   
	
	FEDERAL 

Income Tax Return
	
	
	

	- EARNED INCOME 

Tax Credit
	159 – B 

67 – C 

105 – VB 
	144 – B 

67 – C

97 – VB  
	$244,508 – B

$55,902 – C

$54,276 – VB 

  
	
	- EARNED INCOME 

Tax Credit

	
	
	

	STATE 

Income Tax Return
	393 – B 

156 – C

366 – VB  
	335 – B 

156 – C

326 – VB  
	$73,642 – B

$33,652 – C

$92,901 – VB 

  
	
	STATE 

Income Tax Return
	
	
	

	- HOME HEATING 

Tax Credit
	158 –B

104 – C

151 – VB   
	141 – B

1054 – C

134 – VB   


	$27,267 – B

$9,490 – C

$25,459 – VB  

 
	
	- HOME HEATING 

Tax  Credit
	
	
	

	- HOMESTEAD PROPERTY Tax Credit
	180 – B

74 – C

180 – VB   
	157 – B

74 – C

170 – VB   
	$59,183 – B

$30,725 – C

$77,073 – VB   
	
	- HOMESTEAD PROPERTY Tax Credit
	
	
	

	LOCAL 

Income Tax Return
	0


	0


	$0


	
	LOCAL 

Income Tax Return
	
	
	

	AMENDED

or PREVIOUS YEAR  Tax Returns 
	NA


	NA
	NA
	
	AMENDED

or PREVIOUS YEAR  Tax Returns 
	
	
	

	 TOTALS
	
	
	
	
	 TOTALS
	
	
	

	C. TOTAL # of volunteer hours contributed to the program:

1104 – B            314 – C       Not Provided – VB 


	
	D.    TOTAL # of volunteer hours contributed to the program:

	Narrative Report

	SECTION II   (attach additional pages as necessary)

	Please describe any special “success” stories, attributed to the Tax Preparation Assistance  program, experienced by your clients.

	

	

	SECTION III   (attach additional pages as necessary)

	A.  Significant program accomplishments:    Berrien County achieved great success this year in retaining last year’s clients. More than 50% of 2005 clients returned in 2006.                                                          

	

	B.  Significant problems encountered during program implementation:                                       

	

	C.  Recommendations to improve implementation of this program in the future:

	

	SECTION IV   (attach additional pages as necessary)

	A.  Attach a copy of any outreach materials used for this program.  How were these materials distributed?

	

	B.  What, if any, community providers referred clients to the agency for this service?

	

	Authority: P.L. 97-35 of 1981

Response: Mandatory

Penalty: No Reimbursement
	The Department of Human Services will not discriminate against any individual or group because of race, sex, religion, age, national origin, color, height, weight, marital status, political beliefs or disability. If you need help with reading, writing, hearing, etc., under the Americans with Disabilities Act, you are invited to make your needs known to an FIA office in your county.


Marketing

A successful marketing campaign depends on the services you plan to provide. Remember you are communicating to different audiences (clients, volunteers and funders), and tailor your messages and methods accordingly. The samples on the following pages provide ideas on creating press releases, flyers and paycheck stuffers. Work with your local chamber and other agencies to develop a mailing list of area employers, schools and churches. Follow the marketing timeline on page 36 as a guide for when to target your marketing to your desired audience. If you don’t have a media list, ask your coalition for input.
For coalitions that encompass multiple sites and areas with varying demographics, sharing resources is key. Consider having your marketing subcommittee create a standard press release, flyer, poster, etc., then have the site coordinators tailor the information for each site and community. If you have large, non-English speaking populations in your area, contact your local university or Head Start organization for translation assistance.

Discuss the marketing efforts at each coalition meeting and provide copies of all materials. Ask coalition members to distribute flyers and posters at their place of business. Also consider asking for assistance in stuffing and mailing letters to employers, as that can be a big, expensive job. Make sure coalition members are as informed as possible as to your ongoing program activities. They are your ambassadors. Consider creating a simple PowerPoint presentation that summarizes your program and needs and ask for volunteers to go out into the community and speak on behalf of your program. Be sure to tailor the message so the goal of each presentation is clear: are you educating about EITC, recruiting for volunteers, seeking funds for your program?
Your outreach can be as simple as sending out press releases to the media and letters to employers. It can be as complex as door-to-door canvassing, direct mail pieces and television PSAs. It all depends on the size of your program and your budget. If you need additional help in providing the legwork (distributing posters, going door-to-door, etc.), consider asking your local high school or community college for recommendations of students looking to perform community service work.  One very effective tool is to rent a large, portable sign with neon letters that can be changed throughout tax season. Place the sign in a high-traffic location near your tax site to let people know the dates and times you will be open. It may be your only way to reach potential customers who don’t read the newspaper, attend church or frequent agencies and businesses where your marketing materials are posted. Regarding agency outreach – while many social service agencies (Social Security, Department of Human Services, etc.) may be quite willing to send letters to their clients regarding your program, keep in mind that this can, in some cases, backfire. Unfortunately, some recipients may be suspicious about why they are being encouraged to file at your site and may even fear that their tax return information will be reported back to the referring agency. Be sure to find a way to clearly allay those fears if you choose to send letters via third-party agencies.
The most important thing to keep in mind when developing your marketing plan is what service you are trying to sell, and make sure you are capable of delivering that service to the best of your ability. Whether it’s quality tax preparation, a fulfilling volunteer experience or a business outreach opportunity, you want to build positive partnerships, not disappoint. Particularly among your client base, word of mouth is paramount and can make or break your program in subsequent years. Keep your focus on quality!
Finally, make sure you are communicating accurate, clear information about your service and the kind of refund and turnaround time clients can expect. It is amazing how quickly misinformation can spread, and the last thing you want is angry clients expecting inordinately large refunds or unreasonable turnaround times for receiving their money. Be open and honest, and your clients will appreciate you for it. 

EITC Marketing Timeline

August

Review previous years’ marketing materials

Contact area banks for interest in: 1-joining coalition, 2-sponsoring efforts, 3-providing account services at filings

Develop presentation (PowerPoint or other) and shop it to local service groups

September

Research hotline options

For first-time programs or programs with major news/upgrades – consider planning a media event in early Jan.

Contact local cable provider and radio stations for PSA options

October

Finalize all marketing materials: flyers, posters, paycheck stuffers, etc.

Contact printers, ask for discounts or donation of service

Ask area social service agencies to provide information to their clients and/or offer outreach at filings

Request opportunity to appear on area radio/TV talk shows to discuss program 

November

Letter to employers explaining service; ask them to distribute materials to their employees

Issue press release with program information, filing dates

December

Order/place signage announcing free filing dates

Distribute flyers/posters throughout community

January

Send filing date information to area churches and schools

Host media event to kickoff filings, if appropriate for your program

Throughout Tax Season

Touch base with hotline provider for input

Replenish posters/flyers as needed

Change signage throughout season with updates (less is more)

Post Tax Season

Consider writing press release touting successes of season

Write letter to editor recognizing volunteers, coalition members

For Immediate Release

Media Contact:

Lesli Nadolski (269) 369-7025
VOLUNTEER SITES TO OFFER FREE TAX FILING

(St. Joseph, MI  January 19, 2006) – This year there are more free tax filing options than ever before for low- to moderate-income individuals in Berrien, Cass and Van Buren Counties. Volunteers will be available to prepare and efile basic federal and Michigan tax returns beginning Saturday, January 28. Locations and dates vary. Attached is a complete schedule by county.

The free tax sites are a service of the Earned Income Tax Credit (EITC) Coalitions in all three counties.

The EITC is a refundable Federal income tax credit for low-income working individuals and families. The credit reduces the amount of taxes owed and can result in a refund check of up to $4,300. Income and family size determine the amount of the EITC.

The IRS estimates that nearly $2 million in EITC credits went unclaimed in the Benton Harbor area alone in 2002. In October 2003, Governor Granholm named Berrien County as a pilot site for a special outreach program to educate the public about the EITC and provide free tax assistance to eligible filers. All three coalitions include representatives from area social service agencies, banks, credit unions and other organizations.

For more information about tax filing dates, locations and EITC eligibility, call 1-800-310-5454. This program is made possible by grants from the State of Michigan Department of Human Services and the United Way of Southwest Michigan

###

February 15, 2005

Dear Bridges to Digital Excellence Participant:

I am writing to let you know about a valuable service available to your family.  The Berrien County Earned Income Tax Credit (EITC) Coalition is again providing free tax preparation service. Our trained volunteers are available throughout tax season to prepare and efile basic tax returns for low- to moderate-income individuals. Many area families may qualify for the EITC as well as other federal and state credits. This letter contains all the information you need to know in order to get your tax return prepared and filed for FREE.

Who qualifies for the EITC?

	
	No children
	One Child
	Two or  more children

	Single
	2004 income less than: $11,490
	2004 income less than: $30,338
	2004 income less than: 

$34,458

	Married
	$12,490
	$31,339
	$35,458

	You may be eligible for up to:
	$390

Maximum Credit
	$2,604

Maximum Credit
	$4,300

Maximum Credit


The attached flyer lists all the locations, dates and times when free tax preparation services will be offered in Berrien County. All tax filing sites are available to qualified individuals on a first-come, first-served basis. Our volunteers provide tax assistance and efiling FREE of charge, and all information that individuals provide will remain completely confidential and used only to prepare their tax returns. If you have further questions, please call our Hotline: 269-925-7707 or visit: www.swmi.info (keyword: EITC).

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

January 19, 2006

Dear Church Leader:

I am writing to let you know about a valuable service available to your parishioners.  As families are starting the New Year, money might be tight.  Paying bills and meeting financial obligations can be even tougher when someone has limited income or has been unable to work steadily during the past year.

The Berrien County Earned Income Tax Credit (EITC) Coalition is here to help. Our trained volunteers will be available throughout tax season to prepare and efile basic tax returns for low- to moderate-income individuals. Many area families may qualify for the EITC as well as other federal and state credits. This letter contains information that will provide all the information they need to know in order to get their tax returns prepared and filed for FREE.

Who qualifies for the EITC?

	
	No children
	One Child
	Two or  more children

	Single
	2005 income less than: $11,750
	2005 income less than: $31,030
	2005 income less than: 

$35,263

	Married
	$13,750
	$33,030
	$37,263

	You may be eligible for up to:
	$399

Maximum Credit
	$2,662

Maximum Credit
	$4,400

Maximum Credit


The attached flyer lists all the locations, dates and times when free tax preparation services will be offered in Berrien County. All tax filing sites are available to qualified individuals on a first-come, first-served basis. Our volunteers provide tax assistance and efiling FREE of charge, and all information that individuals provide will remain completely confidential and used only to prepare their tax returns.

What can you do to help? Please consider taking the following actions:

· Announce the free tax sites during services or in your church bulletin.

· Copy and send the enclosed flyer home with your parishioners.

· Consider joining our coalition.

· Direct questions to our Hotline: 269-925-7707 (between 8 a.m. and 4:30 p.m.) or website: www.swmi.info (keyword: EITC).

Thank you in advance for your assistance in communicating this valuable service to your parishioners. Please feel free to contact me via phone (269-369-7025) or email (leslinadolski@yahoo.com) if you have any questions.

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

January 19, 2006

Dear Area Employer:

I am writing to let you know about a valuable service available to your employees and customers.  As your workers are starting the New Year, money might be tight.  Paying bills and meeting financial obligations can be even tougher when someone has limited income or has been unable to work steadily during the past year.

The Berrien County Earned Income Tax Credit (EITC) Coalition is here to help. Our trained volunteers will be available throughout tax season to prepare and efile basic tax returns for low- to moderate-income individuals. Your employees and customers may qualify for the EITC as well as other federal and state credits. This letter contains information that will provide your employees with all the information they need to know in order to get their tax returns prepared and filed for FREE.

Who qualifies for the EITC?

	
	No children
	One Child
	Two or  more children

	Single
	2005 income less than: $11,750
	2005 income less than: $31,030
	2005 income less than: 

$35,263

	Married
	$13,750
	$33,030
	$37,263

	You may be eligible for up to:
	$399

Maximum Credit
	$2,662

Maximum Credit
	$4,400

Maximum Credit


The attached paycheck stuffer lists all the locations, dates and times when free tax preparation services will be offered in Berrien County. All tax filing sites are available to qualified individuals on a first-come, first-served basis. Our volunteers provide tax assistance and efiling FREE of charge, and all information that individuals provide will remain completely confidential and used only to prepare their tax returns.

What can you do to help? Please consider taking the following actions:

· Announce the free tax sites in your staff meetings.

· Put up a flyer at your place of business (enclosed)

· Copy and distribute the enclosed paycheck stuffer to your employees.

· Consider joining our coalition.

· Help underwrite our efforts by sponsoring a filing date.

· Direct questions to our Hotline: 269-925-7707 (8 a.m. – 4:30 p.m.) or website: www.swmi.info (keyword: EITC).

Thank you in advance for your assistance in communicating this valuable service to your employees. Please feel free to contact me via phone (269-369-7025) or email (leslinadolski@yahoo.com) if you have any questions.

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

January 19, 2006

Dear School Administrator:

I am writing to let you know about a valuable service available to the families of your students.  As families are starting the New Year, money might be tight.  Paying bills and meeting financial obligations can be even tougher when someone has limited income or has been unable to work steadily during the past year.

The Berrien County Earned Income Tax Credit (EITC) Coalition is here to help. Our trained volunteers will be available throughout tax season to prepare and efile basic tax returns for low- to moderate-income individuals. Many area families may qualify for the EITC as well as other federal and state credits. This letter contains information that will provide all the information they need to know in order to get their tax returns prepared and filed for FREE.

Who qualifies for the EITC?

	
	No children
	One Child
	Two or  more children

	Single
	2005 income less than: $11,750
	2005 income less than: $31,030
	2005 income less than: 

$35,263

	Married
	$13,750
	$33,030
	$37,263

	You may be eligible for up to:
	$399

Maximum Credit
	$2,662

Maximum Credit
	$4,400

Maximum Credit


The attached flyer lists all the locations, dates and times when free tax preparation services will be offered in Berrien County. All tax filing sites are available to qualified individuals on a first-come, first-served basis. Our volunteers provide tax assistance and efiling FREE of charge, and all information that individuals provide will remain completely confidential and used only to prepare their tax returns.

What can you do to help? Please consider taking the following actions:

· Announce the free tax sites in your staff meetings or in your school newsletter.

· Copy and send the enclosed flyer home with your students.

· Consider joining our coalition.

· Direct questions to our Hotline: 269-925-7707 (8 a.m. – 4:30 p.m.) or website: www.swmi.info (keyword: EITC).

Thank you in advance for your assistance in communicating this valuable service to your students and their families. Please feel free to contact me via phone (269-369-7025) or email (leslinadolski@yahoo.com) if you have any questions.

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

January 9, 2006

Dear Taxpayer:

I am writing to let you know about a valuable service available to your family.  The Berrien County Earned Income Tax Credit (EITC) Coalition is again providing free tax preparation service. Our trained volunteers are available throughout tax season to prepare and efile basic tax returns for low- to moderate-income individuals. Many area families may qualify for the EITC as well as other federal and state credits. This letter contains all the information you need to know in order to get your tax return prepared and filed for FREE.

Who qualifies for the EITC?

	
	No children
	One Child
	Two or  more children

	Single
	2005 income less than: $11,750
	2005 income less than: $31,030
	2005 income less than: 

$35,263

	Married
	$13,750
	$33,030
	$37,263

	You may be eligible for up to:
	$399

Maximum Credit
	$2,662

Maximum Credit
	$4,400

Maximum Credit


The attached flyer lists all the locations, dates and times when free tax preparation services will be offered in Berrien County. All tax filing sites are available to qualified individuals on a first-come, first-served basis. Our volunteers provide tax assistance and efiling FREE of charge, and all information that individuals provide will remain completely confidential and used only to prepare their tax returns. If you have further questions, please call our Hotline: 269-925-7707 or 800-310-5454 (between 8 a.m. and 4:30 p.m.) or visit: www.swmi.info (keyword: EITC).

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

January 10, 2005

Dear FIA Customer:

The Berrien County Earned Income Tax Credit (EITC) Coalition will once again be offering free tax preparation services for low- to moderate-income individuals and families in our community. The Berrien County Family Independence Agency is a member of this Coalition, and this letter is to encourage you to consider taking advantage of this free service.

The Earned Income Tax Credit is a special credit for working individuals, and if you were employed for some or all of 2004, you may be eligible for this credit. For example: If you lived with two or more children in 2004 and your family earned less than $35,458, you may be eligible for up to $4,300 when you file your tax return this year.

Enclosed is a schedule listing all dates and times that volunteers will be available to help prepare your tax return – for FREE – and assist you in getting all the tax credits you earned in 2004. The attached checklist includes everything you should bring with you to make sure you receive every dollar to which you are entitled. Most tax returns can be filed electronically, which means you can have your check in as little as 10 days!

If you used this FREE service last year, you may remember that this is a first-come, first-served opportunity. Make sure you arrive early, with all your paperwork, to avoid long lines. For more information, call 925-7707.

MAKE TAX TIME 






PAY!


Your family may be

eligible for extra money
If your family earned less in 2005 than the amounts shown below you may be entitled to a tax credit:

	
	No children
	One Child
	Two or  more children

	Single
	$11,750
	$31,030
	$35,263

	Married
	$13,750
	$33,030
	$37,263

	You may be eligible for up to:


	$399
	$2,662
	$4,400


Call 925-7707 or 1-800-310-5454 (between 8 a.m. and 4:30 p.m.) and tell them you are calling about the earned income tax credit (EITC). They will direct you to tax preparers who will prepare your tax return for FREE!

Pass the word to your friends.  If you are eligible, you are entitled to the money – but you have to file a tax return to get it.
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FREE tax preparation for basic tax returns! 
Our volunteers will help you file, and you can get your tax refund in as little as two weeks!

Stop by one of our FREE Tax Filing Events in Benton Harbor or Niles:

Saturdays/BH ( 9 am–3 pm)
Sundays/Niles (1–4 pm)

Mondays/BH (4–7 pm)

January 28



January 29



Every Monday night

February 11


February 12


January 30–April 10

February 25


March 12

March 11



April 2

March 25





April 8

April 15

Benton Harbor Filing Location: Workforce Skills Development Center: 300 Riverview Dr., Benton Harbor. Driveway is located directly across from Eagle’s Supermarket.

Niles Filing Location: Ferry Street School Resource Center: 620 Ferry St. in Niles (two blocks East off of 5th St./M-51).

(Free filing also available Thursdays from 9 am – 2 pm at the Benton Harbor Public Library and Fridays from 9 am – 2 pm at the Catholic Community Center, intersection of Pearl and Catalpa in Benton Harbor, beginning January 26 and running through April 15.

Sponsored by: Berrien County EITC Coalition – Returning Money to its Rightful Earners
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Checklist for Filing – Bring These Papers with You (if applicable)!
· Valid picture ID (filer & spouse if applicable)
· Social security cards for you, your spouse and children 

· W-2 forms from all jobs held in 2005  

· FIA 2005 statements or letters, if you received assistance or provided child care

· Child support annual statements

· Social security statements, if any

· 1099 forms and proof of other income received:

· 1099-G forms, for unemployment received


· 1099-R for pension income

· 1099-INT or DIV for interest or dividends

· 1099 MISC for self-employment income

· Amount you paid in rent and landlord’s name and address

· Mortgage statements and copies of your property tax bills

· Home heating costs from 11/1/2004 – 10/31/2005
· Account and bank routing numbers for direct deposit of your refund

· IRS or State notices received during 2005, if any

· A copy of your 2004 tax return, if you have one
· Amount of 2005 Health Insurance premiums paid out of pocket
Berrien County Tax Coalition

Preparación Gratis de Impuestos 

Reciba su reembolso en dos semanas

Preparación GRATIS para impuestos básicos!

Los volountarios lo asistirán y podría recibir el reembolso en dos semanas!

Visite uno de los sitios de preparación en Benton Harbor o Niles:

Sábados/ BH 9am–3pm

Lunes/ BH 4pm–7pm
Domingos/Niles 1–4pm
28 de enero


Cada lunes desde
29 de enero

11 de febrero


el 30 de enero 

12 de febrero

25 de febrero


hasta el 2 de abril
12 de marzo

11 de marzo


2 de abril

25 de marzo


8 de abril

15 de abril

Benton Harbor: Workforce Skills Development Center

                            300 Riverview Drive, Benton Harbor



(a traves de la calle del Eagle’s Supermarket)

Niles:
Ferry Street School Resource Center



620 Ferry Street, Niles



(2 cuadros al este de 5th Street and M-51)

Preparación GRATIS tambien: Jueves 9am-2pm BH Public Library

Viernes 9am-2pm Catholic Community Center (Pearl & Catalpa, BH)

Del 26 de enero al 15 de abril 2006

Patrocinado por:  Berrien County EITC Coalition – Devolviendo SU dinero 
No se olvide de traer estos documentos:

Recuerde por favor de traer los documentos con usted cuando viene a la preparación GRATIS de los impuestos.

· Una copia de su declaración de impuestos del año pasado (si la tiene)

· Tarjeta y número de seguro social de CADA PERSONA que declara en sus impuestos

· Formas W-2 de sus trabajos en 2005

· Formas 1099-G si usted o cualquier persona en su casa recibió beneficios de desempleo algun en 2005

· Forma 1099-INT si recibió interés del banco en 2005

· Cualquier declaración recibida de una compañía de hipoteca o nombre y dirección del propietario y cantidad de renta que pagó

· Recibos de impuestos de propiedad pagados en 2005

· Cualquier letra o aviso del IRS mandado a su casa en 2005

· Cuentas de calefacción de 2005

· Si tiene un Número de Identificación Individual de Taxpayer (ITIN), traiga su tarjeta ITIN.  Necesitará el ITIN o un número de Seguridad Social para pedir el crédito de impuesto del niño.

· El número del banco y de su cuenta para hacer un depósito electrónico y directo del reembolso. (Tendremos representantes de un banco local que le pueden ayudar a abrir un cuento si quiere.)

· SI ha recibido ayuda del Departamento de Servicios Humanos en 2005, traiga su declaración annual.  

· Traiga recibos del los gastos para cuidar niños.

Aproveche de este programa GRATIS patrocinado por el gobierno federal y Berrien County EITC Coalición
You May Get a Refund . . . .Even if you had no taxes withheld! 
With the Earned Income Tax Credit You Can Get:
· Income under $37,263 & two or more qualifying children

up to $4,400
· Income under $33,030 & one qualifying child


up to $2,662
· Income under $13,750 & no qualifying children


up to $   399
The Berrien County EITC Coalition offers Free Tax Preparation and E-Filing
Saturdays & Mondays: Workforce Skills Development Center: 300 Riverview Dr., Benton Harbor
Sundays: Ferry Street School Resource Center: 620 Ferry St., Niles
Saturdays: 9 a.m. – 3 p.m.


Sundays: 1 – 4 p.m.

Monday Evenings: 4 p.m. – 7 p.m.
January 28
February 11

January 29


Every Monday from Jan. 30 – April 10
February 25
March 11

February 12
March 25
April 8


March 12

April 15




April 2





No appointments taken – first come, first served!

Call our Hotline @ 925-7707/800-310-5454 (8 a.m. – 4:30 p.m.) for more information
Also, every Thursday from 9 a.m. – 2 p.m. at the Benton Harbor Public Library, January 26 – April 13; and every Friday from 9 a.m. – 2 p.m. at the Catholic Community Center, intersection of Pearl and Catalpa, Benton Harbor, January 27 – April 14.

	


You May Get a Refund . . . .Even if you had no taxes withheld! 
With the Earned Income Tax Credit You Can Get:
· Income under $37,263 & two or more qualifying children

up to $4,400
· Income under $33,030 & one qualifying child


up to $2,662
· Income under $13,750 & no qualifying children


up to $   399
The Cass County EITC Coalition offers Free Tax Preparation and E-Filing
Saturdays at the Cass District Library, Cassopolis and Michigan Works, Dowagiac
By appointment only in the following communities:

Dowagiac
Vandalia
Cassopolis
Edwardsburg
Marcellus

Saturdays: 9 a.m. – 1 p.m.




Tuesdays: 4 – 7 p.m.

Wednesdays: 4 p.m. – 7 p.m.
February 4 – Library
February 18 – MI Works

February 7 (Dowagiac)

February 15 (Cassopolis)
March 4 – Library
March 18 – MI Works

March 7
(Marcellus)

February 22 (Edwardsburg)
April 8 – Library









March 15 (Vandalia)












April 12 (Dowagiac)
Call 445-4438 for more information or to schedule an appointment
	


You May Get a Refund . . . .Even if you had no taxes withheld! 
With the Earned Income Tax Credit You Can Get:
· Income under $37,263 & two or more qualifying children

up to $4,400
· Income under $33,030 & one qualifying child


up to $2,662
· Income under $13,750 & no qualifying children


up to $   399
The Van Buren County EITC Coalition offers Free Tax Preparation and E-Filing
Paw Paw: Head Start, 775 Hazen Street, Paw Paw

South Haven: Lake Michigan College, 125 Veterans Blvd., South Haven
Bangor: City Hall, 257 W. Monroe, Bangor, 269-427-5831 ** By appointment only

Covert: Van Buren United Civic Organization, 73292 34th Ave., Covert, 269-764-8378 ** By appointment only
Hartford: City Hall, 19 W. Main, Hartford, 269-621-2477 ** By appointment only

Saturdays in Paw Paw: 9 a.m. – 3 p.m.
Saturdays in South Haven: 1 – 4 p.m.
Tuesday Evenings: 3 p.m. – 6:30 p.m.
January 28



January 28

April 1

Hartford: February 7 & March 7
February 11



February 4

April 8

Bangor: February 14 & March 14
February 25



February 18



Covert: February 21 & March 21
March 25



March 11

Call our Hotline @ 925-7707/800-310-5454 (8 a.m. – 4:30 p.m.) for more information
Free tax preparation also offered by appointment only at the Van Buren Intermediate School District Technology Center, 250 South Street, Lawrence, 269-674-8091
Usted puede recibir un reembolso. . . .Incluso si  no tiene taxes retenido!
Con 

· Ingresos por debajo de $37,263 y dos o más dependients cualificados      hasta $4,400 

· Ingresos por debajo de $33,030 y un dependiente cualificado                   hasta $2,662 

· Ingresos por debajo de $13,750 y no dependientes cualificados                hasta $   399 

                                                                                                                                                                            

El “Berrien County EITC Coalition” ofrece preparación gratis de los impuestos así como declaración de impuestos electrónicamente 

los sábados y los lunes en “Workforce Skills Development Center”: 300 Riverview Dr., Benton Harbor

                                     los domingos en “Ferry Street School Resource Center”: 620 Ferry St., Niles

Sábados: 9 a.m. - 3 p.m.                     Domingos: 1 - 4 p.m.                      Lunes en la Tarde: 4 p.m. - 7 p.m.
enero 28           febrero 11                  enero 29                             Todos los lunes desde enero 30 hasta-abril 10

febrero 25        marzo   11                  febrero 12

marzo 25          abril 8                        marzo 12

                                                           abril 2

No se aceptan turnos; el que venga primero se le atiende primero!
Por fovor llame a nuestra “Hotline” @ 925-7707 para más información, después de enero  9 del 2006
También, cada de 9 a.m. - 2 p.m. en la “Biblioteca Pública de Benton Harbor”, desde enero el 26 -  abril 13;

y cada viernes de 9 a.m. – 2 p.m. en el “Catholic Community Center”, que queda en la intersección de Pearl y Catalpa, en Benton Harbor, desde  enero el 27 -  abril 14.
	


Usted puede recibir un reembolso. . . .Incluso si  no tiene taxes retenido!
Con 

· Ingresos por debajo de $37,263 y dos o más dependients cualificados      hasta $4,400 

· Ingresos por debajo de $33,030 y un dependiente cualificado                   hasta $2,662 

· Ingresos por debajo de $13,750 y no dependientes cualificados                hasta $   399 

                                                                                                                                                                            

El “Berrien County EITC Coalition” ofrece preparación gratis de los impuestos así como declaración de impuestos electrónicamente 

los sábados y los lunes en “Workforce Skills Development Center”: 300 Riverview Dr., Benton Harbor

                                     los domingos en “Ferry Street School Resource Center”: 620 Ferry St., Niles

Sábados: 9 a.m. - 3 p.m.                     Domingos: 1 - 4 p.m.                      Lunes en la Tarde: 4 p.m. - 7 p.m.
enero 28           febrero 11                  enero 29                             Todos los lunes desde enero 30 hasta-abril 10

febrero 25        marzo   11                  febrero 12

marzo 25          abril 8                        marzo 12

                                                           abril 2

No se aceptan turnos; el que venga primero se le atiende primero!
Por fovor llame a nuestra “Hotline” @ 925-7707 para más información, después de enero  9 del 2006
También, cada de 9 a.m. - 2 p.m. en la “Biblioteca Pública de Benton Harbor”, desde enero el 26 -  abril 13;

y cada viernes de 9 a.m. – 2 p.m. en el “Catholic Community Center”, que queda en la intersección de Pearl y Catalpa, en Benton Harbor, desde  enero el 27 -  abril 14.
	


Usted puede recibir un reembolso. . . .Incluso si  no tiene taxes retenido!
Con 

· Ingresos por debajo de $37,263 y dos o más dependients cualificados      hasta $4,400 

· Ingresos por debajo de $33,030 y un dependiente cualificado                   hasta $2,662 

· Ingresos por debajo de $13,750 y no dependientes cualificados                hasta $   399 

                                                                                                                                                                            

El “Berrien County EITC Coalition” ofrece preparación gratis de los impuestos así como declaración de impuestos electrónicamente 

los sábados y los lunes en “Workforce Skills Development Center”: 300 Riverview Dr., Benton Harbor

                                     los domingos en “Ferry Street School Resource Center”: 620 Ferry St., Niles

Sábados: 9 a.m. - 3 p.m.                     Domingos: 1 - 4 p.m.                      Lunes en la Tarde: 4 p.m. -7 p.m.
enero 28           febrero 11                  enero 29                             Todos los lunes desde enero 30 hasta-abril 10

febrero 25        marzo   11                  febrero 12

marzo 25          abril 8                        marzo 12

                                                           abril 2

No se aceptan turnos; el que venga primero se le atiende primero!
Por fovor llame a nuestra “Hotline” @ 925-7707 para más información, después de enero  9 del 2006
También, cada de 9 a.m. - 2 p.m. en la “Biblioteca Pública de Benton Harbor”, desde enero el 26 -  abril 13;

y cada viernes de 9 a.m. – 2 p.m. en el “Catholic Community Center”, que queda en la intersección de Pearl y Catalpa, en Benton Harbor, desde  enero el 27 -  abril 14.
	


Volunteer Training & Recruitment

Bottom line: without volunteers you have no program. Recruitment should begin early and be a constant goal, even during the off season. People choose to volunteer for many reasons, and it’s important to recognize what motivates your volunteers. That’s the key to retention. Something we learned early on in Berrien County is that quality is far more important than quantity. Being able to count on a core group of dedicated volunteers who take the time to learn the information and truly care about doing a good job for your clients is far more preferable than having several dozen people who do the bare minimum to pass the IRS certification test and only show up for a few filing dates.
This document makes frequent reference to the use of site coordinators, which in most cases are paid positions. Being able to rely on an individual or individuals who can focus on the daily details of your program takes pressure off the coalition and volunteers and ensures a smooth program. An exception to this rule that should be highlighted, however, is the success of the Cass County EITC Coalition in running a highly successful program without a dedicated site coordinator. Thanks to the passion and commitment of a number of volunteers who also served on the coalition, the Cass effort improved their numbers and their quality immensely in just the second year of their program.
Recruitment: On the following pages you will find a sample recruitment letter, job descriptions and a press release. Use every resource available to spread the word that you are seeking volunteers and appeal to every motivation. Contact employers with in-house accounting departments, local universities, social service agencies and banks. Encourage coalition members and returning volunteers to talk up the program among their acquaintances. If your community has a Volunteer Center, appeal to them for assistance in running newspaper ads, screening potential volunteers and making referrals. Both Berrien and Cass county coalitions received a huge boost in volunteer support from local universities (Andrews and Davenport). In addition to student tax preparers, we were able to count on their instructors to serve as instructors, onsite experts and student coordination. Van Buren County has had great success cooperating with their Intermediate School District. Under the leadership of an Accounting instructor, several students successfully trained to prepare taxes by appointment at their school computer lab. The program was so successful that the students won a national volunteer award for their efforts.
The fact that a tax program calls for a relatively short period of commitment is attractive to many volunteers. Some choose to sign up for the free tax training while others may like the variety and flexibility. Emphasize that your program requires people of varying skill levels. Not everyone needs to go through tax training and pass a test. Having friendly, responsible reception and intake volunteers will make the difference between a smooth-run operation and a tax site that is constantly bogged down and results in disgruntled clients.
Prior to the opening of tax season, plan on hosting one or two open houses for potential volunteers. The site coordinator(s) and/or select coalition members should provide an overview of the program and its goals, provide data from past years if available, and hand out information on training and filing dates as well textbooks for those interested in serving as tax preparers. It’s ideal to have the open house at the location where the tax filing will take place so potential volunteers can see where they’d be working and gain an understanding of client flow. Consider asking volunteers to give you a conditional commitment by filling out a Site Signup form (see page 66). In addition to capturing contact information, you will also gain a sense of what days/times you’ll have the strongest volunteer support. Using a volunteer spreadsheet (sample in Appendices section) will allow your site coordinator(s) to track volunteers activity, including training sessions attended, filing dates committed to and actual hours worked. In Berrien County we found that weekly reminder emails to volunteers was essential in planning for each filing date. The email listed those who were signed up to volunteer and requested a confirmation email. This also offered an opportunity to send out a call for additional volunteers if fewer than expected were committed to a particular date.

Training: Never lose sight of the fact that providing tax service is a great responsibility. Proper screening of volunteers (background checks) is an excellent idea if you have the resources to do so. Enlisting the help of dedicated, involved individuals who can train volunteers and serve as onsite experts at your tax sites is essential. Your tax preparation volunteers will be anxious to do a good job and will recognize quickly that no matter how much training they receive and resource materials they have, nothing can fully prepare you for every client situation. Make sure to have one or two tax experts on site at each filing date. Their primary function should be to answer volunteers’ questions and check completed tax returns for quality control. Nothing else will improve volunteer confidence and retention more than having experts on site.
The best time to host tax training is during the first few weeks of January. While the time period may be condensed, most volunteers find that it’s easier to recall what they’ve learned if they attend training immediately prior to the opening of tax season. Some tax programs offer only one training track, while others may offer Basic and Advanced training. Having volunteers trained at varying levels can be a benefit but can also lead to challenges in assigning clients to the appropriate volunteer. In Berrien County we invited a speaker from the Social Security Administration to host a lunch and learn session during training to provide more background on key issues concerning many of our clients.
Trainers can be found through many sources. If you are extremely lucky, you may find someone local who is willing to provide both federal and state training as well as TaxWise instruction. Failing that, contact your IRS representative and the state treasury department for referrals. If your instructors are CPAs, be sure they are aware that they can get CPE credits for their teaching hours.
Retention: Let’s face it – everyone has an ulterior motive for volunteering. Some need work, school or community service credit. Others might want the experience for a possible change in careers. Some are looking to build their resumes. Whatever the reason, every volunteer likes to receive positive feedback on their efforts and an opportunity to see the results of their efforts. Providing perks like snacks or meals for volunteers on filing days is always well received. Make sure volunteers feel valued and not overworked. Encourage them to take breaks when they need to and socialize before and after operating hours. This allows everyone to feel like part of the team. Provide occasional updates on program goals and results (i.e. number of clients served to date, positive client stories), and say “thank you” often. Some coalitions send out press releases profiling an outstanding volunteer, while others may run a display ad post-season in their local paper to thank program volunteers and sponsors. Before publicly acknowledging anyone, make sure the story/ad with your volunteers. Some may prefer to remain anonymous.
Finally, consider hosting a Volunteer Thank You dinner or luncheon once tax season ends to share final data from the season, tell success stories and personally thank each volunteer for their time and effort. Your IRS representative will present certificates to all participating volunteers as well as a small thank you gift. If there’s money in the budget, your coalition may choose to present volunteers with a gift certificate to a local store or restaurant as a token of appreciation. Don’t forget to encourage attendees to come back next year and bring a friend!
Chronology for Organizing an EITC Volunteer Program

August

Work with area volunteer center to develop recruitment ad

Review existing volunteer spreadsheet and add names of potential volunteers

Contact area college accounting departments; invite faculty to join coalition, recruit students

September

Send letter to volunteer list with preview of upcoming tax season and open house dates

Begin developing training schedule and course outlines

October

Send out media release announcing volunteer recruitment drive

Area volunteer center should start running ads

Send letter to area businesses to recruit professional volunteers

Determine if there’s money in budget to feed volunteers during filings

November

Update spreadsheet with new recruit information; create email distribution list

Communicate w/volunteers re: tax training options; begin sign ups

Distribute textbooks as soon as they are received from IRS

Finalize training materials/course content/filing dates

If feeding volunteers, contact area restaurants for interest in providing volume discounts

December

Host volunteer open houses to explain the season, preview changes, hand out textbooks

Encourage volunteers to commit to filing dates now

Send out training date reminders

Set up resource library at site (if possible) for volunteer reference

January

Intense training period begins: tax law, state tax law, software training

Consider offering a Friends & Family Filing night for low-stress practical training

Compile signed IRS certifications; maintain at filing site

Last chance opportunity to recruit additional volunteers

Offer site procedures training for ALL volunteers

Confirm filing date sign-ups from December

Make nametags

Schedule restaurants now for each filing date; can call in actual number 24 hours in advance

Throughout Tax Season

Send out weekly reminders to scheduled volunteers

Issue “call for volunteers” when sign-ups are light

Maintain sign-in sheets at each filing, ask volunteers to enter hours worked

Pick up or have food delivered for each filing date; confirm count with restaurants

Post Tax Season

Provide all volunteer names to IRS rep for award certificates

Develop and distribute volunteer surveys

Send thank you letter with season statistics and invitation to celebration dinner

Plan dinner and any awards/recognition you will provide; collect RSVPs

Mail letters, awards to volunteers who can’t attend celebration

Compile surveys, distribute results

VITA Site Job Descriptions

Berrien/Cass/Van Buren Counties

Site Coordinator: maintains and runs a quality site

Pre-season

· Order site supplies from IRS and State (list attached)

· Stock volunteer supply tubs (suggested item list attached)

· Make meal schedule for training and filing dates; contact restaurants for discounts

· Walk through selected site(s) to make sure there are enough chairs and workstations

· Make a site flow plan (client entry/exit, reception/waiting area, volunteer break area, separate office area)

· Work with site to determine service hours, set-up/take-down requirements

· Make client intake sheets (include IRS-required info) and preparer log sheets (see attached examples)

· Work with IT support to input basic default information for all returns on computers

Filing Season

· Responsible for set-up/take-down on filing days

· Work with Reception and Client Intake to manage flow and client/tax preparer match-ups

· Track filer contact info, key data and status (see attached example)

· Order food for filing days (get # from volunteer recruiter). Expect to spend $6-8/person

· Maintain adequate supplies, forms and research materials

· Keep copies of incomplete returns by workstation # for easy reference when client returns (unless all computers linked to a server, enabling files to be accessed on any computer)

· Establish secure, locked facility for file storage with quick access during filing times

· Work closely with Tax Specialists and Quality Control to maintain a quality site

· After February 28th, be sure that prior year and amended forms are available (paper or online) 

· Maintain confidentiality of client information

Post-Season

· Provide all client data and TaxWise disks to the IRS for safe keeping

· Work with IT Coordinator to make sure client information is removed from site computers

· Create site report that includes totals for all required data (i.e. AGI and EITC) 

E-Filer: transmits completed returns to the IRS and State

· Check completed returns against preparer log sheets

· Download appropriate files from server (or individual computers) for transmittal to the State and IRS

· Check DCN report before transmitting

· Download acknowledgments from the State and IRS 1-2 days after transmission and check against returns

· Accepted Returns – remove the signed 8453s and send to the IRS; a copy is kept on file until season end

· Rejected Returns – review the reject code and determine method for correction (client may need to return)

· Once corrections are made, resend corrected returns to the IRS

· Keep site copies of returns in envelopes labeled with date and last names for easy reference

· Maintain confidentiality of client information

Volunteer Coordinator: recruits volunteers; coordinates training, filing schedules 

Pre-Season

· Work with Volunteer Center to write ad copy

· Send letters in the fall to current/potential volunteers to determine interest/update contact info

· Arrange for a pre-season open house to announce program details and hand out manuals

· Work with trainer(s) to establish training dates and schedule volunteers for training

· Try to get volunteers to commit to filing dates before the season starts 

· Order food for training dates

· Assign volunteers to specific positions (see below) 

· Responsible for providing copies of volunteer certifications/agreements to site coordinator

Filing Season

· Provide volunteer sign-in sheet

· Maintain spreadsheet of volunteer contact info and hours worked

· Make weekly reminder calls to make sure filing sites are adequately staffed

Post-Season

· Distribute and tabulate volunteer survey along with thank-you letter

· Plan celebration dinner

· Provide volunteer names to IRS for recognition certificates

Tax Instructor: provides pre-season volunteer tax instruction

· Should have several years’ experience in Tax Law, specializing in low-income tax issues. 

· Tax law instruction is based upon IRS and State training materials

· computer training utilizes IRS-provided software

Tax Specialist
Pre-Season

· All Tax Specialists must pass an IRS certification exam in order to prepare tax returns

· Training options include: classroom, IRS online site or self-study manual. 

Filing Season

· Answer questions (both tax law and computer input questions) as tax returns are being prepared

· Maintain confidentiality of client information

IT Coordinator/Technical Support

Pre-season

· Set up site computers (assist in finding borrowed or donated computers, if necessary)

· Install software and updates

· Network computers as necessary

· Install firewalls or other security measures

· Make sure an Internet connection is available

Filing Season

· Be on site for the first few filing dates in case volunteers experience computer troubles 

· Once traffic slows, IT support can be provided on an on-call basis

Post-season

· Responsible for removing all taxpayer files from computers used during tax season

· Burn two final disks with all taxpayer files

· one for the IRS with all taxpayer files

· one backup copy for the Site Coordinator or EFIN registrant

Receptionist: official greeter and “traffic cop”

· Should be familiar with tax filing process (does not need to attend training)

· Make sure all clients sign in and are given a number

· Work w/Site Coordinator to determine a “cut-off” number

· Refer clients who arrive after the cut-off to other filing dates/locations

· Make sure clients and preparers are matched up in the correct order

· Answer phones (if the site has one)

· Provide educational handouts to clients who are waiting

· Serve as “cheerleader” to keep spirits up when the wait is long

· Maintain confidentiality of client information

Client Intake/Out-take: client interviewer

· Tax law training desirable but not required

· Meet individually with clients before they meet with a tax preparer

· Screen clients for eligibility

· Make sure clients have all necessary paperwork

· Help clients fill out IRS-mandated forms (intake sheet, privacy agreement).

· Sign out each client, obtain survey answers (if using) and hand out free gift (if provided)

· Maintain confidentiality of client information

Tax Preparer

Pre-Season

· All Tax Preparers must pass an IRS certification exam in order to prepare tax returns

· Training options include: classroom, IRS online site or self-study manual. 

Filing Season

· Review the Client Intake Sheet with client before entering data into the computer

· Ask appropriate questions to make sure all income, deductions and allowable credits are claimed

· Maintain confidentiality of client information

· Refer questions/concerns (in private) to the Tax Specialist or Site Coordinator

· Prepare a complete tax return, including Federal and State as appropriate

· Run computer diagnostic on return before printing and having return checked

· Give client a complete copy of their return; make sure all site copies are signed

Quality Control

Pre-Season

· All Tax Preparers must pass an IRS certification exam in order to prepare tax returns

· Training options include: classroom, IRS online site or self-study manual. 

Filing Season

· Ideal for knowledgeable volunteers who prefer not to have a lot of client contact. 

· Review completed tax returns for math errors and miskeyed information

· Make sure all necessary documents are signed in the right place

· Determine that preparers asked the right questions and correctly filled out all appropriate forms

· Provide feedback on preparer errors to Site Coordinator and/or Tax Specialist

· Maintain confidentiality of client information

Interpreter

· Assist clients who don’t speak English

· Prefer some tax background or training so technical questions can be answered without key information being “lost in translation” 

Outreach

· Assist Coalition marketing efforts

· Distribute flyers to area businesses

· Fulfill hotline requests

· Help with public relations efforts

Recommended Supply Lists

Computer Supplies

· Toner (copier and printer)

· Paper

· Disks

· Battery backup (for laptops)

Volunteer Supplies

· Pencils/pens

· Scratch pads

· Stapler/staples

· Calculators

· Paper clips

· Envelopes/labels

· File folders

· “Cheat sheets”


· Log sheets

· Zip-loc baggies

· Clipboards

· Name tags

Tax Forms and Publications

· Instructor Guides (Pub. #1155)

· Textbooks (Pubs. #678 and #17)

· 1040 Instructions

· Volunteer e-file Handbook (Pub. #3189)

· IRS Business Reply Labels – Andover

· Important Tax Records Envelopes (#730)

· Client Intake Sheets (#13614)

· Volunteer Standards of Conduct Forms (#13615)

· Posters in English and Spanish
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      Volunteer Center of Southwest Michigan

Organization Request for Volunteers

Today’s Date: 10/31/05

Requesting Organization Southwest Michigan Community Action Agency
Address: 185 E Main St., Suite 200  Benton Harbor, MI   ZIP: 49022 

Contact Person: Lesli Nadolski       Phone 269-369-7025
E-mail Address: leslinadolski@yahoo.com       Fax: 269-925-9271  

On-the-Job Supervisor: Lesli Nadolski and Diane Forrest   Phone: above or 925-9077 

Volunteer Position’s Title: Tax Return Preparer   No. Vols. Needed:  15-20 

Organization’s Mission Statement: Southwest Michigan Community Action Agency (SMCAA) exists to assist people in economic need and enable them to achieve and sustain self-sufficiency while respecting their diversity.

Goal of Volunteer’s activity (what is the benefit 1. to the organization and 2. for the volunteer): 1. Prepare tax returns for low-income clients who would otherwise have to pay to get their taxes done. 2. Learn to prepare tax returns and receive the satisfaction of helping those who really need this service.

Time Commitment: Hours per Week Varies (3 min. – 12 max.)
                              Minimum Duration: We prefer volunteers willing to work over several weeks

Days Needed: Saturdays (8:30 a.m. – 4 p.m. and Mondays (3:30 p.m. – 8 p.m.)
Time of Day: Depends on day volunteering

                                    Starting Date: Jan. 7, 2006 End Date, if any: April 15, 2006 

Location of Assignment if other than above address: Workforce Skills Development Center, 300 Riverview Dr., Benton Harbor

How does this volunteer position fit with organization’s mission? Assisting low-income individuals and providing a truly needed service to the community.

Specific Duties and Responsibilities (use reverse side if needed): Attend mandatory tax law and TaxWise software training sessions; pass certification test; volunteer at a minimum of three filing dates preparing tax returns for clients. Expect total training time of 15-20 hours.
Qualifications or Special Skills (required or preferred):Some accounting or tax preparation experience helpful but not required; sensitivity and ability to empathize with low-income individuals a must.

Age Preference: Prefer adults ages 17 and older. Retired individuals encouraged to apply.
Requirements: (e.g., T.B. Test): Must pass certification test and sign IRS volunteer agreement.

What Training is Provided: Tax law and TaxWise software training will be provided in early January; additional online training (does NOT replace classroom training) is available through the IRS website (www.irs.gov).

Who Will Do the Training: Local accounting professionals and/or representatives from the IRS.
Is Transportation Provided? No

Signature of Volunteer Program Manager___________________________________________
Please return to: Volunteer Center of Southwest Michigan:1213 Oak Street, Niles, MI 49120         
Fax: 616.683.1220                                         E-mail address:  volunteercenter@qtm.net

November 15, 2006

Dear Valued Volunteer,

It’s nearly tax time again, and I am writing to you in hopes that you will once again consider volunteering for our 2006 tax projects in Berrien, Cass or Van Buren County. Last year marked the first time that all three counties jointly marketed free tax preparation services to low- and middle-income taxpayers. By pooling funds, staff and ideas, the coalitions were able to successfully operate filing sites in 10 communities throughout Southwest Michigan.

During the 2005 tax season, more than 100 volunteers gave nearly 2,500 hours of their time, providing free tax preparation services for 1,000 people throughout the tri-county area. Those who filed at coalition sites claimed almost $600,000 in Earned Income Tax Credits and received federal refunds of more than $1 million. Because we offered filing services at no charge, our clients also were able to save the cost of filing fees – good news for our families’ financial picture as well as for the local economy.

Due to positive word of mouth we expect our program to grow exponentially in 2006, and we sincerely hope that you will consider volunteering again for this worthy cause. We plan to kick off our volunteer recruitment with informational open houses on Saturday, December 10 from 11 a.m. – Noon and Monday, December 12 from 6:30 – 7:30 p.m. at the former CWCC building, 175 W. Main St., Benton Harbor. We encourage you to attend one of those sessions to learn more about training dates, filing sites and volunteer job descriptions. 

All volunteers who prepare taxes are required to attend classroom training and pass a certification test. Supplemental training options include the IRS’ Link & Learn online training course, and a training manual with self test. We will announce classroom dates and locations at the open houses, or you can contact me later this fall for more details. As always, we welcome non-tax savvy volunteers to assist us with client intake, reception and site assistance. We also will provide site procedures training to prepare all volunteers 

Attached to this letter is a list of filing dates and locations for the 2006 filing season in Benton Harbor and Niles. Our hope and expectation is that all volunteers will work a minimum of three shifts and commit to those dates at the start of the filing season. This will allow us to plan staffing needs in advance and cut down on weekly phone calls and emails. Many thanks to Workforce Skills Development Center in Benton Harbor for graciously offering their building for the third year running. We also are pleased to be back in Niles in 2006, where we plan several filing dates at Ferry Street School Resource Center. 

As always, we appreciate referrals and encourage you to recruit people whom you think have the skills to be good tax volunteers. New volunteers can register for this program by calling The Volunteer Center of Southwest Michigan at 983-0912 (Niles volunteers call 683-5464). If you have questions about the program, filing dates or training requirements, feel free to call me at 369-7025 or email me at leslinadolski@yahoo.com. I look forward to working with you again to improve our community!

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

.

May 9, 2005

Dear ,

Many thanks for your assistance in helping to make our free tax filing program such a success. Thanks to your efforts, we were able to serve more than 430 people, who claimed nearly $300,000 in earned income tax credits and almost $500,000 in federal refunds. Because of our dedicated Coalition members and tax site volunteers, the Berrien County program is being heralded as one of the most successful in the state!

This year we had 57 volunteers who worked a total of 1,150 hours. According to my records you volunteered a total of  hours. Several employers in the area offer volunteer incentives, such as Whirlpool’s Dollars for Doers Program. Please check with your Human Resources Department to find out whether your company offers such a program. 

No successful effort is complete without a celebration gathering to show our appreciation, discuss our experiences and look toward next year. Please join us on Tuesday, May 17 at 6 p.m. for a Volunteer Appreciation Dinner at the First Church of God (downstairs fellowship room), 2627 Niles Ave., St. Joseph.

Enclosed is a Volunteer Survey that we hope you’ll take a few moments to complete. You may mail or fax it to Diane Forrest (contact information is on the survey) or bring it with you to the dinner.

Please RSVP to Lesli Nadolski at 429-0797 or leslinadolski@yahoo.com, no later than Friday, May 13. We hope to see you there!

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

June 9, 2005

Dear Tami,

Thanks again for your assistance with the 2005 EITC Project in Benton Harbor. We appreciate the efforts from all our volunteers. We couldn’t have done it without you.

During our May celebration dinner we toasted the project’s success, shared data and handed out small tokens of appreciation. We’re sorry you and Tim weren’t able to attend, so I’m taking the time now to get this packet out to you. Enclosed, please find your IRS certificates of appreciation, volunteer pins and gift cards from the EITC Coalition. It’s our way of saying “thank you for a fine job, and please come back and volunteer in 2006!”

I’ve also enclosed for your reading pleasure a copy of the final statistical report from our Benton Harbor VITA site. As you will see from the numbers, you can feel proud of the role you played in helping to serve so many people and bring back hundreds of thousands of dollars to our community. Plan on receiving an update from the coalition in early fall with information about the 2006 project, training dates and contact information. Once again, thank you for your dedication and interest. 

Sincerely,

Lesli Davis Nadolski

EITC Coordinator

Southwest Michigan Community Action Agency

For Immediate Release

Media Contact:

Lesli Nadolski (269) 369-7025
COALITIONS SEEK VOLUNTEERS TO PROVIDE FREE 

TAX PREPARATION ASSISTANCE

(St. Joseph, MI  November 29, 2005) – Tax season is looming, and while many people simply hand over their W-2s and receipts to an accountant, there are many who struggle to fill out their own returns or simply don’t file at all because they didn’t earn enough to owe any taxes. For the third year running, community tax coalitions in Berrien, Cass and Van Buren Counties are here to help.

The Earned Income Tax Credit (EITC) is a refundable Federal income tax credit for low-income working individuals and families. The credit reduces the amount of taxes owed and can result in a refund check of up to $4,400. Income and family size determine the amount of the EITC.

During the 2005 tax season, more than 100 volunteers gave nearly 2,500 hours of their time, enabling the coalitions to provide free tax preparation for 1,000 people throughout the tri-county area. Those who filed at coalition sites claimed almost $600,000 in EITC and received federal refunds of more than $1 million.

The IRS estimates that nearly $2 million in EITC credits went unclaimed in the Benton Harbor area in 2002. In October 2003, Governor Granholm named Berrien and Van Buren Counties as pilot sites for a special outreach program to educate the public about the EITC and provide free tax assistance to eligible filers. EITC coalitions in both counties formed as a result and include representatives from area social service agencies, banks and other businesses. The Cass County Coalition began meeting in 2004.

-MORE-

TAX VOLUNTEERS/ADD ONE

All three coalitions are seeking volunteers to assist in the preparation and e-filing of tax returns between January 28 and April 15, 2005. Tax experience is not required, and free training will be provided. Computer experience is helpful but not required. Other volunteer positions include registration, quality assurance, client intake and community outreach. Interested volunteers in Berrien, Cass and Van Buren counties should call the Volunteer Center of Southwest Michigan at (269)983-0912 or (269)683-5464 for more information or to register.
The Berrien County EITC Coalition will host two Informational Sessions where interested volunteers can find out about training options, filing dates and job descriptions. These will occur on Saturday, December 10 from 11 a.m. to Noon, and Monday, December 12 from 6:30 – 7:30 p.m. Both sessions will take place at Workforce Skills Development Center, 300 Riverview Dr., Benton Harbor.

###
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VOLUNTEER AVAILABILITY FOR FILING:

I plan to volunteer on the following days in Benton Harbor (please circle):

Saturdays (8:30 am – 3:30 pm)


Monday (3:30 – 7:30 pm)





January 28

February 11


January 30

February 6
February 13
February 25

March 11


February 20 

February 27
March 6
March 25

April 8



March 13

March 20
March 27


April 15





April 3


April 10
Location: Workforce Skills Development Center: 300 Riverview Dr., Benton Harbor. Driveway is located directly across from Eagle’s Supermarket.

I plan to volunteer on the following Sundays in Niles (please circle):

Sundays (1 – 4 pm)









January 29

February 12

March 12

April 2
Location: Ferry Street School Resource Center: 620 Ferry St. in Niles (two blocks East off of 5th St./M-51).
Name:

Phone:

Email:

Please return as soon as possible to Diane Forrest, SMCAA: 185 E. Main St., Suite 200, Benton Harbor. 

FAX: 925-9271.

BENTON HARBOR EITC PROGRAM

2006 TRAINING DATES

AARP training: Jan. 9 – 13 (all day)




Location: Jefferson School

** By appointment only! Call 369-7025 if interested

Tax Law training: Jan. 7 and 14
(9 a.m. – 4 p.m.)


Location: 175 W. Main, BH

TaxWise software training/Site Procedures: Jan. 21 (9 a.m. – 2 p.m.)
Location: 175 W. Main, BH

Tax Wise/Site Procedures/ Practice Problems: Jan. 23 (6 – 9 p.m.)
Location: 300 Riverview Dr., BH

** Classroom training required for all new AND returning volunteers. Link & Learn and at-home study are considered supplemental training, not an alternative.

Certification by passing the IRS test (found in the textbook) is required before volunteering as a tax preparer. Test segments 1 and 2 should be completed by all volunteers as well as segment 3/basic problem 1. Military and International tax sections should be skipped.

2006 FILING DATES @ WORKFORCE SKILLS DEVELOPMENT CENTER, BH

January

Saturday, Jan. 28



Monday, Jan. 30

February

Saturdays: Feb. 11 and 25


Mondays: Feb. 6, 13, 20, 27

March

Saturdays: March 11 and 25


Mondays: March 6, 13, 20, 27

April

Saturdays: April 8 and 15


Mondays: April 3 and 10

Saturday Hours: 8:30 a.m. – 3:30 p.m.

Monday Hours: 4 – 7 p.m.

2006 FILING DATES @ FERRY ST. SCHOOL RESOURCE CENTER, NILES

Sundays from 12:30 – 4:30 p.m.

January 29

February 12

March 12

April 2

Training Schedule – January 2006

Berrien County EITC Coalition at CWCC, 175 West Main, Benton Harbor

Tax law training:

Saturday,  1/7/06    9AM to 4 PM    VRPP Text 

and

Saturday,  1/14/06  9 AM to 4 PM    State of Michigan Text  and  VRPP Text continued

and computer training options:

Saturday,  1/21/06   9 AM to 2 PM   TaxWise Training and Site Procedures

or

Monday,  1/23/06   6 PM to 9 PM   TaxWise Training and open computer lab


(this session at Workforce, 300 Riverview Drive, Benton Harbor)

AARP at Jefferson School – preregistration required

Monday,  1/9/06   9 AM to 3 PM   VRPP Text

and

Tuesday,  1/10/06  9 AM to 3 PM   State of Michigan representative

and

Thursday, 1/12/06   9 AM to 3 PM  VRPP Text – pensions, stock sales, home sales, etc.

and

Friday,  1/13/06    9 AM to noon   VRPP Text and Michigan continued as needed

additional sessions for TaxWise  may be scheduled 

Van Buren Coalition at MSU Extension in Paw Paw

Wednesday,   1/18/06    5:30 PM to 8:30  PM    VRPP Text 

and

Thursday,   1/19/06    5:30 PM to 8:30  PM    VRPP Text continued

and

Saturday,  1/21/06  9 AM to 4 PM    State of Michigan Text  and  VRPP Text continued

and

Wednesday,  1/25/06    5:30 PM to  8:30 PM   Tax Wise Training at Lawrence ISD

Andrews University – Berrien Springs

Location: Whirlpool Room in Chan Shun Hall (School of Business).  Chan Shun Hall is on Seminary Drive, and is next door to the seminary and across the street from the Howard Performing Arts Center

Sunday 1/15 and Sunday 1/22, 10:30 – 5:30 each day
Tax Law/State of Michigan

Monday, 1/23, 5 – 9 p.m.
Site Procedures and Dinner @ Workforce Skills Development Center, 300 Riverview Dr., Benton Harbor
Textbook Notes:  skip the Military and International sections.

Test Notes:  for VITA sites complete segments 1 and 2 and only the Basic Return for segment 3, the test will be complete at page 28.   For AARP sites, complete segments 1 and 2 and the Advanced Return for segment 3, skip pages 22 to 35, the test will be complete at page 42.  If working at both site types, do both returns and squish the answers onto the test answer sheet, identifying which return they apply to.

2006 EITC Volunteer Survey

Please share your thoughts on this year’s free tax preparation service in order to help us improve the program for next year. We know there’s always room for improvement, and with your help we can help make Berrien County’s VITA program the best in the state! Thanks in advance, and we hope to see you at the celebration lunch on May 18.

--Berrien County EITC Coalition

VOLUNTEER SERVICE

In what capacity did you volunteer?

___tax preparation   ___reception/intake   ___quality control

Are you planning to return next year?  ___yes  ___no  ___not sure

If so, what times and days are most convenient for you?

____________________________________________________________________________

What is the maximum number of hours per “shift” that you prefer to volunteer? _________

What are the top three reasons you will consider volunteering with us again? _____________________________________________________________________________
_____________________________________________________________________________

_____________________________________________________________________________

If not planning to return, please share your reasons with us:

_____________________________________________________________________________

_____________________________________________________________________________

Comments & suggestions:

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________
TRAINING

Was the training adequate for the situations you encountered during the tax season?   ___yes  ___ no

Was the training material adequate?   ___yes  ___ no

Training attended:

Tax Law: ____ 
Classroom: ____        Self Study: _____
Link & Learn (online): _____

Tax Wise: ____   
Site Procedures: ____
Other (describe): __________

When would you prefer training for next year?

Nov. ‘06___  Dec. ‘06____  Early Jan. ‘07____   Other:_______________

Comments & Suggestions:

_________________________________________________________________________________

_________________________________________________________________________________
_________________________________________________________________________________
SITE PROCEDURES

Was the site adequately equipped to allow you to provide tax preparation service?  ___yes  ___no

Was the site adequately staffed to allow you to provide quality tax preparation service?  ___yes  ___no

Comments & suggestions:

_________________________________________________________________________________

_________________________________________________________________________________
_________________________________________________________________________________
IMPROVEMENTS FOR NEXT YEAR

What did you like best about the site/training/tax preparation:

_________________________________________________________________________________

_________________________________________________________________________________

_________________________________________________________________________________
What did you like least about the site/training/tax preparation:

_________________________________________________________________________________

_________________________________________________________________________________
_________________________________________________________________________________
Please use the back side of the sheet (and additional sheets as needed) to share your suggestions with us. THANK YOU for your input!

Name (optional):_________________________________ 

Please return by May 12 to Judy Peterson, Southwest Michigan Community Action Agency, 185 E. Main St., Benton Harbor, MI  49022 or FAX it to: 269-925-9271
2006 EITC Volunteer Survey Results

VOLUNTEER SERVICE

In what capacity did you volunteer?

Are you planning to return next year?

Tax preparation – 
10


Yes - 9

Reception/intake – 
7


No - 2

Other  – (Coalition)



Not sure - 6

If so, what times and days are most convenient for you?

Weekdays – 2

Weeknights - 3

Weekends:

Depends on class/work schedule – 1

· Sat. – 10
Anytime – 1 

· Sun. - 1

What is the maximum number of hours per “shift” that you prefer to volunteer?

3-5 hours – 4

4-6 hours - 5

5-7 hours – 2

6-8 hours – 3
Any – 


Top 3 Reasons for Returning:

· “Hate to see the commercial outfits prey on the unsuspecting taxpayers” (2)

· “Worthwhile cause”

· “Enjoy helping others” (6)

· “Enjoyable experience” (2)

· “Like community service” (2)

· “Learning new tax laws/gaining experience” (2)

· “Everyone is great to hang out with” (3)

· “Very tax-knowledgeable and helpful support staff (Linda, Diane, Lesli)”

· “Ability to volunteer in local area”

· “Volunteering was a great experience; it was something that truly helped people, and it wasn’t difficult to learn.”

· “It is an important service to provide low-income people” (2)

· “The community needs this free service”

· “Like working with Linda and Diane”

· “Working with Jane”

If not planning to return, please share your reasons with us:

· “Am very concerned about the ability of the EITC Coalition to continue providing quality tax preparation without our experts: Linda, Diane and Lesli”

· “Nothing to do”

· “Lack of assistance”

· “Beginning was run smoothly. The last two weeks many things went wrong (problems w/Niles site); Susan did her best but needed help. Tax preparers came at last minute or late. No privacy for clients.”

· “Not sure my health will be up to it next year”

Comments & suggestions:
· “More advertising: local manufacturers, colleges, WIC offices, etc.”

· “We had outstanding support staff. Without them the quality and enjoyability of our efforts would have greatly suffered.”

· “Have better printers available”

· “Norma was great to work with, and she provided information so that we really felt prepared to help”

· “We really need a paid coordinator who can devote their time to organizing, coordinating and being on site during the tax preparation season. It’s also essential to have tax experts at each site to field the questions of the tax preparers.” 

· “Find a coordinator that can fit times in with yours”

· “More advertising is needed in Niles. We could have served more”

· “More time on TaxWise software”

· “There should be a computer program set up for Intake. Data entry is much faster and clearer. Also could have a program set up for return customers”

TRAINING

Was the training adequate for the situations you encountered during the tax season?

Yes – 15

No – 0

Unsure - 

Was the training material adequate?
When would you prefer training for next year?

Yes – 14




Nov. ’06 -  1

No – 0




Dec. ’06 - 2






Early Jan. ’07 – 11






Other: 

Training attended:

Classroom: 9

Self Study: 1

Link & Learn: 3

Tax Wise: 7

Site Procedures: 9
Other: H&R Block class (1)

Comments & Suggestions:

· “Do some typical returns on computer using TaxWise before official opening”

· “Offer training all three months if possible because of the holidays”

· “No training can prepare one for all situations. The best training is dealing with each situation as it arises.”

· “Linda does an excellent job on training. Her expertise is invaluable during training and onsite during tax season. Good, solid training is essential in order to accurately prepare taxes.”

SITE PROCEDURES

Was the site adequately equipped to allow you to provide tax preparation service?

Yes – 14


No - 1

Sometimes - 1

Was the site adequately staffed to allow you to provide quality tax preparation service?

Yes – 14


No - 

Comments & suggestions:

· “The chairs need to be improved; many are broken and cannot be adjusted to work at computers.”

· “Work out bugs in computer before 1st date”

· “Faster printers”

· “Dowagiac Head Start was cramped and not conducive to privacy”

· “Use the laptop computers that were available at the end of the season. They made tax prep much easier and faster.” 

· “There was a lack of technical assistance available”

· “Computers in Niles not working properly last 2 weeks; preparers had to use their laptops”

IMPROVEMENTS FOR NEXT YEAR

What did you like best about the site/training/tax preparation:

· “Good overall experience”

· “We seemed to have a good working team”

· “Very well organized”

· “Excellent support staff”

· “Sufficient tax preparation volunteers”

· “Lunch and refreshments provided”

· “Doing a service for others”

· “The Cass Library seemed like a great site, and it was very comfortable”

· “The trainer (Linda) and onsite experts (Linda & Diane)”

· “Location of site” (3)

· “Catherine was very prepared and ready for the first client at the start-up time”

· “If I had a question, Norma was right there to answer it”

· “Linda’s training is excellent. Amy did well teaching TaxWise”

What did you like least about the site/training/tax preparation:

· “Computer network response was very slow at WSDC” (2)

· ”Computer monitors behind plastic screens very hard to read”

· “Equipment that didn’t work properly”

· “At the end, no one seemed to know what was going on (Niles); no heat, and equipment didn’t work”

· “Even though we tested online, I think there ought to be a couple of scenarios done by hand and on TaxWise to familiarize the concepts and the software”

· “Building (WSDC) was really cold”

Other Comments:

· ”Would like to see an evening volunteer celebration. Most work during the daytime, and travel to Lawrence is a bit much. Not one of my volunteers will be recognized due to time and drive distance. What a shame. They both are great volunteers.”

· “Volunteer luncheon was too far away for me to attend”

· “I have volunteered for the coalition since the beginning. It will be helpful for the new coordinator to be familiar with tax preparation and TaxWise – especially the transmittal”

Respondents:

Anonymous – 3


Lou Gibson

Tammy Crawford (C)



Bob Clark


Ron Jones (C)

Maria Jones (C)

Patty Backus (C)

Pam Gabriel

Mary Hale (N)



Catherine Marsh (Niles)

Bev Garwood (N)
Fredia Armstrong
Jane Temple


Amy McGuinn-Godbey

2005 EITC Meal Schedule & Budget

Benton Harbor

Open Houses @ WSDC

December 7, 6:30 – 8:30 p.m. – soda, veggie tray, cookies

December 11, 10 a.m. – Noon – coffee, juice, donuts

Total Approx. Cost = $120 (assumes 40 people total @ $3 ea.)

Training @ WSDC

January 8, 9:30 a.m. – 4:30 p.m.  – coffee, juice, donuts, box lunch

January 10, 5:30 – 8:30 p.m. – snacks

January 11, 5:30 – 8:30 p.m. – snacks

January 12, 5:30 – 8:30 p.m. – snacks

January 13, 5:30 – 8:30 p.m. – snacks

January 14 @ Andrews – snacks

January 15, 9:30 a.m. – 4:30 p.m. – coffee, juice, donuts, box lunch

January 17, Noon – 8:30 p.m.– lunch, snacks

January 18, 5:30 – 8:30 p.m. – snacks

January 19, 5:30 – 8:30 p.m. – snacks

January 20, 5:30 – 8:30 p.m. – snacks

January 22, 9:30 a.m. – 4:30 p.m. – coffee, juice, donuts, box lunch

January 24, 5:30 – 8:30 p.m. – open lab/no food

January 25, 5:30 – 8:30 p.m. – open lab/no food

January 26, 5:30 – 8:30 p.m. – open lab/no food

Approx. Cost = $960 (assumes 15 people per date @ $8 ea. (lunches) and $4 ea. (snacks)

Filing @ WSDC

January 29, 8 a.m. – 4 p.m. – breakfast items, lunch

January 30, 11 a.m. – 4 p.m. – lunch

February 1, 3 – 7 p.m. – dinner

February 5, 8 a.m. – 4 p.m. – breakfast items, lunch

February 6, 11 a.m. – 4 p.m. – lunch

February 8, 3 – 7 p.m. – dinner

February 15, 3-7 p.m. – dinner

February 19, 8 a.m. – 4 p.m. – breakfast items, lunch

February 20, 11 a.m. – 4 p.m. – lunch

February 22, 3 – 7 p.m. – dinner

March 1, 3 – 7 p.m. – dinner

March 8, 3 – 7 p.m. – dinner

March 12, 8 a.m. – 4 p.m. – breakfast items, lunch

March 15, 3 – 7 p.m. – dinner

March 22, 3 – 7 p.m. – dinner

March 26, 8 a.m. – 4 p.m. – breakfast items, lunch

March 29, 3 – 7 p.m. – dinner

April 5, 3 – 7 p.m. – dinner

April 9, 8 a.m. – 4 p.m. – breakfast items, lunch

April 12, 3 – 7 p.m. – dinner

April 15, 3 – 6 p.m. – dinner/party?

Approx. Cost = $2,016 (assumes average of 12 people per date @ $8 ea.)

Volunteer Celebration Dinner 

Total Approx. Cost = $600 (assumes attendance of 50 @ $12 ea.)

Total Meal Budget

$3,696

Cost includes items such as napkins, plates, cups, beverages, snacks, etc.

2005 EITC Volunteer Gift/Client Giveaway Budget

Benton Harbor

Volunteer Appreciation Gifts

60 volunteers @ $20 each = $1,200

Client Giveaways

800 clients @ $2 each = $1,600

Total Giveaway Budget

$2,800

Appendices
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