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When volunteers require assistance to complete the tax return, they should ensure privacy is maintained during these 
discussions. 

Requesting the Information 

When preparing tax returns, only information that is necessary and relevant should be requested. The information 
provided is entrusted to the volunteer with the taxpayer’s confidence that it will not be shared or used in any unauthorized 
manner. 

Information such as name, address, Social Security Numbers (SSN), birth dates, marital status, bank account information 
for direct deposit, and other basic information is necessary to prepare the tax return. Documents such as government 
issued photo ID, employer ID, school ID, social security cards, and ITIN letters are necessary to ensure identity and 
accuracy. 

Validating Taxpayer(s) Identity and Identification Number(s) 

The following validation procedures must be followed before a taxpayer may receive a copy of or sign a VITA/TCE 
prepared tax return. Typically, they should be followed prior to tax return preparation. 

IRS-tax law certified volunteers preparing tax returns must confirm the identity of each taxpayer signing the tax return to 
prevent identity theft and tax fraud. The volunteer must review an original photo identification (ID) such as valid driver’s 
license (U.S.), employer ID, school ID, state ID (U.S.), Military ID, national ID, visa, or passport. However, judgment 
should be used to accept any other valid form of identification. If a taxpayer cannot substantiate his/her identity, or if the 
volunteer is uncomfortable accepting the items presented as proof of identity, the taxpayer should be advised to return 
with an acceptable form of identification. Exceptions to requiring an original photo ID should only be made under extreme 
circumstances and require site coordinator approval. For example, the site coordinator can confirm the identity of an 
elderly person with a disability who has an expired driver’s license or passport but provides a valid birth certificate. 

IRS-tax law certified volunteers preparing tax returns must also verify the taxpayer identification numbers (TIN) and the 
correct spelling of names of all individuals listed on the tax return. Taxpayers should provide original or copies (paper or 
electronic) of social security cards or an acceptable substitute such as a letter from the Social Security Administration 
(SSA), Form SSA-1099, a Medicare card that includes the letter “A” after the SSN, and/or any other verification issued 
from the SSA. SSA verification documents with a truncated SSN (such as ***-**-1234) can be used as acceptable 
documents at the site coordinator’s discretion. For taxpayers or dependents who do not qualify for an SSN, the volunteer 
must review an IRS-issued ITIN card or letter or assist with applying for an ITIN. The mismatch of names and SSN or ITIN 
information is one of the top reasons for delays in processing electronic tax returns. 

Exception for validating identity and/or verifying the taxpayer identification number: The site coordinator has the 
discretion to grant an exception to the requirement to provide a valid form of identification and/or the requirement to 
provide proof of taxpayer identification number if the taxpayer is known to the site.  The definition of “known to the site” 
includes a taxpayer that frequently visits the same site every year for tax return preparation and is known to the site 
coordinator and the volunteers at the site. However, only the site coordinator can approve these exceptions. 

Signing the Tax Return 

A taxpayer may sign a VITA/TCE-prepared tax return, whether a paper-filed tax return or Form 8879 for an e-filed tax 
return, only when these validation procedures are complete. 

• No tax return may be electronically filed unless all taxpayers sign Form 8879 giving permission to have their 
VITA/TCE tax return e-filed. 

• A parent or guardian of a minor child may sign Form 8879 or the tax return for the child with, “By 
(parent/guardian’s signature), parent/guardian for minor child.” 

• If two taxpayers are filing a joint tax return, one taxpayer may sign the tax return for a missing spouse if 
authorized by Form 2848, Power of Attorney and Declaration of Representative, or a written statement (with 
the same information) but only if the missing spouse is: 
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