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Introduction
The Tax Counseling for the Elderly (TCE) Program
offers FREE tax help to individuals who are age 60 or
older. Many of our volunteers are retired themselves and
belong to non-profit groups that operate a local TCE
Program. The grant funds are made possible by an
appropriation of the Congress. Related IRS activities are
authorized by Section 163 of the Revenue Act of 1978,
Public Law No. 95-600, 92 Stat. 2810, November 6,
1978. This Act also authorizes the Internal Revenue
Service to enter into agreements with private or non-
governmental public non-profit  agencies or
organizations, exempt under Section 501 of the Internal
Revenue Code,  that will provide training and technical
assistance to volunteers who provide FREE tax
counseling and assistance to elderly individuals in the
preparation of their Federal income tax returns.

Grant funds are used to reimburse volunteers for out-
of-pocket expenses including transportation, meals, and
other expenses incurred by them in training or in
providing tax counseling assistance in any of the
locations where the elderly are located— retirement
homes, neighborhood sites or private houses of the
homebound.

Local TCE Programs are administered by non-profit
agencies and organizations under Cooperative
Agreements with the IRS in compliance with the Federal
Grant and Cooperative Agreement Act of 1977, Public
Law No. 95-224, 92 Stat. 3, February 3, 1978, codified
at 31 U.S.C. Chapter 63. Cooperative agreements made

before Congress has passed an appropriation bill for the
current fiscal year are conditioned on funds being
appropriated.

Cooperative agreements define the responsibilities of
the program sponsor and the IRS, the geographic area
involved, the maximum amount of money available, and
other necessary information.

Normally, eligible agencies and organizations
compete for acceptance as a TCE sponsor. They must
be non-profit (501) groups and experienced in
coordinating volunteer programs preferably with some
experience in income tax preparation. Since acceptance
is based on the information in the application package,
completeness, accuracy, and conformity to the criteria in
this package are essential.

A sponsor that is accepted is responsible for all
aspects of operating a TCE program including publicity,
recruitment, site selection, and management of
volunteers.

Volunteers other than professional accountants and
enrolled agents are required to pass a test to
demonstrate their competence and understanding of the
Federal tax law as it applies to the elderly. Although
volunteers are not generally required to attend training,
(see Section 550(d)), the Service or TCE sponsor could
require these two limited categories of volunteers to
attend such training as well as pass a test.

The necessity for renegotiation, suspension, or
termination of a Cooperative Agreement will be
determined solely by the Internal Revenue Service and
will not be subject to appeal.
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I. Program Requirements
Subpart 100
General
110
Purpose
This document outlines the requirements of the IRS Tax
Counseling for the Elderly (TCE) Program and provides
information on how non-profit (501) organizations may
enter into a Cooperative Agreement with the IRS.
(NOTE: Please retain this publication for future
reference.)

120
Definitions
The following definitions are used:
a. Administrative expense. Costs incurred by program
sponsors for salaries/benefits paid for clerical support,
supplies, rent/utilities/custodial services, audit of TCE
funds, travel by the organization’s administrator(s) (paid
staff), publicity, sponsor-developed program materials,
cost of statistical roll-up report, telephone installation for
a “telephone answering site,” and other administrative
items (e.g., printing, postage, insurance, etc.).

Administrative expenses include any amounts paid to
volunteers as reimbursement for printing, copying,
telephone services, etc.

Such payments will not be treated as reimbursement
expenses. See Section 120(y).
b. Assistance site. Volunteer tax assistance locations
where elderly individuals may receive free tax
assistance.
c. Closeout. The process by which a Federal
sponsoring agency determines that all applicable
administrative actions and all required work of the
cooperative agreement have been completed by the
recipient and the Federal sponsoring agency.
d. Controlled substance. As defined in schedules I
through V of section 202 of the Controlled Substances
Act (21 U.S.C. 812) and as further defined by regulation
at 21 CFR 1300.11 through 1300.15.
e. Conviction. A finding of guilt (including a pleading of
nolo contendere) or imposition of a sentence, or both,
by any judicial body charged with the responsibility to
determine violations of the Federal or State criminal
drug statute.
f. Counseling. Providing advice, guidance and
assistance regarding questions relating to individual
income tax returns, but does not include such things as
investment or estate planning or representing taxpayers
before the IRS or in judicial proceeding. For purposes of
this program, it also includes the preparation of tax
returns.
g. Criminal Drug Statute. A criminal statute involving
manufacture, distribution, dispensation, use, or

possession of any controlled substance.
h. Debarment. An action taken by the debarring official
in accordance with agency regulations implementing
Executive Order 12549 to exclude a person from
participating in covered transactions. A person so
excluded is “Debarred.”
I. Debarring official. The agency head or an official
designated by the agency head.
j. Drug-Free Workplace. A site for the performance of
work done in connection with a specific grant at which
employees of the grantee are prohibited from engaging
in the unlawful manufacture, distribution, dispensation,
possession or use of a controlled substance.
k. Elderly individual. A person who will be 60 years old
by the end of the year.
l. Employee. One who performs services for hire, salary
or wages.
m. Federal Income Tax Return. Selected IRS forms
required under Chapter 61 of the Internal Revenue
Code of 1986 (26 U.S.C.) with respect to the tax
imposed on an individual under Chapter 1 of such Code.
n. Grant. An award of financial assistance, including a
Cooperative Agreement, in the form of money or
property by a Federal agency directly to a grantee.
o. Grantee. A person or organization that applies for or
receives a grant directly from a Federal agency.
p. Individual. A person.
q. IRS. The Internal Revenue Service.
r. Minority Bank. A bank that is owned, at least 50
percent, by a minority group member(s).
s. Non-profit organization. An organization which
meets the criteria for exemption under Section 501 of
the Internal Revenue Code (and which is not otherwise
prohibited from being a sponsor by these program
guidelines).
t. OMB. The Office of Management and Budget.
u. Program or TCE Program. The Tax Counseling for
the Elderly Program authorized by Section 163 of the
Internal Revenue Act of 1978 (hereinafter referred to as
Section 163).
v. Program Regulations. The rules governing the
program, 26 Code of Federal Regulations sections
601.801 -  601.806.
w. Quality review. The checking of a tax return to
ensure its accuracy and completeness by an IRS
employee or a designated volunteer other than the
individual who assisted in the preparation of the return.
Additionally, it means checking the accuracy of
responses made to telephone inquiries at Telephone
Answering Sites.
x. Recipient. Public and private institutions of higher
education; public and private hospitals; and other quasi-
public and private nonprofit organizations such as (but
not limited to) community action agencies, research
institutes, educational associations, and health centers
that are receiving Federal funds from a Federal agency.
y. Reimbursement expense. Monies paid to volunteers
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working as recruiters, tax assistors, instructors,
coordinators/ administrators, and quality reviewers for
out-of-pocket expenses for meals, lodging, and
transportation costs incurred while performing TCE
related volunteer work.
z. Section 163. That portion of the Revenue Act of
1978, Public Law No. 95-600,
92 Stat. 2810, November 6, 1978, that authorized the
Secretary of the Treasury, through the IRS, to enter into
agreements with private or public non-profit agencies or
organizations, exempt under Section 501 of the Internal
Revenue Code, for the purpose of providing training and
technical assistance to prepare volunteers to provide tax
counseling assistance for elderly individuals, age 60 and
over, in the preparation of their Federal income tax
returns.
aa. Sponsor or Program Sponsor. A private or public
non-profit agency or organization, exempt under Section
501 of the Internal Revenue Code, which has entered
into a Cooperative Agreement with the IRS to

accomplish the objective of Section 163.
bb. Suspending Official. The agency head or an
official designated by the agency head.
cc. Suspension. An action taken by the suspending
official in accordance with agency regulation
implementing Executive Order 12549 to immediately
exclude a person from participating in covered
transactions for a temporary period, pending completion
of an investigation and such legal or debarment
proceedings as may ensue. A person so excluded is
“Suspended.”
dd. Telephone Answering Site. Location with
telephone number(s) that elderly individuals may call to
receive free tax counseling.
ee. Volunteers. Individuals under the direction of a
program sponsor who agree to provide their services
without pay to achieve the objectives of the program.
Volunteers may be reimbursed for out-of-pocket
expenses for meals, lodging, and transportation costs
incurred while performing TCE related volunteer work.
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II. Cooperative Agreements
Subpart 200
General
210
Eligibility and Evaluative Criteria
a. To be eligible to participate in the program you must:

1. Be a private or public non-profit organization that
qualifies for exemption under Section 501 of the
Internal Revenue Code of 1986;

2. Have experience in coordinating volunteer programs;
3. Not be a federal, state, or local governmental

agency or organization; and
4. Not have been debarred, suspended, or

voluntarily excluded from primary covered
transactions pursuant to the common rule on
nonprocurement debarment and suspension.

b. Acceptance into the program will be based on the
following criteria:
1. Prior experience in Federal income tax return

preparation;
2. Actions your organization has planned to ensure

that quality assistance will be provided to elderly
taxpayers;

3. Qualifications of your organization (i.e.,
experience in providing volunteer service and
services to the elderly, organizational structure,
and experience in managing federal grant
programs);

4. The adequacy of the certification provided on
nonprocurement debarment and suspension;

5. The adequacy of the certification provided on
government-wide requirements for a drug-free
workplace;

6. Reasonableness of your proposed budget (at least
70% of total program funds must be used for
reimbursement expenses);

7. Geographical area you expect to cover and the
extent of the coverage in each geographical area
(i.e., the number of proposed assistance sites,
number of volunteers, number of Federal income
tax returns to be prepared for elderly taxpayers,
and other assistance to be provided);

8. How your organization plans to assist the elderly
who are shut-in, blind, disabled, and/or who are
members of minority groups;

9. Your application’s completion and preparation
according to instructions; and

10. Your past performance, if you are a returning
sponsor.

220
Payments to Recipients (Sponsors)
a. As a rule, grantees will receive an advance payment

(half of the grant amount) after they have been

accepted into the program. However, grantees who
have a history of unsatisfactory performance or are
otherwise disqualified from receiving advance
payments under OMB Circular A-110, Attachment I,
may be subject to special conditions and/or
restrictions, including payment on a reimbursement
basis.

b. After the initial advance of one-half the grant amount,
sponsors must incur program expenses before
submitting a request for reimbursement.

c. If expenses are incurred prior to approval, and the
grant is later denied, all costs incurred will be the
responsibility of the applicant.

d. If an accepted sponsor finds it necessary to withdraw
from the TCE Program, the sponsor shall return
immediately any unexpended monies received by the
IRS. (Refer to Chapter IV, Section 420(c)).

e. If a grantee fails to comply with the terms and
conditions of the cooperative agreement, the IRS
may terminate the agreement.

NOTE: If you are accepted as a TCE sponsor and your
organization participated in the prior year
Program, and the organization has not timely
submitted the required financial forms and final
narrative for the prior year by the required
deadline as stated in Section 595, your
organization will be ineligible to receive an
advance payment.

230
Timetable
a. A Cooperative Agreement remains in effect for one

fiscal year. It expires on September 30 of each year
unless otherwise agreed to.

Cooperative Agreements will state:
1. the functions and duties to be performed by the

IRS, and the functions and duties to be performed
by the program sponsor,

2. the maximum amount of the award available to
the program sponsor,

3. the services to be provided for each geographical
area, and

4. other requirements as specified in the application.
b. The requirement of Section 163 of the Revenue Act

of 1978 shall be considered to be incorporated into
all Cooperative Agreements between the IRS and
program sponsors.

c. Most tax return preparation assistance will be
provided to elderly taxpayers during the usual period
for filing Federal income tax returns, that is from
January 1 to April 15 each year. However, the
program activities required to ensure that elderly
taxpayers receive efficient and quality tax assistance
will normally be conducted year-round, according to
the following schedule: October—recruit volunteers;
November and December—set training and testing
schedules for volunteers, identify assistance sites,
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and complete publicity plan for sites; December and
January—train and test volunteers and set volunteer
assistance schedules; January through April—
provide tax assistance and conduct publicity for sites;
May and June—prepare final report and evaluate
program; July and August—prepare for next year’s
program.

240
Notification of Award Decisions
a. Applicants whose proposals are accepted will

generally be notified of award decisions during
October or as soon as Congress has appropriated
TCE funds, whichever occurs later. The IRS will
advise those who were not selected.

b. Names, addresses, and telephone numbers of IRS
district office Taxpayer Education Coordinators will be
provided to program sponsors after the Cooperative
Agreements are signed.
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III. Administrative
Requirements
Subpart 300
General
a. Administrative requirements set forth in OMB and

Treasury Circulars—the basic administrative
requirements applicable to individual Cooperative
Agreements—are contained in OMB Circular No. A-
110, Grants and Agreements with Institutions of
Higher Education, Hospitals and Other Non-profit
Organizations (58 FR 62992, November 29, 1993, as
revised at 62 FR 45934, August 29, 1997); and OMB
Circular A-133, Audits of States, Local Governments,
and Non-profit Organizations (62 FR 35278, June 30,
1997). Section 525 briefly describes the applicable
audit requirements.

All applicable provisions of these circulars as
revised, and any existing and further supplements
and revisions are incorporated into these program
requirements and into all Cooperative Agreements
entered into between the Internal Revenue Service
and program sponsors.

b. Programs involving use of Federal funds also are
governed by a wide variety of Federal laws, Federal
regulations, Executive Orders of the President, and
circulars and directives from the Office of
Management and Budget and other Federal
agencies. These include certain civil rights laws, as
amended by the Civil Rights Restoration Act, Public
Law 100-259, 102 Stat. 28, March 22, 1988,
restrictions on political activities 18 U.S.C. 595, 598,
600-603, the preservation requirements in the
National Historic Preservation Act (16 U.S.C. 470 et
seq.) and the Archeological and Historic Preservation
Act of 1966 (16 U.S.C. 469a-1 et seq.), environmental
requirements of the Clean Air Act (42 U.S.C. 7401 et
seq.), the non-pollution requirement of the Federal
Water Pollution Control Provisions (33 U.S.C. 1251 et
seq.), and restrictions on lobbying (18 U.S.C. 1913).

310
Common Rule and Related
Requirements
a. Certifications are required for TCE funding, according

to the “common rule” adopted in 1988 on
nonprocurement debarment and suspension. This
means that you must certify that your organization
and its principals are not presently debarred or
suspended from covered transactions by any Federal
agency. In addition, you must certify that within the 3-
year period before applying, your organization and its
principals have not been convicted of or had a civil
judgment rendered against them for fraud or theft or
certain other offenses, and have not had one or more
public transactions terminated for cause or default.
You must also certify that your organization and its
principals are not presently criminally or civilly
charged with certain offenses.

b. Additional certifications are required according to the
newly adopted common rule, effective March 18,
1989 on Government-wide requirements for a drug-
free workplace (Pub. L. 100-690, Title V, Subtitle D, 41
U.S.C. 701-707). A potential program sponsor other
than an individual must certify that it will provide a
drug-free workplace by taking certain actions
specified in the law and implementing regulations.

c. Copies of the following certifications must be
completed and included in the application package.

Note: Although program sponsors that enter into lower
tier covered transactions must obtain required
certifications from lower tier participants under
the TCE grant (including a certification from the
person providing federally required audit
services), such certifications need not be
submitted to the TCE Program Manager, and
should instead be retained by the sponsor.
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IV. How to Apply
Subpart 400
General
410
a. Application Assembly. Please be sure to assemble

your application correctly. Applications that are not
assembled in the following order may be returned to
you, and may also result in delays or the non-
acceptance of your application.
1. Cooperative Agreement Cover Sheet: signed

(original signature only) and dated by an
authorized representative of the organization.
(page 14)

2. Background Narrative: prepared according to the
instructions on page 15.

3. Provide a copy of the determination letter issued
by the Internal Revenue Service recognizing your
organization as non-profit under Section 501 of
the Internal Revenue Code of 1986.

4. Your most recent financial statements.
5. Proposed Program Plan: prepared according to

the instructions on page 15.
6. Form 8653 - Tax Counseling for the Elderly

Application Plan. (page 19)

NOTE: Please see sample of Form 8653 for completing
your proposal. (page 17)

7. OMB Standard Form 424 (page 21): Completed
according to the instructions provided with the
form and signed by an authorized representative
of the organization. (Federal Domestic Catalog
Number, Block #10, is 21.006.)

8. Assurances and Certifications signed by an
authorized representative of the organization are
as follows:
1. “Certification Regarding Debarment,

Suspension, Ineligibility and Voluntary
Exclusion, Lower Tier Covered Transactions,”
(page 9)

2. “Certification Regarding Debarment,
Suspension, and Other Responsibility Matters
Primary Covered Transactions,” (page 10)

3. “Certification Regarding Government-Wide
Requirements for Drug-Free Workplace
(Grants)” (Two Forms), (pages 11 and 12 )

4. “Assurances and Certifications,” (page 23)
5. “Disclosure of Lobbying Activities,” (refer to

Section 530 for instructions) (page 29)
6. “Certifications Regarding Lobbying,” (refer to

Section 530 for instructions) (page 33)
b. APPLICATION SUBMISSION
1. Please type and double space all application
documents.
2. Submit 3 complete copies of the application
assembled as described above.

3. Remember...all documents and copies must have
original signatures in blue ink.
4. Please staple each copy separately in the upper left-
hand corner.

420
a. Method of Delivery.

1. Mail Delivery. If a record of delivery is desired,
please use certified mail, with a return receipt
requested. The application should be securely
wrapped and addressed as follows:

Internal Revenue Service
OP:C:E:W:E, Room C-7 - 185 (NCFB)
5000 Ellin Road
Lanham, MD 20706
Attn: TCE Program Manager

2. Hand Delivery. If you prefer, applications may be
delivered directly to the TCE Program Manager at
Internal Revenue Service, Room C-7 - 185, New
Carrollton Federal Building, 5000 Ellin Road,
Lanham, Maryland 20706,  between the hours of
8:00 a.m. and 5:00 p.m., EST, Monday through
Friday, except for Federal holidays. Hand-
delivered applications cannot be accepted at any
other time or by any other office.

b. Time of Delivery and Late Deliveries.
1. Deadline. The deadline for receipt of completed

applications by the IRS is 30 days after the
announcement of the application’s availability is
published in the Federal Register or by the date
as stated in the letter to prospective sponsors in
the TCE Application Package.

2. Late Deliveries. Any application received late will
not be considered unless:
• it was sent by registered or certified mail not

later than the fifth calendar day prior to the
date specified for the receipt of application.

• it was mailed bearing the postmark date that is
on or before the deadline of the application,
the IRS determines if late receipt was due
solely to mishandling by the IRS after receipt
at 5000 Ellin Road, Lanham, MD 20706.

• it was received before awards were made and
proposes to provide counseling services for
the elderly in a geographic area for which no
other eligible organization submitted an
acceptable application.

c. WITHDRAWALS. An application may be withdrawn at
any time during the application process or prior to the
time the grant money is awarded. If an accepted
sponsor finds it necessary to withdraw from the TCE
Program, the sponsor shall return immediately any
unexpended monies received by the IRS. ALL
WITHDRAWALS MUST BE MADE IN WRITING.

d. AVAILABILITY TO THE PUBLIC. All proposals will be
made available to the public upon written request
under provisions of the Freedom of Information Act.
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Cooperative Agreement Period:
The Cooperative Agreement covers the period from October 1, 1999, to September 30, 2000, pending approval of the above
named sponsor’s proposal.

NOTE: If expenses are incurred prior to approval, and the grant is later denied, all costs incurred will be the responsibility of the
Sponsor.

Maximum Amount of Funds Available from Internal Revenue Service for Expense Reimbursement:
The Maximum amount of funds available from the Internal Revenue Service under the Cooperative Agreement is__________ The
availability of funds is conditional upon the appropriation of funds by Congress. This amount may be increased in writing only by
the Internal Revenue Service, 5000 Ellin Road, Lanham, MD 20706, Attention: TCE Program Manager, OP:C:E:W:E, Room C7-
185, NCFB. No additional expense reimbursements or other payments shall be made by the Internal Revenue Service unless the
maximum amount of funds set forth above has been increased in writing by the National Director, Education, Walk-In, and
Correspondence Improvement Division.

(Rev. 5-98)
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To be Completed When Applying for Entry into the Program
430
Background Narrative
a. This section is designed to solicit information

concerning your qualifications.
b. Please provide specific responses to the

requirements listed below. Keep your comments
concise and relevant. Remember to double-space
and number your answers to correspond with the
appropriate requirement.
1. Describe your experience in coordinating volunteer

programs. Include type and duration of service,
target groups, and geographic areas covered.

2. Describe your experience in delivering services to
the elderly. Include type of services provided,
number of elderly reached, and geographic area
covered.

3. Describe your ability to properly utilize and
account for program funds. Include examples of
experience in managing Federal grants, if any, and
a description of the organization’s existing
accounting system and accounting support staff.
Include copies of relevant internal procedures, and
other pertinent information.

4. Provide background information on the quality of
your management staff. List the titles and state the
responsibilities and qualifications of the top five
members of your professional staff who will be
involved with the TCE Program.

5. Describe the nature of your organization. Include a
full explanation of your agency’s affiliation with
other organizations such as schools, governmental
bodies, or other private charitable organizations, if
such affiliations exist.

6. Describe your organization’s past Federal tax
return preparation experience.

440
Proposed Program Plan
a. This section is designed to solicit information

concerning your proposed tax assistance program,
and the methods and procedures you plan to use in
implementing the program. Complete Form 8653
(Application Plan) and submit it along with your
response to the statements below. Be sure to type
(double-spaced), and number your responses to
coincide with appropriate requirement.
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To be Completed When Applying for Entry Into the Program
Narrative
b. The language used in your proposed program plan

should not simply describe what has been done in
the past or describe existing programs. Instead, you
should indicate what type of assistance you plan to
provide if a grant is awarded to your organization.
1. Briefly describe your overall plans to implement

this program and the steps that will be taken to
ensure compliance with its rules and administrative
guidelines.

2. Describe the methods and resources that will be
used to recruit volunteer assistors, instructors, and
coordinators/administrators.

3. Describe plans to provide training for the
volunteers. Specify whether the IRS will be
required to conduct the training, or if your
organization will provide the training.  We strongly
encourage sponsors to conduct their own training
(refer to Section 550(h) for requirements for
volunteer instructors).

4. Estimate the amount needed for reimbursement to
volunteers. Describe your plans for reimbursement
to volunteers, describe the method you will use to
reimburse volunteers, and state how frequently
reimbursements will be made. For example, state
whether volunteers will be reimbursed for the
actual expenses they incur or whether stipends will
be provided. If you are planning to provide
stipends to your volunteers, indicate the amount of
the stipend. Stipends must be designed to relieve
the volunteer of expense documentation and
should be estimated based on expected out-of-
pocket expenses. Stipends may not be based on
the time the volunteer is expected to be engaged
in volunteer service.
• Describe the forms and vouchers you plan to

use to record volunteer and other expenses;
• Describe your accounting procedures; and
• Describe your plans for audits and controls.

5. Describe plans for program and site publicity.
6. Describe planned actions to ensure that the

volunteers provide quality service to elderly
taxpayers. You must describe planned on-site
quality review procedures and periodic meetings
you will hold to draw the attention of volunteers to
problem areas. (Please refer to Sections 550 and
580 of this handbook.)

7. Indicate the steps that will be taken to ensure
taxpayer privacy and to maintain the confidentiality
of tax returns. (Please refer to Section 550 of this
handbook.)

8. Itemize and explain your anticipated program costs
for all administrative expenses, including estimated
costs for the volunteer recognition items (see
Section 510(g)(9). These costs cannot be more
than 30% of the estimated program cost or line 15
of the Form 8653, Tax Counseling for the Elderly
Program Application Plan. Administrative costs
should not include the cost of the trip to
Washington, DC, for the orientation meeting. (See
number 13 below and also Section 510 (g) and (h)
of this handbook.)

9. Identify the geographic distribution of assistance
sites and telephone answering sites. If plans
include providing assistance in more than one
state, list the anticipated number of sites for each
state. Include in this description how many sites
will be operated one time only during the period
January 1 though April 15, and how many sites will
be operated on a regular basis.

10. Describe special plans to assist the elderly who
are shut-in, blind, disabled, and/or are members of
minority groups.

11. Explain internal procedures to be used to monitor
and evaluate program activities to ensure that the
program is being administered in accordance with
the guidelines.

12. If applicable, describe the type of assistance to be
given by telephone and your plans to monitor its
quality.

13. Provide an estimate of travel expenses (including
meals, lodging, taxi fares, etc.) to Washington, DC.
Cost of travel by commercial transportation must
be economy fare, and discount rates (excursion
and/or “super-saver” fares) should be used when
applicable. Meals and lodging will be limited to the
applicable government per diem rate in effect at
that time.  Currently, the applicable per diem rate
for meals is $46.00 and $115.00 for lodging.
However, the hotel rate doesn’t include tax.  The
rates are subject to increase at a later date.
Note: The total estimated cost of the Washington,

DC orientation meeting should be reported
on line 16 of the Form 8653.

14. If your organization is interested in participating in
an alternative way of filing, i.e., e-filing, describe
your proposed activities and associated costs,
including the type of expenses and estimated
amounts.  The total estimated cost for electronic
filing should be stated on line 17 of the Form 8653.
These expenses are not considered administrative
expenses.  In addition, they should not exceed the
total grant amount. (Refer to Section 520 for more
detailed information.)
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SA
M
PL
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2000

20 $1,000

2 800
22 $1,800

2 $200
75

2 300
50

75
700

2,500
500
200

3,200

1,000
10

5
100

5
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Instructions

Lines 1-3. Enter the number of volunteer tax assistors on line 1 (a), the number of volunteer tax instructions on line

2(a), the number of volunteer coordinators/administrators on line 3(a). DO NOT count any volunteer twice, even if he/
she serves in two or more capacities.

Enter the estimated amount of reimbursement for tax assistors, instructors and coordinators/administrators on the
appropriate line in column (b). DO NOT include expenses for any volunteer twice (i.e., if an individual serves as a
volunteer coordinator as well as a tax assistor all of his/her expenses should be estimated on line 3, only).

Lines 4-5. Self-explanatory.

Line 6. Supplies include pencils, pens, paper, postage, etc.

Lines 7-9. Self-explanatory.

Line 10. Enter the estimated cost for the development of publicity (i.e., public service announcements, posters,
brochures) and other publicity materials.

Line 11. Enter the estimated cost for report processing.

Line 12. Enter the estimated cost of installing temporary telephone lines at “telephone answering sites.”

Line 13. Enter the estimated cost for all postage, including postage needed for the fulfillment of orders for program
materials.

Lines 14-18. Self-explanatory.

Line 19. List the number of taxpayers you expect to assist during this year’s TCE Program.

Line 20. State the number of assistance sites you expect to operate.

Lines 21a-b. Estimate the number of telephone answering sites, the number of calls to be received, the number of
telephone lines available (those already in existence and those to be installed).

Form 8653 (Rev. 4-96)
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Instructions

Lines 1-3. Enter the number of volunteer tax assistors on line 1 (a), the number of volunteer tax instructions on line

2(a), the number of volunteer coordinators/administrators on line 3(a). DO NOT count any volunteer twice, even if he/
she serves in two or more capacities.

Enter the estimated amount of reimbursement for tax assistors, instructors and coordinators/administrators on the
appropriate line in column (b). DO NOT include expenses for any volunteer twice (i.e., if an individual serves as a
volunteer coordinator as well as a tax assistor all of his/her expenses should be estimated on line 3, only).

Lines 4-5. Self-explanatory.

Line 6. Supplies include pencils, pens, paper, postage, etc.

Lines 7-9. Self-explanatory.

Line 10. Enter the estimated cost for the development of publicity (i.e., public service announcements, posters,
brochures) and other publicity materials.

Line 11. Enter the estimated cost for report processing.

Line 12. Enter the estimated cost of installing temporary telephone lines at “telephone answering sites.”

Line 13. Enter the estimated cost for all postage, including postage needed for the fulfillment of orders for program
materials.

Lines 14-18. Self-explanatory.

Line 19. List the number of taxpayers you expect to assist during this year’s TCE Program.

Line 20. State the number of assistance sites you expect to operate.

Lines 21a-b. Estimate the number of telephone answering sites, the number of calls to be received, the number of
telephone lines available (those already in existence and those to be installed).

Form 8653 (Rev. 4-96)
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V. After You Have Been
Accepted Into the Program
Responsibilities of the Program Sponsor
Subpart 500
General
510
Management of Funds
a. Once a proposal has been accepted, and all

appropriate documents have been signed (by the
National Director, Education, Walk-In, and
Correspondence Improvement Division, and the
responsible official for the sponsoring organization),
the IRS will generally provide a portion of the grant
amount by Treasury check as an advance payment of
Federal funds. (See Section 220)

b. You must maintain advances of Federal grant funds in
insured accounts whenever possible.  In addition, you
must deposit advances in interest-bearing accounts
unless:
1. you receive less than $120,000.00 in federal

awards per year;
2. the best reasonably available interest-bearing

account would not be expected to earn interest in
excess of $250.00 per year on Federal cash
balances; or

3. the depository would require an average or
minimum balance so high that an interest-bearing
account would not be feasible, given the grantee’s
expected federal and non-federal cash resources.

c. YOU SHALL PROMPTLY, BUT AT LEAST
ANNUALLY, REMIT TO THE IRS INTEREST
EARNED ON ADVANCES OF FEDERAL GRANT
FUNDS. HOWEVER, YOU MAY KEEP INTEREST
EARNED ON ALL ADVANCES OF FEDERAL
GRANT FUNDS, IF $250.00 OR LESS PER FISCAL
YEAR.

d. Any changes to the above procedures must be
approved in writing by the IRS National Office TCE
Program Manager.

e. Consistent with the national goal of expanding the
opportunities for minority business enterprises,
recipients are encouraged to use minority banks.

f. The expenses shown in (g) are allowable costs
provided they are ordinary and necessary and, in
total, do not exceed the amount of the total award
specified in the Cooperative Agreement.  Budgeted
activities must not exceed the amount stated in the
Tax Counseling for the Elderly Program Application
Plan, Form 8653, Line 18, without written approval
from the IRS.

g. Expenses are allowable only if they are expenses or
costs that would not have been incurred but for the

program. Such expenses include: reimbursements to
volunteers, publicity, and training costs directly and
totally associated with the program. Such expenses
would also include properly allocable:
1. salaries, wages, and benefits of clerical personnel;
2. office supplies and equipment with a unit cost less

than $15;
3. rent, utilities, and custodial services when

additional and necessary;
4. miscellaneous services, such as printing, postage,

insurance, etc.;
5. audit services;
6. installation of telephone lines necessary to service

a telephone answering site. (Payments will only be
provided for “Telephone Answering Site” lines
installed and maintained to exclusively handle calls
from the elderly regarding Federal tax inquiries,
not for the organization’s business lines);

7. travel of program sponsors (or expenses incurred
by program administrators or coordinators who are
paid staff to monitor sites, meet with District
Coordinator, etc., and may be required to travel to
IRS National Office, Washington DC, to attend an
orientation/training session; (The purpose of the
session is to fully explain the requirements and
obligations of the TCE Program.)

8. costs incurred for interpreter services for a
hearing-impaired taxpayer (if applicable, include on
Form 8654 and write in as “INTERPRETER
SERVICES” as an administrative expense.

9. The sponsor may use grant funds to purchase
items to recognize volunteers for their contributions
to the TCE Program. Recognition items should not
exceed $5.00 per volunteer and should be
reported on Form 8653 and Form 8654 as an
administrative expense under “supplies”. (Refer to
Section 440(b)(8)) and Section 595(e)(8) for
itemizing volunteer recognition expenses.)

10. The sponsor may use grant funds to purchase
software for the e-filing of returns and 1040PC
format return preparation. This purchase is not
considered an administrative expense.  The
sponsor may also use grant funds to purchase
supplies for e-filing and 1040pc format return
preparation.  Supplies include diskettes, paper,
cartridges, toner, postage for acknowledgment and
rejection letters, and other miscellaneous
expenses.  grant funds can also be used for
upgrading equipment.    If possible, costs for
upgrades to equipment should be kept to a
minimum.  These expenses should be reported on
Forms 8653 (line 17) and 8654 (line 21).  In
addition, these expenses should be itemized in
your Proposed Program plan and final narrative.
Remember, these expenses must remain within
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your total grant amount.

Federal funds may NOT be used for:
1. salaries, wages, and benefits of program sponsor

executives or administrators;
2. supplies or equipment with a unit cost of more

than $15 (Refer to exception in Section 510(g)(9));
3. purchase, construction, repair, or rehabilitation of

any building or any portion thereof;
4. costs or expenses incurred which do not support

nor benefit the program, or which are unnecessary
in carrying out the program;

5. costs or expenses incurred or paid prior to IRS
approval of the Cooperative Agreement;

6. costs for installation of a “toll-free,” “Watts,” or “800”
number for providing tax assistance;

7. preparation of the application package;
8. preparation for next year’s program; and
9. any costs for hotel accommodations over  the

Federal government per diem rate for a particular
location when a sponsor conducts a meeting(s).

i. No more than 30 percent of the grant funds awarded
may be expended for administrative expenses. All
proposed administrative costs must be shown on the
appropriate lines of Form 8653.

j. Unexpended grant amounts and advance payments
must be returned to the Internal Revenue Service.
(Refer to Sections 220(c) and 420(c)) Improper
expenditure of grant funds will result in a debt to the
Federal government.

k. You are required to submit an original signed copy of
the Standard Form 270, Request for Advance or
Reimbursement, and Form 8654, Tax Counseling for
the Elderly Program Monthly/Final Program Report.
These forms are ALWAYS sent together, even if you
do not request funds. These forms are required within
10 working days following the end of each month.

520
E-Filing of Returns
One of the Internal Revenue Service’s initiatives for FY
2000 is to expand the e-filing of returns to reach more
individuals, including older  individuals.  E-filing of
returns has many advantages for the taxpayer, including
faster processing of the return, a greater accuracy rate,
less correspondence with the IRS because of increased
accuracy, and less paper.

SPONSORS MAY NOT USE GRANT FUNDS TO
PURCHASE COMPUTER EQUIPMENT. The sponsor
may use grant funds to cover the purchase of software,
installation and maintenance of telephones, and
telephone charges related to the transmission of
electronically filed returns.  In addition, the sponsor may
use grant funds to purchase supplies and upgrade
equipment provided the expenses are reasonable.
(Refer to Section 510(g)(10) for specific expenditures.)

These expenses will not be considered an
“administrative” expense and will not be included as part
of the 30% administrative limitation, however, your
expenses for e- filing must not exceed your total grant
amount. This expense is noted on Form 8653, line 17.
You should itemize these expenses in your proposal as
an attachment to Form 8653, Tax Counseling for the
Elderly Application Plan (please refer to Section 440),
indicating the type of expense and the estimated
amount. In addition, your e-filing expenditures should be
reflected on line 21 of Form 8654, Tax Counseling for
the Elderly Program Monthly/Final Program Report, with
an attachment itemizing expenses.

Your local IRS district may be able to loan computer
equipment to your organization. You may be able to use
your organization’s existing computer equipment
depending on whether it is compatible with requirements
of the IRS.

The TCE sponsor may request the donation of
computer equipment and software from a vendor. If a
vendor donates software to the organization, you must
certify to the Internal Revenue Service the following:

“The (name of the organization) certifies to the
Internal Revenue Service that (name of the vendor) has
donated (name of the software), and we will not
publicize the identity of the specific software used and
have advised the vendor accordingly.”

This statement should be provided to the Internal
Revenue Service IMMEDIATELY upon the donation of
the software to the following address:
Internal Revenue Service

OP:C:E:W:E,  Room C-7 - 185 (NCFB)
5000 Ellin Road
Lanham, MD 20706
Attn: TCE Program Manager

NOTE: You may only use IRS authorized software. You
must check with the local IRS District Taxpayer
Education Coordinator to obtain a list of the
software.

The IRS District Office may be able to provide you
with software free of charge.

You should contact the local IRS District Taxpayer
Education Coordinator for any details regarding the
implementation of e-filing of returns, including
authorized software, the availability of computer
equipment, and training.

525
Audit Requirements
Audit requirements applicable to grant sponsors are
described in OMB Circular A-133, 62 FR 35278-35302
(June 30, 1997). If you expend less than $300,000 a
year in total Federal awards, no audit requirements are
applicable. The IRS, however, has the right to audit
expenditure of TCE funds regardless of the dollar
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amount of Federal funding received by the sponsoring
organization.

If you expend $300,000 or more a year in Federal
awards, your must provide IRS with a copy of the results
of an audit performed in compliance with the Circular.
You must arrange for an audit by an independent auditor
in accordance with the Government Auditing Standards
developed by the Comptroller General of the United
States.

An audit under the Circular is organization-wide,
unless you expend Federal awards under only the TCE
program and have elected to have a program-specific
audit under the Circular.  If an organization-wide audit is
conducted, the auditor must determine whether:  (1)
your financial statements present fairly your financial
position and the results of your operations in
accordance with generally accepted accounting
principals; (2) you have an internal control structure to
provide reasonable assurance that you are managing
Federal awards in compliance with applicable laws and
regulations, and controls that ensure compliance with
the laws and regulations that could have a material
impact on the financial statements; and (3) you have
complied with laws and regulations that may have a
direct and material effect on your financial statement
amounts and on each major Federal program.

530
Lobbying Activities
Public Law 101-121, “Limitations on the Payment of
Funds to Influence Federal Transactions,” prohibits
recipients of Federal contracts, loans, and cooperative
agreements from using appropriated funds for lobbying
the Executive or Legislative branches of the
Government with respect to any Federal contact, grant,
loan, or cooperative agreement. This law also generally
requires that lobbying activities be disclosed by each
organization that: (1) requests or receives a Federal
contract, grant, loan, or cooperative agreement in
excess of $100,000 from an agency; or (2) receives
from an agency a commitment in excess of $100,000
that the United States will guarantee or insure a loan.  If
you request or receive a grant in excess of $100,000,
you must complete the Certification Regarding
Lobbying.  (See 31 U.S.C.  1352 and Treasury Directive
32-12, limiting certification requirements.

The IRS has been directed by the Office of
Management and Budget to collect and compile the
required disclosure documents on lobbying activities.
These documents are ultimately submitted to Congress.

Any organization which requests or receives a
Federal grant in excess of $100,000 must complete a
“Certification Regarding Lobbying” Form certifying that
the organization has not made and will not make any
payment for lobbying with appropriated funds and

submit the form to the IRS.  In addition, each recipient
that requests or receives a Federal grant in excess of
$100,000 should submit to IRS a Standard Form LLL,
“Disclosure of Lobbying Activities”, if the  organization
has made or has agreed to make any payment for
lobbying activities using nonappropriated funds during
the grant period.

The forms and instructions are included in the
Application Package. The appropriate form(s) for your
organization should be submitted with your application
package.

540
Coordination of the Program
a. To facilitate the management of various program

operations, you must designate a Program
Coordinator to work with the IRS at National Office
and at the district office(s). A Program Coordinator
may be a volunteer or a member of your
organization’s professional staff.  However, if the
coordinator(s) is a member of your staff, no portion of
grant funds may be included as part of their salary.

b. Program Coordinators working with the IRS at the
district office level will be responsible for coordinating
program activities in areas defined by IRS district
office boundaries.

c. You are to make special efforts to reach the elderly
who are 60 years of age or older, particularly those
who are disabled, blind, shut-ins or members of
minority groups; plans should also include visits to
nursing homes and housing complexes for the
elderly.

d. Upon request, accommodations for persons with
disabilities will be provided by TCE sponsoring
organizations in cooperation with the IRS.

e. Since this program is established to provide free tax
assistance to individuals age 60 and over (where a
joint return is involved, only one spouse need satisfy
the 60-year age requirement), the program must be
designed and operated solely to provide assistance
to such individuals. HOWEVER, ASSISTANCE WITH
RESPECT TO FEDERAL INCOME TAX RETURNS
MAY BE PROVIDED TO INDIVIDUALS UNDER 60
AND ASSISTANCE WITH RESPECT TO STATE AND
LOCAL RETURNS MAY BE PROVIDED TO
INDIVIDUALS OF ANY AGE IF:
1. providing such assistance is entirely voluntary on

the part of those rendering it,
2. no charge is made for the assistance,
3. assistance to the elderly is given priority and is in

no way interrupted or delayed, and
4. no additional expense is incurred by the IRS.

Since the IRS cannot train volunteers to prepare
state and local tax returns, program sponsors are
responsible for scheduling appropriate state and
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local tax training and for securing necessary tax
forms wherever this service will be voluntarily
offered.

NOTE: TCE grant funds should not be used for
assistance other than for the elderly in the
preparation of their Federal tax returns.

550
Recruitment and Management of
Volunteers
a. As a program sponsor, you are responsible for

recruiting and managing a volunteer network to
provide tax counseling assistance to elderly
individuals.

b. The IRS offers a training course for your TCE
volunteers.  This course can either be “self-study,” or
in a classroom situation. Your IRS Taxpayer Education
Coordinator will work with you to schedule this
training. The name and telephone number of the IRS
Taxpayer Education Coordinator is provided to you
when your organization is accepted into the TCE
Program.

c. The volunteer training course offered by the IRS
deals almost exclusively with tax topics covering
basic income tax return preparation information.
Volunteers should have the knowledge of basic tax
skills before attending the Tax Counseling for the
Elderly training.

d. Volunteers may attend a formal training class or elect
to take a self-study course. However, sponsors
should encourage all volunteers, even experienced
volunteers, to attend training because they must take
and pass a test in order to become eligible to provide
tax assistance to individuals. Those who pass the test
with a minimum score of 80 percent will receive
notification that they are certified to provide tax
assistance as part of the Tax Counseling for the
Elderly Program. The opportunity for taking a retest
will be made available by the IRS to volunteers who
do not pass the test.

NOTE: EVEN THOUGH PROFESSIONAL
ACCOUNTANTS AND ENROLLED AGENTS
ARE NOT REQUIRED TO ATTEND TRAINING
AND TAKE THE TEST, THE IRS DISTRICT
TAXPAYER EDUCATION COORDINATOR OR
TCE SPONSOR, WHICHEVER IS
APPROPRIATE, CAN REQUIRE THEIR
ATTENDANCE IN TRAINING AND PASSING
THE TEST.

e. Since you will be evaluated on your ability to
efficiently serve elderly taxpayers while providing
high quality assistance, selective recruitment of
volunteers should be an important objective.

f. In recruiting volunteers, you should consider the need
for the following type of volunteers:
1.Volunteer Tax Assistors

2.Volunteer Tax Instructors
3.Volunteer Coordinators/Administrators

g. Volunteer Tax Assistors are to provide tax
information, counseling, and tax return preparation
assistance to elderly taxpayers. They are to:
1. follow IRS and program sponsor procedures that

safeguard the confidentiality of tax return
information and provide for quality review of tax
returns, including encouraging taxpayers to use
coded Quality Review envelopes;

2. identify returns they prepare by entering the
program sponsor’s identifying code in the
preparer’s block of Form 1040, Form 1040A and
Form 1040EZ. It is at the discretion of the
sponsoring organization in requiring the
volunteers to initial the return in the preparer’s
block;

3. maintain written record of the types of assistance
provided to taxpayers on Forms 6522, Volunteer
Assistance Worksheet, and submit these Forms
to the program sponsor (See Section 590);

4. complete reimbursement vouchers as required by
the program sponsor. These vouchers should
show their allowable expenses incurred in the
program. The completed vouchers will then be
submitted according to guidelines established in
the Cooperative Agreement;

5. not retain any return information, completed and
signed returns or copies of return information,
completed and signed returns;

6. not solicit or accept donations for their tax
counseling and return preparation services;

7. not refer a client to a specific paid preparer if the
volunteer assistor is unable to help the taxpayer.
To prevent the endorsement of a particular paid
preparer, the assistor may provide a list of local
paid preparers to a client if the individual requires
the assistance of a professional; and

8. perform other relevant duties necessary to
comply with the program requirements, program
regulations, the Cooperative Agreement, and
Section 163 of the Revenue Act of 1978.

h. Volunteer Tax Instructors are to instruct volunteer tax
assistors on income tax return preparation. They
should be persons with extensive tax background
and/or teaching experience/ability. You are
responsible for recruiting these volunteer instructors.
1. Volunteer instructors are required to receive

certification from IRS just as are volunteer tax
assistors.

2. In addition to teaching classes, volunteer
instructors have reporting and counseling
responsibilities.

3. Volunteer instructors must agree to respect the
confidentiality of any taxpayer return information
obtained as a result of, or in connection, with
volunteer service.
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i. Volunteer Coordinators/Administrators are to provide
administrative support for the program by acting as
managers, program leaders, and publicity specialists,
and by providing other services as needed.
1. Volunteer Coordinators/Administrators who do

NOT provide tax assistance to taxpayers do NOT
need to receive certification from the IRS.

2. Volunteer Coordinators/Administrators must
agree to respect the confidentiality of any
taxpayer return information obtained as a result
of or in connection with volunteer service.

3. Volunteer Coordinators/Administrators are
needed to manage the activities of volunteers
and to provide administrative support for the
program.

4. Volunteer Coordinators/Administrators also may:
• recruit volunteers and establish assistance

sites;
• coordinate training and tax assistance

schedules;
• assist with program publicity;
• maintain records and prepare reports for the

IRS and the program sponsor;
• attend meetings at the IRS and conduct liaison

work with the IRS;
• perform related clerical and secretarial duties;

and
• perform other activities identified by you as

agreed to in the Cooperative Agreement.
j. Volunteers are encouraged to use a self-help

approach when assisting taxpayers. Self-help
assistance involves inviting taxpayers to complete
their own returns with guidance from tax assistors.

k. VOLUNTEERS ARE NOT TO DEAL WITH TOPICS
THAT THEY HAVE NO EXPERIENCE IN DEALING
WITH, OR ON WHICH THEY HAVE NOT
RECEIVED IRS TRAINING.

l. Health, accident, and liability insurance for
volunteers is your responsibility exclusively.

m. As a Program sponsor, you must also perform the
following:
1. Train your own volunteer assistors with

assistance from the IRS;
2. plan and publish volunteer assistance and

training schedules;
3. monitor volunteer adherence to the schedules;
4. provide the IRS district office BY FEBRUARY 1,

2000, with a list of volunteers who passed the
test or retest. In addition, provide the IRS district
office BY FEBRUARY 1, 2000, with a list of
volunteers who were exempt from the test.
Ensure that volunteers are certified by the IRS
district office as eligible to provide tax counseling
and return preparation assistance;

5. advise all volunteers that no return information,
completed and signed returns or copy of any
return information, completed and signed returns

will be retained. You must take all reasonable
steps necessary to ensure that information
provided by taxpayers remains confidential, and
inform volunteers that the provisions of Title 18,
United States Code, Section 1905, relating to
disclosure of tax information, applies to
volunteers just as if they were employees of the
United States;

6. establish sites and provide the IRS district office
with a list of site addresses and hours/days of
assistance as soon as this information is known,
but no later than JANUARY 14, 2000. TCE
sponsors should provide this list immediately to
the IRS district office when revisions have been
made to the site addresses and hours/days of
assistance. It is important that this list is
submitted timely and accurately to the district as
the IRS toll-free telephone assistors must have
access to the information in order to provide site
locations to taxpayers;

7. indicate on the above list which sites, if any, have
telephone answering facilities and indicate the
telephone number on the list. Again, any changes
to this information should be reported to the IRS
district office immediately;

8. maintain records on expenses for which
volunteers are reimbursed;

9. prepare and submit reports to the IRS National
Office as explained elsewhere in this handbook;

10. encourage the use of the self-help concept of tax
return preparation;

11. instruct volunteers to give taxpayers coded
mailing envelopes and urge their use whenever a
Federal tax return is prepared showing a refund
or no tax due;

12. determine the number of Federal tax forms and
IRS program materials you will need to carry out
the TCE Program objectives. These items are to
be ordered via Form 2333V, Volunteer Education
Order Form, which is available from the local IRS
Taxpayer Education Coordinator. YOU WILL
NEED TO ALLOW 3 TO 4 WEEKS FOR
DELIVERY OF FORMS AND MATERIALS;

13. provide paper, pencils, and other supplies to
volunteers;

14. plan, provide, and monitor the quality and
technical proficiency of your volunteers;

15. conduct meetings, issue newsletters, and
establish other means of communications to
transmit tax law and other administrative
information to your volunteers. You must advise
your local Taxpayer Education Coordinator when
conducting a meeting so that he/she can make
plans to attend. When issuing a newsletter to
your volunteers, you must provide a copy of the
newsletter to your local Taxpayer Education
Coordinator;
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16. ensure that volunteers keep tallies on the type of
assistance given to taxpayers (i.e. Federal, state,
and/or local returns and other information) using
the Volunteer Assistance Worksheet, Form 6522,
provided by the IRS, consolidate and submit to
the IRS district office;

17. reimburse volunteers for direct, reasonable, and
prudent expenses incurred as part of volunteer
service according to guidelines stated in the
Cooperative Agreement, and inform volunteers of
such guidelines;

18. monitor volunteer compliance with program
regulations requirements, Section 163 of the
Revenue Act of 1978, and the Cooperative
Agreement, and take corrective action with
volunteers who not comply; and

19. advise all volunteers that service is to be
provided FREE OF CHARGE.

560
Selection and Management of Tax
Assistance Sites
a. You are responsible for selecting, establishing, and

managing volunteer tax assistance sites.
b. The primary consideration you should use in

choosing sites should be the existence of a large
elderly population; the accessibility to this population;
the location (consider locations where other TCE
sites do not exist); and the availability of volunteers in
that area. In addition, the IRS encourages a sponsor
to select tax assistance sites that are accessible to
the disabled.

c. You should choose sites where there will be little or
no charge for use of space. Libraries, community
centers, and schools are excellent examples of space
that can be obtained at little or no cost to you. In
instances where there is a charge for use of space,
refer to Section 510 of this handbook. The availability
of a telephone for use by volunteers to obtain
technical assistance from the IRS should be
considered in your site selection. In addition, the
availability of parking for your volunteers should be
considered when selecting a site.

570
Publicity
a. After the IRS has entered into cooperative

agreements with you, IRS District Taxpayer Education
Coordinators and IRS Public Affairs Officers will be
available to advise your publicity representative about
effective media programs and the placing of media
materials.

b. You are responsible for publicizing the TCE Program
so that information about it also reaches the elderly
who are shut-in, blind, disabled, or are members of
minority groups.

c. Plans for publicity should be made well in advance of
the dates assistance is to be offered. Your local IRS
Taxpayer Education Coordinator is available to assist
you with program publicity.

d. If you maintain telephone answering sites, you should
advise taxpayers who phone in that assistance may
be provided at nursing homes, housing complexes for
the elderly, the private homes of shut-ins and other
off-site locations.

e. All publicity must mention that tax assistance is
offered FREE of charge to those taxpayers 60 years
of age or older.

580
Quality Control Requirements for Tax
Assistance
a. A measure of the effectiveness of program operations

is the quality of service provided to the elderly. Given
the complexity of the Federal tax laws, it is important
to monitor the accuracy and completeness of
information being provided.

b. Two formal IRS quality control systems are used in
this program:
1. Testing of volunteers - All volunteers, except

professional accountants and enrolled agents,
are required to take a test designed to measure
their understanding of Federal tax subjects.
Volunteers who do not successfully pass the test
or retest with a score of 80% or better will not be
eligible to participate in the program as tax
assistors.

2. Quality review of Federal tax returns -  In most
cases, the IRS District Office will review tax
returns prepared by volunteers for accuracy and
inform the sponsor of any errors identified. In
addition, IRS District Offices will, from time to
time, prepare and issue newsletters addressing
quality review topics. You will be responsible for
relaying to the volunteers any errors found by the
IRS, and for conducting meetings and training
sessions to improve the quality and expertise of
your volunteers. (Quality review reports or
meetings may not include references by name to
specific taxpayers.)

c. As a program sponsor, you should independently
develop and institute additional on-site quality review
procedures apart from those provided by the IRS. You
are to notify the IRS if problems, delays or adverse
conditions occur that would affect the objective of the
TCE Program. You should also send the IRS a
statement that includes the action(s) taken, or
contemplated, and any assistance you may need to
resolve the situation.

NOTE: The TCE volunteer is not obligated to prepare
any particular return, and volunteers should
decline to prepare a return which the volunteer
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believes would misstate the taxpayer’s tax
liability.

d. Individuals who have their tax returns prepared by
volunteers (except those taxpayers whose Federal
tax return shows a balance due) will be given coded
program envelopes to mail in their Federal tax
returns. The postage-paid envelopes will be supplied
by the IRS. These envelopes direct the returns to
your IRS District Office for review.

e. As a quality control measure, volunteer assistors will
be provided with an IRS toll-free number in obtaining
answers to technical questions. This telephone
number can be found in the volunteer training
materials or can be obtained from the IRS District
Taxpayer Education Coordinator.

590
Financial and Management
Reporting Requirements
a. Submit completed copies of Form 8654, Tax

Counseling for the Elderly Monthly/Final Program
Report, and Form 270, Request for Advance or
Reimbursement on a MONTHLY basis through the
filing season. The Form 8654 should be prepared as
non-cumulative, reflecting only expenditures for that
month.  Form 270 should be prepared as cumulative,
showing your total program expenditures from
October 1 through the current month. ALWAYS SEND
BOTH FORMS, even though you may not be
requesting funds. Also, documentation of expenses
for the Washington Orientation (i.e., airline tickets,
hotel, meals, etc.) are needed for reimbursement and
should be attached to Form 8654.

b. Forms 8654 and 270 should be submitted no later
than 10 days after the close of the month to:

Internal Revenue Service
OP:C:E:W:E, Room C-7 - 185 (NCFB)
5000 Ellin Road
Lanham, MD 20706
Attention: TCE Program Manager

NOTE: Please see examples of Forms 8654 and 270.
c. NON-AARP TCE sponsors must consolidate tax

assistance data on a cumulative Form 6522,
Volunteer Assistance Worksheet. The Form 6522
captures the type of tax assistance that you are
providing, i.e., married filing joint returns, individual
federal returns, etc.  The site code on the Form 6522
will be provided to you by your local Taxpayer
Education Coordinator. The Forms 6522 should be
submitted weekly to your local Taxpayer Education
Coordinator beginning January 1, or when your
organization begins tax assistance, through April 15.
If your organization provides assistance beyond April
15, you must continue to provide the Forms 6522
weekly to your local Taxpayer Education Coordinator.
You can obtain these forms from your local IRS
Taxpayer Education Coordinator. It is important that

you submit your Forms 6522 timely since your local
Taxpayer Education Coordinator must forward the
data to the IRS Detroit Computing Center for
generating reports. It also allows your local Taxpayer
Education Coordinator to better monitor your
organization’s tax assistance efforts.

d. All Forms 6522 should be submitted to your local
Taxpayer Education Coordinator no later than August
31, 2000 or your assistance efforts will get counted in
the next fiscal year.

e. AARP Tax-Aide sites should submit their Forms 6522,
Counselor Assistance Reports, to AARP
headquarters in Washington, DC. These Forms
should be submitted per the instructions of AARP.

595
Final Program Report
NOTE: SPONSORS COMPLETING PROGRAM

ACTIVITY PRIOR TO THE EXPIRATION
PERIOD OF THE COOPERATIVE
AGREEMENT (SEPTEMBER 30) SHOULD
SUBMIT THEIR FINAL REPORTS TO THE IRS
WITHIN 31 DAYS OF FINAL PROGRAM
ACTIVITY.

a. At the end of the program season, you must submit a
final report to give us specific information about the
methods and procedures used to implement your
program. This final report will show the actual
expenses incurred by you on this program during the
period of the Cooperative Agreement.

b. By June 30, 2000, WE MUST RECEIVE A DRAFT
FINAL NARRATIVE REPORT AND A DRAFT FORM
8654 ITEMIZING YOUR TOTAL PROGRAM
EXPENDITURES THROUGH May 31. This
documentation will be used during the review of the
TCE Application Packages for the next program year.

c. By October 14, 2000, you must submit a final Form
8654; Form 270 (Request for Advance or
Reimbursement); and your final “Narrative
Comments”, (see (e) below). Under unusual
circumstances, a request for an extension of time to
submit the final report may be requested from the
National Office TCE Program Manager. THIS
REQUEST SHOULD BE SUBMITTED IN WRITING
TO THE PROGRAM MANAGER, AND THE
EXTENSION MAY NOT EXCEED A TOTAL OF 90
DAYS FROM THE CLOSE OF FINAL PROGRAM
ACTIVITY.

d. Discrepancies between the estimates submitted on
Form 8653 and the actual expenses shown on the
Final Program Report Form 8654 must be explained
in the final program narrative.

e. NARRATIVE - NARRATIVE COMMENTS MUST BE
TYPED, DOUBLE SPACED AND NUMBERED TO
COINCIDE WITH THE PARAGRAPHS FOLLOWING.
In this report you must clearly state, in detail, what
actions you took in implementing the TCE Program.
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1. Briefly describe the overall approach you took in
implementing this program and the steps you
took to ensure compliance with its rules and
administrative guidelines.

2. Describe the methods and resources you used to
recruit volunteer assistors, instructors, and
coordinators/administrators.

3. Describe how the training for your volunteers was
provided. Specify whether IRS provided the
training, or whether your organization provided
the training.

4. Describe the method and frequency of
reimbursement to volunteers. For example, state
whether the volunteers were reimbursed for the
actual expenses they incurred or were stipends
provided. Please explain in detail. If stipends
were provided, indicate the amount of the
stipends per volunteer.

5. Specifically state how program and site publicity
were provided.

6. Specifically state how volunteers provided quality
service to elderly taxpayers. In detail, describe
any on-site quality review procedures and
periodic meetings you held to draw the attention
of volunteers to problem areas.

7. Describe the steps you took to ensure taxpayer
privacy and to maintain the confidentiality of tax
returns.

8. Itemize and explain actual program costs for all
administrative expenses. Specify the costs for
interpreter services and recognition items. If you
rented space for providing tax assistance, give a
breakdown of the costs incurred. If administrative
expenses were more than 30% of the total award,
you should state so and provide a detailed
explanation.

9. State the exact number of taxpayers assisted by
TCE volunteers; the number of TCE assistance
sites; and, the number of elderly taxpayers for
whom other types of federal tax return assistance
was provided (e.g., answering tax questions,
etc.). Use Form 6522 to report data on the
number of taxpayers assisted and type of
assistance provided. Sponsors who operate a
nationwide tax assistance program must state the
number of Tax Counseling for the Elderly
volunteers who participated in each IRS district
and the number of Federal income tax returns
volunteers prepared in each district.

10. Identify the geographic distribution and number of
assistance sites and telephone answering sites. If
assistance was provided in more than one state,
list the number of sites for each state.

11. Describe what you did to assist the elderly who
were shut-in, blind, disabled, and/or are members
of minority groups.

12. Explain internal procedures you used to monitor

and evaluate program activities to ensure that the
program was administered in accordance with the
cooperative agreement guidelines.

13. If applicable, describe the type of assistance
given by telephone and the procedures you used
to monitor its quality.

14. State the cost of travel expenses (including meals
and lodging) to Washington, D.C.   You are
required to provide documentation with your
initial Forms 270 and 8654.  (Refer to Section
590(a)).

15. State any recommendations you have for
improving the TCE Program. Please explain in
detail.

16. IF YOUR ORGANIZATION EXPENDED TOTAL
FEDERAL AWARDS IN EXCESS OF $300,000,
PLEASE SUBMIT A COPY OF AN AUDIT AS
DESCRIBED IN SECTION 525 OF THIS
HANDBOOK.  Total Federal awards include
monies received for the TCE Program from the
IRS in addition to funds from other Federal
sources for other programs conducted by your
organization.

17. If your organization participated in E-filing,
describe your activities and list the types of
expenses and the amounts. As a reminder, these
expenses are not considered administrative
expenses, but must not exceed your total grant
amount. (Refer to Sections 510(g)(10) and 520
for more detailed information).

599
Close-Out Procedures
a. If a final audit has not been completed before the

closeout of the grant, the IRS retains the right to
recover from you any costs that are disallowed to you
when a final audit is performed.  (Refer to Section
525 for audit requirements)

b. Once all the applicable administrative actions and all
the required work of the grant have been completed,
you will be expected to immediately refund any
unspent funds that the IRS advanced or paid to you
for the program.
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VI. Responsibilities of the IRS
Subpart 600
General
a. The National Office, regional offices, and district

offices are the organizational levels within the IRS
with which you will coordinate program activities.
Federal tax training (unless provided by the sponsor
under the Cooperative Agreement) and any technical
support needed to achieve the program objective will
be the primary responsibility of the IRS.

b. The IRS NATIONAL OFFICE will:
1. Develop and issue television and radio spot

announcements as well as print materials for you
to publicize the tax assistance offered to elderly
taxpayers. You will be responsible for adapting
these materials to meet your needs and for
placing materials with the local media.

2. develop, authorize, coordinate, and monitor all
program activities and may also conduct periodic
audits;

3. develop and issue program requirements and
guidelines;

4. prepare and issue national IRS training,
technical, publicity, and administrative materials,
and forms and publications required for the
program;

5. arrange for you to have preferential toll-free
telephone access to the IRS. This will make
technical information available to your volunteers
that they may need during the course of the
program;

6. establish national program quality control
measures and reporting requirements;

7. coordinate national conferences, training
programs, or other meetings as necessary;

8. act as a contact point for your questions and
problems that cannot be resolved at the district or
regional levels, on matters that affect more than
one region, or on issues of national concern;

9. conduct periodic visits to TCE sites as required;
and

10. act as a contact point for any questions and
concerns related to any of the required TCE
forms, i.e., Form 8653, Form 8654, Form 270,
etc.; and

11. upon written notification from the Regional of
non-compliance by a TCE sponsor, take the
necessary corrective action with the sponsor to
resolve the situation. Consultation with IRS Chief
Counsel might be necessary, which could result
in requesting the sponsor to withdraw from the
TCE Program.

c. IRS REGIONAL OFFICES will:
1. Clarify program guidelines for IRS district offices;
2. ensure that district offices monitor the sponsoring

organizations to make certain they are carrying
out program responsibilities;

3. host regional conferences or other meetings, as
necessary;

4. act as your contact point on matters that cannot be
resolved in the district offices, that affect more
than one district in the region, or on other issues
of regional concern; and

5. notify the National Office in writing of any non-
compliance by the TCE sponsors reported by the
IRS District Taxpayer Education Coordinator.

d.IRS DISTRICT OFFICES will:
1. Review and assist you with your district plan;
2. conduct workshops for IRS and volunteer

instructors to acquaint them with training
materials, instructional techniques, changes in
the tax laws and tax forms;

3. provide you with tax instructors if needed, and
train and test volunteers (unless the sponsoring
organization provides instructors);

4. provide you with tax forms and other program
materials;

5. provide you with program publicity and advice on
localization and placement of publicity developed
by the IRS National Office;

6. monitor your activities to make certain that you
are carrying out program responsibilities;

7. notify the IRS Region in writing of any non-
compliance by a TCE Program sponsor;

8. provide technical personnel to carry out quality
review activities;

9. serve as your first contact with the IRS, and
coordinate any district-wide program activities
that you will need, (e.g., conference or meetings);

10. visit tax assistance sites as required;
11. evaluate the district program and prepare reports

as required;
12. certify volunteer assistors and instructors;
13. reserve the right to recommend to you that:

a. a particular volunteer not be given a teaching
assignment if that person’s instructor workshop
performance is not acceptable;

b. a particular volunteer tax assistor cease assisting
taxpayers due to poor performance;

14. advise taxpayers as to the location of return
assistance sites; and

15. assist with the implementation of your E-filing
program.
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