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Supporting Our Community for Generations
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VALET VITA (aka Drop-Off) INFORMATION
INSTRUCTIONS

1. Place in the provided tax envelope:

All tax documents. See back for complete list. Remove from all mailing envelopes.

Photo ID for taxpayer (and spouse)

Social security cards for everyone on the tax return (you, spouse, dependents)

Voided check for direct deposit / debit (bank account must be in taxpayer(s) name). The IRS
announced that paper checks were being phased out as of September 30. This is a fluid
situation. Please ask your preparer for guidance if you do not have a bank account.

All three (3) completed Intake forms:

i. Form 13614-C Intake/Interview & Quality Review Sheet
ii. Form 14446 Virtual VITA Consent form (complete page 3 of the form)
iii. The River Center Intake form
2. Bring the envelope to your Intake/Interview appointment.

Review intake forms and documents with the Volunteer Tax Preparer. You must sit down

with one to go over your info before we can accept your documents for tax preparation.

Volunteer will complete a form that lists all of the documents you are leaving with us so we

can prepare your return, to ensure that all of your documents are returned to you when
you pick up your tax return. Copies of your ID and SSN cards will be made and included
with the other documents.

Confirm your pick-up appointment date/time (generally one week from your first

appointment, 20 minutes later ex. 1st appointment at 3 pm, 2nd appointment at 3:20)

WHAT HAPPENS NEXT

» Preparation: A certified volunteer will prepare your return and ask or call with questions.

» Additional documents must be sent ONLY in the Customer Portal if using or paper copies brought
(no emails and no documents on your devices)

. Final Review is required. We will provide a copy of your return and review it with you at your next
appointment. Both you and your spouse, if you have one, must be present to sign.

* Taxpayers are responsible for the information on their tax return and sign under the penalty of
perjury. When you return for your pick-up appointment, look at your tax return to make sure
information is entered correctly. Ask questions before you leave.

« E-File: After the return is signed we will e-file. If there is an issue with your return, we will call you to
discuss next steps. If you do not hear from us, you can assume your return was accepted.

. Expecting a refund? Wait at least 24 hours after your return is e-filed to check the refund status
online at https://www.irs.gov/wheres-my-refund or you can call 1-800-829-1954 for an automated
system.
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Documents Needed for VITA Tax Preparation (if applicable):
0 Photo ID for you and/or spouse if filing jointly

U Social Security Cards or ITIN Letters for every member of your family listed on the return.
This is required by the IRS. If you are known to the site, email taxes@rivercenternh.org or call (603)
924-6800 ext 30 to verify your information before your appointment if you do not have your SSN
card(s) or a Form SSA-1099. If you did not have your 2024 tax return prepared by us in 2025, you
must contact the social security administration to replace the card(s) prior to your appointment or

go to https://www.ssa.gov/number-card/replace-card/ to make an online request.

0 Printed W-2s and/or 1099's from ALL of your jobs worked in 2025

0 Health Insurance Documents - If you signed-up for health insurance through the
Marketplace, you must bring all tax documents that you receive from the Marketplace (if you
received from 1095A it is REQUIRED to complete your tax return)

' Unemployment Compensation - Form 1099G

O If self-employed, any related business expenses. You can download a copy of the form from
our website at https://rivercenternh.org/freetaxprep .

U Interest/Dividend statements from your financial institutions (if applicable)-forms #1099 INT,
1099DIV
Tuition and student loan information (if applicable) form 1098T and/or 1098E

Documentation from your daycare provider: their SSN or EIN and amounts paid in 2025

If you own a home, your annual mortgage interest statement if itemizing.
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VIN and Lender Statement showing amounts for No Tax on Car Loan Interest: on 2025 loans
of new US-made vehicles for personal use at time of purchase only.

Arecord of any taxes paid to the town (property taxes, automobile, etc.) if itemizing.
Any other income information or IRS notices that you received

Copy of your last year’s tax return for improved accuracy of your 2025 tax return.
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If you would like to direct deposit, please bring a check from your checking account or

the account and routing number for your savings account (REMINDER: The IRS will no longer
issue paper checks, so you MUST bring your account information. If you have a Chime card, Venmo,
or Cash App account, you must bring in routing and account numbers for those. Card numbers
are not valid account information for your federal refund). Ask a VITA volunteer about direct
deposit options. -

If you have tax documents that are online or on your phone, they must be printed before your appointment.

Check your local library for print-on-demand service.



