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HOW YOUR RETURN WILL BE PREPARED BY AARP FOUNDATION TAX-AIDE 
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Traditional-Scan Tax Preparation 

1. Under the Traditional-Scan service, you will be given an appointment and asked to
complete IRS Form 14446 (this form authorizes us to assist you with preparation of your
return using scanning technology and Cloud storage) and the Tax-Aide Intake Booklet
prior to arriving for your appointment.

2. When you arrive for your appointment, a Tax-Aide volunteer will review all of your
documents; conduct an intake interview; and scan your signed Form 14446, completed
Intake Booklet, government-issued photo ID, Social Security cards for yourself and
everyone listed on your return, and all of your tax documents.

3. The scanned files will be uploaded to a secure Google Drive. Your tax information will be
shared only with the Tax-Aide Counselors who are assigned to prepare your return. Before
leaving the site, you will be given an appointment time taking place no more than one week
later.

4. When you come back for your follow-up appointment, one of our Counselors will review
the completed return with you. After approving the return, you will be asked to sign an IRS
Form 8879. Your signature on the Form 8879 (1) authorizes us to e-file your return on your
behalf and (2) acknowledges that you understand the accuracy and completeness of the
return is your responsibility. You will receive the original Form 8879 with your signature
and a copy of your tax return prior to leaving the site.

5. All of your scanned files will be deleted within 48 hours following acceptance of your e-
filed return by all applicable tax agencies (IRS and your State Department of Revenue, if
applicable) or 14 days following the date on which your documents are scanned.

Low-Contact Tax Preparation 

1. The Low-Contact service method has two options.  The first option requires only one in-
person meeting (roughly 15 – 20 minutes) between you and our volunteers.  The second
option requires two in-person meeting between you and our volunteers; the first meeting
will be roughly 15 – 20 minutes, the second will be roughly 10 minutes.
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2. For the one visit option, you must have access to a computer, an Internet connection, and 
email, a printer, and the ability to participate in a Google Meet video conference 
on your computer (the video conference does not require any special software and 
we will provide you with instructions).  For the two-visit option, you must have 
access to a computer, an Internet connection, email.

3. Under the Low-Contact service method, you will be given an appointment and asked to 
complete IRS Form 14446 (this form authorizes us to assist you with preparation of your 
return using scanning technology, Cloud storage for your information, and secure email) 
and the Tax-Aide Intake Booklet prior to arriving for your appointment. When you arrive 
for your appointment, a Tax-Aide volunteer will scan your signed Form 14446, completed 
Tax-Aide Intake Booklet, your government-issued photo ID, Social Security cards for 
yourself and everyone listed on your return, and all of your tax documents.

4. The scanned files will be uploaded to a secure Google Drive. Your tax information will be 
shared only with the Tax-Aide Counselors who are assigned to prepare your return. You 
will be given an appointment for a telephone or Google Meet intake interview with a Tax-
Aide volunteer.

5. Once your return has been prepared and quality reviewed by a team of our IRS-certified 
Counselors, you will receive an electronic copy of your completed return and an IRS Form 
8879 via a shared file link. One of our Counselors will review the return with you via 
phone or Google Meet video conference.

6. Once you approve the return, and depending on whether you have elected to have one in-
person meeting with our volunteers or two in-person meetings, you will either (a) return to 
the site on a date and at a time that has been scheduled, sign the Form 8879, and receive a 
printed copy of your return; or, (b) print out a copy of the Form 8879, sign it during the 
Google Meet video conference, and show it to the computer’s camera so our Counselor can 
see the signed document. Your signature on the 8879 (1) authorizes us to e-file your return 
on your behalf and (2) acknowledges that you understand the accuracy and completeness 
of the return is your responsibility.  Your return cannot be e-filed until you have signed 
the Form 8879 in the presence of our volunteers or during a Google Meet video 
conference with one of our volunteers.

7. All of the scan files you provide to us will be deleted within 48 hours following acceptance 
of your e-filed return by all applicable tax agencies (IRS and your State Department of 
Revenue, if applicable) or 14 days following the date we originally scanned your 
documents.

Contact-Free Tax Preparation 

1. Using the Contact-Free method, everything will be done virtually; there will be don in-
person meetings between you and our volunteers.  You must have access to a computer, an
Internet connection, email, a printer, and the ability to participate in a Google Meet video
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conference on your computer (no special software is required for the video conference and 
we will provide you instructions).  

2. Under the Contact-Free tax preparation method, you will receive electronic copies of the 
IRS Form 14446 (this form authorizes us to assist you with preparation of your return using 
scanning technology, Cloud storage for your information, and secure email), the Tax-Aide 
Intake Booklet, along with other instructions you need to get us your information. Once 
you have gathered all of the requested materials, you will scan/digitize/photograph the 
documents so that they are in electronic format. You will attach your scanned files to an 
email that you will send to us (we will provide you with the email address).

3. You are sending us scanned copies of documents containing sensitive personally 
identifiable information belonging to you and your family members.  You must take 
all reasonable precautions to ensure the safety of your information when emailing it. 
Those precautions include, but are not limited to, sending the information over a 
secure network and double checking that you are sending your information to the 
email address we provide you.

4. Your electronic files will be stored on a secure Google Drive and will be available only to 
the Tax-Aide Counselors who are working on your tax return. You will receive an 
appointment for an intake interview with one of our IRS-certified Counselors; that 
interview will take place over the phone or in a Google Meet video conference. Following 
the intake interview, your return will be prepared by a Tax-Aide Counselor and quality 
reviewed by a second Counselor. We will schedule another phone call or Google Meet 
video conference with you to review your return.

5. Once your return has been prepared and quality reviewed by a team of our IRS-certified 
Counselors, you will receive an electronic copy of your completed return and an IRS Form 
8879 (8879) via a shared file link. One of our Counselors will review the return with you 
via phone or Google Meet video conference.

6. Once you approve the return, you (and your spouse, if married) will be asked to sign IRS 
Form 8879. You will be asked to print out a copy of the Form 8879, sign it during the 
Google Meet video conference, and show it to the computer’s camera so our Counselor can 
see the signed document. Your signature on the 8879 (1) authorizes us to e-file your return 
on your behalf and (2) acknowledges that you understand the accuracy and completeness 
of the return is your responsibility.  Your return cannot be e-filed until you have signed 
the Form 8879.

7. All of the scanned files containing your personally identifiable information will be deleted 
within 48 hours following acceptance of your e-filed return by all applicable tax agencies 
(IRS and your State Department of Revenue, if applicable) or within 14 days of the date 
we received the files from you.
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