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Thank you for serving as a volunteer
with AARP Foundation Tax-Aide. It

is volunteers like you who make this
program so great! However, AARP
Foundation Tax-Aide can’t operate and
serve 2.6 million taxpayers without
volunteers who are willing to take on
additional responsibility in a leadership
role. As a leader, you can help even
more taxpayers in your community
than you do as a counselor. Talk to your
supervisor about leadership roles you

could fill in your district, state or region.

Most of the volunteers in AARP
Foundation Tax-Aide are involved
because someone they knew asked
them to join the program. Why don’t
you ask someone that you know,
whether in your own community or
across the country, to become a Tax-
Aide volunteer?

It’s a great way to work your mind
while warming your heart!

How to Avoid a
Site Emergency

* Do not give out a volunteer’s
name, phone or address to the
public.

* Create an Emergency Plan for the
site and make sure all volunteers
are aware of it.

 Designate a word or phrase to
use to silently signal to others the
need for assistance.

» Make sure that there is at least
one cell phone at the site to call
for outside help.

* QOutline procedures to use in
the event someone is injured or
becomes seriously ill.

* Call 9Il for help if there is a
concern for the safety of any
volunteer or taxpayer.

For more information on how to create
a site Emergency Plan, consult the
OneSupport Help Center.

Volunteer Standards of Professionalism

1. A hallmark of professionalism is to limit conversations to topics necessary to accurately
complete an income tax return. Discussion of politics, race, nationality, gender,
sexual orientation, gender identity, religion and the impact of income tax policies are
inappropriate, since each of them can become an unnecessary source of conflict between
volunteers and taxpayers.

2. Treat all taxpayers and other volunteers equally and with courtesy regardless of their race,
nationality, gender, sexual orientation, gender identity or religion.

3. Follow AARP Foundation Tax-Aide policies at all times. Only prepare tax returns that
are identified as being “In Scope,” regardless of any additional knowledge of income tax
law that you may have. There are no exceptions to this policy since if you do not follow
this policy you will be working outside the protection of the Volunteer Protection Act and
could be personally liable for your actions.

4. All income tax returns will receive a quality review by a second IRS-certified volunteer in
the presence of the taxpayer.

5. Provide appropriate needed assistance to those with a disability to ensure that they
feel welcome at your site and that their specific needs are accommodated. If requested
assistance is not readily available, report the concern to your site supervisor who will
involve others as appropriate.

The above notes are a summary of the Volunteer Standards of Professionalism. For more
information, consult the full document in the Policy Manual.

TECHNOLOGY TOOLS AND TIPS

Who to Contact for a Problem:
Hardware Problem

+ If IRS-loaned equipment, contact the Enterprise Service Desk (Help Desk) at 1-866-743-5748.
+ If AARP Foundation Tax-Aide equipment, submit request through OneSupport Help Center.

Software Problem

+ If TaxWise software, contact TaxWise Volunteer Support at 1-800-411-6391.

« If operating system software on IRS-loaned equipment, contact the Enterprise Service Desk
(Help Desk) at 1-866-743-5748.

« If operating system software on AARP Foundation Tax-Aide equipment, submit request
through OneSupport Help Center or call at 1-800-424-2277 ext. 36099

Ways to Contact TaxWise

+ Email: customer.support@cchsfs.com

* Phone: 1-800-411-6391

* Online Chat: Click link titled “Chat with Support” from your TWO toolbar by using the
“live chat” button. Available 9:00 a.m.-6:00 p.m. EST Monday-Saturday during tax season.

+ Blog: TaxWise Desktop users can access the Blog by clicking the Blog toolbar button in
TaxWise Online or selecting the TaxWise Blog tab in the desktop software.

-+ TaxWise Solution Center: https://support.taxwise.com

Reporting a loss of Equipment or Data

* Notify a supervisor immediately if a computer, removable storage media, or taxpayer
documents cannot be located.

« If the loss is the result of theft, call the local police to report the theft as soon as you realize
what has happened.

+ Call AARP at 1-800-424-2277, ext. 32038 or ext. 36027 (during business hours), or
1-202-434-2038/6027(after hours), within 24 hours if ANY computer/form/etc. containing
taxpayer data is lost or stolen.

This document has been prepared for general information purposes only and is not intended to be relied upon as tax or other advice. The charts and related specifications
may assist Tax-Aide Volunteers in determining who is a qualifying child or qualifying relative for certain tax benefits as listed below. The charts should not be relied upon solely
and the user is advised to confirm the results to their own satisfaction. Not all terms are defined or explained in these pages. Tax-Aide volunteers should refer to appropriate
reference materials for complete details. Printed by AARP Foundation Tax-Aide based in part on charts created by Deb Fisher, Tax-Aide Training Specialist, Idaho. For use by
AARP Foundation Tax-Aide Volunteers Only. All other use prohibited unless permission granted. Call 800-424-2277 for more information.
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Qualifying Child and Qualifying Relative Flow Charts
(for Form 1040, 1040A and 1040EZ)

The following two charts can be used to determine who is your qualifying child and who is your qualifying

relative for the following income tax purposes:
e Dependency exemption
e Child tax credit
¢ Education credits
¢ Qualifying widow(er) filing status

Head of household filing status

Child and dependent care credit and exclusion
Earned income tax credit

Medical expense deduction

Chart 1, the Qualifying Child chart, has two pages and is used for your child, your sibling, or a descendant of any of
them. Chart 2, the Qualifying Relative chart, is for everyone else. Always start with Chart 1, Box 1. If Chart 1

does not apply, you will soon be sent to Chart 2.

If you follow the arrows, you will eventually get to a shaded box that has no arrows leading away from it. At that
point, STOP. This box tells you all the tax benefits that you can claim based on that person.

You must meet other requirements as well. These charts will tell you if the child or person is a qualifying person
for a particular tax benefit. Most benefits have other requirements as well. In addition to having a qualifying person,
you also must meet these other requirements before you can claim any given benefit. The other requirements
(not covered by the charts) are summarized at the bottom of this page.

When either chart says “TP” or “you,” it is referring to you, the taxpayer. When it uses the words “child, person, him,
her, his, or hers,” it is referring to the child or other person who might qualify the taxpayer for tax benefits. The term

“child” always includes an adopted child.

The term “education credits” refers to both education credits and to the tuition and fees adjustment if extended.

If the taxpayer can file married filing jointly, ignore the references to head of household and qualifying widow(er)

filing status.

The small red numbers within each box are simply to identify it for discussion purposes.

Other Requirements Not Covered by Charts

Education Credits

e You cannot file MFS.

® Payments must be to a qualifying institution.

® Payments must be for qualifying expenses.

® For tuition and fees adjustment, payments must
be made by or on behalf of TP.

® Payments made from certain tax-free funds can-
not be included.

e Neither taxpayer can be treated as a non-resident
alien for tax purposes.

e American Opportunity Credit: 1°* 4 tax years, at
least Y2-time, toward certificate or degree, no
felony drug convictions.

® Only one credit or adjustment per student. Some-
times unused expenses can be used elsewhere.

Qualifying Widow(er) with Dependent Child

e Your spouse must have died during previous two
years. See special rules if he or she was missing
in action.

e You were eligible to file MFJ with the deceased in
the year of death.

® You have not remarried.

Medical Expense Deduction

e You must have paid the expenses and not used
them elsewhere on the return.

e You can also claim expenses paid this year for
someone who was your qualifying person when
the expenses were incurred.

Dependent Care Credit

® Qualifying person can be your spouse who is incapable of self-
care. No need to use charts.

e |f married, must file MFJ unless you lived apart from your spouse
all the last half of the year and paid more than half the cost to
maintain a home for both you and the child or disabled person.

e Taxpayer(s) must have earned income. Special rules apply if
MFJ and either spouse is a full-time student or incapable of self-
care.

® You must make the payments so you can work or look for work.

e Purpose of payments must be for person’s well being and
protection—not education (below kindergarten ok; day camp ok,
household services ok if partly for well-being or protection).

® Payments cannot be made to your spouse, to the child’s other
parent (with some exceptions for a disabled person), to your
dependent, or to your child who is under age 19.

e You must have made a reasonable effort to get provider's name,
address and tax identification number (SSN or EIN).

Earned Income Tax Credit

e You cannot file MFS. If married to NRA spouse must file MFJ.
e You must have earned income (other than penal income).
® You cannot have investment income over a certain amount.
e Taxpayer must be U.S. citizen or resident alien all year.
® You must live with the child in U.S. at least half the year.
® You cannot claim the foreign earned income exclusion.
e EIC cannot have been disallowed by IRS due to fraud in last 10
years.
AARP FOUNDATION
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Chart 1: QUALIFYING CHILD (page 1)

Was the child a U.S. citizen, national or resident alien or a resident of Mexico or Canada during the tax year? 1

Is this person someone you are adopting and who lived with you all year as a 2 = |!Is the child married? 4a |
member of your household? [Answer “no” if you are not a U.S. citizen or national.] o No Yes
vveq Does he meet the five tests

to be a qualifying child (age,
relationship, abode, sup-
port, and MFJ)?

brother, half—sister, stepbrother, stepsister, or a descendant of any of them? ah

|1Vias the child your son, daughter, stepchild, eligible foster child, brother, sister, half-

3
NoV

Yes Y

Was the child underIN Was the child under age 24 at the end of ¢ This person is This person is not your qualifying

age 19 at the end off-%{the year and a full-time student during some notyour chlld nor your qualifying __ ,
the year? 5 part of each of any five months of the year? qualifying child. Y
‘Yes ‘Yes VNO g:tzr(r:\:ilr?:ifrtg This person is your qualifying child for
Was the child permanently|NJor she is your | |12 fian 172 the costs of maintaining

|Was the child younger than you?; I—N-Q> and totally disabled? 8 qualifying the home and are not married or

ﬂes TYes relative. 9 are married to a nonresident alien. , 4

Except for temporary absences, did the child live with you for more than
half the year? (See exceptions for birth, death or kidnapping.)

YYes
Is the child the qualifying child for any other taxpayer? [i.e. Except for temporary absences, did the child live with 12
any other close relative (for example, parent, grandparent etc., aunt, uncle, older sibling) more than 1/2 the year?]

213

10 Go to Page 2 Block A 11

Did the person who would win the tiebreaker give you the right to claim the
child as a qualifying child? [This is different than waiver of exemption.]

YNo Yesy
Are you the noncustodial parent? An- Are you the parent, step-
swer “no” if parents live together with parent or foster parent? g

Yes
Did you give 15
someone else in
the household

14

Go to Page 2
Block A 17

veg|

the right to claim the child. 16 NoV Ye
the c_hi]d asa Yes VNQ No Is your AGI greater than the AGI of any
qualifying child? ==9{Go to Page 2 Block D 19A one else who could claim the child? 29
Y YNo Yes¥
Is the child filing a MFJ tax return? [Answer “no” if they are filing only to get a refund of withholding or estimated tax paid] 21 |
YesY
Can YOU the TP (or your spouse if filing MFJ) be claimed as a Yes > Go to Page 2 Go to Page 2
dependent on anyone else’s return? 22 Block B 9p Block C 19C
No
Are the parents divorced, legally separated or lived apart all last 1/2 of the year® Does the noncustodial parent
Yes have the right to claim the child’s
— - exemption per Form 8332 or pre-
Are they 24 Was the child in custody 25 Dld. one or both parents .(or 26 2009 divorce decree? [Answer
filing sepa- |Yeg|of one or both parents ) Yeg |their new spouses) provide | Y@S Lo if you are the noncustodial
rate returns? more than half the year? more than 1/2 of his support? parent] See Pub 17 if decree is
No NoV NQ' pre-1985. 27
Did child provide more than 1/2 his own support? 28 je——No lYeS
YNo YesY
This person is vour qualifying child for: 29 This person is your This person is your qualifying child for:
e Heador household1 o e Education credits qualifying child for: e Head-of-household (if you paid more
. . 2 - . e Earned Income than 1/2 the cost of keeping up a
Quahfy_mg Wldqw(er) (for| ® Earned |ncome_cred|t (if Credit (if child i home for the year and are not
either, if you paid more both TP and child have redit (i 'Cdl IS L
than 1/2 the cost of keep- | valid SS_N s, and TP is not Egthm'l?lgfna i esiine Creslii ssin e 2l
ing up a home for the the qualifying child of an- el " child have valid SSN's, and TP is not
year). See footnotes. other taxpayer) el LA qualifying child of another taxpayer)
e Dependency exemption | ® Child tax credit (if child is SSN’s, and TP e Child and dependent care credit (if
e Child and dependent care| under age 17 and a citizen, is not the quali- child is under age 13 at time of care
credit (if child under age national or resident of the fying child of or incapable of self-care )
13 at time of care or u.s.) another taxpay- e Medical expense deduction (if you are
incapable of self-care) o Medical expense deduction er) 30 the parent) 31

1: If you are married you can claim head of household only if your spouse is treated as a nonresident alien for tax purposes OR 1) the
person is your child, step-child or eligible foster child, and 2) you lived apart from your spouse the entire last half of the year.
2: You can claim qualifying widow(er) if the person is your child or stepchild who lived with you all year except for temporary absences.

See other requirements on first page. ARREFOUNDATION
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TP and child didn’t live together more than half the year

TP a Dependent

Child Filing MFJ

Chart 1: QUALIFYING CHILD (page 2)

|BLOCK A: Are you the noncustodial parent?

1No

32 |

®1 This person is

YYes

not your

Were the parents divorced or legally separated, had a written separation agreement,
or did not live together during the last 1/2 of the year?

qualifying child.
See Chart 2 to

|No »

21
JJ

YYes N determine if he
|Does the child receive at least half his or her support from parents (or their new spouses)? 34 |-—°> or she is your
YYes qualifying
— 1No »-| relative.
Was the child in the custody of one or both parents more than half the year? 35
Yes 50
Does your divorce decree or separation agreement uncondi- No > Do you have a written
tionally allow you to claim the child for tax purposes? 37 declaration (Form 8332
YYes . or similar document)
Was the decree or agreement executed after 20082 3 [ signed by the custodial
No parent tr_ele?swlaltheh_ld? This person is
Before  |Yes  |Did you provide at least $600 for the No ) exemption tor this child < INo your qualifying
19857 40 child’s support during the year? 41 38 child for:
YNo YYes YYes e Medical
Is the child filing a married filing joint tax return? [Answer “no” they are filing only for a refund of expense
withholding or estimated tax paid.] 0 deduction 42

Y No

Yes
rCan YOU, the TP, (or your spouse if married filing jointly)
b

e claimed as a dependent on anyone else’s return?]

This person is a qualifying child for:
e Dependency exemption

No |

44

YYes

This person is your qualifying child for:
® Medical expense deduction

e Child tax credit (if child is under age 17 and a US
citizen, national or resident)
® Education credits (if not filing MFS)

46 e Medical expense deduction 45
BLOCK B: Did the child provide more No This person is your qualifying child for:
than 1/2 his own support? % — | ® Head of household (if you paid more than 1/2 the cost of

yYes

This person is your qualifying child for:

® Earned Income Credit (if the child is
not married, both TP and child have
valid SSN’s, and TP is not the qualify-

ing child of another taxpayer)
52

keeping up a home for the year and are not married)3

e Child and dependent care credit (if child is incapable of self-
care)

e Earned income credit (if the child is not married, both TP
and child have valid SSN’s and TP is not the qualifying child
of another taxpayer)

e Medical expense deduction (unless the noncustodial par-
ent is claiming the exemption and you are not the parent)

BLOCK C: Did the child provide more than
1/2 his own support? 47

No

+Yes

This person is not your qualifying child nor

qualifying relative for any tax purpose. 49

This person is your qualifying child for:

e Child and dependent care credit (if child is incapable of self-
care)

e Medical expense deduction (unless the noncustodial parent

is claiming the exemption and you are not the parent)
48

es for this child.

BLOCK D: Generally, this person is not your qualifying child or qualifying relative for any tax purpose.
e |f the child has a SSN, you can claim EIC with a different child, but you cannot claim EIC without a qualifying child.
e If you are the parent, and the tests for a child of divorced or separated parents are met, you can claim medical expens-

53

3: If you are married you can claim head of household only if your spouse is treated as a nonresident alien for tax purposes.

See other requirements on first page.
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Chart 2: QUALIFYING RELATIVE (or Other Person)

[Was the person a U.S. citizen, national or resident alien or a resident of Mexico or Canada for any part of the tax year? |

Yes ¥ No
Is this person someone you are adopting and who lived with you all year as a member of your household?
[Answer “no” if you are not a U.S. citizen or national.] 2
YYes Yes Noy
[Was the person your qualifying child or the qualifying child of any other taxpayer? 3| 1 This
Y No person is
Was this person your Did this person live with not your
e Child, stepchild, eligible foster child or a descendant of any of them? you all year as a member qualifying
e Your brother, sister, half sibling, or a son or daughter of any of them? of your household except relative
® Your stepbrother, stepsister, stepfather or stepmother? N9| for temporary absences No for any
e Your father, mother, or an ancestor or sibling of either of them? (and your relationship — P> tax
e Your son-in-law, daughter-in-law, father-in-law, mother-in-law, does not violate local purpose.
brother-in-law or sister-in-law? 4 laws)? 5 6
Y Yes Yesy

[Did you provide over half of his or her support?*

7]

Yes

¥ No

[Did you provide over half of his or her support? s|

NoY Yes

the support test,

Did you provide more than 10% of his or her support and have a multiple support agreement signed

by (or with written consent of) everyone who: 0
1. Could have claimed the exemption except for 2. Provided more than 10% of the support, and

3. Jointly provided more than 1/2 of the support?

ng

VYes

Did the person have gross income
(excluding tax exempt income such as
social security) less than the exemption
amount?

This person is not

your qualifying

relative for any tax

purpose.

11

Did the person have gross income
(excluding tax exempt income such as
social security) less than the exemption

amount? 12

Yes YNo

YNo Yes

Was the person totally and
permanently disabled?

13

erS

No

Ignoring sheltered workshop income,
was his or her gross income more

than the exemption amount? 15

Yes
—>]

\i YNo

Can YOU (or your spouse if MFJ) be claimed
as a dependent on someone else’s return?

YNo

Did the person file married filing joint? [Answer

This person is your
qualifying relative

for:
e Child and de-
pendent care

credit (must have

lived with you
more than 1/2

the year and be
mentally or phys-
ically incapable

of self-care)

No

Was the person totally and

permanently disabled? 14

YYes

Yes|

Ignoring sheltered workshop income,
was his or her gross income more

than the exemption amount? 16

¥ No \i

Can YOU (or your spouse if MFJ) be claimed
as a dependent on someone else’s return? g

Y No

Yes
—

Did the person file married filing joint?
[Answer “no” if filing only for a refund of with-
holding or estimated tax paid.] 21

VYes

“no” if filing only for a refund of withholding or [Yes | e Medical expense
estimated tax paid.] 19 deduction
20
Y No
Except for temporary absences, did this
person live with you more than half the No_ |Was this person
—
year? 22 your parent? 23

No

Y No
This person is your qualifying
relative for:

YYes

e Dependency exemption
® Child & dependent care

This person is your qualifying relative for:
e Head of Household® or Qualifying Wid-

1/2 the cost of keeping up a home for
the year). See footnotes.

e Dependency exemption
e Education credits

e Medical expense deduction
ow(er)® (for either, if you paid more than ® Child & dependent care credit (must
have lived with you more than 1/2
the year and be mentally or physical-
ly incapable of self-care)

credit (must have lived with
you more than 1/2 the year
and be mentally or physical-
ly incapable of self-care)

e Education credits (if not
filing MFS)

e Medical expense deduction

24 25

4:
5:

If you are the noncustodial parent and the rules for separated parents are met, over half the support can be provided by one or both parents.
If you are married you can claim head of household only if your spouse is treated as a nonresident alien for tax purposes OR 1) the

person is your child, stepchild or eligible foster child, and 2) you lived apart from your spouse the entire last half of the year.

6:
porary absences.

You can claim qualifying widow(er) if the person is your child or stepchild who lived with you all year except for tem-
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