Quality Review Duties
1.  Receive the client envelope with tax documents, site file copy and intake form.

2. Complete the quality review on the intake form.  Concentrate on name and social security number.  Also double check all tax documents were entered.  Double check qualified credits.

3. Make corrections in red on the site file copy.

4. Return to preparer for corrections, if necessary.

5. Double check corrections were made---sign the Intake form in notes to indicate Quality Review was completed.

6. Make sure the tax file has been copied to SR114 computer for efile.

Receptionist Duties

     Set-up Duties/ Put away

1. SR 112 ---  Put client sign-in sheets on clipboard, making sure there are several pens.   Put out intake sheets and envelopes by clipboards.

2. SR114 ---  Put out Volunteer sign-in sheet in front of room on podium.  Put efile and return appointment envelope on computer desk.  Put out office supplies in both SR114 and SR113.

Labtime Duties
1.  Make sure EVERYONE signs in.

2. Make sure everyone has completed an Intake Sheet and a VITA envelope before assigning volunteer.

3. Assign volunteer is one has not been selected.

4. Maintain the Status Log and Return Appointment Sheets

5. File Intake forms of completed tax returns if volunteer has not done so.

6. Answer client’s questions.
