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LETTER OF INSTRUCTION FOR DROP-OFF

United Way SELA is offering tax preparation services through its Volunteer Income Tax Assistance (VITA)
program to the community and surrounding metro area beginning Thursday, January 15, 2026 through Monday,
November 30, 2026.

Taxpayers requesting income tax preparation must drop off all tax return information at the United Way of SELA
office, 2401 Canal Street, New Orleans, LA 70119. This tax season will continue the Virtual Drop-off method with
free basic income tax preparation, electronic filing, and direct deposit of refunds to qualified individuals. There is a
designated locked drop box in the front of the building near the entrance gate, available 24/7 for this purpose.

The Office will be open on Monday thru Thursday from 9:00 am to 4:00 pm and Friday 9:00 am to 3:00 pm.
Closed from 12noon to 1:00pm for lunch each day.

The Tax Preparation Process

This package includes
1. Important tax records envelope (place all tax documents inside this envelope)
Please send copies of all documents:
e Photo IDs and Social Security cards for everyone listed on the return
e  W-2s, 1099Rs, 1099-G, 1099-MISCs, W2-G for gaming winning, etc.
e 1099DIV or 1099-INT Dividend and Interest documents
¢ Any other related documentation you have received (1099, 1098-T, etc.)
o Total paid for daycare expense, provider’s Name, Tax ID#, Address, and Phone number.
o Health Insurance Form 1095A from the Marketplace.
e Voided check or bank account info for direct deposit. (IRS is not sending out paper checks)
o ID-PIN (if you claimed Identity Theft, IRS assigned you/or dependent a Protective Pin Number).
¢ Supporting document for No tax on Tips/Overtime/Interest of car loan.
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Form 13614-C Intake/Interview & Quality Review Sheet (Complete this form, sign the last page and place
in the envelope)

3. Form 14446 sign the last page and include Bank Name, Routing number and Account number if you
request your refund direct deposit and place this form in the envelope.

4. Place all documents and forms inside the Important Tax Records Envelope, seal it and place in the drop
box.

5. Prepare for Virtual Session
e The preparer will contact you via telephone number or email. Please be sure you provided a valid
phone and email address on the Intake/Interview Sheet.
e The tax preparer will go over the information you provided and the result of the return
e Corrections will be made at this time, if any.

6. Taxpayer must return to site to sign the return and Form 8879 before electronically filing (transmitted to
IRS) and pick up their copy of the return. (The return will not be electronically filed without the
taxpayer’s signature and spouse signature if filing married filing joint).

7. The Site will not store taxpayer’s income tax returns or tax-related documents. Due to high rate of
identity theft and IRS policies, all documents not retained by the taxpayer will be destroy (shredded).



