
Filing Basics



About Filing Basics

• TaxSlayer: Basic Information section

• Additional resources listed in L&LT “References” tab 

• Review all tips and cautions 

• Read all examples and sample interviews

• We will review answers to 
each exercise in the lesson
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Objectives – Filing Basics 

• Determine who must file a tax return

• Determine who should file a tax return

• Verify the taxpayer’s identity

• Determine how to file the return

• Time Required: 10 minutes
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Topics

• Who Must File?

• Who Should File?

• Verifying Taxpayer Identity

• Choosing Appropriate
Schedules

• Filing the Return

• Administrative Questions

• Potential Pitfalls
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Key Terms

Definitions are always available in the L&LT online Glossary.

• ATIN

• Dependent

• Gross Income

• ITIN

• Tax Credits

Filing Basics 5



Who Must File?

• What helps determine if an individual must file?

• Form 13614-C very important in this stage of the process

• Refer to Pub 4012, Charts A, B, and C

• Internet resource for determining  filing requirement:
• Interactive Tax Assistant: Determine if you have to file a return

• Let’s practice: Case studies and Skills Warm Up from L&LT lesson
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http://apps.irs.gov/app/vita/content/globalmedia/teacher/chart_a_b_c_d_4012.pdf
https://www.irs.gov/help/ita/do-i-need-to-file-a-tax-return


Who Should File?

• In what situations would an individual want to file if they are not 
required to?
• Find examples in Pub 4012, Chart D

• Out of scope: 
• Health coverage tax credit
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http://apps.irs.gov/app/vita/content/globalmedia/chart_d_who_should_file_4012.pdf


Verifying Taxpayer Identity

• What are acceptable identity documents to verify identity? 
• See the Tip in Pub 4491

• What are acceptable TINs?

• Enter names and identification numbers accurately
• Mistakes in data entry can result in processing delays
• See Pub 4012, Starting a New Return in Tab B, Starting a Return/Filing 

Status

• Verify taxpayer information to protect against identity theft

• Remind taxpayers correct information is necessary to receive age-
related tax benefits

• Out of scope: taxpayers who cannot substantiate their identity
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Choosing the Appropriate Schedules

• Form 1040 allows many taxpayers to file a short, simple form. 

• Form 1040-SR, U.S. Income Tax Return for Seniors, is also available. It 
may be used by taxpayers who are age 65 or older at the end of the tax 
year.

• Schedules 1 through 3 have been created for instances where 
additional information needs to be carried over to Form 1040 or Form 
1040-SR. The schedules are:
• Schedule 1: Additional Income and Adjustments to Income
• Schedule 2: Additional Taxes
• Schedule 3: Additional Credits and Payments
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Filing the Return

• Covered in detail in Completing the Return lesson

• IRS E-file
• All volunteer tax assistance sites e-file tax returns
• Safest, fastest and easiest way to file
• Free File for individuals with income below the threshold
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Administrative Questions

• FAQ answers:
• Pub 4012, Partner Resources tab, Frequent Taxpayer Inquiries
• Pub 17 Index
• Internet: Filing Requirements
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http://apps.irs.gov/app/vita/content/globalmedia/teacher/frequent_taxpayer_inquiries_4012.pdf
http://www.irs.gov/pub/irs-pdf/p17.pdf
https://www.irs.gov/faqs/filing-requirements-status-dependents-exemptions


Potential Pitfalls

• Canadians have ID numbers similar to Social Security; do not use 
Canadian ID numbers on a U.S. tax return

• Be alert for possible indications of fraudulent activity
• Form W-2 that is typed or handwritten or has noticeable alterations
• Form W-2 from a company that looks different from other Forms W-2 issued 

by the same company
• A suspicious person accompanying the taxpayer (who has been observed on 

other occasions)
• Multiple refunds directed to the same address or P.O. box
• Employment or earnings that are a basis for refundable credits, which are not 

well-documented
• Similar returns (e.g., same amount of refund, same number of dependents, or 

same number of Forms W-2)
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Out of Scope for this Lesson:

• Taxpayers who may qualify for the health coverage tax credit or credit 
for the repayment of previously taxed income

• Taxpayers who cannot 
substantiate their identity
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Summary

• Three charts help you determine who must file and who should file
• Chart A - For Most People Who Must File 
• Chart B - For Children and Other Dependents 
• Chart C - Other Situations When You Must File 
• Chart D - Who Should File

• Individuals who are not required to file should file to claim a refund of 
withheld taxes or a tax credit for which they qualify

• Verifying taxpayer identity
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