
Low Income Taxpayer Clinic

>

> Access to Representation
> Outreach and Education for Taxpayers Who Speak

English as a Second Language

20
05

 G
R

A
N

T 
A

P
P

LI
C

A
TI

O
N

P
ac

ka
ge

 a
nd

 G
ui

de
li

ne
s

L I T CL I T C

P3319_Cover_FINAL.qxd  4/29/04  2:45 PM  Page 2

creo










 

 

 
 

This Page intentionally left blank





TABLE of CONTENTS 
 

Section Page 
 
 

Paperwork Reduction Act Notice: 

I. INTRODUCTION..........................................................................................................................................................................1 

II. LITC PROGRAM OVERVIEW...................................................................................................................................................1 

III. LITC PROGRAM GRANT REQUIREMENTS ....................................................................................................................1 
A. ELIGIBILITY..................................................................................................................................................................................1 
B. ADDITIONAL ELIGIBILITY CRITERIA.............................................................................................................................................4 
C. LITC PROGRAM STANDARDS.......................................................................................................................................................7 

IV. LITC PROGRAM ADMINISTRATIVE REQUIREMENTS .............................................................................................10 
A. GRANT AWARD ADMINISTRATIVE REQUIREMENTS....................................................................................................................10 
B. GRANT AGREEMENT...................................................................................................................................................................11 
C. CIVIL RIGHTS REPORTING REQUIREMENTS ................................................................................................................................12 

V. COMPLETION AND SUBMISSION OF LITC PROGRAM GRANT APPLICATION PACKAGE.................................14 
A. LITC PROGRAM GRANT APPLICATION CONTENTS.....................................................................................................................14 
B. NEW OR SINGLE YEAR GRANT APPLICATIONS - GENERAL INSTRUCTIONS FOR SUBMISSION OF LITC PROGRAM GRANT 

APPLICATION PACKAGES............................................................................................................................................................17 
C. CONTINUING MULTI-YEAR GRANT APPLICATIONS - GENERAL INSTRUCTIONS FOR SUBMISSION OF LITC PROGRAM GRANT 

APPLICATION PACKAGES............................................................................................................................................................18 
D. DELIVERY OF LITC PROGRAM GRANT APPLICATION PACKAGE................................................................................................19 
E. WITHDRAWAL OF LITC PROGRAM GRANT APPLICATION PACKAGE..........................................................................................20 

VI. SELECTION AND AWARD..................................................................................................................................................20 
A. ELIGIBILITY SCREENING.............................................................................................................................................................20 
B. TECHNICAL EVALUATION...........................................................................................................................................................21 
C. COST ..........................................................................................................................................................................................22 
D. OTHER CONSIDERATIONS ...........................................................................................................................................................22 
E. MULTI-YEAR AWARDS...............................................................................................................................................................22 

VII. LITC PROGRAM GRANT ADMINISTRATION...............................................................................................................23 
A. NOTIFICATION OF AWARD DECISIONS .......................................................................................................................................23 
B. PAYMENTS TO LITC PROGRAM GRANTEES ...............................................................................................................................23 
C. MANAGEMENT OF FUNDS ..........................................................................................................................................................24 
D. ALLOWABLE EXPENSES..............................................................................................................................................................24 
E. UNALLOWABLE EXPENSES................................................................................................................................................25 

VIII. AUDIT REQUIREMENTS.....................................................................................................................................................25 

IX. LOBBYING ACTIVITIES .....................................................................................................................................................26 

 

 
This application package is provided for awards under the Low Income Taxpayer Clinic Grant Program.  The information is requested from the 
applicants in order to determine their eligibility for an LITC grant and evaluate their grant proposals.  Applicants are not required to respond to this 
collection of information unless it displays a currently valid OMB number.  The estimated average burden associated with this collection of information is 
60 hours per respondent for program sponsors and 2 hours for student and program participants.  Comments concerning the accuracy of this burden 
estimate and suggestions for reducing this burden should be directed to the Tax Products Coordinating Committee, Western Area Distribution Center, 
Rancho Cordova, CA 95743-0001.  Do not send grant application forms to this address.  Grant applications should be sent to: Internal Revenue Service, 
Taxpayer Advocate Service, LITC Program Office, Mail Stop 211-D, 401 W. Peachtree St. NW, Atlanta, GA 30308 
 
Catalog of Federal Domestic Assistance Number:  21.008                OMB Approval No. 1545-1648 

- i - 



 
X. LITC PROGRAM GRANTEE RESPONSIBILITIES .............................................................................................................26 

A. LITC PROGRAM COORDINATION ...............................................................................................................................................26 
B. CHANGES IN LITC PROGRAM AWARD-SUPPORTED ACTIVITIES ................................................................................................26 
C. RELEASE OF LITC PROGRAM AWARD FUNDS ...........................................................................................................................26 
D. MANAGEMENT OF LITC PROGRAM PERSONNEL........................................................................................................................26 
E. CONFIDENTIALITY......................................................................................................................................................................27 
F. SELECTION AND MANAGEMENT OF LITC LOCATION................................................................................................................27 
G. LITC PROGRAM MATERIALS .....................................................................................................................................................27 
H. LITC PROGRAM PUBLICITY .......................................................................................................................................................27 
I. LITC PROGRAM QUALITY CONTROL REQUIREMENTS ...............................................................................................................28 
J. ETHICS .......................................................................................................................................................................................28 
K. WITHDRAWAL FROM LITC PROGRAM .......................................................................................................................................28 

XI. LITC PROGRAM REPORTING REQUIREMENTS.........................................................................................................28 
A. INTERIM REPORTS ......................................................................................................................................................................28 
B. ANNUAL  REPORTS.....................................................................................................................................................................30 
C. ADDITIONAL INFORMATION REPORTING REQUIREMENTS ..........................................................................................................35 

XII. RECORDS RETENTION AND ACCESS REQUIREMENT .............................................................................................35 

XIII. WITHDRAWAL FROM LITC PROGRAM........................................................................................................................35 

XIV. LITC PROGRAM TRAINING CONFERENCE .................................................................................................................35 

XV. ON-SITE ASSISTANCE VISITS...........................................................................................................................................35 

XVI. LITC PROGRAM OFFICE RESPONSIBILITIES .............................................................................................................35 

APPENDIX A.......................................................................................................................................................................................... A 
LITC PROGRAM GRANT FORMS ........................................................................................................................................................... A 
ALL FORMS IN THIS SECTION MUST BE SUBMITTED WITH YOUR APPLICATION EXCEPT THE GRANT AGREEMENT.................................. A 

APPENDIX B .......................................................................................................................................................................................... B 
LITC PROGRAM GRANT APPLICATION CHECK LIST ............................................................................................................................. B 

APPENDIX C.......................................................................................................................................................................................... C 
INDEX OF LITC TERMS......................................................................................................................................................................... C 

 
 
 

 
- ii - 

 



 
I. INTRODUCTION 
 

This publication outlines requirements for the development, expansion or continuation of a qualifying 
IRS Low Income Taxpayer Clinic (LITC) program and provides instructions on how to apply for a grant 
under this program.  Acceptance into the program will be based on the criteria outlined in this 
publication.  All applications for this grant must be completed thoroughly and accurately.  Failure to do 
so may result in an application being eliminated from consideration.  
 
This publication and copies of the required forms and certifications should be retained for future 
reference.   Interim and annual reporting requirements are included in this package and should be 
followed when those reports are prepared.  

 
NOTE: When questions arise regarding the program, they can be submitted by email to the 
LITC Program Office at: LITCProgramOffice@irs.gov    
 

II. LITC PROGRAM OVERVIEW 
 

The LITC Program provides matching grants for qualifying organizations that represent low income 
taxpayers involved in controversies with the Internal Revenue Service (IRS) and for organizations that 
provide tax education and outreach to taxpayers who speak English as a second language (ESL) or 
who have limited English proficiency (“ESL taxpayers”).  Qualifying clinics may not charge for their 
services or may charge only a nominal fee.   
 
Low income status is determined by guidelines contained in the Federal Poverty Guidelines, which are 
updated annually by the Department of Health and Human Services (HHS). 
 
Section 7526 of the Internal Revenue Code (IRC) authorizes the IRS to award organizations matching 
grants of up to $100,000 per year.  Applications will be accepted for project periods of up to three years 
duration.  Funding will be provided by budget periods of one year, subject to the availability of annual 
appropriated funds.  With respect to applications for two-year or three-year project periods, the second 
and/or third years will be funded subject to satisfactory performance, compliance with grant terms, and 
availability of appropriated funds.  All grant funds awarded to an LITC must be used for the LITC project 
specifically authorized in the grant.   
 
The LITC Program is administered by the Office of the Taxpayer Advocate.  The Director of the 
Taxpayer Advocate Service (TAS) LITC Program Office reports directly to the National Taxpayer 
Advocate and is responsible for providing oversight, guidance, and assistance to LITC grantees and 
prospective applicants.  The LITC Program Office is comprised of a grants administration manager, 
controversy manager, and ESL manager who will work directly with the clinics on applicable areas. 
 

III. LITC PROGRAM GRANT REQUIREMENTS 
 

A. ELIGIBILITY  
 
Organizations must meet the following eligibility criteria: 
 
1. The organization must be a qualified clinic that represents and/or refers low income 

taxpayers in controversies with the IRS and/or operates programs to inform taxpayers 
for whom English is a second language about their tax rights and responsibilities.  
Qualified Clinics are those that do not charge more than a nominal fee to either 
represent low income taxpayers in controversies with the IRS or provide information to 
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individuals for whom English is a second language about their tax rights and 
responsibilities.   

 
a. The term “clinic” includes: 

 
i. a clinical program at an accredited law, business, or accounting school in 

which students represent low income taxpayers in controversies with the 
IRS, and  

 
ii. an organization described in IRC Section 501(c) and exempt from tax 

under IRC Section 501(a) that either directly represents taxpayers or 
refers taxpayers to qualified representatives.  

 
NOTE: While IRC § 7526 allows applicants to charge a fee for their services, all 
such fees must be nominal.  
 

b. The term "controversies" includes: 
 

i. An IRS account, collection, examination, or Appeals matter; 
 

ii. Representation on a federal tax matter in federal courts, including the 
United States Tax Court; 

 
iii. Representation or referral of a low income taxpayer involved in a state or 

local tax controversy, if the clinic is also representing or referring that 
taxpayer in a federal tax controversy, or if the state or local issue is 
ancillary or related to a federal tax controversy;  

 
iv. Representation or referral of a low income taxpayer involving a state or 

local tax controversy if the clinic operates a program to inform ESL 
taxpayers about their federal rights and responsibilities;  

 
v. Provision of assistance to a non-filer in the preparation of prior year 

return(s).  Preparation of an amended return, if such assistance is 
necessary to resolve a controversy for which an LITC is representing a 
taxpayer. 

 
c. The "referral” activity for which grant funds may be expended is the referral of low 

income taxpayers to qualified representatives who provide pro bono 
representation or to nonprofit entities or organizations that provide pro bono 
representation to low income individuals.  Examples of “referral” activity include 
referral to: 

 
i. A panel of qualified representatives maintained by the clinic to whom the 

clinic refers matters and which agrees to provide pro bono representation 
to low income taxpayers; 

 
ii. A panel maintained by a state bar association which, for free or for a 

nominal fee, makes referrals to qualified representatives who have 
agreed to provide pro bono representation in legal matters; and 
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iii. A panel maintained by a state or local society of accountants which, for 

free or for a nominal fee, makes referrals to qualified representatives who 
have agreed to provide pro bono assistance to taxpayers.  

 
d. A “qualified representative” is any individual, whether or not an attorney, who is 

authorized to practice before the IRS or applicable court.  
 

e. A “program to inform” is one in which the clinic has direct consultative contact 
with ESL taxpayers about their tax rights and responsibilities. 

 
f. Examples of “qualifying ESL activities” are: 

 
i. an educational outreach program about U.S. taxpayer rights and 

responsibilities conducted by a clinic and attended by ESL taxpayers.  
 

ii. direct consultation with an ESL taxpayer regarding their federal tax rights 
and responsibilities. 

 
iii. ancillary assistance to ESL taxpayers in the preparation of federal tax 

returns or other required tax forms.  
 

The term “ancillary” means incidental.  That is, the LITC’s program 
must focus on outreach and education and not tax preparation. If, 
for example, an ESL client requests help with a tax return in the 
course of an LITC’s conducting of outreach or education, the LITC 
may not provide such assistance unless it arises from, and is 
demonstrative of, the LITC’s primary activity of outreach and 
education. 

• 

 
• LITCs must advertise and promote themselves as providing 

information and education to help ESL individuals understand the 
federal tax system.  For example, an LITC could advertise a 
community meeting to acquaint ESL individuals with their rights 
and responsibilities under the U.S. tax system.  Posters, radio 
advertisements, or any other media announcing the meeting must 
not mention tax return preparation or refund claim assistance.  Nor 
can any LITC posters advertise return preparation or refund claim 
assistance. 

 
NOTE:  Generally, if ESL taxpayers require tax preparation assistance, they 
should be referred to a Volunteer Income Tax Assistance (VITA) program or a 
Tax Counseling for the Elderly (TCE) site (including a program co-located but 
independently funded by the LITC), or an IRS Taxpayer Assistance Center, 
where available.  Grant funds awarded to an LITC must be used for the LITC 
project authorized in the grant agreement and cannot be used to fund VITA 
and/or TCE activities.  

 
2. The organization may be a clinic providing qualifying services that it conducts within a 

broader spectrum of activity, i.e., generally, the operation of a "clinic within a clinic" does 
not disqualify an applicant from eligibility for an LITC program grant award.  A clinic may 
provide representation in non-tax matters as well as representation in tax matters.  Such 
clinics must reasonably allocate their expenses and matching funds for services shared 
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with non-qualifying programs or other organizations in determining allowable expenses 
for LITC funding and their compliance with the statutory matching funds requirement. 

  
• 

• 

See OMB Circular A-21, "Cost Principles for Educational Institutions" and Circular A-
122, "Cost Principles for Non-Profit Organizations".   

 
The OMB Circulars are available on the following web page:  
www.whitehouse.gov/omb/circulars.   

 
a. Clinic within a clinic.  Services provided to taxpayers by a clinic cannot be 

separated and operated out of another clinic within that clinic for purposes of 
meeting the 90/250 income requirement.  (See “Additional Eligibility Criteria 
below for a description of the 90/250 income requirement.) 

 
b. Start-up Expenses.  A clinic may be awarded an LITC grant although it 

anticipates that it will not begin the actual conduct of qualifying activities until 
after the current grant period (i.e., start-up operations qualify for grant funding.)  
Such applicants still must satisfy the statutory matching funds requirement during 
the year covered by the grant.  In addition, LITC grants to such applicants will be 
conditioned on the conduct of qualifying activities during the immediately 
succeeding grant year. 

 
c. Nominal Fee.  A clinic also must not charge more than a nominal fee for clinic 

services (except for reimbursement of actual costs incurred).  
 

NOTE:  A clinic may not charge any fee for the ancillary preparation of a tax 
return (except for reimbursement of actual costs incurred).  

 
B. ADDITIONAL ELIGIBILITY CRITERIA 

 
1. The 90/250 Requirement 

 
If the clinic represents and/or refers low income taxpayers in controversies with the IRS: 
 
• 

• 

at least 90 percent of taxpayers represented and/or referred must have incomes that 
do not exceed 250 percent of the poverty guidelines published annually by HHS, and  

 
the amount in controversy for any taxable year generally must not exceed the 
amount specified in IRC Section 7463 (currently $50,000). 

 
a. Income Ceilings 

 
i. Based on the 2004 poverty guidelines published on February 13, 2004, 

the income ceilings for low income representation are as follows: 
 

Size of Family 
Unit 

Income Ceiling (250% of 
Poverty Guidelines) 

1 $23,275 
2 $31,225 
3 $39,175 
4 $47,125 
5 $55,075 
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ii. For family units with more than five members add $7,950 for each 
additional member.    

 
iii. For Alaska and Hawaii poverty guidelines, see HHS Guidelines at 

http://aspe.hhs.gov/poverty  
 

b. The official poverty guidelines are published to determine whether a client 
seeking representation is a low income client for purposes of LITC Program 
funding.  Applicants must adopt the 2005, 2006 and 2007 income ceilings for 
determining LITC low income representation eligibility within 30 days from the 
date of publication of the HHS poverty guidelines in the Federal Register. 

 
2. Definition of Income.  

 
a. “Income” is defined in accordance with the statistical definition used by the U.S. 

Bureau of the Census.  See Website at: 
http://www.census.gov/population/www/cps/cpsdef.html  

 
b. For purposes of this grant program, income includes total annual cash receipts 

before taxes with the exceptions provided in (c) below.  Income includes, e.g. 
salaries before deductions, net receipts from self-employment (receipts after 
deductions for business expenses), alimony, child support, federally funded and 
other public assistance, social security, private pensions, university scholarships, 
dividends, interest, net gambling winnings, and regular insurance or annuity 
payments. 

 
c. Income does not include capital gains, withdrawals from a bank, money received 

from the sale of property, a house or a car, tax refunds, gifts, loans, a lump sum 
inheritance, one-time insurance payments, or compensation for injury or non-
cash benefits (including, as an example, employer paid or union paid portion(s) 
of employee fringe benefits). 

 
3. Definition of Family Unit 

 
a. For purposes of this grant program, a family unit is defined as an unrelated 

individual or a family.  An unrelated individual is a person 15 years old or over 
who is not living with persons related by birth, marriage or adoption.  A family is a 
group of two or more persons related by birth, marriage, or adoption who live 
together.  However, if related individuals live together, but the person seeking 
assistance from the clinic is financially independent, then that person may be 
treated as a family unit.  If two unrelated individuals live together, they constitute 
two family units. 

 
b. For purposes of determining the total number of taxpayers represented or 

referred in controversies with the IRS, include both those who do and do not 
meet the income requirements, and the total number of ESL taxpayers assisted.  
Ancillary preparation of a joint return counts as two taxpayers assisted.  If only 
one spouse on a joint return is represented or referred, the represented spouse 
counts as one taxpayer assisted.  
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4. Income Ceiling Applications  

 
a. The income ceilings should be considered at the time of the client’s intake, 

whether the organization provides representation in tax controversies or refers 
eligible individuals to other organizations or panels for such representation.  The 
taxpayer’s status as a low income taxpayer for grant program purposes will not 
change based on subsequent changes in the taxpayer’s financial condition. 

 
b. The Internal Revenue Service will apply the 90/250 income requirement by 

looking to the population served during the project period specified in the 
program application.  

 
c. Whether the 90/250 income requirement is met is determined based on 

taxpayers actually represented.  For this purpose, representation occurs when 
the arrangement is memorialized through a letter of engagement, a pro bono 
representation agreement, or a Form 2848, Power of Attorney.  

 
d. Satisfaction of the 90/250 income requirement is determined based on the 

means testing of family units, not on the average income of the taxpayers 
represented or referred.  Therefore, a clinic must maintain records for the total 
number of taxpayers represented (or referred) in controversies with the IRS and 
the number of taxpayers represented (or referred) in controversies with the IRS 
who have incomes which do not exceed 250 percent of the poverty level and 
whose cases meet the amount in controversy requirement.   

 
e. A clinic must base its determination of whether a taxpayer satisfies the 90/250 

income requirement on current income information provided by the taxpayer to 
the clinic on an intake form (or similar form) at the time the taxpayer seeks the 
clinic’s assistance.  A clinic may consider the taxpayer’s current year return in 
determining the taxpayer’s income, as that term is defined in Section III.B.2. 

 
f. If a clinic represents and also refers taxpayers, the 90/250 income requirement is 

determined on the basis of aggregate representations and referrals. 
 

5. Matching Funds 
 

Applicants must provide matching funds on a dollar-for-dollar basis for all LITC Program 
grant funds received.  
 
a. Cash contributions and third party in-kind (i.e., donated property or services) 

qualify as matching funds. The salary, including fringe benefits, paid for the 
individuals performing services for the clinic may count as matching funds and 
the cost of equipment used in the clinic may count as matching funds. The value 
of volunteer services furnished by professional and technical personnel, 
consultants and other skilled and unskilled labor may be counted as matching 
funds if the service is an integral and necessary part of an approved project or 
program. Services provided by students to satisfy an academic requirement, e.g., 
representation of taxpayers by students enrolled in a clinic sponsored by a law or 
business school, do not qualify as matching funds. 

 
NOTE:  The rates for volunteer services shall be determined consistent with the 
principles stated in OMB Circular A-110, "Uniform Administrative Requirements 
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for Grants and Other Agreements with Institutions of Higher Education, Hospitals 
and Other Non-Profit Organizations", Subpart C, Section .23.  The OMB Circulars 
referenced in this document are located at the following web address: 
www.whitehouse.gov/omb/circulars 
 

b. Program income (i.e., the clinic’s receipts from activities that serve grant 
purposes) count as matching funds.   For example, these types of fees may 
count as matching funds: registration fees for training and technical assistance 
programs for tax practitioners who serve the low income community, registration 
fees for informational programs for taxpayers for whom English is a second 
language, and nominal fees for legal services. 

 
i. Indirect expenses, including general overhead of the institution 

sponsoring the clinic, shall not be counted as matching funds, except for 
salaries and equipment as indicated above.   

 
ii. OMB guidance restricts percentages of overhead that can be allocated as 

matching funds. 
 

iii. Grant awards may be made on the basis of good faith estimates of 
matching funds, including verifiable pledge commitment(s) or likely 
sources of funding. 

 
c. For a clinic to obtain a grant payment in advance of actual disbursement or 

receipt of the required non-federal match, the clinic must have firm commitments 
for the required matching funds.  A firm commitment, at a minimum, consists of a 
binding written agreement between the grantee and the source of the matching 
funds that is conditioned solely upon the availability of federal assistance (and 
such other conditions as approved in advance by the IRS). 

 
NOTE:  Funds from other federal grants cannot be counted as matching funds 
unless authorized by statute.  (See OMB Circular A-110, Subpart C, Section 23)  
Legal Service Corporation funds are ineligible.   
 

C. LITC PROGRAM STANDARDS  
 

Low Income Taxpayer Clinics will be held to certain operating and ethical standards during the 
duration of their grant period.   

 
1. Work Group Service.  Each clinic is required to provide a representative to serve on at 

least one LITC work group.  These work groups will focus on substantive, administrative, 
and procedural tax issues that impact low income and/or ESL taxpayers.  Examples of 
work groups are the Earned Income Tax Credit (EITC), Individual Taxpayer Identification 
numbers (ITINs), simplification of notices sent to taxpayers, financial literacy, multilingual 
tax initiatives, and numerous federal tax compliance issues (i.e.,  Federal Payment Levy 
Program, Offer In Compromise (OIC), Collection Due Process, and Refund Litigation.) 

 
2. Standards for Clinic Operation.  The LITC Program Office has developed standards of 

operation for LITC grant recipients.  The LITC Program standards include: 
 

a. Qualified Tax Expert Requirement (QTE) – Availability of staff member with tax 
law expertise. 
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This QTE must be a Tax Attorney, CPA, or Enrolled Agent currently enrolled to 
practice before the IRS. However, consideration may be given to an applicant 
who can demonstrate tax expertise because of a related academic degree, 
documented experience or Continuing Professional Education credits. 

 
The Qualified Tax Expert will assume oversight of technical substantive matters 
and issues 

 
b. Qualified Business Administrator (QBA) – Availability of staff member with 

business administration expertise.  
 
The QBA must demonstrate education and/or experience with business or 
program administration, such as, but not limited to, internal controls, 
management of federal, state or local grant funding, budget administration and 
procurement or the equivalent. 
 
The QBA will have oversight of the clinic’s business operations. 

 
c. Internal Controls – Assurance of compliance, safeguarding of assets, costs 

allowable, authorized and allocable.  
 
LITCs must create a written approval process to document the authorization of 
expenditures from grant funds.  The documentation should include, but is not 
limited to, the expenditure’s amount, purpose, justification (if necessary) and the 
name of the approving official.  LITCs must have written procedures to track the 
clinic’s fixed assets and inventory.  

 
d. Publicity/Marketing – Effective publicity/marketing efforts to targeted audience.  

 
LITCs must identify their target audience and develop and describe the 
marketing approach to reach that audience.  LITCs should also implement a 
process that shows how participants hear about the program and the services 
offered.  For example, an intake form could be used to request needed 
information. For ESL outreach/education seminars, the clinic could require that 
all attendees indicate on a sign-in sheet how they learned about the seminar. 
The sign-in sheet also would allow the clinic to keep track of the number of 
attendees served, without requiring individual names or signatures. 

 
e. Mentoring Programs – Availability of mentoring and other technical assistance for 

clinic staff and volunteers.  
 
Experienced LITCs may be asked to informally assist less experienced clinics 
with operational inquiries and technical matters or issues. All clinics are 
encouraged to identify best practices and submit them to the LITC Program 
Office for sharing with other clinics to improve the overall quality of the LITC 
program. 

 
f. Networking  - development and maintenance of relationships with other 

community based organizations.  
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In the program plan, the LITC must identify networks within the community or 
organizations with which it can work to reach its target audience.   

 
g. Tax Library – accessibility to and adequacy of tax library and research 

arrangements.  
 
Each LITC will establish and maintain current tax information by documented 
subscriptions, purchase agreement or updated Internet information, or through a 
written agreement with another source.  In the latter situation, the LITC may find 
research sources through bar libraries, local law schools, or accounting or law 
firms.  

 
h. Continuing Professional Education (CPE) – quality of training of the clinic staff, 

volunteers and other program participants to increase knowledge and skills 
necessary to effectively deliver the services for which the clinic is funded. 

 
i. For returning clinics: the Program Director must attend the annual LITC 

conference.  If the Program Director is not the QTE, we encourage both 
to attend the annual LITC conference.  The QTE is also encouraged to 
attend the annual ABA, AICPA, or NAEA national conferences to meet 
this criterion, unless alternative documentation of Continuing Professional 
Education can be presented.  Suggested CPE sources include 
Practitioner Institutes, IRS Tax Forums, and Tax Executive Institute, etc. 

 
ii. For new clinics: the QTE and QBA must attend the annual LITC 

conference and are encouraged to attend the annual ABA, AICPA, or 
NAEA national conferences to meet this criterion, unless alternative 
documentation of Continuing Professional Education can be presented.  
Suggested CPE sources include Practitioner Institutes, IRS Tax Forums, 
and Tax Executive Institute, etc. 

 
The QTE will be required to ensure and document that the LITC staff, volunteers, 
and other program participants receive appropriate training to enhance skills. 

 
i. Qualified Volunteers – qualifications, training, and background of volunteers used 

in the clinics.  
 
Each LITC will develop a written application process or volunteer position 
description to determine qualifications of volunteers—that is, training, educational 
background and other qualifications relevant to the services offered by the clinic. 
 

j. Referral Services - If applicable, clinics representing taxpayers in controversy 
must establish adequate referral systems controls. 

 
To expand clinic coverage, taxpayers with tax controversies may be referred to a 
panel of qualified representatives who have agreed to provide representation or 
other assistance to taxpayers.  Clinics are expected to have adequate 
procedures and a monitoring system in place to ensure such referrals are 
handled expeditiously and that the actual representation by individuals is, in fact, 
pro bono.    
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IV. LITC PROGRAM ADMINISTRATIVE REQUIREMENTS 
 

A. GRANT AWARD ADMINISTRATIVE REQUIREMENTS  
 

Grant award administrative requirements are set forth in OMB and Treasury Circulars.  The 
basic administrative requirements applicable to individual Grant Agreements are contained in: 

 
• 

• 

OMB Circular No. A-110, "Uniform Administrative Requirements for Grants and Agreements 
with Institutions of Higher Education, Hospitals and Other Non-profit Organizations", and  

 
OMB Circular A-133, "Audits of States, Local Governments, and Non-Profit Organizations".  

 
All applicable provisions of these circulars as revised, and any existing and further supplements 
and revisions are incorporated into these program requirements and into all Grant Agreements 
entered into between the IRS and clinics. 
 
The OMB Circulars referenced are available at the following web site: 
www.whitehouse.gov/omb/circulars.   
 
1. Programs involving use of federal funds are governed by a wide variety of federal laws, 

federal regulations, Executive Orders of the President, circulars and directives from the 
Office of Management and Budget (OMB) and other Federal agencies.  These include: 

 
a. Certain civil rights laws, including Title VI of the Civil Rights Act of l964, as 

amended; Title IX of the Education Amendments of 1972; as amended; Section 
504 of the Rehabilitation Act of 1973, as amended; and the Age Discrimination 
Act of 1975, as amended. 

 
b. Restrictions on political activities at 18 U.S.C. §§ 595, 598, 600-603; 

 
c. The preservation requirements in the National Historic Preservation Act (16 

U.S.C. § 470 et seq.) and the Archeological and Historic Preservation Act of l966 
(16 U.S.C. § 469a-1 et seq.); 

 
d. Environmental requirements of the Clean Air Act (42 U.S.C. § 7401 et seq.); 

 
e. The non-pollution requirement of the Federal Water Pollution Control Provisions 

(33 U.S.C. § 1251 et seq.); and, 
 

f. Restrictions on Lobbying (18 U.S.C. § 1913); See also 31 CFR, Part 21, New 
Restrictions on Lobbying. 
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2. Certifications are required for LITC funding, according to the “common rule” on non-

procurement, debarment and suspension adopted by Department of Treasury at 31 
CFR, Part 19, Subpart F.  This means you must certify that your organization and LITC 
Program Director are not presently debarred or suspended from covered transactions by 
any Federal agency. In addition, you must certify that within the three-year period before 
applying for a grant, your organization and LITC Program Director have not been 
convicted of or had a civil judgment rendered against them for fraud, theft or certain 
other offenses, and have not had one or more public transactions terminated for cause 
or default.  You must also certify that your organization and LITC Program Director are 
not presently criminally or civilly charged with certain offenses.   

 
3. Additional certifications are required according to the Government-wide requirements for 

a drug-free workplace (Pub.L. 100-690, Title V, Subtitle D, 41 U.S.C. §§ 702-707), 
adopted by Department of Treasury at 31 CFR, Part 19, Subpart F, and certification of 
civil rights compliance, as required by civil rights laws specified above in Section 
IV.A.1.a.  

 
4. Certification forms are included in the forms section of this application package.   

 
B. GRANT AGREEMENT 

 
1. LITC organizations execute Grant Agreements with the IRS in compliance with Public 

Law 105-206.  The IRS, subject to the availability of appropriated funds, is authorized to 
award grants to provide matching funds for the development, expansion, or continuation 
of qualified LITCs.  The LITC Grant Agreement includes functions and duties to be 
performed by the LITC grantee, lists the maximum amount of grant award, the type of 
services to be performed by the clinic, the grant period, and any additional requirements 
specified in the application package and other pertinent information.   

 
2. The LITC Program Grant Agreement may be awarded for up to a three-year 

performance period. Periods of performance may be: 
 

a. Single Year Award January 1, 2005 through December 31, 2005; 
 

b. Two Year Award January 1, 2005 through December 31, 2006; or 
 

c. Three Year Award January 1, 2005 through December 31, 2007. 
 

3. Grant Agreements with an approved program plan of two or three years will be funded 
for each subsequent year subject to the availability of annual appropriated funds, 
satisfactory performance, and compliance with grant terms.  Grant Agreements entered 
into prior to Congress passing an appropriations act for the fiscal year that is covered by 
the agreement are contingent on availability of funds.  

 
4. The necessity for re-negotiation, suspensions, or terminations of Grant Agreements will 

be determined solely by the IRS and will not be subject to appeal. 
 

5. The grant agreement shall be terminated and enforced in accordance with OMB Circular 
A-110. 
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C. CIVIL RIGHTS REPORTING REQUIREMENTS 

 
1. Overview 

 
This information is being collected to enforce Title VI of the Civil Rights Act of l964, as 
amended, which prohibits discrimination on the basis of race, color, or national origin in 
any program or activity receiving Federal funds; Title IX of the Education Amendments of 
l972, as amended, which prohibits discrimination on the basis of sex in any program or 
activity receiving Federal funds; Section 504 of the Rehabilitation Act of l973, as 
amended, which prohibits discrimination on the basis of disability in any program or 
activity receiving Federal funds; and Age Discrimination Act of l975, as amended, which 
prohibits discrimination on the basis of age in any program or activity receiving Federal 
funds.  This section describes the data collection and reporting requirements required of 
Low Income Taxpayer Clinic grant applicants by IRS to meet its responsibilities under 
these laws. 
 

2. Civil Rights Reporting Requirements 
 

(All of the questions must be answered and included with the submission of the 
Certification of Assurance Concerning Civil Rights Compliance form.  This information is 
mandatory and required of every applicant on an annual basis) 
 
This information is required pursuant to the civil rights statutes and the regulations of the 
Department of Justice (DOJ) and the Department of the Treasury and must be submitted 
prior to the approval of any IRS financial assistance application.  Recipients of LITC 
multi-year grants shall provide updated information on an annual basis.  All applicants 
must submit a response to the IRS information outlined below as outlined in subsections 
a. through e.  As a condition of eligibility under the LITC Program, the applicant must 
provide the requested information in their grant application package. 
 
a. A list of active lawsuits or complaints naming the applicant which allege 

discrimination on the basis of race, color, national origin, age, sex, or disability 
with respect to service or benefits being provided.  The list should include: the 
date the lawsuit or complaint was filed; a summary of the allegation; and the 
status of the lawsuit or complaint, including whether the parties to a lawsuit have 
entered into a consent decree. 

 
b. A description of all pending applications for financial assistance and all financial 

assistance currently provided by other Federal agencies.  For all applicants for 
IRS financial assistance, this information should be relevant to the organizational 
entity actually submitting the application, not necessarily the larger agency or 
department of which the entity is a part. 

 
c. A summary of all civil rights compliance review activities conducted in the last 

three years.  The summary shall include:  the purpose or reason for the review; a 
summary of the findings and recommendations of the review; and a report on the 
status and/or disposition of such findings and recommendations.  For all 
applicants for IRS assistance, this information should be relevant to the 
organizational entity actually submitting the application, not necessarily the larger 
agency or department of which the entity is a part. 
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d. A signed and dated Statement of Assurance Concerning Civil Rights Compliance 

agreeing that all of the records and other information required have been or will 
be compiled, as appropriate, and maintained by the applicant, recipient, or sub-
recipient. 

 
e. Additional data may be requested only to the extent that it is readily available or 

can be compiled with reasonable effort, and is found to be necessary to make a 
civil rights compliance determination.  Examples of data and information which, 
to the extent necessary and appropriate for determining compliance with 
applicable civil rights statutes and implementing regulations may be as follows, 
but not limited to: 

 
i. The manner in which services are or will be provided by the program in 

question, and related data necessary for determining whether any 
persons are or will be denied such services on the basis of prohibited 
discrimination; 

 
ii. The population eligible to be served by race, color, national origin, age, 

sex or disability; 
 

iii. Data regarding covered employment, including use or planned use of 
bilingual public contact employees serving beneficiaries of the program 
where necessary to permit effective participation by beneficiaries unable 
to speak or understand English; 

 
iv. The location of existing or proposed facilities connected with the program, 

and related information adequate for determining whether the location 
has or will have effect of unnecessarily denying access to any persons on 
the basis of prohibited discrimination; 

 
v. The present or proposed membership, by race, color, national origin, sex, 

age, or disability, in any planning or advisory body which is an integral 
part of the program; and 

 
vi. Data, such as demographic maps, the racial composition of affected 

neighborhoods or census data. 
 

f. Each multi-year applicant shall update civil rights reporting requirement 
information annually.  Each application for financial assistance shall be reviewed 
for its civil rights reporting requirements by an external civil rights unit staff 
member.  Upon completion, the reviewer shall forward a letter of compliance to 
the applicant indicating the civil rights determination.  Financial assistance shall 
not be awarded to the applicant until the civil rights reviewer has issued a finding 
of compliance or conditional compliance.  Department of Justice regulations state 
that all Federal agency staff determinations of Title VI compliance shall be made 
by, or be subject to review by the agency's civil rights office. 

 
g. If you need additional information or have any questions, please contact Mr. 

Harry T. Takai, Civil Rights Unit Manager, at (202) 927-3497.  
 
 
 

 
- 13 - 

 



 
V. COMPLETION AND SUBMISSION OF LITC PROGRAM GRANT 

APPLICATION PACKAGE 
 

1. Applications may be submitted either electronically or by mail.  To submit an electronic 
application, go to www.grants.gov to apply through the Federal Grants Web Site.   If the 
application is submitted in hardcopy, each section is to be numbered beginning at page 1.  For 
example, the background information will be numbered independently of the numbering used for 
the program plan. 

 
2. If your multi-year grant cycle has ended, you must submit a complete new application. See 

Section V.B herein. 
 

3. For applicants seeking continuing funding for current multi-year grants.  See Section V.C herein. 
 

 
A. LITC PROGRAM GRANT APPLICATION CONTENTS 

 
1. Background Information (limited to 20 pages) 

 
This section is designed to solicit information concerning an organization’s qualifications.  
The applicant should refer to Section III.C.2., Standards for Clinic Operation, of this grant 
application document for applicable standards to be addressed in this section.  Provide 
specific responses for each requirement and keep comments concise and relevant.  
Double-space and number answers to correspond with the appropriate requirement. 
 
a. Describe nature of organization.  Include a full explanation of existing affiliation 

with other organizations; such as schools, governmental bodies, or other 
charitable organizations.   

 
b. Describe experience in coordinating an LITC Program.  Include type and duration 

of service, target groups and geographic areas covered. 
 

c. Describe experience in delivering services to low income taxpayers and 
taxpayers for whom English is a second language.  Include type of service 
provided, number of individuals reached, and geographic area covered. 

 
d. Describe the organization’s ability to properly utilize and account for program 

funds.  Include examples of experience in managing federal grants, if any, and a 
description of the organization’s existing accounting system and accounting 
support staff.  Include copies of relevant internal procedures, and other pertinent 
information. 

 
e. Provide background information on quality of management staff.  List titles, 

responsibilities and qualifications of top five members of professional staff who 
will be involved with the LITC Program.   

 
f. Identify the staff member with tax law knowledge and expertise.  

 
g. Provide a copy of letter of academic accreditation for the affiliated college, 

university or other institution of higher learning, if applicable. 
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h. Applicants must be in compliance with Federal tax responsibilities.  The LITC 

Program Office will conduct compliance checks on organizations applying for a 
2005 grant. 

  
2. Program Plan  

 
This section is designed to solicit information concerning the proposed plans to 
represent taxpayers, refer taxpayers, and/or to inform taxpayers for whom English is a 
second language about their tax rights and responsibilities.  The applicant should refer to 
Section III.C.2., Standards for Clinic Operation, of this grant application document for 
standards to be addressed in this section.  Information regarding the methods and 
procedures that will be used in implementing the program should be stated in this 
section.  
 
a. Describe your proposed program plan.  The plan should not be limited to what 

has been done in the past or to existing programs.  Include a description of the 
type of assistance (representation, referral, and/or ESL) that will be provided if an 
award is granted.  If more than one type of assistance will be provided, 
describe a separate program plan for each.  Responses must be double 
spaced and numbered to coincide with appropriate requirement. 

 
b. State your program goals.  Provide a detailed description of your program goals 

by the type of assistance.  If your program goals extend beyond one year, state 
goals by annual increments up to three years. 

 
c. Briefly describe the steps planned to ensure compliance with LITC Program rules 

and administrative guidelines. 
 

d. Provide a detailed description of your matching funds.  Identify committed 
sources of funding to match the amount of funding requested.  Provide copies of 
any agreements, memoranda of understanding or similar documents pertaining 
to matching funds.  Any good faith estimates of matching funds must be 
accompanied by letters of intent from third parties in an amount equal to the 
estimated matching funds. . 

 
e. Identify geographic area(s) the clinic will serve.  Also identify any languages in 

which the clinic will be able to provide proficient assistance.  Clarify if interpreters 
will be available. 

 
f. Include dates, days and hours of clinic operation.  An accredited law, business or 

accounting school must indicate whether the clinic will be open seasonally or 
year round.  Year-round, full-time access is preferable to part-time or partial year 
access for clients.  Note:  Funding will be pro-rated if an award is made to a clinic 
that does not operate year-round. 

 
g. Explain internal procedures for monitoring and evaluating clinic activities to 

ensure the program is administered in accordance with eligibility guidelines and 
that grant funds are used for program purposes.  The following procedures must 
also be explained in this section, if applicable: 

 
i. Plans for ensuring the 90/250 income requirement is satisfied; 

 

 
- 15 - 

 



 
ii. Plans for ensuring the amount in controversy for any taxable year 

generally does not exceed the amount specified in IRC Section 7463. 
(currently $50,000); 

 
iii. Plans for ensuring that programs to inform ESL taxpayers about their tax 

rights and responsibilities reach the targeted audience; 
 

iv. Plans for charging any nominal fees; and, 
 

v. Plans for determining number of ESL taxpayers served. 
 

h. Description of actions planned to ensure students, volunteers, and/or other LITC 
employees provide quality representation to low income taxpayers and/or quality 
information to ESL taxpayers.  Also include your method of determining the  
applicable experience or educational background of any volunteers recruited.  
Include a description of training planned for students, volunteers and/or other 
LITC employees as well as a description of your plans to ensure that telephone 
and other assistance is accurate.  

 
i. Description of the methods and resources that will be used to identify students  

who participate in the clinic, if the LITC will be at an accredited law, business or 
accounting school.  

 
j. Description of the pro bono network that has or will be created if taxpayers will be 

referred to a qualified representative. 
 

k. Description of the procedures that will be used for proper cost allocation for LITC 
Program grant funds if the organization seeks to operate both Volunteer Income 
Tax Assistance (VITA) and LITC Programs. 

 
l. Description of accounting procedures. 

 
m. Description of the method for allocating allowable expenses and matching funds 

between qualifying and non-qualifying activities or programs, if applicable. 
 

n. Description of the plans for audits and controls. 
 

o. Description of the plans for program publicity. 
 

p. Plans to ensure taxpayer privacy and to maintain confidentiality of taxpayer 
information and any ancillary tax returns prepared.   

 
q. Plans for staffing the LITC during periods of student absence if the LITC is part of 

an academic organization. 
 

r. Description of the strategy for monitoring and evaluating program results (in short 
and long-term) including how success will be defined and measured. 

 
s. Plans, if any, to make name or organizational changes.  Requests to approve 

name or organizational status changes must be submitted in writing to the 
LITC Program Office in advance of the effective dates of proposed changes 
with sufficient time to afford program evaluation and legal review.  
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Supplemental information may be required.  Supplemental information may 
include, but is not limited to, certifications by the clinic's legal counsel that 
transfers were properly effected under applicable laws and evidence that a 
successor-in-interest is eligible to perform the grant and will comply with all the 
terms of the grant, including the program plan.  IRS approval criteria will include, 
but is not limited to, the statutory requirements of IRC Section 7526 and the 
interests of the Government.  The statutory requirements include, but are not 
limited to, the limitation that the aggregate amount of grants which may be made 
to a clinic for a year shall not exceed $100,000. 

 
3. Budget/Financial Information 

 
Applicants must use Standard Form 424A, Budget Information-Non-Construction 
Programs (Forms Section herein.)  A budget narrative should be submitted to explain the 
expenses stated on Standard Form 424A.  Organizations conducting more than one 
qualifying activity must provide a separate budget for each activity.  

 
B. NEW OR SINGLE YEAR GRANT APPLICATIONS - GENERAL INSTRUCTIONS FOR SUBMISSION OF LITC 

PROGRAM GRANT APPLICATION PACKAGES  
 

NOTE:  If your multi-year grant cycle has ended, you must submit a complete new application.  
For applicants seeking continuing funding for current multi-year grants see V.C herein. 

 
1. LITC Program Grant Application Package Requisites  

 
a. Application Package must be assembled as described below and submitted in 

quadruplicate (four sets). The LITC Program Office will provide a copy of your 
Application Package to the IRS EEO Office, for a pre-award civil rights 
compliance review. 

 
b. All application documents must be typed, double-spaced and numbered at the 

bottom of the page.  
 

c. All documents (originals and copies) must have original signature in blue ink. 
 

2. LITC Program Grant Application Package Assembly  
 

It is very important that the LITC Program grant application package be assembled 
correctly.  An improperly assembled or incomplete application will cause a delay in 
processing and may result in non-acceptance of the application.  A copy of IRS 
Form 12183, “Grant Agreement”, is included in the Forms Section, but it is not required 
to be submitted with your package.  A check sheet is provided in Appendix B to assist in 
assembling the package in the correct order. The application package should be 
assembled in the following manner: 
 
a. Standard Form 424, Application for Federal Assistance: completed according to 

instructions provided with form and signed in blue ink (not a photocopy) by an 
authorized representative of the organization.  (The LITC Program Catalog of 
Federal Domestic Assistance Number, Block #10, is 21.008).  
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NOTE:  In Box 5, the organization's legal name should be shown in the space 
provided.  The clinic's name should be placed in the space designated for the 
"Organizational Unit". 

 
b. Background Information prepared according to instructions in Section V.A.1. 

 
c. Copy of the determination letter issued by IRS recognizing organization as 

exempt under IRC Section 501(c), if applicable. 
 

d. Copy of letter of academic accreditation for affiliated college, university or other 
institution of higher learning, if applicable. 

 
e. Standard Form 424A, Budget Information – Non-Construction Programs. 

(one for each qualifying program) 
 

f. Budget narrative. 
 

g. Copy of most recent audited or unaudited financial statements.  If an unaudited 
financial statement is included, please explain why an audited financial statement 
is not available. 

 
h. Copy of most recent A-133 Audit with findings, if applicable. 

 
i. Information concerning proposed source and amount of matching funding. 

 
j. Copy of Proposed Program Plan prepared according to instructions in Section 

V.A.2. (one for each qualifying program) 
 

k. Completed IRS Low Income Taxpayer Clinic (LITC) Application Information 
Sheet.  The form is included in the Forms Section of this package. 

 
l. Assurances and Certifications signed in blue ink by an authorized representative 

of the organization.  Assurances and Certifications should be submitted in the 
following order. 

 
i. Standard Form 424B, “Assurances – Non-Construction Programs”; 

 
ii. “Certification Regarding Debarment, Suspension and Other Responsibility 

Matters, Primary Covered Transactions”; 
 

iii. “Certification Regarding Government-wide Requirements for Drug-Free 
Workplace (Grants)”;  

 
iv. "Certification of Assurance Concerning Civil Rights Compliance"; and 

 
v. Standard Form LLL, “Disclosure of Lobbying Activities”. 
 

C. CONTINUING MULTI-YEAR GRANT APPLICATIONS - GENERAL INSTRUCTIONS FOR SUBMISSION OF 
LITC PROGRAM GRANT APPLICATION PACKAGES  

 
1. Applicants approved for two or three-year project periods must submit a letter requesting 

continuation in the 2005 program by July 1, 2004.   
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2. The letter requesting continuation must include the grant amount requested for the 2005 

program, any proposed program modifications to the original application, and the items 
listed below. 

 
a. Standard Form 424, “Application for Federal Assistance”, completed according to 

instructions provided with form and signed in blue ink (not a photocopy) by an 
authorized representative of the organization.  Check “continuation” in Block 8, 
“Type of Application”.  The LITC Catalog of Federal Domestic Assistance 
Number, Block 10, is 21.008; 

 
b. Standard Form 424A, "Budget Information - Non Construction Programs"; 

(one for each qualifying program) 
 

c. Budget Narrative  (The budget narrative should include the cost for up to two 
individuals from your organization to attend the LITC conference.  The date and 
location of the conference are to be determined); 

 
d. Statement regarding the source and amount of matching funds; 

 
e. An estimate of funds that will be unexpended during the 2005 year; 

 
f. Standard Form 424B, "Assurances - Non Construction Programs"; 

 
g. Certification Regarding Debarment, Suspension, and Other Responsibility 

Matters Primarily Covered Transactions; 
 

h. Certification Regarding Government-Wide Requirements for Drug-Free 
Workplace (Grants);  

 
i. Certification of Assurance Concerning Civil Rights Compliance; 

 
j. Standard Form LLL, “Disclosure of Lobbying Activities”; and, 

 
k. Updated LITC Information Sheet. 

 
NOTE:  Attachments must be assembled in the order listed above and all certifications must be 
signed and dated in blue ink. 

 
D. DELIVERY OF LITC PROGRAM GRANT APPLICATION PACKAGE 

 
The LITC Program Office must receive applications no later than 4:00 p.m. EDT on July 1, 2004 
in order for them to be considered for 2005 LITC Program grant funding. 
 

Internal Revenue Service 
Taxpayer Advocate Service  
LITC Program Office Mail Stop 211-D 
401 W. Peachtree St NW 
Atlanta, GA 30308 
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E. WITHDRAWAL OF LITC PROGRAM GRANT APPLICATION PACKAGE 

 
An application may be withdrawn at any time during the application process or prior to the time 
grant money is awarded.  All withdrawals must be made in writing. 

 
VI. SELECTION AND AWARD 
 

Through the selection and award decision-making process, the IRS will seek to implement Congress’ 
intent to provide grants to academic institutions and non-profit organizations throughout the United 
States for low income representation, referral and ESL tax educational services. 
 
The IRS may award grants with one-year, two-year, and three-year project periods to clinics evaluated 
under this application cycle’s selection and award process.  Clinics awarded a two or three-year grant 
based on acceptance of their program plans will not undergo formal evaluation under the second and/or 
third year cycle selection and award process.  However, two and three-year recipients will be reviewed 
annually for satisfactory performance and progress in meeting goals and objectives as well as 
compliance with grant terms.  The funding level for subsequent years will be reviewed annually and 
may be increased or decreased at the discretion of the Service.  All funding will be based on the 
availability of annually appropriated funds.  Awarding of multi-year grants is at the discretion of the 
IRS.  
 
All applications received in response to this announcement will undergo a preliminary eligibility 
screening.  Applications that do not meet all eligibility screening criteria will be eliminated from the 
award process.  Applications that pass the eligibility screening will be evaluated based on their 
Technical Merit, Cost and Other Considerations. 
 
A. ELIGIBILITY SCREENING 

 
1. Applications will be reviewed to determine the following information: 

 
a. Length of Project Proposed (one year, two year or three year); 

 
b. Type of Organization (Law/Business/Accounting School, 501(c) or other);  

 
c. Type of Service Proposed (Representation, Referral, ESL); and, 

 
d. Status of Organization (Previous LITC Program, Existing Student Tax Clinic, 

Start-up or other). 
 

2. Applications will further be reviewed to determine if the following information or items are 
included in the application package. 

 
a. A Budget and Budget Narrative; 

 
b. Information regarding pro bono referral network when organization does not 

intend to provide representation, if applicable; 
 

c. Amount of nominal fee taxpayers will be charged, if any, for representation, 
referral or ESL assistance; 
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d. Statement concerning 90/250 requirement, including copy of intake screening 

sheet organization will use to gather information; 
 

e. Statement concerning general limitation on amount in controversy (currently 
$50,000); 

 
f. Description of the source of matching funds; 

 
g. Copy of most recent audited or unaudited financial statements; 

 
h. Certifications regarding non-procurement, debarment and suspension, 

government-wide requirements for a drug-free workplace and civil rights 
assurance; 

 
i. Accreditation information, if applicable; and, 

 
j. Letter granting IRS tax-exempt status for 501(c) organizations, if applicable. 

 
B. TECHNICAL EVALUATION  

 
Applications that pass the eligibility screening process will be numerically ranked in each of the 
areas listed below based on the information contained in their proposed program plan(s). Each 
criterion reflects the maximum number of points that may be assigned in that category.   In 
assigning numerical points, the IRS will evaluate the program plan based on how it will assist in 
accomplishment of the LITC statute goals as stated elsewhere in the application package.  The 
IRS retains discretionary authority to award grant funds based on representation, referral, ESL 
or a combination of program plans to achieve the goals of the LITC statute.  Organizations can 
receive a maximum of 100 points.  If you are applying for more than one qualifying activity (i.e.  
a combination of representation, referral and ESL) each type of program will be evaluated 
separately.  The ranking points will be assigned as follows: 
 
1. Quality of programs offered to assist low income taxpayers or taxpayers for whom 

English is a second language.  This item evaluates the qualifications of administrators 
and qualifications and tax expertise of qualified representatives; comprehensiveness of 
the services to be provided; amount of time devoted to the program by clinic staff; quality 
of training and technical support to clinic volunteers, students, or other LITC employees; 
plans for supervising clinic volunteers, students, or other LITC employees; procedures 
for ensuring the confidentiality of taxpayer information; publicity of clinic operations; and 
the dates and days and hours of clinic operation.  
(Maximum 75 points) 

 
2. Experience in sponsoring a tax clinic where individuals with tax controversies with the 

IRS were represented, or experience in sponsoring a tax clinic where taxpayers with tax 
controversies with the IRS were referred to a panel of qualified representatives, or 
experience in providing a program to inform taxpayers for whom English is a second 
language about their tax rights and responsibilities.  
(Maximum 10 points) 

 
3. Quality of grant administration and internal accounting procedures.  

(Maximum 10 points) 
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4. Number of low income or ESL taxpayers in geographical area.  

(Maximum 5 points) 
 

For clinics that submit more than one program plan, each program plan will be evaluated 
separately.  Total point scores will take into consideration all program plan scores. 

 
C. COST 

 
Appropriateness of funds sought for quantity and quality of services to be offered. 
 

D. OTHER CONSIDERATIONS 
 

1. To foster parity regarding clinic availability and accessibility for low income and ESL 
taxpayers nationwide, the IRS will consider the geographic area of applicants and the 
languages in which the applicant will assist taxpayers as part of the decision-making 
process. 

 
2. If applications from more than one clinic sponsored by the same institution or 

organization are received, the IRS will consider all factors surrounding the operation of 
the clinics, including the geographical areas served by the clinics and the 
comprehensiveness of the services to be provided, in determining whether and in what 
amount grants will be made to one or more such clinics. 

 
3. For academic clinics, which generally serve fewer taxpayers than nonacademic clinics, 

the IRS will consider additional ways in which academic clinics can accomplish LITC 
statute goals.  For example, they can advise the IRS about their publishing articles about 
the LITC Program, commenting on proposed Treasury regulations that affect low income 
or ESL taxpayers, and monitoring graduates to determine whether they perform pro 
bono work on behalf of or otherwise assist low income taxpayers. 

 
4. In addition, the following factors will be considered: 

 
a. The number of taxpayers who will be served by the clinic, including the taxpayers 

in the geographical area for whom English is a second language and the 
languages served by the clinic; 

 
b. Existence of other LITC Programs serving the same population; and, 

 
c. Other sources of funding available to the clinic. 

 
E. MULTI-YEAR AWARDS 

 
1. Applicants approved for two or three-year project periods that include the 2005 grant 

cycle must submit a letter requesting continuation in the 2005 program by July 1, 2004. 
See Section V.C herein. 
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2. A decision to approve funding for the 2005 grant cycle will be based upon the following: 

 
a. Satisfactory performance including measurable progress in meeting program 

goals and objectives; 
 
b. Compliance with grant terms; and,  
 
c. Availability of annual appropriated funds.     

 
NOTE: Applicants approved for two or three-year project periods that include the 2006 grant 
cycle must submit a letter requesting continuation in the 2006 program by July 1, 2005. 
Grantees requesting continuation in the 2006 LITC Program will be notified by the LITC 
Program Office regarding approval/disapproval of their request and the amount of their grant 
award, if any. 

 
VII. LITC PROGRAM GRANT ADMINISTRATION  
 

A. NOTIFICATION OF AWARD DECISIONS 
 

The IRS will notify organizations of their acceptance or non-acceptance into the program.  
Accepted organizations will be provided the name, address and telephone number of a local 
IRS contact person after their Grant Agreement is signed.  The Service may, at its discretion, 
conduct a site inspection visit to a prospective LITC Program location prior to awarding grant 
funds.   
 

B. PAYMENTS TO LITC PROGRAM GRANTEES 
 

1. Grantees must have a signed grant agreement on file with the LITC Program Office and 
must provide written assurances of specific matching funds prior to the payment of any 
funds.  If expenses are incurred prior to approval, and the grant is later denied, all costs 
incurred will be the responsibility of the applicant. 

 
2. Electronic Funds Transfer (EFT) payments shall be limited to the minimum amounts 

needed and be timed to be in accordance with the actual, immediate cash requirements 
of the recipient organization in carrying out the purpose of the approved program or 
project.  The timing and amount of EFT payments shall be as close as is administratively 
feasible to the actual disbursements by the recipient organization for direct program or 
project costs and the proportionate share of any allowable indirect costs.   

 
3. LITC Program grant payments will be disbursed through EFT.  Information regarding the 

EFT procedure is available on the Health and Human Services (HHS) Website at 
www.dpm.psc.gov.  Questions regarding disbursements should be directed to Debra 
Chandler, LITC Program Office Management and Program Analyst, at 404-338-8306. 

 
4.         The grant agreement shall be terminated and enforced in accordance with OMB Circular 

A-110.  
 
NOTE to Academic Institutions: Grant awards will be made on a pro rata basis if 
services are offered during part of the calendar year.  That is, if an academic institution 
is operating only during the academic year, the pro rata share of the grant will be based 
on the number of months services are available. See the following example: 
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XYZ College  is operating a clinic during a nine month academic year.  If the 
clinic remained open the entire year, they would receive a grant of $85,000.  The 
amount pro rated to cover the nine months of operation would be $63,750.   

  
C. MANAGEMENT OF FUNDS 

 
1. Advances of federal grant funds must be maintained in insured accounts whenever 

possible. In addition, grantees shall maintain advances in interest bearing accounts, 
unless: 

 
a. The grantee receives less than $120,000 in federal awards per year; 

 
b. The best reasonably available interest-bearing account would not be expected to 

earn interest in excess of $250 per year on Federal cash balances; or, 
 

c. The depository would require an average or minimum balance so high that an 
interest bearing account would not be feasible, given the grantee’s expected 
federal and non-federal cash resources.   

 
2. You shall promptly, but at least annually, remit to the IRS interest earned on advances of 

federal grant funds.  However, you may keep interest up to $250.00 earned on all 
advances of federal grant funds per calendar year.  

 
3. Unexpended grant amounts and advance payments must be returned to the Internal 

Revenue Service. 
 

4. The LITC Program Director must approve any changes to the above procedures in 
writing.  

 
5. Consistent with the national goal of expanding the opportunities for women and minority 

business enterprises, recipients are encouraged to use women and minority-owned 
banks. 

 
6. To assist taxpayers in having the least cost in contacting a clinic for assistance it 

Is highly recommended that the clinic have a toll-free number.  
 

7. Failure to timely submit required reports to the LITC Program Office may result in 
termination of the grant or freezing of funds. 

 
D. ALLOWABLE EXPENSES 

 
The IRS portion of ordinary and necessary program expenditures may not exceed the total 
award amount stated on IRS Form 12183, “Grant Agreement.”  Allowable expenses, which must 
be in accordance with the grant award including OMB Circular A-122, “Cost Principles for Non-
Profit Organizations Institutions” and A-21, “Cost Principles for Educational Institutions”, as 
applicable, include but are not limited to:  
 
1. Salaries, wages, and personnel benefits; 

 
2. Reasonable office supplies and equipment costs; 
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3. Rent, utilities, and custodial services; 

 
4. Miscellaneous services, such as printing, postage, insurance, etc.; 

 
5. Indirect costs as determined in accordance with principles set forth in OMB Circulars    

A-21 and A-122; 
 

6. Audit services; 
 

7. Publicity and training costs directly and solely associated with the program; 
 

8. Installation of telephone lines necessary to provide representation to low income 
taxpayers or information to taxpayers for whom English is a second language;  

 
9. Travel performed by program administrator, coordinator, student and/or volunteer to 

monitor or conduct clinic initiatives.  Other travel in support of clinic such as meetings 
with local IRS contact person and IRS sponsored LITC meetings; and, 

 
10. Costs incurred for interpreter services for hearing-impaired or non-English speaking 

taxpayers. 
 
 

E. UNALLOWABLE EXPENSES  
 

LITC grant funds may NOT be used for: 
 
1. Purchase, construction, repair, or rehabilitation of any building or any portion thereof; 

and/or, 
 

2. Costs or expenses incurred which do not support or benefit the program, or which are 
unnecessary in carrying out the program. 

 
VIII. AUDIT REQUIREMENTS 
 

A. Audit requirements applicable to grantees are described in OMB Circular A-133.  If you expend 
less than $300,000 a year in total federal awards, no audit requirements are applicable. The 
IRS, however, has the right to audit expenditure of LITC funds regardless of the dollar amount 
of federal funding received by the grantee. 

 
B. If you expend $300,000 or more a year in Federal awards, you must provide IRS with a copy of 

the results of an audit performed in compliance with OMB Circular A-133.  You must arrange for 
an audit by an independent auditor in accordance with the Government Auditing Standards 
developed by the Comptroller General of the United States. 

 
C. An audit under OMB Circular A-133 is organization-wide. The auditor must determine whether: 

 
1. Your financial statements present fairly your financial position and the results of your 

operations in accordance with generally accepted accounting principals;  
 

2. You have an internal control structure to provide reasonable assurance that you are 
managing Federal awards in compliance with applicable laws and regulations, and 
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controls that ensure compliance with the laws and regulations that could have a material 
impact on the financial statements; and,  

 
3. You have complied with laws and regulations that may have a direct and material effect 

on your financial statement amounts and on each major Federal program. 
 
IX. LOBBYING ACTIVITIES 
 

Under 31 USC § 1352 recipients of Federal grants are prohibited from using appropriated funds for 
lobbying the Executive or Legislative branches of the Government with respect to any federal grant.  
This law also requires that lobbying activities be disclosed by each organization that receives or 
accepts federal grants of $100,000 or more.  The reporting period for disclosure of lobbying activities, if 
applicable, is the same as the project period. 
 

X. LITC PROGRAM GRANTEE RESPONSIBILITIES 
 

A. LITC PROGRAM COORDINATION 
 

A program director should be designated to manage the LITC Program.  The program director 
should be the primary person designated to work with the LITC Program Office or any local IRS 
contact person.  The program director may be a member of the organization's professional staff.  
In addition, the program director shall prepare or review the required reports and must sign 
them as the applicant's authorized representative.  
 

B. CHANGES IN LITC PROGRAM AWARD-SUPPORTED ACTIVITIES 
 

Organizations should immediately notify the LITC Program Office of developments that have a 
significant impact on the award-supported activities.  Also, the LITC Program Office should be 
notified in the case of problems, delays, or adverse conditions which materially impair the ability 
to meet the objectives of this award.  This notification shall include a statement of the action 
taken or contemplated, and any assistance needed to resolve the situation.  Failure to notify the 
LITC Program Office may result in termination of the grant or freezing of funds. 
 

C. RELEASE OF LITC PROGRAM AWARD FUNDS  
 

Once a determination is made that you will not use all of the funds awarded during the project 
period, the LITC Program Office should be notified in writing.  The letter should include the 
amount being released, the effective date of the release, and the reason that the amount 
awarded is being released.  
 

D. MANAGEMENT OF LITC PROGRAM PERSONNEL  
 

Grantees are responsible for providing administrative support for the clinic by acting as 
managers and/or program leaders for students, volunteers, and/or other LITC employees.   
Grantees must:   
 
1. State the amount of time managers and/or program leaders will devote to the LITC 

Program as well as the amount of time that will be devoted to the management of 
students, volunteers, or other LITC employees; 
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2. Provide training for students, volunteers, or other LITC employees, as stated in Section 

III.C.2. Standards of Clinic Operations, in this grants application document; 
 

3. Obtain certification from the IRS Office of Professional Responsibility for students who 
will be representing taxpayers before the IRS.  Only students who are enrolled in 
graduate business and accounting classes or law school programs qualify for 
certification.  The Office of Professional Responsibility certification is limited to IRS 
practice.  Permission must be obtained from the courts for student representation.  
LITCs that receive student certification from the IRS Office of Professional Responsibility 
must revoke the authorization after students leave the program;   

 
4. Monitor compliance of students, volunteers, or other LITC employees with regard to 

program requirements and guidelines outlined in grant agreement; 
 

5. Maintain records of reimbursed expenses, if any, for students, volunteers, and/or other 
LITC employees; and, 

 
6. Prepare and submit reports timely to the LITC Program Office as explained in Section XI 

- LITC Program Reporting Requirements, of this publication. 
 

E. CONFIDENTIALITY  
 

1. Taxpayer information is confidential and should be shared on a limited basis.  Grantees 
are responsible for ensuring that taxpayer information is not compromised.  Only those 
who have a need to know in order to effect resolution of the controversy should be 
allowed access to taxpayer information. 

 
2. Keep taxpayer information in a secure location.  Taxpayer information must be locked up 

before employees leave the office.  If it is necessary to take taxpayer information out of 
the office, it should be safeguarded at all times.  

 
3. Taxpayer information must be sanitized before being used for teaching purposes.  

Sanitized means deletion of names, addresses, social security numbers and any other 
information that would identify the taxpayer. 

 
F. SELECTION AND MANAGEMENT OF LITC LOCATION 

 
Grantees are responsible for notifying the LITC Program Office of the location, days and hours 
of clinic operation, and the beginning and ending dates clinic services will be provided.  
 

G. LITC PROGRAM MATERIALS 
 

Grantees that operate programs to inform ESL individuals of their tax rights and responsibilities 
are responsible for creating, printing and distributing the educational program materials used in 
conjunction with this activity.  
 

H. LITC PROGRAM PUBLICITY  
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1. Grantees are responsible for effectively publicizing the LITC Program to low income 

taxpayers and taxpayers for whom English is a second language.  Publicity plans should 
be completed well in advance of the period that representation and other assistance will 
be offered. 

 
2. Publicity materials and announcements to advertise the services provided by an LITC 

should not mention tax return preparation or refund claim assistance.  Posters at the 
LITC should not advertise tax return preparation or refund claim assistance. 

 
I. LITC PROGRAM QUALITY CONTROL REQUIREMENTS  

 
Effectiveness of LITC operations will be measured by the quality of service provided to low 
income taxpayers and ESL taxpayers. Given the complexity of federal tax laws, it is important to 
monitor the accuracy and thoroughness of representation and information provided to ESL 
taxpayers.  It is also important to provide training for students, volunteers, or other LITC 
employees.  Grantees are required to notify the LITC Program Office if problems or delays 
occur that would adversely affect the objective of the LITC Program. The notification should 
include a statement that includes action(s) taken or contemplated, and any assistance needed 
to resolve the situation. 
 

J. ETHICS 
 

An LITC may only refer cases in which it declines representation to other pro bono 
organizations or to state or local bar referral services.  Under no circumstances should anyone 
associated with the clinic be allowed to provide representation in a declined case or continue 
representation in an accepted case (e.g., where the client’s financial circumstances improve 
during the course of representation) on a fee-for-service basis. 
 

K. WITHDRAWAL FROM LITC PROGRAM 
 

1. All withdrawals from the LITC Program must be made in writing and all unused funds 
must be returned to the IRS immediately. 

 
2. If clinic activity is terminated prior to the expiration of the period of the grant agreement 

or if a grantee withdraws from the LITC Program, a final program and financial report 
must be submitted within 90 days of final clinic activity or withdrawal from the program. 

 
XI. LITC PROGRAM REPORTING REQUIREMENTS 
 

A. INTERIM REPORTS  
 

1. Interim reports which consist of a financial narrative, Standard Form 269 (Long Form), 
Financial Status Report and a program narrative must be submitted to the LITC Program 
Office by August 1, 2005.  Continued funding may be suspended if a grantee fails to 
submit an interim report. 

 
a. Interim Financial Report 

 
The interim financial report (Form 269 and narrative) must cover the period 
January 1, 2005 through June 30, 2005. 

 
b. Interim Program Narrative  
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The program narrative must cover the period January 1, 2005 through June 30, 
2005.  The report must be typed using double spacing.  The narrative must 
include the following information:  (Responses must be numbered to coincide 
with the program number provided.) 
 
i. A detailed explanation of the strategy used for monitoring and evaluating 

program results; 
 

ii. A description of how you define and measure program success; 
 

iii. A detailed explanation of the progress made in implementing the LITC 
Program; 

 
iv. The status of proposed goals and objectives; 

 
v. A description of any impediments to meeting established goals and 

objectives, and efforts made to overcome them, if applicable; 
 

vi. A description of the type of representation and/or other assistance 
provided to low income taxpayers or ESL taxpayers including: 

 
A description of the type of tax issues in controversy handled by 
the LITC students, volunteers, or other LITC employees; 

��

��

��

��

��

��

 
The total number of cases handled; including the total number 
closed, the total number pending and the total number petitioned 
to United States Tax Court;   

 
The number of outreaches, workshops and other educational 
programs conducted; 

 
A list of the topics discussed during educational presentations; 
and, 

 
The number of ESL taxpayers to whom educational information 
was provided. 

 
vii. A description of the efforts made to publicize the program and the number 

of individuals reached through the marketing activities.  Include examples 
of and the number of flyers, brochures, posters, newsletters, etc 
distributed, the number of radio or television advertisements and potential 
audience, the number of radio/television appearances or newspaper 
coverage and the potential listening/viewing/reading audience and the 
number of personal visits to organizations.  Other publicity efforts should 
also be included.  

 
viii. A description of any ancillary (incidental) tax return preparation performed 

which includes the following information: 
 

The number of ESL taxpayers assisted; 
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The number of non-ESL taxpayers assisted; ��

��

��

��

 
The number of tax returns prepared for ESL taxpayers;  

 
The total number of tax returns prepared; and, 

 
The total number of tax returns electronically filed.  

 
NOTE:  For reporting purposes, preparation of a joint tax return counts as 
two taxpayers assisted. 

 
2. The interim financial report and program narrative must be submitted to:  

 
Internal Revenue Service 
Taxpayer Advocate Service Mail Stop 211-D 
LITC Program Office 
401 W. Peachtree St NW 
Atlanta, GA 30308 
 

B. ANNUAL  REPORTS 
 

1. A year-end financial report and program narrative must be submitted within 90 days 
following the end of the calendar year.  This report must cover the period July 1st 
through December 31st.  Under unusual circumstances, a request for an extension of 
time to submit the year-end financial and program narrative may be requested from the 
LITC Program Office.  The request must be submitted in writing.  For grantees that have 
been approved for the year 2006, failure to submit the year-end report for 2005 may 
result in termination or freezing of grant funds.   

 
a. Year-End Financial Report 

 
In addition to a cumulative Standard Form 269 (Long Form), Financial Status 
Report, the financial report must include the following information: 
 
i. A breakdown of the actual LITC expenses incurred during the calendar 

year;  
 

ii. The source, date, availability and amount of matching funds received for 
LITC Program; and  

 
iii. An itemization and explanation of actual program costs for all expenses. If 

space was rented for the clinic, include a breakdown of costs incurred. 
 

b. Year-End Program Narrative  
 

The annual program narrative must include specific information, including the 
items delineated below, about the methods and procedures used to implement 
the clinic and a comparison of the actual accomplishments with the goals and 
objectives established for this calendar year and how the accomplishments 
satisfied the goals of the LITC Program.  In addition, the narrative must include 
an explanation of why established goals were not met, if applicable, and other 
pertinent information. Narrative comments must be typed, double-spaced.  
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Responses to each of the following items must be numbered to coincide with the 
following paragraphs. 
 
i. Describe the strategy for monitoring and evaluating program results, 

including how success is defined and measured.  In addition, describe the 
overall approach taken to implement the LITC Program and the steps 
taken to ensure compliance with its rules and administrative guidelines. 

 
ii. Describe training provided for students and/or qualified representatives, 

including volunteers. 
 

iii. Describe specifically how program publicity was provided. 
 

iv. Describe your efforts to provide information to ESL taxpayers regarding 
their tax rights and responsibilities.  Specifically describe:  

 
How educational materials were developed and prepared.  How 
the accuracy of the educational materials was verified.  Who 
prepared the educational materials and the qualifications of the 
preparer.  How that information was provided.  (Attach a sample 
copy of program materials to this report.)  

��

��

��

��

��

��

��

 
The number of outreaches, workshops, or other educational 
programs conducted. 

 
The topics discussed during educational presentations. 

 
The number of ESL taxpayers to whom educational information 
was provided. 

 
The number of ESL taxpayers assisted with ancillary preparation 
of federal tax returns or other required federal tax forms. 

 
The efforts made to publicize the program and the number of 
individuals reached through the marketing activities.  Include the 
number of flyers, brochures, posters, newsletters, etc. distributed; 
the number of radio and/or television advertisements and potential 
audience; the number of radio/television appearances or 
newspaper articles and the potential listening/viewing/reading 
audience; and the number of personal visits to organizations.  
Other publicity efforts should also be included. 

 
The referral point for controversy cases, if applicable.  

 
c. Specifically state how students, volunteers or other LITC employees provided 

high-quality representation to low income taxpayers and high-quality service to 
ESL taxpayers.  Describe and provide examples of: 

 
i. On-site quality review procedures; 

 
ii. Information provided to ESL taxpayers.  Identify how the topics were 

determined and the type of analysis that was performed to determine how 
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to best meet the educational needs of the ESL community your 
organization serves.  If written information was developed, identify the 
reviewer and his or her qualifications.  Identify the languages other than 
English in which materials were prepared.  If other languages were used, 
identify the person(s) who reviewed the information and their 
qualifications.  Identify the methods that were used to convey information 
to taxpayers for whom English is a second language. 

 
iii. Training provided to students, volunteers, or other LITC employees.  

Identify the efforts that were made by the LITC program director to ensure 
students, volunteers, or other LITC employees were adequately prepared 
to assist taxpayers with controversies.  Describe how training materials 
were developed and prepared.  Identify who prepared the training 
materials, the qualifications of the preparer and how the accuracy of the 
training materials was verified. Describe how the training was provided 
and the qualifications of the instructor.  (Attach examples of training 
materials to this report.) 

 
iv. Types of controversies handled by the LITC.  Describe the system that 

was used to control assignment of controversy cases to students, 
volunteers or other LITC employees.  Describe how you determined to 
whom the case would be assigned.  Identify the skill levels of the 
students, volunteers, or other LITC employees in the clinic. Describe the 
changes that you made in issuing cases to students, volunteers, or other 
LITC employees when the controversy issue exceeded their level of 
training.  Describe the type of mentoring program you had in place to 
assist students, volunteers, and/or other LITC employees in resolving 
controversies.  Describe the type of monitoring system used to insure that 
controversies were resolved expeditiously and appropriately.   

 
v. Publicity for the LITC.  Describe how the LITC program was publicized.  

Identify who developed the publicity materials.  If publicity materials were 
translated into another language, identify who verified the accuracy of the 
information and their qualifications. 

 
vi. Referral mechanism for controversies, if applicable.  Describe the type of 

referral system you used to refer taxpayers with a controversy.  Indicate 
whether follow-up action was performed to determine the outcome of the 
controversy or to determine if the referral person/organization was able to 
assist the taxpayer.  Describe the procedures that you had in place to 
resolve controversies for taxpayers who did not receive appropriate 
assistance from the referral person/organization. 

 
d. Describe steps taken to ensure taxpayer privacy and to maintain the 

confidentiality of tax information. 
 

e. State number of low income taxpayers represented or referred in controversies 
with the IRS and/or the number of ESL taxpayers assisted.  For reporting 
purposes, ancillary preparation of a joint return counts as two taxpayers assisted. 
However, if representation/referral is provided to only one spouse on a joint 
return, the number of taxpayers assisted should be reported as one. Specifically, 
include the following information: 
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i. The total number of taxpayers in controversy with the IRS who were 
represented or referred to a qualified representative.  

 
ii. The number of taxpayers represented whose income did not exceed 

250% of the poverty level and whose amount in controversy with the IRS 
for any taxable year did not exceed the amount specified in IRC § 7463 
(currently $50,000). 

 
iii. The number of taxpayers represented whose income exceeded 250% of 

the poverty level or whose amount in controversy with the IRS for any 
taxable year exceeded the amount specified in IRC § 7463 (currently 
$50,000). 

 
iv. The number of taxpayers whose income did not exceed 250% of the 

poverty level and whose amount in controversy with the IRS for any 
taxable year did not exceed the amount specified in IRC § 7463 (currently 
$50,000), referred to a qualified representative. 

 
v. The number of taxpayers whose income exceeded 250% of the poverty 

level or whose amount in controversy with the IRS for any taxable year 
exceeded the amount specified in IRC § 7463 (currently $50,000) 
referred to a qualified representative. 

 
i. The number of ESL taxpayers assisted with 

 
i. Representation; 

 
ii. Referral to pro bono services; and, 

 
iii. Ancillary preparation of returns  

 
j. The number of non-ESL taxpayers assisted with 

 
i. Representation; 

 
ii. Referral to pro bono services; and, 

 
iii. Ancillary preparation of returns 

 
k. The number of tax returns prepared for  

 
i. ESL taxpayers and  

 
ii. Non-ESL taxpayers 

 
l. The number of tax returns electronically filed for 

 
i. ESL taxpayers and 

 
ii. Non-ESL taxpayers  
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m. Information regarding controversy assistance. 

 
i. The type of tax controversy issues; 

  
ii. The total number of controversy cases handled; 

 
iii. The total number of controversy cases closed and results in those closed 

cases; 
 

iv. The total number of controversy cases still pending; and, 
 

v. The number of controversy cases petitioned to the United States Tax 
Court or other federal courts. 

 
Note: With respect to low income taxpayers whose controversies exceeded 
$50,000, explain the circumstances surrounding the representation or referral 
(e.g., the taxpayer had other taxable years in controversy that did not exceed the 
statutory amount, the taxpayer’s issues were of significance to the low income 
taxpayer population generally, etc.) 

 
n. Identify the qualified pro bono representatives to whom taxpayers were referred. 

 
o. Explain internal procedures used to monitor and evaluate clinic activities to 

ensure the program was administered in accordance with grant agreement 
guidelines.   

 
p. Describe the nominal fee, if any, charged for representing or providing tax 

information to taxpayers, including the basis for determining the amount of the 
nominal fee to be charged. 

 
q. Describe the type of assistance given by telephone and the procedures used to 

monitor its quality, if applicable. 
 

r. Attach copies of the student certification letters issued by IRS Office of 
Professional Responsibility, if applicable. 

 
s. Describe the types of activity performed by the clinic that are not included 

elsewhere in your narrative that facilitated accomplishment of the LITC Program 
mission. 

 
t. Explain in detail any recommendations for improving the LITC Program.  

 
2. Year-End Reports should be mailed to the following address: 

 
Internal Revenue Service 
Taxpayer Advocate Service Mail Stop 211-D 
LITC Program Office 
401 W. Peachtree St NW 
Atlanta, GA 30308 
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NOTE: LITCs that terminate clinic activity prior to the expiration period of the grant agreement or 
withdraw from the LITC Program must submit a final report to the IRS within 90 days of final 
clinic activity or withdrawal from the program. 
 

C. ADDITIONAL INFORMATION REPORTING REQUIREMENTS 
 

Subject to OMB approval, the IRS may require additional reporting information from LITC 
grantees.  Please refer to irs.gov/advocate prior to submitting your application for updates to 
information reporting requirements. 

 
XII. RECORDS RETENTION AND ACCESS REQUIREMENT  
 

Financial records, supporting documents, statistical records, and all other records pertinent to an award 
shall be retained for a period of 3 years from the date of submission of the final report for the grant 
period, subject to certain exceptions set forth in OMB Circular A-110.  

 
XIII. WITHDRAWAL FROM LITC PROGRAM 
 

If a grantee withdraws from the LITC Program, the grantee shall return immediately to the IRS all 
unexpended LITC Program grant funds.  All withdrawals must be made in writing. 

 
 
XIV. LITC PROGRAM TRAINING CONFERENCE   
 

Successful grant award recipients are required to attend a grantee training conference  and to budget 
for this annual event.  The conference will be held on two consecutive days; however, first time 
grantees must attend an additional orientation day preceding the 2-day conference.  The date and 
location of the conference will be announced at a later date. OMB Circulars A-21 and A-122 allow the 
use of grant funds to pay for the allowable expenses associated with this mandatory conference. 

 
XV. ON-SITE ASSISTANCE VISITS 
 

A. The LITC Program Office will periodically perform on-site assistance visits to selected clinics.  
Each new clinic can expect to receive a site visit during its first year of operation.   Returning 
and continuing clinics will also be selected, as deemed appropriate.   

 
B. During assistance visits, the review process may include reviews of intake procedures, systems 

for recording referrals of clients, communication and publicity plan, demographics/population 
information, case statistics and analysis.   Prior to the assistance visit, the clinic will receive a list 
of items and topics to be reviewed.  Additional items may be requested during or after the 
assistance visit.  This list may be derived from the standards for clinic operation.  

 
XVI. LITC PROGRAM OFFICE RESPONSIBILITIES 
 

The LITC Program Office will assist LITCs in various ways at the national and local levels including: 
 
A. Furthering the understanding of and involvement with the LITC Program within the IRS; 

 
B. Assisting with the placement of clinic materials in IRS Offices; 
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C. Identifying liaisons for LITCs within IRS Operating Divisions and Functions, and program areas 

impacting low income or ESL taxpayers; 
 

D. Maintaining a publication listing LITCs; 
 

E. Informing the public about the availability of LITCs as appropriate and to the extent permitted by 
law, including references on the external IRS Website at www.irs.gov;  

 
F. Assisting with marketing efforts to promote the LITC Program;  

 
G. Answering questions from potential LITC applicants; 

 
H. Providing information on how to obtain student certification from the IRS Office of Professional 

Responsibility; 
 

I. Coordinating meetings between IRS officials and LITC Program grantees; 
 

J. Coordinating and making periodic on-site assistance visits;  
 

K. Providing technical assistance, suggestions, recommendations, and guidance to LITCs 
regarding operation of their programs; 

 
L. Coordinating the cross-functional LITC Program grant application review process;  

 
M. Coordinating Taxpayer Advocate Service Work Groups; and  

 
N. Providing information on how to obtain tax forms, IRS publications and other pertinent IRS 

program materials. 
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Appendix A

LITC Program Grant Forms  

All Forms in this section must be submitted with your application except the Grant 

Agreement. 
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 Sponsoring Organization  Information

IRS Low Income Taxpayer Clinic (LITC)
Application Information Sheet

Contact Information

Form 13424 (Rev. 5-2004) Catalog Number 36126D Department of the Treasury - Internal Revenue Servicewww.irs.gov

Street Address Mailing Address

Clinic Director Information

 Clinic  Information

Street Address Mailing Address

 Grants Officer/Financial Administrator Information

Street Address Mailing Address

Funds will be forwarded to this address

Name

Name  Title

Phone Number  Fax Number  E-mail Address

Name of Clinic

Public Telephone Number  Toll Free Number

Languages Served

Street

City  State  Zip Code

 Street

 City  State  Zip Code

Name  Title

Phone Number  Fax Number  E-mail Address

Street

City  State  Zip Code

 Street

 City  State  Zip Code

Name  Title

Phone Number  Fax Number  E-mail Address

Street

City  State  Zip Code

 Street

 City  State  Zip Code





The Grant Agreement covers the period                                       to                                         .

The Maximum amount available from the Internal Revenue Service under this Grant Agreement is                                      .

Grant Agreement
The Grant Agreement is entered into by the Internal Revenue Service, Department of the Treasury, United States of
America, hereinafter referred to as IRS, and

(Name of Grantee)

Hereinafter referred to as recipient.

The recipient agrees to operate a LITC Program in conformity with the approved Grant Application and

1. Program Requirements (as stated in Publication 3319, ''Low-Income Taxpayer Clinics 2005 Application Package
and Guidelines");

2. IRC § 3601 of the Internal Revenue Service Restructuring and Reform Act of 1998, Public Law 105-2060 adding
26 U.S.C. § 7526; and,

3. Office of Management and Budget Circulars No. A-110, A-133 and either A-21 or A-122, as applicable.

Grant Agreement Period:

NOTE: If expenses are incurred prior to approval, and the grant is later denied, all costs incurred will be the
responsibility of the Recipient.

Maximum Amount of Funds Available from Internal Revenue Service for
Expense Reimbursement:

This amount may be increased in writing only by the Internal Revenue Service, Taxpayer Advocate Service, LITC Grant
Program Administration Office, Mail Stop 211-D, 401 W. Peachtree St. N.W., Atlanta, GA 30308.  No additional expense
reimbursements or other payments shall be made by the Internal Revenue Service unless the maximum amount of funds
set forth above has been increased in writing by the National Taxpayer Advocate.

Approved by an Authorized Representative of the Program Sponsor by:

Approved for the Internal Revenue Service by:

Form 12183 (Rev. 5-2004) Catalog Number 26967K Department of the Treasury—Internal Revenue Servicewww.irs.gov

Contract Number:

Name (Please Print)

Title (Please Print)

Signature  Date

Name (Please Print)

Title (Please Print)

Signature  Date
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LITC PROGRAM GRANT APPLICATION PACKAGE SUBMISSION CHECK LIST 

 
New applications for the LITC Program Grant Application must include the following information 
 
Background Information (limited to 20 pages) 
Items described under section V.A.1 of this package. 
 
Program Plan 
Items described under section V.A.2 of this package. 
 
Budget/Financial Information 
Items described under section V.A.3 of this package. 
 
Requisites for Package Submission 
Submit application in quadruplicate (four sets).  Double Space and sign all documents (application, certifications, etc) in blue ink. 
Each set must have original signatures. 
 
Package Assembly  
It is very important that the LITC Program Grant Application Package be assembled correctly.  A copy of the standard forms and 
certifications are included in the forms appendix section of this publication. The application package must be assembled in the 
following manner: 
 
__1. Standard Form 424, Application for Federal Assistance 
 
__2. Background Information 
 
__3. Copy of determination letter issued by IRS recognizing organization as exempt under IRC Section 501(C), if applicable 
 
__4. Copy of letter of academic accreditation for college, university or other institution of higher learning, if applicable. 
 
__5. Standard Form 424A, “Budget Information – Non-Construction Programs” 
 
__6. Budget narrative 
 
__7. Copy of most recent audited or unaudited financial statements.  If an unaudited financial statement is included, please explain 

why an audited financial statement is not available. 
 
__8. Copy of most recent A-133 Audit with findings, if applicable 
 
__9. Statement of Information concerning proposed source and amount of matching funding 
 
__10. Copy of Proposed Program Plan prepared according to instructions in Section V.A.2 of this package. 
 
__11. Completed IRS Low Income Taxpayer Clinic (LITC) Program Grant Application Sheet.  The form is included in the Forms 

Section of this package 
 
__12. Assurances and Certifications signed in blue ink by an authorized representative of the organization.  Assurances and 

Certifications should be submitted in the following order. 
 
__A. Standard Forms 424B, “Assurances – Non Construction Programs”; 
 
__B. “Certification Regarding Debarment, Suspension and Other Responsibility Matters Primary Covered Transactions”; 
 
__C. “Certification Regarding Government-wide Requirements for Drug-Free Workplace (Grants)”; and, 
 
__D. Certification of Assurance Concerning Civil Rights Compliance” 

 
DELIVERY OF LITC GRANT APPLICATION PACKAGE 
 
The LITC Program Office must receive applications no later than 4:00 pm EDT on July 1, 2004 in order to be considered for 2005 LITC 
Program grant funding. If applications are not completed electronically, they should be mailed or hand delivered to Internal Revenue 
Service, Taxpayer Advocate Service, LITC Program Office, Mail Stop 211-D, 401 W Peachtree, NW, Atlanta, GA 30308. 
 
NOTE Multi-year clinics should see Section V.C of the package for order of submission of a request for continued funding   

 
 





 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Appendix C

Index of LITC Terms 

 
 
 
 
 
 
 
 

 
 - C - 











Publication 3319 (Rev. 5-2004)
Catalog Number 26939S

P3319_Cover_FINAL.qxd  4/29/04  2:45 PM  Page 1


	Pub3319 cut.pdf
	INTRODUCTION
	LITC PROGRAM OVERVIEW
	LITC PROGRAM GRANT REQUIREMENTS
	Eligibility
	The organization must be a qualified clinic that represents and/or refers low income taxpayers in controversies with the IRS and/or operates programs to inform taxpayers for whom English is a second language about their tax rights and responsibilities.
	The organization may be a clinic providing qualifying services that it conducts within a broader spectrum of activity, i.e., generally, the operation of a "clinic within a clinic" does not disqualify an applicant from eligibility for an LITC program gran

	Additional Eligibility Criteria
	The 90/250 Requirement
	Definition of Income.
	Definition of Family Unit
	Income Ceiling Applications
	Matching Funds

	LITC Program Standards
	Work Group Service.  Each clinic is required to provide a representative to serve on at least one LITC work group.  These work groups will focus on substantive, administrative, and procedural tax issues that impact low income and/or ESL taxpayers.  Examp
	Standards for Clinic Operation.  The LITC Program Office has developed standards of operation for LITC grant recipients.  The LITC Program standards include:


	LITC PROGRAM ADMINISTRATIVE REQUIREMENTS
	Grant Award Administrative Requirements
	Programs involving use of federal funds are governed by a wide variety of federal laws, federal regulations, Executive Orders of the President, circulars and directives from the Office of Management and Budget (OMB) and other Federal agencies.  These i
	Certifications are required for LITC funding, acc
	Additional certifications are required according 
	Certification forms are included in the forms section of this application package.

	Grant Agreement
	LITC organizations execute Grant Agreements with the IRS in compliance with Public Law 105-206.  The IRS, subject to the availability of appropriated funds, is authorized to award grants to provide matching funds for the development, expansion, or contin
	The LITC Program Grant Agreement may be awarded for up to a three-year performance period. Periods of performance may be:
	Grant Agreements with an approved program plan of two or three years will be funded for each subsequent year subject to the availability of annual appropriated funds, satisfactory performance, and compliance with grant terms.  Grant Agreements entered in
	The necessity for re-negotiation, suspensions, or terminations of Grant Agreements will be determined solely by the IRS and will not be subject to appeal.
	The grant agreement shall be terminated and enforced in accordance with OMB Circular A-110.

	Civil Rights Reporting Requirements
	Overview
	Civil Rights Reporting Requirements


	COMPLETION AND SUBMISSION OF LITC PROGRAM GRANT APPLICATION PACKAGE
	LITC Program Grant Application Contents
	Background Information (limited to 20 pages)
	Program Plan
	Budget/Financial Information

	New or Single Year Grant Applications - General Instructions For Submission Of LITC Program Grant Application Packages
	LITC Program Grant Application Package Requisites
	LITC Program Grant Application Package Assembly

	Continuing Multi-Year Grant Applications - General Instructions For Submission Of LITC Program Grant Application Packages
	Delivery Of LITC Program Grant Application Package
	Withdrawal of LITC Program Grant Application Package

	SELECTION AND AWARD
	Eligibility Screening
	Applications will be reviewed to determine the following information:
	Applications will further be reviewed to determine if the following information or items are included in the application package.

	Technical Evaluation
	Quality of programs offered to assist low income taxpayers or taxpayers for whom English is a second language.  This item evaluates the qualifications of administrators and qualifications and tax expertise of qualified representatives; comprehensiveness
	Experience in sponsoring a tax clinic where individuals with tax controversies with the IRS were represented, or experience in sponsoring a tax clinic where taxpayers with tax controversies with the IRS were referred to a panel of qualified representativ
	Quality of grant administration and internal accounting procedures.
	Number of low income or ESL taxpayers in geographical area.

	Cost
	Other Considerations
	To foster parity regarding clinic availability and accessibility for low income and ESL taxpayers nationwide, the IRS will consider the geographic area of applicants and the languages in which the applicant will assist taxpayers as part of the decision-m
	If applications from more than one clinic sponsored by the same institution or organization are received, the IRS will consider all factors surrounding the operation of the clinics, including the geographical areas served by the clinics and the comprehen
	For academic clinics, which generally serve fewer taxpayers than nonacademic clinics, the IRS will consider additional ways in which academic clinics can accomplish LITC statute goals.  For example, they can advise the IRS about their publishing articles
	In addition, the following factors will be considered:

	Multi-Year Awards
	Applicants approved for two or three-year project periods that include the 2005 grant cycle must submit a letter requesting continuation in the 2005 program by July 1, 2004. See Section V.C herein.
	A decision to approve funding for the 2005 grant cycle will be based upon the following:
	Satisfactory performance including measurable progress in meeting program goals and objectives;
	Compliance with grant terms; and,
	Availability of annual appropriated funds.

	NOTE: Applicants approved for two or three-year project periods that include the 2006 grant cycle must submit a letter requesting continuation in the 2006 program by July 1, 2005. Grantees requesting continuation in the 2006 LITC Program will be notified


	LITC PROGRAM GRANT ADMINISTRATION
	Notification Of Award Decisions
	Payments To LITC Program Grantees
	Grantees must have a signed grant agreement on file with the LITC Program Office and must provide written assurances of specific matching funds prior to the payment of any funds.  If expenses are incurred prior to approval, and the grant is later denied,
	Electronic Funds Transfer (EFT) payments shall be limited to the minimum amounts needed and be timed to be in accordance with the actual, immediate cash requirements of the recipient organization in carrying out the purpose of the approved program or p
	LITC Program grant payments will be disbursed through EFT.  Information regarding the EFT procedure is available on the Health and Human Services (HHS) Website at www.dpm.psc.gov.  Questions regarding disbursements should be directed to Debra Chandler,

	Management Of Funds
	Advances of federal grant funds must be maintained in insured accounts whenever possible. In addition, grantees shall maintain advances in interest bearing accounts, unless:
	You shall promptly, but at least annually, remit to the IRS interest earned on advances of federal grant funds.  However, you may keep interest up to $250.00 earned on all advances of federal grant funds per calendar year.
	Unexpended grant amounts and advance payments must be returned to the Internal Revenue Service.
	The LITC Program Director must approve any changes to the above procedures in writing.
	Consistent with the national goal of expanding the opportunities for women and minority business enterprises, recipients are encouraged to use women and minority-owned banks.
	To assist taxpayers in having the least cost in contacting a clinic for assistance it
	Is highly recommended that the clinic have a toll-free number.

	Allowable Expenses
	Salaries, wages, and personnel benefits;
	Reasonable office supplies and equipment costs;
	Rent, utilities, and custodial services;
	Miscellaneous services, such as printing, postage, insurance, etc.;
	Indirect costs as determined in accordance with principles set forth in OMB Circulars    A-21 and A-122;
	Audit services;
	Publicity and training costs directly and solely associated with the program;
	Installation of telephone lines necessary to provide representation to low income taxpayers or information to taxpayers for whom English is a second language;
	Travel performed by program administrator, coordinator, student and/or volunteer to monitor or conduct clinic initiatives.  Other travel in support of clinic such as meetings with local IRS contact person and IRS sponsored LITC meetings; and,
	Costs incurred for interpreter services for hearing-impaired or non-English speaking taxpayers.

	UNALLOWABLE EXPENSES
	Purchase, construction, repair, or rehabilitation of any building or any portion thereof; and/or,
	Costs or expenses incurred which do not support or benefit the program, or which are unnecessary in carrying out the program.


	AUDIT REQUIREMENTS
	LOBBYING ACTIVITIES
	LITC PROGRAM GRANTEE RESPONSIBILITIES
	LITC Program Coordination
	Changes In LITC Program Award-Supported Activities
	Release Of LITC Program Award Funds
	Management Of LITC Program Personnel
	State the amount of time managers and/or program leaders will devote to the LITC Program as well as the amount of time that will be devoted to the management of students, volunteers, or other LITC employees;
	Provide training for students, volunteers, or other LITC employees, as stated in Section III.C.2. Standards of Clinic Operations, in this grants application document;
	Obtain certification from the IRS Office of Professional Responsibility for students who will be representing taxpayers before the IRS.  Only students who are enrolled in graduate business and accounting classes or law school programs qualify for certifi
	Monitor compliance of students, volunteers, or other LITC employees with regard to program requirements and guidelines outlined in grant agreement;
	Maintain records of reimbursed expenses, if any, for students, volunteers, and/or other LITC employees; and,
	Prepare and submit reports timely to the LITC Program Office as explained in Section XI - LITC Program Reporting Requirements, of this publication.

	Confidentiality
	Taxpayer information is confidential and should be shared on a limited basis.  Grantees are responsible for ensuring that taxpayer information is not compromised.  Only those who have a need to know in order to effect resolution of the controversy should
	Keep taxpayer information in a secure location.  Taxpayer information must be locked up before employees leave the office.  If it is necessary to take taxpayer information out of the office, it should be safeguarded at all times.
	Taxpayer information must be sanitized before being used for teaching purposes.  Sanitized means deletion of names, addresses, social security numbers and any other information that would identify the taxpayer.

	Selection And Management Of LITC Location
	LITC Program Materials
	LITC Program Publicity
	Grantees are responsible for effectively publicizing the LITC Program to low income taxpayers and taxpayers for whom English is a second language.  Publicity plans should be completed well in advance of the period that representation and other assistance
	Publicity materials and announcements to advertise the services provided by an LITC should not mention tax return preparation or refund claim assistance.  Posters at the LITC should not advertise tax return preparation or refund claim assistance.

	LITC Program Quality Control Requirements
	Ethics
	Withdrawal From LITC Program
	All withdrawals from the LITC Program must be made in writing and all unused funds must be returned to the IRS immediately.
	If clinic activity is terminated prior to the expiration of the period of the grant agreement or if a grantee withdraws from the LITC Program, a final program and financial report must be submitted within 90 days of final clinic activity or withdrawal fr


	LITC PROGRAM REPORTING REQUIREMENTS
	Interim Reports
	Interim reports which consist of a financial narrative, Standard Form 269 (Long Form), Financial Status Report and a program narrative must be submitted to the LITC Program Office by August 1, 2005.  Continued funding may be suspended if a grantee fail
	The interim financial report and program narrative must be submitted to:

	Annual  Reports
	A year-end financial report and program narrative must be submitted within 90 days following the end of the calendar year.  This report must cover the period July 1st through December 31st.  Under unusual circumstances, a request for an extension of time
	Year-End Reports should be mailed to the following address:

	Additional Information Reporting Requirements
	Subject to OMB approval, the IRS may require additional reporting information from LITC grantees.  Please refer to irs.gov/advocate prior to submitting your application for updates to information reporting requirements.


	RECORDS RETENTION AND ACCESS REQUIREMENT
	WITHDRAWAL FROM LITC PROGRAM
	LITC PROGRAM TRAINING CONFERENCE
	ON-SITE ASSISTANCE VISITS
	LITC PROGRAM OFFICE RESPONSIBILITIES
	
	
	
	
	
	
	Appendix A
	LITC Program Grant Forms
	All Forms in this section must be submitted with your application except the Grant Agreement.

	Appendix B
	LITC Program Grant Application Check List

	Appendix C
	Index of LITC Terms












