
TRANSMITTING TAX RETURNS AND 
WORKING REJECTS

VITA Conference

TAX HELP PROGRAM
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AGENDA

1. Transmitting Team

2. Contacting Clients

3. Reject Log

4. Transmitting Report
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TRANSMITTING  TEAM'S RESPONSIBILITIES

• Export Rejected Returns report daily for all sites
• Update Reject Log 
o Used to track and update the status of each rejected tax return

• Contact taxpayers about their rejected tax returns
• Work with the site managers to ensure each tax return's status is up to date and 

correct
• Add notes to taxpayer's records

o Guides staff and volunteers through the next steps to resolve the rejected 
tax return
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Adding TaxSlayer Notes



CONTACTING CLIENTS 

• The Transmitting team makes up to three attempts to contact the taxpayer

• Each attempt includes:

o A phone call

o A text message and/or voicemail if there is no response

• The goal is to make sure the taxpayer:

o Is aware of the reject 

o Understands that action is needed 

• If needed, a letter is sent as a final attempt

• The letter includes: 

o The location where they filed 

o The reason for the reject and/or action items

o The affected tax year(s) 
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REJECT LOG

• The Reject Report is exported from TaxSlayer and used to create and update 
our Reject Log

• Keeps track of: 

o Rejected returns and their status 

o Taxpayer contact attempts

o Whether a letter was sent

o If there was a change in the return status and any actions taken
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REJECT LOG
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• Before transitioning to a 
new season, we make 
sure that all Rejected tax 
returns are changed to 
Failed



WORKFLOW
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TRANSMITTING  REPORT

• A communication tool for site managers and the transmitting team 
• Used to: 

o Ensure a clean up of TaxSlayer
o Identifies returns that might be in an incorrect status so they can be corrected  

• Separated into two sections 
o Site Manager: Notifies the transmitting team when a taxpayer needs to return to 

sign Form 8879
▪ The transmitting team then reaches out to the taxpayer to have them 

return and sign 
o Transmitting Team: Notifies the site manager if a tax return's status needs to be 

changed or updated
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TRANSMITTING REPORT
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Communication tool for both teams



THANK YOU!
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