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i. If taxpayers will be referred to a qualified representative, describe the pro-bono network that has or will 

be created. 
 

j. For organizations that seek to operate both Volunteer Income Tax Assistance and LITC programs, 
describe procedures for proper cost allocation for LITC grant funds. 

 
k. Describe accounting procedures. 

 
l. Describe method for allocating allowable expenses and matching funds between qualifying and non-

qualifying activities or programs, if applicable. 
 
m. Describe plans for audits and controls. 

 
n. Describe plans for program publicity. 

 
o. Indicate steps planned to ensure taxpayer privacy and to maintain confidentiality of tax returns and 

other taxpayer information. 
 
p. Academic organizations must explain how the clinic will be staffed during periods of student 

             absence, if applicable. 
 
q. Describe the strategy for monitoring and evaluating program results (in short and long term) including 

how success will be defined and measured. 
 

r. Describe plans, if any, to make name or organizational changes.  Requests to approve name or 
organizational status changes must be submitted in writing to the Grants Administration Office in 
advance of the effective dates of proposed changes with sufficient time to afford program evaluation 
and legal review.  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 not be limited to, the statutory requirements of IRS § 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. GENERAL INSTRUCTIONS FOR PACKAGE SUBMISSION 

 
1. LITC APPLICATION PACKAGE REQUISITES 

 
LITC Application Package must be assembled as described below and submitted in quadruplicate. The LITC 
Office will provide a copy of your Application Package to the IRS EEO Office, for a pre-award civil rights 
compliance review. 

 
• All application documents must be typed, double-spaced and numbered at the bottom of the page. 

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