Attachment A: Screener’s Guide
Notice Improvement
2008 Tax Forum Focus Groups

Screener’s Guide
Hello, I’m ______________.  I work for the IRS and I’m recruiting tax professionals to participate in a focus group. May I speak with you for just a few minutes?

With more than 170 million sent to taxpayers each year, notices are the IRS’ primary means of communicating with its customers. The clarity of these notices is vital to the success of the IRS’s strategies to meet the needs of taxpayers. Over the past decade, the IRS has established a number of initiatives to improve the quality of notices sent to taxpayers and (IRS) is currently in the process of redesigning the notices to make them easier to understand. 
The purpose of this study is to seek comments and suggestions from tax professionals on notices that have been simplified or are planned for simplification.

If you are interested in participating, I need to ask you some qualifying questions.

These questions should take no more than 5 minutes of your time. If you are eligible and wish to participate, the focus group itself will take approximately 1 1/2 hours.

If you would like, I can give you a name and address where you can send comments and questions regarding this time estimate. We are required by law to report to you the Office of Management and Budget (OMB) control number for this public information request. That number is OMB# _________. Your participation is voluntary.

(Read only if respondent asks for address where to send comments.)
Send comments to:

Internal Revenue Service



Tax Products Coordinating Committee



SE:W:CAR:MP:T:T:SP



1111 Constitution Avenue, NW, IR-6406



Washington, DC 20224
Are you interested in participating? (If yes, continue with questions)

1. Gender (by recruiter observation)

[ ] Male
At least 4

[ ] Female
At least 4

2. Which of the following best describes the type of notice you encounter most often?

[ ] Individual
At least 4

[ ] Business
none
[ ] Both Individual and Business
No more than 4

3. Because understanding notices can be particularly difficult for taxpayers with limited English proficiency, we would like to obtain feedback from tax professionals that serve individuals whose primary language is something other than English. Do the majority of your clients speak English as their primary language?

[ ] Yes
At least 2

[ ] No
At least 2

Extend invitation to participate. When invitation to participate is extended, please restate that they will be participating with other tax professionals.

After securing respondent agreement to participate, record information below and give the participant a reminder card.

Participant’s First Name (first name only)
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Moderator’s Guide
Introduction

Hello.  My name is                         .  I am a researcher with the Internal Revenue Service and will be moderating today’s group discussion.  My colleague ____________ will be taking notes.  I would like to speak to you today about improving the way we do business with taxpayers and tax professionals.  We appreciate you taking the time to participate in this discussion.  

This discussion is one of four sessions being held with tax professionals in Atlanta, Chicago, Orlando, and Las Vegas.   

Disclosures

1. Confidentiality.  Everything that you say here will be kept strictly confidential.  We will use first names only during our discussion, and names will not be used in the report.  You will remain anonymous to the IRS so please feel free to tell me what you think.
2. Audio Recording.  We will be making an audio recording of today’s session which will be used to create a transcript.  This transcript will be used for analysis purposes only, and as discussed previously there will be no indicators linking the recording to any individual.    

3. Voluntary Participation.  Your participation in this group is entirely voluntary.  You do not have to answer any questions that you do not wish to answer but keep in mind, there are no wrong answers.  

 

4. Time.   I will be watching our time and directing our conversation.  We will be here for about 90 minutes.  A formal break has not been scheduled but if you need to stretch, go to the restroom, or walk around a little, please feel free to do so but please come back quickly.  Your comments are very important to us.  
5. OMB.  We are required by law to report to you the OMB control number for this public information request.  That number is _________.
6. Thanks.  Thank you for arranging your schedule to be here for this session today. We appreciate your time and your contributions to this session. 

How many of you have ever participated in a focus group before today?  For those of you who have not and as a refresher for those of you who have we have a few ground rules that I would like to go over.  

Ground Rules

1. Please talk one at a time in a voice as loud as mine.

2. Avoid side conversations with your neighbors.

3. We would like to hear from everyone in the course of the discussion, but you don’t have to answer every question.

4. Feel free to respond directly to someone who has made a point.  You don’t have to address all your comments to me.

5. Say what is true for you. We are not looking for consensus opinions, but are expecting to hear diverse perspectives.
Group Introductions

Please introduce yourself to the group by telling us:

· Your first name 

· What city you practice in

Focus Group Topics

Each year the IRS sends out more than 170 million notices and letters to taxpayers.  These written communications are the primary means of communicating with taxpayers, and their clarity and understandability is vital if we are to meet the needs of the taxpaying public.  
Over the past decade, the IRS has established a number of initiatives to improve the quality of the notices and letters we send, which includes today’s focus group session.
The purpose of today’s session is to seek comments and suggestions about how the IRS can improve notices, with specific emphases on the content of the notice, the presentation of this content, and how taxpayers can best respond to the information within the notice.       

Topic #1: Notice comprehension 
Topic #2: Notice clarity 
Topic #3: Notice appearance 
Topic #4: Notice tone (friendliness)
Topic #5: Notice length
Topic #6: Order of information 
Topic #7: Time to respond 
Topic #8: Inserts / stuffers included
Conclusion

I want to thank everyone for their participation in today’s session.  We appreciate you taking the time out of your schedules to share your thoughts and opinions about notices.
Is there anything else someone would like to add?  Please be sure to leave the completed demographic information sheet.  
Thank you again for your participation. 
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Eligibility Requirements
A total of 72 tax practitioners will be recruited (18 per site) at two sites: Atlanta, GA., Chicago, IL, Orlando, FL., and Las Vegas, NV.  Only 48 (12 per site) of those recruited will participate in the focus groups. The interviews will generate qualitative data only that will not be, nor presented to be, representative of the population.  Every effort will be made to assure the following criteria are met at each Tax Forum site:


Male






at least 4



Female






at least 4



Experience with Individual Notices


at least 4



English is primary language of clients

at least 2



English is not primary language of clients

at least 2



Total






18
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Recruiting Attempts Sheet
Session Location (check one):
( Atlanta
( Chicago
( Orlando 
( Las Vegas
Screener’s Name: ________________________________________

	Unsuccessful Attempts

	

	Successful Attempts

	
	Number to Recruit
	Tally

	Total
	No More Than 18
	

	Characteristics
	
	

	Male
	At least 4
	

	Female
	At least 4
	

	Works With Individual Notices
	At least 4
	

	English Is Primary Language of Clients
	At least 2
	

	English Is Not Primary Language of Clients
	At least 2
	

	Totals
	
	

	
	
	


Recruiters: Please record below the total number of attempts to recruit practitioners. At the completion of the project, we must report to OMB the number of requests or attempts to recruit practitioners for the focus group. After recruiting is completed, give the tally to the moderator of your focus group.

Total number of unsuccessful attempts to recruit practitioners: 

Total number of successful attempts to recruit practitioners: __________________
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Participant List
Session Location (check one):

( Atlanta
( Chicago
( Orlando
( Las Vegas

	Participant’s First Name
	Attended the Session (for moderator’s use)

	1.
	

	2.
	

	3.
	

	4.
	

	5.
	

	6.
	

	7.
	

	8.
	

	9.
	

	10.
	

	11.
	

	12.
	

	13.
	

	14.
	

	15.
	

	16.
	

	17.
	

	18.
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Focus Group Session Reminder
[image: image1.jpg]Vi)




IRS Notice Improvement
Focus Group Session Reminder

Date:


Time:


Location: _______________________

