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Before You Apply 
• Visit Grants.gov to view the Notice of Funding Opportunity (NOFO). 
• Employer Identification Number (EIN)- All applicants must have an IRS-

issued EIN. We recommend applying for it online at irs.gov.  
• Register on the System for Award Management (SAM) website (SAM.gov).  The SAM 

registration must be active and up to date. The process can take two weeks or more. 
A Unique Entity Identifier (UEI) will be provided when the organization registers. 

• An ID.me account is needed to access the LITC Grants Portal.  
• Applications are submitted through the LITC Grants Portal LITC Grants 

Portal (https://litcgrants.treasury.gov) and all portal users must have a valid ID.me 
account with their work email address listed as the primary email address. 
 

New Business Account Creation – Brand New Org Only 

The LITC Business Account can only be created and set up by an Authorizing Official (A/O) 
or Ebiz POC. That person will simultaneously create their own contact for the account as 
part of the setup process. Once set up, more contacts can be added for other personnel to 
access the LITC Grants Portal. 

To begin – Ensure that you have already set up your id.me account and the email you intend 
to use for the portal (likely a work email) has been set to PRIMARY in your id.me account. 

The A/O or Ebiz POC will Open their browser and go to https://litcgrants.treasury.gov.  

Click the green sign in button and use your id.me credentials to get started.  

  

https://www.grants.gov/register
https://www.irs.gov/businesses/small-businesses-self-employed/how-to-apply-for-an-ein#:%7E:text=The%20processing%20timeframe%20for%20an,and%20mailed%20to%20the%20taxpayer.
https://sam.gov/entity-registration
https://sam.gov/entity-registration
https://www.id.me-/government
https://litcgrants.treasury.gov/
https://litcgrants.treasury.gov/
https://litcgrants.treasury.gov/
https://litcgrants.treasury.gov/
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Set up the Authorizing Official or Ebiz POC contact first. (NOTE – Already established 
organizations – STOP and contact your current Authorizing Official or Ebiz POC to set up 
your contact.) 

  

Follow the remaining prompts to create your organization account. Your sponsoring org 
may or may not be the same as the clinic account. if you have questions about how to set 
up your organization account, please contact litcprogramoffice@irs.gov first. We can assist 
you. 

 

mailto:litcprogramoffice@irs.gov
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Creating Contacts in an already established LITC Account 
Once your organization has been set up, you can add more contacts and invite them to the 
Portal. Individuals DO NOT set themselves up. It MUST be an A/O or Ebiz POC with an 
ALREADY ESTABLISHED Contact in the LITC Grants Portal. 

This field is how we publish your 
organization to the world. Be thoughtful 
when creating your Clinic Name. 
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Regular maintenance of contacts is essential to keep them up to date. Check contacts 
annually to ensure correctness. An Authorizing Official (A/O) or Ebiz POC are the only 
contacts that can create new contacts and invite them to the LITC Grants Portal. 

Before you create contacts in your organization, think about the role(s) you will be giving 
them. Assigned roles will determine what each contact can accomplish in the LITC Grants 
Portal. 

Log into the portal and click on My Contacts.  

  

 

On the My Contacts page, read the instructions and select your organization at the bottom 
of the page. (partial page shown, Scroll to bottom of the page on the portal) 
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Click on the Create new contact button and fill out the screen. Then click on the Add new 
contact button. An automated email will go to the contact asking them to finish their 
contact setup. They should accomplish this immediately, the link in the email will expire. 

  

 

Create your application, fill and submit 
LITC Grant applications consist of 3 forms along with various file uploads that must be 
submitted on the LITC Grants portal.  

• Standard Form 424 (also known as SF-4324) 
• 13424-M 
• 13424-J 

Once all 3 forms and any uploads have been submitted, the application itself can be 
submitted for consideration. 
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After successfully logging into the LITC Grants Portal, go to the My Applications link and 
click the Blue Start a new application button. A new organization will not have any previous 
applications listed. 

 

A new organization will select New as the application type and it will be a single year 
application 

NOTE: Selecting the proper application type is crucial for obtaining the correct set of forms 
to fill out. 
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The resulting set of forms comprises the application to fill out. Fill out each form and 
submit it. After successful submission of all 3 forms, the Submit Application Button will 
become active. 

All fields throughout the application with a red asterisk (* ) are required and must contain 

data. 
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Standard Form (SF)-424 
Click the orange button to complete the form. Follow the prompts and submit when 
complete. 

Tips to speed up your SF-424 submission 

• Enter UEI from SAM.gov registration and press button “Validate” in portal 

• proof of nonprofit status, if applicable 

• proof of academic accreditation, if applicable 

Click the orange In Progress button to access the SF-424 form. 
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Enter the Organizations UEI and Validate. This should then auto-fill the remaining fields in 
this gray box.   

 

 

If you do NOT already have a UEI assigned, please select No and fill out the resulting text 
box explaining your efforts to obtain one. A valid UEI from Sam.gov is required for federal 
funding. 

Enter the contact information of the person that we can contact regarding your application. 
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Enter the type(s) of applicant that apply to you. Some of these selections will require you to 
upload proof. Choose carefully and provide the proof requested. 
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Select your state and the resulting areas that you will service. Make sure to click the Blue 
Add counties button when you have made all your selections. 

NOTE: There is a select all link if you will cover the entire state. 
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Add the Congressional districts that you cover as they pertain to the Project areas you have 
already selected. Make sure to click the Blue Add districts button when you have made all 
your selections. 

NOTE: There is a select all link if you will cover the entire state. 

 

Notice that the Estimated Funding section is non fillable. This section will be auto filled 
after you fill out the 13424-J form. The only thing to fill out now is the question about federal 
debt. If your answer to the federal debt question is yes, you will get a text box to explain the 
situation. 
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When complete you will certify that your SF-424 Form answers are correct and you proceed 
with certification by clicking the blue button. 

 

Any errors in your form will appear on the right hand side of the screen in a pink box. Use 
the links in the box to get to the errors and correct them. Then resubmit the form. Repeat 
until you have no errors. 
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Form 13424-M 
From the Overview screen, Click the orange button to complete the form. Follow the 
prompts and submit when complete. 

 

The 13424-M form is the bulk of your application, and your full and thoughtful responses 
will play a significant role in funding decisions. Instead of screenshots, we have included 
ways for you to think about how to answer the questions that are presented on the screen. 

• Questions with a red asterisk (*) are required and must contain data 

• Upload your most recent financial statement 

• Write to the type of program you’re applying to fund.  

• Clinic name provided will be used in IRS materials- be consistent! 

• If a key employee has not been hired, enter “TBH” and placeholder contact 
information. (The email field must be in email format.) 

• Upload documentation showing Tax Compliance Officer is properly authorized to 
receive federal tax information for the applicant. 
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• A PDF of the 13424-M may be downloaded at: https://www.irs.gov/pub/irs-
pdf/f13424m.pdf . Do not attach a filled out PDF to your application. It must be filled 
out online. The PDF is for your data gathering purposes only. 

Read the instructions carefully and proceed with filling out the form by clicking the link on 
the left-hand side of the page. 

 

The 13424-M form has 11 Sections that you will fill out. Each section has question 
instructions and required fields that must contain data. 

• Clinic information 

• Background 

• Taxpayer access, geographic area 
and target audience, outreach 
strategy 

• Taxpayer services 

• Staffing 

• Volunteers 

• Clinic operations 

• Training and resources 

• Financial responsibility 

• Program information 

• Civil rights information 

 

  

https://www.irs.gov/pub/irs-pdf/f13424m.pdf
https://www.irs.gov/pub/irs-pdf/f13424m.pdf
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Clinic Information Section 
There are 2 types of clinics 

o A standard clinic that provides Representation, Education and Advocacy  
o An ESL Education clinic that focuses on taxpayer education directed at 

taxpayers for whom English is a second language. 

Note: this choice will determine what other sections and questions will show and need to 
be filled out. 

Background Section 
The approach to completing this section will depend on whether the applicant: 

• currently runs (not LITC funded) or previously ran a tax clinic, 

• has provided similar services (education and representation) to a similar audience 
(low-income and/or ESL), or 

• is a newly-formed organization. 

Taxpayer Access, geographic area and target audience, outreach strategy 
Section 

• For geographic area and target audience, answer for the areas selected when 
completing SF 424. (counties and congressional districts) 

• Use demographic data to help make the case for why services are needed. 

• List current partners and planned partnerships. How will these help you serve the 
target audience? 

• Take time to flesh out the outreach plan. How will taxpayers find the clinic when they 
need help? 

• For ESL Education Program Applicants, special consideration is given to established 
organizations with existing community partnerships that can swiftly implement the 
program. 

Taxpayer Services Section 
• Provide the clinic’s approach to delivering each of the key services 

• For full scope clinics, it’s important to pay special attention to how representation 
will be provided. 
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• For ESL education program applicants, the education question is critical. Answer it 
thoroughly and provide details about the plan.  

Staffing Section 
• The key positions are the Qualified Tax Expert (QTE), Clinic Director (CD), and 

Qualified Business Administrator (QBA). 

• Describe what relevant skills, experience, or education qualifies the person to fulfill 
each role. 

• Provide licensure information for all staff but required for the QTE. 

• Individuals can fill more than one role. 

• The CD should be familiar with the day-to-day activities and key admin procedures, 
is the POC for the Program Office, and should be familiar with and assist with 
reporting. 

• For unfilled positions at time of application, list the qualifications of a successful 
candidate. What will you be looking for in the person to be hired? 

• Tax Compliance Officer (TCO) is the person we will contact about federal tax 
compliance issues. 

• For full scope clinics, QTE must be a paid staff member. ESL Education Program 
applicants may use a volunteer for this role. 

• Students can increase impact of the program, but adequate training and supervision 
are needed. You should think about 

• How many students per semester 

• Type of students 

• Graduate 

• Law 

• Accounting 

• What services will the students provide? 

• What are the plans for providing student supervision?  
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Volunteers Section 
If your organization is using volunteers, provide as much detail as possible in the volunteers 
section. 

• The pro bono panel refers to volunteers who will provide representation (Attorneys, 
CPAs, and Enrolled Agents) 

• How will these volunteers be identified and recruited? 

• Other types of volunteers can be very helpful to an LITC as well. 

* Students can be volunteers but for match purposes can’t count student hours when 
the student is taking the class for academic credit.  

Clinic Operations Section 
• Select the days of the week when taxpayers and community partners can reach you 

• Provide the hours of operation 

• Will the clinic be able to accommodate weeknight or weekend appointments? 

• Describe how services will be reduced, for what duration and what will be done 
to ensure continuity of services to current clients and potential clients with 
emergencies 

• Notify the Program Office about any reduction in services lasting more than 
30 days 

Fees for Services - If you plan to charge a fee, you must discuss: 

• What factors were considered in the decision to charge a fee, 
• How the fee amount was determined, and 
• The fee amount to be charged per taxpayer. (Sliding fees are not allowed and no 

fee is allowed for tax preparation.) 

Case Management System - System Features: 

• Track time 
• House documents 
• Case notes 
• Calendar deadlines 
• Client messaging 
• Case Assignment 
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Time - Time devoted by students receiving credit may not be billed to the grant, but 
time tracking may be beneficial to establish habit for billing. 

• Provide the method to be used to track staff, volunteer, and student time 
including system to be used. 

• Is time designated by type of activity, case, administrative, outreach, education? 
• Who reviews and approves the time reported? 
• How do you designate time- match vs. federal funds? 
• How will you value volunteer time?  

Training and resources Section 
Training to be provided to clinic staff, students and volunteers   

• In-house  

• Frequency and type of training (e.g., administrative, skills 
building, substantive law) 

• Subject matter (e.g., U.S. Tax Court rules, client eligibility 
criteria, confidentiality, grant guidelines), if identified, and 

• How the clinic determines what training to provide. 

• External training 

• Research materials and software 

Financial responsibility Section 
• Describe experience of the organization managing federal grant funds. If 

no experience managing federal funds, provide experience managing state, 
local government or private funds. 

• Provide an overview of accounting procedures- if not written, when this will 
be completed and by whom. Include the staff involved. 

• Describe any software used for managing financial reporting and accounting. 

• Important to describe how expenses will be tracked. 

• Be sure to fully answer questions about audited financial statements. 
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Program Information Section 
• What does success look like to you. 
• How do you know if you are delivering a quality program 
• What is your plan for improvement 
• Briefly describe the factors considered in setting the clinic’s numerical goals 

o Are you operating starting on January 1? 
o What is the staffing situation? 
o How well-known are you in your community? 
o Do you have a likely pool of eligible clients? 
o Do you have a partner to sponsor your education? 

 Be realistic and consider the amount of funding requested, staffing, and experience. 

Civil rights information Section 
• Lawsuits or complaints 

• Receipt of federal financial assistance 

• Civil rights review activity 

• Maintain records to demonstrate compliance 

• Do you agree to display the Civil Rights Poster? 

 

Once all questions are answered, make sure to save and click the submission link 
which is at the TOP of the form on the left-hand side. As with the other forms, any errors 
will show up on the righthand side of your screen in a pink box after you click submit. 
Fix any errors and submit again. 
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Form 13424-J 
From the Overview Screen click on the orange In progress button to get started. 

The 13424 J form does some automatic math calculations for you. There are 6 budget line-
item types and you will enter information for each type as applicable. 

• Donated Goods and Services 

• Matching Funds 

• Personnel 

• Fringe 

• Supplies, Travel, Contractual, 
Equipment, and Other 

• Indirect Expenses 
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The Instructions page has a link to certain examples that you may find useful for filling out 
the 13424-J form 

 

 

Click on the 13424-J link to begin filling out the form 
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The top of the 13424-J form is automatically filled in. Click on the Add line items button in 
each of the category sections to enter your budget numbers. 

 

Common errors to avoid 

Matching Funds 
• Be specific about the source of grants/cash 
• You do not need to enter the expenses for which the cash is paying 
• Do not enter donated goods and services here 

Donated Goods and Services 
• Use the notes field to enter how you determined the fair market value of the 

goods/services 
• Separate the goods and services into individual line items 

Personnel 
• Personnel cannot be a paid employee and a volunteer at the same time 
• % Federal and % Match should add up to 100%.  If your employee does not work on 

LITC matters 100% of the time, please make adjustments to the LITC HOURS and 
TOTAL HOURS field 

Fringe 
• If you use a fringe benefit rate, write out which benefits are included in the notes 

field 
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Travel 
• Do not lump sum the travel budget 
• Please have at least one entry for each travel event 
• Identify the conferences or events you wish to attend 

Equipment 
• Only use this section for a single piece of equipment costing at least $10,000 (See 

2 CFR § 200.439) 
• Most LITCs do not have equipment 

Supplies, Contractual, & Other 
• Donated software and supplies should be entered under DONATED GOODS AND 

SERVICES 
• For allocated expenses, place the total cost to the organization in the TOTAL COST 

field, and then use LITC UNITS, TOTAL UNITS, and U/M fields to tell us your 
allocation method. 

Indirect Expenses 
• De Minimis is now up to 15% 
• ICRA cannot be applied to donated goods/services 
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Submitting the Application 
After all forms have been submitted, go to the overview screen, all form buttons should be 
green and the Submit application button should be active. Click the Submit application 
button to send your application to the LITC Program Office for Evaluation. 

Note: ONLY THE AUTHORIZING OFFICIAL can submit the application. 

 

 

Get Help 
Questions regarding the LITC Grant Application can be directed to 
litcprogramoffice@irs.gov, or you may call (202) 317-4700 

mailto:litcprogramoffice@irs.gov
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