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How to Request a Tax Transcript & Use the Data Retrieval Tool

Dear Student,

Below you will find the verification instructions to use the Data Retrieval Tool on FAFSA or to
request a Tax Return Transcript.

Using the IRS Data Retrieval Tool

If you did not use the IRS Data Retrieval Tool when you filed your FAFSA, you may still do so.

1.
2.
3.

4.

Login at fafsa.gov to “Make FAFSA Corrections”
On the FAFSA, in the Financial Information section, click “Link to IRS’”

On the IRS website, fill out the form and click on “Transfer my tax information into the
FAFSA”

Make sure you continue to sign and submit your FAFSA
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You will be unable to use IRS Data Retrieval Tool if;

Your marital status changed after December 31
You filed an amended return (See Instructions below)

You filed married filing separately
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http://www.fafsa.ed.gov/

e You filed a foreign tax return - Submit a signed copy of your return to the financial aid

office

e The home address on the FAFSA does not match the address on the tax return

Requesting a IRS Tax Transcript

If you are selected for verification of your FAFSA, and are unable to use the IRS Data Retrieval
Tool, you must submit an official IRS TAX RETURN TRANSCRIPT, (not an Account

Transcript.) There are 4 ways to obtain the transcript:

Request Method Where? What? How? When? Send to Third Party?
Online WWW.irs.gov/transcript | Paper Mailed 5-10 days No
(Get Transcript)
IRS2GO Mobile App | www.irs.gov Paper Mailed 5-10 days No
Telephone (800)-908-9946 Paper Mailed 5-10 days No
IRS Form 4506T-EZ | www.irs.gov/publ/irs- | Paper Mailed 5-10 days Yes
pdf/f4506tex.pdf

According to the IRS, the preferred method of obtaining a Tax Return Transcript is by using the

“Get Transcript” online option. This is the quickest way of obtaining your transcript.

Using the “Get Transcript” Option

You will have to sign up for an account by establishing a username and password. Once an
account has been set up, you will be able to choose a transcript to be mailed.
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You can get a transcript by mail to view your tax account transactions or line-by-line tax return
information for a specific tax year. The method you used to file your return and whether you have a
refund or balance due, affects your current year transcript availability Note: If you need a copy of

your return, you must use Form 4506, Request for Copy
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of Return.

To use Get Transcript by Mail, you need your Social Security number (SSN) or your [ndividual Tax
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Related Forms

» Form 4506, Request for
Copy of Tax Return

» Form 4506-T, Request for
Transcript of Tax Return

» Form 4506T-EZ, Short
Form Request for
Individual Tax Return
Transcript

|dentification Number (ITIN), date of birth, and address from your latest tax retumn.

Get Transcript by

MAIL

® Transcripts arrive in 5 to 10 calendar days at the address

we have on file for you
« Transcript Types available by mail

e Frequently asked questions (FAQs)

» Get Transcript by Mail en Espariol

» Formulario 4506T-EZ
(SP), Formulario
Abreviado para la
Solicitud de un Trasunto
de la Declaracion de
Impuestos Personales

Related Websites

+ Social Security
Administration (SSA) -
My Account

* Free Application for
Federal Student Aid
(FAFSA)
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http://www.irs.gov/individuals/article/0,,id=232168,00.html?portlet=105
http://www.irs.gov/transcript
http://www.irs.gov/pub/irs-pdf/f4506tex.pdf
http://www.irs.gov/pub/irs-pdf/f4506tex.pdf

Reminder:

Tax filers can expect to receive their transcript within 5 to 10 days from the time the IRS
receives and processes their signed request. Note: Processing Form 4506T-EZ means
verifying/validating the information provided on the form. If any information does not match the
IRS records, the IRS will notify the tax filer that it was not able to provide the transcript.

Please submit the tax transcript to the Financial Aid Office at The Sage Colleges; make sure to
include the student’ name and student ID number on the transcript. Not providing this
information could delay your verification process.

FAC16IRS



