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HAVE YOU BEEN SELECTED FOR VERIFICATION? 
If you have been selected for verification, you will need to submit additional documents such as your (and/or your spouse’s or 
parents’) tax return transcript(s). You can acquire transcripts online, request them to be sent to you by mail, or contact your 
local IRS office by using the office Locator at http://apps.irs.gov/app/officeLocator/index.jsp.  

TO ORDER BY MAIL: 
1. Go to www.irs.gov. Select “Get Your Tax Record”. 

 
2. Scroll until you see the “Get a Transcript by MAIL” 

option. Select and move through the prompts. 

 

3. Enter your Social Security Number, Date of Birth, 
Street Address, and Zip Code. Click “Continue”. 
NOTE: Make sure that you enter your address 
EXACTLY as it reads on your tax return. 

 
4. Select the transcript type (Return) and Tax Year you 

are requesting; then press “Continue” 

 
5. You will then receive confirmation.  

  

How to… 

REQUEST YOUR  

FEDERAL TAX TRANSCRIPTS 

http://apps.irs.gov/app/officeLocator/index.jsp
http://www.irs.gov/
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Verification of Non-filing, W-2s, and other requirements 
If you’ve tried to request your information by utilizing the online resource and were unable, then you will either need to 
fill out a 4506-T form or call the IRS at 1.800.908.9946. 

1. 4506-T: Visit www.irs.gov. Hover over “Forms & 
Instructions” and select “Form 4506-T” link. 

 
2. Select “Form 4506-T (PDF)” link. 

 

3. Fill the form in with the applicable information (see 
example).  Make sure to provide: 
a. Name & Social Security Number 
b. Current Address (previous only if changed since 

completing your taxes) 
c. Transcript requested (i.e. 1040, 1040EZ, 1040A) 
d. Mark check boxes for 6a, 7, and 8 
e. Year or period will always be 12/31/year 
f. Check the Signatory box and sign it. 

 

4. Mail or fax the form to the appropriate IRS address 
(shown within instructions on 2nd page). 

http://www.irs.gov/

