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RGM Memo
Date: 
March 02, 2017

To:

Dear School Owners and Financial Aid Personnel,
RE:                 Tools on how to obtain documents using the 4506-T form
The 4506-T Form can be used to obtain the following documents:
· IRS Tax Return Transcripts 

· Account Transcripts

· Record of Account

· Verification of Non-tax filing

· Forms (w2 form, 1099 form, etc.)
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[image: image2.png]Line 1b. Enter your employer identification number
(EIN) if your roquest relatos to a business return.
‘Otherwise, onter the firt sociel security number
(SSN) or your ndividual taxpayer dentifcation
number (ITIN) shown on the fatu. For example, if
‘you are requesting Form 1040 that includos
Schedule C (Form 1040), enter your SSN.
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[image: image5.png]Signaturo and dato, Form 4506-T must be signed
and dated by the taxpayer isted on iine Ta or 2a. If
you complated fino 5 requesting the information be.
Sont to a thid party, the IRS must receive Form
4506-T within 120 days of the dato signed by the.
taxpayer or it wil b rejocted. Ensure that all
applicable lines are completed bofore signing.
You must check the box in the signat
area to acknowlodge you have the
authority to sign and request the
Information. The form will not bo
processed and roturred to you i the
box is unchecked.

Individuals. Transcripts of ointly filed tax returns
may be lumished to either spouse. Only one
signature is required. Sign Form 4506-T exaclly as.
your name appeared on the original return. I you
changad your name, also sign your current name.





If the transcript is being mailed to a third party, ensure that you have filled in lines 6 through 9 before signing. 

[image: image6.png]Caution: If the tax transcript is belng mailed to a third party, ensure that you have filled In lines 6 through 9 before signing. Sign and date the form once
you have filkd in these lines. Completing these steps helps to protect your privacy. Once the IRS discloses your tax transcript to the third party lsted
on e 5, the IRS has no control over what the third party does with the information. If you would like to limit the third party's authorlty to disclose your

transcript information, you can speclty this limitation in your written agreement with the thrd party.





For the Verification of Non-Tax Filing, you will need to complete a 4506-T form and check box #7. 
[image: image7.png]online 5, the IRS has no control over what the third party does with the information. It you would fike to limit the Third party's authority 1o Gisciose yorl
transcript information, you can speclly this fimitation in your written agreement with the third party.

®  Transcript requested. Enter the tax form number here (1040, 1085, 1120, etc.) and check the appropriate box below. Enter only one tax form
number per request. >

a Rotum Transcript, which includes most of the line ftems of a tax return s fled with the IRS. A tax retum transeript does ot raflect
changss made to the account after the return is processed. Transcripts are only availab for the following retums: Form 1040 series,
Form 1065, Form 1120, Form 1120-A, Form 1120-H, Form 1120-L, and Form 1120S. Return transcripts are avalable for the current year
and retuns processed during the prior 3 processing years. Most raquests vil be processed within 10 business days . - . . . -

b Account Transaript, which contains information on the financial status of the account, such as payments made on the accout, penalty
‘assessments, and adjustments made by you or the IRS after the return was filed. Return information Is limited to tems such as tax labity
and estimated tax payments. Account transcripts are available for most returns. Most requests will be processed within 10 business days . [

o Record of Account, which provides the most detalled Information as it i

a combination of the Return Transcript and the Account

thess Information retums. State or local Information s not included with the Form W-2 information. The IRS may be able to provide this
transcript information for Up 10 10 years, Information for the current year is generally not avaliable until the year after it Is filed with the IRS. For
examplo, W-2 information for 2011, fled In 2012, vl liely not be avallable from the IRS until 2013, f you need W-2 information for retirement
purposes, you should contact the Social Security Admiisiration at 1-800-772-1213. Most requests will be processed within 10 business days .
Caution: I you need a copy of Form W-2 or Form 1099, you should first contact the payer. To get a copy of the Form W-2 or Form 1099 fled
With your retum, you must se Form 4506 and request a copy of your retur, which Includes al attachments.

S Year or period requested. Ener the ending date of the year of period, sing the mm/dd/yyyy format. If you are requesting more than four
years or perlods, you must attach another Form 4506-T. For requests relating to quarterly tax retums, such as Form 941, you must enter
riod 3
each quatter ortax peiod separately. |, o L s

Caution: Do not sign this form unless all applicable lines have been completed.

Signature of taxpayer(s). | deciare that | am sither the taxpayer whoso name is shown on lie 1a or 2a, or a person authorized to obtain the tax
information raquested. If the request applies to a joint retun, at loast one spouse must sign. f signed by a corporate ofiicer, 1 percent or more
Shareholder, partner, managing member, guardian, tax_matiers partner, executor, receiver, adminitrator,trustes, or pariy other than the taxpayr, |
certty that | have the authorty to execute Form 4506-T on behaf of the taxpayer. Note: For transcripts belng sent to a third party, this form must be
recelved within 120 days of the signature date.





Section on the Verification Worksheet where it shows you how you may obtain IRS Tax Return Transcripts. 
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IRS, Contact the financial aid office if more information is needed about using the IRS DRT or obtaining an IRS Tax Return Transcript
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