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Instructions for Obtaining an IRS Verification of Non-Filing Letter

An IRS Verification of Non-filing Letter provides proof that the IRS has no record of a filed Form 1040 for the year
you requested.

(For individuals who have never filed a tax return with the IRS ever, please use OPTION 4.)

OPTION 1: Online Request
1. Go to https://www.irs.gov/individuals/get-transcript
2. Click “Get Transcript Online”.
NOTE: To get a transcript online, you will need a number from ONE of the following financial accounts.
i. Credit Card OR
ii. Mortgage or Home Equity Loan OR
iii. Home Equity Line of Credit OR
iv. Auto Loan

3. Under “Sign Up”, select “Create an Account”. If you already have an account, enter your user ID
under “Sign In”.

4. Enter your name and email address. Click on “Send Email Confirmation Code”.

5. Enter the tax filer’s social security number, date of birth, tax filing status, street address, and zip or
postal code. Use the address currently on file with the IRS. Generally, this will be the address that was
listed on the latest tax return filed. However, if an address change has been completed through the
U.S. Postal Service, the IRS may have the updated address on file.

6. Select checkbox and click the “Continue” button to proceed as guest. Proceeding as a guest user
will require you to enter this information every time you access the system. If you would like this
information stored for future use do not check the box. Click the “Continue” button to create a User
ID and password.

7. Answer 4 multiple choice security questions derived from your credit file.

8. Select the reason for getting a transcript- “Higher Education/Student Aid”.

9. Click on the tax year needed under ‘Verification of Non-Filing Letter”. For the 2022-2023 academic
year you will need the 2020 tax year.

10. Save the letter as a PDF (never save private information on a public computer) or print and log out.

11. Go to https://www.dropbox.com/request/P7SCCWzIlj168LczuQWXz. and submit the letter.

OPTION 2: If you are unable to request an “Online Transcript” because you do not have any of the above listed
accounts thenyou may select “Get Transcript by Mail”. Enter the non-filer's Social Security Number, date of birth,
street address, and zip or postal code. Use the address currently on file with the IRS. Be sure to request an “IRS
Tax Return Transcript” and then select for tax year “2020".If successfully validated, non-filers can expect

to receive a paper IRS Tax Return Transcript with a message indicating “no record of return filed” or “no transcript on
file” for the individual for the tax year at the address provided in their online request within 5 to 10 days.

OPTION 3: Another alternative is to make a telephone request by calling the IRS at 1-800-908-9946. Tax Filers must
follow prompts to enter their social security number and the numbers in their street address. Select “Option 2” to
request an “IRS Tax Return Transcript” and then enter “2020" for the tax year. If successfully validated, non-filers
can expect to receive a paper IRS Tax return Transcript with a message indicating “no record of return filed” or “no
transcript on file” for the individual for the tax year at the address provided in their online request within 5 to

10 days.

OPTION 4:Use IRS Form 4506-T (see sample below) Paper Request Form

Complete lines 1-4, following the instructions on page 2 of the form.

Line 7: Select the checkbox on the right hand side for Verification of Non-filing.

Line 9: Year or period requested field, enter 12/31/2020.

The non-filer must sign and date the form and enter their telephone number.

Only one signature is required when requesting a joint IRS Verification of Non-filing Letter.
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5. Mail or fax the completed IRS Form 4506-T to the address (or FAX number) provided on page 2 of Form
4506-T.

6. If the form 4506-T information is successfully validated, tax filers can expect to receive a paper IRS
Verification of Nonfiling Letter at the address provided on their request within 10 to 15 days.

45“.6_"' Reqguest for Transcript of Tax Return
F“'“‘1 2m1) * Do not sign this form uniess all applicable lines have been completed. MG Mo, 1555 1872
MWID_HHTMW * Request may be rejectad if the form Is iIncompilate or Meglble.
Iniemal Ravenua Sanice * For mare Information about Form 4506-T, vish wwiw.irs.gowfonmaso6t.

Tip: Get faster service: Onine at www.Irs.gov, Get Your Tax Record (Get Transcript) or by calling 1-B00-806-8645 for specialized assistance. We
have teams avelable to assist. Note: Taxpayers may register fo use Get Transcrpt to view, print, or downiload the folowing franscript types: Tax
Retum Transcrpt (shows most Ine [tems Including Adjusied Gross Income (AGH) from your onginal Form 1040-sarias tax return as fled, gong with
any forme end schedules), Tax Account Transcript (shows basic data such as refum typs, mantal stetus, AGI, 1Bxable Income and all payment typses],
Record of Account Transcript (combines the tex retum and tax eccount franscripts Into one complete franscrip®), Wage and Income Tran
(shows data trom Imformation returns we recelve sUCh 35 Forms W-2, 1088, 1088 and Form 5498), and Verffication of Mon-filing Letter (provides
proof that the IRS has no record of & flled Form 1040-seres tax refurn for the year you request).

18 Mame shown on tax refum. It & joint return, entar the name 1 Fistaud.alae-{:.ntyrlnnarmmmm Iru Identification
shown first. number, or employer identiicat
2a If & joint refum, enter Spouse’s Name shown on B retum. 2b Second aommemm%rlmbet or Indréldual taxpayer
ldentifcation number It joint tax retum

3 Curent name, address {inciuding apt., room, or sulte no), city, state, and FIP code (see Instructions)

4 Previous addrass shown on e last retum flled I differant from ine 3 (see Instructions)

SAMPLE

5 Customer fli2 numb

Mote: Effective July 3018
Pags 2 for additicnal Infg

Transcript req
form numiber pg

8 Retum Trans ot reflect
....... B k= g 040 sarles,
Form 1065, Farm 112E| FDﬂ'n 1120.&, FtH'n'I 112IZ|-H Foimm 1120- L.EI'1I:I F-:rrnn:ﬂs FIEI:IJI'n'I:I'msmp‘l‘a ] amlablercl'ﬂ'ecl.ITEm ','BE!

and retums processad during the prior 3 procassing years. Most requests will be processed within 10 buslness days . . O

b Account Transcrpt, which contains information on the financlal stetus of the account, such as payments made on the account, penatty
assessmants, and adustments made by you or the IRS after the refum was fled. Refum Information ks Imited to tems such as tax lability
and estimated tax payments. Account frarscrpts are avallabis for most refurns. Most requests will b= processed witin 10 business days

¢ Record of Account, which provides fhe most detalled Informafion &s It Is & combination of the Refurn Transcript and the Accourt
Transcript. Avallable for curent year and 3 prior tex years. Most requests wil be processed within 10 business days . . O

7 wmhﬂnﬂmmghmchlspwrmmmelﬁstrﬂty:uuluml:ﬂlearemmmrmey&a:.mmtyea:mqmstsareunr,'a\'ajlaue
after June 15th. There are no avallabillty resirictions on prior year requests. Most requests will be processed within 10 business deg
8  Form W-2, Form 1029 seres, Form 1008 serles, or Form 5498 series franscript. The IAS can prowvide 8 transcript that Inciudes
thisse Information returns. Stete or iocal Information ks not included with the Form W-2 Informiation. The IAS mey be able o iz
transcript information for up to 10 years. Information for the cumant year ts genemlly not avaliable untll the year after it Is flled with the IRS. For
axampie, W-2 Information for 2016, fled In 2017, will llkety not be @vallabie from the RS undll 2018, T you nesd W-2 Information for retirement
purposes, you should contact the Soclal Securty Admintstration at 1-800-772-1213. Most requests will be processad within 10 business days . []
Caurtion: It you need & copy of Form W-2 or Form 1009, you should first contact the payer. To get a copy of the Form W-2 or Form 1029 fied
with your return, you must use Form 4506 and request & copy of your reburn, which Includes sl ettachmiets.

9  Year or penod requested. Enter the ending data mtmywurpe;m using Me mmAddéyyyy fTommat. I you are reguesting more than fowr

years or periods, you must attach an ests relating to quarierly tax retums, swch as Form 841, you must anter
2ach quartsr or tax period saparat N T ; ; | f ; ; ;
Caution: Do nat sign TS 1o uniess =l aogl atad.

Upon receipt of the Tax Return Transcript, clearly print the student name and Berklee student ID number on
the top of each page.

Please submit your document(s) through our secure Dropbox, and enter your student ID in the “Name”
field. The link to the Dropbox is https://www.dropbox.com/request/P7SCCWzIj168LczuQWXz.
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https://www.dropbox.com/request/P7SCCWzIj168LczuQWXz

