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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/P7SCCWzIj168LczuQWXz. 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 

1. Complete  lines 1-4, following the  instructions on page 2 of the form.  
2. Line 7: Select the checkbox on the right hand side for Verification of Non-filing. 
3. Line 9: Year or period requested field, enter 12/31/2020. 
4. 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. 

 

 
 

 
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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