IRS Data Retrieval Instructions:
The Department of Education will not allow schools to accept paper copies of tax returns.  The easiest way for you and/or your parents to access completed IRS tax return information and electronically transfer it to your FAFSA is through the IRS Data Retrieval. 
1. Students and parents should apply for a Personal Identification Number (PIN). The PIN is an electronic signature necessary for quick completion of the online process. To apply go to: www.PIN.ed.gov  
1. The Federal Tax Return must be filed with the IRS at least two weeks (if filing electronically) and 6 -8 weeks (if filing paper return) before using the FAFSA IRS Data Retrieval Process to allow the IRS time to process the return. 
1. Certain tax filers may not be able to use the IRS Data Retrieval and will need to request an IRS Tax Return Transcript  
· To successfully use this option you must: 
· Have a federal tax return filed with the IRS. 
· Have a valid social security number. 
· Have a Federal Aid Personal Identification Number (PIN)
· You will be not be able to use this option if: 
· Your marital status changes after December 31 of the same tax year. 
· You filed married filing separately. 
· You filed an amended return.   If selected for verification, the following 2 documents must be submitted:  a.  IRS Tax Return Transcript (1-800-908-9946) and a completed copy of the Amended Paper Tax Return (1040X).  Incomplete forms will not be accepted.
· You filed a foreign tax return.

INSTRUCTIONS
Step1:    Go to www.fafsa.gov,
Step 2:   select start here, login, enter student’s pin, continue, 
Step 3:   select making corrections to a processed FAFSA, 
Step 4:   create a password, select next, 
Step 5:   select financial information, 
Step 6:   enter response to “For 2012, have you (student) or your parents completed their IRS income 
	    tax return” – must be already completed to complete IRS Data Retrieval 
[bookmark: _GoBack]Step 7:   select the appropriate response for your filing status,  
Step 8:   enter Pin for student or parent as requested & select Link to IRS, 
Step 9:   enter address and submit – Note:   address must be a perfect match from paper tax return
Step 10: once verified click on “Transfer data now”
Step 11:  continue to follow the instructions to transmit the IRS Data to the FAFSA.   Successfully 
	    transferred data will have the following comment—“transferred from the IRS.”  

If you are unable to use this option, please follow the steps to obtain a tax transcript.



How to Obtain a Free Tax Return Transcript from the IRS
If your FAFSA is selected for verification, and you did not use the IRS Data Retrieval option or you changed the IRS data, you will be required to request a tax transcript from IRS and submit it to the Office of Scholarships and Student Aid. Personal copies of tax returns can no longer be accepted.

Three ways to request your Tax Transcript: by phone, online, or by mail.  Please make sure you request an IRS  Tax Return Transcript. DO NOT request a Tax Account Transcript or Record of Account because they cannot be used for financial aid verification purposes. 

To order Online:  OPTION 1
· Go to www.irs.gov , then select the following:
· Look under Tools Menu
· Click Order a Return or Account Transcript
· Go to Step 3 and click on Order a Transcript
· Enter your SSN, Date of Birth, Street Address, and Zip Code
· Click Continue
· Under Type of Transcript, select RETURN Transcript (DO NOT choose Account Transcript)
· Under Tax Year, select (i.e. 2012) 
· Click Continue
A tax return transcript can be ordered by mail:  OPTION 2
· Complete Form 4506-T (Request for Transcript of Tax Return)
· Form 4506-T is available online at http://www.irs.gov/pub/irs-pdf/f4506t.pdf .
· Mail to the address indicated on the form
· In Item 5 List your complete mailing address
· Your transcript(s) will be mailed within 5 to 10 days from the IRS
· Once received, forward a copy to the SSA Office & include the student’s NCCU Banner ID on ALL pages.  
To order by phone: OPTION 3
· Go to www.irs.gov, then select the following:
· Click Order a Tax Return located in the left-hand column
· Click Order a Tax Return Transcript under Step 3
· Enter your SSN, Date of Birth, Street Address, and Zip Code
· Click Continue
· Select Transcript for Tax Year (i.e. 2012)
· Click Continue
· Call the IRS at 1-800-908-9946, then select the following prompts:
· Option 1 (For English)
· Enter and verify Social Security number (if joint return both SSN’s required)
· Enter and verify number of street address
· Press 2 for Tax Return Transcript and indicate which year (i.e. 2012).  Your transcript(s) will be mailed within 5 to 10 days from the IRS

· Live person - 1-800-829-1040 – be prepared to be on hold for a while.  You may be able to request that the transcript be faxed to you rather than be mailed
Local IRS in Durham, NC:  	3308 Chapel Hill Blvd. #140, Durham, NC 27707 
				919/401-0300	
