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Mail, fax, or email documents to:       AU Financial Aid Office                                                    OR                               fax: 202-885-6064  
                                                                  4400 Massachusetts Ave., NW                                                                           email: financialaiddocuments@american.edu     
                                                                  Washington DC 20016-8001                                                                                  
 

 

IRS Tax Return Transcript Request Process 
 
Your 2016-2017 Free Application for Federal Student Aid (FAFSA) was selected for review in a process called verification. To 
verify that you provided correct information, the AU Financial Aid Office will compare your FAFSA with your 2015 IRS tax 
information and with any other required documents. 

 
Before requesting a transcript, you should first log in to the FAFSA website at www.fafsa.ed.gov to use the 
IRS Data Retrieval Tool (DRT).  If you are able to successfully use the DRT to self-verify your tax data, then you 
do NOT need to submit a tax return transcript.  Once you use the DRT, the AU Financial Aid Office will receive 

an updated FAFSA indicating that this has been completed. 
 

In most cases, for electronic filers, the 2015 IRS income tax return information is available for the IRS DRT or to obtain an IRS 
Tax Return Transcript within 2-3 weeks after the 2015 electronic IRS income tax return has been accepted by the IRS.  
Generally, for filers of 2015 paper IRS income tax returns, the 2015 IRS income tax return information is available for the IRS 
DRT or to obtain an IRS Tax Return Transcript within 6-8 weeks after the 2015 paper IRS income tax return has been received 
by the IRS.   
 
Individuals Granted a Filing Extension by the IRS 
If an individual is required to file a 2015 IRS income tax return and has been granted a filing extension by the IRS, neither the 
DRT nor the tax transcript will be available.  Please provide the following documents to the Financial Aid Office to verify your 
income: 

 A copy of the IRS Form 4868, “Application for Automatic Extension of Time to File U.S. Individual Tax Return” that 
was filed  for the IRS tax year 2015; AND 

 A copy of the IRS Form W-2 for each source of employment income received for tax year 2015, AND 

 If self-employed, a signed statement certifying the amount of the individual’s AGI and the U.S. income tax paid for 
tax year 2015. 

 If an additional extension was filed - A copy of the IRS’s approval of an extension beyond the automatic six-month 
extension if the individual requested an additional extension of the filing time for tax year 2015. 

 
Individuals Who Filed an Amended IRS Income Tax Return 
If an individual filed an amended IRS income tax return for tax year 2015, neither the tax transcript nor the DRT will have the 
updated information.  Please provide the following documents to the Financial Aid Office to verify your income: 

 A 2015 IRS Tax Transcript, or any other IRS tax transcript(s) that includes all of the income and tax information to be 
verified, AND 

 A signed copy of the 2015 IRS Form 1040X, “Amended U.S. Individual Income Tax Return” that was filed with the IRS. 
 
Individuals Who Were Victims of IRS Identity Theft 
A victim of IRS identity theft who has been unable to obtain a 2015 IRS Tax Return Transcript or use the IRS DRT should 
submit the following documents to the Financial Aid Office to verify income: 

 A Tax Return Database View (TRDBV) transcript obtained from the IRS. This is available by calling the IRS’s Identity 
Protection Specialized Unit (IPSU) toll free number at 800-908-4490; AND 

 A statement signed and dated by the tax filer indicating that he or she was a victim of IRS tax-related identity theft 
and that the IRS is aware of the tax-related identity theft.   

 
Instructions for Requesting an IRS Tax Return Transcript 
Individuals who are unable to use or choose not to use the IRS DRT tool on the FAFSA website may obtain an IRS tax return 
transcript online at www.IRS.gov by clicking under the Tools heading on the link “Get a Tax Transcript by Mail” or by calling 1-
800-908-9946.  Make sure to request the “IRS Tax Return Transcript” and not the “IRS Tax Account Transcript”.  Use the 
Social Security Number and date of birth of the first person listed on the 2015 IRS income tax return, and the address on file 
with the IRS (normally this will be the address used on the IRS income tax return).  If a student and spouse or a parent and 
spouse filed their tax returns separately, a 2015 IRS Tax Return Transcript must be provided for BOTH. 

http://www.fafsa.ed.gov/
http://www.irs.gov/

