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Frequently Asked 2024-2025 Verification Questions

The U.S. Department of Education randomly selects students who complete the Free Application for Federal Student Aid
(FAFSA) for verification. Verification does not mean that you did something wrong — it is a process in which we must
collect documentation from you to verify that the data reported on the FAFSA was entered accurately. This document
will answer frequently asked questions regarding verification.

1. How do | know what documents | must submit to complete verification?

a. Students selected for verification will receive notification from the Department of Education on their
Student Aid Report that they have been selected for verification, and then the UW-W Financial Aid Office
will send the student a letter or an email listing the documents we need to collect. In addition, the required
documents will appear on the To Do List in WINS.

2. How do | submit the verification documents to the UW-Whitewater Financial Aid Office?

a. Documents can be faxed to us at (262) 472-5655, be dropped off in person in Room 130 of Hyer Hall, or

mailed to us at the following address:

UW-Whitewater
Financial Aid Office, Hyer Hall 130
800 West Main Street
Whitewater, WI 53190
b. We do not recommend submitting documents via email if those documents contain personal information

(social security number, date of birth).
3. Why am | being asked for 2022 tax information?
a. The 2024-2025 FAFSA uses 2022 tax information according to federal regulations.
4. How do | obtain a tax transcript?
a. Get Transcript by Mail — Go to https://www.irs.gov/, click "Get Your Tax Record.” Click “Get Transcript by
Mail.” Make sure to request the “Return Transcript” and NOT the “Account Transcript.” The transcript is

generally received within 10 business days from the IRS’s receipt of the online request. Once you receive it
from the IRS, you will need to send a copy to the UW-W Financial Aid Office.

b. Get Transcript Online — Go to https://www.irs.gov/, click "Get Your Tax Record." Click “Get Transcript
Online.” Make sure to request the “Return Transcript” and NOT the “Account Transcript.” To use the Get

Transcript Online tool, the user must have (1) access to a valid email address, (2) a text-enabled mobile
phone (pay-as-you-go plans cannot be used) in the user’s name, and (3) specific financial account numbers
(such as a credit card number or an account number for a home mortgage or auto loan). The transcript
displays online upon successful completion of the IRS’s two-step authentication. Once you receive it from
the IRS, you will need to send a copy to the UW-W Financial Aid Office.

c. Automated Telephone Request — 1-800-908-9946. Transcript is generally received within 10 business days
from the IRS’s receipt of the telephone request. Once you receive it from the IRS, you will need to send a
copy to the UW-W Financial Aid Office.

d. Paper Request Form — IRS Form 4506T-EZ or IRS Form 4506-T. You can obtain these forms from the IRS
website, and mail or fax them to the IRS after completing them. The transcript is generally received within
10 business days from the IRS’s receipt of the paper request form. Once you receive it from the IRS, you will
need to send a copy to the UW-W Financial Aid Office.
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5. Isthere an alternative to sending in the tax transcript?

a.

There are two alternatives. You can (1) log back into your FAFSA and use the IRS Data Retrieval to import
your tax information directly from the IRS or you can (2) submit a signed copy of your federal tax return,
along with Schedules 1, 2, & 3. As most tax filers do not sign the copy to keep, be sure to sign the second
page of the federal 1040 prior to submitting it, however.

e 1040 o2z rag2

Taxand 16
Credits 17

(soe msvuctions) Gk ffany from Forme): 1] 8814 2 (] 4072 3 16

rom Schedulo 2, na 3 . . B ]

and17 . L. L L . 18

i o credi or other dependerts from Schedule 8812 . 19
rom Schedule 3, ine 8 -

1040 53 i o 5 e |2022

Filing Status [ ] Sngia ] o

ouB . |5-\§mm‘ 15 U Oty =Dt

(] Hsat of m]

Subtract line 21 from live 18. I zar0 or less, enter -0 .
Joymen {ax, from Schedule 2, ine 21 .

e [s]s]x[e]

Payments 25 Federa incoms tac witiheid from
a Fomigwa . |z
b Formis) 1009 . . . . . . . . 250

insiructions) . - -
ugh 256 5 5 g 25d
et tax payments and amount applied from 2021 ratum . _ . 2%
| a7

The 2022 tax return must be
signed by one tax preparer here:

Avablind __ Spouse: [ ] Was bom befora January 2. 1958 [ ] lsbiind

@ Relstonstin o (e Insrucions)
tayou Chigtascrase | crutfr ctmr dopnss

mmber

: Amount 37

Income  'a Towa a
5o = You Owe

ascnromis o 1o 1

sianroma d M . i Third Party

W20und o Taxable dependent cars benefts fom Form 2441, bne 26 . - . - . i | Designee
becefis fromFom 8838, ne 28 - . I

b Taxable amount
b Taxable amount
b Txabis amount

Creck
LI ssi-ampsoyad

Paid
Preparer
Use Only —

i mothod, chack hers (502
Dif requirad. If not required,

[ frme

cuper soue [rmeem

At Inas 12,25, 36, 4b, 55, 65, 7, and 8. This s your to
Adjustments to income from Schadule 1, ine 26
Subtract ina 10 from i 9. Tis Iz your adjusted

Fam 1040 g2z

Quaiified bu
T

For Disclosure, Privacy Act, and Paperwork Reduction Act Nolice, see separale nstructions. ot 113208 Foem 1040 2az2)

6. How do | obtain a verification of non-filing letter from the IRS?

a.

Get Non-Filing Letter by Mail — Go to https://www.irs.gov/, click "Get Your Tax Record.” Click “Get
Transcript by Mail.” Make sure to request the “Verification of Non-filing Letter.” The letter is generally
received within 10 business days from the IRS’s receipt of the online request. Once you receive it from the
IRS, you will need to send a copy to the UW-W Financial Aid Office.

Get Non-Filing Letter Online — Go to https://www.irs.gov/, click "Get Your Tax Record." Click “Get Transcript
Online.” Make sure to request the “Verification of Non-filing Letter.” To use the Get Transcript Online tool,
the user must have (1) access to a valid email address, (2) a text-enabled mobile phone (pay-as-you-go plans
cannot be used) in the user’s name, and (3) specific financial account numbers (such as a credit card number
or an account number for a home mortgage or auto loan). The letter displays online upon successful
completion of the IRS’s two-step authentication. Once you receive it from the IRS, you will need to send a
copy to the UW-W Financial Aid Office.

Paper Request Form — To order this by mail, complete Form 4506-T, which can be found at
https://www.irs.gov/forms-pubs/about-form-4506-t. Complete steps 1-4, check the box in #7,

Verification of Non-filing and in #9, use 12/31/2022 as the date for 2024-2025 verification materials.

Mail or fax to the location identified on page 2 of the form based on your state of residence. Once you
receive the Non-filing letter from the IRS, please submit it to us. (see next page)
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Request for Transcript of Tax Retumn
» Do not sign this form unless all applicable lines have been completed.
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flune 2023) OMB No. 1545-1872
Department of the Trassury P Request may be rejected if the form is incomplete or illegible.
Internal Flevenua Sanvice » For more about Form 4506-T, visit www.irs.gov/form4506t.

Tip: Get faster service: Online at wwiw.irs.gov, Get Your Tax Record (Get Transcript) or by calling 1-800-808-0846 for specialized assistance. We
have teams available to assist. Note: ayers may register to use Get Transcript to view, print, or download the following transcript types: Tax
Return Transcript (shows most line items including Adjusted Gross Income (AGH) from your original Form 1040-series tax return as filed, along with
any forms and schedules), Tax Aceount Transeri marital status, AGI, taxable income and all payment types),
1ipt), Wage and Income Transcript

n-filing Latter (prov\oes
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|~~~ 1a Name shown on tax return. If a joint retum, enter the name 1b First social security number on tax return, individual taxpayer
own first.

‘number, or employer identification number (see instructions)

2a If ajoint retum, enter spouse’s name shown on tax return. 2b Second social mummnumbero« individual taxpayer
turn

identification number if joint tax re

3 Current name, a0aress (Including apt., foom, or SUite na.), City, state, and ZIP code (sée Instructions)

4 Previous address shown on the last retum filed If different from line 3 (see instructions)

number (if applicable) (see instructions)

& ipt requested. Enter the tax form numiber here (1040, 1085, 1120, eic.) and check the appropriate Box below. Enter only one tax form
number per request. b

a Return Transcript, which includes most of the line items of a tax raturn as filed with the IRS. A tax return transcript does not reflect
changes made to the account after the retum is processed. Transcripts are only available for the following returns: Form 1040 series,
Form 1065, Form 1120, Form 1120-A, Form 1120-H, Form 1120-L, and Form 1120S. Retumn transcripts are available for the cumrent year
and retums processed during the prior 3 processing years. Most requests will be pracessed within 10 business days (]

b Account Transcript, which contains informatien on the financial status of the account, such as payments made on the account, penalty
assessments, and adjustments made by you or the IRS after the retumn was filed. Return information is limited to items such as tax lability
and estimated tax payments. Account transcripts are availabls for most retums. Most raquasts will ba processed within 10 business days

c Hmrd nl mom:. which provides the most detailed information as it is a combination of the Retum Transcript and the Account
for curent year and 3 prior tax years. Most requests will be processed within 10 business days

Verification of Nont s proaf from the IRS that you did not file a return for the year. Current year requests are only a
Allability resirictions on prior year requests. Most requests will be processed within 10 business dflys
8  Form W-2, Form 1089 series, Form 1098 series, or Form 5458 series transcript. The IRS can provide a transcript that includes d:

these information retums. State or local information is not included with the Form W-2 information. The IRS may be able to provide this
transcript information for up to 10 years. Information for the current year is generally not available until the year after it is filed with the IRS. For
example, W-2 information for 2016, filed in 2017, will likely not be available from the IRS until 2018. If you need W-2 information for retirement
purpases, you should contact the Social Security Administration at 1-800-772-1213. Most requests will be processed within 10 business days . []

CGaution: If 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 filed

with your retum, you must use Form 4506 and request a copy of your retum, which includes all attachments.

9 Year or period requested. Enter the end date of the tax year or period requested in mm/dd/yyyy format. This may be a calendar year, fiscal
¢ quarer Enter each quarter requested for quarterly retums. Example: Enter 12/31/2018 for a calendar year 2018 Form 1040 transcript.
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Ca Zpplicable lines have been completed.

Note: Effective July 2019, th IRS will mail tax transeript requests only to your address of racord. Ses What's New under Future Developments on

Page 2 for additional information.

7. lcan’t find my W-2s, what can | do?

a

Signature of taxpayer(s). | declare that | am either the laxpayer whose name is shown on line 1a or 2a, or a person aulhorized to cblain the tax

information requested. If the request applies 1o a joint retum, at least one spouse must sign. If signed by a corporate officer, 1 percent or more

shareholder, partner, managing member, guardian, tax matters partner, executor, receiver, administrator, trustee, or party other than the taxpayer, |

certify that | have the authority to execute Form 4506-T on behalf of the taxpayer. Note: This form must be received by IRS within 120 days of the

signature date.

[] Signatory attests that he/she has read the attestation clause and upon so reading declares that he/she
has the authority to sign the Form 4506-T. Sea

) |

Phone number of taxpayer on line
or 2a

‘Signature (see instructions) Date
s )
ere Title ( line 12 above is a corporation, partnarship, estate, o trust)
Date e
For Privacy Act and ica, sae page 2. Cat b " Form 4506-T Rev. 6-2023)

If you cannot find your W-2s, first contact your employer to obtain a copy. If the employer cannot provide a

copy, obtain a copy from the IRS using Form 4506-T and complete it as seen below. Mail the form to the IRS

using the address on page 2 of the form and when you receive the wage and income transcript back, please

send us a copy. If you cannot obtain a copy from the IRS, please contact our office for a “missing W-2 form.”
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number per request. b

a Retumn Transecript, which includes most of the line items of a tax return as filed with the IRS. A tax return transcript does not reflect
changes made to the account after the retun is processed. Transcripts are only available for the following returns: Form 1040 series,
Form 1065, Form 1120, Form 1120-A, Form 1120-H, Form 1120- L, and Form 1120S. Return transcripts are available for the curent year
and retums processed during the prior 3 processing years. Most requests will be processed within 10 business days . (]

Account Transcript, which contains information on the financial status of the account, such as payments made on the account, penalty
assessments, and adjustments made by you or the IRS after the retum was filed. Return information is limited to items such as tax liability
and estimated tax payments. Account transcripts are available for most retums. Most requests will be processed within 10 business days

¢ Record of Account, which provides the most detailed information as it is a combination of the Retum Transcript and the Account
Transcript. Available for current year and 3 prior tax years. Most requests will be processed within 10 business days
7 Verification of Nonfiling, which is proof from the IRS that you did not file a return for the year. Current year requests are only avallable
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with your retum, you must use Form 4506 and request a copy of your retum, which includes all attachments.
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Note: Effective July 2019, the IRS wil mail tax transcript requests only 10 your acdress of record. See What's New Under Future Developments on
Page 2 for additional information

Tequ ter the end date of the tax year or period requested in mm/dd/yyyy format. This may be a calendar year, fiscal
or quarter. Enter each quam requested for quarterly retums. Example: Enter 12/31/2018 for a calendar year 2018 Form 1040 transcript.
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8. If Il am submitting a document via email, how can | sign it without printing it off first?

oo oo

(']

Download (save) the form to your computer.

Go to the location you saved the form and open it using Adobe Acrobat.

On the right hand side of the page you should see “Comment” menu — select that.

A new menu will open on the top of the page and you will see an icon that looks like a pencil (when you
hover over it, it will be say “use drawing tool.”

Go to the signature line and use the drawing tool to insert your signature.

Save the PDF and then email it to us.

9. Are there deadlines for submitting verification documents?

a.

Yes. For most financial aid programs, including Federal Direct Loans, verification documents must be
submitted no later than two weeks prior to the last day of the term or your last day of attendance for that
term, whichever is earlier, in order to receive aid. For a Federal Pell Grant, verification documents must be
submitted no later than 120 days after the last day of attendance or the final deadline for the academic
year, whichever is earlier: for 2024-2025, the final deadline is September 10, 2025.

10. Why do | have to include my spouse’s information if we were not married in 2022?

a.

Per Federal Regulations, the FAFSA requires you to list your marital status as of the date you sign and submit
your FAFSA. In addition, the federal regulations require you to include spousal income information if you
are married as of the date you sign and submit the FAFSA, regardless of whether or not you were married in
2022.

11. Why is my step-parent’s information required?

a.

As a dependent student, the FAFSA requires you list the parental information of the parent with whom you
lived with more during the 12 months preceding the date you filed the FAFSA*. If that parent is remarried
as of the date you filed the FAFSA, you must include your step-parent’s information, even if they were not
married to your parent in 2022. (*if you lived with both parents equally, you include the parent’s (and step-
parent’s) information from you received more financial support in the past 12 months.

12. How do | obtain a 1040-X?

a.

b.

A 1040-X is filed when you or the IRS makes a correction to your originally filed federal tax return. If you do
not have a copy of your 1040-X contact your tax preparer for a copy. If you are unable to obtain a copy of
the 1040-X from your tax preparer, you will need to request a “Record of Account” from the IRS.

To order this by mail, complete Form 4506-T, which can be found at https://www.irs.gov/forms-
pubs/about-form-4506-t. Complete steps 1-4, check the box in #6c, Record of Account and in #9, use
12/31/2022 as the date for 2024-2025 verification materials. Mail or fax to the location identified on

page 2 of the form based on your state of residence. Once you receive the Record of Account from the

IRS, please submit it to us. (see next page)
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Intemnal Revenus Senice » For more information about Form 4508-T, visit www.irs.gov/form4506t. and retumns processed during the prior 3 processing years. Most requests will be processed within 10 business days . . O

Tip: Get faster service: Online al www.irs.gov, Get Your Tax Record (Get Transciipt) or by caling 1-800-808-8848 for specialized assistance. We
have teams avallable to assist. Note: Taxpayers may register 10 use Get Transcript to view, print, o download the following transcript types: Tax
Return Transcript (shows most line items including Adjusted Gross Income (AGI) from your original Form 1040-series tax return as filed, along with
any forms and schedules), Tax Aceount Transeript (shows basic data such as return type, marital status, AGI, taxable income and all paymem lypgs)
Record of Account Transcript (combines the tax return and tax account transcripts into one complete transcript), Wage and Incos

(shows data from information retums we recelve such as Forms W-2, 1099, 1098 and Form 5498), and Verification nf Non-ﬁl\nﬂ Luur (pm\oes
proaf that the IRS has no record of a filed Form 1040-series tax return for the year you request).
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with your retum, you must use Form 4506 and request a copy of your retum, which includes all attachments.
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4 Previous address shown on the last return filed if different from line 3 (see instructions)
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