
Income Verification; 
Request a Tax Transcript 

Students may be asked to verify their income on the FAFSA or TAP application. To verify income students must 
provide a tax transcript which is different than a typical tax return. Students can work with their parents to download, 
or request, a tax transcript from the IRS or NYS Department of Taxation and finance (TAP only). 

IRS Return Transcript NYS Department of Taxation and 
Finance Return Transcript 

STEP 1 
Go to www.irs.gov and select "Get Your Tax Records" 

STEP 2 
Click "Sign in to your online account". If the student 
is dependent they should work with their parents 
and log in tot heir parents account. If the student 
is independent they will need to log in to their 
own account. 

If the parent, or student doesn't have an account 
they can create one, or request a transcript by mail. 
Transcripts requested by mail will take 5-10 days 
to arrive. 

STEP 3 
Select the reason for requesting a transcript. 
Students should select "Income Verification." 
(colleges may provide a customer file number 
NYS TAP will not.) 

STEP 4 
Select the Return Transcript for the tax year in 
question. Students can download this file and send 
it to the appropriate financial aid administrator or 
NYS TAP. 

STEP 1 
Download form DTF-505 from the NYS Department 
of Taxation and Finance 

https://www.tax.ny.gov/pdf/current_forms/misc/ 
dtf505_fill_in.pdf 

STEP 2 
If the student is dependent they should work with 
their parents to fill in their information on the form. 
If the student is independent they will use their 
information on the form. 

STEP 3 
Indicate the Tax type as Income Tax and input the 
tax year in question. 

STEP 4 
Select to receive a certified copy. The NYS Grants 
and Scholarship unit will only accept certified copies 
if the tax return. 

STEP 5 
Mail in the form and a copy of your NYS ID, or other 
identification that contains a signature, to the NYS 
Tax Department at the address on the back of 
the form. It can take up to 30 days to process the 
transcript request. 

Learn more at: hesc.ny.gov/FAFSAReady 
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