
 

 

Ways to Request an IRS Tax Return Transcript 
 

Telephone Request  

 Available from the IRS by calling 1-800-908-9946. 

 To continue in English, press 1.  To continue in Spanish, press 2. 

 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 the 4-digit aid 
year for the transcript you need. 

 If successfully validated, tax filers can expect to receive a paper IRS Tax Return 
Transcript at the address included in their telephone request within 5 to 10 business 
days from the time the IRS receives the request. 

 IRS Tax Return Transcripts requested by telephone cannot be mailed to an address 
other than the address on file with the IRS.    

 

Paper Request Form – IRS Form 4506T-EZ (Short form) 

 Download a PDF for the 4506T-EZ at http://www.irs.gov/pub/irs-pdf/f4506tez.pdf     

 Complete lines 1 – 4, following the instructions on page 2 of the form. 

 Line 5 provides tax filers with the option to have their IRS Tax Return Transcript mailed 
directly to a third party by the IRS.  If you want to have the IRS mail the transcript directly 
to Vincennes University, use this address: 

Student Financial Services, Vincennes University, 1002 N. 1st St., Vincennes, IN 47591 
(Telephone: 812-888-4361) 

The IRS will send the transcript only to the address listed on Line 5. The IRS will not mail 
a copy of the transcript to the tax filer, nor will the tax filer receive notification that the 
transcript was sent to the designated third party.  

 On line 6, enter  the 4-digit year for the transcript you need.  Mark the check box on the 
right side of the page for 6a—Return Transcript.   

 The tax filer must sign and date the form and enter their telephone number.  Sign the 
IRS Form 4506T-EZ exactly as your name appeared on the original tax return.  If you 
changed your name prior to submitting your tax return, also sign your current name. 

 Mail or fax the completed IRS Form 4506T-EZ to the appropriate address (or FAX 
number) provided on page 2 of IRS Form 4506T-EZ. 

 Tax filers can expect to receive their IRS Tax Return Transcript within 10 business days 
from the time the IRS receives and processes their signed request.  However, if a third 
party is identified on line 5, the third party can expect to receive the tax filer’s IRS Tax 
Return Transcript within 10 business days from the time the IRS receives and processes 
the signed request.   

 NOTE:  If any information does not match IRS records, the IRS will notify the tax filer 
that it was not able to provide the transcript.  

http://www.irs.gov/pub/irs-pdf/f4506tez.pdf

