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410-751-3000 

TTY 410-751-3034 

FAX 410-751-3469 
Carroll County Public Schools - Payroll Department       







125 N. Court Street     Westminster, MD 21157
  

                 

   Stephen H. Guthrie
   Superintendent of Schools
REQUEST FOR DUPLICATE W-2

In an effort to protect your identity, the Payroll Department is making the following policy changes for providing requests for duplicate W-2s.  These changes are effective October 31, 2005.

Payroll Policy:
· Telephone and e-mail requests for duplicate W-2s will no longer be accepted.  You must make your request in writing utilizing this form.  Forms filled out incorrectly will NOT be processed.  They will be returned to you with a note of explanation.

· Duplicate W-2s cannot be faxed.

· Duplicate W-2s can be mailed but ONLY if you provide us proof of your identity.  You can accomplish this by mailing or faxing us a copy of your driver’s license or a copy of your CCPS badge photo.

· The IRS requires employers to save W-2s for four (4) years.  Taxpayers should retain W-2s at least three (3) years.

· Please allow the Payroll Department five (5) business days (beginning with the date the form is received in Payroll) to process your request.

Information Required to Process your W-2 Request:

Legal Name: _____________________________________________________________________

Street Address:  ___________________________________________________________________

City, State & Zip Code:  ____________________________________________________________

Indicate W-2 Calendar Year (Not school year):  __________________________________________

Social Security #:  ________-_______-____________  Telephone #: ________________________

Signature:  _______________________________________________________________________

