	W2 Replacement Request


To request a replacement copy of your IRS Form W2, please provide the information below.  

Please print clearly and be sure to sign and date the form at the bottom of the page.

	Tax Year Needed
	

	Legal Name
	

	Employee/Student ID Number
	


Please indicate how you would like to receive your replacement W2:

	
	I will pick the W2 up at the Human Resources Office. (form available after 1:00 pm on Friday after receipt of request)

	
	Please mail W2 to me at the address below.  (form will be sent after 1:00 pm on Friday after receipt of request)


To ensure confidentiality of your information, Human Resources will not fax copies of your W2.

	Mailing Address
	

	
	

	City
	

	State
	
	Zip Code
	

	Daytime Telephone Number
	
	E-mail Address
	


	Is this a new address?
	Yes
	

	
	No
	


	Signature
	
	Date
	


Forward your completed request form to:
Human Resources

Seward County Community College/Area Technical School

PO Box 1137

Liberal KS 67905-1137

or 

Fax to:  (620)417-1124
Information You Need to Know:

· Requests are processed each Friday and available after 1:00 pm.
· When picking up replacement W2 at the HR Office, you must have a photo ID.

· HR Office is located at Room AA104, 1801 N Kansas Ave, Liberal KS.

· Direct questions to 620-417-1120 or ext 1120.

Human Resources use:
	
	Replacement W2  picked up 
	Date
	

	
	Replacement W2 mailed
	Date
	

	
	Original re-mailed
	Date
	


