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The purpose of this Supporting Documents 
Guide is to provide guidance and assistance to 
DCTAG partners who assist applicants with 
completing the DCTAG application process.

Introduction



3

After successful submission of the 
DC OneApp,  the applicant must 
submit supporting documents to 
the DCTAG office to complete the 
process.

The applicant must provide:

• Domicile Verification (household 
income source and proof of 
residency from the list).

• A processed Student Aid Report 
(SAR).

Supporting Documents Checklist
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• When the applicant and/or parent/legal guardian submits the supporting 
documents, a DCTAG counselor reviews and verifies the documents.

• If all supporting documents are accurate, the DCTAG counselor will receipt 
the documents and deem the applicant “Eligible” for the award.

Note: If any supporting document  is missing or incorrect, the DCTAG counselor will 
provide the applicant with the DCTAG Required Supporting Documents Checklist indicating 
what is missing or needed  for the applicant to be deemed “Eligible”.

• The following pages provide examples of the supporting documents 
applicants can provide to complete the DCTAG application process.

Supporting Documents Checklist
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Certified D-40 Tax Return

What to verify:

1. Personal Information

Washington, DC Address 

2. All D-40 Tax Returns MUST have the 
OTR “Certified-True Copy” Stamp

All documents are examples and may vary 

Domicile Verification
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Certified D-40 Tax 

What to verify:

1. Part Year Resident (Will require 

additional documentation)

2. DC Taxable Income

3. All D-40 Tax Returns MUST have the OTR  
“Certified-True Copy” Stamp

All documents are examples and may vary 

Domicile Verification
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D-40 Electronic Certification 

• An applicant can electronically certify the D-40 Tax Return while completing the DC OneApp 
under the “Certify D-40 Tax Return” link. 

• The DC OneApp will ask for parent/student name, parent/student SSN, and Net Refund or Total 
Amount Due from the D-40. 

• This process is “real time” and applicant will be alerted by the DC OneApp at the end of the 
application if the request was successful.  If the request was not successful, the DC OneApp will 
continue to search nightly until the taxes are processed by OTR.

All documents are examples and may vary 

Domicile Verification
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Certified Stamped DC FR-127: Extension of Time to File 
This can be used if parent/legal guardian is/will file an extension for the tax year. 

A Certified Stamped DC FR-127 :Extension of Time to File along with a Certified Stamped D-40 from 
the previous year will satisfy the Certified Stamped D-40 requirement.

What to verify:

1. Personal Information - Washington, DC Address 

2. All D-40 Tax Documents MUST have the OTR “Certified-True Copy” Stamp

All documents are examples and may vary 

Domicile Verification
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Temporary Assistance for Needy 
Families (TANF)

What to verify:

1. Parent/Legal Guardian relationship to

applicant

2. Full 12 month January-December statement

3. Any gaps in benefits will need to be explained 

with additional documentation

Important Note: DCTAG Counselors have limited 
access to the DCAS system and may be able to pull 
TANF with parent/guardian permission.

All documents are examples and may vary 

Domicile Verification
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Child Support

What to verify:

1. Parent/Legal Guardian relationship to applicant.

2. Full 12 month January-December statement.

3. Any gaps in benefits will need to be explained 
with additional documentation.

4. This document can be several pages long 
depending on the payment schedule.

All documents are examples and may vary 

Domicile Verification
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Retirement /Annuity Income

What to verify:

1. Personal Information- Washington, DC Address

2. Correct 12 month period 

3. Gross Benefit Amount received 

All documents are examples and may vary 

Domicile Verification
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Social Security Income (SSI)/Social 
Security Disability Income 
(SSDI)

What to verify:

1. Correct 12 month period

2. Net Benefit received

3. Personal Information-

Washington, DC  Address

Important Tip: Benefit update letters 
are not accepted

All documents are examples and may vary 

Domicile Verification
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Unemployment Income/Worker’s Compensation

What to verify:

1. Personal Information- Washington, DC Address 

2. Correct 12 month period 

3. Unemployment Compensation received

All documents are examples and may vary 

Domicile Verification
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Ward of the Court (WOC) Letter

• A WOC letter issued by District of Columbia's Child & Family Services Agency 
(CFSA), DC's foster care agency confirming Ward of the Court status.

• A WOC is a person 21 years of age or younger who is in the custodial care of 
the DC Child and Family Services Agency (DC’s foster care system) due the 
absence of the parent(s)/guardian(s).   WOC applicants must provide the 
WOC certification issued by DC’s foster care system.

• WOC applicants, who have aged out of the WOC status, at age 21, must 
submit their own documentation including domicile and utility bill.

Domicile Verification
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Ward of the Court (WOC) Letter

What to verify:

1. Applicant’s Name

2. Dated MM/DD/20XX

(Current Application Year)

3. Status

All documents are examples and may vary 

Domicile Verification



16

Homeless Designation Letter

The McKinney-Vento Act is designed to address 
the problems that homeless children and youth 
have faced in enrolling, attending, and 
succeeding in school. The McKinney-Vento Act 
defines “homeless children and youth” as 
individuals who lack a fixed, regular, and 
adequate nighttime residence.

Who determines a homeless designation?

• Applicants who are DCPS/DCPCS  students 
should contact their High School Liaison. 

• Applicants who are in college should 
contact their College/University Financial 
Aid Office.

All documents are examples and may vary 

Domicile Verification
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Other Forms of Domicile Verification

The World Bank

International Monetary Fund

Employment Verifications

All documents are examples and may vary 

Domicile Verification
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Other Forms of Domicile Verification

Shelter Residency Verification

All documents are examples and may vary 

Domicile Verification
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Indicates where the Applicant and Parent(s)/Legal Guardian(s) physically reside

These documents must be no more than 45 days old and reflect the applicant's name and address or 
the dependent applicant's parent/guardian name and address. 

What to verify:

Personal Information

Washington, DC address 

Date of Issue

No more than 45 days old

Important Notes:

• Documents are in a name other than the applicant's or the dependent applicant's parent/legal guardian, a 
Notarized Statement must be provided by the individual on the Proof of Domicile document (including 
utility bill) explaining that the applicant or the dependent applicant's parent/guardian resides with the 
individual on the utility bill.

• DCTAG does not accept cell phone bills.

Residency Verification
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All documents are examples and may vary 

Utility Bill
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All documents are examples and may vary 

Utility Bill
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* Cell phone bills are not accepted.

All documents are examples and may vary 

Utility Bill
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All documents are examples and may vary 

Bank or Mortgage Statement
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All documents are examples and may vary 

Pay Stub
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Utility Letter 
If the utilities are included in the applicant’s or 
parent/guardian’s rent, a letter from the 
rental/management company stating that utility 
is included in the rent may be submitted.

Utility Letter

Utility Letter issued by DC Housing 
Authority.
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The Student Aid Report (SAR) is a supporting document required for the completion of the DC 
OneApp.  The SAR is obtained by completing the Free Application for Federal Student Aid (FAFSA) 
as administered by the U.S. Department of Education.  The SAR provides important information 
regarding the applicant’s need for federal financial.

Though  DCTAG is not need-based, and the grant is federally funded, the US General Accounting 
Office recommended that all applicants complete the FAFSA to ensure compliance with all 
federal eligibility requirements.

The FAFSA can be completed by visiting www.fafsa.ed.gov. Applying online is generally faster and 
easier because there are help-guides throughout the application.  Process time for online 
applications is one (1) to two (2) business days.  

DCTAG accepts both the PDF and the HTML versions of the applicant’s SAR as long as the SAR has 
been successfully processed and has an Estimated Family Contribution (EFC) calculated.

Student Aid Report (SAR)

http://www.fafsa.ed.gov/
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Student Aid Report Sample (PDF)

What to verify:

EFC has been calculated

C Flag Issues -See What You Must Do Now Section for 
corrections or issues that need addressed.

Selected for Verification- Provide any documents requested 
by your college/university to your college/university.

What You Must Do Now will addresses C Flag corrections or 
issues that need addressed.

Pell Grant Eligibility

All documents are examples and may vary 
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Citizenship documents are required for applicants only if the applicant’s SAR has 
flagged for additional documents by the U.S. Department of Homeland Security 
or Social Security Administration.  The front page of the SAR will outline what is 
needed.

DCTAG DOES NOT accept the Employment Authorization Card as a form of 
Citizenship Documentation.

All documents are examples and may vary 

Citizenship Documentation
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Alien Registration Receipt Card I-151/Green Card  

Resident Alien Card I-551/Green Card

All documents are examples and may vary 

Permanent Residents
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U.S. Passport can be used to document 
citizenship for individuals born abroad.  
For a non-citizen, it must be stamped 
‘Non-citizen National.’ (Note: a passport 
issued by another country may be used to 
document permanent resident status if it 
has the endorsement ‘Processed for I-551’ 
and has a valid expiration date.)

All documents are examples and may vary 

Non-Citizen Nationals

Certificate of Citizenship is issued to 
persons were born abroad to, or 
adopted by U.S. parent(s), who became 
citizens through naturalization.

Certificate of Naturalization
is issued to naturalized U.S. 
citizens.
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I-94 Arrival-Departure Record acknowledges a permanent resident’s status.  This document must be 
stamped ‘Processed for I-55’ with expiration date or ‘Temporary Form I-551’. For other Eligible Non-
citizens, the document must be stamped as Refugee, Asylum Status, Conditional Entrant (before April 
1, 1980), Parolee, or Cuban-Haitian Entrant. 

Form CBP I-94A is the computer-generated for that 

replaced the Form I-94A.

All documents are examples and may vary 

Permanent Resident/Other Eligible Non-Citizen
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These additional documents may be requested to supplement the main 
supporting documents. 

Veterans Affairs Benefits

Adoption Decree/Custody Document

Death Certificate

Divorce Decree

Notarized Letter

Selective Service Registration

Additional Supporting Documents
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For more information, call (202) 727-2824 

or visit the DCTAG office at 

1050 First Street, NE

Fifth Floor

Washington, DC 20002

Monday – Friday, 8:30 a.m.- 5 p.m.

Contact Us


