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IRS Acceptance Agent Application Process 

To become an Acceptance Agent, you must complete and submit an IRS Acceptance Agent Application on behalf of your firm/organization. 

This tutorial will provide information required for you to complete, modify, and submit an IRS Acceptance Agent Application. You do not have to 
complete an application in one session. It can be saved and completed later, but it only remains in a saved status for 90 days. Note: It can take up 
to 60 days for the IRS to process your application. 

The process for completing an IRS Acceptance Agent Application consists of the following steps: 

1. Complete the mandatory ITIN Acceptance Agent training at IRS.gov/itinagents before submitting your application. Everyone who is listed as 
a Responsible Party (RP) on your Acceptance Agent application must complete the training. 

2. Complete Forensic Document Identification Training (CAAs only) before submitting your application. Everyone who is listed as a RP on your 
Acceptance Agent application must complete the training. 

3. Complete the electronic IRS Acceptance Agent Application. Identify individuals in the firm/organization as the Principal, Partner, or Owner 
of the Business (PPO); Principal Consent (PC); RPs; and Contacts, as needed. All parties identified on your application, excluding contacts, 
must register with IRS e-Services to access the application. All parties, excluding contacts, must complete required fields, sign respective 
training certificates, where applicable and jurats. 

4. Access the CAA Document Upload Tool at IRS.gov/caaReply to upload required documentation (i.e., Forensic Training Certificates, 
Professional Credentials, Citizenship documents, Non-Profit Exemption letter). We recommend uploading immediately after submitting the 
application. 
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https://la.www4.irs.gov/esrv/esam/pages/landingPage.xhtml
https://IRS.gov/caaReply
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Important things to note to complete an IRS Acceptance Agent application 

• After you submit your application and related documents, we will conduct a suitability check on your firm/organization, and each 
authorized user listed on your application. Suitability checks may include a standard background check, credit history check, and IRS tax 
compliance check. 

• A new user will be required to create a five-digit PIN the first time you log into e-Services. The five-digit PIN is used for signing the Terms of 
Agreement and submitting your application. 

• You will need to enter information about each Authorized User (i.e. Principal, Partner, or Owner of the Business (PPO); Principal Consent 
(PC); Responsible Party(s) (RP); and Contacts) in your firm which includes identifying information. 

• RPs must provide their professional credential if applicable. CPAs, Attorneys and Enrolled Agents must attach a copy of an unexpired 
credential. 

• There must be an application for each office location that will participate in the program. 
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How to access an Acceptance Agent (AA) Application 

Acceptance Agent Application 

To access the Acceptance Agent Application, you can go on IRS.gov at ITIN Acceptance Agent Program. This page has helpful information on the 
Acceptance Agent program and includes a list of frequently asked questions (FAQ) and answers regarding the new Acceptance Agent Application 
process. 

Also, from this page you’ll find the Access AA Application button which will direct you to the e-Services sign on page. 
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Sign In or Create a New Account 

IRS now offe~ a s.1gn-1n opt ton with ID.me, which offers ac~ss to IRS online strvlc~ with a secure account that protKts your privacy. 

ID. me is an account created, maintained, and secured by a technology provider. 

If you don't have an ID.me account, you must create a new account 

Sign in with an existing account 

Sign In with ID.me 

OR 

Create a new account 

ID.me Create an account 

Frequently Asked Questions 

(±) How do I verify my identity'? 

@ What If I can ' t verify my Identity? 

(±) WhatlslD.m•? 

Thi l U.S. G,o11er,11nenc ~tera k fllf Milhorln d UH only. 

'fl•1,..,,g: Th<~~"' m~conu.n pr,v•te r..n 111fotfl'l«IOfl 8)' ir..1ngdusi.r,ttfl\, you CM5ot'11 l0 mt moniuM111g, r«ordll'g. !Ind rtvoNI' rig ol JfNIKlrttll~., ltm1)'5Wl'I 'fou ffiifON/ Kt~sdllsspe'l'I u~ ~r OWfl pt""SONI. 

Ol'f"lldon. M)'~~oft!llSS}'Rt<nllMIIIN..id<onadusrwidKDFOhlDK~ 

U"Mldlo•.!rd-vk1U1Hft-dn1l ~•.-.clm1rr~lth1ttlll'lt'Ullotc,..1lpen..ti~UIIM•1~i-.fu11'1p1H1ttpt'Wlltittlot~l'IOW~,:l)'Ol'l"WU.IOtMll)'KLt,Hll1ll(Ol"l()UtflWlttloucMJlhor•Ut.Onott11tttdl"1•umotl~ 

IKCHSundff1'USC 10J0,and!»"Ylllftf0tlht ful1MU1..v.orittd1C(H&Orii,spKDOncflt.np,tytrrKonkUlldtr2'USC ~lllAandUUSC l4l l 

Ji'[ RS PrrvacyPohcy I Acce~~•brli!y 

Sign into e-Services 

You’ll sign in using ID.me. 

ID.me is an account created, maintained, and secured by a private technology provider. Sign in with your existing account or create a new account 
to access e-Services. See ID.me Help Center for more information. 
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Your Organization 
- (6<1>~•~-rf'Plnfftl~.,,o,Vll,l,C- l:cf1.r 

-Ill 

Otl 

!ocON/ •o,~' 

Select Your Organization 

After signing in to ID.me, you’ll be directed to the personality level page. To start an entirely new agreement, click the Individual button. For 
participants who need to resume working on their existing application, or update their existing agreement, see page 25 for instruction. 
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New Acceptance Agent Application 

ESAM Application Landing Page 

After clicking the Individual button, you’ll be directed to the External Services Authorization Management (ESAM) landing page. Click on the New 
Application dropdown button and select Acceptance Agent Application from the list. 
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Firm lnformeoon 

---
f ulliiili it..n.y,C. 

Business Address (Physical Location) 
Country· 

{:elect) 

Addr=:Line2 

Addreulinel 

City• 

Province/Stateru.S. Temtory· 

(cel,ci) 

Mailing Address 

Postal Code" 

lsyour maii119address<ifferentfromycurbu=inessaddress? 

@Yes O No 

lf,.es. prowle a mailing addrus 

Addresslinel" 

AdlHSS LN 3 

City• 

Pllrnnce/Stateru.S. Territory" 

{~ ) 

Additiona l Information 

Posta!Code" 

Does the busftess IW'0'00B tax related seMCes year round?" 

Q Yes O No 

Pro....:le a brief explanalion wt,., the bu:;irw,,,• d<-. nnt prnvde tax 
1el.sted~ervice~•,earround' 

How many Form W-7 applications does the business plan to submit 
withina12-morthcalendarperiod?" 

(number) 

ldenlifytheadiviliesperfonnedbyyouoryoi.,-oqianiution(tu; 
prep.11ration. univecit)l. eti::.) uwelulhety,peofQJ:!:tomersltwlt 
youwilSeMCe(~ninvrnor:s.foreignslumnts.n:.)towlidate 
l'OIK request !or Aocepbmce Aoent :ta~· 

If you would ~ke iD be included on the published ist of Acceptance 
A;ent:i: located on the IRS web;ite. select Ye$ or No· 

O ves O No 

Firm Information Page 

Next, enter your Firm’s information (i.e., Firm/Organization Legal Name, EIN, Business address, etc.). Required fields are marked with an asterisk 
(*). After you’re done, click Continue. 
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e-serv1ces Online Tutorials Mailbox Modify PIN Profile Contact Us 

External Services Authorization Management > Agreement Summary > Authorized Users 

Applic,;ition Applic,;ition 
Firm lnform.ition Authori zed Usi-rs -••-m_m_•'Y...._ __ Subminion 

Doing Business as Name: EIN: 

Application Type: Agreement Type: Customer ID: Agreement Status: 

Tracking Number: Location App Outcome: Location App Status: 

Authorized Users 

Principal, Partner or Owner of the Business: For entitles with shares of interests traded on a public exchange, or which are reg istered with th e Securities and 
Exchange Commission, that individua l is (a) the '"principal" officer if the business is a corporation, (b) a general "partner", if a partnership, (c) the ~owner" of an 
enttty that is dis regarded as separate from its owner, or (d) a grantor, owner or trustor, if a trust. For all other entities, it is the person who has a level of control over, 
or entitlement to, the funds or assets in the entity that, as a practical matter, enables the individual, directly or indirectly, to control, manage or direct the entity and 
the disposition of its funds and assets. The Principal, Partner or Owner of the Business is the named individual wtth responsibility and authority for the entity. They 
may also des ignate a Principal Consent(s) who will have similar authority for all locations. Designating a Principal Consenl is optiona l. 

Responsible Party: This person(s) designated by the Principal, Partner, or owner of the Business (or Principal Consenl) is the only indMdual(s), other than the 
Principal, Partner or Owner of the Business (ff also lisled as a Responsible Party ), who has authority to sign Form W-7, Application for IRS Individua l Taxpayer 
Identification Number (Acceptance Agents· Use Only section), Form W-7 (COA), Certificate of Accuracy for IRS Individual Taxpayer Identification Number, and the 
Jurat on this application. Each business location, as represented by a single Acceptance Agent (AA) application, is permitted to select up to ten Responsible 
Parties. A Responsible Party can only be assigned to one location at a time. A minimum of one Responsible Party is required for each location in order for that 
location to remain active. 

Principal Consent The individual with simil ar authorities as the Principal, Partner, or Ovvner of the Business including adding or modifying Responsible Parties 
and submission/resubmission of applications and signing the jurat on behalf of the Principal, Partner, or Owner. This individual canl be the Principal, Partner, or 
Ovvner of the Business, Responsible Party (RP), Primary Contact, or Alternate Contact on this applicati on. 

Primary Contact The individual who will be available dai ly to answer IRS questions regarding this application and any processing issues throughout the year. One 
Primary Contact is required for the applications. 

Alternate Contact The individual who will be available daily to answer IRS questions regarding this application and any processing issues throughout the year if 
the primary contact is not ava ilable. One Alternate Contact is optional for the applications. 

Authorized User(s) 

Show-.ng ltems 1103 01 3 

Role Id : Organization Role : 

Pnncap.,;il. Partner.Of Owne1 of 
the 81.Jsmess 

Respons.iblePilrty 

Prim,;iryConu et 

Show.ng l:ems 1to3 of 3 

: SSNJITIN : 

IRS Privacy Policy I Glossary 
R-esam-webapp (version 23.12.152) 

P, 1 V 

Phone! b:tension View Edit Delete 

0 , 
0 ; 

0 , 0 
P• 1 V 

Cancel 

Add Principal , Partner. or Owner 0 1 Add Alternate Contaci 

of lhe Busrness 
"-•.,...•• - '--' - .... .-....n--t>e~•-... ...._ "'-"'-.. --.. - n_.,...,._ .. _,,......_ 

r-- ====i 

~r:;...~---~•-~·~ -= I"'::="'.:::: t='=:J 
..,_,,,..,,,..,,,~---·"" c=:::::::J 

Add Responsible Party 

_"111 ____ ...... -.~-~,._~ ~_, ___ ....,_ ....... _ .. ____ ., ______ .. _ 
c::=::::: =====i 

Add Principal Consent 

---
c:::::::::. 

i"::'=:'J'"" 
-= 

C-'"' 
- -------------t'"""'"' 

Add Pnmary Contact 
------:i --

i'- :::::::::J 

= 

Authorized Users 

This will direct you to the Authorized Users page. Click the Add dropdown button to select and add each Authorized User. At a minimum, a 
Principal, Partner, or Owner of the Business (PPO), along with a Responsible Party (RP) and Primary Contact are required. The user (organization 
role) selected will affect the pop-up title and which fields are displayed. After you’re done entering all users, click Continue. 

Authorized User Options 

Pop-Up Titles 
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Application Summary 

f irm 

~--Tl'lli 

~L«pl!N-. 

~ Sllaa 
llu:mt· ~ , 

eu,.,.p~ C~f'Qwl Cod<>­

~ ~ 

""'-' 
Moiog~~~ 

hiJdod ao ~li;ld/lraplaiooo ... loalod °" · IRS.,._ 

F;w,~~ 

... , 

Firm/Organization Suitability 

Please answer the following "Su· ability" quesfic>ns on behatt of the Firm/0rganiZa ·on. 

Required fields are marked with an asterisk(") and must be completed to submtt the form. 

F1rmfOrgan izat1on Suitability Questions 

Has the firm been convic1:ed c f a fe,lony in the la!iot 10 y ears? 1f -Yes•, provide ex:plana tion.• 

! {H'.-cl) V ! 

Ex. anation for '"'Y•s" auu-w.r to ft-Ion conviction: 

Is N f"irm curr•nt with its but.iMH ans, inotuding any corporatit a.nd t-mptoymt-nt ta.x obligations? If• o'". provld• 
eoxpla na lion ... 

! {HIK<) V I 

)( 

cancel 

Application Summary 

This will direct you to the Application Summary page. This page contains a summary of all the information you’ve entered. Please review and make 
sure it’s correct before proceeding. 

In the Firm section, there’s an Update Firm Suitability Answers link. This is ONLY displayed for the PPO and is a link to the questions they’re 
required to answer regarding the Firm’s suitability. Click the link, which will bring up a pop-up of the Firm Suitability questions. Answer each 
question then click Save. 
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Authorized User(s) 

Showing items 1-6of6 

Role kl :: Orgarization Role 

Principal. Partner. or Owner of the 
Bu::iness 

Principal Con~t 

Respon::ible Parfy 

Responsible Part>/ 

Respon::ible Part>/ 

Primary Contact 

AllemateContact 

Showing items 1-6of6 

Jurat & Personal Information 

Showingitems l-4 of4 

~niz.,nionROR 

Showina: items 1-4 of 4 

Office: COdes 

Showing items 0-0 of 0 

No Records Found 

Showing items 0-0 of 0 

SSN/ITIN 

No Records Found 

PmitionlT!IJe 

PenonSui~bility 
AnsweB ..d Jurat 
Signn,1,-

PeBOnSuitabmoj 
An~ 1md Jurat 
SignatuA! 

l 
NIA 

Pilgel 

Page ~ 

SuiDbiityStaws 

Nono 

Nono 

r7Nono 

~ 
Personal 
Credentials 

Nono 

c.n..l 

Personal Credentials 
Required fields are marked with an asterisk(") and must be completed to submit the 
form. 

Professional Status 
Please enter your Professional Credentials here. 

The IRS will verify professional status and may request additional information and/or 
documentation as evidence. 

0 

Responsible Parties must notify the IRS within 30 days of all changes to the Professional 
Credentials they originally submitted on this application. 

Professional Credentials 

1-8of8 Page 1 . Next>» 

Type Stole License Expres Expirntion Edit Delete 
EANo. Dote 

Attorney Rhode Island 12345 Does Expire 12/31/2099 ., 0 

BflnkOfftcial N/A N/A Does Not Expire N/A 

Certified Public Texas xx-00000-xx Does Expire 12/31/2099 
Accountant (CPA) 

Enrolled Agent N/A P1 234567 Does Not Expire N/A ., 0 
Electronic Return N/A 12345 Does Not Expire N/A ., 0 Originator (ERO) 
Officer of e Publidy N/A N/A Does Not Expire N/A 
Held COJlX>retion 

Other N/A N/A Does Not Expire N/A ., 0 

Tax Prep1:1rer N/A P1234567 Does Expire 12/31/2023 ., 0 

1-8 of8 Page . Next>» 

Add Credential 

I Select vi 

Application Summary continued 

In the Jurat & Personal Information section, there’s a Personal Credentials link for each RP listed. This is ONLY displayed for the PPO or Principal 
Consent (PC) and is used to add each RP’s required professional status and credential, if applicable. Click the link, which will bring up a pop-up of 
the RP’s personal credentials page. Note: The Professional Credentials section could contain credentials from other application types (i.e., e-file) 
that aren’t applicable to the Acceptance Agent application, but you won’t be able to edit or delete them. 

Enter a professional status for each RP unless already shown and validated. Click the Add Credential dropdown button to select and add each status 
and credential, if applicable. Each RP must have at least one professional status unless the organization status is VITA. 
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Personal Credentials 

Requlfed fields are marked wrtn an asterisk (") and must be completed to submit the form. 

Professional Status 

Please enter your Professional Credentials nere. 

The IRS will verily piofess,onal status and may request add,nonal 11formation and/or documentanon as 
evkfence. 

Respcnsible Parties must notify the IRS v.ithin 30 days of all changes to the Professional Credentials they 
onginally submitted on thJS appl1canon. 

Professional Cre<lent,als 

Type 

(:er",1fied?ut,l;ic 
Accoun:.attt 

Licens..rEA 
Nt.WnMr 

Expires Expir,1tion~te Edit Dt-M-te 

Attorney 

Certified PublicAccountant 

Enrolled Agent 

ERO 

Tax Preparer 

Other 

. . 

I Add Credential I 

e,..,.. 

Please insert a brief explanation that best describes the professional status. 

U)•'271'2023 

Required fields are mail<ed v.ith an asterisk (") and must be completed to submit the form. 

Profession 

~ 
Brief Description• 

0 

Cancel 

X 

... 

IC 

Add Credential 

Please select the U.S. state or Territory in \Yhich you are licensed or credentialed and enter your license or 
credential number and the expiration date. CPAs must provide a copy of an unexpired credential (a valid CPA 
license). 

Required fields are marked 'With an asterisk (9) and must be compleled to submii the form. 

Profession 
!Certified Pubic Acoount3J'lt 

State~ 

l (se'ect) v i 

Expire• 
l (se'ect) ...... 

X 

Cancel 

Add Credential 

Please select the U.S. State or Territory in whicll you are licensed or credentialed and enter your license or 
credential number and the expiration date. Attorneys must attach a copy of an unexpired credential. (Record from 
the state bar). 

Required fields are mail<ed with an asterisk (") and must be completed to subm· the form. 

Profession 

IAttom,::, I 

l (se!ect) v i 

Expire~ 
l{se!ect) vi 

Cancel 

X 

Personal Credentials continued 

When Attorney, CPA or Other is selected, an additional pop-up will appear of the professional status selected and will affect which fields are 
displayed. Enter the required information and click Save. 
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Authorized User(s) 

Showing items 1-6 of 6 

Role Id : Organization Role 

Principal. Partner. or O.....ner of the 
Businezz 

Principal Consent 

Responzible Party 

Rezponzible Party 

Respon::ible Part'} 

Primary Contact 

Altemal.e Contact 

Showing items 1-6 of 6 

Jurat & Personal Information 

Showing items 1-4 of 4 

Showing items 1-4 of 4 

Office codes 

Showing items 0-0 of O 

Office Code 

No Records Found 

Showing items 0-0 of 0 

Org.niz.lltionRole 

Name 

SSN f ITIN 

I 

No Records Found 

P~e l 

Pooitiontrrtle Phone 

p.,_,,Suitiibiliry 
An~.-K!Ju~t 
Signature 

PerwnSuit.ibiliry 
An~andJun.t 
Signature 

Jur.lll Suiws and 

JUl'illtA~nc::ie 
Date 

NIA 

P~e 1 

ProfessioNI 
s..~. 

Personal 
Credentials 

Personal 
C~i.als 

P=I 
Credentials 

$ujgbiity St.b1$ 

"""· 
I""". 

'"~· I 

"""· 

Coned 

Personal Suitability Questions, Training Certification Statement, 
Privacy Act and Jura! 

Required fieldS ate marked Yti1n an astensk (") and must t>t completed to slbrrul the lorm 

Suitablhty QUHtions 

Tl':1ining Citrtlticatlon SUtement tor ITIN Accepbnct Agents 

I ceruty that I l'livt: reaolhis traJningmodule I turtnlf certJtytl\al I IXIOefstand now to complete Form W•7 and 
me W()l)()rtlr'IO an<1 tr1e sul)Ollf'nenlalOOCUmentation toalt3dlttiatal)C)f'f I amawlfe otwno may &igl'I Formw-
7, and when a Power ofAllomey Form2848 iSrequired 

I lulyCOff'IP'eheod trial ifmy fiffwOfOiniZalioniS aoorove<1 asa CerafyingACceptanceAg@fll {CMJ, and I am 
named as a ResPQnSible Party on the AooicatlOn to Participate in the IRS Acceptance Agent Program {M 
Appiea!Jon). I Wll be autnoriud 10 sign and subtm Form W-7-{COA). Certdleaie ol Au;uacy !or IRS lndMcklal 
Tupayer lclentlflcallon Number, v.f'lere applicable I l.l'lderstand lhatin Ofdertoautnentica:eoriglna!OCIO.lments 
orteltlll&d copies oldocuments from the rsslM!g agency I must have physical rec:etpl oltne oocuments 

Pr1vo1cy Act o1nd P.iperworll Reduction Act Notice 

We ask I« !he i'lf«mation on ttvs lorm to cany out !he Internal Revenue laws of the United Slates. YOUf 
responseisvol.N'lta,yYouareno1requiredtoprovklelheinfonna11onrequestedonalormlhalisSl,lbfecttotne 
Papery.olk: Rtduction Ad unless the form cnplays a valid OMS control nurtar Books« rtc0rds rtla11119 to a 
foon or 11s inslnlctions rrusl be relar.&d as long as their contents may become ma1eoal 1n lhe adnunistrallon of 
any Internal Revenue law Generaly, tax returns and return information are conftdenbal as rlQUll'ed by code 
section 6103 Thees11ma1e<1averagetmeto COfTlllele llis lorm is 30 nwiutes If you llave comments 
conceminglheaccu,acyoflhlstrneestrnate«suooestionslofmaki'IQlhls r«msimoler.wewil be~lo 
l'lear from you. Yoo can wnte to the Internal Revenue Service. Tax Products Coorellnalll'IO eomminee, 
SE.W'.CAR.MP TTSP, 1111 ConstilutionAve NW, Wasl'WIQlon, DC 20224 Do NOT Senti thts lorm to tnrs 
address Instead, enclose It with lhe magnellc tape and send d lo the Service Center toYfflldl you subrnll YIU 
tapesorsendlttothetransnissionreceplionsile tllatreceivedyourtransrMtedrerurns 

Jur.it 

Und&rpenallies ol Perjury, I declare ~ I have exarnwMtdlhis appk;ation and read al accompanyflg 
i'llormalion, andtolhebestofmy~andbeliel, lhel'llormabonbeingprovioedistrue, correct.and 
complete 1 «myinsbtution and itsemoloyees ~ on behatlollhe inSULltion wil c:ornP1'/Wllh aDoflhe 
P,OVISIOl'IS of !he Revenue Procedule !or Acceptanoe AQents and r&lated p!Jbicall0n$ each year of our 
participat1onAcceplanotf0tparbC::ipaboniSnottransferablllunderstandtnatiflhlsi'lstrtution iSsold0tils 
organizational structure changes, a l\8W a,pplicalion must be flied_ I further underst~ that oonc:omplia,r,a v.il 
resul in tr'le insbtution an~« lhe indMduals listed on this appkation, bffig suspended lrom parti(:ipabon in lhe 
IRS Acc&ptanceAgenl program. I am IU!tlonZed to make and Sign this statement on behall oflhe fflbtulion 

D IMV• ru dand KuplllMTrMIOftOCffliflutioll SU-..t, .......... y Acl Md P-tkR- Acl Notic• , al'IIII 
JuutAcotpUnc•. 

Please enter your PIN YIU PIN is your electronic signature ll'lal you have selected wl'len you registered 

c::::::::J 
tfyoul'lav1 lorgonenyouPIN, pleaseus.e the Mocify PIN link to reset you PIN 

Application Summary continued 

Also in the Jurat & Personal Information section, there’s a Person Suitability Answers and Jurat Signature link for each RP. Each RP can ONLY 
see/access their own link. Click the link, which will bring up a pop-up of the personal suitability questions, training certification statement, privacy 
act and jurat. Each RP is required to answer each suitability question, read the statement, privacy act and jurat, check the checkbox attesting to the 
statement, enter their e-Services PIN, and then click Save. 
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faIRS 

Application Summary 

f irm 

~~h111 

~ l.op­

~ Sqe; 

lkmntuMnn: 

S-0,,,Mn;iC~~C-. 

Pt«..~ 

~ 

~ 

J.1-.g~~lo!llrml~ 

lodolodoo ~i,!dAle-Agdl mlod aol!.RS ...­

. Si.!ltbi!, 

Aulhoozed User(s) 

Snowtnc h:l!:ms 1-6of6 

Role ld : O,,.nulion Role 
Pri,dpal_ Partner. or0wnao11he: 
Bu:;ine:;:: 

Pri,cipalCoo:ent 

Re---_p::in::blePa,rty 

Rr...pon:N,:P!Wfy 

,.._~i>l<P,ny 

Prim6r,,ConLtct 
Alternate Contact 

Showifle items 1--6 of 6 

Jurat • Personal InformatlOn 

Shollli1'111tffl'ls 1-4 or 4 

Showinc itm1s l-4of 4 

Office Codes 

Showlnl nem-s 0-0 of O 

°"'4Codo 

No Records Found 

Sh0Wln1 ftemsO-Oof0 

°'9,aniulKll'!Ro&. SSH I IT'W 

No Reoonk Found 

..... 
Pooitiorl'Tdk! -.. 

,,,..z 

=~ IE=I~ 

p ....... 
c..d,oml, 

p......, 
c ......... 

..... 

..... 

.... 

..... 

..... 

Caocel 

Application Summary continued 

When you’re done taking these actions, all RPs listed on the application need to log onto e-Services and access their Person Suitability Answers and 
Jurat Signature link. Once each RP has saved their responses, you’ll be able to verify they’ve all signed when the Jurat Status and Jurat Acceptance 
Date column shows Signed with the date of occurrence. Then click Continue. 
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External Services Authorization Management> Agreement Summary > Application Submiss ion 

Application Applic.ation 
Firm lnformatio11 Authori zed Users .su•m• m• •-rv._ ___ Submission 

Doing Business as Name: EIN: 

Application Type: Agreement Type: Customer ID: Agreement Status : 

Tracking Number: Location App Outcome: Location App Status: 

Application Submission 

You have completed the application process and all required information has been entered. You are now able to submif this application for review and approval by 
the IRS. Acceptance for pa rticipation is not lranslerable. You further understand that noncompliance will resu lt in the fi rm and/or the individuals listed on this 
application, being suspended from participation in the Acceptance Agent program. You are authorized to make and sign th is statement on behalf of the firm. 

Jurat 

Under the penalties of Perjury, I declare that I have examined this application and read all accompanying information, and to the best of my knowledge and beliei, 
the information being provided is true, correct, and complete. I or my inslilution and its employees acting on behalf of the institution will comply with all of the 
provisions of the Re1•enue Procedure ·or Acceptance Agents and relaled publications each year of our participation. Acceptance for participation is not lransferable. 
I understand that if this institution is sold or its organizational struclure ch anges, a new application must be filed. I furth er understand that noncompliance will result 
in the inslilution and/or the individuals listed on this application, being suspended from pa rticipation in th e IRS Acceptance Ag ent Program. I am authorized to make 
and sign this statement on behalf of the institution. 

PIN• 

c::==J 
0 l accept the Terms of Agreement 

Cancel 

Application Submission 

This will bring you to the Application Submission page. You’re required to submit the application using your e-Services pin. After reading the jurat, 
checking the checkbox, and entering your pin, click Submit. 
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l Services Authorization Management> Agreement Summary > Submission Complete 

Doing Business as Name: EIN: 

Application Type: Agreement Type: I customer ID: Agreement Status: 

Tracking Number: Location App Outcome: Location App Status: 

Submission Complete 

The application has been successfully submitted to the IRS. Below is your Tracking Number. Please print this page or record this number ior iuture reference. 

Your tracking number is 

--
IRS Privacy Policy I Glossary 

R-esam-webapp (vers ion 23.12.152) 

Submission Complete 

Your application submission is now complete. You’ll be provided a tracking number, which you can use to keep track of the status of your 
application. You’ll also need your unique Customer ID to be able to upload your required documents using our CAA Document Upload Tool (DUT). 
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fj}IRS Help I News I Engllsh v I P' chanttes&Nonprofits I Q Tax Pros 

File Pay Refunds Cred1ts&Deduct1ons Forms&lnstruct1ons -

!:::12.mf / ~ / ~ / .!::l.2.l'l..lQ / ~~gffi1E!tlg~g~ / Form 13551 

Application to Participate in the IRS Acceptance Agent Program 

THIS U.S. GOVERNMENT SYSTEM IS FOR AUTHORIZED USE ONLY! 
Warning: By accessing and using this U.S. government computer system, you are rnnsenting to system monitoring, interception, record ing, 
read ing, copying or capturing by authorized personnel of all activities, including detection and prevention of any unauthorized use of this 
system. The system you are accessing may conta in confidential tax information and is designed exclusively for use by authorized persons to 
interact with the IRS and retrieve confidential tax information using only their own account. Any other use of this system that is inconsistent 
with the intended purposes of the system is an unauthorized use of the system and strictly prohibited. 

Unauthorized use of this system is prohibited and subject to crlmlnal and civil penalties, including, but not limited to, penalties applicable to 
knowingly or intentionally accessing a computer withou t authorization or exceeding authorized access as defined under 18 U.S.C. 1030, and as 
applicable, penalties for the willfu l unauthorized access or inspec tion of taxpayer records under26 U.S.C. 7213A and 26 U.S.C. 7431 

-

Document Upload Tool 

After submitting your application, access the CAA Document Upload Tool at IRS.gov/caaReply. Click Ok. 
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An official website of the United State5 government 

~IRS Help I News I Enghsh " I '1' Chanues&Nonprohts I Q Tax Pros 

File Pay Refunds Cred1ts&Deduct1ons Forms&lnstruct,ons ~ 

Home / File / Individuals / How to File / New ITIN AcceRtance Agent Program Chang5 / Form 13551 

Application to Participate in the IRS Acceptance Agent Program 
The purpose of this tool is to aid foreign participants (business location is abroad i.e. not in the U.S.) in the online delivery of their application 
and required documents, if either the Principal, Partner, or Owner of the Business, or any individual listed as a Responsible Party doesn' t have 
a Taxpayer Identi fication Number (i.e. SSN/ ITIN). These participants w ill also use this tool to respond to IRS notices about their subm itted 
application. 

This too l is also for use by other (non-foreign) partic ipan ts in the AA program who have already accessed e-services on IRS.gov, subm itted their 
applica tion, and are uploading their requ ired documents (i.e. Forensic Document Certificate, Profess ional Credentials, Exempt status letter, 
etc. ) or providing a response to an IRS notice. 

If you are unable to use the tool based on the above requirements, you may contac t us at i tinRrQgramoffice@irs.gQY for further gu idance. 

Create Form 13551 

Use this opt ion to complete, review, and prin t 
Form 13551. 

CREATE ANEW APPLICATION 

Upload Complete Application 

Use this option to upload you r signed Form 13551 
and required documents. 

UPLOAD MY APPLICATION 

Upload Required 
Documents/ Respond to IRS Notice 

Use this op tion to upload your required 
documen ts or to respond to an IRS notice about a 
previously submi tted application. 

I ENTER UNIQUE/CUSTOMER ID I 

Document Upload Tool continued 

This will bring you to the CAA Document Upload Tool landing page. To upload your required documents (limited to Forensic Training Certificates, 
Professional Credentials, Citizenship documents, Non-Profit Exemption letter) click the Enter Unique/Customer ID button. 
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~ An officia l website of the United States government 

fjJ IRS Help [ News [ English v [ P Chant,es & Nonprofits [ Q Tax Pros 

File Pay Refunds Cred1ts& Deduct1ons Forms& lnstruct1ons -

Home / File / Individuals / How to File / New ITIN AcceQtance Agent Program Chang~ / Form 13551 / Response 

Application to Participate in the IRS Acceptance Agent Program 

This option is for (non-foreign) participants in the AA program who have already accessed e-services on IRS.gov, subm itted their application, and are uploading their 
req uired documents (i.e. Forensic Document Certificate. Professional Credentials, Exempt status letter. etc). This option is also for all participants who are providing a 
response to an IRS notice. Please locate your customer/unique ID on the IRS letter you received. Carefu lly review you r letter to ensure that you have all of the requested 
information available to finalize your submission. In order to upload the requested documents. you must first enter your customer/unique ID, legal business name as it 
appears on the IRS notice and assigned Employer Identification Number (EIN). 

All fields marked wi th an asterisk • are req uired. 

Customer/ Unique ID ~ 

Legal Business Name • 

EIN • 

-

Document Upload Tool continued 

Enter your unique Customer ID, Legal Business Name (as it appears on your application), and Employer Identification Number (EIN) in the 
applicable fields, then click Next. 
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11111§ An official websi te of tile United Slate5 government 

fj1 I RS Help I News I Engtish v I ~ Chantu!s & Nonprofits I Q Ta11 Pros 

File Pay Refunds Cred1ts&Dedumons Forms&lnstrucuons -

Home / filg / Individuals / Howtofile / New lTINAcceP-tance~en1ProgramChan~ / Forml3ss1 / ResponseUpload 

Application to Participate in the IRS Acceptance Agent Program 
To submit your documents, follow these steps: 

Before uploading you r required documents or prov iding your response to the IRS notice, please ensure all required documents are ava ilable. 
When you are ready co upload, follow the steps below: 

1. Scan or take a photo of you r documents 

2. Upload your scan or photos 

Maximum number offiles is40 

If you reach the maximum limit, please try to consolidate your files into a a single pdf file 

Ensure each image in the pdf is in portrait view prior to uploading. 

File types allowed are: .pdf, .jpeg, .jpg, and .png 

Maximum file size is 15 MB for eac h file 

Maximum number of pages for each PDF is 160 pages 

If your upload fai ls more than once, t ry re-scanning or taking a clearer photo of the documents. 

File types .pdf cannot be previewed 

Files cannot contain the following specia l characters: ' !@S%"&'+=[1{};':"\I ,<:>/?~ 

3. Submit your response alter all files have been uploaded 

Drag and d rop files here, or 

SELECT FILES TO UPLOAD 

Total: 0 bytes 

Fl l!III 

Document Upload Tool continued 

Follow the steps provided to upload your documents, and then click Submit when you’re finished. 

If your upload is successful, you’ll see an acknowledgement page which means your documents have now been submitted for review. Once your 
application is reviewed, if additional information is needed, we’ll contact you by letter. Please don’t submit additional documents unless specifically 
requested by IRS letter, as this may delay your processing time. Reminder: It can take up to 60 days (two months) from the date of submission for 
your application to be processed. 
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Mod I\' PIN Pro coocaa us 

Cu!.lome,10, 

Pnnl J Home 

Signing the Agreement 

After your application is reviewed and your information is verified, you’ll now be able to sign your agreement. On the Application Summary page, 
you’ll see the Agreement Status is updated to Pending Agreement Signature and the Location App Status is Completed. A reminder letter will be 
sent on the sixth day after the Agreement Status has been updated if you haven’t signed it yet. Note: You can periodically check the status of your 
application (see page 25 for instruction). 

To sign the agreement, click the View Agreement Summary link. ONLY the Principal, Partner, or Owner of the Business, and Principal Consent can 
view/access this link. 
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Agreement Summary 

"'1cl'I PJ1acff1Crll 

V-Appm(hle 

Sigl1 

P;ndlnu) 
Sllbmis...., 

0 

Mtx;lcfy Pl Conte Us 

TOW. 

Signing the Agreement continued 

This will direct you to the Agreement Summary page. Click the Action dropdown button and select Sign. 
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e-services Online Tutorials Mailbox 

External Services Authorization Management > Agreement Summary 

Firm: EIN: 

Application Type: Acceptance Agent Application 

Agreement Summary 

Agreement Type 
!current 

Status 
I Pending Agreement Approval I 

Location Summary 

There are 1 AA locations application(s) associated with this agreement. 

Pending 
Submission 

Filter Criteria 

Pending 
Re-submission 

Pending 
Review Completed 

Modify PIN Profile Contact Us 

TOTAL 

AA Agreement Confirmation 

Once signed, the status will change to Pending Agreement Approval. The agreement is now pending an approval by the IRS. 
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fJIIRS 
Online TulOrlalS 

Doing 8ut;,I a:s H.wnt: 

Appl TVPt: 
Tf'KiunO Nt.mt,er. 

Application Summary 

F'1rm 

~r,c,eAQttttTl'Pt' 

,-~~L..egal N­

~ S t.11.,., 

B<dilllt-HMdf+t.t 

~Mdl'+H Cii'jf1iQt._,'PotulCodl-

EJH: 
Agreement Type: 

I.O<ttJon Al)p 0,11-. 

l~911 IM ~~ a.t,el ~~""""'b '9wld en ""'lllfl:S ·~ 

,--~ Sur\;lbtllty MM~ 

UPd,lleF ~,Answers 

MOdtfyPIN 

Cus.t.omerlCt. 

-Pronie eon1aaus 

-- lhfl 

...-Prw l Heme ..... - --
...... 

-"" ..... 

~ 

Approved Agreement 

You’ll know when the IRS approved the Agreement when the Agreement Status is updated to Approved. When you return to the Application 
Summary page, it’ll now show your office code, which is required when submitting W-7 applications for your clients. Note: You’ll also receive a 
congratulatory letter once your agreement has been approved. 
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e-servlces Online Tutor1als Mailbox Modify PIN Profile Contact Us 

External seMCeS Authonzation Manaoement 

External Services Authorization Management 

Welcome to the External Services Authorization Managemenl Web Application Please select an existing applteation or create a new application. The application 
will ask you for information regarding your Firm/OrganiZation and personal information of the users on the application. 

Manage Acceptance Agent Application 

Ctick Continue to manage your Acceptance Agent Appbcation. 

Manage • ·File Application 

Click Continue to 
View or update a current e-file application 
Add a new location 
Replace an Authorized User 
ReQuest reports 

IRS Pnvacy Policy I Glossary 
R-esam-webapp (Version 23.12.152) 

es-m,1m1w 

Update an existing Acceptance Agent Application 

If you’re the Principal, Partner, or Owner of the Business (PPO), or the Principal Consent (PC), who needs to either resume working on your existing 
application, update your existing agreement (including renew), or check the status of your application; on the personality level page (after signing 
in) under the Firm Roles section, click the Select button next to the row that shows Acceptance Agent (AA) as the Application Type. 

If you’re a Responsible Party (RP) who needs to answer their suitability questions, on the personality level page (after signing in) under the 
Organization Roles section, click the Select button next to the row that shows Acceptance Agent (AA) as the Application Type. 

From the ESAM landing page, click the Continue button under the Manage Acceptance Agent Agreement section. The PPO or PC will be directed to 
the Agreement Summary page. RPs will be directed to the Application Summary page. 
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lRS Pnvacy P<llcy I Glossary 
R•esam-webapp (Vffllon 23 12.1S2) 
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~ 

Pap1V 

0 

"""' 

Internal Revenue Service Agreement Summary Page 

This is the Agreement Summary page once one application has been approved. It displays the: 
• Agreement Type 
• Type of Acceptance Agent 
• Status of your Agreement 
• The Agreement’s Approved Date 
• Approved Acceptance Agent Type 
• Acceptance Agent Correspondence Option 
• Expiration Date 

The Action drop-down button allows you to: 
• View your Agreement (PPO only) 
• View your Appendix (PPO only) 
• Add a Location 

Location Summary: This table contains the number of AA Applications associated 
with the Agreement and their current application status: 

• Pending Submission 
• Pending Re-submission 
• Pending Review 
• Completed 
• Total 

Filter Criteria: Can be used to filter through your list of locations. 

Locations: Displays each location indicated in the summary with the following 
details: 

• DBA 
• Business Address 
• Location Status 
• Outcome 
• Office Code 
• Tracking Number 
• View 
• Delete (Only accessible before an application is submitted) 
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Updating Information 

The PPO and PC can update the following information: 
• Doing Business As (DBA) 
• Telephone/Fax Number (except for the Country Code) 
• Business/Mailing Address (except for the Country Code) 
• E-mail Address 
• Published list of AAs 
• Authorized Users: * 

o Can’t update, add or delete the PPO. 
o PC can’t replace or delete themselves. 
o At least one RP is required for each location to continue to operate. 

• RPs’ Personal Credentials* 

*Will require validations by the IRS. You’ll be notified by letter of the results. 

Note: RPs are only allowed to answer their suitability questions. All other entries can only be updated by either the PPO or PC. 

Any changes to the information originally submitted on an application should be updated within 30 days of occurrence. 
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Finn: EIN: 

Application Type: 

Agreement Summary 

Agreement Type 
!current 

Sta tus 
!Approved 

Approved Oate 
IHW11!2023 

Location summary 

Type of Acceptance Agent 
ICertifyin,g Accept.inoe Agent (CAA) 

Approved Accept.Ince Agent Type 
ICertifyirg Acceptance Agent (CAA) I 

AA Correspondence Option 

!Both I 

There are 2 AA locations application(s) associaled wi1h this agreement. 

Pending 
Submission 

Pending 
Re-submission 

Filter Criteria 

Row Filter By 

0 

Locations (2 of 2) 

Show-.ng Items 1 to 2 of 2 

Doing Business A5 

~;~~rCompany ~ 

Show.:ng Items 1 to 2 of 2 

Bu5ine5s Address 

Pending 
Review 

Operator 

Location 
Status 

Completed TOTAL 

Value 

Outcome Office Code 

IRS Privacy Policy I Glossary 
R-esam-webapp (version 23. 12.152) 

Expiration Date 
I,m112021 I 

Remove 

WMMi■iHW 

1 V 

Tracking Number View Delete 

0 

Pa e 1 V 

Updating Information continued 

To update your information, from the Agreement Summary page under the Locations section, you’ll click the View icon of the location you’d like to 
update. This will bring you back to the Application Summary page. 
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... , 
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------------------~ 

Cu CN"l'lttto: AQntrMrn 11.1 : 

LOC•l App I hJ I 

.... 
Pnnl JHome ..... --,, ........ 

.. ,. 
... 

.. ] 

~fiftil t}.O•t. 

Updating Information continued 

To update your Firm Information, click the Firm Information link at the top. To update your Authorized Users, click the Authorized Users link at the 
top. To update your RPs’ personal credentials, click the Personal Credentials link of the RP being updated. 
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Personal Credentials 
Required fields are marked with an asterisk {*) and must be completed to submit the 
form. 

Professional Status 
Please enter your Professional Credentia ls here. 

The IRS wi ll verify professional status and may request additional information and/or 
documentation as evidence. 

Responsible Parties must notify the IRS within 30 days of all changes to the Professional 
Credentials they originally submitted on this appl ication. 

Professional Credentials 

1-8of8 

Type State License 
EANo. 

Attorney 

Bank Official 

Rhode Island 12345 

CPA 

Enrolledl>.genl 

ERO 

NIA 

Texas 

NIA 

N/A 

Officer of a Publicly NIA 
Held Corporation 

Other 

Tax Preparer 

1-8of8 

Add Credentia l 

l s•l.ct 

N/A 

N/A 

NIA 

xx-00000-xx 

P1234567 

12345 

NJA 

NJA 

P1234567 

Page 1 . Next>>> 

Expires Expiration Edit Delete 
Date 

Does Expire 12/31/2099 ; 

Does Not fapire NIA 

Does Opire 12/31/2099 

Does Not Expire NIA ; 

Does Not Expire NIA ; 

Does Not Expire NIA 

Does Not Expire NIA ; 

Does Expire 12/31/2023 l!J 
Page . Next>>> 

Updating Information continued 

For the Firm Information, once you update the applicable fields, click Save. If adding an Authorized User, click the Add button to select the 
appropriate organization role for each additional Authorized User. Note: A maximum of ten RPs, and one of each Contact for each location are 
allowed. 

If updating an existing Authorized User, click the Edit icon to update the applicable fields then click Save. For the Personal Credentials, click the Edit 
icon to update the applicable fields, then click Save. 
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External Services Authonzation Management > Agreement Summary 

Finn: EIN: 

Application Type: 

Agreement Summary 

Agre,ement Ty P! 
!current 

Add Location 

View Agreement 

View Appendix 

ApprovedAccepUlnceAgent Type 
!Certifymg A«:ep:ance Agent (CAA) I 

AA CorrHpondence Option 

!Both I 

Ttiere are 2 AA locations application(s) associated with this agreement. 

Pending 
Submission 

Filte r Criteri3 

Row Filter B~ 

0 

Pending 
Re-submission 

Loc3tions (2 of 2) 

Showing Items 1 to 2of 2 

Showing Items 1to 2of 2 

Loc;iotion 
St.ab.I~ 

Complete<:! 

:: Outcome 

IRS Pnvacy Policy J Glossary 
R-esam•webapp (version 23.12.152) 

Expir;iotionD;i,• 
1,m112021 1 

T~ck.ing Number 

MWbiilllfafWi 

G 

G 

Adding Additional Locations 

To add additional locations, select Add Location from the Action dropdown button, which will bring you back to the Firm Information page. Certain 
fields will have pre-populated information from the first application and be locked (read-only). You’ll fill out all the applicable fields as you did on 
your initial application. You’ll add your authorized users and add the professional status and credentials for your RPs (if applicable). You’ll have all 
the RPs login; answer each suitability question; read the statement, privacy act and jurat; select the checkbox attesting to the statement; enter 
their e-Services pin and click Save (see pages 7-13 for reference). After you submit your application, you’ll be given another tracking number and 
unique customer ID. Access the CAA DUT to upload your required documentation (see pages 16-19 for reference). You’ll repeat this process for 
every additional location you add. Note: The same mailing address cannot be used for multiple business locations. 
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Ag eemen Summary 

od on 

Renewals 

Acceptance Agent Agreements remain in effect through December 31st of the fourth calendar year after approval. Thereafter the agreement is 
expired. To avoid a lapse in status, Acceptance Agents must submit a renewal application at least six months prior to the expiration of their 
Agreement to retain their Acceptance Agent status. 

The Renewal process is very similar to the New Application process. After signing into e-Services, selecting your application from the personality 
level page, and clicking continue from the ESAM landing page, you’ll be directed back to the Agreement Summary page (see page 25 for reference). 
Starting on January 1st of the expiring year, a warning message and option to renew the agreement is displayed. Click the Renew button. 
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Renewals continued 

This will bring you to the Firm Information page. Certain fields will have pre-populated information from the first application and be locked (read-
only). You’ll fill out all the applicable fields as you did on your initial application. You’ll add your authorized users and add the professional status 
and credentials for your RPs (if applicable). You’ll have all the RPs login; answer each suitability question; read the statement, privacy act and jurat; 
select the checkbox attesting to the statement; enter their e-Services pin and click Save (see pages 7-13 for reference). After you submit your 
application, you’ll be given another tracking number and unique customer ID. Access the CAA DUT to upload your required documentation (see 
pages 16-19 for reference). The Agreement Type will show as renewal, and the Agreement Status will show as submitted. During this time, your 
current agreement is still active. 

After your renewal application is reviewed and the information is verified, you’ll be able to sign your agreement when the Agreement Status is 
updated to Pending Agreement Signature and the Location App Status is Completed (see page 20 for reference). Once the renewal agreement is 
signed and approved, it becomes the current agreement and the prior one is no longer searchable in ESAM. 
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@IIRS 
e-servic:es Online Tutonais t.4 !Ibo~ 

Doing 11<1 In $ ~ ­

AppllCUOft Type! 

T,..kn,g!U!lt,e,: 

Application Summary 

, Vi~¢% 

,lt~n,,;,eAQK!t'fypt 

,-W'JIIJICr~ •l ."IPf NWM 

~ $ta li.SJ 

lkrtN U~1i 

El~; 
Agr mtnl lJpt: 

~ lJOO Al)l)OI.Ueome< 

IRG""""'on th4 ~tbM.,,lof~nic.Agt,ntt louh!cllonlltw ll!tS .....,.,.,.. 

'irlnM• bilityS11,o1u 

ModrlyPIN COntaCI Us -----------------~ 

Prw tHome 

Agreement Summary 

To go back to the current agreement summary, cltckon the V,awCurrentAgreement Summary button. 

Agrttmen l Type 
(Renewll 

Add location 

Location Summary 

VIEW CURRENT AGREEMENT SUMMARY 

There are 1 AA location apptication(s) {in duding deleted/dosed locations) associated with this agreement 

Pending 
Sub,muion 

Pending 
Ae.1ubm1nion 

Filter Criteria 

Row f11terBr 

0 

Locations (1 of 1) 

SftOW!ng lUn\l ll0 1 0f l 

Doing Busmen As 
~=-'Company :: 

Showing Hems 1101 of l 

Businns Addren 

Pending 
Review 

()pe'llll!Of 

Complt-!.td TOTAL 

:: Outcome Office Code 

IRS Privacy Policy I Glossary 
E-esam-webapp (version 23 12 131) 

Trad.mgNumbet V•w 

0 

Pagt:1 v 

°"'" 
0 

Adding Additional Locations 

For renewal participants who’ll have multiple locations, we suggest creating all your renewal applications before submitting any of them. (ESAM 
automatically saves a draft of your application.) To do so, on the Application Summary page of your first renewal application, instead of clicking the 
Continue button at the bottom to go to the Submission page, click the View Agreement Summary link. Click the Action dropdown button and select 
Add Location. 
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Agreement Summary 

I,...._ 

Location Summary 

Filter Crftarl• 

0 

Locations (1 of 11 

$'-;lllefflst to,loll 

Doino.,_.,_.•"'· z=___, : 

Vl[W CURRENJ AGREEMENT SUMMARY 

IRS Prtvuy Poky I Glossaiy 
E..u.11TM'!'Qb,1pp (venlon1312131) 

<!) 0 
P,IQl>t V 

Adding Additional Locations continued 

This will again bring you to the Firm Information page. You and your RPs will 
fill out all the applicable fields as you did on your initial application. After you 
submit your application, you’ll be given another tracking number and unique 
customer ID. Access the CAA DUT to upload your required documentation. 
During this time, your current agreement is still active and can be viewed by 
clicking the View Current Agreement Summary button. 

After your renewal applications are reviewed and the information is verified, 
you’ll be able to sign your agreement. Once the renewal agreement is signed 
and approved it becomes the current agreement, and: 

• The prior agreement is no longer searchable in ESAM. 
• The previous location applications associated with the prior agreement 

are deleted. 
• Any previous locations that weren’t included in the renewal 

agreement cannot operate (submit W7s as an Acceptance Agent). 
• Additional location applications can continue to be added to the 

renewal agreement. 
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