Internal Revenue Service

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 /RS 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 /RS 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.



https://www.irs.gov/pub/irs-pdf/p5726.pdf
https://www.irs.gov/individuals/international-taxpayers/forensic-training
https://la.www4.irs.gov/esrv/esam/pages/landingPage.xhtml
https://IRS.gov/caaReply

Internal Revenue Service

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.


https://www.irs.gov/individuals/new-itin-acceptance-agent-program-changes
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Sign into e-Services

You’ll signin 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.

BE 21 oFicial website of the United States Government Here's how you know s

Sign In or Create a New Account

IRS now offers a sign-in option with ID.me, which offers access to IRS online services with a secure account that protects 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 inwith |D.me

OR

Create a new account

[ ID.me Create an account ]

Frequently Asked Questions

(-!-3 How do | verify my identity?
(%) What if | can't verify my identity?

(+) What is ID.me?

This U.S. Government system is for authorized use only.

GRS



https://www.id.me/
https://help.id.me/hc/en-us
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Select Your Organization

After signing into 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 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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Business Address (Physical Location)
Country”

(select) v
Address Line 1*

Address Line 2
Address Line 3
City*

Province/State/U.S. Temitory” Postal Code”
(select) v

Mailing Address

s your mailing address different from your business address?
@Yes O No

If yes, provide a mailing address.

Country”
(select) v

Address Line 1*
Address Line 2
Address Line 3
City*

Province/State/U.S. Temitory" Postal Code”
(select) v
Additional Information

Doss the business provide tax related sarvices year round?*
OYes O No

How many Form W-7 applications does the business plan to submit
within a 12-month calendar period ?

(number)
Identify the activities performed by you or your erganization (tax
preparation. university. etc.) as well as the type of customers that
you will senvice (foreign investors, fareign students, eic.) to validate
your request for Acceptance Agent status™

1f you would ke fo be included on the published list of Acceptance
Agents located on the IRS website. select Yes or No®

OYes O No

Cancel



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

Internal Revenue Service

role) selected will affect the pop-up title and which fields are displayed. After you’re done entering all users, click Continue.

e-services Online Tutorials Mailbox Modify PIN Profile Contact Us

Extemnal Services Authorization Management > Agresment Summary > Autherized Users

Application Application

Firm Information  Authorized Users  Summary Submission

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 enfitles with shares of interests traded on a public exchange, or which are registered with the Securities and
Exchange Commission, that individual is (a) the "principal” officer if the business is a corporation, (b) a general “partner”, if a partnership, (c) the “owner” of an
entity that is disregarded 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 with responsibility and authority for the entity. They
may also designate a Principal Consent(s) who will have similar authority for all locations. Designating a Principal Consent is optional

Responsible Party: This person(s) designated by the Principal, Partner, or Owner of the Business (or Principal Censent) is the only individualts), other than the
Principal, Partner or Owner of the Business (if also listed as a Responsible Party ), who has authority to sign Form W-7, Application for IRS Individual Taxpayer
Identification Number (Acceptance Agents’ Use Only section), Form W-7 (COA), Certificate of Accuracy for IRS Individual Taxpayer Idenfification Number, and the
Jurat on this application. Each business location, as represented by a single Acceptance Agent (AA) application, is permitied to select up to ten Responsible
Parties. A Responsile Party can only be assigned te one ocation at a time. Aminimum of one Responsible Party is required for each location in order for that
location to remain active.

Principal Consent: The mdlwdual with similar authorities as the Principal, Partner, or Qumer of the Business including adding or modifying Responsible Parties
and of 1s and signing the jurat on behalf of the Principal, Partner, or Owner. This individual can't be the Principal, Partner, or
Owner of the Business, Respunslble Party (RP), Primary Contact, or Alternate Contact on this application.

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

Authorized User(s)

Shawing lrems 1103 of 2 Page 1¥
Roleld ¥ Organization Role *  Name *  SSNITIN +  PhonelExtension View Edit Delete
Erincipal. Parter, or Owner of
! the Business iod
3 Respansizle Party ey
4 Primary Contact [cy [ <]
Showing ltems 1103 of 2 Page 1V

{ PREVIOUS CONTINUE ) Cancel

RS Privacy Policy | Glossary
R-esam-webapp (version 23.12 152)

Authorized User Options

Principal, Partner, or Owner of the Business

Responsible Party
Principal Consent
Primary Contact

Alternate Contact

Pop-Up Titles
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Flouaed ek e mahnd wih an acterich (%) aed muct be compisted 1 suben Bie form.

First Name” Madcte il
| LastMame® S
TIN Tjpa™

@ss O M

Socaal Secunty Mume [SSN)"

e of Bith imemidlpry ™

Position o« Taa"

Consent

Fured 44 e MAH0 N 1 RG] B0 sl B4 CENCRONT 10 ST 74 S

o Sty Mo (338

oot cons iy

Add Alternate Contact

Fquied el are marced Wil an asters ”) and st be cmpletnd 1 suat B form

[y reeae

Add Primary

Figured s are masted e an e

[o— [

Rk s e e

e e

® siw 0w

st sy e 33

- P e

Crganication Situs Corpsraton. Lirted Listty




Internal Revenue Service

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.

EIRS x

Firm/Organization Suitability

RGeS Oinkne Tuonat ladbca Modidy FiN Sagn Out Cantact Us
Em Rakadd Aok Fo
e Summary Sabrreviash Please answer the following "Suitability” questions on behalf of the Firm/Organization.

Required fields are marked with an asterisk (*) and must be completed to submit the form

Firm/Organization Suitability Questions

Application Summa
pp F'Ir B ot e Explanation for "Yes" answer to felony conviction:

Firm

hstmptance Rgert Ty
FamiOrganzation Legal Name
Cepanization Stalus

Buzaness Address

Buzingas Address CityStatePostal Code: Is the firm current with its business taxes, including any corporate and employment tax obligations? If “No®, provide
explanation. *

P Pumbar

Faa Wbt Explanation for "No" answer to tax compliance:
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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.

Authorized User(s)

Showing items 1-6 06 Page1 ¥
Role Id & Organization Role 2 Name 2 Position/Title Phane Personal Credentials Q
1 ggg;‘:'g P dier oo O ol the Required fields are marked with an asterisk (*) and must be completed to submit the
2 R, form.
3 Responsible Party Professional Status
3 Responzible Party Please enter your Professional Credentials here
2§ Responsible Party
4 Primary Contact The IRS will verify professional status and may request additional information and/or
5 Alternats Contact documentation as evidence
Showing items 1-6of 6 Page1 hd Responsible Parties must notify the IRS within 30 days of all changes to the Professional

Credentials they originally submitted on this application.
Jurat & Personal Information

Professional Credentials

Showing items 1-4 of 4 Pagel ¥
s s s il Jurat Status and - X 1-80f8 Page| 1 |¥| Nexts>>
Mame Organization Role. SSNJITIN Jurst p st Suitability Status
Signature Date Type State License Expires Expiration Edit Delete
EANo. Date
Nene
Attomey Rhode Island | 12345 Does Expire 1231/2099 rd [-]
Person Sunability
gi“;rr'af:f:"d Jurat Pl Nene Bank Official N/A N/A Does Not Expire | NJA
B Certified Public Texas x¢-00000x  Does Expire 12/31/2099
Accountant (CPA)
Eers.ena\ : Nens Enrolled Agent N/A P1234567 | Does Not Expire = N/A s [
redentials
Electronic Return N/A 12345 Does Not Expire | NjA Z °
” Originator (ERO)
Personal e, Officer of a Publicly | N/A N/A Does Not Expire | NjA
Credentizls Held Corporation
Showing items 1-4 of 4 Page1 - Other N/A NiA Does Not Expire | NfA rd [-]
= 21317202 7
Office Codes Tax Preparer N/A P1234567 Does Expire 123112023 r, -]
Showing items 0-0 of 0 Page 1 v 1-80of8 Page 1 ¥ | Nextes>
Office Code Staws Effective Date Add Credential
No Records Found No Records Found NiA Selact v
Showing items 0-0 of 0 Page1 v
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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.

Personal Credentials

Professional Status
Please enter your Professional Credentials here.

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

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

Professional Credentials

- License/EA

Type - State Nt Expires Expiration Date Edit Delete

4 o

012345878 Expires 10/27/202;

Attorney

Certified Public Accountant
Enrolled Agent
ERO

Tax Preparer

Required fields are marked with an asterisk (*) and must be compieted to submit the form. A

EAclcl Credentia

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

Required fields are marked with an asterisk (*) and must be completed to submit the form

Profession

rief Description*

m

N

Cancel

Other =

Internal Revenue Service

Add Credential

Please select the U.S. Siate or Temitory in which you are licensed or credentialed and enfer 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 (*) and must be completed to submit the form.

Profession

Certified Public Accountant

Stata®
[{setect) v

Number*

Expirs*

SAVE ) Cancel

Add Credential

Please select the U.S. State or Temitory in which 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 marked with an asferisk (*) and must be completed to submit the form.

Profession

[iselect) v

[sebect ~
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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.

Authorized User(s bl : -~ P
(s) Personal Suitability Questions, Training Certification Statement,
Showing items 1-6.0f & Faei v Privacy Act and Jurat
X
Role Id  Organization Role % Name % Position/Title Phone
Principal, Partner, or Owner of the
1 i Required fields are marked with an asterisk () and must be completed to submit the form
2 Principal Congent Suitability Questions
l Responslble Paﬂy Have you been convicted of a felony in the last 10 years? If “Yes”, provide explanation.*
3 Responsible Party eV
Explanation for "Yes™ answerto felony conviction:
3 Responsible Party - _:
4 Primary Contact
5 Alternate Contact
Showing items 1-6 of 6 Paze1 v rently incarcerated or have you been incarcerated in a federal or state prison during the last two years? If
de an explanation including the date of release if applicabie.”
Jurat & Personal Information Explanaion for "Yes" snswe
Showing items 1-4 of 4 Pagel v
& = “ Person Suitebility  JuratStatusand 5 e oL
Name = Organization Role  ~ SSN/TIN ~ Answers and Jurat  Jurat Acceptance Suitability Status
Signature Date o Are you and including any corporate and obligations? Hf
“N www‘dw ‘explanation.*
None e
“No" answer fo tax compliance
Person Suitability
Answers and Jurat CHa None
s i Credentials
None Training Certification Statement for ITIN Acceptance Agents
Personal
el | certy that | have read this training module. | further certty that | understand how to complete Form W-7 and
the supporting and the supplémental documentation to attach that apply. | am aware of who may sign Form W
7, and when a Power of Attorney Form 2848 fs required
pise 1 None | fully comprehend that if my firm/organization is approved as a Certifying Acceptance Agent (CAA), 5!"0 1am
i named as a Responsible Party on the Appiication to Participate in the IRS Acceptance Agent Program
Credentials Application), | will be authorized to sign and submit Form W-7-COA). Cerificate of Accuracy for IRS Individual
Taxpayer |dentification Number, where applicable. | understand that in order to authenticate original documents
Showing items 1-4 of 4 Pagel ¥ or certified Copies of documents from the issuing agency | must have physical receipt of the documents.
Privacy Act and Paperwork Reduction Act Notice
Office Codes We ask for the information on this form to carry out the Infemal Revenue laws of the United States. Your
response is voluntary. You are not required to provide the information requested on a form that is subject to the
. Paperwork Reduction ACt unless the form dispiays a valid GMB control number. B00KS Or records relating to a

Showing items 0-0 of 0 Page1 v form or its insiructions must be retained as long as their contents may become material in the administration of

sy ko R oo Lo, ool e 1o oo ek nkrmion e oo, oo e b o
Office Code Status Effective Date section 6102, The estimated average time to compete this form is 30 minutes. If you have comm

conceming the accuracy of this time estimate or suggestions for making this form simpler, we will De V\SDD) o
o Records Found Ne Records Found NiA hear from you_ You can write 16 the Internal Revenue Service, Tax Products Coordinating Commitiee,

‘0 Records Foun ‘0 Records Foun: " SE:W.CAR'MP:TTSP, 1111 Constitution Ave. NW, Washington, DC 20224. Do NOT send this form [d this.
address. Instead, enclose it with the magnetic tape and send it to the Service Center to which you submit your
tapes or send it to the transmission reception site that received your ransmitted retums

Showing items 0-0 of 0 Pagel v Jurat
Under penatties of Perjury, | declare that | have examined this application and read all accompanying
information, and 10 the best of my knowledge and belief, the information being provided IS true, cormect, and

¢ PREVIOUS CONTINUE > Cancel complete. | or my institution and fts employees acting on behall of the institution will comply with all of the
provisions of the Revenue Procedure for Acceptance Agents and related publications each year of our

ce for is not 1 understand that if his institution is sold or ts
organizational structure changes, a new application must be filed. | further understand that noncompliance will
result in the institution andior the individuals listed on this application, being suspended from participation in the
IRS Acceptance Agent program. | am suthorized to make and sign this statement on behalf of the institution.
1 have read and accept the Training Certification Statement, Privacy Act and Paperwork Recuiction Act Notice, and
Jurat Acceptance.

Piease enter your PIN. Your PIN is your electronic signature that you have selected when you registered
P
I£you have forgotten your PIN, piease use the Modify PIN ink to reset your PIN

12
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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.

Authorized User(s)

@] Rg Showing items 1-6 of & Page 1 -
L

Role ld = Organizaion Role = Name *  PositionTitle Phone
-senvces Oinkne Tuinnak Manlbea Moddy FiN Sign Ot Conlact Lis 1 ;E::i Partner. or Owner of the
[ " Apok Roch 2 Principal Conzent
e Lkiars Sarmeary e 3 Rezponzible Party
3 Responsible Party
3 Responsible Party
Agreamend Sianc 4 Primary Contact
5 Alternate Contact
Showing items 1-6 of 6 Pagel A
App“caﬁnn Sun‘tmar:.r Jurat & Personal Information
B it | e
Showing items 1-4 of 4 Pagel -
Flrm . o . " Parson Seabily  [Torst Sz and | ot csicnal :
Mame Organization Rele SENI TN Answers and Jurt | Jurat Acceptance | 0 Suitabdity Status.
Aconptanca Aowet Tie S =
N
FamiOrgaraation Legal Mame i
. Poerson Sunability
Ooguszaion Saks P, e s
Bumness Address it C—
Buesness Address Citg'SintePostal Code HNone
P Mumber
. Personal )
aa Rumber Credentials
Errad ddérmsz Showing items 1-4 of 4 pager W
Masdeg Addeacs Office Codes
MMEM”‘ Coae Showing tems 0-0 of 0 Page 1 v
Included o the peblished list of Acceptance Agents located on the IRS website Office Code S Effsctre Dats
Farmn Sustabilty Stabes: Mo Records Found Mo Recards Found A
Showing nems 0-0of 0 Page 1 e
g P Arewer
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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

Internal Revenue Service

entering your pin, click Submit.

External Services Authorzation Management » Agreement Summary » Application Submission

Application Application
Firm Information Authorized Users Summary 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 submit this application for review and approval by
the IRS. Acceptance for participation is not fransferable. You further understand that noncompliance will result in the firm andior the individuals listed on this
application, being suspended frem participation in the Acceptance Agent program. You are authorized to make and sign this statement on behalf of the firm.

Jurat

Under the penalties of Perjury, | declare that | have examined this application and read all accompanying information, and to the best of my knowledge and belief,
the information being provided is true, correct, and complete. | or my instifution and its employees acting on behalf of the institution will comply with all of the
provisions of the Revenue Procedure for Acceptance Agents and related publications each year of our participation. Acceptance for participation is not transferable.
| understand that if this institution is sold or its organizational structure changes, a new application must be filed. | further understand that noncompliance will result
in the institution and/or the individuals listed on this application, being suspended from participation in the IRS Acceptance Agent Program. | am authorized to make
and =ign this statement on behalf of the institution.

PIN®

[ 1 accept the Terms of Agreement

(orevovs | v
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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).

External Services Authonzation Management » Agreement Summary » Submission Complete

Doing Business as Name: EIN:
Application Type: Agreement Type: Customer 1Dz Agreement Status:
Tracking Number: Location App Qutcome: Location App Status:

Submission Complete

The application has been successfully submitied to the IRS. Below is your Tracking Mumber. Flease print this page or record this number for future reference.

Your tracking number is

IRS Privacy Policy | Glossary
R-esam-webapp (version 23.12.152)
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Document Upload Tool

After submitting your application, access the CAA Document Upload Tool at IRS.gov/caaReply. Click Ok.

-
famIRS Help | News | Englishv | 48 Charities &MNonprofits | B TaxPros

File Pay Refunds Credits & Deductions Forms & Instructions Search

Home / File [ / Howte File / New ITIN Acceprance Agent Program Changes / 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 consenting to system monitoring, interception, recording,
reading, 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 contain confidential tax infermation 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 criminal and civil penalties, including, but not limited to, penalties applicable to
knowingly or intentionally accessing a computer without authorization or exceeding authorized access as defined under 18 U.S.C. 1030, and as
applicable, penalties for the willful unauthorized access or inspection of taxpayer records under 26 U.S.C. 7213A and 26 U.S.C. 7431
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https://apps.irs.gov/app/digital-mailroom/CAA/

Internal Revenue Service

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.

BEE i official website of the United States government

rd
§MIRS Help News English v \ & Charities & Nonprofits | B Tax Pros

File Pay Refunds Credits & Deductions Forms & Instructions

Home / File / Individuals / HowtoFile / MWew ITIN Acceptance Agent Program Changes [ 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. notin 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 Identification Number (i.e. SSN/ITIN). These participants will also use this tool to respond to IRS notices about their submitted
application.

This tool is also for use by other (non-foreign) participants in the AA program who have already accessed e-services on IRS.gov, submitted their
application, and are uploading their required documents (i.e. Forensic Document Certificate, Professional 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 contact us at itinprogramoffice@irs.gov for further guidance.

Create Form 13551 Upload Complete Application Upload Required
Use this option to complete, review, and print Use this option to upload your signed Form 13551 Documents/Respond to IRS Notice
Form 13551. and required documents. Use this option to upload your required

documents or to respond to an IRS notice about a
previously submitted application.

CREATE ANEW APPLICATION UPLOAD MY APPLICATION ENTER UNIQUE/CUSTOMER ID
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Internal Revenue Service

Document Upload Tool continued

Enteryour unique Customer ID, Legal Business Name (as it appears on your application), and Employer Identification Number (EIN) in the

applicable fields, then click Next.

BE 1 official website of the United States government

(L’
gm IRS Help News English v \ 45 Charities & Nonprofits | Tax Pros
File Pay Refunds Credits & Deductions Forms & Instructions

Home / File / Individuals / How toFile / New ITIN Acceptance Agent Program Changes / 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, submitted their application, and are uploading their
required 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 1D on the IRS letter you received. Carefully review your 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 1D, legal business name as it
appears on the IRS notice and assigned Employer Identification Number (EIN).

All fields marked with an asterisk * are required.

Customer/Unique ID *

Legal Business Name *

EIN*

NEXT
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Internal Revenue Service

Document Upload Tool continued

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

BE  an official website of the United States government

-~
ngRS Help News | Englishv | ¢ Charities&Nonprofits | B TaxPros

File Pay Refunds Credits & Deductions Forms & Instructions Search

Home / File / Individuals / How toFile / Mew ITIN Acceptance Agent Program Changes / Form 13551 [/ Response Upload

Application to Participate in the IRS Acceptance Agent Program

To submit your documents, follow these steps:

Before uploading your required decuments or providing your response to the IRS notice, please ensure all required decuments are available
When you are ready to upload, follow the steps below:

1. Scan or take a photo of your documents.
2. Upload your scan or photos

® Maximum number of files is 40

If you reach the maximum limit, please try to consolidate yourfiles into a a single pdffile.

* Ensure each image in the pdfis in portrait view prior to uploading.

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

Maximum file size is 15 MB for each file

Maximum number of pages for each PDF is 160 pages

If your upload fails more than once, try re-scanning or taking a clearer photo of the documents.

® File types pdf cannot be previewed
® Files cannot contain the following special characters: " 1@5%"&* +=[]{};":"\| ,==/7~

3. Submit your response after all files have been uploaded

Drag and drop files here, or

SELECT FILES TO UPLOAD

Total: 0 bytes

BACK SUBMIT

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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Internal Revenue Service

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.

@RS

e-5ervices Cnling Tutarials Mailbox Modify PIM Profile Contaci Us
Extarnal Sarvices Authonzation Managemant 3 Agresmant Summary > Applscation Summary
Apphestion Applhcsbon
Firm bnfgematicn Autharized Usars  Sammany Sarbemi s s
Doing Busingss as Name: EIN:
Application Type Apreement Type Cusiomer I0: Agraement Status:
Tracking Numbes: Location App Dulcome Location App Stalus:
Application Summary SPrint | Home

ail Surnrmady

Firm

Azceptance Agent Type
Fuam: Oy gansgation Legal Name
Crganaration Statun

Bursinsrss Address

Buasiretss Agddress City HatePostsl Code
Phar Musnies

Fax Number

Email Addres s

Mailing Address

Mailing Address City State Posiad Code
Ireciusied on the publisbed bl of Acceptance Agents located on The IS webiite
Fiem Suitability Status
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Internal Revenue Service

Signing the Agreement continued

@RS

e-5ervices Online Tutorials Mailbox
Extemal Senioes Authonzation Mans [Tl }.l\{,‘.!‘t!'ﬂ'tn': EJ.I!T\'I'GI':.'
Firm: EIN;

Application Typa: Acceptance Agent Application

Agreement Summary

Agreement Typs Typs of Acoeptance Agent
Caarent Acceptance hAgend (A
Saarus

Wiw Agreement
Wiew Appendix
Sign

Thesre are T AA IocGalions appliication]s) associated with this agreement

Pending Fending Pardog
Submizsion Ae-submizsion Rowiaw e

This will direct you to the Agreement Summary page. Click the Action dropdown button and select Sign.

Maodify PIN Profile Contact Us

TOTAL

21



Internal Revenue Service

AA Agreement Confirmation

e-services Online Tutorials Mailbox

External Services Authorization Management > Agreement Summary

Firm: EIN:
Application Type: Acceptance Agent Application

Agreement Summary

Agreement Type Type of Acceptance Agent
Current \ \A:ceptance Agent (AA)
Status

Pending Agreement Approval

Location Summary

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

Pending Pending Pending
TEIE Setding e Sl Completed
o] 0 0 1

Filter Criteria

TOTAL

Modify PIN

Profile

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

Contact Us
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Internal Revenue Service

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.

@RS R

VRt A L b

i
sk i Ceguspsiios Fain 4 K 8 Py Tl e
Frapal Fatres o8 O of
E-58rVICes Cnline Tutorials Mailbox Modify PIN Profile Contact Us 1 B :":_
3 Frcapedl Cvamrn
Extiemil Senvices Authonzs Nt ¥ Agee 1 Sumimiary » Application Summary [ ek
Fomi e
Appheation Apgheaton 3 v
Firm Information  Aulhorized Users  Summary Susbimisseon o
i [ e
5 i g Corgr
Doing Butiness as Name: EIN:
Tt a0 L0 0 & e "
Application Type Agresment Type Customer 1D Agreeinent Stalus:
Tracking Mumber: Location App Oulcome Locaticn App Stalus: i3l & Fersonal InferTratinn
Tremsagamen L d al d i
il i Carme by Brw Vb el
Application Summary Print | Home - s g PR T P A —
e Fian
¥ Agreament Summary P, Sy oy ax e . Fanms
Firm Soret i
b e darrwn i L Gl -
- BEThIE
Acceptance Agent Type ket
Jo
FiemiCOrganization Legal Name e T PR |
BN
on Stahus .
Geganizat - P
Fasparshn Ce [
Baingss Address f—
Business Address City StaePostal Code
[ - i
Phone Number
Fax Number OfF
Emall Addrans: sy w5 o T
Wailing Address iy Tty e N Fesns Totse
[ L S L
Mailing Address Cify/State Postal Code ]

Inechucked on the pulbilis b st of Acceptancs Agents. located on the IS webmite a8 ars - -
Firm Suttability Statuy
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Internal Revenue Service

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.

| {gl RS‘“‘-' ¥ | Shon a0 W

e-services Online Tutorials Mailbox Modify PIN Profile Contact Us
External Services Authorization Management

Select Your Organization

Select the OIEanagation you will reprewent in (R 430N [ ACh e Beiow repe et an o fasiaion ke nbich you sre sathonited 10 periscm work By selecting an orfar Cator, you e logpng i of

External Services Authorization Management

A 2UThOnTed e of that o AnUation ard witl b abie 10 perform wors flor oniy (RAT AR BGON Yoy My Feprruent youruet! by welectng ndiadusl 10y may fiter org Anizations (o ParTow down
the Chowces Based 00 matchieg text Welcome to the External Services Authorization Management Web Application. Please select an existing application 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.

Indnadual
SHECL NN 1 ePresant yoursell B 0 INSOssl N OF MTAon- St Buthonatdend will be § Mited Manage Acceptance Agent Application

Click Continue to manage your Acceptance Agent Application.
Fumn Roles
Sebect 8 T 10 Hepreent yout of B aton a0 g 88 KA Manage e-File Application
Futew Furmy

Fater by lepai rame of apeication type stom| 0 v]entre
4 L Lo P J . J Click Continue fo

Firm * Applcation Type « View or update a current e-file application

CONTINUE
Lelacran
« Add a new location m
Setect « Replace an Authorized User

» Request reports

Organization Roles

farlect am OF AL M0n 10 represent 8 Lpeciie role for your orgamzation 3 k¢ Aton

55 F0e BOONELL, OF ACOICATON Cype ] Qom| 0 3.-» e

- IRS Privacy Policy | Glossary
Selection Organization Appication Type R-esam-webapp (version 23 12.152)
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Agreement Summary Page

Internal Revenue Service

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)

Exfernal Services Authorization Management » Agreamant Sumerasy

Firm: EIN:
Application Type:

Agreement Summary

Agresment Typs Type of Acceptance Agent
[Earrent Cariiying A

ying Accaptance Agent [CAR

proved
Appeoved Date Approved Aoosptance Agent Type AR Cormespondence Option Expiration Date
12023 [Certitying Fecasmance Agent [CAR) [Eetn | | e
o]
B4
Add Location

View Agreement
View Append:
Thiere are 2 AA CEBONS appication(s) assocabed with this agreement

Pending

Periding
Re-sabmission Review i i Lo

Pendeng
Submission

Filter Criteria

Row  Filter By

L+

Lecations (2 of 2)

Showing bems 1102002

Doing Business As
(Trade/Compary & Business Address S [ okt -

Office Code
Hime) Status S

IRS Privacy Policy | Glossary
R-gsam-webapp (version 23.12.152)

Trachkinng Number
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Internal Revenue Service

Updating Information

The PPO and PCcan update the following information:
e Doing Business As (DBA)
e Telephone/Fax Number (except for the Country Code)
e Business/Mailing Address (except for the Country Code)
e E-mail Address
e Published list of AAs
e Authorized Users: *
o Can’tupdate, add or delete the PPO.
o PCcan’treplace or delete themselves.
o Atleast one RP is required for each location to continue to operate.
e 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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Internal Revenue Service

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.

Firm; EIN:
Application Type:

Agreement Summary

Agreement Type Type of Agent

[Current | [Certifying Acceptance Agant (CAA)

Status

Approved Date Approved Acceptance Agent Type AACi Option

10172023 | [Ceartifying Acceptance Agent (CAR) | [Bath |
ACTION v

Location Summary

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

Pending Pending Pending

Submission Re-submission Review Completed LUIAE
Filter Criteria
Row  Filter By Operator Value Remove
APPLYFILTERS )
Locations (2 of 2)
Showing tems 110 2 of 2 Page 1%
Doing Business As I [ =
(Trade/Company &  Business Address = s;’:;js‘“” a  Outcome Office Code Tracking Number > View Delete
Name) - -
@
Showing ltems 1 to 2 of 2 Page 1%

RS Privacy Policy | Glossary
R-esam-webapp (version 23.12.152)

27



Internal Revenue Service

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.

@RS -

B-services Online Tutorials Mailbox Modity PIN Profile Contact Us 1 Pl P, o Qvn o

Extenal Services Authonization Managament > Agréamant Summary > Apolication Summary

Fnd g i s
* * i Foma g dim s
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i Frasire oot
b= 1 T
Doing Busingss a8 Nams: EIN:
Application Type Apgreement Type Custoemser ID: Agreement Status: N —— .
Tracking Numbed: Location App Oulcome Location App Status: irah & Fersong Informaiion
ey oren L4 al i -
Application Summary 5 Print | Hame 2 z g Py e
" o et s > B A Srumary e faw e Aacmpne g S
e fas
View Agreement Summary Frompu, Farrm = e = &
i LY ) " - - Pl
Firm L Py — | P
FVaigirile et e 1 - F il
™ U RE R A - -
Azceptance Agent Type —
——
Firm/Grganization Legal Name P i B
ELRE ==
Organzation Staby —
e T
Buding i Addiess [ e—
S5 -
Business Address City fateFostal Code
Frmmiemy e | d gl - -
Phaors Nusmined
Fax Number Ot
Emiail Addreis T g -
Mailing Address g Ly e I e
Mailing Address City PatePostal Cote . gy e
inchaded on the published kst of Acceptance Agenty iocated on the il 5 website
iy Bt 2 2 ==y -

Fiem Suitability Status

Updaie Fim Suiability Answers
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Updating Information continued

Internal Revenue Service

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.

MRS

— e | tao - Mty Py v O -
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o

Firm Information

Femie erter B Acaglon o hgnet | jpu rgensstan Sets | N Crgenssue Lege Neve (eg Busces: o1 e U1 R
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e-services Online Tutorials Mailbox Modity PIN Profile Contact Us
External Services Authorization Management » Agreement Summary > Authorized Users
Apphication Apphcation
Firm Information  Authorized Users  Summany Submis sion
Doing Business as Name: EIN:
Application Type: Agreement Type: Customer ID: Agreement Status

Tracking Number: Location App Outcome: Location App Status:

Authorized Users

Principal, Pariner or Owner of the Business: For enities with shares of interests traded o a public exchange, or which are registered with the Securities and
Exchange Commission, that individual is (a) the “principal” officer if the business is a corporation, (b) a general “partner”, if a partnership, () the “owmer” of an
enlity inat is disregarded as separale from its owner, or (d) a grantor, ovmer or trustor, if a trust. For all ather entibes, it is the person wha has a level of canirol over,
or entitiement to, the funds or assets in the entity that, as a practical matter, enabies the individual, directly o indirectly, to conirol, manage or direct the enlity and
the disposition of its funds and assets. The PrinCipal, Pariner or Owner of the Business is the named individual with responsibility and authority for the entity. They
may also designate a Principal Consent(s) who will have similar authoriy for al locations. Designating a Principal Consent is oplional

Responsibie Party: This parzon(s) designated by the Principal, Panner, or Owner of tne Business (or Principal Consent) is the only individualis), oiner than the
Principal, Partner or Ovmer of the Business (f also listed as a Responsible Party ), who has authority fo sign Form W7, Application for IRS Individual Taxpayer
Igentification 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 representad by a single Acceplance Agent (AA) appication. is permitted fo select up toten Responsible
Parties. A Responsible Party can only be a55igned to one location at a time. A minimum of one Responsible Party is required for each location in order for that
Iocation o remain aciive

Principal Consent: The individual with similar authorities as the Principal, Partner. or Ovwner of the Business including adding or modifying Responsitie Parties
and submissioniresubmission of applications and signing the jutat on behall of the Principal, Partner, or Ovmer. This indiidual can't be the Principal, Partner, o
Qwner of the Business, Responsible Party (RP), Primary Contact, or Alternate Contact on this application

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

Authorized User(s)

Snowng fers 1103013 Page 1%
Roleld Hame T sswmm T Phoad Extension View 23 Celete
@ P
3 -]
] ® ’ o
Sncwing lems 1103 of 2 Fageiv

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

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.

(]

Responsible Parties must notify the IRS within 30 days of all changes to the Professional

Credentials they originally submitted on this application.

Professional Credentials

180f8 Page, 1 | v Next>>>

Type State License Expires Expiration Edit Delete
EA No. Date

Attornsy Rhode Island | 12345 Does Expire 12/31/2099 ’

Bank Official N/A N/A Does Not Expire | N/A

CPA Texas xc-00000-xx | Does Expire 12/31/2099

Enrolled Agent N/A P1234567 | Does Not Expire | N/A ’

ERO NiA 12345 Does Not Expire | N/A ’

Officer of a Publicly = N/A N/A Does Not Expire | N/A

Held Corporation

Other N/A N/A Does Not Expire . N/A ’

Tax Preparer N/A P1234567 | Does Expire 12/31/2023

1-80f8 Page | 1 |v Next>»>

Add Credential

Select v

o |
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Internal Revenue Service

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.

External Services Authorization Management > Agreement Summary

Firm: EIN:
Application Type:

Agreement Summary

Agreement Ty Type of Acceptance Agent
Current Gertifying Accepiance Agent (CAA)

Status

Approved Date Approved Agent Type AAC Option Expiration Date
[Forr2023 | [Certying Aczeptance Agent (CAA) Both | 1203112027
| v |
v
|
Add Location
| View Agreement
View Appendix

There are 2 AATocations application(s) associated with this agreement.

Pending Pending Pending
Submission Re-submission Review

Completed TOTAL

Filter Criteria

Row  Filter By Operator valus Remove

APPLY FILTERS >

Locations (2 of 2)

Showing ems 1102 of 2 Page 1%

Doing Business As o
rade/Company &  Business Address s a Outcome ice Code racking Number = iew ele
(Trade/C Business Add =t Out Office Code Tracking Numbs Vi Delete
Name) i -

Showing ltems 110 2 of 2 Page 1%

IRS Privacy Policy | Glossary
R-esam-webapp (version 23.12.152) 30



Internal Revenue Service

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 1° of the expiring year, a warning message and option to renew the agreement is displayed. Click the Renew button.

Firm: EIM
Application Type:

Agreement Summary

"Ly Your agreement is about to expire at the end of this year. To start n\-.-hil'.-:_r on your renawal agresmant, click on the Renew button
Agreement Type Type of Acceptance Agent RENEW
Current | | Cortifying Acceplance Agent (CAA) |
Status
A0 cred
Approwed Date Approved Acceptance Agent Type AA Correspondence Opbon Experation Date
10032023 ] Certfng Acceplanoe ~pent (CAA | el a0t Chnly ] (1273072023
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Internal Revenue Service

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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Internal Revenue Service

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.

m[ RS P Agreement Summary

B-Sarvices Online Tutornals Mailbax Modify PIM Profie Contact Us W) Togo back to the current agreement summary, click on the View Current Agreement Summary button.
Exiarnal Services Autho mand 3 Agreemant Summary > Application Summary
Agreement Type Type of Agent
Applestion rr— [Renewal ] [Acceptance Agent (AA) | VIEW CURRENT AGREENENT SUMMARY
Firm Information Authorized Users  Sammany Sartumiis g0 Status.
[Submitied
Doing Business as Namae: EIN:
Application Type Agreement Type Customer ID: Agresiment Status:
Tracking Numbes: Location App Oulcome: Location App Status. Add Location
Location Summary
Application Summary B e i
There are 1 AA location icati i deleted/closed i i with this agr
niding Pendin, Pendiny
Sl vl eaion Rivion omwietod oo BOTAL
Firm 0 0 1 0 [] 1
Acceptance Agent Type
Firm/Ovganization Legal Name Filter Criteria
Organitation Statuy
Row Filter By Operator Value Remove
Business Aedress o

Business Address City StaePostal Code:
APPLY FILTERS )
Phire Nusmiber

Fax Numbss
Email Addowis Locations (1 of 1)
Mailing Address

Showing lems 1101 of 1 Page1w

Mailing Address City State Postal Code
iling iy Doing Business As.

A  Location -

(Trade/Compan’ - Business Address - Qutcome Office Code Tracking Number - View Delete
Inciuded on the published Bt of Acceptance Agents locabed on the IS webrite Ulparomosm " o Status = 2
Firm Suitsbility Status © o
Showing tems 110 1 of 1 Page1w
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Adding Additional Locations continued

This will again bring you to the Firm Information page. You and your RPs will Agreerment Summary
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. e ppetcpetgen
During this time, your current agreement is still active and can be viewed by st .

clicking the View Current Agreement Summary button. . "

Location Summary

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

There are  AA location application(s) (incleding deleted/closed locations) associated wish this agreement

Pending Pending Pending

Submission Resubmission Review e e HL
and approved it becomes the current agreement, and:
Filter Criteria
e The prioragreementis nolongersearchable in ESAM. —
o ner By Operator Value Remave
e The previous location applications associated with the prior agreement ©
are deleted.
e Any previous locations that weren’t included in the renewal Locations (16 1)
agreement cannot operate (submit W7s as an Acceptance Agent). Shovg s 11 1011 Pagety
s oiand 4 &  Location Outcome Office Code Tracking Namber *  Vew Delete
e Additional location applications can continue to be added to the N R i
@ o
renewal agreement. Showng Mems 1101 0f 1 Page v
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