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Instructions for Completing Form 13551
Application to Participate in the IRS Acceptance Agent Program

General Instructions

Purpose of this Form. All persons who wish to participate in the TIN (Taxpayer
Identification Number) Acceptance Agent Program must apply by completing this
application.
What is an Acceptance Agent/Certifying Acceptance Agent. Acceptance agents
are individuals or entities (colleges, financial institutions, accounting firms, etc.) that
have entered into formal agreements with the IRS that permit them to assist alien
individuals and other foreign persons with obtaining TINs. The type of duties that you
are permitted to perform is based upon your application to become an acceptance
agent or a certifying acceptance agent. (See Revenue Procedure 2006-10 for
additional information.)
Who may Apply. Persons eligible to become acceptance agents include a financial
institution defined in section 265(b)(5) of the Internal Revenue Code (Code) or
§1.165-12(c)(1)(iv) of the regulations, a college or university that is an educational
organization defined in §1.501(c)(3)-1(d)(3)(i), a federal agency defined in section
6402(g) of the Code, persons that provide assistance to taxpayers in the preparation
of their tax returns, and any other person or categories of persons that may be
authorized by regulations or IRS procedures. An eligible person may be a U.S. person
or a foreign person.
When to Apply. All new and renewal applications will only be accepted during the
program’s “open season” which is May 1 through August 31 each year. Therefore, if
your AA Agreement is due to expire during the current year, it is important to submit a
new application during the open season so that the operations of your business are
not interrupted. It can take up to four months from the time that you submit your
application, to receive your approved Acceptance Agent Agreement from IRS.
How to Apply. All new and renewing persons will be required to complete Form
13551 (Application to Participate in the IRS Acceptance Agent Program). In addition,
there must be an attached fingerprint card or proof of professional status for each
individual listed on Line 5 as an Authorized Representative (see instructions for Line
10). Prior to applying for Acceptance Agent Status, mandatory training must be
completed and the self-certification at the end of the training must be signed and
attached to your Form 13551 when submitting it to IRS. The training is available online
at www.IRS.gov. and can be accessed by entering “How to become an Acceptance
Agent” in the search feature in the upper right corner of the IRS home page. Note:
Your application to become an Acceptance Agent will not be processed without an
attached, signed, self-certification.
When to Update Information. Acceptance Agents must notify the IRS within 30 days
of all changes to the information they originally submitted on Form 13551, Application
to Participate in the IRS Acceptance Agent (AA) Program, by completing another Form
13551 and checking the “amended” box. This is important for several reasons. If
information is not up-to-date on our database, you may not receive important IRS
information or correspondence. Be sure to fully complete the application changmg only
the information that is different from that submitted on the original Form 13551. The
revised Form 13551 will not change your address of record for tax purposes, nor WI|| it
automat;cally update information associated with your EIN (Employer’s Identification
Number).
Where to Apply. Send Form 13551, along with your completed fingerprint card or
evidence of professional status, if required, and training certification to:

Internal Revenue Service

3651 S. IH 35

Stop 6380AUSC

Austin, TX 78741
Note: Be sure that your application has been fully completed and contains the
signature of the authorized representative and principal, partner or owner of the
business. (See instructions for Line 20.)
Who to Contact for Assistance. If you need additional assistance in completing this
application you can call the ITIN Policy Section at (404) 338-8963 where someone will
be available to assist you. For additional information about Acceptance Agents, refer to
Revenue Procedure 2006-10. For additional information about the Form W-7, see
Publication 1915 Understanding Your Individual Taxpayer Identification Number - ITIN.

How To Complete The Form

Check the applicable box to indicate if you are (1) a NEW applicant, (i.e. the first time
that the Business is applying for Acceptance Agent/Certifying Acceptance Agent
status), (2) seeking Renewal of a AA/CAA Agreement that will or has expired or (3)
Amending information on a Business that is already an AA/CAA (i.e. submitting an
application for a new authorized representative; changing primary or alternate
contacts, etc.) See Revenue Procedure 2006-10 for additional information on
Acceptance Agents. For additional information on submitting an amended application,
see “When to Update Information” above.

Line 1. Check the box which best describes the professional status of the business. If
the “Other” box is checked, please insert a brief explanation that best describes the
professional status. Also check the box that best describes the organizational status of
the applicant. If the "Other" box is checked, please insert a brief explanation that best
describes the organizational status. If you are applying for Acceptance Agent status as
a nonprofit organization, attach a copy of your IRS exemption letter.

Line 2. Enter the legal name of the business and the name of the principal, partner or
owner of the business along with their PTIN (Preparer Identification Number) if one
was issued. If your firm is a sole proprietorship, enter the name of the sole proprietor.
If the applicant is an entity, provide the state, including the District of Columbia (or if
outside the United States, the country under whose laws the entity was created or
organized). If submitting an amended application and the legal name of the business
is not changing, be sure this entry is identical to the one on your original application.
The Principal, Partner or Owner of the business is defined below: For entitles 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.

Line 3. If the business is already an authorized IRS e-file provider, enter the EFIN
(Electronic Filing Identification Number). An authorized IRS e-file provider is a business
(sole proprietorship, partnership, corporation or other entity) that has been

accepted into the IRS e-filing program and has been assigned an electronic filing
identification number.

Line 4. Enter the IRS issued Employer Identification Number (EIN). Note: All
businesses must obtain an EIN before submitting your application.

Line 5. Enter the name, title and email of the authorized representative. This person
will be the official point of contact with the IRS and is responsible for ensuring that all
requirements of the Acceptance Agent program are followed. They are the only
individuals, other than the principal, partner or owner, who have authority to sign the
Certificates of Accuracy. Each business is permitted to select up to ten authorized
representatives. If you need extra space to add additional authorized representatives
for the business location listed on Page 1, or for additional business locations, use the
continuation sheet attached to the Form 13551.

Line 6. Enter the date of birth of the authorized representative of the business listed
on Line 5. This information should be entered in mm/dd/yyyy format (i.e. April 15,
1950, should be entered as 04/15/1950).

Line 7. Enter the Social Security Number or TIN of the authorized representative of
the business. If you are a foreign national living outside the U.S. and do not have an
SSN or ITIN, please enter N/A

Line 8. Enter the complete home address of the authorized representative of the
business (street, city/county, state/country and zip code/foreign postal code).

Line 9. Check the box which describes the legal status (in the U.S.) of the person
entered on line 5. Attach a copy of the green card or visa, if you are not a U.S. citizen
but are residing in the U.S.

Line 10. Each individual listed as a responsible party, authorized representative of
alternate contact of the business must have attained the age of 21 as of the date of this
application. If the authorized representative is an attorney, CPA or enrolled agent, but
not a certified Electronic Return Originator (ERO), evidence of U.S. professional status
may be submitted in lieu of the fingerprint card. The following persons are exempt from
the fingerprinting requirement: a financial institution within the meaning of I.R.C.
265(b)(5) or Treasury Regulations 1.1 65-1 2(c)(1)(iv), a college or university that
qualifies as an educational organization under Treasury Regulations 1.501 (c)(3)-
(d)(3)(i), a casino, a government agency or military organization and an ERO in good
standing with the IRS. However, all who are EROs must submit proof of ERO status in
order to be exempted from the fingerprinting requirement. (Evidence of your
professional status or ERO status may be obtained by contacting the issuing authority.)
Note: Individuals CANNOT take their own fingerprints.

The fingerprint card used for the Acceptance Agent Program is unique, and should be
obtained by calling the IRS Austin Campus at 1-866-255-0654. If the authorized
representative of the business changes, the business must submit an amended
application, including a new fingerprint card, if required, for the authorized
representative. Your application will not be processed if you do not provide a
completed fingerprint card or evidence of professional status and the original signature
of both the authorized representative and the principal, partner or owner or owner of
the business. Faxed copies of this application will not be accepted. If you answered
“Yes” to the suitability question in box 10, please provide an explanation including
dates and circumstances.

Line 11. For the purpose of becoming acceptance agent, if a “doing business as”
(DBA) name is used other than the name provided on Line 2, enter that information
here and include a brief explanation. Use an additional sheet of paper if you need
more space. Note: The business will be authorized to operate as an AA/CAA only
under the name provided here or on Line 2.

Line 12. Enter the complete street address, city/county, state/country and zip
code/foreign postal code where the business is located. Note: A post office box (P.O.
Box) will not be accepted as part of the address.

Line 13. Enter the telephone number fax number, and email address of the business.
If, in addition to the business telephone, there is another number where you would like
to be contacted by IRS, you may enter that information on this line also, notating that it
is the alternative telephone number.

Line 14. This line should be completed only if you are using a business mailing
address that is different from the address entered on Line 12

Line 15. Check the “yes” or “no” box to indicate if the business provides tax related
services year round (January through December). If the answer is “no”, provide a brief
explanation why the business does not provide tax related services year round.

Line 15a. Enter the volume of Forms W-7 that you anticipate filing during a 12 month
calendar period.

Lines 16 and 17. Enter the name of the primary and alternate contact(s) only if
different than the authorized representative(s) of the business (individual listed on Line
5 or on the continuation sheet(s) to the application). This is the person that has been
authorized by the business to contact the ITIN Operations to inquire about the status
of W-7 applications, but they are not permitted to sign the Form W-7(COA). Also
provide the person’s business title, telephone and fax numbers and their email
address. Each business location may have one primary and one alternate contact.

Line 18. You may attach a separate statement to provide a detailed description of the
activities performed by the business which would validate this request for Acceptance
Agent status. For example, a tax preparation firm preparing U.S. federal income tax
returns for nonresident alien real estate investors who do not qualify for an SSN,
would establish your purpose for applying for entry into the AA Program.

Line 19. If the business performs tax return preparation, the principal, partner or
owner of the business may request to be included on a public list of acceptance
agents published by the IRS on its website.

Lines 20 and 21. Both the authorized representative and the principal, partner or
owner must print and sign their name to this application. By signing the application you
are authorizing the Internal Revenue Service to conduct suitability checks as
referenced in the Revenue Procedure.

Line 22. Enter the date that this application is signed.

Pages 3 and 4 — (Continuation sheets)

Note: Must be attached to a Form 13551 when submitted to IRS.

Use pages 3 and 4 to add additional authorized representatives or a primary and
alternate contact for a business location. If the business operates at more than one
location, use a separate continuation sheet for each additional office.

The continuation pages must also be signed and dated by the Principal, Partner or
Owner of the Business (signature space provided on page 4) and each additional
authorized representative, pursuant to the signature requirements for Form 13551,
Lines 20 and 21.

Form 13551 (Rev. 2-2011) Catalog Number 38262Q

Department of the Treasury—Internal Revenue Service




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments true
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)
    /HUN <>
    /ITA <>
    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /ConvertToCMYK
      /DestinationProfileName ()
      /DestinationProfileSelector /DocumentCMYK
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure false
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles false
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /DocumentCMYK
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /UseDocumentProfile
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice




