
Form SS-4 Instructions 
General Instructions 

Section references are to the Internal Revenue Code unless otherwise noted. 

Purpose of Form 

Use Form SS-4 to apply for an employer identification number (EIN). An EIN is a 
nine-digit number (for example, 12-3456789) assigned to sole proprietors, 
corporations, partnerships, estates, trusts, and other entities for tax filing and 
reporting purposes. The information you provide on this form will establish your 
business tax account. 

Caution: An EIN is for use in connection with your business activities only. 
Do NOT use your EIN in place of your social security number (SSN). 

Who Must File 

You must file this form if you have not been assigned an EIN before and: 

• You pay wages to one or more employees including household 
employees.  

• You are required to have an EIN to use on any return, statement, or other 
document, even if you are not an employer.  

• You are a withholding agent required to withhold taxes on income, other 
than wages, paid to a nonresident alien (individual, corporation, 
partnership, etc.). A withholding agent may be an agent, broker, fiduciary, 
manager, tenant, or spouse, and is required to file Form 1042, Annual 
Withholding Tax Return for U.S. Source Income of Foreign Persons.  

• You file Schedule C, Profit or Loss From Business, Schedule C-EZ, Net 
Profit From Business, or Schedule F, Profit or Loss From Farming, of 
Form 1040, U.S. Individual Income Tax Return, and have a Keogh plan or 
are required to file excise, employment, or alcohol, tobacco, or firearms 
returns. 

The following must use EINs even if they do not have any employees: 

• State and local agencies who serve as tax reporting agents for public 
assistance recipients, under Rev. Proc. 80-4, 1980-1 C.B. 581, should 
obtain a separate EIN for this reporting.  

• Trusts, except for the following: 
1. Certain grantor-owned revocable trusts. (Refer to the Instructions for 
Form 1041, U.S. Income Tax Return for Estates amd Trusts.) 
2. Individual retirement arrangement (IRA) trusts, unless the trust has to 
file Form 990-T, Exempt Organization Business Income Tax Return. 
(Refer to the Instructions for Form 990-T.)  

• Estates  



• Partnerships  
• REMICs (real estate mortgage investment conduits) (Refer to the 

Instructions for Form 1066, U.S. Real Estate Mortgage Investment 
Conduit Income Tax Return.)  

• Corporations  
• Nonprofit organizations (churches, clubs, etc.)  
• Farmers' cooperatives  
• Plan administrators (A plan administrator is the person or group of 

persons specified as the administrator by the instrument under which the 
plan is operated.) 

When to Apply for a New EIN 

New Business. If you become the new owner of an existing business, do not 
use the EIN of the former owner. If you already have an EIN, use that number. If 
you do not have an EIN, apply for one on this form. If you become the "owner" of 
a corporation by acquiring its stock, use the corporation's EIN. 

Changes in Organization or Ownership. If you already have an EIN, you may 
need to get a new one if either the organization or ownership of your business 
changes. If you incorporate a sole proprietorship or form a partnership, you must 
get a new EIN. However, do not apply for a new EIN if: 

• You change only the name of your business,  
• You elected on Form 8832, Entity Classification Election, to change the 

way the entity is taxed, or  
• A partnership terminates because at least 50% of the total interests in 

partnership capital and profits were sold or exchanged within a 12-month 
period. (Refer to Regulations section 301.6109-1(d)(2)(iii).) The EIN for 
the terminated partnership should continue to be used. 

Note: If you are electing to be an "S corporation," be sure you file Form 
2553, Election by a Small Business Corporation. 

File Only One Form SS-4. File only one Form SS-4, regardless of the number of 
businesses operated or trade names under which a business operates. However, 
each corporation in an affiliated group must file a separate application.  

Specific Instructions 
The instructions that follow are for those items that are not self-explanatory. 
Enter N/A (nonapplicable) on the lines that do not apply. 

Line 1. Enter the legal name of the entity applying for the EIN exactly as it 
appears on the social security card, charter, or other applicable legal document. 

Individual. Enter your first name, middle initial, and last name. If you are a sole 
proprietor, enter your individual name, not your business name. Enter your 
business name on line 2. Do not use abbreviations or nicknames on line 1. 

Trust.s. Enter the name of the trust. 



Estate of a decedent. Enter the name of the estate. 

Partnerships. Enter the legal name of the partnership as it appears in the 
partnership agreement. Do not list the names of the partners on line 1. Refer to 
the specific instructions for line 7. 

Corporations. Enter the corporate name as it appears in the corporation charter 
or other legal document creating it. 

Plan administrators. Enter the name of the plan administrator. A plan 
administrator who already has an EIN should use that number. 

Line 2. Enter the trade name of the business if different from the legal name. The 
trade name is the "doing business as" name. 

Note: Use the full legal name on line 1 on all tax returns filed for the entity. 
However, if you enter a trade name on line 2 and choose to use the trade 
name instead of the legal name, enter the trade name on all returns you file. 
To prevent processing delays and errors, always use either the legal name 
only or the trade name only on all tax returns. 

Line 3. Trusts enter the name of the trustee. Estates enter the name of the 
executor, administrator, or other fiduciary. If the entity type applying has a 
designated person to receive tax information, enter that person's name as the 
"care of" person. Enter the first name, middle initial, and last name. 

Line 7. Enter the first name, middle initial, last name, and SSN of a principal 
officer if the business is a corporation; of a general partner if a partnership; of the 
owner of a single member entity that is disregarded as an entity separate from its 
owner; or of a grantor, owner, or trustor if a trust. If the person in question is an 
alien individual with a previously assigned individual taxpayer identification 
number (ITIN), enter the ITIN in the space provided, instead of an SSN. You are 
not required to enter an SSN or ITIN if the reason you are applying for an EIN is 
to make an entity classification election (refer to Regulations section 301.7701-1 
through 301.7701-3), and you are a nonresident alien with no effectively 
connected income from sources within the United States. 

Line 8a. Select the choice from the drop down list that best describes the type of 
entity applying for the EIN. If you are an alien individual with an ITIN previously 
assigned to you, enter the ITIN in place of a requested SSN. 

Caution: This is not an election for a tax classification of an entity. Refer to 
"Limited liability company" below. 

Sole proprietor. Select this entity type if you file Schedule C, C-EZ, or F (Form 
1040) and have a qualified plan, or are required to file excise, employment, or 
alcohol, tobacco, or firearms returns, or are a payer of gambling winnings. Enter 
your SSN (or ITIN) in the space provided. If you are a nonresident alien with no 
effectively connected income from sources within the United States, you do not 
need to enter an SSN or ITIN. 



Personal service corporation. Select this choice from the drop down list if the 
entity is a personal service corporation. An entity is a personal service 
corporation for a tax year only if: 

• The principal activity of the entity during the testing period (prior tax year) 
for the tax year is the performance of personal services substantially by 
employee-owners, and  

• The employee-owners own at least 10% of the fair market value of the 
outstanding stock in the entity on the last day of the testing period. 

Personal services include performance of services in such fields as health, law, 
accounting, or consulting. For more information about personal service 
corporations, refer to the Instructions for Forms 1120 and 1120-A, and Pub. 542 
Corporations. 

Other corporation. This choice is for any corporation other than a personal 
service corporation. 

Line 9. Select only one choice from the list. 

Started new business. Select this choice if you are starting a new business that 
requires an EIN. If you select this reason, enter the type of business being 
started. Do not apply if you already have an EIN and are only adding another 
place of business. 

Hired employees. Select this choice if the existing business is requesting an EIN 
because it has hired or is hiring employees and is therefore required to file 
employment tax returns. Do not apply if you already have an EIN and are only 
hiring employees. For information on the applicable employment taxes for family 
members, refer to Circular E, Employer's Tax Guide (Publication 15). 

Created a pension plan. Select this choice if you have created a pension plan 
and need this number for reporting purposes. Also, enter the type of plan. 
Note: Select this choice if you are applying for a trust EIN when a new pension 
plan is established. 

Changed type of organization. Select this choice if the business is changing its 
type of organization, for example, if the business was a sole proprietorship and 
has been incorporated or has become a partnership. If you select this choice, 
specify in the space provided the type of change made, for example, "from sole 
proprietorship to partnership." 

Purchased going business. Select this choice if you purchased an existing 
business. Do not use the former owner's EIN. Do not apply for a new EIN if you 
already have one. Use your own EIN. 

Created a trust. Select this choice if you created a trust, and enter the type of 
trust created. For example, indicate if the trust is a nonexempt charitable trust or 
a split-interest trust. 

Note: Do not select this choice if you are applying for a trust EIN when a 
new pension plan is established. Select "Created a pension plan." 



Exception: Do not file this form for certain grantor-type trusts. The trustee 
does not need an EIN for the trust if the trustee furnishes the name and TIN 
of the grantor/owner and the address of the trust to all payors. Refer to the 
Instructions for Form 1041 for more information. 

Other (specify). Select this choice if you are requesting and EIN for any other 
reason, and enter the reason. 

Line 10. If you are starting a new business, enter the starting date of the 
business. If the business you acquired is already operating, enter the date you 
acquired the business. Trusts should enter the date the trust was legally created. 
Estates should enter the date of death of the decedent whose name appears on 
line 1 or the date when the estate was legally funded. 

Line 11. Enter the last month of your accounting year or tax year. An accounting 
or tax year is usually 12 consecutive months, either a calendar year or a fiscal 
year (including a period of 52 or 53 weeks). A calendar year is 12 consecutive 
months ending on December 31. A fiscal year is either 12 consecutive months 
ending on the last day of any month other than December or a 52-53 week year. 
For more information on accounting periods, refer to Pub. 538, Accounting 
Periods and Methods. 

Individuals. Your tax year generally will be a calendar year. 

Partnerships. Partnerships generally must adopt one of the following tax years: 

• The tax year of the majority of its partners,  
• The tax year common to all of its principal partners,  
• The tax year that results in the least aggregate deferral of income, or  
• In certain cases some other tax year. 

Refer to the Instructions for Form 1065, U.S. Partnership Return of Income, for 
more information. 

REMIC. REMICs must have a calendar year as their tax year. 

Personal service corporations. A personal service corporation generally must 
adopt a calendar year unless:  

• It can establish a business purpose for having a different tax year, or  
• It elects under section 444 to have a tax year other than a calendar year. 

Trusts. Generally, a trust must adopt a calendar year except for the following:  

• Tax-exempt trusts,  
• Charitable trusts, and  
• Grantor-owned trusts. 

Line 12. If the business has or will have employees, enter the date on which the 
business began or will begin to pay wages. If the business does not plan to have 
employees, leave blank. 



Withholding agent. Enter the date you began or will begin to pay income to a 
nonresident alien. This also applies to individuals who are required to file Form 
1042 to report alimony paid to a nonresident alien. 

Line 13. For a definition of agricultural labor (farmwork), refer to Circular A, 
Agricultural Employer's Tax Guide (Publication 51). 

Line 14. Generally, enter the exact type of business being operated (for 
example, advertising agency, farm, food or beverage establishment, labor union, 
real estate agency, steam laundry, rental of coin-operated vending machine, or 
investment club). Also state if the business will involve the sale or distribution of 
alcoholic beverages. 

Governmental. Enter the type of organization (state, county, school district, 
municipality, etc.). 

Nonprofit organization (other than governmental). Enter whether organized 
for religious, educational, or humane purposes, and the principal activity (for 
example, religious organization - hospital, charitable). 

Mining and quarrying. Specify the process and the principal product (for 
example, mining bituminous coal, contract drilling for oil, or quarrying dimension 
stone). 

Contract construction. Specify whether general contracting or special trade 
contracting. Also, show the type of work normally performed (for example, 
general contractor for residential buildings or electrical subcontractor). 

Food or beverage establishments. Specify the type of establishment and state 
whether you employ workers who receive tips (for example, lounge-yes). 

Trade. Specify the type of sales and the principal line of goods sold (for example, 
wholesale dairy products, manufacturer's representative for mining machinery, or 
retail hardware). 

Manufacturing. Specify the type of establishment operated (for example, 
sawmill or vegetable cannery). 

Privacy Act and Paperwork Reduction Act Notice 

We ask for the information on this form to carryout the Internal Revenue laws of 
the United States. We need it to comply with section 6109 and the regulations 
thereunder which generally require the inclusion of an employer identification 
number (EIN) on certain returns, statements, or other documents filed with the 
Internal Revenue Service. Information on this form may be used to determine 
which Federal tax returns you are required to file and to provide you with related 
forms and publications. We disclose this form to the Social Security 
Administration for their use in determining compliance with applicable laws. We 
will be unable to issue an EIN to you unless you provide all of the requested 
information, which applies to your entity. 

You are not required to provide the information requested on a form that is 
subject to the Paperwork Reduction Act unless the form displays a valid OMB 



control number. Books or records relating to a form or its instructions must be 
retained as long as their contents may become material in the administration of 
any Internal Revenue law. Generally, tax returns and return information are 
confidential, as required by section 6103.  

 


