
An Employer Identification Number (EIN) is a unique nine-digit number assigned by the Internal Revenue Service to 
identify a business entity. It is also called a Federal Tax Identification Number or a Federal Employer Identification 
Number. 

I DON’T HAVE EMPLOYEES. DO I NEED AN EIN? 

Even if your company doesn’t have employees, you may need an EIN. The IRS provides a questionnaire to help you 
determine if one is necessary for your company. 

WHO IS THE RESPONSIBLE PARTY? 

Per the IRS, the responsible party is “the person who ultimately owns or controls the entity or who exercises ultimate 
control over the entity”. Additional information can be found in the instructions for the SS-4 form on pages 6-11. 
“Responsible party” is defined on page 8. 

WHAT IS A THIRD-PARTY DESIGNEE? 

The third-party designee is an individual that the company has authorized to answer questions about the SS-4 and 
receive the EIN on behalf of the company. The designee’s authority ends when the EIN is assigned and released to the 
designee. 

HOW DO I LIST CAPITOL SERVICES AS THE THIRD-PARTY DESIGNEE? 

The IRS requires that a specific individual be listed as the designee. Please leave the designee’s name field blank on 
both the Authorization Statement and SS-4 application. We will provide you with the name of the person assisting 
when we receive your documents. 

I HAVE THE SS-4 APPLICATION AND AUTHORIZATION STATEMENT READY TO 
GO. HOW DO I SUBMIT IT? 

Access our Business Compliance Manager system (CapitolBCM), to securely upload the application and authorization 
statement. Please do not send any documents that contain sensitive information by email. 
Once we are in receipt of your documents, we will submit the Application for Employer Identification Number to the 
IRS and provide you with the EIN number. If we discover any issues with your application, our knowledgeable team 
will reach out to you by email or phone. 

Our EIN experts are available to help you with any questions you may have. Contact us by email at 
orders@capitolservices.com or by phone at 800.345.4647. 

Disclaimer: Nothing in this document should be construed as legal advice. This is provided for informational purposes only. 

APPLICATION FOR EMPLOYER 
IDENTIFICATION NUMBER (SS-4) 
INFORMATION AND INSTRUCTIONS 

WHAT IS AN EMPLOYER IDENTIFICATION 
NUMBER? 

https://www.irs.gov/businesses/small-businesses-self-employed/do-you-need-an-ein
https://www.capitolservices.com/resources/ein/
mailto:orders@capitolservices.com?subject=EIN%20Inquiry


AUTHORIZATION STATEMENT 
THIRD PARTY DESIGNEE 

I understand that my signature on IRS Form SS-4 Application for Employer Identification Number 

(the �Application�) authorizes ________________________________________, employee of Capitol 

Services, LLC, to apply for and receive an Employer Identification Number (�EIN�) on behalf of 

_______________________________________________________________________________________ 

(legal name of entity or individual for whom the EIN is being requested) and to answer questions 

about the completion of the Application.   

Name and Title: ______________________________________________________ 

Signature: _____________________________________ 

Date: _________________________________________ 

ADDITIONAL EIN APPLICATION DATA
(Required by IRS)

Company Telephone Number:  (_____)  _______________________ 
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