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BEFORE REQUESTING A NEW EIN FOR A
CURRENT OR FORMER CDS CONSUMER

If the Vendor is accepting a Consumer who was previously serviced by another
Vendor, the Vendor should first determine whether the Consumer already has an
EIN prior to assisting the Consumer in applying for a new EIN.

Because of past failures by Vendors to properly follow IRS procedures, the
Consumer may be unaware that they already have an EIN for CDS participation.

The Vendor may be able to acquire the Consumer’s CDS EIN(s) from MO DHSS or
the prior Vendor(s).

To make absolutely sure the Consumer does not already have an EIN, the Vendor
and the Consumer should jointly call the IRS Business & Specialty Tax Line at
800-829-4933. The hours of operation are 7:00 a.m. - 7:00 p.m. local time, Monday
through Friday.

— The Consumer will need to be on the call to verify their identity as the “Responsible Party,”
provide identifying information (SSN, D/O/B, etcetera), and authorize the Vendor to receive
such information.

— The IRS employee should be able to verify whether the Consumer is currently a “Responsible
Party” for any active EIN(s), and, if so, provide said EIN verbally and/or in writing via fax or
mail to both the Vendor and Consumer.

— The Vendor and Consumer should request confirmation of any active EIN(s) in writing.

— Additionally, the Vendor and Consumer should request information on the current address of
record and any trade name(s) listed for the EIN(s).



BEFORE REQUESTING A NEW EIN FOR A
CURRENT OR FORMER CDS CONSUMER

If the Consumer already has one or more EIN(s) for which they are the
“responsible party,” the Vendor should determine which, if any, EIN(s)
are for CDS purposes. For such EINs, the Vendor should:

e Determine the address of record for the EIN(s).

Vendors will sometimes request EINs with the Consumer as the responsible party, but
with the address of record for the EIN as the Vendor’s business address. This is WRONG.

Because the Consumer is the “responsible party” for the EIN, the Consumer will be
liable for any mistakes or inaction on the part of the Vendor.

Consumer EIN(s) for participation in CDS should always be registered at an address
where the Consumer can receive mail. This way, the Consumer will receive notice if
there is any problem with the EIN.

e Determine whether any of the EIN(s) are registered with a trade
name:

Vendors will sometimes list their business name as the trade name under which the
Consumer EIN is operating. This is WRONG.

The Consumer EIN is tied to, and should follow, the Consumer throughout their
participation in CDS. Listing a trade name on the EIN is an inappropriate way to indicate
a relationship between the Consumer and the Vendor. While it is not directly
detrimental to the Consumer, it may be an indicator that past Vendors did not properly
acquire agent authority for the Consumer’s EIN. This concept is discussed in later slides.



BEFORE REQUESTING A NEW EIN FOR A
CURRENT OR FORMER CDS CONSUMER

If the Consumer has an EIN, or multiple EINs, with these issues, the Vendor and
Consumer should:

1. Close all but one EIN account by sending the IRS a letter to:

Internal Revenue Service
Cincinnati, Ohio 45999

The letter should include the complete legal name of the entity / entities,
the EIN(s), the business address(es), and the reason for closing the
account(s) (i.e., multiple EINs improperly requested for a CDS participant by
Vendors). It may be advisable to include the Consumer’s SSN, birthdate, and
a copy of the Consumer’s driver’s license to be sure their identity is verified
as the “responsible party” for the EIN.

2.  For the EIN the Consumer will keep, if the address of record is not the
Consumer’s current address, compete and file a Form 8822-B
(https://www.irs.gov/pub/irs-pdf/f8822b.pdf) using the information
received from the IRS Business & Specialty Tax Line.



https://www.irs.gov/pub/irs-pdf/f8822b.pdf

COMPLETING FORM SS§-4

A Vendor should only assist a Consumer in completing a form SS-4
application for EIN if the Vendor has verified the Consumer does not
currently have an EIN for CDS participation purposes.

Form SS-4 is available at https://www.irs.gov/pub/irs-pdf/fssa.pdf
The instructions for the form are available at https://www.irs.gov/pub/irs-pdf/issa.pdf

Line 1 (Name of Entity): Put the legal name of the Consumer;
Line 2 (Trade name): Leave blank. Do NOT put the Vendor’s name;
Line 3 (“care of” name): Leave blank.

Line 4a & 4b (Mailing Address): Put the address at which the
Consumer receives mail.

Line 5a & 5b (Street Address): Put the address at which the Consumer
lives, if different from mailing address. Otherwise leave blank.



https://www.irs.gov/pub/irs-pdf/fss4.pdf
https://www.irs.gov/pub/irs-pdf/iss4.pdf

COMPLETING FORM SS§-4

Line 6 (County/State of Business): Put the county and state in which
the Consumer lives.

Lines 7a & 7b (Responsible Party): Put the Consumer’s name and social
security number.

Line 8a: Check “No.” Leave 8b and 8c blank.

Line 9a (Type of Entity): Check “Other,” on the line list the type as “CDS
Participant — Forms 940, 941, and W-2.”

Line 9b (State of Incorporation): Leave blank.

Line 10 (Reason for Applying): Check “Other,” on the line list the
reason as “New Consumer-Directed Services (CDS)
Participant.”

Line 11 (Date Business Started): List the date the Consumer began, or
will begin, receiving CDS services.

Line 12 (Closing Month of Accounting Year): December.




COMPLETING FORM SS§-4

Line 13 (Highest Number of Employees Expected): Estimate the
number of different home health aides anticipated to provide
services to the Consumer.

Line 14: Do not check, unless you believe the Consumer will incur

$1,000 or less in employment tax liability (54,000 or less in
total wages) for services received.

Line 15 (First Date Wages Paid): List the first date health aides were
paid for providing services to the Consumer or the anticipated
first date health aides will be paid for providing services to the
Consumer.

Line 16 (Principal Activity): Check “Other,” on the line list “Consumer
Directed Services Recipient.”

Line 17 (Principal Services Provided): “Self-directed Medicaid Services
Recipient through Missouri Dept. Health & Senior Services; no
services provided or products produced.”




COMPLETING FORM SS§-4

Line 18 (Prior EINSs): If the Consumer has previously had EINs, either as
a small business owner or as a CDS participant, list them even
if they have been “closed” as discussed earlier.

Third Party Designee: If desired, the Vendor can be authorized to
receive the Consumer’s EIN by completing this section.

Signature Section: The Consumer should sign, date, and fill in their
phone and, if they have one, fax numbers.

The Consumer and Vendor should each retain a copy of the completed
Form SS-4.

A completed Form SS-4 should be mailed or faxed to:

Internal Revenue Service
Attn: EIN Operation
Cincinnati, OH 45999
Fax: (855) 641-6935



PROPERLY REQUESTING AGENT AUTHORITY
USING FORM 2678 UNDER REV. PROC. 2013-39

Once the Consumer has an EIN for receiving CDS
services, the Vendor should request agent authority to
file and pay taxes on behalf of the Consumer.

To do so, the Vendor should follow the procedures
outlined in Rev. Proc. 2013-39, available at:
https://www.irs.gov/pub/irs-drop/rp-13-39.pdf

The most important element of acquiring proper agent
authority is completing and submitting a Form 2678 to
the IRS.


https://www.irs.gov/pub/irs-drop/rp-13-39.pdf

Completing Form 2678

Vendors MUST have on file with the IRS a properly completed and
executed Form 2678 for every Consumer on whose behalf the Vendor
files and pays taxes. The Vendor can complete the Form 2678, but the
Consumer must sign the authorization.

Part 1 Check the box to “Appoint” an agent.

Part 2
Line 1 — Enter the Consumer’s EIN for receiving CDS services.
Line 2 — Enter the Consumer’s name.

Line 3 —The Consumer’s EIN should not have a Trade Name; leave
this line blank.

Line 4 — Enter the Consumer’s mailing address.

Line 5 — Check the boxes for 940 and 941; also check the box
below identifying the Consumer as a home care services
recipient appointing the agent to report, deposit, and pay
FUTA tax.



Completing Form 2678

Part 3
Line 6 — Enter the Vendor’s EIN.

Line 7 — Enter the Vendor’s Name, as registered under the
Vendor’s EIN.

Line 8 — Enter the Vendor’s Trade Name, as registered under the
Vendor’s EIN.

Line 9 — Enter the Vendor’s address of record, as registered under
the Vendor’s EIN.

Check the box indicating that the employer (the Consumer) is a
home care service recipient receiving home care services by a
program administered by a federal, state, or local government
agency.



Completing Form 2678

The CONSUMER should sign, date, and print their name and phone
number in Part 2. Complete the Title box with “Individual EIN; n/a.”

An authorized representative of the VENDOR should sign, date, and
print their name/title/phone number in Part 3.

Both the Vendor and the Consumer should retain a copy of the
completed Form 2678. The Vendor should submit the form to:

Department of the Treasury
Internal Revenue Service
Ogden, UT 84201



Revoking Form 2678 Authorization

The Form 2678 can be revoked by either the Consumer or the Vendor by
completing a new Form 2678 with all of the same information as the prior
form and indicating in Part 1 that the form is intended to Revoke an
existing appointment.

Note that the Vendor will remain liable for any duty to file / pay taxes on
behalf of the Consumer prior to withdrawal.

The Consumer / Vendor should then sign, date, and print their
name/title/phone number in either Part 2 (Consumer) Part 3 (Vendor),
and submit the withdrawal to:

Department of the Treasury
Internal Revenue Service
Ogden, UT 84201

NOTE: Only one party, Consumer or Vendor, need sign a revocation for the
revocation to be effective.
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