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Whether you’re new to ITINs or are reviewing this as a refresher, I promise everyone today will 
learn something.

ITINs are complicated to start and have become more complicated this past year with the tax law 
changes. But in reviewing this training, you will be in a much better place to help us accurately 
inform both taxpayers and tax preparers on the process for applying for and renewing ITINs.
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Everyone needs a tax ID to file taxes – for most it’s your SSN. If you do not have and are not 
eligible for an SSN, you’ll need another tax ID. This is where ITINs come in. They are a tax ID issued 
by the IRS for the purpose of filing a tax return.

An ITIN looks the same as a SSN; the only way you know the difference is by the first digit. For 
ITINs, the first digit is a 9. So when you’re looking at a 1040, you can tell any tax ID that starts with 
a 9 is an ITIN. But an ITIN is entered everywhere on the return that the SSN is.
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ITINs used to be issued as cards, but they came to be seen as too similar to Social Security cards 
so the IRS switched to letters.

ITINs that were issued before 2013 need to be renewed – we’ll get into this more lately, but if 
someone presents an ITIN card, it is most likely for an ITIN issued before 2013 that will need to be 
renewed. When the IRS renews the ITIN, it issues a letter instead.

So if you see an ITIN letter, it is most likely for a number issued more recently (I’ve seen letters for 
ITINs issued as far back as 2014) or for an ITIN that has been renewed in the last several years. 
The letter will either say, “We have assigned you an ITIN” or “We have renewed your ITIN.” That’s 
how you know whether the number has been renewed.

More on renewals later.
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The IRS very clearly states that it intends for ITINs to be used for tax purposes only. That’s why 
most people have to apply for their ITIN with a tax return: to show that they are using the ITIN for 
tax purposes.

Depending on the state and entity, people do use ITINs for other processes (e.g. opening a bank 
account, getting a loan). But we can’t advise people or provide information on this.

An ITIN is only a tax ID; it doesn’t give permission to work, change immigration status, etc. It also 
doesn’t imply someone is unlawfully present, which I’ll get into next.
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Who should apply for an ITIN? Anyone who (1) needs to file a tax return (or appear on a tax return 
as a spouse or dependent) but (2) is not eligible for and does not have an SSN.

ITINs are issued regardless of immigration status. Let me first say that the tax system not does 
align exactly with the immigration system, so tax rules and classifications do not always match 
that of the immigration system.
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Some people have SSNs that are only valid for work purposes as long as their work permit is valid. 
In this case, she is not authorized to work since her work permit expired.

What does this mean for her taxes? Does she use the SSN or get an ITIN?
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Once you have a SSN, you always use it for tax purposes. 

One important note is that if her Social Security card says “Not valid for employment” or “Valid 
for work only with DHS approval” but her work permit is expired, she is not eligible for EITC. There 
is a document on CTC Resources titled “How to indicate when a return is ineligible for EITC” to 
walk you through how to remove EITC from applying to a return. 
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Time to talk about resident aliens and nonresident aliens because it is crucial to evaluating 
whether we can help the taxpayer with their ITIN.

Generally speaking, to file a regular 1040 in the US the primary taxpayer must be be either a US 
citizen, a lawful permanent resident, or a resident alien who meets the substantial presence test. 
Basically, you have to be present in the US a minimum number of days in order to file a 1040 as a 
resident alien.

If you do not meet the SPT, you are considered a nonresident alien and cannot file a Form 1040.

We’ll come back to the substantial presence test in a minute.
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To file a 1040NR for nonresident aliens, the primary taxpayer is not a US citizen, not a green card 
holder, and didn’t pass the substantial presence test OR is exempt from it.

More on this next. We’ll talk a little later about who is exempt from the substantial presence test.
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To know which form Leonardo files, ask yourself: Is he a US citizen, green card holder, or does he 
meet the substantial presence test?
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To know which form Leonardo files, ask yourself: Is he a US citizen, green card holder, or does he 
meet the substantial presence test? Since Leonardo is a green card holder, you stop there. He files 
a Form 1040 and reports all worldwide income on his tax return.
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To refresh, we only do the substantial presence test for the primary taxpayer if she is not a US 
citizen and not a green card holder.

The primary taxpayer must have been here at least a month in 2019 and also at least 6 months in 
the most recent 3 years, counting all days in 2019, 1/3 of days in 2018, and 1/6 of days in 2017.

So basically, if someone arrived in the US in 2019 but was present for more than 6 months, that 
person should meet the substantial presence test. That’s at least 31 days in 2019 and also at least 
183 days counting all days in 2019.

It gets more complicated if the taxpayer came and left in the last several years. In that case, you’d 
need to do more math. Let me assure you that we don’t often have to do the substantial presence 
test.

To summarize, if a taxpayer meets the substantial presence test, typically she is a resident alien. If 
she is a resident alien, she files a Form 1040.
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Answer:
Rosalía did not meet the SPT. (She was present 31 days in 2019 but then only 181 days in 2019 
toward the requirement minimum of 183.)
Since she is not a US citizen, not a green card holder, and didn’t meet the SPT, she is a nonresident 
alien.
She files a Form 1040NR for tax year 2019.

So if someone has been here well over 6 months in 2019, they’ve met the SPT. But if they were 
present somewhere close to 6 months, you may need to count the days to know for sure.

Note: the 1040 vs. 1040NR test is something that can change from year to year. Take Rosalía: in 
2019 she has to file a 1040NR. But if she continues to live in the US in all of 2020, she’s now a 
resident alien and files a 1040. People’s situation and status can change across years.
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We have a screening tool called the “1040 vs. 1040NR Screening Tool” available on CTC Resources to help 
you navigate this situation.

We sometimes get foreign students or teachers that want to do their taxes with us. Taxpayers present on 
these visas are exempt from counting days present in the US for purposes of the substantial presence test. 
This means they don’t meet the substantial presence test and must file a 1040NR. In filing a 1040NR, they 
are only taxed on their US source income.

If they stay here a number of years (more than 2 years for some categories of visas or more than 5 years 
for other categories), they start counting their days toward the SPT and, if the meet the test, are 
considered resident aliens for that year and file a Form 1040.

We have to be extra careful when we meet a taxpayer on a F, J, M or Q visa because we need to correctly 
identify whether the taxpayer is considered to be a nonresident or resident alien for that tax year and, 
subsequently, whether they would file a 1040 or 1040NR. 

Beginning in tax season 2020, we now are preparing 1040NRs on a limited basis through our new Foreign 
Student and Scholars Program, which has a referral process similar to that of Special Tax Services. This is 
to ensure that someone with the right expertise prepares the return. We created the 1040NR Screening 
Tool to help us determine when we can refer the taxpayer internally or whether the return is out of scope 
for VITA and needs to be referred to a paid preparer.

If you are talking with a taxpayer and have any doubts about whether they should file a 1040 or 1040NR, 
please submit a referral for the taxpayer to the Foreign Students and Scholars program. This program will 
provide a definitive answer for the taxpayer and help them navigate their next steps in the tax process 
(even if we are not ultimately able to prepare the return).

Please note: the Foreign Students and Scholars program (as part of the VITA program overall) can only 
prepare 1040NR returns for taxpayers present on an F, J, M, or Q visa. Please refer to the “1040 vs. 
1040NR Screening Tool” for more information on specific scenarios.
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This form is most often presented to a taxpayer who files a 1040NR as a nonresident alien. 
Basically, the US has tax treaties with different countries, and this form reflects the tax treaty 
benefits available to the taxpayer based on their country’s agreement with the US.

A Form 1042-S could be given to a taxpayer who needs to file a 1040, but most often it will be 
presented to us by a foreign teacher or student who needs to file a 1040NR. So if the taxpayer 
pulls out a Form 1042-S at intake, we know it is very likely they need to file a 1040NR and that we 
cannot prepare their return in the regular tax program. (Note: even if the taxpayer will file a 1040, 
if a 1042-S is presented you must refer the return via the Foreign Student and Scholar 1040NR 
Referral Form.)
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We don’t go about asking every single taxpayer if he is a citizen or green card holder. We only ask 
in a couple situations.

We’ve added two questions to the coversheet that will be on each clipboard at the site (on top of 
the intake paperwork and given to each taxpayer to review). These are to catch people here on a 
F, J, M, or Q visa and those who arrived to the US in 2019.

If a taxpayer answers yes to either question, use the 1040 vs. 1040NR Screening Tool to help 
determine if we can prepare the return (and whether the taxpayer needs to be referred internally 
to the Foreign Students and Scholars program).

When in doubt, get a second opinion from a VLT or the tax staff!
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The Foreign Students and Scholars program (as part of the VITA program overall) can only prepare 
1040NR returns for taxpayers present on an F, J, M, or Q visa. We unfortunately still don’t have 
great outside resources for when a taxpayer needs to file a Form 1040NR and is not present on 
one of those visas.

Also, as a side note, the rules for filing status and claiming dependents are totally different on 
Form 1040NR. So we should not provide any advice to taxpayers who need to file a 1040NR about 
ITINs or any other aspect of the return.
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First we determine whether the primary taxpayer is filing a Form 1040 or Form 1040NR.

Once we determine the taxpayer is a filing a Form 1040, we then determine who he can file with 
and which, if any, dependents he can claim.

When talking about ITINs, we always have to first start at the tax return. To know who can apply 
for an ITIN, we have to first determine what the tax return will look like.
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David is not a US citizen or green card holder, so he needs to meet the substantial presence test. 
David meets the substantial presence test, so he is considered a resident alien. He files a Form 
1040.

David’s wife in Honduras is a nonresident alien. She does not need to file jointly with him. But she 
can elect to be treated as a resident alien for tax purposes and file jointly with him. It’s important 
to note that in this case, they are both taxed on their worldwide income. So if his wife is earning 
money in another country, they will need to report that on their US tax return.

If they file jointly, they will both need to apply for an ITIN. More on that to come.

Since David’s daughter does not have a SSN, she must live in the US, Mexico, or Canada in order to 
be claimed as a dependent. Since she lived in Honduras in 2019, he cannot claim her as a 
dependent.

Since David can file jointly or separately from his wife and cannot claim his daughter as a 
dependent, his filing options are Married Filing Jointly and Married Filing Separately.
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As I mentioned earlier, ITINs are a tax ID for those who need to file and don’t have and can’t get a SSN. It 
doesn’t mean someone is unlawfully present, but many of our clients are undocumented and do need an 
ITIN in order to file a tax return.

Compliance with the law – this is where we need to remember that the tax system does not mirror the 
immigration system. The priority for the IRS is that you comply with US tax laws to report your earning and 
pay what you owe, if anything. ITINs exist to support compliance with the law.

Question: by completing a Form W-7, aren’t I helping this person engage in illegal activity? 
• No. IRS states: “ITINs are issued to help individuals comply with US tax laws, and to provide a means to 

efficiently process and account for tax returns and payments for those not eligible for Social Security 
Numbers.” So if a person works here, needs to file taxes, and doesn’t qualify for a SSN, you are helping 
them comply with the law.

The IRS’s strict confidentiality rules prevent it from sharing personal taxpayer information with U.S. 
Immigration & Customs Enforcement. These confidentiality rules can only be changed by action from 
Congress or the courts and cannot be changed by administrative regulations or executive orders.
• ITIN info is protected under IRC 6103. The IRS does not report ITIN info to immigration authorities 

unless the client is under investigation for a crime. Federal agencies requesting ITIN information must 
first get a court order from a federal court.

[From Feb 2018 webinar] It is possible that Congress or Trump Administration could make change to 
existing laws and regulations. Weighing the risks associated with renewing ITINs, requesting an ITIN for the 
first time, and filing taxes with an ITIN:
• If you already have an ITIN, the IRS already has your information. As such, you are not necessarily 

increasing your exposure by renewing your ITIN or filing taxes with an ITIN unless you have recently 
changed your address.

• Not all ITIN filers are undocumented, so filing taxes with an ITIN does not confirm immigration status.
• Filing taxes can be useful in future immigration proceedings in the event that you are able to adjust 

your status. ITIN filings can serve as proof of income, residence in the US, “good moral character,” and 
whether you are married.

An ITIN does not affect a client’s legal right to work or live in the US.
An ITIN does not allow access to government benefits.
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We have to include a tax return with an ITIN application. This is because the IRS wants to confirm 
that the ITIN is being issued for tax purposes.

The return can be an amendment (e.g. filing an amendment to claim a dependent and apply for 
an ITIN for the dependent).

You can also include multiple years of returns with the application.
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What do we know? We have to submit the ITIN application with a tax return. What tax return 
would she be filing? Since Leidy just arrived to the US in February 2020, she can’t file a return for 
2019 and is not yet able to apply for an ITIN. She will need to wait to apply until she does her 
taxes in 2021 to report income earned in 2020.

An ITIN does not grant authorization to work. So while Leidy’s boss may be requesting the ITIN as 
a tax ID, that doesn’t change the fact that she can only apply for the ITIN if she has a tax return to 
submit.
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The IRS requires ITINs issued before 2013 to be renewed.

The IRS also said if you don’t use it in any of the three most recent years, it expires. Put simply, if 
you did not file returns for tax years 2016, 2017, or 2018, your ITIN expires on 12/31/2019.

The ITIN renewal process is the same as the ITIN application process. The main difference is that 
you can generally submit a renewal without a tax return. (Exception: the IRS now requires 
renewals for spouses and dependents living outside the US now to be submitted with a tax 
return.) But during the filing season, most people coming to the tax centers need to file a return, 
so our process involves getting the tax return ready to then submit to the IRS along with the ITIN 
application or renewal.

The ITIN never changes. It’s like a SSN in that regard – once you have one, the number never 
changes. As a side note, if someone had an ITIN and recently got a SSN, we would want to use the 
SSN. The client would need to provide the ITIN and SSN information to the IRS so it can 
consolidate her filing history under the new SSN.
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Like I said, an ITIN renewal does not need to be done with a tax return. So many people whose 
numbers were set to expire at the end of 2019 renewed their ITINs in advance this summer to 
avoid a delay during the filing season.

And whether you renew it before it expires or well after it’s expired, the process is the same. The 
fact that the ITIN is “expired” doesn’t impact the process. The only difference is that renewing 
your ITIN in advance makes your tax return process go like normal, whereas a tax return 
submitted with a renewal takes much longer to be processed by the IRS. More on that soon.

If one person has to renew, others in the tax household can renew ITIN at same time even if not 
up for renewal. However, if you file as single and your number is not yet up for renewal, you have 
to wait until your number is set to expire.

Note: you only renew an ITIN if there is a reason to file a return or claim that person on a return. 
If your number expires and you don’t need to file a return, you don’t need to renew your ITIN.

On a related note, expiration does not affect ITINs used for bank accounts, mortgages, loans, 
drivers licenses, health records, etc. As I said before, once you have an ITIN, the number assigned 
to you never changes. The validity of the number only impacts the tax process.
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IRS publicizes which numbers expire – the system is based on the middle digits. So since 2016, 
above are all the middle digit combinations that have expired each year. Many of these numbers 
have been renewed. But if someone hasn’t filed since the number expired, they would need to 
renew this year in order to file a return for any year.

The IRS sends a letter in July to taxpayers with those middle digits that are set to expire that year. 
It sends the letter to the last address on file and lets the taxpayer know someone in their family 
needs to renew. 

Now if someone hasn’t filed in the last 3 years, it’s possible that their address on file is not up-to-
date and they wouldn’t receive a letter from the IRS notifying them that their ITIN is going to 
expire.
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IRS publicizes which numbers expire – the system is based on the middle digits.

IRS sends taxpayer a letter in second half of year (at address on file) notifying taxpayer to renew. 
Can renew before expire on December 31st or can renew with tax return during regular filing 
season once has expired.

If someone not filed in the last three years, likely not up-to-date address on file and not 
receive the letter that going to expire

We did a great job last year of catching expired ITINs; let’s keep it up!
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If someone needs to apply for an ITIN, it’s straightforward. The person will not have an ITIN and 

SSN and need to file a return (or be claimed on a return.) You’ll confirm the person does not have 

and is not eligible for a SSN and then follow the steps for an ITIN application. More on that to 

come.

How do we know if someone needs to renew their ITIN? Check their ITIN card or letter. If the 

middle digits are any of the ones previously mentioned, ask the person if he has renewed his ITIN 

already. If not, he’ll need to renew in order to file a tax return for any year. The reason why we ask 

if they’ve already renewed is because sometimes the taxpayer will have renewed their ITIN and 

received the renewal letter but left it at home and instead brought the old card or letter.

We will have these yellow, half-page laminated materials at intake at the sites. They are to help 

you remember which numbers need to be renewed. It isn’t always easy to know if someone’s ITIN 

is expired because of not filing for several years, but some people may already know. Otherwise, 

you can ask them the question as it appears on this document. And we have this document in 

English and Spanish to aid you in your conversations with clients.
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Both ITIN applications and renewals include some extra and different steps in the tax preparation 
process.

However, only ITIN applications require the W7 certification. This is an internal certification we 
created that volunteers can get and is a supplement to Basic or Advanced. So you would still 
designate Basic or Advanced (and even HSA if relevant) and only select W7 also if the return 
contains an ITIN application.

The reason only applications require the W7 certification is because the software generates a 
form for W7 applications that you need to attend the training in order to know how to complete. 
When doing a renewal, you don’t need to complete this form. Therefore, the additional 
certification is not required.

For renewals, you will only check “ITIN renewal” and “Spanish” on the processing envelope.
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For an ITIN application, you would select “W7 Applicant” to indicate the W7 certification is 
needed. You would likely also select Spanish.

You only mark the X under the field for the SSN if the primary taxpayer is applying for an ITIN. This 
is because we normally put the SSN or ITIN in that field and this explains why there would be no 
number there. ITIN applicants will end up submitting their tax return without an ITIN and the IRS 
processes and issues the number after the tax return is submitted.
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Once you identify a return contains an application and/or renewal, paperclip the yellow, 
laminated half-page document to the processing envelope and put it in the queue. This is really 
important to signify to the preparer that the return contains an application or renewal AND to 
make sure the preparer knows how to handle the return.

The back side of the half-page handout lists all the important steps to follow with ITIN 
applications and renewals:
• Prepare the return using the existing ITIN number if it’s a renewal. If it’s an application, the 

preparer needs to have taken the W7 certification to know what number to enter instead and 
how to complete the W7 form that generates in the software.

• Set the return to paper and get it QR’d. Print the return, staple W-2s, and get signatures.

• Once you’ve completed the return, this is where the steps change. The client is not mailing in 
the return like they normally would for a paper return. Do not give the client a pre-addressed 
envelope.

• Give the client the tax return, the handout on our ITIN days, and the document listing which 
original documents are required for ITIN applications/renewals. The client should come and 
see us during ITIN hours. More to come on this.
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Again, what are the components of an ITIN application or renewal?

The tax return, the W-7 for each person applying or renewing, and the original ID documents..
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Since we can now authenticate documents (to then mail copies to the IRS along with the W-7 and 
tax return), we are the best option for clients. 

43



44



Even though we are the ideal submission option for clients, we need to know about the other 
options available to clients. 

This is for several reasons:
• We cannot fully meet the demand. Janet is the only person authenticating documents, and we 

have ITIN hours only twice a week. We will provide more information later in the season, but if 
clients are not able to be seen on ITIN days because of heavy client traffic, they have the option 
to request an extension of time and come see us in the summer to complete the process. We 
help with ITIN applications and renewals year-round.

• We will still need to mail in the original documents for anyone living in another country. This 
is because we need to do an interview with everyone we authenticate documents for, and we 
can’t reasonably interview clients who are not present at the office.

45



Refer to “ITIN Document Requirements” on CTC Resources for detailed information on what 
documents can be submitted for each applicant. (It is available in English and Spanish and will be 
printed at the sites to give to clients.)

All documents submitted must be original and unexpired. If it doesn’t have an expiration date (like 
some older voter registration cards from Mexico), we can’t use it. The birth certificate does not 
need to have an expiration date, though.

For the taxpayer and spouse, you can submit the passport alone OR two documents from the list. 
Most common examples include birth certificate and national ID card (“matricula consular”) or 
birth certificate and voter registration card.
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Refer to “ITIN Document Requirements” on CTC Resources for detailed information on what 
documents can be submitted for each applicant.

There are different requirements for dependents based on age. 
• Dependents under 6 usually submit either the passport OR the birth certificate and medical 

record.
• Dependents 6 – 17 usually submit either the passport OR the birth certificate and school 

record.
• Dependents 18 years and older have the same requirement as the primary and spouse: 

passport OR two documents from the list.

For medical and school records, it doesn’t need an expiration date specifically but must be dated 
within 1 year of submitting the application. These must also be original and signed by a school 
official.

The “ITIN Document Requirements” handout has all the specific details needed for the client to 
know which documents will work and what each document must contain.
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Spouses and dependents living outside of the United States cannot apply for or renew an ITIN 
unless there is an allowable tax benefit on the return.

This does not impact ITINs not needing to be renewed.

For spouses, Married Filing Jointly will get them a higher standard deduction ($24,000) than 
Married Filing Separately ($12,000).

The situations in which there would be an allowable tax benefit to claim a dependent living in 
Mexico would include claiming a dependent parent who qualifies you for Head of Household (you 
would have to be unmarried) and if someone on the return had Marketplace insurance and 
reconciling Premium Tax Credits with more people in the household (e.g. 3 people versus 2) 
results in more net Premium Tax Credits being awarded to the taxpayer.

48



49



For tax years 2014 to 2018, everyone on the return needed to have health insurance, qualify for 
an exemption, or pay a penalty. People with ITINs usually qualify for an exemption under Code C. 
However, if someone on the return in these prior years had a SSN, did not have health insurance, 
and did not otherwise qualify for an exemption, a larger family household could put them under 
138% of the Federal Poverty Level and qualify them for the Code G exemption to avoid the Shared 
Responsibility Payment.

For tax years 2017 and prior, a roughly $4,000 exemption amount was awarded for each person 
on the return. This would subtract $4,000 (per person) from taxable income. So if we are 
preparing a return for 2017 or earlier, the allowable tax benefit for applying for or renewing an 
ITIN would apply if the dependency exemption for that dependent resulted in a more favorable 
outcome on the return.
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A document titled “Tax Law Change & ITINs” lives on the Resource page. It summarizes this 
change and all the examples of situations of allowable tax benefits that could apply to the return. 
It includes benefits available only on prior year returns.

I recommend referencing this document anytime you’re talking to a taxpayer about a spouse or 
dependent outside of the United States and whether to apply for or renew an ITIN for that 
person.
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So, we know that spouses and dependents living outside of the United States cannot apply for or 
renew an ITIN unless there is an allowable tax benefit on the return.

All dependents living in the United States who are applying for or renewing an ITIN must present 
proof they live here. Previously, dependents from Mexico and Canada were exempt from this rule.

This does not impact ITINs not needing to be renewed.
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If a dependent who is applying for or renewing an ITIN lives outside the United States and you 
determine that the dependent qualifies for an allowable tax benefit, you do not need to (and 
can’t) present proof of residency in the United States.

If the dependent lives in the United States, he will need to present proof that he lives here. If the 
passport has a date of entry stamp, that’s enough. Otherwise, the dependent needs to submit 
specific documentation to show current proof of living in the US.

For dependents under 6, the medical record usually submitted with the birth certificate counts for 
this. For dependents 6 to 17, the school record usually submitted with the birth certificate counts. 
For dependents 18 years or older, they can submit a school record, utility bill, bank statement, or 
other option from the list.

There are very specific requirements for these documents, so I recommend giving the client one 
of these handouts and circling the section that applies to that dependent. (This handout is 
available in English and Spanish and will be printed at the sites to give to clients.)

For our returners, we will also have some of the blue and green handouts printed that clients can 
review to know the specific requirements for the medical and school records. But this handout 
showing on the slide also contains those details.
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Form W-7 is something that needs to be submitted with every ITIN application and renewal. It 
must be signed by the applicant. If the applicant is under 18, the biological parent or legal 
guardian may sign for the applicant. 

If the applicant is in another country, the taxpayer has to get the form to the applicant to sign.

A Form W7 will be filled out and generated with every ITIN application done for a return 
completed in TaxSlayer Pro. However, let me say again that Janet will re-do this form when 
meeting with the family. One of the reasons for this is that TaxSlayer prints documents with the 
date on them. The W-7 has an expiration date once you put a date on it, which usually expires by 
the time the printed form gets submitted to the IRS.

So if you are helping taxpayers with their return and you know they will need the Form W7 signed 
by anyone is another country, please print a blank W-7 from the IRS website. Please do not give 
the W7 generated in TaxSlayer to the client to sign.
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What are ITIN days? Janet and Clarissa (her helper) will be at Prosper Center South on Tuesdays 
from 9am-1pm and Prosper Center North on Thursdays from 9am-1pm during the season (from 
February 4 – April 9). The sign-in sheet will be put out between 8:30am and 9am (when the doors 
open at the site). There are a few appointments available each day, but the majority of traffic is 
walk-in. The helper will be able to answer any and all questions clients have about the process, 
even if Janet isn’t able to complete the process with the taxpayers that same day.
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We’re almost done! I just want to review 3 myths that we encounter in tax centers.

It’s really important we help clients accurately and efficiently navigate the ITIN application and 
renewal process. Mistakes in this process can cause significant delays for our clients and very real 
problems for them.
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Please just make sure the return itself (other than the W7) is correct, complete, set to paper, and  
has been QR’d. Print 2 copies of the return for the client, give them the correct handouts, and 
have them come on ITIN days. Do not e-file return; do not give the client a pre-addressed 
envelope; do not tell the client to mail the return herself; do not leave the client not knowing 
what step to take next.

Important things to note:
• For ITIN applications we put 000-00-0000 and for MFS returns when the spouse’s SSN is 

unknown we put 111-00-1111. These are designate placeholders recognized by other 
volunteers.

• Other than that, we NEVER put a number other than the actual ITIN or SSN for a taxpayer. Do 
not ever make up a fake number.
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Every document I’ve shown you today is available on CTC Resources. Additionally, all of the 
documents intended as handouts will be printed and available at the tax sites.

I encourage you to check out the Frequently Asked Questions document also for any other 
questions you may have. It has a lot of answers for less common situations.

Please just make sure the return itself (other than the W7) is correct, complete, set to paper, and  
has been QR’d. Print 2 copies of the return for the client, give them the correct handouts, and 
have them come on ITIN days. Do not e-file return; do not give the client a pre-addressed 
envelope; do not tell the client to mail the return herself; do not leave the client not knowing 
what step to take next.
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