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Below is the URL to the IRS Online Form SS4 

https://www.irs.gov/businesses/small-businesses-self-

employed/apply-for-an-employer-identification-number-ein-

online

https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online


Select “Apply Online Now”(1of 2) 



Select “Apply Online Now”(2of 2)



Select “ok”



Read Carefully and select “Begin 

Application”



Select “View Additional 

Types…”



Select “Other Non-Profits…”



Select “Continue”



Select “Started a new business” and “Continue”



Select “Individual” and “Continue”



Complete first name, last name & social security number 

of Organizational Advisor or responsible person and select 

“I am a responsible…” and “Continue”



Complete the Street, City, State, Zip and Phone 

number and Select “No” and “Continue”
The “Care of” blank should be left empty as we use the Organization Advisor or responsible 

individual  as the contact for IRS



You may receive this screen. You can see from this example below 

that the IRS database may ask you to verify a slight change in 

address. There are three options you can choose.



You may receive this screen. You can see from this example below 

that the IRS database may tell you the address is not found and ask 

you to verify or edit the address. Please be sure you have listed 

the correct address. 



Complete the legal name… with the 4-H club or affiliates full name.

Select “Michigan” and complete start date (Must be 2019) select “Continue”



Select “No” for all five questions, select “Continue”



This screen has several options. (This example is reduced 

to fit the screen) Select “Other” at the very bottom and 

“Continue”



Select “Other” write “Education” in box and Select “Continue”



Select “Receive letter online” if you have Adobe Reader. 

Otherwise select “Receive by mail” Select “Continue”



(1 of 2)You will receive this page. 

Check for accuracy



(2 of 2) Select “Submit”



Choose “Click Here…” Save letter 

and select “Continue”



Read and Select “Continue”



You have successfully 

completed the process!



What happens next?

 Volunteers should print or save copies of the letter 

providing them with their EIN. They must submit one 

copy of this letter to the county MSU Extension Office. 

Volunteers should also place a copy in their club/group  

files, this will typically be used for establishing a bank 

account. 

 The MSU Extension Office will put this in your 

club/group file and enter the EIN on the GEN paperwork 

so you can get your official club/group charter. 



What happens if I see this 

screen? 





What happens when I get an 

error? 

 Call the IRS 1-800-829-4933 and mention to reference 

number listed on your response. 

 You may need to submit a paper copy of the SS4 Form

 Fax 855-641-6935

 Mail to: Internal Revenue Service

Attn: EIN Operation

Cincinnati, Ohio 45999



Where can you find that paper 

form and how do you complete 

it? 
 To obtain a blank copy 

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

Fax to 855-641-6935 

or 

Mail to 

Internal Revenue Service 

Attn: EIN Operation 

Cincinnati, OH 45999.

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

