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1. Go to the IRS Webpage and type “Form SS-4” in the search field or click:   
https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-

anemployer-identification-number-ein-online 2. Click Apply Online Now  

 
3. You will see a pop-up box.  Click OK to continue and then Begin Application.  
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https://www.irs.gov/businesses/small-businesses-self-employed/apply-for-an-employer-identification-number-ein-online
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4. Click View Additional Types, then click Continue.  
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5. Click Other Non-Profit/Tax-Exempt Organizations  

  

6. Click Continue  
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7. Confirm selection of Other Non-Profit by clicking Continue  
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8. Select Started a new business  
  

9. Click Continue  
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10. Click Individual since the person applying will include their name in the contact person 
field.    
  

11. Click Continue  
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12. Input the contact person’s information; this includes your social security number.    

a. Your social security will not be public information and will not appear in any 
database or on any forms.   

b. The IRS defines a “responsible party” as:  the person who has a level of control over, or 
entitlement to, the funds or assets in the entity that, as a practical matter, enables the individual, 
directly or indirectly, to control, manage or direct the entity and the disposition of its funds and 
assets.  

c. The IRS requires this as a means of contacting a person should issues arise with 
the organization.    

d. This information can be changed each year via Form 8822-b.  
  

13. Click “I am a responsible and duly authorized member or officers having knowledge of 
this organization’s affairs.  
  

14. Click Continue  
   

http://www.irs.gov/pub/irs-pdf/f8822b.pdf
http://www.irs.gov/pub/irs-pdf/f8822b.pdf
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15. Input the mailing address of your Booster Club.  

a. This should be your club’s PO Box or President/Treasurer’s home address.  

b. Please refrain from using the school’s address as they receive a large volume of 
mail and you may not receive notices in a timely manner.  

  

16. Click Continue  
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17. Accept the Database Version of your mailing address (this may not appear if the IRS 
accepts your address immediately).  
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18. Input the official name of your Booster Club.  This is very important.  Please include the 
name of the school + the activity.  For example, Willowridge HS Girls Lacrosse Booster 
Club.    

  

19. Click Continue  

  

  
  
  
  
  

USE YOUR BOOSTER CLUB NAME! 
DO NOT USE FORT BEND ISD 

serenity.lemond
Highlight
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20.Click NO for all questions.  
  

21. Click Continue  
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22. To answer the question, “What does your business or organization do?”  Click Other 
and then Continue  
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23. Select Other and input Booster Club  
  

24. Click Continue  
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25. Select Receive letter online   
  

26. Click Continue  
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Congratulations!  Your letter will appear in a PDF that looks like this!  Print and retain 
a copy for your records.  Please email a copy to Serenity Lemond at 
serenity.lemond@fortbendisd.com. 
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