DRS e-license application

Paid Preparer/Facilitator Renewal Process

Once you determine that you are required to renew your registration with the Connecticut Department of Revenue
(DRS), visit the e-license login at: https://www.elicense.ct.gov
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i Welcome

Welcome to the State of Connecticut’s eLicense Website

VERIEY A LICENSE & ROSTER:
+ Selact ONLINE SERVICES for a list of available saervices.
NOTE: All data containad within Licensa Lookup is maintainad by the stata of

User ID

Connecticul, up tantly and is i primary source verification

LICENSE REMEWAL:

- Ta access your account. antar your User ID and Passward Stop by Step

Instructions.

+« First time users MUST validate an active email address and answer three securlty

Oon't have an account? H
Forgol Panswa

questions
+ DO NOT REGISTER A NEW ACCOUNT TO REMEW.

- Check yaur renewal natification for availability
+ To access. click the gray Fast Track Renewal tab, Step-by-Slep Instiuctions
+ Allows access ta anline ranewal only

INITIAL APPLICATION:
S " "

More Online Services

Activities License Lookup & Download

Initial Application Lookup a L
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Use your User ID and password you created in the e-license application to Log In to your account.

*If you have trouble logging in, click on “Forgot Password” or “Forgot User ID” for help to access your account


https://www.elicense.ct.gov/

Application Step 1) Review the Start Instructions

You are Logged on to the State of Connecticut's eLicense Website
ONLINE RENEWAL: To renew your license, permit or registration online, select "RENEVVAL™ under "Online Services."
See links below for step-by-step renewal instructions:

User Id and Password Instructions
Fast Track Renewal Instructions

APPLICATION FOR A MEW LICENSE, PERMIT OR REGISTRATION: Onling licati are for new OMNLY. If you are seeking to reinstate or renew, please contact the
appropriate agency below for further information.

To apply for a new license, permit or registration online, please follow the instructions below:

1. From "Online Services", select "INMAL APPLICATION” under "Activities" to begin.

2. Select the appropriate application and follow instructions. Please note, not all application types are available to be completed online.
Note: All applications must be reviewed and approved by the appropriate agency.

QUESTIONS: For all inquiries, please email the appropriate agency listed below.

More Online Services

Activities License Lookup & Download Account
Initial Application Lockup a License Account Details
Renewal Generate Roster(s)

File a Complaint Public Reports

Frint Certificate

Upon access of your account, you will need to begin the renewal process. Scroll down and select “Renewal”

Then select to “Start” the Renewal application

Permit fee for a renewal application is $50

Renew a License

Pleage select which license you wish to renew from the following list.

Renewal ~

Completed License Note

Start RSPF.00M01



Application Step 1) Review the Start Instructions

Start Instructions

Welcome to the Department of Revenue Services online application system.

You must obtain a Paid Preparer/Facilitator permit from the Connecticut Department of Revenue Services if you engage in the business of, solicit business as,
or advertise as offering services as a tax preparer or facilitator of refund anticipation loans (RAL) or refund anticipation checks (RACs).

To determine if you are required to obtain a tax preparerffacilitator permit, Click here to verify.
You will need to complete all questions within the application to submit your application.

All applicable fees must be paid at the completion of the application.

The Application fee once submitted is non-refundable.

The elicense application accepts payments via Credit Card or Check Draft (ACH Debit):

1. Credit Card Payments: We accept Visa, MasterCard, Discover, and American Express

2. Check Draft (ACH Debit Payments):
# |f your account has a debit block, you must authorize the Paid Preparer e-license Company ID. (A debit block means your bank rejects all debit

requests unless a specific 'debit block code' is provided.)
& To authorize payment, please contact your financial institution and request that the following Company ID be added to youwr list of approved
companies: 6060007384

You will be notified via email once your application has been successfully processed and entered into our licensing system for review. Once application has
been approved, an official permit will be attached to a future email notification.

The Permit fee for a first time application is $100 and is good for a period of 2 years.
The Permit fee for a renewal application is $50 and is good for a period of 2 years.

If you are ready to proceed with your online application, click MNEXT at the bottom.

Application Step 2) Verify and update address as needed

Tax Preparer/Facilitator Permit O 9

Address Update

1. F p any ¢ ges to your primary address:

Address
Update

Address 1: 450 Columbus Bivd
Acddress 2: Suite B

Zi|
City: Hartford State: Connecticut COdeF: 08103 Country: UNITED STATES

Telephone Number: (860) 555-1212

Edit Address

-- OR —-Change to an address already on file:

|450 Columbus Blvd Suite B Hartford, CT 06103 (UNITED STATES) v| Update

2. F

P any ¢ ges to your mailing address:
Address 1: 450 Columbus Blvd
Address 2: Suite B

Zij
City: Hartford State: Connecticut :: 08103 Country: UNITED STATES

Cod
Edit Address

-- OR —-Change to an address already on file:

|450 Columbus Blvd Suite B Hartford, CT 06103 (UNITED STATES) VI Update

Previous MNext Close and Save




Application Step 3 and 4) Enter your Social Security Number (SSN) and Preparer Tax Identification Number (PTIN)

PTIN help: The PTIN is assigned by the Internal Revenue Service (IRS) and is 9 positions in length. The format of the PTIN
begins with the letter 'P' and is followed by 8 digits.

Tax Preparer/Facilitator Permit

Fields marked with an asterisk ™ are required.

3. Social Secwurity Number: (no dashes)

* Enter your SSN [eecscssna |
~ Re-enter your SSN essssssss |

4. Please enter your Preparers Tax Identification number (PTIMN): &

* [P1234as5678 |

Previous Mext Close and Save

Application step 5) Confirm that you have completed the Annual Filing Season Program (AFSP) administered by the IRS.

License For RSPF.00112 %)

Continuing Education?

Fields marked with an asterisk * are required.

5. Have you completed the Annual Filing Season Program (AF5P) administered by the IRS? §

*  OvYes ONo

Continuing
Education?

Previous Next Close and Save



Application Step 6) IRS Discipline question

IRS Discipline

Fields marked with an asterisk * are required.

6. Have you ever been disciplined by the IRS? &

* OYes @No




Application Step 7) IRS Eligible- If step 6 was answered with a yes and you were previously disciplined by the IRS

You must be eligible to submit returns to the IRS to apply to become a Paid Preparer/Facilitator in Connecticut.
IRS Eligible
Fields marked with an asterizsk * are required.

T. Are you currently eligible to submit returns to the IRS? &

* D‘fes Dﬂn

Application Step 8) Select Services

Please select if you are a Paid Preparer, a Facilitator or you provide both services.
Fields marked with an asterisk * are required.

8. Please select which service(s) you provide:

A Paid tax preparer is a{n}-

- Individual that at least 10 C i state Income tax returns for a fee or other consideration;
- employee of tax return i i who at least 10 C icut Income tax returns
= of a tax or il helding a permit issued by Ci icut L of Ry 54

A facilitator is a person who individually or with someone else:

- solicits the ion of, i , or accepts an ication or for a refund icipation lean (RAL) or refund anticipation check [RAC);
- serves or collects on a RAL or RAC; or
- facilitates making a RAL or RAC.

You must select 1 option below. §
@ Both a Paid Preparer and Facilitator
* O Facilitator
O Paid Preparer



Application Step 9) Declaration

Declaration

Fields marked with an asterisk * are required.

3.1 declare under penalty of law that | have i icati vy dge and belief, it is true, complete, and correct.
by a fine of not more than $500.

If any of the i ion you included in thi

Do you agrae to these terms and conditions? @

* ®ves Ono

Previous Next

Close and Save

You must agree to the terms and conditions of this declaration in order to proceed.




Application Step 10) Review
This is your final opportunity to validate the data you entered is complete and correct. The Renewal fee is S50 where
the new application fee is $100

Tax Preparer/Fac tator Permilt
T

Fees
MNew application fee S100.00
Total Fees-  $100 .00
Start Instructions
IMPORTANT: You are registering to be a Tax PreparerFac
Any fes collested is men-refundakis.
Ploase review the information below o ensurs it &= accurats. Fix anything that need= to be Updated.
information appears to be complete and accurate, complets the o by g tad to 6 arhere you will e takem to TPay
= your confirmnation of receipt through the e-licen
Addrecs Update
1. Please update any changes to your primary address:
Addra== 1: 450 Columbus Bhvd
Address Suite B
City: Hartford Seat=: CT Zip Code: DS102 Country: UNITED STATES
Telephomne Number: (260) 555-1212
2. Please updats any changes to your mailing address:
Address 1: 450 Columbus Bivd
Addre=s Suite B
City: Hartford State: CT Zip Code: 06103 Country: UNITED STATES
SSMPTIN
Z. Social Security Mumker: (ne dashes)
Ermter:  sssseesaas
Re_enterssrrmeess
4. Please enter your Preparers Tax ldentification number (PTIN}= & B
P112za567
amother state? &
Yes
DR S_Othar Stats Registration
. Sclocot the othar stata in which you are approved and registercd for tax preparaticn Sersices.
California
Age
7. Are you 18 years or obder? &
Yes
Education
B. Hawe you Tl Fighy or the equi > -
was
Training
B. Do you hawe training/eduscation in tax preparation? &
Wes
IR S Discipline
10. Have you sver been disciplined by the IRS? &
Yes
RS Enginie
11, Ars you currently cligible to submit returns to the IRS? &
ves
Salecot Services
12. Pleasse select which service(s) you provide:
A Paid tax preparer is an)-
- Individual that prepares at least 10 Connecticut state Income tax returns for o fes or other considaration;
- employes Of tax return Preparation business Who prepares at least 10 Connecticut INncome tax returms
- employes of a tax preparer or facilitator holding a permit issued by Gonnecticut Department of Revenue Services
A faciitator is 2 person who individually or with someone else:
- solicits the execution of, o . recsives. or an ication or agresment for a refund anficipation lean (RAL) or refund anticipation
check (RACH
- serwes or collects on a RAL or RAG: or
- facilitates mmaking 2 RAL or RAC.
You must sclect 1 option below. &
Faid Freparer
Declaration
131 declare under penalty of law that | have & this iom and to the best of My knowledge and belief, it is true, complete. and correct. |
understand that making a material misrepresentation of fact on this application is punishable by a fine of not more than S500.
If amy of the contact information you included in this application changes. ¥ou Must returm to this account and update it with DRS_
If 2Nl information is trus, complete and accurate, click TAMD to Invoice™ and then continue on to 'pay inveics’. Your filing is not complats untl you pay
your Invoice in full and receive a confirmation of filing.
Do you agree to these terms and conditions7 &
was=
—
Erevious Add to Invoice ave




Application Step 11) Add to Invoice

Once you have selected ‘Add to invoice” you will be taken to your ‘cart’

Invoice Pay Invoice

Invoice Date: 10/142020
Invoice #
This iterm was successtully 1993541
added to the invoice
Select Pay Invoice above to JOHN M TESTER
complete this transaction 5 Carol Drive
To add additional transactions to the “Jernon, CT 06065
invoice, select a command from the
Onling Services menu
Des=scription Amount
State of Connecticut
Online Enterprise elLicense Site W Renewal - RSPF.O0101
Renewal application fee E50.00
Subtotal: S50.00
Total: $50.00

Pay Invoice

Application Step 12) Pay Invoice to complete filing
Pay your S50 permit fee by credit card.
This application accepts Visa, MasterCard, Discover and American Express.

e

** Payment Type ® Credit Card 'O Check Draft

Total: F20.00 = Account Owner R

i * Credit Card Type ~
o e

** Card Number

Cradit Card Instructhons
“wWnare ks OV code?

** Expiration Month / b b
Check Draft Instructions: Year

“wvnare ls Acooum & Roulling #7

= CVV Code
= Inilcanes & vl s recuine

** First Name JOE
** Last Name SMITH
Company Name
Attention
= Address 123 Main 5t
Address
== City Harford
*=* State Conneclicut
= Fip 08106
** Country UNITED STATES
** Phone 2035551212

= E-mail Address

joe_smith@ct gov

Mote: This email is used for sending a copy of your receipt.

Submit Payment
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