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Overview of the ITIN Application Process

What the W-7 Instructions Don’t Tell You

Tips for Success

Q&A
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ABOUT ME
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Janet Herrgesell
Senior Tax Program Manager
Foundation Communities
Austin, Texas

Fun Facts:
● Enrolled Agent
● Working at Foundation Communities since 2015
● Favorite tax topics include ITINs, amendments, and 1040-NRs

Our ITIN program:
● Certifying Acceptance Agent
● Complete 300+ applications and renewals annually
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APPLICATION 
PROCESS
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WHAT DO YOU NEED?

2.
FORM W-7

3.
ID DOCUMENTS

1.
TAX RETURN
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📨 OPTIONS FOR SUBMISSION
The taxpayer’s packet must be mailed or turned in at a Taxpayer 
Assistance Center (TAC).

● Taxpayer mails in original documents.
● Taxpayer makes an in-person appointment at a TAC.
● Taxpayer works with AA (who mails in original documents).
● Taxpayer works with CAA (who mails in copies of originals).
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2.
WHAT THE INSTRUCTIONS 
DON’T TELL YOU
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INCOMPLETE INSTRUCTIONS
○ Exceptions to expiration date 

requirement not included

○ Incorrect explanation of proof 
of residency requirement for 
dependents from Mexico

○ “Original” not clearly defined 
(or consistently enforced)
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🖥 IDENTITY & FOREIGN STATUS REQ.
All ITIN applicants must prove identity and foreign status.
● Passport can fulfill both requirements.
● Otherwise, must submit a combination of two documents from the list.
● All documents (other than birth certificate) must have an expiration date 

and be unexpired.
● Exceptions to this requirement (per IRM 3.21.263.6.3.4.2.2):

○ Some Honduran national ID cards
○ Some foreign driver’s licenses
○ Mexican voter ID cards issued before 2008
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🖥 PROOF OF RESIDENCY REQ.
Proof of residency required for most dependents:
● Some proof of residency options:

○ School record
○ Medical record (under 6 yrs)
○ Date of entry stamp or I-94

● Exception for (1) dependents from Mexico or Canada not 
claimed for the Credit for Other Dependents and (2) 
dependents of US military personnel stationed overseas
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○ Bank statement
○ Utility bill
○ Rental contract



🖥 WHAT IS “ORIGINAL?”
Should it be signed? Stamped? Sealed?

Examples:
● School records
● Medical records
● Bank statement
● Utility bill
● Rental contract
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3.
TIPS FOR 
SUCCESS
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CONFIRM ALLOWABLE TAX BENEFIT
For spouse, this is the MFJ standard deduction.
For dependents, this may include:
● Head of Household filing status
● Credit for Other Dependents
● American Opportunity Tax Credit
● Premium Tax Credit
● Child and Dependent Care Credit
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AVOID THESE ERRORS
❌ Required fields left blank
❌ Applicant name does not match name on W-2
❌ Redacted SSN on W-2 for ITIN holder
❌ Primary name and TIN incorrect in top section of W-7
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LINE 3: FOREIGN ADDRESS
Name of country where they 
last resided (on second line) 
OR
Foreign address (if they still 
maintain an address abroad)
BUT NOT
“SAME” (as auto-filled by 
TaxSlayer) or their US address
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ENSURE PASSPORT IS SIGNED
Less common error but still important.

If the applicant was a minor when the passport issued but is now 
an adult, they must sign the passport.
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WE DID IT!
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4.
Q&A

What questions do you have?
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