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Part I - CPEO Applicant Information
3. Type of business organization
 fiscal reporting months.
10. License or registration to operate as a PEO in the past three (3) years (See instructions)
State, Territory & Possession Name
License or Registration Number
State License/Registration Date
Termination Date
11. Precursor PEO entities (See instructions)
PEO Name
Employer Identification Number
12. Is the CPEO applicant a member of an Assurance Corporation? If yes, provide the name and identifying number
13. Answer the following questions related to the experience of the CPEO Applicant. Any answer of "Yes" must also include the number of years for this related experience. If all three questions are answered “No”, fill in the narrative explaining how the CPEO Applicant plans to meet the business requirements of operating a CPEO.
a. Does the CPEO Applicant have experience working with Federal employment tax and related requirements? 
b. Has the CPEO Applicant handled accounting, payroll and/or fund distributions on behalf of others?
c. Has the CPEO Applicant hired or retained qualified personnel for the purpose of providing services as a Professional Employer Organization?
Part II - Ownership and/or Responsible Individual(s) (See Instructions)
1. Owners and/or Corporate Officers (If applicable)
Name
% of Ownership
Social Security Number
Home Address
Title
2. Responsible Individual(s) (If applicable)
Name
Social Security Number
Home Address
Title
Part III - Controlled Group Information (To be Completed by Group Applicants Only)
1. If the CPEO applicant operates as a parent, list all PEOs within the group. Include name, EIN and physical address for each.
PEO Name
Employer Identification Number
Physical Address
2. If the CPEO applicant is a subsidiary, provide the name, and EIN of the parent and any sibling PEOs within the group as well as the state that they physically reside in.
Parent
Sibling
PEO Name
Employer Identification Number
State
Part IV - Background Checks
Please answer the following questions. The IRS will conduct background checks on the CPEO applicant and any identified responsible individuals. (See instructions for submission of fingerprints.)
1. Has the CPEO Applicant ever been sanctioned, or had a license or registration suspended or revoked by a licensing board, regulatory agency, regulatory body, federal or state agency for alleged misconduct?
2. Has the CPEO Applicant ever filed for bankruptcy?
Part V - Tax Compliance Checks
Please answer the following questions. Any answer of "no" requires a brief explanation. The IRS will initiate full federal tax compliance checks at its discretion on the CPEO Applicant and any responsible individual.
1. Provide a point of contact that can discuss tax issues of the CPEO Applicant.
a. Dose the point of contact has a Form 2848 Power of Attorney on file with IRS.
2. Is the CPEO Applicant currently compliant with the filing, reporting, and payment of all federal taxes?
3. Is the CPEO Applicant currently compliant with the filing, reporting and payment of all state taxes?
Important Note: Each responsible individual identified anywhere within this application must complete and submit a separate Form 14737-A, Responsible Individual Attestation within 30 days of the submission of this application.
Part VI - Fee (See Instructions)
A fee of $1,000.00 must be submitted with this application or the application will be rejected without consideration. Make your check or money order payable to the Department of Treasury, CPEO Fee. 
Part VII - Signature (See Instructions)
Under penalties of perjury, we declare that we have examined this application and to the best of our knowledge and belief, it is true, correct, and complete. We understand any false or misleading information may result in criminal penalties and denial of PEO certification.
Instructions for Form 14737, Request for Voluntary IRS Certification of a Professional Employer Organization
General InformationA Professional Employer Organization (PEO) wishing to obtain Internal Revenue Service (IRS) certification as a Certified Professional Employer Organization (CPEO) must complete and submit Form 14737, Request for Voluntary IRS Certification of a Professional Employer Organization, with all required documentation, including a user fee. (Refer to XXXX for additional information.)  To be considered eligible, the applicant PEO must have administrative offices located within the United States and/or its territories or possessions.  Once certified, a CPEO (and no other entity) will be treated as the employer of any work site employees performing services for any customer of the CPEO. A CPEO is solely liable for the employment tax obligations with respect to its work site employees. A CPEO is also treated as the employer of any non-work site employees.As the employer, a CPEO will have the obligation and authority to collect, remit, and report its clients’ federal employment tax obligations under the CPEO Federal Employer Identification Number (EIN) with respect to remuneration the CPEO pays to work site and non-work site employees.  NOTE: Documents submitted with an application will not be returned. Retain copies of your completed application, all documentation, and a copy of your check or money order.Who Can Apply:An individual completing and submitting this application for PEO certification must meet the definition of a United States person as defined in IRC 7701(a)(30). A United States person is defined as:
(A) a citizen or resident of the United States,
(B) a domestic partnership,
(C) a domestic corporation,
(D) any estate (other than a foreign estate, within the meaning of paragraph (31)), and
(E) any trust if—
(i)  a court within the United States is able to exercise primary supervision over the administration of the trust, and
(ii) one or more United States persons have the authority to control all substantial decisions of the trust.
 
Responsible Individuals:For purposes of the CPEO program, the IRS defines a responsible individual as an individual who controls, manages, or directs the CPEO applicant entity and the disposition of its funds and assets. There may be more than one responsible person for the CPEO applicant. The responsible person is an individual who:
A. Regardless of title, has ultimate responsibility for implementing the decisions of, or supervises the management, administration, or operation of the CPEO applicant or CPEO applicant’s governing body.
B. Possesses direct or indirect control of 25 percent or more of the combined voting power or the value of the CPEO applicant’s shares or securities when the CPEO applicant is a corporation. If the CPEO applicant is a partnership, the responsible person possesses direct or indirect control of 25 percent or more of the profits, interest or capital interest of such partnership.
C. Is employed, appointed, or authorized, by a company that offers or proposes to offer staff leasing services, to enter into, or perform services covered by a service contract on behalf of a CPEO. Is a person who is an officer or director if the CPEO applicant is a corporation (at a minimum, you must include those officers required by applicable state law), or a managing member or general partner if the CPEO applicant is a partnership; or a sole-proprietor that offers or proposes to offer staff leasing services.
Refer to § 301.7705-1(13) for additional definitions of a Responsible Individual.
 
Responsible Individual Personal Attestation Form:Any responsible individual(s) identified within the application for certification must submit a separate Form 14737-A “Responsible Individual Personal Attestation” within 30 days of submission for certification or the application will be rejected.When to Apply:All CPEO applications will be processed in batches (e.g., those application submitted between Date A and Date B are processed within the same timeframe). Certification will be granted to all who qualify within a particular batch and the IRS will notify those CPEO applicants earning certification at least 30 days in advance of the quarter in which their certification becomes active.
 
NOTE: The first date that any CPEO applicant can be certified is January 1st, 2017.  CPEO applicants wishing to obtain certification by this date can submit their application and all required documentation as early as July 1st, 2016 but no later than August 15th, 2016.  PEOs wishing to obtain initial certification by April 1st, 2017 and beyond should follow the schedule below:
Certification Effective Date
Open Season for Submitting Application
April 1st
October 1st – November 30th
July 1st
January 1st – February 28th
October 1st
April 1st – May 31st
January 1st
July 1st – August 31st
PEOs should not wait until the deadline for submitting their application and documentation as any issues that arise could delay their processing until the next batch, resulting in certification for a later quarter.Processing Timeline:The IRS will determine whether the PEO qualifies to become a CPEO and will notify the PEO in writing of this determination   only after:
1. Completion of a review of the application;
2. A review of all required documentation; and
3. Completion of a suitability check.
If additional documentation or explanations are required from the CPEO applicant, the review processing time is extended until all issues are resolved or until IRS formally denies or approves certification.
There are no Appeal rights for any delay of a certification when the application and all required supplemental documentation is not received timely. Appeal rights are available for any formal denial of certification.
Duration of Certification:A CPEO is certified until they are revoked from the program by the IRS or until the IRS is notified in writing by the CPEO and/or responsible individual that certification is no longer necessary.CPEOs are required to annually verify information previously submitted and meet program requirements for annual and quarterly financial attestations. CPEOs must remain in full compliance with all federal tax filings and payments. This rule also applies to all responsible individuals of a CPEO.Material Changes:Material changes related to a CPEO applicant, occurring after application submission but before certification, must be reported in writing to the IRS within thirty (30) days of occurrence or the request for certification could be denied. Include the PEO name and FEIN with a full description of the material change and supporting documentation.
 
Material changes may include any of the following items:
•  bankruptcy proceedings;
•  failure to meet bonding requirements;
•  discovery of significant tax fraud or criminal activity related to federal employment taxes by the CPEO or any of its responsible individual(s);
•  indictment or conviction of the CPEO or any of its responsible individual(s);
•  discovery of any material inaccurate federal tax return filing;
•  late filing or payment of federal taxes;
•  assessment of fraud penalties by the IRS or another tax authority;
•  substantial changes in control of the company (including mergers/acquisitions);
•  discovery of errors in financial statements previously submitted to the IRS;
•  turnover of any CEPO’s responsible individuals while awaiting certification;
•  change in business location where administrative records are held;
•  sale or closure of the business.
 
Send notification of material changes to the following address:
Internal Revenue ServiceCertified Professional Employer OrganizationPO BOX 1234Washington, DC 2XXXX
 
Denial of Certification:Applications for certification may be denied in the following circumstances:
•  Missing or incomplete information
•  Providing false or misleading information
•  Failure to cooperate with the IRS to resolve any outstanding issues
•  Failure to provide documentation in a timely fashion
•  Failure of suitability checks
 
 
Suspension of Certification:IRS reserves the right to suspend CPEOs who do not comply with program rules. Notification of suspension means that the CPEO cannot take on additional clients and that the IRS will notify existing clients that suspension has occurred and revocation will occur within sixty (60) days from the date of notification, if the CPEO is unable to resolve the issue(s) leading up to the suspension.Revocation of Certification:Revocation can occur sixty (60) days after notification of suspension. Revocation can also occur at any time, bypassing suspension, if the CPEO and/or its responsible individuals do not comply with program requirements.Appeal Rights:Appeal rights are available to any CPEO and/or its controlling person(s) if the IRS denies or revokes certification. (PROCESS DESCRIPTION NEEDED BY APPEALS POC?)
 
InstructionsPart I: CPEO Applicant Information
1.  Business Name: Enter the name of the Professional Employer Organization (PEO) applying for certification. If a corporation, the name must match the name listed on the Certificate of Incorporation.
2.  Federal Employer Identification Number: Enter the CPEO applicant’s EIN. If the applicant does not have an EIN, it must apply for one. An EIN can be applied for using Form SS-4, XXXX
3.  Type of Business Organization: Identify the CPEO applicant type of business organization. 
4.  Fiscal Year: Identify the beginning and ending fiscal reporting months for the CPEO applicant.
5.  Physical Address: Enter the address of the CPEO applicant’s principal administrative office or place of business. Include the suite, room, or other unit number after the street address. Entering a P.O. Box or an “in care of” (c/o) address on this line will result in a rejection of the application. The CPEO applicant must have administrative offices located within the United States and/or its territories or possessions. Note: If the CPEO applicant is a corporation, do not use the address of the registered agent for the state in which the corporation is incorporated. For example, if a business is incorporated in Delaware or Nevada and the corporation's principal office is located in Little Rock, AR, the corporation should enter the Little Rock address.
6.  Hours of Operation: Provide the normal hours of operation for the CPEO applicant. 
7.  Point of Contact Name:  Provide a contact name. Contact information is often used to quickly resolve questions with applications. 
8.  Point of Contact Telephone Number:  Provide a contact valid phone number. Contact information is often used to quickly resolve questions with applications. 
9.  Mailing Address: Enter the mailing address for the CPEO applicant if different from the Physical address. This is the address where the IRS will send all correspondence related to the request for certification and any subsequent notifications related to certification status. An “In Care Of” (C/O) and/or Post Office Box is acceptable.
10.  State Licensing or Registration: Identify if the CPEO applicant is licensed or registered to operate as a PEO within a state(s), territory(ies), or possession(s) of the United States within the last three (3) years. If so, provide all state, territory, or possession names, license or registration numbers, and dates of most recent certification. If no longer registered in a particular state, territory or possession, indicate the date of termination of the registration or license.
11.  Precursor PEO Entities (if applicable): List the name and EIN for any PEO precursor entities That dissolved or made a substantial asset transfer to the CPEO applicant or one of its related persons within the last three (3) years, or shared significant common purposes and substantial common membership; or directly or indirectly substantial common direction or control; or for which the PEO applicant owned (directly or through one or more entities) a 25% (agreed to during the meeting with Counsel along with this definition for the application and we need to expand the experience question on the personal page document. or greater interest in the capital or profits of the other.
12.  Assurance Corporation Membership (if applicable): Check the applicable box to identify if the CPEO applicant is a member of any Assurance Corporation. Provide the name and membership number.
13.  Experience: Answer attestation questions related to the experience of the CPEO Applicant. In some instances, the IRS may determine that a CPEO Applicant needs to demonstrate and/or provide documented and verifiable work history or written certification by third-party references that support the answers provided. Should third party references be necessary, the IRS may contact any third party, where applicable in order to determine suitability for certification.
 
Part II: Ownership and/or Responsible Individuals
1.  Owners and/or Corporate Officers (if applicable): Provide the name, percent of ownership, social security number, complete home address, and title for any owner of a domestic or foreign corporation, partnership (including any entity treated as a partnership), trust, individual, or estate that owns directly twenty percent (20%) or more, or owns, directly or indirectly 20% or more of the business or outstanding stock.  
 
•  A partnership or a limited partnership shall provide the names and home addresses of all partners, indicate whether each partner is a general or a limited partner, and include a copy of the partnership agreement or an affidavit signed by all partners acknowledging that a written partnership agreement does not exist.
•  A corporation shall state the names and home addresses of all officers, directors, and shareholders who own a 20% or greater interest in the corporation. A domestic or foreign corporation must have filed any required documents with the secretary of state and shall remain in good standing to conduct business pursuant to this chapter.
•  A limited liability company shall state the names and home addresses of those individuals who own a 20% or greater interest in the limited liability company. A domestic or foreign limited liability company must have filed any required documents with the secretary of state and shall remain in good standing to conduct business pursuant to this chapter.
 
2.  Responsible Individual(s) (if applicable): Provide the name, social security number, complete home address, and title of all responsible individuals of the CPEO applicant. (See definition of responsible Individual in General Information.)
Part III: Controlled Group Information (if applicable)If the CPEO applicant is operating or acting as a controlling or parent company for other PEOs provide the business name, employer identification number, and the complete physical address for each PEO business group or subsidiary.  If the CPEO applicant is operating as a subsidiary, provide the business name, employer identification number, and the state(s) where business is conducted for the parent and any sibling PEOs.The following rules apply to PEO Groups:
•  Any group PEO (whether a parent or subsidiary) wishing to obtain certification must submit an application for acceptance in the CPEO program.  
•  Members of a controlled group (as defined in § 414(b) may not jointly apply for certification.  
•  A parent entity may apply for certification on behalf of itself, but may not apply on behalf of any of its PEO subsidiaries within the same controlled group.  
•  A subsidiary in a controlled group may apply for certification on behalf of itself.  
 
Part IV: Background ChecksIRS will conduct a background check on the CPEO applicant and controlling person(s) applying for IRS certification.  Each controlling person of the CPEO applicant must be at least 18 years old as of the submission date of this application. At a minimum, background checks include mandatory fingerprint checks against FBI records for all individuals. Background checks may also include a credit history check and a review of state regulatory boards and licenses for any misconduct, suspensions or revocations by the applicant PEO and individuals.
 
Answer the attestation questions for background checks within the application and include explanations, where applicable. The application will be rejected for consideration of certification if Part IV of the application is not complete. Providing false or misleading information will result in rejection of the application. 
 
Fingerprint Cards:  In order to initiate background checks, include a completed FD-258, Fingerprint Card for each controlling person. There are no exceptions to this rule. The fingerprint cards used for the CPEO program are unique and can only be obtained by calling the XXX Campus at 1-866-255-0654. NOTE: If any responsible individual(s) of the CPEO applicant change, the CPEO applicant must submit notification to the IRS in writing and include fingerprint cards of the new responsible individual(s)). Failure to advise the IRS of these changes and supply applicable fingerprint cards within thirty (30) days of the change will result in delays for initial certification.   
 
Part V: Tax Compliance Check
Provide a point of contact that the IRS may use to discuss any tax issues of the CPEO applicant that may become known in the investigation of the application. Indicate if the contact has a Form 2848 Power of Attorney and Declaration of Representative on file with the IRS. Note: Form 2848 must be on file before IRS employees can discuss any tax issues of the CPEO applicant with the contact person.
 
An IRS review of the CPEO applicant’s tax filing, reporting, and payment history will be conducted to determine if the CPEO applicant is in full compliance with the Internal Revenue Code and its Regulations.  
Answer attestation questions for federal and state tax compliance checks and include explanations, where applicable. The application will be rejected if Part V of the application is not complete. In addition, any responsible individual(s responsible individual(s)(s) identified within the application for certification must also submit a separate “Responsible Individual Personal Attestation Form” within 30 days of submission for certification or the application will be rejected. Providing false or misleading information will result in rejection of the application. 
 
Part VII: Application FeeA fee of $1,000.00 must be submitted with this application or the application will be rejected without consideration.  
 
If the application is incomplete, or the required supplemental information as shown in Part VI above is not submitted with the application or within thirty (30) days of application submission, the IRS will reject the application.  
 
If the application is rejected, the application fee will be refunded within ninety (90) days of rejection.
 
Make your check or money order payable to the Department of Treasury, CPEO Fee.
 
Part VIII: SignatureIf the CPEO applicant is a sole-proprietor, single member limited liability company or a single officer corporation only one signature is required; otherwise a minimum of two owners or responsible individual(s)s must sign this application. Signatures must be submitted under penalty of perjury. 
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