
sample letter to irs to change business
name
sample letter to irs to change business name is an essential document for business
owners who have recently undergone a name change and need to update their records with
the Internal Revenue Service. This article will guide you through the process of notifying the
IRS about your business name change, including when and how to write the letter, what
information to include, and tips to ensure your correspondence is processed efficiently.
Understanding the correct format and required details will help avoid delays or
complications in updating your business records. Additionally, the article covers alternative
methods for reporting a name change and common questions related to the process. Below
is a structured overview of the key points discussed in this comprehensive guide.

Understanding When to Notify the IRS of a Business Name Change

How to Write a Sample Letter to IRS to Change Business Name

Required Information and Documentation

Alternative Ways to Report a Business Name Change

Common Questions and Important Considerations

Understanding When to Notify the IRS of a
Business Name Change
Notifying the IRS promptly after a business name change is critical for maintaining accurate
tax records and ensuring compliance with federal regulations. The timing and method of
notification depend on the type of business entity and how the change was legally effected.
Generally, the IRS should be informed as soon as the legal name change is official, which
typically occurs after registering the new name with the appropriate state agency.

Types of Businesses and Notification Requirements
Different business structures have specific protocols for informing the IRS of a name
change:

Sole Proprietorships: Usually report the change on the next tax return filed using
Schedule C.

Partnerships: File an amended Form 1065 or notify via letter if the name change
happens between tax filings.



Corporations: Must notify the IRS by sending a letter to the address where they file
returns or by indicating the change on the next corporate tax return (Form 1120).

LLCs: Notification depends on how the LLC is classified for tax purposes but often
follows the same rules as corporations or partnerships.

Why Timely Notification Matters
Failure to notify the IRS in a timely manner can lead to delays in processing tax returns,
issues with tax refunds, and complications in tax compliance. Keeping IRS records updated
ensures that all communications and tax documents reflect the correct business identity.

How to Write a Sample Letter to IRS to Change
Business Name
Writing a clear and concise letter to the IRS is an effective way to officially request a
change to your business name on their records. A properly formatted letter helps facilitate
smooth processing and minimizes the risk of errors.

Letter Format and Structure
The sample letter to IRS to change business name should adhere to a formal business letter
format, including the following components:

Sender’s Information: Include your business name, address, and Employer1.
Identification Number (EIN) at the top of the letter.

Date: The date the letter is written.2.

IRS Address: Use the address where your tax returns are normally filed or the IRS3.
office that handles your business tax matters.

Subject Line: Clearly state the purpose, such as “Notification of Business Name4.
Change.”

Salutation: Address the letter appropriately, for example, “Dear Sir or Madam.”5.

Body: Explain the reason for the letter, including the old business name, the new6.
business name, your EIN, and any relevant dates or legal documentation.

Closing: A polite closing such as “Sincerely,” followed by your name, title, and7.
signature.



Sample Letter Content Example
Here is a sample outline of what the letter might include:

Introduction stating the purpose of the letter.

Details of the previous business name and the new business name.

Reference to the legal documentation supporting the change (e.g., state registration
certificate).

Request for the IRS to update their records accordingly.

Contact information for any follow-up questions.

Required Information and Documentation
To ensure your letter to the IRS is processed without delay, it is important to include all
necessary information and attach relevant supporting documents.

Essential Details to Include
The following information should be clearly presented in the letter:

Previous business name exactly as registered with the IRS.

New business name as legally changed.

Employer Identification Number (EIN) or Social Security Number (SSN) if applicable.

Business address and contact information.

Date when the name change became effective.

Supporting Documentation
Attach copies of documents proving the legal name change, such as:

Certificate of Amendment or Articles of Amendment from the state business registry.

Official business license or registration reflecting the new name.

Any correspondence from the state confirming the name change.



Alternative Ways to Report a Business Name
Change
Besides sending a formal letter, the IRS provides other options for updating business name
information depending on the entity type and circumstances.

Reporting Through Tax Returns
Many businesses report their name change when filing their annual tax returns by using the
updated name on the form and indicating the change where applicable. This method is
common for sole proprietorships and corporations.

Using Form 8822-B
Form 8822-B, Change of Address or Responsible Party — Business, can be used to notify
the IRS of a change in the responsible party or business address but is not specifically
designed for name changes. However, in some cases, it may be used in conjunction with
other documentation.

Contacting the IRS Business and Specialty Tax Line
Businesses may also contact the IRS Business and Specialty Tax Line to inquire about the
proper procedure for their specific situation and confirm if a letter is necessary.

Common Questions and Important Considerations
Understanding the nuances of notifying the IRS about a business name change helps avoid
common pitfalls and ensures compliance with federal tax rules.

Will Changing the Business Name Affect the EIN?
Generally, changing the business name does not require obtaining a new EIN, except in
certain cases such as changes in business structure. It is important to confirm this with the
IRS to maintain correct tax records.

How Long Does the IRS Take to Process the Name
Change?
Processing times vary, but the IRS typically updates business records within four to six
weeks after receiving the notification and verifying the information. Confirmation may not



be explicitly sent unless requested.

What If the IRS Sends Correspondence to the Old
Business Name?
If IRS notices or correspondence continue to arrive addressed to the old business name, it
likely indicates that the name change has not been fully processed. Follow up with the IRS
to confirm receipt and update status.

Frequently Asked Questions

What is a sample letter to the IRS to change a business
name?
A sample letter to the IRS to change a business name is a formal written request that
informs the IRS of your business's new name and requests the update in their records.

What information should be included in a letter to the
IRS to change a business name?
The letter should include the current business name, the new business name, the Employer
Identification Number (EIN), the business address, and a signature of the authorized person.

How do I format a letter to the IRS to change my
business name?
Start with your contact information, the IRS address, date, a subject line stating the
purpose, a clear statement of the name change with relevant details, and a closing with
your signature.

Where do I send the letter to the IRS to change my
business name?
You send the letter to the IRS address where you normally file your business tax returns or
to the address specified in IRS instructions related to business name changes.

Do I need to include any supporting documents with the
letter to the IRS for a business name change?
It's advisable to include a copy of the legal document showing the business name change,
such as an amended articles of incorporation or a DBA certificate.



Can I change my business name with the IRS without
changing my EIN?
Yes, you can change your business name without changing your EIN by notifying the IRS
through a letter or when you file your next tax return with the new name.

How long does it take for the IRS to process a business
name change request?
Processing times can vary, but it typically takes several weeks for the IRS to update their
records after receiving your request.

Is there a fee to change my business name with the
IRS?
No, the IRS does not charge a fee to update your business name in their records.

Can I notify the IRS of a business name change by
phone or online?
No, the IRS requires a written notification for a business name change; this is usually done
by sending a letter or indicating the change on your tax return.

What happens if I do not notify the IRS about my
business name change?
Failing to notify the IRS can lead to confusion, misfiling of tax returns, and issues with tax
correspondence and compliance.

Additional Resources
1. How to Write Effective Letters to the IRS
This book provides a comprehensive guide on drafting various types of letters to the
Internal Revenue Service, including requests for changes to business information. It covers
formatting, tone, and essential details to include, ensuring your correspondence is clear
and professional. Readers will find templates and examples that simplify the letter-writing
process.

2. Business Name Changes and Tax Compliance
Focused on the intersection of business law and tax regulations, this book explains the
procedures for legally changing a business name and updating the IRS. It offers step-by-
step instructions and sample letters to facilitate smooth communication with tax
authorities, helping businesses avoid penalties and maintain compliance.

3. The Small Business Owner’s Guide to IRS Communication
Designed for entrepreneurs, this guide demystifies the process of interacting with the IRS,



including how to submit requests for modifications such as business name changes. It
highlights common pitfalls, provides sample correspondence, and emphasizes best
practices for timely and effective communication.

4. Mastering Tax Correspondence: Sample Letters and Strategies
This resource compiles a variety of sample letters tailored to different IRS requests,
including changing business details. It educates readers on legal requirements and offers
strategic advice on how to frame requests to increase the likelihood of approval and
minimize delays.

5. IRS Letter Writing Made Simple for Businesses
A practical manual focusing on business-related communication with the IRS, this book
simplifies the letter-writing process with clear instructions and templates. It covers topics
such as changing business names, correcting tax records, and handling audits, making it a
valuable tool for business owners.

6. Changing Your Business Name: Legal and Tax Considerations
This book explores the legal steps involved in changing a business name, including the
necessary notifications to the IRS. It provides detailed guidance on preparing and
submitting sample letters, ensuring businesses update their tax records accurately and
efficiently.

7. Effective Communication with Tax Authorities
Targeting both individuals and businesses, this book teaches readers how to communicate
effectively with tax agencies like the IRS. It includes examples of letters for various
scenarios, including business name changes, and tips on maintaining professionalism and
clarity in all correspondence.

8. Taxpayer’s Handbook: Navigating IRS Requests and Documentation
This handbook serves as a go-to resource for taxpayers needing to respond to or initiate
contact with the IRS. It contains sample letters for business name changes and other
common requests, along with explanations of IRS procedures and timelines.

9. Corporate Identity Updates: Correspondence with the IRS
Specifically addressing corporate entities, this book outlines the process for updating
business identity information with tax authorities. It offers sample letters, checklists, and
expert advice to ensure that changes such as business name updates are communicated
effectively and in compliance with IRS requirements.
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