
Tau Beta Pi Tips 
Completing the IRS Form 8822-B:  

Change of Address or Responsible Party 
 

 
 
1. Download a fillable PDF version of the form: http://www.irs.gov/pub/irs-pdf/f8822b.pdf 

2. Check the tax-exempt organization box at the top of the form. The following chapters ARE NOT 

TAX EXEMPT and should leave the box unchecked: AL D, DC B, KY G, MA B, NY S, and VA D 

3. All chapters should check box 1. Box 2 should be left unchecked. 

4. Check box 3 if the chapter has a mailing address different than its business location. This would 

be unusual for most chapters. Complete box 7 if the chapter has a different business location. 

5. In box 4a, list the chapter’s business name as Tau Beta Pi Association Inc. 

6. Enter your EIN in box 4b. 

7. Enter the address the IRS has on record for your chapter in box 5. Check the spreadsheet 

provided by Tau Beta Pi or use the IRS website: http://apps.irs.gov/app/eos/ 

8. Leave the three foreign address lines blank. 

9. If the mailing address for your chapter differs from what the IRS has on record, list the new 

address in box 6. If it has not changed, list same as above. 

10. Leave box 7 blank unless your chapter has a different mailing address from its business location 

address. 

11. Enter the name of the responsible party the IRS has on record in box 8a.  If you are unable to 

obtain the social security number for the old responsible party, you may list not available in 

box 9a. However, this may delay processing. 

12. Enter the name of the new responsible party in box 8b. The IRS requires the social security 

number of the responsible party be entered in box 9b. 

13. You may include a telephone number for the IRS to use if it has questions in box 10. 

14. Enter the title of the person who will sign the form in box 10. 

15. Print the form and have the Chief Advisor sign and date it. According to the IRS instructions, the 

President, Vice President, or Treasurer, may sign the form instead of the Chief Advisor. 

16. Use the information in the Where To File section to mail the form to the appropriate address. 

Make sure to send it to the correct address based on the old business address!  

17. Email a scanned copy or mail a physical copy to Headquarters. You may black out the social 

security numbers. 
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