
Texas Department of Aging 
and Disability Services

Form 4110 
December 2013-EPayee Change Request

Date Entered Entry Type HHSAS Update Only

TIN Change/Merge

Master Information Change

Address Change

Add Remitting Address

Date Completed

Check box for action requested. Please type or print. DO NOT write in shaded areas.

I. NUMBER CHANGES

Texas Identification No. Change (see restrictions 
for any number changes on Page 2 of this form) ......

Old No. New No.

Texas Identification No. Merge (see requirements for 
any number changes on Page 2 of this form) ..........

Incorrect No. Correct No.

II. MASTER CHANGES

Texas Identification No. ...............................................................................................
Add/Change Texas Taxpayer No. : Correct Taxpayer No. .................................................

Change of Ownership Type Code : Correct Ownership Type Code (see ownership codes on Page 2 of this form). ..................
T – Texas Corporation

Profit Non-Profit
O – Out-of-state Corporation

Profit Non-Profit
R – Foreign (Outside of the U.S.A.)

Profit Non-Profit

Add/Change Owner's Name : Correct Owner's Name. ........................

Add/Change Owner's Social Security No. : Correct Owner's Social Security No. ..................

Add/Change Partnership Information
Partner 1 – Name SSN/EIN

Partner 2 – Name SSN/EIN

Add/Change Texas Charter No. : Correct Texas Charter No. ............................................

Texas Identification No. Status Change: Active Inactive H- Hold R- Release Reason Code:

T- Non 1099 Other  1099 Mail Code:

III. LOCATION/MAIL CODE CHANGES
Current Texas Identification No. ................................... Location (TIN Mail Code):

Address Sequence No:

Name Change : New/Correct Name: .............................

DBA/Address Change : Correct Address: ......................

Change 'Invoicing' Address NOTE: Use extra lines if 
additional space is needed 
for name and/or address. 
 Change 'Remitting' Address

Change Both

City State ZIP Code +4

SIC Code Change : Correct SIC Code ..........................................................................................................
Zone Code Change : Correct Zone Code .......................................................................................................
Security Type Change : Correct Security Type Code ........................................................................................

Telephone No. Change : Correct Payee Area Code and Number ......................................... /
Add/Change Employing Agency : Correct Employing Agency Number..................................................................

Location/Mail Code Status Change: ...... Active Inactive H- Hold R- Release Reason Code:



Form 4110 
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Texas Department of Aging and Disability Services
Payee Change Request

IV. AGENCY INFORMATION
Current Payee Name:

Comments:

Send DADS Rep. Notification
Representative Completing This Request Date DADS Mail Code Telephone No.

INSTRUCTIONS FOR DADS STAFF
Note: ●   This form is used only to change existing information for one payee number. To set up either new accounts or additional mail 

codes, use the "Application for Texas Identification Number," Form 4109. 
●   Please note that Ownership Codes T  - Texas Corporations, O  - Out-of-State Corporations and R  - Foreign (Outside of the U.S.

A.) must be specified as being for profit or non-profit. 
●   Forms should be submitted to DADS Accounting, E-411. 
●   Some changes cannot be made to the Comptroller's Texas Identification Number System (TINS) without a written request from 

the payee if:
 1. account is actively being paid by more than one agency. 
 2. account is set up with security (unless DADS was the agency setting security). 

●   This form is for DADS use only. Do not send it to the payee. 
●   For assistance in completing this application, call DADS Accounting at (512) 438-2410.

●  Do not write in shaded areas. These areas are for DADS Accounting use only. 
●  Please type or print all information. 
●  Do not enter more than 50 characters, including spaces, on the name or address lines. Only the first 50 characters on each line will be 

entered in the computer master files. 
●  Do not use dashes when entering Social Security, Employer's Identification Number (EIN) or Comptroller assigned numbers. 
●  Names of individuals must be entered with first name first. 
●  OWNERSHIP CHANGE 
  When an ownership change has occurred two different forms should be filled out. The first one is Form 4110, "Payee Change 

Request." Complete Form 4110 to inactivate the old TIN. The second form that should be filled out is Form 4109, "Application for 
Texas Identification Number." Complete Form 4109 to set up the new TIN. An example of an ownership change is a sole 
ownership that takes on a partner(s) and operates as a partnership. 

●  TIN CHANGE 
  When there is no change in ownership, but the TIN in use is invalid, a number change should be requested. 
●  TIN Merge

When a payee is set up on TINS with two different TINs, a transaction to combine the two accounts should be requested, This 
transaction is called a number merge. TINs may be merged if all of the following apply: 

 1. Both numbers must belong to the same payee. 
 2. Both ownership types are the same. 
 3. Only one payee number may have more than one mail code. 

Ownership Codes
I – Individual Recipient (not owning a business) 
E – State Employee 
S – Sole Ownership of Business 
P – Partnership 
N – Other

J – Joint Venture 
L – Limited Partnership 
T – Texas Corporation 
A – Professional Association 
C – Professional Corporation

O – Out-of-State Corporation 
G – Government Entity 
U – State Agency/University 
F – Financial Institution 
R – Foreign (out of U.S.A.)

●  A TIN Status Code of  ACTIVE indicates that entire payee record can be used to make payments, providing the mail code status is also 
active. INACTIVE indicates the payee account is NOT available for payment, regardless of which mail code is used. This form may be 
used to activate/inactivate a TIN. 

●  The location/mail code is the last three digits of the TIN and specifies a name and address that will be used on any warrants generated 
for payment. “Location” is HHSAS terminology; “mail code” is Comptroller terminology.

    The Location/Mail Code Status Code describes whether a payee location/mail code can be used for payment. A TIN may remain 
active, but may have inactive locations/mail codes on file. See explanation of TIN Status Code above. 


Texas Department of Aging
and Disability Services
Form 4110
December 2013-E
Payee Change Request
Date Entered
This shaded area is for DADS Accounting use only, Date Entered
Entry Type
For DADS Accounting use only, Entry Type
HHSAS Update Only
For DADS Accounting use only, HHSAS Update only.
Check box for action requested. Please type or print. DO NOT write in shaded areas.
Please review all check boxes. select correct Check boxes for action requested. Please type or print. DO NOT write in shaded areas and read the "Form Instructions for DADS Staff" on the Second Page of this form before completing. If assistance is needed in completing the form, please call DADS Accounting at (512) 438-4684 or (512) 438-4310.
New No.
Texas Identification Number Change for  New number
Correct No.
Texas Identification Number Merge for Correct number
Texas Identification No.          
Texas Identification Number
: Correct Taxpayer No.          
Correct Taxpayer Number
: Correct Ownership Type Code (see ownership codes on Page 2 of this form).         
T – Texas Corporation
O – Out-of-state Corporation
O – Out of state Corporation
R – Foreign (Outside of the U.S.A.)
: Correct Owner's Name.          
: Correct Owner's Social Security No.          
Correct Owner's Social Security Number
SSN/EIN
First Partner's SSN/E I N
SSN/EIN
Second Partner's SSN/E I N
: Correct Texas Charter No.          
Correct Texas Charter Number 
Current Texas Identification No.          
Current Texas Identification Number
: New/Correct Name:          
: Correct Address:         
NOTE: Use extra lines if additional space is needed for name and/or address.
 
: Correct SIC Code          
Correct S I C Code
: Correct Zone Code         
: Correct Security Type Code         
: Correct Payee Area Code and Number         
/
: Correct Employing Agency Number         
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Texas Department of Aging and Disability Services
Payee Change Request
INSTRUCTIONS FOR DADS STAFF
Note:
●   This form is used only to change existing information for one payee number. To set up either new accounts or additional mail codes, use the "Application for Texas Identification Number," Form 4109.
●   Please note that Ownership Codes T  - Texas Corporations, O  - Out-of-State Corporations and R  - Foreign (Outside of the U.S.A.) must be specified as being for profit or non-profit.
●   Forms should be submitted to DADS Accounting, E-411.
●   Some changes cannot be made to the Comptroller's Texas Identification Number System (TINS) without a written request from the payee if:
account is actively being paid by more than one agency.account is set up with security (unless DADS was the agency setting security).
●   This form is for DADS use only. Do not send it to the payee.
●   For assistance in completing this application, call DADS Accounting at (512) 438-2410.
●  Do not write in shaded areas. These areas are for DADS Accounting use only.
●  Please type or print all information.
●  Do not enter more than 50 characters, including spaces, on the name or address lines. Only the first 50 characters on each line will be entered in the computer master files.
●  Do not use dashes when entering Social Security, Employer's Identification Number (EIN) or Comptroller assigned numbers.
●  Names of individuals must be entered with first name first.
●  OWNERSHIP CHANGE
                  When an ownership change has occurred two different forms should be filled out. The first one is Form 4110, "Payee Change Request." Complete Form 4110 to inactivate the old TIN. The second form that should be filled out is Form 4109, "Application for Texas Identification Number." Complete Form 4109 to set up the new TIN. An example of an ownership change is a sole ownership that takes on a partner(s) and operates as a partnership.
●  TIN CHANGE
                  When there is no change in ownership, but the TIN in use is invalid, a number change should be requested.
●  TIN Merge
When a payee is set up on TINS with two different TINs, a transaction to combine the two accounts should be requested, This transaction is called a number merge. TINs may be merged if all of the following apply:
Both numbers must belong to the same payee.Both ownership types are the same.Only one payee number may have more than one mail code.
Ownership Codes
I – Individual Recipient (not owning a business)
E – State Employee
S – Sole Ownership of Business
P – Partnership
N – Other
J – Joint Venture
L – Limited Partnership
T – Texas Corporation
A – Professional Association         
C – Professional Corporation
O – Out-of-State Corporation
G – Government Entity
U – State Agency/University
F – Financial Institution
R – Foreign (out of U.S.A.)
●  A TIN Status Code of  ACTIVE indicates that entire payee record can be used to make payments, providing the mail code status is also active. INACTIVE indicates the payee account is NOT available for payment, regardless of which mail code is used. This form may be used to activate/inactivate a TIN.
●  The location/mail code is the last three digits of the TIN and specifies a name and address that will be used on any warrants generated for payment. “Location” is HHSAS terminology; “mail code” is Comptroller terminology.
    The Location/Mail Code Status Code describes whether a payee location/mail code can be used for payment. A TIN may remain active, but may have inactive locations/mail codes on file. See explanation of TIN Status Code above. 
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