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Determining IR# Setup

Before You Begin Step 1 - Identify Your IR# Setup

To complete your ACE application, please first determine whether your

company has one IR# or multiple IR#’s under the same EIN.

If you only have one IR#
For example: 01-2345678900

Start Here >

If you have multiple IR#’s
For example: 01-2345678900 and 01-23456789XX

Start Here >

If you have any questions throughout this process, please
feel free to reach out to us at:

O (727)290-6476 Q) info@alliancechb.com
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Single IR# Application

For Single IR# Only - Please continue with the application below:

Click the link Application for an ACE Portal Top Account with the
Importer Sub-Account View to open the application.

e Enter your company name in the Company Name field.
Enter your IR# in the Importer of Record Number (IR#) field.
Enter your email address in the Business Email Address field.

Click Next to continue.
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https://ace-accounts.cbp.gov/s/importer-form
https://ace-accounts.cbp.gov/s/importer-form

Single IR# Application

After clicking Next, you’ll be prompted to enter a Verification
Code.

This code will be sent to the email address you provided in the
previous step. If more than 10 minutes pass before entering the
code, you will need to return to Step 1 and re-submit the form.
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o After completing verification, you will be directed to the Company
and Account Owner Information page.

Your company name, IR#, and email address will be prepopulated
from Step 1 and cannot be edited.

Select your company’s structure from the Company
Organizational Structure drop-down menu.

Enter your first and last name in the Account Owner First Name
and Account Owner Last Name fields.

In the Country drop-down menu, begin typing the country name
or code, then select the appropriate option.
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Single IR# Application

Enter your business address in the Street Address, City, State,
and ZIP Code fields.

Enter your business phone number in the Telephone Number
field, including dashes to separate each section (123-456-7890).
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e Proceed to the Authorization section.

Note: The Account Owner Name field is prefilled from the
previous step, and the Acknowledgement Date field is
automatically populated with today’s date.

Select the checkbox in the top left to authorize creation of your
ACE account.

e Click Submit to complte the application.
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Single IR# Application

Prefilled with Account Owner Name Prefilled with today’s date
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Step 1is complete!

CBP states that processing your application can typically take up to 3-5
business days, but due to the high volume of applications, processing
may take longer.

If you have any questions throughout this process, please
feel free to reach out to us at:

e (727) 290-6476 8 info@alliancechb.com
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Multiple IR# Application | stepl |

For Multiple IR#’s Only - Please continue with the application below:

Click the link ACE Secure Data Portal Application Form to open
the application.

e Download the application to your computer.

Once downloaded, skip the Privacy Act on page 1 as nothing
needs to be filled out there.

e On page 2, complete Section A. Account Information.
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https://www.cbp.gov/sites/default/files/2025-02/ACE%20Secure%20Data%20Portal%20Account%20Application%20Form.pdf

Multiple IR# Application | stepl |

e Skip to Section B. Account Owner Designation and complete
Part 2. Legal Entity.

Part 2. Legal Entity
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e Complete Section C. Point of Contact for the Account.

Section €. Point of Contact for the Account
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Multiple IR# Application | stepl |

o Complete Section D. Authorization and Acknowledgement.

Section D. Authorization and Acknowledgement

The account owmner AND comparry afficer must sign below to indicate authosization/approval of the information contained in this
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e Once all highlighted sections are completed, click Submit by
E-Mail at the bottom of the page.

Submit by'\E-MaiI Reset Form Print Form

L\e

This will open up Outlook (or your default email application),
attach your completed ACE application, and set the recipient as
ace.applications@cbp.dhs.gov.

e Send the email to successfully submit your application.
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Multiple IR# Application | stepl |

Step 1is complete!

CBP states that processing your application can typically take up to 3-5
business days, but due to the high volume of applications, processing
may take longer.

If you have any questions throughout this process, please
feel free to reach out to us at:

O (727)290-6476 Q) info@alliancechb.com
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