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Supplementary Guide to help digitally 
complete your W-8BEN

The W-8BEN form (also referred to as W-8) is a document required by the U.S tax authorities and is used to declare 
an individual’s tax status. It’s only required for non U.S residents and by completing the form you may be able to claim a 
reduced rate of withholding tax. 

The W-8BEN form will be valid for a period starting on the date the form is signed and ending on the last day of the 3rd 
succeeding calendar year, unless a change of circumstances for e.g. name change requires a new form to be submitted. 

The information within this guide has been provided to assist you in your obligations to provide the information necessary 
for U.S tax withholding and reporting requirements, however, you should ensure you understand your obligations before 
completing the form. 

To view the Internal Revenue Service (IRS) instructions on completing these forms visit the IRS website. 

Australian tax residents should also review the IRS Notice 2018-20. 

You are about to complete your W-8BEN digitally, there is no need to print or email this form to us, we will receive it 
digitally once you have submitted the form at the end of this process.  

It may take up to 5 days to certify the W-8 form. Please visit the Service Centre in 5 business days to check the status of 
the certification.   

The information we are providing in this guide is general in nature and is not advice.

You should contact the IRS or your Tax Adviser for advice and further information. CommSec is unable to provide you 
advice in relation to your obligations or U.S tax consequences of your investment/s.

If you have any general questions contact our International trading desk on 1300 361 170 8am to 7pm on U.S  
trading days.
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Let’s get started! 

Action

Step 1 

You will need to log into the Service Centre using your CommSec Client ID and password. Once you 
have logged in, click on ‘Settings’.

You should refer to the Status Centre on the far left where you should see your W-8 form waiting for 
you. To launch simply click on the yellow Respond Now button. 

If you haven’t already you will need to 2 factor authenticate for security reasons.

If there isn’t a W-8 in the Status Centre, you can create a request yourself by clicking on the Create a 
request link.
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Step 3 

A new tab will be opened and you will be sent to a trusted third party to complete your W-8 form. Your session will remain 
open in the background so you can come back to your CommSec account.  

The first screen you will see relates to account selection, please select the appropriate account name that relates to the 
W-8 you are completing. 

Step 2 (if applicable)

Once the drop down box is presented you will need to search for W-8, locate the right form and initiate 
the request.

Only applicable if there isn’t a W-8 on Status Centre. If you have a W-8 on Status Centre,  
move to Step 3.

Action
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Step 5 

Next, please ensure your name displayed is correct, your name will need to be the same as your name on your CommSec 
account. It is important that your information is up to date.

Next, you will need to indicate whether the account holder is a citizen or resident of the United States and whether you 
have generated income from this account connected to a U.S trade or business you conducted. Income from sources within 
the United States connected with the conduct of that trade or business is considered to be Effectively Connected Income 
(ECI). A W-8BEN is not appropriate for such income. Further information is available on the IRS website. If you believe 
your income is ECI please contact the International trading desk to discuss further on 1300 361 170 8am to 7pm on U.S 
trading days.

Step 4 

The next screen relates to the form selection. Please select the appropriate account type that relates to the W-8 you are 
completing. Your facts and circumstances inform the type of W-8 form that applies to you. CommSec can only facilitate 
the transactions of clients that are eligible to provide either a W-8BEN or W-8BEN-E form. Prior to returning either a 
W-8BEN or W-8BEN-E form to CommSec, please review the IRS instructions for Individuals or for Entities and/or seek 
independent advice to determine the type of form that is most appropriate for your circumstances.   

For more information on both the W-8BEN and W-8BEN-E see our W8BEN hub and the IRS website. 

https://www.irs.gov/instructions/iw8ben
https://www.irs.gov/instructions/iw8bene
https://www.commsec.com.au/w8
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Action

Step 6 

The next screen refers to Country of Citizenship, this will be populated as Australia for you however,  
if this isnt correct please contact our International trading desk on 1300 361 170.

For non-Australian citizens, please send in a certified copy of your Passport to commsecinternationalmaintenance@cba.
com.au with the subject as, W-8 Passport with your full name.

To view a list of persons allowed to certify identification documentation, go to Forms & Brochure > International > List of 
Identification Requirements on the CommSec website.

Certifiers must include their occupation, full name, signature and date and write the statement ‘I certify  
this is a true copy of the original document’ on your photocopied original passport (see sample below).

http://commsec.com.au
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Step 8 

If your mailing address is different from your residential address you will need to include it in the next screen. If your mailing 
address is the same you can leave this page blank and click through to the next screen.

Step 7 

Your address should automatically populate for you. If your address is incorrect you will need to update 
your address with CommSec.  

You can NOT use a P.O box or an in-care-of-address as your residential address, this needs to be a 
physical residential address. If you select a P.O box or in-care-of-address in this section your W-8 
may be rejected and you may need to complete a new W-8. 

This address should be where you claim to be a resident for income tax purposes. If your country of tax  
residency is different to your residential address, please contact our International trading desk to discuss 
on 1300 361 170.

Helpful 
hint
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Helpful 
hint

Stop

Stop

Step 11 

You need to enter your country of birth and your date of birth, please use the calendar to select  
your date of birth. 

Please note that your date of birth will be displayed Month/Day/Year to meet U.S tax requirements.

Step 10 

You will now be asked to provide information relating to your tax residency and foreign TIN.  

Please select your country of tax residence. For Australian tax residents we have pre-entered ‘Not Legally 
Required’ for your review. For non-Australian tax residents please enter you foreign TIN.

Step 9 

Next, you will need to enter a U.S Tax Identification Number if appropriate. Do NOT under any 
circumstance enter your Australian Tax File Number (TFN). 
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Step 13 

Next you will be provided the affidavit section. This section is mainly applicable for existing accounts that may have been 
subject to withholding during this calendar year. You may be entitled to a reimbursement of the amount withheld. In order 
for CommSec to apply for the amount to be reimbursed, we require you to complete the affidavit section. Once the form 
has been certified within the Service Centre you will need to contact the CommSec International desk on 1300 361 170 
to request the potential reimbursement. 

Even if you have a newly opened account or do not have any withholding during the calendar year you will still need to 
complete this section to submit the form.

Step 12 

Here, you will need to indicate your tax treaty benefits eligibility. Your treaty country should be your country of tax residency. 
See the W-8 hub for more information.

If you select NO to claiming the tax treaty benefits, a higher rate of withholding may be imposed on amounts payable 
to you. The amount withheld is required to be forwarded to the IRS. If you require further information in relation to your 
eligibility for treaty benefits, you should consult your tax advisor.

Please note that there is a tax treaty between Australia and the United States.

http://www.commsec.com.au/w8


CommSec Supplementary Guide W-8BEN  |  1110  |  CommSec Supplementary Guide W-8BEN

Step 14 

Next, you will reach the E-Sign and submit page.

You will now have the option to preview your completed W-8 form. Please ensure you review the PDF and all of the 
information you have entered is correct and complete. If you notice an error you can click back to make the relevant 
changes. 

Once you are satisfied that all of the information is correct please read the information provided, select where appropriate 
and enter your name in the ‘Electronic Signature’ boxes provided, your name must be the same as the name on your 
CommSec account. Click Complete to submit your W-8 form.
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What  
happens next?

Your completed form will be submitted for processing. 

When your W-8 is approved, the Status Centre will show 
the status “Completed”.  
It may take 5 business days to process your W-8.

If there is something incorrect or incomplete on your form, CommSec will be in contact to discuss.  
Please keep an eye out on your inbox for emails. 

If you have any taxation questions you should contact your Tax Advisor or the IRS website. 

If you have other general questions, please contact our International trading desk on 1300 361 170 
(24 hours on U.S trading days).

Action
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1300 361 170
commsec.com.au

MKTG1071 (10/22)

http://commsec.com.au

