
EIN Numbers Simplified: A 

Comprehensive Guide for 

Business Owners 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

SHERROD D. PIGEE  
 

  



TABLE OF CONTENTS 

 
Chapter 1 Introduction to EIN Numbers: What They Are and Why They Matter 

 
Chapter 2 How to Obtain an EIN Number: A Step-by-Step Guide for Business Owners 

 
Chapter 3 Understanding IN Number Structure: What Each Digit Represents 

 
Chapter 4 Who Needs an EIN Number? Requirements and Exceptions 

 
Chapter 5 EIN Numbers for Different Business Structures: Sole Proprietorships, LLCs, Corporations, 

and Partnerships 

 
Chapter 6 Applying for an EIN Number Online: Tips and Tricks for a Smooth Application Process 

 
Chapter 7  Common Mistakes to Avoid When Applying for an EIN Number 

 
Chapter 8 How to Use Your EIN Number: Tax Filing, Bank Accounts, and More 

 
Chapter 9 Changing or Canceling Your EIN Number: What You Need to Know 

 
Chapter 10 Frequently Asked Questions About IN Numbers: Answers and Resources for Business 

Owners 
 

 

 

 

 

 

 

 

 

 

  



An Employer Identification Number (EIN) is a unique nine-digit number assigned to a business by the 

Internal Revenue Service (IRS). It is used to identify and track businesses for tax purposes. The EIN is also 

known as a Federal Tax Identification Number (FTIN), Taxpayer Identification Number (TIN), or Business 

Registration Number (BRN). This number is not only used by the IRS; it can be used in many other ways, 

too. For example, some banks require an EIN number before they will open an account for a small business 

owner.  
 
Even though the EIN is not complicated, many business owners don’t understand how it works and what 

its purpose is. To help those business owners, this guide provides an overview of the EIN process and 

explains why it’s important to their business.  

 
The IRS assigns all new businesses with an EIN when they register with them. This process can be done 

online or by mail. When registering online, you must provide basic information about your company such 

as its legal name and address, contact information for managers or owners, and other details that the IRS 

requires to issue the EIN. If you register your business via mail, you must fill out Form SS-4 and mail it to 

the appropriate address provided on the form. It usually takes about two weeks for an EIN to be issued after 

submitting either form of registration request.  
 
In addition to being necessary for opening bank accounts, there are several other situations when 

businesses will need their EIN numbers: when filing taxes, applying for loans or lines of credit from lenders 

such as banks or credit unions; when hiring employees; when setting up payment processing systems like 

PayPal; when filing employer forms such as W-2s or 1099s; when conducting certain types of transactions 

that require reporting under anti-money laundering regulations; and more.  
 
It is important that businesses keep track of their EIN so they can access it quickly whenever they need 

it. The best way to record your EIN number is to make sure your records include the original letter sent by 

the IRS confirming that your application was accepted, and the assigned number was issued. If you lose 

this document, then you should contact the IRS directly so that they can issue another one if necessary.  

 
It’s also wise to keep in mind that if your business structure changes—for example if you change 

ownership or add locations—you may need a new EIN from the IRS even if you already have one from 

them in place since some types of changes necessitate getting a new one in order for your financial 

documents stay compliant with federal regulations.  
 
By understanding what an Employer Identification Number (EIN) does and why it’s needed, small 

business owners can ensure their companies remain compliant with applicable laws while avoiding 

unnecessary paperwork hassles down the line related to incorrect tax filings or outdated information 

associated with their accounts at various institutions like banks. Hopefully this guide has provided some 

clarity on how these numbers work so that small businesses can focus on growing instead of worrying about 

difficult paperwork! 

 

 

 

 

 

 

 

 
  



Chapter 1 

Introduction to EIN Numbers: What They Are and Why They 

Matter 

 
EIN numbers, or Employer Identification Numbers, are unique nine-digit codes that the Internal Revenue 

Service (IRS) issues to businesses for tax identification purposes. These codes are used to identify a 

business for tax filing and other related activities, including opening bank accounts, applying for credit and 

more. Having an EIN number is important for businesses of all sizes and types in the United States and 

around the world.  
 
An EIN number is like a Social Security Number (SSN) for a business. An SSN is issued to individuals 

to help track their earnings, whereas an EIN is issued to companies so that they can be identified by the 

IRS. Without an EIN number, most businesses will not be able to conduct any kind of financial activity 

with banks or creditors. This means that obtaining one should be among your first steps when starting a 

business in order to establish a good credit profile.  
 
The process of getting an EIN number is relatively simple. All you need to do is fill out the application 

form on the IRS website along with submitting any required documents such as your company's formation 

documents, state registration certificate and possibly other legal forms depending on your type of business 

structure. Once you receive your EIN number from the IRS it’s time to start building up your corporate 

credit portfolio. 
 
Having an established corporate credit profile will give you access to lines of credit from vendors, lenders 

and suppliers; this can help tremendously if you ever need additional funding for operations or expansion 

down the line. It also helps build trust between yourself and potential customers who may look into your 

business’s credit profile before doing business with you – having an established history with creditors 

makes you appear trustworthy in their eyes!  
 
Using an EIN number also helps keep information about a company separate from its owners – this means 

that if a liability lawsuit were brought against the company, it wouldn’t affect personal assets or credit 

scores of the owners themselves! And lastly, having an established corporate identity can often provide 

additional tax savings which can be beneficial in many situations as well!  

 
In conclusion, having an EIN number is essential for businesses of all shapes and sizes; it serves as both 

a tool for identification purposes but also as a way of establishing credibility for future financial transactions 

such as obtaining loans or lines of credit from various sources. It's important to note that this process should 

always follow proper legal guidelines according to the laws governing each particular jurisdiction in order 

to avoid any potential issues later down the line! 

 

 

 

 

 

 

 

 

 
  



Chapter 2 

How to Obtain an EIN Number: A Step-by-Step Guide for 

Business Owners 

 
Obtaining an EIN number is a necessary step for business owners in order to conduct business and obtain 

various tax benefits. An Employer Identification Number (EIN) is also known as a Federal Tax 

Identification Number and is used to identify businesses for certain tax-related purposes. To obtain an EIN 

number, there are several steps that must be followed.  

 
The first step in obtaining an EIN number is submitting Form SS-4 to the Internal Revenue Service (IRS). 

In order to submit the form, you must first determine your eligibility based on the type of entity you are 

applying on behalf of. Generally speaking, corporations, partnerships, LLCs, nonprofits and certain trusts 

can all qualify for an EIN number. Once you have determined your eligibility, you can access Form SS-4 

from the IRS website or by calling their toll-free phone line at 800-829-4933.  

 
After completing the form and providing any relevant information required by the IRS, it must be mailed 

or faxed to the appropriate office. If submitting via mail, make sure to send it with enough time for 

processing in order to avoid delays in receiving your EIN number. Once your paperwork has been reviewed 

by the IRS and all required information provided correctly, you will receive a response with your assigned 

EIN number within 4 weeks if submitted via mail or within 2 weeks if submitted via fax.   

 
Once you have obtained your EIN number, it is important to keep track of it in order to use it when filing 

taxes or engaging in other activities that require its use. You should also make sure that any changes made 

concerning ownership or management of the company are updated with the IRS so they always have 

accurate records on file related to your business. In addition, if required by law in your state or region, you 

may need to register your business with local authorities as well which may include registering a fictitious 

business name or securing other permits before being able to do business under a given name.  

 
In conclusion, obtaining an EIN number for a business requires some effort but following these steps 

should ensure that everything is done accordingly and that you receive all necessary tax benefits associated 

with having an EIN number without delay. Make sure not only to follow all instructions provided by the 

IRS when submitting paperwork but also stay up-to-date on local laws regarding registration of businesses 

under different names and keep accurate records concerning any changes related to ownership and 

management of the company so that everything stays up-to-date with what’s on file at both federal and local 

levels. 
 

 

 

 

 

 

 

 

 

 

 

  



Chapter 3 

Understanding EIN Number Structure: What Each Digit 

Represents 

 
In the business world, it's essential to understand how EIN numbers work. An EIN number (also known 

as an identification number or an employer identification number) is a nine-digit number assigned by the 

Internal Revenue Service (IRS) to identify a business entity. The digits in an EIN number have specific 

meanings, and each one represents certain information about the business.  

 
The first two digits of the EIN represent the legal form of entity associated with the tax return. For 

example, 01 stands for sole proprietors, 02 stands for corporations, 03 stands for partnerships, etc. The next 

seven digits are used as a serial number to differentiate between entities with similar legal forms.  

 
The fourth and fifth digits represent the state where the entity is organized or incorporated. This will be 

shown as either two numerals, such as 10 for Arizona, or a two-letter state abbreviation such as CA for 

California. The sixth digit indicates whether the organization is exempt from some federal taxes or not; if 

it is, then this digit will be set to a '7'. If not, then this digit will be set to something else like '2' or '0'.  
 
The seventh through ninth digits are used primarily for Internal Revenue Service processing purposes and 

do not provide any information about the entity itself. However, these three digits can also sometimes help 

identify related entities within different divisions of large companies that may have multiple EINs 

(Employer Identification Numbers).  
 
In conclusion, understanding how an EIN number works can help businesses better manage their finances 

and comply with tax regulations more efficiently. Knowing what each digit of an EIN number means 

enables businesses to accurately determine which filing requirements they must meet and keep track of 

their obligations more effectively. 
  



Chapter 4 

Who Needs an EIN Number? Requirements and Exceptions 

 
Business owners should be aware that an Employer Identification Number (EIN) is often a requirement 

when it comes to filing taxes and various other government forms. According to the Internal Revenue 

Service (IRS), businesses must obtain an EIN if they are required by law to file any of these information or 

tax returns: Employment, Alcohol, Tobacco, Firearms, Railroad Retirement Taxes, Excise Taxes, Estate 

Taxes, and Certain Gift Taxes. However, there are certain exceptions for businesses that may not need an 

EIN number.  
 
Businesses with no employees do not usually require an EIN number. This includes sole proprietorships 

with no employees or independent contractors, as well as single-member limited liability companies (LLCs) 

without employees. These businesses are usually only required to use their social security number in place 

of the EIN number when filing taxes and other government forms. Certain religious organizations also do 

not need to apply for an EIN number. Churches and religious organizations that qualify as a 501(c)(3) 

organization can use their church’s tax-exempt status in lieu of obtaining an EIN. Furthermore, these 

organizations are exempt from filing annual returns such as Form 990 or 990-EZ.  
 
Furthermore, nonprofit organizations classified as 501(c)(4) do not need to obtain an EIN unless they 

have paid employees or plan on filing Form 990 series returns with the IRS. In addition to this exemption 

are trusts that are exempt from taxation under section 501(a). This includes charitable remainder trusts and 

split interest trusts among others that can file form 5227 in lieu of obtaining a separate identification number 

for the trust itself.  
 
In some cases, it is possible for business owners to verify their identity through alternative methods such 

as driver’s license numbers instead of applying for an EIN number; however, this is a much rarer occurrence 

since most employers are required by law to obtain a valid employer identification number from the IRS 

even if they have no taxable income or employee wages due for the year at hand. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  



Chapter 5 

EIN Numbers for Different Business Structures: Sole 

Proprietorships, LLCs, Corporations, and Partnerships 

 
An Employer Identification Number (EIN) is an important identifier for businesses of all sizes. It's used 

to identify a business entity when filing taxes with the Internal Revenue Service (IRS). EIN numbers are 

also known as Federal Tax Identification Numbers and are issued by the IRS. EINs are not just for 

corporations and LLCs; they're also issued to sole proprietorships, partnerships, estates, trusts and other 

entities.  
 
For sole proprietorships, which is a business owned by one individual with no formal distinction between 

business assets and personal assets, an EIN number serves as a tax identification number so that income 

earned by the business can be reported on the owner’s personal tax return. If a sole proprietor has employees 

or needs to open up a business bank account in their own name, then they must obtain an EIN number from 

the IRS.  
 
LLCs (Limited Liability Companies) are created under state law and provide limited liability protection 

to its owners as well as pass-through taxation benefits. An LLC must have at least one member in order to 

operate legally in most states. To apply for an EIN for an LLC you must apply online or submit Form SS-

4 with your state’s Secretary of State office.  

 
Corporations are formed under state law and offer more structure than sole proprietorships or LLCs but 

also require more paperwork and compliance requirements such as holding annual meetings of shareholders 

and directors. Corporations must file their own taxes separately from its owner(s), so having an EIN is 

necessary in order to properly pay corporate taxes on time each year. You can apply for an EIN online or 

by submitting Form SS-4 with your state’s Secretary of State office.  

 
Partnership businesses are owned jointly by two or more people who share management responsibility 

and profits/losses among themselves according to their shareholding interest in the company. They should 

give every partner an ownership interest certificate that includes their percentage of ownership/investment 

along with other relevant information about the partnership agreement such as allocated 

rights/responsibilities within the company structure itself. A partnership business requires registration with 

its local government authority so that it can acquire its own federal tax ID number before applying for its 

own separate bank account using Form SS-4 or applying online at its website.  In order to properly report 

income earned by a Partnership business on each partner’s individual tax return each year, all partners must 

obtain their own separate EIN numbers from the IRS. 
 

 

 

 

 

 

 

 

 

 
  



Chapter 6 

Applying for an EIN Number Online: Tips and Tricks for a 

Smooth Application Process 

 
The application process for obtaining an Employer Identification Number (EIN) from the Internal 

Revenue Service (IRS) can be complicated, especially if you are unfamiliar with the process. Fortunately, 

obtaining your EIN online is now easier than ever. An EIN number is assigned to businesses by the IRS to 

identify them as a legally organized entity and to report taxes. This guide will provide you with helpful tips 

and tricks for a smooth application process when applying for an EIN number online.  
 
To begin, ensure that you have all of the necessary information on hand. This includes the name, address, 

date of formation or incorporation, and business type of your organization. Additionally, it is important to 

know whether or not your organization will have employees in order to determine whether or not you are 

required to obtain Federal Unemployment Tax Act (FUTA) insurance coverage through your state’s 

Department of Labor (DOL). If you are uncertain about any of this information or do not have it readily 

available, contact an accountant to help you gather it before submitting your application online.  

 
Once you’ve collected all relevant information regarding your business and verified that it is accurate, 

choose which application works best for your needs. Currently there are three options available: Form SS-

4 (paper), Form SS-4 Web Application (online), or Electronic Filing System (ETV). The most popular form 

used to apply for an EIN number online is Form SS-4 Web Application; however, if you are applying for 

multiple entities at once or prefer more secure methods of filing like EDI/XML/SOAP then Electronic 

Filing System may be best suited for your unique situation.  
 
After selecting the appropriate form, complete it in its entirety and double check each field before 

submitting it online. Make sure that all information entered into each field matches exactly what was 

previously provided; any discrepancies between these two pieces of information may result in significant 

delays in processing time and potential rejection of the application entirely. Once completed correctly with 

no errors, submit the form electronically via secure server connection – this helps protect sensitive data 

during transmission – directly to IRS offices located within the United States. For applicants outside of the 

US please note that certain restrictions may apply; contact local authorities in order to determine what 

additional documents are needed prior to filing online.  
 
Finally keep track of progress towards obtaining an EIN number by regularly checking status updates on 

IRS websites or calling their customer service line as needed. While waiting times vary depending on how 

busy they are at any given moment - typically applications submitted via web form will be processed within 

one business day while higher priority items such as those using Electronic Filing System can take up 48 

hours - some organizations experience delays due insufficiently filled out forms or incorrect information 

being provided initially which results in revised applications needing resubmission after corrections are 

made; always double check everything before submitting! With these tips and tricks in mind hopefully you 

will find simplified success when applying for an EIN number online! 
 

 

  



Chapter 7 

Common Mistakes to Avoid When Applying for an EIN Number 

 
One of the most important things to remember when applying for an EIN number is that inaccuracies can 

lead to costly delays and potential fines. To ensure you are submitting the correct information and avoiding 

any unnecessary issues, here are some common mistakes business owners should be aware of:  
 
Failing To Double-Check Your Information: With so much personal and business information needed for 

the application process, it is essential to double-check all data before submitting. This includes verifying 

physical addresses, Social Security numbers, phone numbers, and other pertinent details. Any incorrect 

information can cause a delay in receiving your EIN or may even be rejected altogether.   

 
Not Understanding State Requirements: Every state has specific requirements when applying for an EIN 

number. Make sure you understand what these regulations are before beginning the process. A lack of 

knowledge can cause significant delays in obtaining your number or may require you to resubmit with all 

of the required documentation in order.  
 
Submitting the Wrong Application: There are two different kinds of applications used when applying for 

an EIN number - one for individuals and one for businesses. It’s vital to make sure you submit the right 

application based on your needs as selecting the wrong option could result in processing delays.  
 
Using Outdated Forms: When filling out a form from a previous year’s filing, make sure it is still up-to-

date before submitting it as forms often change from year to year due to changing laws and regulations. Not 

using current IRS forms can also lead to processing delays or rejections by the IRS.  

 
Incorrectly Naming Your Business Entity: The name of your entity must match exactly what is registered 

with each state where you do business otherwise it will be rejected by the IRS when filing taxes or obtaining 

an EIN number - so make sure to double check every detail provided!  

 
Failing To Provide Necessary Documentation: Some states may require additional documents when 

registering an LLC or Corporation such as proof of ownership or Articles of Incorporation which must be 

submitted along with your application otherwise this could lead to rejection by the IRS. Ensure that all 

necessary documents have been included in order not to experience any unforeseen issues down the line!   
 
These are just a few mistakes that business owners should avoid when applying for their EIN number – 

but keeping track of all rules and regulations can seem daunting at first glance. However, with careful 

attention paid during each step of the process plus help from experienced professionals who can guide you 

through any difficulties encountered along the way – obtaining an EIN number doesn’t have to be 

complicated nor time consuming! 
 

 

 

 

 

 

 

  



Chapter 8 

How to Use Your EIN Number: Tax Filing, Bank Accounts, and 

More 

 
Using an EIN number, also known as an Employer Identification Number, for your business is a key step 

in setting up an organized and compliant enterprise. An EIN number identifies a business for tax filing 

purposes, allows businesses to open bank accounts, and facilitates transactions with other businesses. 

Additionally, it helps protect the privacy of the business owners by providing anonymity. To help you 

understand how to use an EIN number for your small business, this guide will provide a comprehensive 

overview of the process. 
 
An EIN number is issued by the IRS and provides a unique identifier for your business. It’s important to 

keep your EIN number secure; once issued it cannot be changed or reused. The applications your company 

needs to complete in order to obtain an EIN can be found online at irs.gov or through mailing or faxing 

Form SS-4 to the IRS (the form must be filled out by the owner of the company). Once your application 

has been approved, you'll receive a letter confirming that your EIN has been successfully created and 

approved. 
 
Tax filing is one of the primary uses of an EIN number; all businesses are required to file taxes at least 

annually. An EIN number makes this process easier and more efficient – when filing taxes with the IRS 

you must include both your personal Social Security Number (SSN) as well as your company's EIN on all 

tax forms related to payroll, corporate income taxes, excise taxes and certain other Internal Revenue Code 

filings (such as Form 1120).  
 
In addition to being used for tax filing purposes, an EIN can also be used when opening up bank accounts 

in order to separate individual finances from those of a business – it’s important that any funds received 

from customers go into dedicated business accounts in order to keep track of revenues earned and expenses 

paid out during the course of conducting business operations. Additionally, having separate banking 

accounts help keep accurate records on hand that can easily be referenced when it comes time to file taxes 

at year end.  

 
Finally, using an EIN can facilitate transactions between two different businesses -- without requiring 

either party disclosing their individual identities (both parties just need their respective EIN numbers). This 

protects both parties’ privacy while ensuring that all necessary information is exchanged quickly and 

securely so that payments may be made, or services carried out promptly without any delays or 

complications due to missing data points or inaccurate information exchange.  
 
Ultimately, having an active and valid Employer Identification Number is essential for any small business 

operating legally within the United States - whether you are starting up a new venture or already have 

established operations – obtaining an official EIN is a key component of setting up a successful enterprise 

today! 
 

 

 

 

 

 

 



Chapter 9 

Changing or Canceling Your EIN Number: What You Need to 

Know 

 
If you are a business owner, having an Employer Identification Number (EIN) is essential in order to 

conduct business and file taxes. However, there may come a point where you need to make changes to your 

EIN number, or even cancel it completely. This comprehensive guide will provide you with all the 

information necessary to understand when and why you would need to make changes or cancel your EIN 

number.  
 
When considering changing or canceling your EIN number, there are a few things that should be taken 

into account. It is important to note that if changes are made to the ownership of the company, then a new 

EIN number must be obtained. The same applies if any of the major characteristics of the company change 

such as: its legal name, location, or organizational structure. In such cases, applicants must reapply for an 

EIN with the Internal Revenue Service (IRS). When applying for a new EIN number due to one of these 

factors, it is not necessary to cancel the old one.  

 
In addition, if an organization ceases operation, they can either surrender their tax exemption status by 

submitting Form 990-T along with their final tax return or they can notify IRS that they no longer need 

their existing EIN by filing Form SS-4 and checking box “D” on page two of that form. Upon doing this, 

their previously assigned EIN will be cancelled in the IRS records immediately. Alternatively, taxpayers 

who do not plan on filing a final return may contact IRS at (800) 829-4933 for guidance on how to properly 

close out their accounts without filing a return or surrendering their exemption status.  
 
It is also important to understand what cannot prompt a cancellation request for an existing EIN number. 

Businesses cannot simply request cancellation as it does not work that way as it is illegal and unlawful 

according to IRS regulations; businesses must meet certain criteria before being able apply for cancellation. 

Furthermore, changing ownership of business requires obtaining a new EIN number; changing only 

investment partners typically does not require obtaining a new one nor does changing from one entity type 

to another because it falls within the same legal entity class (C Corporation vs S Corporation).   
 
Overall understanding when and why you would need to change or cancel your current EIN number can 

help simplify many processes for business owners throughout each step of running their organization - 

whether going through changes in ownership or coming across other circumstances which require them to 

obtain different forms or paperwork from US government agencies like the IRS. 
 

 

 

 

 

 

 

 

 

 
 

  



Chapter 10 

Frequently Asked Questions About IN Numbers: Answers and 

Resources for Business Owners 

 
What is an EIN number?   

 
An EIN (Employer Identification Number) is a unique nine-digit code that the Internal Revenue Service 

(IRS) assigns to businesses for tax filing purposes. An EIN number is used to identify a business as separate 

from other entities, much like a Social Security Number (SSN) identifies an individual. It also serves as a 

record-keeping tool that allows the IRS to track taxes paid by businesses. 
 

Is it necessary for my business to have an EIN?  

 
Yes, if you own or run any kind of business, then you likely need an EIN. The type of business you operate 

will determine whether or not you need an EIN: Sole proprietorships and single-member LLCs may use 

their SSN instead of an EIN, but most other types of businesses should obtain one in order to comply with 

IRS regulations. In addition, some states require certain businesses to have an EIN in order to register with 

state agencies and local authorities.  
 

How do I get an EIN?  

 
You can apply for an EIN online through the IRS website, or you can complete Form SS-4 and mail it in 

or fax it. It's important to note that only the person whose name appears on the application – either the sole 

proprietor or a responsible party – can submit the application by phone or by mail. After submitting your 

application, you'll receive your nine-digit number right away if you applied online; otherwise, it can take 

up to four weeks for your application submission to be processed via mail or fax.  

 
What does having an EIN do?  

 
Having an EIN allows your business to establish its own identity with financial institutions such as banks, 

which means it will be able to open its own accounts without using your personal information; this helps 

keep your finances separate from those of your business and makes accounting easier. Having an official 

identification number also makes it easier for businesses to file taxes properly and accurately report earnings 

each year. Additionally, many vendors require businesses to provide their EIN in order for them to process 

orders and payments correctly; having one ensures that all transactions are tracked properly which helps 

simplify the process of filing taxes later on.  
 

Where should I store my company's EIN?  

 
It's important that you keep your company's nine-digit identification number safe and secure; this includes 

keeping it out of public view on websites like social media pages since anyone who has access could 

potentially use it fraudulently. You should also store documents containing this information in a secure 

location at home or work – never in open view like on a desk or countertop – and make sure they're updated 

regularly so they're always current if needed. Finally, make sure you keep backups in case something 

happens where copies are lost or destroyed; these could include digital versions stored remotely (e.g., cloud 

services), physical copies stored offsite (e.g., fireproof boxes), etc. 
 

 


