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Owning and managing a business is a complex task that involves a variety of important paperwork and 

regulations. One of the primary elements of a business is its Employer Identification Number (EIN), a 

unique nine-digit number issued by the Internal Revenue Service (IRS). An EIN is used to identify a 

business to the IRS, as well as other government agencies, and can be used for a variety of transactions. 

 
Having an EIN is essential for any business, as it helps to establish a legal identity and allows a business 

to open bank accounts and hire employees, among other activities. It is also necessary for filing taxes on 

behalf of the business. 

 
Business owners should be aware of the process of obtaining an EIN and the importance of keeping it 

confidential. Applying for an EIN is relatively simple and can be done online or by mail. The IRS typically 

issues the EIN within four business days of the application submission. 
 

Once a business has obtained its EIN, it is important to ensure that it is used for all business-related 

transactions. This includes filing taxes, opening bank accounts, and hiring employees. Keeping an EIN 

secure and up-to-date will help to ensure that the business stays in compliance with government regulations 

and is able to take advantage of all the benefits associated with having an EIN. 

 

 

 

 

 

 

 

 

  



Chapter 1 

Understanding EIN Basics: What You Need to Know 

 
Business Identification Numbers (EINs) are assigned by the Internal Revenue Service (IRS) to help 

identify and track businesses for tax purposes. Every business needs to have an EIN, which is basically like 

a Social Security number for businesses. 
 

What is a Business Identification Number (EIN)? 

 
An EIN is a nine-digit number assigned to a business by the IRS. It is used to identify the business, and 

to report taxes, wages, and other business activity to the IRS. All businesses, including sole proprietorships, 

partnerships, and corporations, need an EIN. 

 
How to Apply for an EIN? 

 
Applying for an EIN is easy. You can apply online or by mail. Online applications are generally processed 

much faster than mail applications, so it is recommended that you apply online. The application must be 

completed and submitted by the business owner, or a person authorized to act on the business’ behalf. 
 

What Do I Need to Apply for an EIN? 

 
When applying for an EIN, you will need to provide information about your business, such as the business 

name, address, and contact information. You will also need to provide information about the business 

owners and any other people associated with the business, such as employees and directors. 

 
How to Use an EIN? 

 
The EIN is to be used for any business-related activity, such as filing taxes, applying for business licenses, 

and opening a business bank account. You may also use the EIN to apply for business credit and to register 

your business with the state. 

 
How to Protect Your EIN? 

 
Your EIN is important, so it is important to protect it. Make sure to keep your EIN secure and only share 

it with people or organizations that need it. Remember, your EIN is like a Social Security number for your 

business, so do not share it with anyone you do not trust. 
 

Now that you understand what an EIN is and how to apply for and use it, you are better prepared to 

manage and protect your business. Stay on top of any changes to 

 

 

 

 

  



Chapter 2 

Applying for an EIN: A Step-by-Step Guide 

 
The Employer Identification Number (EIN) is a key element of any business’s identity. It is a nine-digit 

number that is issued by the Internal Revenue Service (IRS) to all businesses, organizations, and employers 

in the United States. It is used to identify business owners and their companies, and it must be included on 

all tax filings. 
 

Applying for an EIN can be a complicated process. This guide will help you understand the process of 

applying for an EIN, the requirements, and the documents you must submit. 
 

Step 1: Determining Your Eligibility 

 
The first step to obtaining an EIN is determining if you are eligible for one. You are eligible for an EIN 

if you are doing business in the United States, as well as any of its territories, possessions, or 

commonwealths. You may also be eligible if you are an estate, trust, or nonprofit organization, or if you 

are a foreign person or company doing business in the US. 
 

Step 2: Gathering the Required Information 

 
Once you have determined that you are eligible, you must gather all the necessary information required 

to apply for an EIN. This includes your name, address, and contact information, as well as your Social 

Security Number (SSN) if you are applying as an individual. You must also provide the name, address, and 

contact information for your business, as well as details about the business, such as the type of business, 

the date it was established, and the nature of its activities. 

 
Step 3: Applying for an EIN 

 
You can apply for an EIN online, by mail, or by fax. Online applications are the quickest and most efficient 

way to apply, and you can expect to receive your EIN within four business days.  

 
You can also apply for an EIN by mail. Mail applications take up to four weeks to process, and you must 

include a completed form SS-4, which you can find here [INSERT LINK], as well as a check or money 

order for the appropriate fee. 
 

Step 4: Obtaining Your EIN 

 
Once your application is processed and approved, you should obtain your EIN. Obtaining an Employer 

Identification Number (EIN) is a process that can be done online, by fax, mail, or by phone for international 

applicants. The online application process is available for all entities, and the processing timeframe for an 

EIN application received by mail is four weeks. An EIN is a number that businesses need in order for the 

IRS to identify them and is also known as a Federal Tax Identification Number. The EIN is limited to one 

per responsible party per day, and this limitation is applicable to all requests for EINs, whether online or 

by fax or mail. After all validations are done, the EIN will be issued immediately and can be downloaded, 

saved, and printed. 

 

 

  



Chapter 3 

EIN vs. SSN: Which One to Use for Your Business? 

 
Every business needs a unique identifier in order to be recognized and operate legally. This unique 

identifier is called an Employer Identification Number (EIN) or a Social Security Number (SSN). 

Understanding the differences between the two and which one to use for your business is essential. 
 

What is an EIN? 

 
An EIN, also known as a Federal Tax Identification Number, is a nine-digit number issued by the IRS 

that identifies a business entity. It is the most commonly used number to identify businesses in the United 

States and is used for tax filing, banking, and other business transactions. EINs are used to identify 

businesses for the purposes of filing taxes, obtaining business loans, and opening business bank accounts. 
 

What is an SSN? 

 
A Social Security Number is a nine-digit number issued by the Social Security Administration (SSA). It 

is used to identify individuals for the purposes of paying taxes and receiving Social Security benefits. It is 

also used for other government and non-government purposes, such as obtaining credit cards, opening bank 

accounts, and applying for loans.  
 

Which One Should I Use for My Business? 

 
If you are a sole proprietor, then you would use your SSN as the unique identifier for your business. 

However, if you have a partnership or corporation, then you should use an EIN. An EIN is the only way to 

identify a business entity and distinguish it from other business entities, so it is important that you obtain 

one in order to conduct business legally. 
 

In conclusion, it is important to understand the difference between an EIN and an SSN and how to use 

them correctly. Using the correct number enables businesses to comply with the law and ensures that all 

taxes and other business documents are filed properly. An EIN is usually the best choice for business 

owners, as it enables them to establish their business as a separate legal entity. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Chapter 4 

The Importance of Keeping Your EIN Information Up-to-Date 

 
If you own a business, it is essential to keep your EIN information up-to-date. An Employer Identification 

Number (EIN) is a unique, nine-digit number assigned to a business by the Internal Revenue Service (IRS). 

Your EIN is like a social security number for your business, and it is used to track income and taxes, and 

to identify the business entity. 
 

Steps to Register and Maintain Your EIN 

 
• To ensure that your EIN information remains accurate, there are a few steps you should take during the 

registration and ongoing maintenance process.  

 
• Register with the IRS: You must register with the IRS before using an EIN. You can register through the 

IRS website, by fax, or by mail.  
 
• Update Your Address: Whenever your address changes, you must update it with the IRS. This can be done 

online or by calling the IRS.  
 
• Check Your EIN Information: From time to time, make sure that your EIN information is up-to-date. This 

can be done by checking with the IRS or your accountant.  
 

Benefits of Keeping Your EIN Up-to-Date 

 
It is important to keep your EIN information up-to-date for a variety of reasons. Below are a few of the 

advantages of staying current with your EIN information:  

 
• Efficient Tax Filing: Having up-to-date EIN information can make tax filing easier. This is because the 

IRS can quickly and accurately process tax information when the information is complete and accurate. 

 

• Better Financial Planning: Having accurate EIN information can also help you in financial planning. You 

can use the information to manage taxes, set up a retirement plan, and increase deductions. 

 

• Protection From Fraud: Keeping your EIN information up-to-date also helps protect you from fraud. This 

is because the IRS can easily verify your information if any suspicious activity is suspected.  

 

By keeping your EIN information up-to-date, you can ensure that your business is compliant with the IRS, 

and you can reap the benefits of efficient tax filing, better financial planning, and protection from fraud.  

  



Chapter 5 

How to Use Your EIN to Open a Business Bank Account 

 
Opening a business bank account is an important step for anyone starting a business. Your employer 

identification number (EIN) is one of the key items you will need when opening a business bank account. 

This article will explain why your EIN is important, how to obtain it, and provide tips to make opening a 

business bank account easier.  
 

Why is an EIN Important? 

 
Your EIN is essentially a unique tax identification number that the IRS assigns to any business entity. 

This number is important for several reasons. It is required for filing taxes, paying employees, and opening 

a business bank account. Additionally, an EIN helps to separate your business finances from your personal 

finances, which is essential for avoiding serious legal and financial issues.  
 

How to Obtain an EIN 

 
Applying for an EIN is fairly easy and can be done online at the IRS website. You will need to provide 

some basic information about your business, such as the name, address, and type of business. Once you 

have submitted your information, the IRS will provide you with an EIN, usually within 1-2 weeks.  
 

Tips for Opening a Business Bank Account 

 
Once you have obtained your EIN, you can begin the process of opening a business bank account. Here 

are a few tips to make the process smoother:  

 
• Compare different financial institutions to determine which one is best for your business. 

 

• Make sure you present all of the required documents, such as proof of identity, your EIN, and any other 

documents that may be required.  

 

• Review the fees associated with each account and ask questions about any unfamiliar terms.  

 

• Check the bank’s customer service policies and make sure you are comfortable with them.  

 
Opening a business bank account is an important step for any business owner. Your EIN is an essential 

part of the process, as it serves as proof of your business identity and is required for filing taxes and paying 

employees. Following the tips above will ensure that the process is smoother and more successful. 

 

 

 

 

 

 

 

  



Chapter 6 

EIN and Taxes: What You Need to Know 

 
Having an Employer Identification Number (EIN) is important for many reasons, but one of the most 

important is for filing taxes. It’s like a social security number for your business, and it’s used to identify it 

for various tax-related purposes. Here’s an overview of what you should know about how the EIN and taxes 

work together.  
 

Benefits of Having an EIN 

 
Having an EIN can make filing taxes easier. It allows the IRS to quickly and accurately process tax 

information when the information is complete and accurate. Having an EIN also allows you to separate 

your business finances from your personal finances, which is essential for avoiding serious legal and 

financial issues.  
 

When to File Taxes with Your EIN? 

 
Your business is required to file taxes if it meets certain criteria. Generally, businesses that have earned 

at least $1,000 in gross receipts will need to file taxes. There may be other factors that could trigger a tax 

filing obligation, so it’s important to be aware of all applicable tax laws in your area.  
 

How to File Taxes with Your EIN? 

 
Once you determine that your business needs to file taxes, you will need to complete the appropriate tax 

forms. Typically, you’ll need to use Form 1120 or Form 1065. You will also need to provide your EIN on 

these forms as well as other relevant forms, such as Form W-2 (if you have employees).  

 
Other Considerations 

 
In addition to filing taxes, you may also need to pay taxes, such as income and payroll taxes. Depending 

on the type of business you own, you may also be required to make estimated payments on a quarterly basis. 

You will need your EIN to pay taxes, which can be done electronically or by check.  
 

Having an EIN is essential for any business owner. Not only is it necessary for filing taxes, but it also 

allows you to separate your business finances from your personal finances. It’s important to keep your EIN 

information up-to-date, as well as follow all applicable tax laws in your area. By doing so, you can ensure 

that. 

 

 

 

 

 

 

 

 

  



Chapter 7 

Common EIN Mistakes to Avoid 

 
Making sure you get your business’ Employer Identification Number (EIN) right is essential for success 

in the modern economy. Here are some common mistakes to avoid when it comes to EINs: 

 
Failing to Follow Tax Law: The Internal Revenue Service (IRS) provides a number of specific guidelines 

around EINs and their associated tax information. It is important that any business follows the rules of the 

IRS during all parts of the process, from obtaining the EIN to filing any associated taxes. Failing to do so 

could result in hefty fines or worse. 
 

Not Updating Your Information After an Acquisition: If your business acquires another company, it will 

need a new EIN. This is because all corporations have distinct identities which must be differentiated with 

individual EINs. Similarly, if there is a change in ownership, control or structure of the organization, the 

government requires that you update your information with a new one.  

 
Entering Incorrect Data on IRS Applications: When applying for an EIN, be sure to double-check any 

information that you enter into forms. Even small errors can cause delays in processing and approval times 

as well as potentially invalidate entire applications. Enter your data carefully and make sure everything 

matches up exactly with existing records if possible.  
 

Using Old or Invalid Numbers: An old or invalid number can create problems when dealing with other 

organizations and entities such as banks, creditors or vendors. Be sure that whenever you provide an EIN, 

it’s up-to-date and has been validated by the IRS for accuracy. If there’s ever any doubt about validity, 

contact a qualified tax professional for help in confirming what can be used legally and safely for 

transactions.  
 

Incorrectly Categorizing Your Business Entity Type: The type of entity – such as Limited Liability 

Company (LLC), Partnership or Sole Proprietorship – determines how you obtain your EIN and what type 

of taxation applies to it. Make sure that you correctly classify your entity so that you obtain the correct 

number correctly from the start – this will save time and money down the line!  
 

Failing To Monitor Changes in IRS Regulations: The laws governing taxation are constantly evolving, 

especially when it comes to businesses operating on international scales. Keep informed on changes by 

actively monitoring news sources related to taxation law updates so you know if something needs updating 

within your company – not doing so could lead to costly penalties if something slips through unnoticed! 

 

 

 

 

 

 

 

 

 

 

  



Chapter 8 

Using Your EIN to Build Business Credit 

 
An Employer Identification Number (EIN) is an essential tool for any business owner, as it serves as a 

unique identifier for your business when filing taxes, obtaining permits and licenses, or opening financial 

accounts. But did you know that you can also use your EIN to build credit for your business? Establishing 

and maintaining a strong credit score is often seen as the foundation for achieving financial success in 

business. By leveraging your EIN, you can gain access to the right financing solutions to help grow your 

business and increase sales. 
 

The first step in building your business’s credit is to gather all of the necessary documentation related to 

establishing a new federal employer identification number (EIN). This typically includes an application 

form from the IRS, proof of identity and address of each principal or owner of the company who will be 

responsible for its finances, and other information specific to your industry or state requirements. Next, you 

should apply with one or more lenders that offer credit products tailored specifically to businesses with an 

EIN.  

 
It is important to remember that while having an EIN may give you access to more financing options 

compared to individuals without an EIN, lenders will still evaluate their risk before approving any loan 

applications. This means that even if you have established good personal credit history prior to applying 

for a loan with your EIN, businesses generally receive less favorable terms than individuals when it comes 

to interest rates and repayment periods.  

 
Once you are approved for a loan with an EIN, make sure that you keep up with payments on time as this 

activity is reflected on both personal and business credit reports. Additionally, work toward building 

relationships with creditors through prompt payments and communication. Establishing this rapport can 

influence future decisions made by lenders when they consider extending additional lines of credit or 

providing beneficial terms on existing accounts.  

 
Building business credit with an EIN requires diligent effort but there are plenty of rewards available once 

it has been achieved successfully. With the right strategies in place, businesses owners have greater control 

over their cash flow needs allowing them greater stability and flexibility than ever before. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



Chapter 9 

EIN and Hiring Employees: What You Need to Know 

 
When starting a business, one of the most important steps is obtaining an Employer Identification Number 

(EIN) from the Internal Revenue Service (IRS). This number serves as a unique business identifier and is 

used to verify the identity and filing status of businesses when they file federal tax returns. For those who 

plan on hiring employees in the future, obtaining an EIN is essential. Without it, businesses will not be able 

to legally hire employees or pay payroll taxes. 

 
After receiving your EIN, you’ll need to register with your state’s department of labor and other 

government agencies for withholding taxes and reporting requirements for payroll. Depending on where 

you live, different rules may apply, so it’s important to research each state's laws about employee benefits 

such as vacation time, health insurance contributions, unemployment benefits, workers compensation 

insurance and more. Additionally, some states may require certain employers to obtain additional licenses 

or permits before hiring employees.  
 

In addition to registering with state agencies, employers must also complete paperwork such as I-9 

Employment Eligibility Verification forms for each new employee and accurately document all pay stub 

information related to wage amount, deductions and other applicable law requirements in order to remain 

compliant with federal labor regulations.  

 
Businesses are also responsible for providing their employees with written agreements that include job 

descriptions which detail what type of work the employee will be doing; pay rate; hours worked; 

information about overtime pay; vacation time; sick leave policies; health benefits; safety rules; termination 

procedures; grievance procedures; disciplinary actions procedures and other provisions specified by law or 

bargaining agreement. Having clear written policies can help protect both parties from misunderstandings 

and disputes over rights/responsibilities down the line.  
 

Employers should also keep in mind that new hires must be provided with proof of eligibility for 

employment verification after being hired by completing Form I-9 along with a valid form of identification 

that proves U.S. citizenship or authorization for lawful employment within 3 days from their first day. It's 

important that employers double check any documentation submitted by potential hires before officially 

hiring them in order to prevent any issues associated with immigration laws if documentation is found later 

not to be accurate or not sufficient for legal employment within the United States as per U.S immigration 

law regulations/requirements.  
 

Finally when hiring employees, it’s critical that employers understand all local, state and federal labor 

laws regarding wages & overtime payments; child labor regulations; discrimination & harassment 

prevention policies; health & safety concerns at work place environments etc. because failure to comply 

could result in hefty fines/penalties/lawsuits against them should violations occur due lack of knowledge 

on their part regarding proper compliance procedures/regulations set forth by governing entities overseeing 

workplace related matters such as DEQA -Department Of Equal Employment Opportunities Administration 

among others .   As such, understanding all legal obligations associated with running a successful business 

operation prior signing up new hires is highly recommended prior engaging in any recruitment activities in 

order ensure optimal compliance throughout entire process while avoiding costly legal implications down 

the line due lack of knowledge on particular regulations required by law when running specific types of 

businesses. 

  



Chapter 10 

Closing Your Business and Cancelling Your EIN 

 
The process of closing your business or canceling your Employer Identification Number (EIN) can be a 

complicated one. It is important to understand the necessary steps for completing this process successfully, 

as it will save you time and money in the long run. In this article, we will discuss the steps that must be 

taken when closing a business or cancelling an EIN. 
 

It is important to begin by understanding exactly what an EIN is and why it is so important for businesses. 

An EIN serves as an identification number assigned to a business that allows the IRS to track all taxes paid 

and activities related to a business’s financial operations. This number also plays an important role in 

protecting the owner of the business from liability, as well as providing access to various tax benefits such 

as deductions and credits. It is essential that you have an up-to-date and valid EIN if you operate a business 

in any capacity.  

 
Once you have decided to close your business, it is important to take certain steps to cancel your EIN with 

the Internal Revenue Service (IRS). The first step involves notifying all relevant agencies of your plans to 

close your business. This includes informing state and local governments, creditors, vendors, customers, 

clients, suppliers and other stakeholders who may be impacted by this decision. After having notified these 

entities, the next step involves filing Form 941 with the IRS which officially cancels your EIN from their 

records.  
  

When filing Form 941 with the IRS there are several things you should keep in mind such as ensuring all 

tax liabilities are paid or accounted for before submitting this form. Additionally, if you plan on reopening 

another business at some point in time under a different name or structure then filing Form 8822-B should 

also be completed along with Form 941. This form ensures that your new proposed entity has its own unique 

EIN rather than reusing an existing one already associated with another company or individual’s identity.  

 
Finally, after submitting Form 941 it can take anywhere between four weeks and two months for 

processing and cancellation of your old EIN by the IRS; therefore, patience is key during this process! Once 

complete, however, you will receive notification confirming successful cancellation of your old EIN as well 

as instructions on how to obtain a new one should you need one in order to open up another business at 

some point in time down the road.  

 
In summary, it is essential for any entrepreneur or small business owner who plans on closing their doors 

for good or making major changes to their operations understand just how important canceling their old 

Employer Identification Number (EIN) can be before finalizing plans for dissolution of their venture. By 

following proper protocol such as informing relevant stakeholders prior to submitting forms 941 & 8822-

B with the IRS you can ensure that all parties involved are aware beforehand allowing for smoother 

transition into whatever comes next! 
 


