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6 Steps for Starting a Business in WA

SSSSSSSSSSSSSSS

. Learn about resources and make a Business Plan.
Form the business.

. Get required licenses and permits.

Prepare for state tax and reporting requirements.

Learn employer requirements.

> oA W N

. Accelerate your success by using advisors.



Step 1: Resources and Planning
TS

BUSINESS|WA.GOV

Resources

* Business.wa.gov Website

« Small Business Guide
* Training & Advising Programs

« Small Business Liaison Team



Step 1: Resources and Planning

Small Business
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BUSINEngWA.GOV

Small Business Guidance

Use your phone now and browse to:
business.wa.gov



http://business.wa.gov/

Step 1: Resources and Planning

BUSINESS|WA.GOV

The Small Business Guide

Available at business.wa.qgov/quide

SMALL BUSINESS GUIDE



http://business.wa.gov/guide

Step 1: Resources and Planning
TS

Small Business
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Training and Advising Programs
Listing available at business.wa.qgov/business-resources

SCORE 2 SBDC
N L VORI
DIRECTORY OF BUSINESS
RESOURCES — A



http://business.wa.gov/business-resources

Small Business
Liaison_Team

BUSINESS!WA.GOV

The Small Business Liaison Team

Download a directory at:
business.wa.qgov/liaisons

Look for this button:

BUSINESS‘fWA GOV

Step 1: Resources and Planning
B

WASHINGTON STATE SMALL BUSINESS LIAISON TEAM

GOVERNOR'S OFFICE FOR
RESULATORY INNOVATION &
ASSISTANCE

DEPT. OF LABOR & INDUSTRIES

DEPT. OF REVENUE

EMPLOYMENT
Securimy Depr.

RETARY OF STATE CORPORATIONS
& CHARITIES

COMMISSION OF HISPANIC AFFAIRS

COMMISSION OF AFRICAN
AMERICAN AFFAIRS

COMMISSION OF ASIAN PACIFIC
AMERICAN AFFAIRS

DEPT. OF AGRICULTURE

DEPT. OF COMMERCE

DEPT. OF ECOLOGY

DEPT. OF ENTERPRISE SERVICES

WOMEN’S COMMISSION

DEPT. OF FiSHAND WILDLIFE

Assistance with local, state, and federal n
il licensing and
environmental permitting.
. .
dards & pnllues rkplace
safety & health and Contractor registration.

One stop state and city business licensing
service, tax account registration, state
business excise taxes, reseller permits, and tax
incentives/credits.

Regulate Unemployment Insurance, Paid
Family Medical Leave, Labor Market
information, and Work-Source program.

Register Corporate Business Entities,
Charitable Organizations, Trademarks, and
Diomestic Partnerships.

Improving the development of public policy
and government services to the Hispanic
Community.

Improving the policies, programs, and services
of the African American Community.

Improve the well-being, education, health,
and economic development of the Asian
Pacific Americans Community.

Provide licenses and permits for agricultural
products, regulate food safety and compliance
with WSDA B USDA.

Improve economic development, housing,
public safety, international trade, and funding
for small businesses.

Provide environmental permitting and
certifications, sustain healthy land, air &
water; regulate waste and pollution.

Doing business with the state: register to
receive bid opportunities, provide contract
services to state & local government.

Address the problems and needs of women,
such as discrimination, harassment,
compensation and job opportunities and the
specific needs of women of color.

Fishing and hunting permits, Hydraulic Project
Approvals, enforcement regulations to
conserve and protect the wildlife.

Q
[
b\
7,
Q
2
5

AGENCY SERVICES LiaisoN

Scut:Hmdlmd;

800-917-0043

Celia Nightingale 360-902-4865
Andrew Hryan 360—902—4?30

Tom Wieland 360-705-6603

Rafael Colon

360-302-3540
rochaaguilar@cha. wa.

toshike.hasegawa Ecapaa. wa.

350-725-5661

Ed Prince

ed prince@caa wa.gov
360-725-5663

Toshike Hassgawa

toshiko hasegawa@capaa. wa.gov

206-377-3583

I nd r.wa,

360-502-7326

Peter Vernie

peter.vermie@dfw. wa.gov
360-302-2302


http://business.wa.gov/liaisons
http://business.wa.gov/liaisons

Step 1: Resources and Planning
TS
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Make a Business Plan

* |If you need help making a plan, contact a mentor or
advisor, but don’t skip making a business plan.

* Many business fail within the first 5 years and it is
often due to a lack of planning.

(et started at: business.wa.qgov/plan



http://business.wa.gov/plan

Step 2: Form the Business
T

%y
BUSINESS!WA.GOV

* Business Structure / Types of Ownership
* Registering with the Secretary of State

* Licensing with the Dept. of Revenue

2\ WASHINGTON R%il}ae"t”ﬁﬁ“ef (@

Y Secretary of State Washington tate




Step 2: Form the Business

Business Structures / Forms of Ownership
» Sole proprietorship
» (General partnership
* Limited liability company
* Corporation
* Other

10



Small Business
Liaison_Team

BUSINESS!WA.GOV

Small-
Business

Guide

Form the Business

¥Washington State Business and Organization Structure Considerations:

Considerations Sole General Limited Corporation
Proprietorship P artnership Liability
: C
3. Choose a business structur o
A business is a legal entity. [t can own property, he - Feagn s reqgister Mo Mo Ve Ves
pay taxes, There are different types of business ent | with
limitations. Washington
Secretany of
b Loy L oo Pediurm FediurmHigh
o

Zole Proprietor

Partners hawe

kdembers are

Shareholders

WASHINGTON STATE

: has unlimited unlirmited not tepically are not
START your bUSIness liability for liability for liable for debts | typically liable
debts and debts and other than for debts other
taxes, taxes, taxes, than taxes,
bnal R latively feur Felative [y feur Sorme forrmal Board of
T ’ T Requirements legal leqal Fequire rre rts directars,
* Liability concerns. requirermnents, reqUirerme nts such as annual
+  Federal tax implications - [nternal Revenue operating rrieetings,
+  Registration and tax filing requirernents an agreements annua!
. . and annual reparting
+  Paperwork and entity rmanagerment conside . .
reporting, required,
. . ) Management Sole proprietar | Typically each LLCs have an Corporations
Sole Proprietorships are owned by a single perso hias full contral partrer has an aperating hiawe byglaws
businesses are inexpensive to form and there are r of equal woice, agreementthat | that outline
The owner is personally responsible (lable) for all | managernent unless outling s gowernance.
ahd operations, | otherwise QOVErnance Typically
arranged, and rrianaged by

Limited Liability Com panies (LLCs) are wery popu

liability like a corporation, but has fewer gowvernan

I T N I

L T =

L L

rmanag eme nt,

directars who
are elected by

[ [ PR [




Step 2: Form the Business
B

If your business will be a:
» Corporation
 LLC or any other legal entity
v’ Start with the Secretary of State

f‘ WASHINGTON

&Y Secretary of State

If your business will be a:
— @ « Sole Prop.rietorship
evenue + Partnership
v’ Start with the Dept. of Revenue

12




Step 2: LLCs & Corporations
Sl Buspese B

BUSINESS!WA.GOV

ACCOUNT TYPE

Registering with the fi i it

Free User Account Commercial Registered Agent Listing Statement
S e C reta r Of S ta te This is the most commen account to manage subscriptions. create a business, Filing Fee is $30 to register as a Commercial Registered Agent if your nature of
register a charity, and file amendments, annual reports and other documents. business is providing registered agent services as defined in ROW 23.95.420

«  First create a free individual user

account for the Secretary of

y . g
State’s online filing system
“‘CCFS”

User Type

*Select User Type
CUStomer LOgin |\ eatea UserAccount *User Type is defined as an Electronic Signature of Contact. Governor, Executor, Incorporator, Director, Officer or

. . = rif wo i ili Far i cTaT ar g izati I~
Createause  iccount to manage subscriptions, create a General Partner if you are conducting filings for Businesses or Organizations.

business, regi.  r a charity, and file amendments and other
filings.

Please enter your User ID and Password

@ |ndividual

O Entity

Create a User Account

) Log In This Website Supports
VISALS

A Forgot User ID @ Forgot Password

CCFS Web Browser Supports

® J 13




Step 2: LLCs & Corporations

Liaison_Team

BUSINESS !WA.GOV

@ Corporations and Charities Filing ™ Welcome! ® Logo
C;

PNt NN

Completing the online e Create or Register a Business
registration form i CREATE OR REGITER A BUSISS

% Order Certificates/Certified

« (Create a user account S

%@ Business Search ® | would like to form a Washington State business,

PY N a m e th e e ntity o O 1 would like to register a business from a different state or country,

2, Trademark Search Please select the appropriate business type from the choices below.

Please select the appropriate statement regarding the type of business you'd like to form or register.

« Name governing people

. . Business Type™* | . iness—
Create or Register a Business P Select Business M

° N a m e th e reg |Ste red a g e nt Business Maintenance Filings.. [J Defer Initial Report: | would like to file my initial report at a later time. | acknowledge that an initial report is due within
120 days of the effective date of this formation per RCW 23.95.255.
? Reactivate a Business

Receive confirmation by email for
the business entity within five
business days.

¢ Charities Filings

& Account Preferences

® Logout

14



Small Business
Liaison_Yeam

* Apply online for a
federal identification
number for your new
entity

 EIN, FEIN, TIN -
Employer Identification
Number

« No cost

« |RS.qov

ﬂ-ﬁ” RS File Pay Refunds Credits & Deductions Forms & Instructions

Employer ID Numbers

Individuals
Businesses and Self-Employed
Small Business and Self-Employed
Employer ID Numbers
Business Taxes

Reporting Information
Returns

Self-Employed
Starting a Business
Operating a Business
Closing a Business
Industries/Professions
Small Business Events
Online Learning
Large Business
Corporations
Partnerships
Charities and Nonprofits
International Taxpayers

Government Entities

Step 2: Federal Taxpayer Number

Search

English | Espafiol | B3 (B | =X (EE) | 3130 | Pyccruit | TiéngViét | Kreyol ayisyen

Alert

You must complete each EIN application individually
instead of using any automated process.

An Employer Identification Mumber (EIN) is also known as a Federal Tax
Identification Mumber, and is used to identify a business entity. Generally,
businesses need an EIN. You may apply for an EIN in various ways, and now you
may apply online. This is a free service offered by the Internal Revenue Service
and you can get your EIN immediately. You must check with your state to make
sure you need a state number or charter.

Do You Need an EIN?

Do You Need a New EIN?

How to Apply for an EIN

How Long Will it Take to Get a Number?

Lost or Misplaced Your EIN?

How EINs are Assigned and Valid EIN Prefixes

Canceling an EIN - Closing Your Account

What to Do if You're Assigned an EIN You Did Not Request
* Who is a Respansible Party?

* Report EIN |dentity Theft

Apply for an EIN Online

Check out our Interview-style online EIN application. No need to file a Form $5-4!
We ask you the questions and you give us the answers. The application includes
embedded help topics and hyperlinked keywords and definitions so separate
instructions aren’t needed. After all validations are done you will get your EIN
immediately upon completion. You can then download, save, and print your
confirmation notice_ It's fast, free, and user-friendly!

AlLEIN applications (mail, fax, electronic) must disclose the name and Taxpayer

Identification Number (SSN, ITIN, or EIN} of the true principal officer, general

partner, grantor, owner or trustor. This individual or entity, which the IRS will call

the “responsible party” controls, manages, or directs the applicant entity and the

disposition of its funds and assets. Unless the applicant is a government entity, the
, 5

il L el | G

Related Topics

* Taxpayer ldentification Numbers
(TIN),

Publications

* Publication 1635, Employer
Identification Number
Understanding Your EIN (PDF)

Forms

* About Form 8822-B, Change of
Address or Responsible Party -
Business

Video

s EINVideo [

e

Meed an Employer
Identification Number (EIN)?



https://www.irs.gov/

s Step 2: Out of State Business
*"Tiaison feam B
@ Corporations and Charities Filing

Ch smtmimm

Are you a bUSIneSS entlty 1R Create or Register a Business
registered in another state, | = CREATE OR REGISTER A BUSINESS

%2 Order Certificates/Certified

b u t p I a n n i n g to O r a re d O i n g Copies Please select the appropriate statement regarding the type of business youd like to form or register.
. . - % Business Search 1 would like to form a Washington State business.
business in Washington?

® | would like to register a business from a different state or country.

Q. Charities Se=r-+

o C O m p I ete th e Q1 Trademark Search Please select the appropriate business type from the choices below.
- : Business Typer*  _select Business—- v
13 H . . Create or Register a Business
Foreign Registration
” Business Maintenance Filings.
Statement

Reactivate a Business
Charities Filings

Account Preferences

® Logout

16



Step 3: Get Licenses & Permits

all Busi
L T
BUSINESS IWA.GOV

* Licensing wizard

* Create a SAW account

* Licensing questions

* Trade names

* Hiring plans

* Other licenses and permits



Step 3: Licensing Wizard

BUSINESS!WA.GOV

Laws & rules Careers Contact About

epartment of
R‘g‘l;etmn;.lle (@ | Search dor.wa.gov Q |

Woashington State

B Siness I icensin Open a business + Manage a business v Taxes & rates + File & pay taxes + Education + Forms & publications =

Home / Op

m
3

o "
B USINesSS Open a business
L I Ce n S I n g W I Za rd Start here to get licensing requirements for your business. More information

Small Business Guidance

Answer a few basic questions in our Business Licensing Wizard to get:

Road map for opening a business
« Alist of the city, state, and federal licenses your business may need. ? pemins

. dor'. Wa . qo V/ » Contact information for each licensing requirement. Attend a workshop

« Next steps and forms needed to apply for your Washington State Business License. Reseller permits
[ ] [ ]
LicenseWizard
Get licensing requirements Business licensing FAQs

Retirement Marketplace

Mew business information

Ownership structure Apply for a license



https://www.dor.wa.gov/licensewizard

Step 3: Licensing

Multiple locations? Mobile business?

* You'll need to provide a physical address for the
state business license

 May be your home

* Most incorporated cities will require you to have a
local license to do business in their city

* Use the Wizard to learn requirements

19



u u
tep 3: Licensin
Step 3:
Small Business
W g i TS
Department of
R(-’:venue(ca

Washington State

Laws & rules Careers Contact About

‘ Search dorwa.gov Q ‘

Home Open a business v Manage a business v Taxes & rates w File & pay taxes v Education v Forms & publications -

Business Licensing

I want to...

Get or renew a license

e Secure Access
Washington
SAW) Account

) dor Wa O V » Get or renew a business license
= = SAW User ID Forgot? G

» Access a reseller permit

File taxes online
Department of (q
Revenue (

Washington State

Find a sales and use tax rate

Secure Services for Washington State Dept. of Revenue, Bu i Servi and Unclaimed Property

Use your Secure Access Washington (SAW) 9 Businesses
user |D and password. What is SAW?

* File a tax return

Password « File UCP holder reports

R Forgot? » Request a tax status letter
- Access secure messages

Businesses (] Show Password « More services C
: o Express file a no business return
Open a business .
: New user? Sign up )
: . Login o Pay a bill
Get or renew a business license Not sure? Check if you have one
File a return

(W] L . i 1L 1 [ ol Fan A My Y € A oL — I



https://dor.wa.gov/

Step 3: SAW Account Setup

Small Business
Liaison_Team
BUSINESS!WA.GOV

WELCOME

to your login for Washington state.

LOGIN | ON BEHALF OF
| R WASHINGTON
PASSWORD| ¢ STATE

/% AGENCIES

21



— Step 3: Licensing Questions

Home / Manage a business / My DOR Help / Renew or update business license / Apply for a new business license

Apply for a new business license

Prepare for online business licensing | s s

» Before you begin

form questions: S

« State Unified Business Identifier number el us aboutyour business
(U B I ) » Location information

« Ownership structure st

* Location info » Revewand oy

o Industry infO C(:rpoB:af:lr:n:::;n::ed Liability Company (LLC)
* Expected revenue R

« Business tradename P Tllusaboutyour business

* Hiring plans » Location

» Hiring employees

» State endorsements

dor.wa.qov/Apply  Review andpay



https://dor.wa.gov/Apply

Step 3: Trade Names

Small Business
Liaison Team

BUSINESS!WA.GOV

Register trade names

Registering a Trade Name

Resources
You must register a frade name, or “doing business as” name, per ROW 19.80.10 for: i } : )
= Business Licensing Service
» ASole Proprietor or Partnership using a name other than the full legal name of the owner or 360-705-6741

* When its required

s A Corporation, Limited Partnership, or Limited Liability Company operating under a name other

. than the name registered with the Office of the Secretary of State.
 What it means

= Any business name you are using that is not your full legal name.

° D i Sti n Cti O n fro m tra d e m a rkS ::g:itﬁl:l_:tge;riuu:;rijajreor;igzjiz;r:;.t protect the name from use by others. A business can register

Atrade name will remain registered indefinitely until the owner requests that it be canceled. There is

i Resea rCh i ng names no charge for canceling a trade name.
If you also want to file a trademark or service mark, you may want to consult an attorney. If your

L Reg iStrati O n COSt: $ 5 pI u S th e business activities will extend beyond Washington State, it may be to your benefit ta file for a

trademark with the U.5. Patent and Trademark Office. If your business activities will stay within

- - Washington, it may be to your benefit to file for a trademark with the Secretary of State.
application fee

Find out if a name is already in use

+ COur business lookup: General license

« Secretary of State Corporations Registration Data Search: Corperation and limited liability

dor.wa.qov/TradeNames

s U.5. Patent and Trademark Commission: Search for federally registered names.

23


https://dor.wa.gov/tradenames

Step 3: Hiring Plans

I

10. Hire employees
+ Prepare to hire employees, if needed, Having employee s with the right attributes ’

] ] ]
n e e and skills for your business is critical for succe ssful growth, There are resources
I rl g a u e S I O I l S to helpoyou with e rrployrment plarning, including Lab or Market Irforrmation,

+  There are also prograrms to help you find and train qualified employee s,

- WorkSource can bring you applicants that are skilled and ready to work,

- lob fairs and free, online job posting can help increase your pool of

* Wil you be using independent

- Tax credits can help lessen the cost of new e mploye es,

- Options for ermploye e training assistance,

contractors? e s s

- Employee training resources - Career Bridge

*  Will you hire staff in the next 90 days? e,

- Work study ermploye es

+  If younoted on the form that you would be hiring employees, information from

¢ Wh at type Of WO rk Wi I I yo u r wour Business Lice nse &pplication will be forwarded to the Employme nt Security

Departrment to set up a state unemployment tax account, and the Department
I d ’? of Lab or & Industries to set up a workers” compensation insurance account and

e m p OyeeS O L] issue ywour minorwaork peremit, if applicable, You will have quarterly filing

responsibilities with both agencies, plus the RS (see the RUM Your Business

| ]
° WI I I O u e m I O O u th ? chapter of the Small Business Guide),
y p y y L] +  Buwery new employee will need to complete the federal -3 Employrment Eligibility
Werification Form within three days of hire, and the internal Revenue Sepvice

(IR=) M-4 Form,
+ Youllalso reed toreporteach newdy hired and rehired employee through the

Departrment of Sodal and Health Services Mew Hire Re porting Program within

20 days of hire, Reporting is done through a secure web portal, Secure &ccess
Wfashington (380, If wou don't alre ady have a 8807 account, you'll hawve to

your bUSi ness create one prior to doing your first reporting, To report, you'll ne ed information
from the erployee's W-4 Form plus the hire date and the birth date,

Small-
Business
Guide

WASHINGTON STATE

START

24




Step 3: Hiring Plans

Washington State
Small Business

Liaison_YTeam
BUSINESS IWA,GOV

Independent Contractors

« Strict laws define “employee” vs “independent
contractor”

* An independent contractor should:
* Have a contract
« Be afully licensed and tax-reporting business
« Keep good business financial records
« Have multiple clients
« Work away from one of your locations
* Do something different from what you do

LNI.wa.qov/IndependentContractor 25



https://lni.wa.gov/insurance/insurance-requirements/independent-contractors/

Step 3: Other Licenses & Permits

Laws &

Small Business

SSSSSSSSSSSSS

Revene (€4
Woashington §

tote

Other licenses and permits

Open a business

. . dL WASHINGTON STATE DEPARTMENT OF
» Professional licenses s LICENSING sarhre o s ceing earements fr o b
- - hington State Department of o i
« Contractor reqistration ‘ )""as .
g Labor & Industries S
* County health department permits Business Licensing Wizard

7\ Washington State
&% Liquor and Cannabis Board

* Liquor and cannabis licenses

« Building permits (city or county)
* Etc.

26



Step 4: Tax & Reporting Requirements

Small Business
Liaison Team B

BUSINESS!WA.GOV

2. State business taxes

Washington State does not have a personal or business incorme tax Instead, its tax
structure include s the Business & Occupation Tax, sales and use taxes, property taxes,

and a wariety of industry-specific taxes, The Washington Departrent of Revenue (DOR)

Typical State Business Taxes

P st srnall busines ses need to file an excise taw return with DOR,Your tax filing

frequency, assigned after you submit your Business License Application, is based onan
- - estimate of the amount of tax you will owe, Ifwou are assigned a monthly or quarkerly
g BUSI neSS and OCCU patlon taX (B&O) Small- filing fre quency, then wou are required to file your taxe s electronically using E-file,
BUS| ness DOR's online filing systern, and pay electronically using one of several payment o ptions,
Gu ide Forassistance with E-file re gistration and filing, call 1-877-345-3353, If you are unable
d S a I eS taX WASHINGTON STATE ™ tofile electronically, you can re quest a waiver, State taxes include:
+ Business and Qccupation (B&OT tax — This is a tax on the business” gross

° revenue, In addition to the state BEO tax, many cities and towns also impose
Se aX local B&O taxes (see below),

+  Sales tax — Businesses collect sales taxes from customers on the sale of mo st

Py i retail products, construction activities, and sorme services,
ea an pe rsona prope y aX RUN yOUI' business +  Use tax— Use sales tax applies when businesses make purchases without paying

sales tax, such as internet purchases or purchases made in Oregon,

. + Realand Personal Property Taxes — Businesses pay a prop erty tax based on the
® If you have e m ployees - walue of real estate, buildings and other structures, furnishings, equipment and
other assets, Prope ry taxis colle cted by counties rather than by DOR,

S I t t ¢ Industry-specific taxes — There are a wvariety of taxes that apply to specific
d tate u n e m p Oy m e n aX industries, such as hotelfdnotel, rental cars, cigarettes, ete, Click the heading to

see if ary specifictaxe s apply toyour busine ss,

L ] | ] | ]
 Paid family & medical leave s st -
Because sales tax is destination-based, busines ses that colle ot sales tax rmust charge the

tax rate of the location where the product or service was delivered, DOR has 3 look-up

« Workers’ compensation insurance premiums | =

DOR provides MNew Business Tax Workshops throughout the state during the year,

Belowr are links to additional inforrmation and tools provided by DOR fo assist in tax
calculation and reporting:

+  Mew Business Tax Basics




Step 4: State Tax Basics

Washington State

Small Business

LlalsonJ eam
BUSINESS!WA.GOV

Business & occupation (B&O) tax
 Based on gross receipts
 Most common: Retailing, Wholesaling, and Service & Other Activities

* You may need to report under multiple classifications, depending on your
specific business activity

« No deduction for expenses or costs of doing business.
« Some deductions are available, such as out of state sales.

« B&O is a tax on business, you can’t “add this” on to the product/service
price as a separately stated item (like we do for sales tax)

Public utility tax (PUT)
« Most common: transporting people/products, communications, utilities

28



' Step 4: Business & Occupation Tax
Sl Business N

BUSINESS!WA.GOV

Department of (7
Revenue (’ Search dor.wa.gov Q

Washington State

Home Open a business + Manage a business v Taxes & rates » File & pay taxes v Education v Forms & publications w

We h ave tOO I S to h e I p Home / Open a business / Apply for a business license / Plan for taxes / Tax classifications for common business activities
: Tax classifications for common business activities
you determine what
The following is a list of common business activities and which tax classifications to use on the Excise Tax Return. It provides general

CI aSS ifi Cati O n a p p I i eS guidelines, not specific reporting instructions.

. If you conduct multiple business activities, it may be necessary to report under more than one tax classification. Specific activities, such as
L}
to yo u r b u S I n eSS . cigarette sales, may also be subject to other taxes.

If you have guestions, contact us or visit your local Revenue office.

Business Activity ¢+ Tax Classification ¢ Rules/Laws $

Accounting, Bookkeeping, Tax Service & Other Activities B&O WAC 458-20-224
Preparation

Actuarial Service & Other Activities B&O WAC 458-20-224

Advertising Agencies Service & Other Activities B&O WAC 458-20-218

Retailing B&O, Retail Sales Tax, Service & Other WAC 458-20-183; RCW 82.04.050

e dor.wa.qov/CommonBusinessActivities P
e dor.wa.qov/IndustryGuides

29



https://dor.wa.gov/CommonBusinessActivities
https://dor.wa.gov/IndustryGuides

Step 4: Sales & Use Taxes

Lfaison Jeam B
BUSINESS IWA‘GOV

Washington State
Small Business

Sales & use taxes apply to:
 Tangible personal property and digital products.
« Services (for example)
« Installing, repairing, cleaning, altering or
Improving tangible personal property
 Lawn maintenance

« Amusement, recreational, and physical
fitness activities

The selling price must be separately stated on the bill.
Sales tax is also due on shipping and handling
charges.

30



Step 4: Sales & Use Taxes

SmaIIBusmess
Liﬂgs&%ﬁaﬁvm _
What is the rate? Address

« State portion .065
* Local portion

« Varies; boundaries do not follow zip codes
or often not even municipal boundaries

* Local tax rate charged is based on
delivery point for goods or services

« \We have well over 350 local tax codes

Tap To Find Rate

But don’t worry — we have an app for that!
We also have several tools on our website.




Step 4: Real & Personal Property Taxes

Small Business

SSSSSSSSSSSSS

County assessor and treasurer websites
Real & Personal Property Taxes o e e
« Applies to personal property used in M E
conducting business == E I
« County assessors and treasurers e :
administer S:u;m i: :
» By April 30 of each year, businesses o = :
must complete and file a Personal — = :
Property Listing Form with the county o - I
assessor. = :
dor.wa.qov/CountyContacts e = :
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Step 4: Employment Taxes

Washington State
Small Business
Lfaison Team B

BUSINESS!WA.GOV

State

+  Ouarterly 341 Forrns report gross wages and federal taxes (incorme, social

g State U nem ploym ent Taxes - 2023 security and Medicare), They are due to the RS by April 30, July 31, October 31

and January 31 forthe preceding calendar quarters,

b CaICUIated by mU|t|p|y|ng the taxable Wages (grOSS pay « W2 Farmms reportwages and withholdings for the calendar year, They must be
provided to each ermployee by Januarg 31 of the following wear.

Up to a maXImum amount) by the taX rate- o M/-2 Forrms and the accomparnying M3 transmittal forem are due to the Social
* Don't have to pay on wage amounts above . B s epr e et e Ty s e
the taxable Wage Iimit Of $67’6OO per employee (2023) by January 31 for the preceding calendar year, The tax rate for most employers

is 0.6% of the first §7,000 each warker earns, up to a maxzimum of $2 per

but Wages above the Iimi‘t must be reported . ermployee, Forvery small employers, the se payments may be made at the time

of annual filing but larger ermployers are required to make payments quarkerhy.

zee the IRE Employer's Tax Guide for more information,

« Paid Family & Medical Leave 2023 premiums
« If more than 50 employees, total premium rate is 0.8% | . i it mmtoyment Secuty Depariment
«  Employees pay most of the premium. (500, Reporting ond payment & generelly done oniine, Due dotes ore Aprl 30
« Withholding from employees 72.76% / employers 27.24% Run your business, Section 5

5. State employment taxes

* Workers’ Compensation Insurance Premiums small-

«  Employers pay the majority of an hourly rate of $0.17- | Business RUN F@Y your business
$17.00, based on the job classification Guide

 Employees pay a part of it R
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Small-
Business
Guide

WASHINGTON STATE

Step 4: Employment Taxes

PAYROLL

your business

Requirement Purpose Action Agency
[in order of
action timing]
Workers' Warkers' Complete and pay WA Dept, of
compensation cornpensation online at Labor &
premium report Insurance far v a0 (d Lie lndustries
[1 each calendar trie dical costs and 430, 7031, 10431,
quarter per wage replacerment 1431)
employer) if injured on the

Job.
State Urnernployrme nt Complete and pay AL,
unemployment benefits for online at esdawva.gov | Employment
tax report [ 1 each | ermployees who (due 430, 7/31, mecurity Dept,
calendar quarter lase their job s, 1031, 1/31)
per employer]
Paid Family and Paid leawve for Complete and pay AL,
Medical Leave ermployee to care online at Ermployrment
report for thermsebes ar paidleawe wa.gov mECUFIDy Dept.|

their farnily

due 430, 7/31,
10431, 1/31)




Step 4: Employment Taxes

vvasnington olate
Small Business
Liaison T

« Business owners are exempt from Washington employment taxes if they are:

« Sole proprietors
« General partners in a partnership
« LLCs - If designated as:
“Member-managed” — all members on record are exempt
« “Manager-managed” — only managing members are exempt
« Corporations
« May exempt up to 8 officers if they are shareholders and they exercise substantial control in
daily management of the corporation
« If a family corporation, all officers are exempt if they are related within the 3 degree
* Note — spouses and other family members of LLCs and Corporations are exempt only if
they meet the above requirements

« Business owners can choose to participate in Paid Family & Medical Leave and Workers’

Compensation Insurance.
35
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* Hiring employees

* New hire reporting

* Employer requirements
* Employer services



Step 5: Hiring Employees

Small Business
Liaison Team

BUSINESS!WA.GOV

# If youwantyour business to be certified as a wornan, minority or econormically

disadvantaged business, or a weteran-owned business, cormplete the certification

paperwork,

Mrane and hour laws (such as minimumwage, overtirme, breaks, ete.)

+  Miorkplace poster requirerments
+  Ermployment of minors

10. Hire em ployees

+ P ol 1T needed, Having employee s with the right attributes

>

and skills for wour business is critical for succe ssful growdh, There are resources

+  Mon-Discrimination Laws

o helpywou with erployiment planning, including Labor Market Information. b
+ There are also programs to helpyou find and train qualified ermployees, * Independent contractors {labor & Industries)
- WorkSource can bring you applicants that are skilled and ready towork, * Independent contractors (Employment Securityd
- lobfairs and free, online job posting can help increase your pool of * Independent contractors {IR%)
applicants, START your business +  Mforkplace safety (including required written accident prevention prograrm)
- Tax credits can help lessen the cost of new employees. + Federal payroll taxes
- Options for ermploye s training assistance, +  Child Support Withholding Laws
- On-the-job training wage subsidies, s Restrictions on noncampete agreements, salary history, and salary secrecy
- Employee training resources - Career Bridge . e lsolated worker protection
B e +  Changesto Owertirne Rules

- MorkSource Spprenticeship

- Work study employees Small_ Worker Benedlt
orker Benefits
+ If younoted onthe form that youwould be hiring employees, information from

H
your Busing ss Lice nse Application will be forwarde d to the Employme it Security Bus I ness v Sate unemnlovment- tax-es
Departrnent to setup a state unermployment tax account, and the Department G u ide * Wurkfzrs' compensation |r'!sura ALE
of Labior & Industries to set up aworkers” compensation insurance account and *  Washington Health Benefit Exchange
issue wour minorwark permit, if applicable. You will have quarterly filing WASHINGTON STATE " +  MVashington Health Plan Finder
responsibilities with both agencies, plus the IRS (see the RUMN Your Business +  Paid sick Leave
chapter of the Small Business Guide), +  Paid Family and Medical Leawe
»  Every new ermployes will need to complete the federal [-9 Employrment Eligibility +  Other Tppes of Leawe
Werification Form within three days of hire, and the internal Revenue Service 57
(IR=) N-4 Farrn,
+ Youllalso need to report each newly hired and rehired employee through the
Department of Socal and Health Services Mew Hire Re porting Program within 37

20 days of hire. Reporting is done through a secure web portal, Secure Access




Step 5: New Hire Reporting

Small Business
Liaison_Team

BUSINESS!WA.GOV

My Secure DSHS

With one login you can access multiple Washington state government services.

New Hire Reporting

Program Information

| @ Please login to access this service. |

Washington state law RCW 26.23.040 requires employers to report all newly and rehired
(not worked for you for at least 60 consecutive days) employess regardless of age, gender

. . . . . - Employers:
User ID:
or the number of hours worked within 20 days of hire. If reporting for the first time, only ’ _Report newly hired of rehirad employees
report employees hired since your last quarterly report to Employment Security | | ~Make child support payments electronically
Department as DCSOnline only accepts reports with a date of hire no more than one year . . (Required as of January 1, 2018)
. . . . assword:
in the past and 80 days in the future. You can find information on how to set up a | | oa
i . . rents:
DCSOnline account on our Employer Educational Materials page. View or make child support payments
For more information check out the Introduction to New Hire Reporting, watch our ~Get noF'ﬁed_When a Ch'_ld SuPpo_n pay_ment is received
ideoi lish ishorb L ked . -Authorize direct deposit ta receive child support
video in English or Spanish or browse our Frequently Asked Questions. Forgot your User ID? -Request a DCS Debit Card to receive child support
Forgot your password? -Set up reminders for payments that are due
Activate your account?

c ) New hire/réparting|(Washington-state)|

Medical Premium Payers:
-Children's Health Insurance Program (CHIF)
-Healthcare for Workers with Disabilities (HWD)

New hire reporting law
New User?

Check to see if you already have an User ID.

Department of Soci

& Health Services
S AR T o

Transfarming lives
Tranmimeming fees
Dhvision of Child Suppert

What to Report

dshs.wa.qov/esa/division-child-support/new-hire-reporting

When reporting new hires, you will need the following information about your
employees and company:

Employee Information: 38
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Step 5: Learn Employer Requirements

Small Business

SSSSSSSSSSSSS

Some Employment Laws
* indicates for 2023

* Independent contractors (must meet requirements or they’re employees)
Minimum wage ($15.74/hr*) & overtime required

*  Youth employment (permit, form & restricted duties if under 18)
 Breaks & meal periods required

« Safety & health (must have written safety plan and follow other rules)
 Employee leaves (paid sick leave required)

» Isolated worker protections (panic button & training required)

« Non-compete agreements (only if pay at least $116K/yr?)

« Can’trestrict outside employment (unless pay at least $31.50/hr?)

« Equal employment opportunity (can’t discriminate)

« Equal pay & opportunities (can’t ask about salary history or prohibit sharing of salary information)
 Workplace posters required

* Employment related recordkeeping (must keep detailed time, pay & other records for 3+ yrs)__




Step 5: Employer Requirements

Small Busmess
Liaison. Team
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To learn more about employer
requirements, attend this webinar.

L &I Essentials for Business

Presented by: Andrew Bryan
Asst Small Business Liaison
smallbusiness@Ini.wa.gov | 800-987-0145

Register at:
L NI|.wa.qov/training

Washingt Depa

\)Labm&mdustr.es g Small Business Office

40


http://www.lni.wa.gov/workshops-training

Step 5: Employer Services

Laison feam B
BUSINESS!WA.GOV

esd.wa.gov/employer-taxes esd.wa.qgov/about-employees#business-services

WorkSource business services
U n eI I I p | Oyl I Ie nt taXeS WorkSource is a partnership of organizations, including the Employment Security Department, that

is committed to developing a workforce with the skills your business needs.

Understand how recent legislation has affected your 2022 tax rate.

Our business solutions professionals can help you make connactions to grow and sustain your
business, including:
If you have employees working in Washington, you likely must pay unemployment taxes on

their wages in this state. Tax reports or tax and wage reports are due guarterly. Liable employers
must submit a tax report every quarter, even if there are no paid employees that quarter and/or
taxes are unable to be paid.

wWorkforce planning.

Labor market data

Online recruitment tools at WorkSourceWa.com.
Staffing resources, including job fairs and hiring events.
Tax incentives.
Worker training.

esd.wa.gov/about-employees

s Visit the forms and publications library for required unemploypaastiax £
s Learn about reimbursable employers.
* Browse messages and updates on employer account charges.

ers thanks to careful stewardship of public funding and
b watch this video on WorkSourceWaA . com and WorkSource

Employer tips and information

ocunt | Post a job | Watch the WorkSourceWaA.com

- : bolutions Professional | WorkSource frequently asked
' ! . a=r==Employment Security Department —:‘

Reg|5telr your business/hire employee.-s | Unemployment tax.handlj = v

regulations | Frequently asked questions | Contact information by t{ eServices Login | RGeS

Nng resources Employee skill development

- N and other resources
Home Unemployment PaidLeave Jobs & Training Unemploym axes | Employer Resources Labor Market Info Newsroom Advertise your jobs for

ree = On the job training (OJT)
English | Espanol Search for talent = Apprenticeship
Hire a wveteran programs
On this page: Contact a business
About employees menu | solutions professional
* Filing wage reports and paying unemployment taxes Emp Oyer Find information on the
FREQUENTLY USED LINKS H-2A agricultural
. Une-mployment tax rates The SharedWork Program resou rces . e
* Penalties Work Opportunity Tax Credit
(WOTCQ)
« Who and what to report
) . The H-2A Program Whether you need to hire employees, are
« Unemployment Insurance is a federal-state partnership Business layoff assistance facing layoffs, or have to let an employee /
» Audits Yesvets go, we have resources and information
that can help you.
Employer and collections FAQ
On this page
COVID-19 Response | Return towork | Forms and publications library | Paid Family and
FORMS Medical Leave | WorkSource business services | Reduction in staff | Employer information | Small
SharedWork forms and media business resources
library
Get information delivered to you
Employer resources forms and .
publications library Subscribe to our newsletter today and keep up to date on topics important to employers. Learn
how Paid Leave, WA Cares, unemployment taxes, benefits, and more affect you.
WOTC pre-screening form (IRS form
8850) (PDF)
WOTC individual characteristics COoVID-19 response
form (ETA form 9061) (PDF)
paid Family and Medical Leave We've adopted a series of emergency rules to relieve the burden of temporary layoffs, isolation and 4 1
employer forms quarantine for workers and businesses. Visit our employer COVID-19 page for the latest
updates, rules and amendments, frequently asked questions and more.



https://esd.wa.gov/employer-taxes
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Step 6: Use Advisors

Small Business

Training & Advising Programs
Listing available at business.wa.qov/business-resources

SCORE.f * SCORE

FFFFFFFFFFFFFFFFFFFFFFFF score.orq
/’-__—"‘Ar .
enne~ °  Small Business Development Center
SBDC
WASHINGTON stdC.OIﬁ-q
| e | .
SBA °* Women's Business Centers
i)
BE i sba.qov
* Various Microenterprise Development Organizations
WSMA

Washington State Micsoenterprise Association WamicrObIZ. Orq
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— Contacts
S aison Team T
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‘( Hugo Nicolas
BUSINESS:WA.GOV  Hygo.Nicolas@gov.wa.qov / 360-584-3698

Small Business Guidance

@) WASHINGTON Corporations & Charities Division
A Secretary of State ~ corps@sos.wa.gov / 360-725-0377

&
e

Department of (@ Telephone Information Center

R%g%%%'ﬂ% » DORCommunications@dor.wa.gov / 360-705-6705

C Washington State Departmentof ~ Celia Nightingale, Andrew Bryan & Andrea Muinoz
)Labor & Industries  smallbusiness@Ini.wa.gov / 800-987-0145

o :mplqyme“' Rafael Col6n
@ Doporiment  SMallbusiness@esd.wa.gov / 360-878-4088

WASHINGTON STATE
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