
Small Business Requirements & Resources

6 Steps for Starting a Business in WA

Presenter
Presentation Notes
ScottWelcome to the Small Business Requirements & Resources Webinar for Starting a Business in Washington state.This webinar is brought to you by Washington states’ Small Business Liaison Team, often referred to as the SBLT.Today, we will provide helpful information for starting a business in Washington and our focus will be on state requirements. Please understand that most of the Counties and Cities you plan to operate in will have additional requirements you must adhere to; please contact them for help with their regulations. At a minimum you will need an additional business license for most of the cities and some of the counties you operate in. We will be talking about this in more detail later in the presentation.There are also federal regulations you will need to research and follow.During the presentation, we will be posting some links in the chat window for things like a copy of this presentation as well as other important links.Before we start, I want to tell you what we’re not going to talk about today. This webinar is not going to cover market assessment, details of business planning, financing, or other business management practices; we encourage you to attend one or more workshops covering those topics. Today, we will be introducing you to some resources that can help you with planning and managing a business, but our focus is on state requirements.



6 Steps for Starting a Business in WA

1. Learn about resources and make a Business Plan.
2. Form the business.
3. Get required licenses and permits.
4. Prepare for state tax and reporting requirements.
5. Learn employer requirements.
6. Accelerate your success by using advisors.
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Presenter
Presentation Notes
ScottHere are 6 steps, which we’ll be addressing in this presentationWe’re going to talk about various business start-up resources that will help you prepare for starting a business, not the least of which is making a Business Plan.We will talk about the various ways to structure your business and how to form the business entity.You will learn about getting required licenses and permits.Also, the requirements for submitting your state tax and required reports.You will learn about employer requirements. And,Finally, we will be connecting you with non-profit organizations that can accelerate your success by providing advisors and other forms of support - you don’t have to do this alone.Watch the title of the slide to keep track of which step we’re on. If you do have a question about one of these topics, please hold your question until after the topic has been covered.Please feel free to ask questions during the presentation, using the Q&A button at the bottom of the Zoom window, and we’ll do our best to provide answers today or follow-up if we need to.  Please keep all questions in the Q&A and not the chat, so that we can best track them.  At the conclusion of the presentation, we will have an open mic session as well.



Step 1:  Resources and Planning

Resources
• Business.wa.gov Website
• Small Business Guide
• Training & Advising Programs
• Small Business Liaison Team
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Presenter
Presentation Notes
ScottLet’s get started with Step 1 and talk about the many resources available to you and then we’ll dig a little deeper into each one.Business.wa.gov is a website that’s going to be the place to start when looking for resources Small Business Guide is a great reference guide for all phases of your business from starting, to running, and growingTraining & Advising Programs will help you get prepared, especially if you are starting a business for the first time, there are many resources to help you work smarter and accelerate your success.The Small Business Liaison Team, that’s us! Along with our colleagues from more than two dozen other state agencies, we are here to help you so lean on us.
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Use your phone now and browse to:
http://business.wa.gov

Step 1:  Resources and Planning

Presenter
Presentation Notes
ORIA - ScottI’m going to go business.wa.gov now and share my screen.If you have a cell phone handy, or if you know how to view the browser in a separate window on your computer; please go to http://business.wa.gov and follow along; doing so will make it easier to find these resources later.(Share the screen and take them to business.wa.gov)The first thing you may notice is the website is asking you to select one or more cities of interest to you. This will help us filter information that is relevant to operating in those cities. It is easy to edit the list so you can make your best guess and update it later if needed. You can pick from the list or just type in the names of cities.Think of this website as the access point for many resources you may need. There’s an abundance of information here that you can browse through later but here are couple of important pages on the site.SBRR Workshops – you can download today’s presentation and you can register for one of the COVID-19 Resources and Impacts Workshops when you are ready for that.When we discuss the Small Business Guide in a minute you can access it here.Click on the Menu and you will see direct links to many resources, in fact, the bulk of everything we talk about today can be accessed through the website. It’s an incredibly extensive and helpful site, with information and important links.While, starting and operating a business is challenging.  Finding what you need to know doesn’t have to be!

http://business.wa.gov/
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The Small Business Guide
Available at http://business.wa.gov/guide

Step 1:  Resources and Planning

Presenter
Presentation Notes
ORIA - Scott(Continue to share screen and show business.wa.gov)Let’s talk about the Small Business Guide next; the WA Small Business Guide is very comprehensive.  In addition to including the steps to take in starting a business, it includes information about the decisions you need to make before taking those steps.[Show the home page link, then enter the page]It includes WA state requirements and resources, but goes well beyond that, providing federal and local requirements, general best practices, and links to small business advising and training resources.The Small Business Guide is broken into six sections, based on your stage of business and the kind of information you need.[scroll through each section]The sections are: Plan Your Business, Start Your Business, Payroll –what you need to know and do to pay employees, Open Your Business – for out of state employers opening operations in WA, Run Your Business –which covers ongoing activities for business operations – including recurring reporting and tax requirements, Grow Your business –which includes a variety of resources to facilitate business growth, and finallyClose Your business – for when you’re ready to transitionThe business guide is readily accessed online, but it’s also available as a PDF, so you can have it as a printed reference manual[use the link at the top of the SBG page]The PDF is available in English, Spanish, Korean, Russian, Mandarin, and Vietnamese As a new business, you’ll want to focus on the Plan, Start, & Run sections for now. If you’re going to have employees soon, you’ll also want to read through Payroll.

http://business.wa.gov/guide
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Training and Advising Programs
Listing available at http://business.wa.gov/business-resources

Step 1:  Resources and Planning

Presenter
Presentation Notes
ORIA - Scott(Continue to share screen and show business.wa.gov)Planning and starting a business is a big step that may require some in person assistance so let’s talk about training and advising programs.[Show the main menu, then go to the training page]In addition to online resources, we want to make sure you know about WA’s many free and low-cost small business resource centers, training, and advising programs.[Show the Business Resources page]If you want to reach your business and financial goals as efficiently as possible, take advantage of these valuable services.A common problem for small business owners is that without prior experience and training, you can miss important steps, and requirements -- which can have devastating impacts. It also means you may miss out on tools, tips and resources -- which would have provided a great boost.Don’t be one of those owners! Be informed so you can work smarter. Prepare before you start your business by accessing free or low-cost trainings available from one of the providers listed on business.wa.gov. These resources are free or low cost because they are sponsored, they are top notch organizations, and some will even provide funding if you complete their training.At the end of this presentation, we have a slide that will list links to several of these resources.

http://business.wa.gov/business-resources
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The Small Business Liaison Team

Download a directory at:
http://business.wa.gov/liaisons

Look for this button:

Step 1:  Resources and Planning

Presenter
Presentation Notes
ORIA - Scott(Continue to share screen and show business.wa.gov)[Go to the about us page]The last resource I will mention today is the Small Business Liaison Team (SBLT) – Live people from more than two dozen different state agencies who are committed to supporting you and WA small businesses.If you can’t find what you’re looking for through Business.wa.gov, or you need more detailed information, assistance, or support, you’ll find the phone numbers and email addresses to team members who’ll be happy to hear you out and provide individualized help.  You can download the SBLT contact sheet on business.wa.gov.

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


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.
• Get started at: http://business.wa.gov/plan
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Step 1:  Resources and Planning

Presenter
Presentation Notes
ORIA - Scott(Continue to share screen and show business.wa.gov)[Go to the Plan page]And finally,Set yourself up for success by making a business plan. There are many forms this can take, some are very brief, but it is important to plan your path. If this is not your strong suit, get help from one of the resources listed on business.wa.gov. SCORE and SBDC are just several options that are free and can help you get started.Of course, there is a PLAN section to the small business guide that links you to these resources.(Return screen to slide show on slide 9 Make a Business Plan)So that wraps up my presentation on resources and planning but as you listen to the rest of this Webinar, you will see there are number of considerations you will need to include in your business plan, for example our next presenter is going to talk about how you can structure your business and the steps you need to take to make it official.So now I would like to introduce you to Patrick Reed from the Secretary of State’s Office, he’ll take over for the next part of the presentation.

http://business.wa.gov/plan


Step 2:  Form the Business

• Business Structure / Types of Ownership
• Registering with the Secretary of State
• Licensing with the Dept. of Revenue
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Presenter
Presentation Notes
SOS RepNow on to Step 2 – Forming the Business.We’re going to address some common options for business structuresAnd what do for each.



Business Structures / Forms of Ownership
• Sole proprietorship
• General partnership
• Limited liability company
• Corporation
• Other
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Step 2:  Form the Business

Presenter
Presentation Notes
SOS RepOne of the first decisions you’ll make will be what form of organization will your business be?With one owner, common choices are sole proprietorship, limited liability company (or LLC), or a corporationWhat form of ownership you select is an important decision that can have long-term consequences, make sure you do your research!A good place to start is the WA Small Business Guide mentioned earlier on business.wa.gov – Specifically in the “Start your business” section. Keep in mind, there is not a graduated process for starting a business and upgrading the structure when you get bigger (ex: sole prop to LLC). Often people consider what they think they will be in 5 years, and start as that business type.
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Step 2:  Form the Business

Presenter
Presentation Notes
SOS RepIn the start section of the Small Business Guide you’ll find an unofficial chart for comparison of business types– things like limiting personal liability, growth plans, financing, and federal taxes.By the way, if you’re wondering about “s-corps and c-corps,” as in IRS subchapter s corporations, that’s a federal tax classification not a type of ownership.  From the state of WA’s perspective, an s-corp is just a corp and a c-corp is just a corp. 



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

If your business will be a:
• Sole Proprietorship
• Partnership
 Start with the Dept. of Revenue
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Step 2:  Form the Business

Presenter
Presentation Notes
SOS RepYour first step in forming your business depends on what ownership structure you choose.All Corporations and LLCs start with the Secretary of State.Sole proprietorships and most general partnerships start with the Dept. of Revenue.Some reasons are: Corporations and LLCs are legal entities separate from the owner. They can sue and be sued, buy and sell property, and be taxed separate from the ownership. These structures require a different level of transparency and are required in the public record. 



Step 2:  LLCs & Corporations

Registering with the 
Secretary of State
• Watch the YouTube 

video for 
instructions
sos.wa.gov/corps
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Presenter
Presentation Notes
SOS RepIf you choose to be an LLC or corporation, you will start here with the Secretary of State, Corporations Division.With an LLC you will complete a “Certificate of Formation; with a corporation you’ll be completing “Articles of Incorporation”. You can also decide to file an initial report at the time of filing, or up to 120 days later. The cost to file a legal entity is $200 for profit, $50 for nonprofit. It take around 2 business days for an online filing.But that’s just the registration.  To properly be an LLC or corporation, with the desired limited liability and other benefits, you’ll have to operate like one.That starts with the governance documents – an LLC operating agreement or corporation bylaws, even if it’s just you in business by yourself. You’ll want to learn about those documents – what to put in them, and how they can affect your business down the road.But there’s more to know that that.Like mentioned before you are creating an organization separate from yourself legally, and you’ll need to be mindful of keeping that separation distinct, and following best practices.Do your research about what being an LLC or corporation requires, and consider consulting an attorney to advise you now and in the future. In this slide, you can watch the video with basic examples of how to file in the CCFS system.



Step 2:  LLCs & Corporations

Completing the online 
registration form

• Create a user account

• Name the entity

• Name governing people

• Name registered agent

Should receive confirmation of 
entity formation within two 
days
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Presenter
Presentation Notes
SOS RepThe video will show you what to fill out and the information you’ll need to complete it.For example, you’ll need to name your new entity – You must include LLC or Limited Liability Company in an LLC’s name; or Corporation, Corp., Incorporated, or Inc. in a corporation’s name. It must be distinguishable from anything on record.This will be your business’s legal name, which you can choose to use as your business’s operating name, or not.You might instead choose to have a tradename, or a DBA (doing business as), which we’ll discuss a little later.You’ll need to name an “executor” – this can be anyone, this the person who is completing and submitting the entity filing.With small businesses, that would commonly be the owner, or one of the primary owners.You’ll need to name your “governors” – the people who have authority to act on behalf your business. Governor is a generic term that includes all of the common position names like President/ CEO, member/manager, directorWith small businesses, your governors commonly include all of your owners.You’ll need to designate a registered agent – someone available during business hours at a physical address in WA.Small business owners commonly name themselves as the registered agent, but you can name someone else who consents to the responsibility, or engage a service to take that role.You can designate an additional mailing address for regular mail, but not in place of a physical address. Virtual addresses like fedex/UPS and other artificial business addresses are not accepted for the physical address.



Step 2:  Federal Taxpayer Number

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

• EIN, FEIN, TIN  –
Employer Identification 
Number

• No cost 

• IRS.gov
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Presenter
Presentation Notes
SOS RepThe Secretary of State will issue you a state Unified Business Identifier, or UBI number.  That’s your business’s WA state ID number.  You’ll also need a federal ID number, which you can apply for on the IRS website. Federal ID numbers are typically called EINs - Employer Identification Numbers, even if you’re not an employer.You may also see the term FEIN, and TIN, for Taxpayer Identification Number.  They’re just different names for the same number.   EINs aren’t just for corporations and LLCs.  You’ll need an EIN if you plan to be a partnership, or a sole proprietorship with employees.A sole proprietorship without employees CAN use the owner’s Social Security Number as the business’s federal ID number, but that’s not recommended.  It can make your Social Security Number more vulnerable to fraud.



Step 2:  Out of State Business

Are you an LLC or corporation 
registered in another state, but planning 
to do business in Washington?

• Complete the “Foreign 
Registration Statement”

• Online or on paper

• Go to sos.wa.gov/corps
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Presenter
Presentation Notes
SOS RepIf you have a corporation or LLC registered in another state and want to conduct business in WA, you’ll want to complete a foreign entity registration for WA. Foreign refers to anything non-WA.If you don’t do so, you may be operating without the legal protections that you have in your state, including limited liability or tax considerations.  Talk with your attorney for more information on if you meet the definition of “doing business in WA”Registering your company in WA is easy.  You can do it online for $200 and have it complete in a couple days, or on paper for $180 processed in the order received.Now on to the next topic, with Cindy Autuchovich from Department of Revenue.Transition to DOR Rep



Step 3:  Get Licenses & Permits

• Licensing wizard
• Create a SAW account
• Licensing questions
• Trade names
• Hiring plans
• Other licenses and permits

Presenter
Presentation Notes
DOR RepNow on to Step 3 - Getting licenses and permits. Here’s what we’ll cover:The licensing wizardCreating a SAW accountGeneral licensing questionsTrade name registrationHiring planOther licenses and permits that may apply



Step 3:  Licensing Wizard

Business Licensing
• Business 

Licensing Wizard
• dor.wa.gov/

LicenseWizard

Presenter
Presentation Notes
DOR RepRegistering with the Secretary of State as an LLC or corporation does not create your tax and licensing accounts. You need to go here, to the Dept. of Revenue’s website for that.And if you’ve decided to be a sole proprietorship or partnership, you’ll establish your business through the licensing process here, as you can see on our website.But before we walk you through those steps, we want to tell you about a great tool – the Business Licensing Wizard.The wizard will take you through a series of questions and steps. At the end, you’ll get a customized list of licenses and permits you’ll need, given your form of ownership, industry, location, hiring plans, and other key information. This is a great tool to use before you start the application process because it’ll tell you all the specific licenses and permits you’ll need. If you’re not sure about what you want to do and where, you can enter multiple scenarios and see what each requires.Note that the wizard doesn’t actually register you.  The purpose is just to tell you what you will need to start the registration process with DOR and locations for the business scenario that you entered. 

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

Presenter
Presentation Notes
DOR Rep Many businesses are mobile, which gives great access for your customers but adds some complexity for licensing. Most cities where you do business will require that you have a local license. So what do you do if you don’t know where all you’ll be working?   Get the local license for where you’re based, and ones for where you’re pretty sure you’ll be.  You can add others later.  It can take a couple of weeks for cities to approve, so be sure to apply well before you need the license. On the flip side, most local licenses are annual, so if you won’t be working in a city for several months you may want to wait. 



Step 3:  Licensing 

Business Licensing
• Secure Access 

Washington 
(SAW) Account

• dor.wa.gov
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Presenter
Presentation Notes
DOR RepLet’s assume you completed your scenario in the wizard and you have your list of things that you’ll need. Your next step is to complete the actual business license.First, you’ll need a Secure Access WA or SAW account if you don’t already have one.This is required for DOR as well as other state agencies, like the Departments of Labor & Industries, Employment Security, Social & Health Services, and Licensing. The good news is, once you’ve created a SAW ID, you’ll use that for many WA state agencies.If you don’t have one, you’ll need to create one and can do so right on DOR’s website or on the SAW portal. – 



Step 3:  SAW Account Setup  
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Presenter
Presentation Notes
DOR RepThis is a snapshot of Secure Access Washington, or SAW portal.As I mentioned in the previous slide, you can register for a SAW account on DOR’s website or by going directly to secureaccess.wa.gov.



Step 3:  Licensing Questions

22dor.wa.gov/Apply

Prepare for online business licensing 
form questions:

• State Unified Business Identifier number 
(UBI)

• Ownership structure
• Location info
• Industry info
• Expected revenue
• Business tradename
• Hiring plans

Presenter
Presentation Notes
DOR RepOK, so you’ve checked the Licensing wizard, you’ve got yourself a SAW user ID.Next, go to our My DOR help pages for a list of additional questions you’ll be asked during the application process.You can find them at dor.wa.gov/Apply. It’s a good idea to have all the information gathered before you begin your application.  If you registered as an LLC or corporation you’ll need the Unified Business Identifier (UBI number) assigned by the Secretary of State before you beginning the Business License Application.If you’ll be a Sole Proprietorship or a General Partnership, the DOR will assign the UBI through this licensing process.As the slide shows, you’ll need to input information about owners, the industry, and the business location (or locations) – including the address and city.If your business will be based in city limits, it’s likely you’ll need a local business license. You’ll be able to register with most cities with the BLA.If your business will do work in multiple cities, you’ll likely need multiple local business licenses.Most Washington cities partner with DOR so you can get your city and state license at the same time. For every city that you plan to work in, check the DOR’s city page first, if you don’t see your city listed, be proactive and go check that city’s website to ensure that you don’t miss a licensing requirement. Note that many cities have tax and return filing requirements as well.   For example, a few of the bigger cities, like Seattle, Bellevue, Tacoma, and Everett, have their own process, so you’ll need to contact them directly.  Know before you open, so you can include those tax costs of doing business in your pricing model, and so that you don’t get behind on paying your taxes right from the start. And you’ll need to estimate your annual revenues.  Many new businesses don’t know what to put there.Ideally, for the benefit of you and your business success, you have a business plan and projection, which should give you an idea.But rest assured that no one expects you to get this number right.What it does is help the Dept. of Revenue set up your reporting frequency.If the reality is significantly different from your estimate, they may alter that frequency. We’ll go a bit deeper with tradenames and hiring plans in the next slides.

https://dor.wa.gov/Apply


Step 3:  Trade Names

Registering a Trade Name
• When its required
• What it means
• Distinction from trademarks
• Researching names
• Registration cost: $5 plus the 

application fee
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dor.wa.gov/TradeNames

Presenter
Presentation Notes
DOR Rep  dor.wa.gov\tradenamesLet’s talk about Trade Names. What name will your business operate under?For a sole proprietorship you can use your own legal name,Or for an LLC or corporation, you can use the name you filed with the Secretary of State.Any name you want to use other than your official, licensed business name is considered a trade name.You can file for one or more tradenames from the start through the state business licensing processOr you can add them at a later date by revising your business license.  Registering a trade name means that the name that you register will be legally affiliated with your licensed business entity.It’s a “DBA” – Doing Business As.  However, it does NOT mean you own the name – for that, you would need a trademarkNor does it provide any assurance that you’re not infringing upon someone else’s trademarkBefore you select a name, do your homework!  DOR’ Register trade names webpage has links to the U.S. Patent & Trademark Office and other databases.  Do searches through various search engines as well.In building a business you’ll be building brand equity.  You may well want to control that name, so it’s good to select a name you could trademark later if you choose to.  Also, you’ll want to do your homework so you don’t receive a “cease & desist” letter from another business, telling you that you’re infringing on their trademark and must change your name or be sued.Registering a trade name is $5 per name, plus a processing fee.  If you’re registering a name with your initial business license, you’ll pay $90 for the state business license, $5 for the trade name, and potentially other fee amounts for local business licenses.If you want a trade name later, you’ll pay $19 for revising your business license and $5 for trade name registration.

https://dor.wa.gov/tradenames


Step 3:  Hiring Plans

Hiring Related Questions
• Will you be using independent 

contractors?
• Will you hire staff in the next 90 days?
• What type of work will your 

employees do?
• Will you employ youth?
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Presenter
Presentation Notes
DOR Rep – Related to hiring, you’ll need to be ready to address these three questions when you complete the licensing form.Will you be using independent contractors?There’s a lot of misunderstanding about the independent contractor relationship, so I’ll address that further with the next slideWill you hire staff in the next 90 days?If you say yes to this question, your information will be automatically be sent to the Employment Security Dept. and to the Dept. of Labor & Industries to get your business set up with required accounts forUnemployment Insurance   Paid family and medical leave, andWorkers’ compensation insuranceHaving the accounts set up automatically makes it easy for you when it’s time to do your quarterly reportingBut be aware that Employment Security and L&I will be expecting those reports, and you’re required to file them whether or not you had employees during a particular quarter.  There would be no cost for filing a report if you had no employees, but there may be a penalty if you fail to file a timely report.What type of work will your employees do?   L&I needs to have a basic idea of what they will be doing in order to determine the risk class and rate for workers’ compensation insurance.Workers’ comp covers employees who are injured on the job.Will you employ anyone under 18?If so, you’ll need a minor work permit.By checking that box, the information will automatically be sent to L&I’s youth employment staff who will ensure that the activities are approved for minors and that you get the information you need regarding special requirements.If you don’t plan to hire employees soon but may want them in the future, no worries. At that time you can just return to DOR’s website and revise your business license to become a registered employer.There’s a $19 processing fee when you revise your license, for hiring or for other reasons.



Step 3:  Hiring Plans

Independent Contractors
• Strict laws define “employee” vs “independent 

contractor”
• An independent contractor should:

• Have a contract
• Be a fully 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

25lni.wa.gov/insurance/insurance-requirements/independent-contractors

Presenter
Presentation Notes
DOR RepNow back to the question of independent contractors.It’s not uncommon for small businesses to engage independent contractors.But often many of those contractors don’t actually meet the federal or state requirements and would actually be considered employees based on the law.There’s a lot of misunderstanding here.It doesn’t matter how many hours they work for you, how much they earn, or what you call them,If they don’t pass the independent contractor test you’re required to consider them employees, follow employment laws, and put them on your payroll.Definitely take a look at this L&I publication and website where you can go through that test and learn more.But back to the business license application, if you plan to hire independent contractors, you’ll want to include that. 



Step 3:  Other Licenses & Permits

Other licenses and permits

• Professional licenses

• Contractor registration

• County health department permits

• Liquor and cannabis licenses

• Building permits (city or county)

• Etc.
26

Business Licensing Wizard – dor.wa.gov

Presenter
Presentation Notes
DOR RepMany businesses require additional licensing and permitting.Architects, real estate agents, certified public accountants, hair stylists, and many others must have professional licensing in addition to their business licensing.  The WA Dept. of Licensing handles many of those.Additionally, all businesses that are involved in building, remodeling, and various home improvement services are required to be registered as contractors through the WA Dept. of Labor & Industries.And food-related businesses require permits from the local county health department.Those that serve alcohol must have liquor licenses from the WA Liquor & Cannabis Board.Your facility may need building, fire department, or other permits.And there are others.Where do you learn about all these?Remember the Business Licensing Wizard we described earlier?  It will tell you about many of them, but you’ll also want to check with your city, county, industry associations, advisors, competitors, and others.



Step 4:  Tax & Reporting Requirements

Typical State Business Taxes
• Business and occupation tax (B&O)
• Sales tax
• Use tax
• Real and personal property tax
• If you have employees:

• State unemployment tax
• Paid family & medical leave
• Workers’ compensation insurance premiums
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Presenter
Presentation Notes
DOR RepNext we will shift from business licensing requirements to taxes…We’ll cover:Business and occupation tax (B&O)Sales taxUse taxReal and personal property taxIf you have employees:State unemployment taxPaid family & medical leaveWorkers’ compensation insurance premiums



Step 4:  State Tax Basics

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
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Presenter
Presentation Notes
DOR RepIn Washington we do not have an individual or business income tax. Instead, we have a business and occupation tax, which is imposed on most businesses. The B&O tax is a gross receipts tax. There are no deductions for expenses or costs of doing businesses.There are over 20 B&O tax classifications. The major classifications are retailing, wholesaling, and service and other activities. Depending on your specific type of business activity, you may need to report under more than one classification. For example, if you make a product and sell it to consumers, you’ll report under Manufacturing and Retailing with an offsetting credit, but that’s a whole other class. Sign up for the DOR’s BTB webinar to get more specific info on tax liabilities.While there are no deductions for business expenses, there are some other limited deductions. For example, if you sell a product and ship it out of state, you can deduct that income. Our BTB webinars cover deductions as well.I said that most businesses are taxable under the B&O tax. To close the loop on that, if you are in the business of transporting people or goods for hire (maybe Uber/Uber eats), you are taxable under the Public Utility Tax. Again, the B&O and PUT taxes are on the business. You should not be charging your customers these taxes. 



Step 4:  Business & Occupation Tax

29

We have tools to help 
you determine what 
classification applies 
to your business:

• dor.wa.gov/CommonBusinessActivities
• dor.wa.gov/IndustryGuides

Presenter
Presentation Notes
DOR RepWe have tools to help you determine what classification applies to your business.Our Tax Classifications for Common Business Activities page is a great place to start for your cut to the chase answer. For example, Accounting.For more detailed information, we have many industry guides. 

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


Step 4:  Sales & Use Taxes

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.
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Presenter
Presentation Notes
DOR RepSales and use tax. You are all familiar with sales tax, right?  This is the tax that you collect from your customers on most sales.The retail sales tax, often referred to simply as “sales tax,” is Washington’s largest tax source. Local sales tax is the second-largest revenue generator for local governments, behind property tax. All sales tax amounts collected from customers are considered trust funds of the state. These amounts are to be held by the retailer until remitted to the Department of RevenueRST is due not only on the sale of “things” like a hairdryer, and clothes, and prepared food, it’s also due on certain services. If you are performing a service where you are installing, repairing, cleaning, altering or improving tangible personal property, you must collect RST. RST must be collected on the full price, including shipping and handling charges. Sales tax is also due on many services and activities, including certain amusement and recreational activities, lawn maintenance, and physical fitness activities.Sellers are personally liable for remitting the correct amount of sales tax, even if they did not collect the proper amount, or any amount, from the purchaser. Also, if you overcollected the sales tax (by collecting at the wrong rate, or on products that should not have been taxed) you would also have to return it to the buyer, or remit it to the department.  If you don’t pay sales tax on things your buying to use in your business you most likely owe use tax. You can learn about use tax in our BTB webinar.



Step 4:  Sales & Use Taxes

What is the rate?
• 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 

But don’t worry – we have an app for that!  
We also have several tools on our website.
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Presenter
Presentation Notes
DOR RepSales tax rates vary throughout Washington. You must charge the rate when your customer is receiving the goods or services. Local tax collected is based on location of sale, generally where the customer receives the good or service. Your storefrontDelivery pointRevenue has several tools to help you determine the correct sales tax rate to charge. Our mobile App is the best, especially if you are on the go, like at a job site or making a delivery We also have several tools on our website- from tax rate flyers, to downloadable files for your point of sales system, to a look up screen similar to the mobile app. 



Step 4: Real & Personal Property Taxes

Real & Personal Property Taxes

• Applies to personal property used in 
conducting business

• County assessors and treasurers 
administer

• By April 30 of each year, businesses 
must complete and file a Personal 
Property Listing Form with the county 
assessor.

dor.wa.gov/CountyContacts
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Presenter
Presentation Notes
DOR RepMost people know that property tax applies to real property, such as land and improvements to land. Property tax also applies to personal property used in conducting business, when not exempt by law. The chief characteristic distinguishing personal property from real property is mobility. Personal property includes machinery, equipment, furniture, and supplies. It doesn’t include business inventories for resale.Contact your county directly for property tax information. We have a list on our website shown here at dor.wa.gov/countycontacts.Transition to L&I Rep

https://dor.wa.gov/countycontacts


Step 4:  Employment Taxes

• State Unemployment Taxes
• Employers pay ~2-3% of their gross payroll
• Don’t have to pay on wage amounts above 

the taxable wage limit of $56,500 per employee 
(2021)

• Paid Family & Medical Leave
• Employees pay ~0.25% of their earnings
• If more than 50 employees, employers pay ~0.15% 

of their gross payroll

• Workers’ Compensation Insurance Premiums
• Employers pay the majority of an hourly rate of 

$0.17-$17.00, based on the job classification
• Employees pay a part of it
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Run your business, Section 5

Presenter
Presentation Notes
L&I RepGreetings, my name is Andrew Bryan and I’m the Assistant Small Business Liaison at the Department of Labor & Industries.I’m the lucky guy who gets to go over everyone’s favorite topic – employment taxes.These are the state employment taxes you can expect to pay once you become an employer:State unemployment taxes, paid to the Employment Security Department, are typically about 2-3% of gross payroll -- So for every $100 you pay an employee, you’ll have to pay about $3 to Employment Security – -- but your specific rate will be provided to you by Employment Security once they establish your account.In 2021, you’ll pay that rate on each employee’s earnings, up to $56,500.  Earnings beyond that in 2021 aren’t taxed.Paid Family & Medical Leave is also paid to the Employment Security DepartmentIf you have 50 or fewer employees, you don’t have to pay anything as the employer, though you can choose to.However, you would deduct and submit about 0.25% of your employees’ pay from their paychecks, so for every $100 that’s about 25 cents.If you have more than 50 employees, you’ll be contributing as well so you can add about 15 cents to that.Workers’ compensation insurance premiums are paid to the Dept. of Labor & Industries.What you’ll pay will be based on the number of worker hours.Rates vary greatly, depending on the type of job and its historical cost of injuries, which determines your risk classificationHigh hazard jobs – like construction – you’ll pay more; low hazard jobs – like computer programming – you’ll pay a lot less.Most of the premium is paid by the employer but a part can be deducted from employees’ paychecks.



Step 4:  Employment Taxes
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Presenter
Presentation Notes
L&I RepThis chart is excerpted from the Payroll section of the Small Business Guide.Here you’ll see those three taxes, what they’re for, how and when to report and pay, and to which agency.The full linked table, however, also includes federal payroll tax responsibilities which you’ll need to know.In addition to what the Payroll section provides, there’s further information about your ongoing tax responsibilities in the Run section of the guide.



Step 4:  Employment Taxes

• 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 3rd 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.
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Presenter
Presentation Notes
L&I RepIf it’s just going to be the owner working, good news - Business owners typically aren’t considered “employees” so state employment taxes aren’t required.Sole proprietors, partners, managing members of LLCs, and corporate officers are exempt.However, family members are NOT typically exempt unless they’re also owners.While they may not be required to participate, owners may WANT to opt in for Paid Family & Medical Leave and Workers’ compensation insurance coverage.Federal employment taxes are a different animal.  Most owners of sole proprietorships, partnerships and LLCs pay income taxes and social security & medicare taxes through their 1040 tax returns.  Working owners of corporations, or of LLCs choosing to be taxed like corporations, are considered employees and will be taxed like other employees through their paychecks.  See the IRS website and talk with your accountant for more information.



Step 5:  Learn Employer Requirements

• Hiring employees
• New hire reporting
• Employer requirements
• Employer services

Presenter
Presentation Notes
L&I RepNow let’s say we take the next step – learning employer requirementsHere’s what we’ll cover in Step 5 (read bullets)Hiring employeesNew hire reportingEmployer requirementsEmployer services



Step 5:  Hiring Employees
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Presenter
Presentation Notes
L&I RepWe’ve already talked about employment taxes, which are certainly requirements for employers,But guess what…there are many more.I’m sure it comes as no surprise that you can learn about them through the Small Business Guide and its links.This is from the “Start Your Business” section of the guide, but you’ll also find the information in “Grow Your Business.”



Step 5:  New Hire Reporting

38

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

Presenter
Presentation Notes
L&I RepEmployers are required to report all new hires and rehires, including part-time and temporary employees, within 20 days of hire to the WA Dept. of Social & Health Services.  The information is used for child support collections purposes and unemployment fraud detection.You will report the employee’s name, address, birthdate, Social Security Number, and hire date through the Secure Access WA website, which you would have already created a log-in for in order to license your business.There are federal requirements with new hires as well, such as employer & employee completion of the Dept. of Homeland Security I-9 form, and the employee’s completion of the IRS W4 form.  You’ll find information and links to those forms in…where else…the Small Business Guide.

https://www.dshs.wa.gov/esa/division-child-support/new-hire-reporting


Step 5:  Learn Employer Requirements
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Some Employment Laws
* indicates for 2021

• Independent contractors (must meet requirements or they’re employees) 
• Minimum wage ($13.69/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 $101K/yr*)
• Can’t restrict outside employment (unless pay at least $28/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)

Presenter
Presentation Notes
L&I RepHere is a list of additional employment laws and it is a mighty list.  There are even more than what’s listed here, but these are some of the major ones.We can’t cover them in detail in this webinar, but you know where you can access that information…that’s right, through the Small Business Guide. 



Step 5:  Employer Requirements 

To learn more about employer 
requirements, attend this webinar.

Register at:
LNI.wa.gov/workshops-training
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Presenter
Presentation Notes
L&I RepYou can also learn more by attending the “L&I Essentials for Business” webinar which is offered every month by yours truly and is certain to be the most thrilling L&I webinar you will ever attend.  Fair warning, I do issue dad jokes but I do not issue refunds. Mostly because the webinar is free.By the way, L&I provides many services to employers as well as overseeing requirements.  This webinar will also share some of those opportunities. In fact, I’m hosting one next Tuesday at 2 pm if you want to treat yourself to an early gift this season.

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


Step 5:  Employer Services
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https://esd.wa.gov/about-employees#business-services

https://esd.wa.gov/about-employees

Presenter
Presentation Notes
L&I RepAnd speaking of opportunities, the Employment Security Dept. offers great resources for employers.They include data on local wage rates and free job postings, so check them out on the links listed here.That concludes Step 5 and learning employer requirements.Now on to our final step, back to Scott Hitchcock from ORIA.



Step 6:  Use Advisors
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• SCORE
score.org

• Small Business Development Center
wsbdc.org

• Women’s Business Centers
sba.gov

• Various Microenterprise Development Organizations
wamicrobiz.org

Training & Advising Programs
Listing available at http://business.wa.gov/business-resources

Presenter
Presentation Notes
ScottPlanning and starting a business is HUGE! So remember that there are in-person services such as SCORE, SBDC, and others that can provide you assistance. Many are free and the others are low-cost so make use of them to help you reach your business and financial goals as efficiently as possible.

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


Contacts 

Rafael Colón 
smallbusiness@esd.wa.gov / 360-878-4088

Celia Nightingale & Andrew Bryan
smallbusiness@lni.wa.gov / 800-987-0145

Scott Hitchcock (ORIA)
scotthitchcock@gov.wa.gov / 360-725-0622

Telephone Information Center
DORCommunications@dor.wa.gov / 360-705-6705
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Susan Nielsen
susan.nielsen@commerce.wa.gov / 509-220-6048

Patrick Reed
patrick.reed@sos.wa.gov / 360-725-0358

Presenter
Presentation Notes
ScottAnd those of us who have participated in this webinar today are also very happy to help you, now and years into the future.Here is our contact information.Remember that we’re part of the Small Business Liaison Team, where there are more than two dozen others like us from other state agencies who are also committed to small business support.USE US!

mailto:rcolon@esd.wa.gov
mailto:smallbusiness@lni.wa.gov
mailto:michael.ervick@gov.wa.gov
mailto:____@dor.wa.gov
mailto:DORCommunications@dor.wa.gov
mailto:susan.nielsen@commerce.wa.gov
mailto:patrick.reed@sos.wa.gov
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