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Good morning and welcome to the “Start a Business in Washington state” webinar. This one of several “Small Business Requirements and Resources Webinars” provided by the Washington state Small Business Liaison Team.

My name is Scott Hitchcock, I work for the Governor’s Office for Regulatory Innovation and Assistance where I’m the Business Services Manager and Leader of the Small Business Liaison Team – or SBLT as we call it. You will be meeting several other SBLT members today during this presentation, they are all committed to making it easier to do business in Washington state. 

Shortly, I will be telling you more about the team, how to contact them, and how to get access to many other resources.

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. For example, you will probably need multiple business licenses, one from the state for sure, and likely, additional business licenses for most of the cities and some of the counties you operate in – you will hear more about this in detail later in the presentation.

In addition to the state and local regulations you need to adhere to, there are also federal regulations you will need to research and follow.

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

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.
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We want to keep this as simple as we can, so here are 6 steps we’ll be addressing in this presentation

We’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
TS

BUSINESS|WA.GOV

Resources

* Business.wa.gov Website

« Small Business Guide
* Training & Advising Programs

« Small Business Liaison Team


Presenter
Presentation Notes
ORIA - Scott

Let’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 growing
Training & 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.

Ok, so let’s explore each of these resources.



Step 1: Resources and Planning

Small Business
|||||||||||

SSSSSSSSSSSSS

BUSINEngWA.GOV

Small Business Guidance

Use your phone now and browse to:
http://business.wa.gov
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I’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 including assistance from the ORIA Information Center Team. On the home page you will find a clickable icon for smart phones that allows you to text our team a question. You can also chat with them live, send them an email or call them directly on our toll free 800 line.

On the website, there’s an abundance of information 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!

(Stop sharing the screen and return to slides)


http://business.wa.gov/

Step 1: Resources and Planning

BUSINESS|WA.GOV

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

SMALL BUSINESS GUIDE
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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.

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.

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 finally
Close Your business – for when you’re ready to transition

The business guide is readily accessed online, but it’s also available as a PDF, so you can have it as a printed reference manual

The PDF version 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

Step 1: Resources and Planning
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Small Business

SSSSSSSSSSSSS

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

AMERICATS
SCORE /# SBDC

DIRECTORY OF BUSINESS

RESOURCES

Washington State Microenterprise Association

2]
3
]
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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.

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.

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

Small Business
Liaison_Team

BUSINESS!WA.GOV

The Small Business Liaison

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

eam

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\
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Q
2
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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
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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

Step 1: Resources and Planning
T

SSSSSSSSSSSSSSS

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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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 in the small business guide that links you to these resources.

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
T

BUSINESS|WA.GOV

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

* Licensing with the Dept. of Revenue

n Department of (@
DSNS Revenue

Office of the Secretary of State
Corporations & Charities Division

'.r'.-"mr:l"-gr:l."l Siote
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Now on to Step 2 – Forming the Business.
We’re going to address the standard options for business structures
And what do for each.



Step 2: Form the Business

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

10
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One of the first of many decisions you’ll make will be what form of organization will your business be?
With one owner, the standard choices are sole proprietorship, limited liability company (or LLC), or a corporation
In WA, a community property state, a married couple can have a sole proprietorship
With more than one owner, the typical choices are general partnership, limited liability company, or corporation.

What form of ownership you select is an important decision that can have long-term consequences, so do your research!
A good place to start is the WA Small Business Guide – Specifically in the “Start your business” section.



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 I T T T T S L L

rmanag eme nt,

directars who
are elected by

[ [ PR [



Presenter
Presentation Notes
SOS Rep

Here you’ll find what your decision should be based on – like limiting personal liability, growth plans, financing, and federal taxes – and a chart that compares the options.

It’s recommended that you consult with an attorney or other advisor on this topic, especially if you’re going into business with other people.

By the way, if you’re wondering about “s-corps,” as in IRS subchapter s corporations, that’s a federal tax classification rather than a separate form of ownership.  From the state of WA’s perspective, an s-corp is just a corp.

{Denine} From a WA state perspective, we treat scorps…etc all the same.  We just refer to them as a copr.  Those qualifiers are tax deisgniations for the IRS…


Step 2: Form the Business
B

If your business will be a:
» Corporation
« LLC
v’ Start with the Secretary of State

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

12
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Your first step in forming your business depends on what form of ownership you choose.

Corporations and LLCs start with the Secretary of State.
Sole proprietorships and general partnerships start with the Dept. of Revenue.



Step 2: LLCs & Corporations
Sl Buspese B

BUSINESS!WA.GOV

(Qsecretary of Stats Corporations |

# INFORMATION CENTER NOMPROFITS CHARITIES AWARDS PUBLIC NOTICES CONTACT US FAQ)

R ] t ] ] t I t I
e g I S e rl I I g W I e @ Due to the ongoing fight to reduce the impacts of COVID-19, the Corporations and Charities Division office has in-person services available if you are not able to
complete your filing online. All in-person service requests must be received by 4pm daily. We apologize for any inconvenience. Note: Our office will be closed Novernber 25-

27 , online services will still be available through CCF5. We are sorry for any inconvenience.
Corporations &

« \Watch the YouTube Yy

Covidl9 Resources for
. Business and Workers

video for
Services that remain

- t t' available % Most Requested Information

I n S ru C I O n S Service of Process
Emergency changes to Download Forms

Covid19 Fee Update m::g; corporation Limited Liability Companies (LLC)

S0S.wa.gov/corps
" " g p Nonprofit Information
Domestic Partnerships
Information Center
Trademarks
Registered Agent FAQ

Glossary of Terms

Creating a User Account Corporations Data Extract
Easy steps to create a user
account when registering 8 new

business entity, and making Contact Us

changes to an existing entity
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If you’re choosing to be an LLC or corporation,
You’ll start here with the Secretary of State’s Corporations Division.
With an LLC you will be completing a “Certificate of Formation” and initial report; with a corporation you’ll be completing an “Articles of Incorporation” form and initial.
You can do it online for about $200.

But that’s just the filing.  To truly 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.
You’ll be 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 all being an LLC or corporation entails, and consider engaging an attorney to advise you now and in the future. 



Step 2: LLCs & Corporations

Small Business
Liaison Team

|
BUSINESS!WA.GOV

3 YouTube Search Q

Completing the online P ——

regiStI’atiOn fo rm G Create or Register a Business

CREATE OR REGISTER A BUSINESS
&t Business Search

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

» Create a user account < Gt
© 1 would like to form a Washington State business.
Q Trademark Search I would like to register a business from a different state or country.
L}
. [A Create or Register a Business
[ a I I l e e e n I y Please select the appropriate business type from the choices below.
fii Business Maintenance Filings.
Business Type:* -Select Business—
&, Reactivate a Business
° : Defer Initial Report: | would like to file my initial report at a later time. | acknowledge that an initial report is due within 120
a I I |e gove rn I ng peop e y¥ Charities Filings - days of the effective date of this formation per RCW 23.95.255
¥ Request Certificate/Certified
Copies
L]
[ J
& Account Preferences

(¢ Logout

Should receive confirmation of
entity formation within two

| S | ) o) 039/543

d ayS CCFS: Registering a Business Entity

78,465 views * Feb 15, 2018 iy uxe @I DISLKE 4 SHARE = SAVE
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The YouTube video will show you the form and the information you’ll need to know 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.
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” – probably you, the person who is executing the action of setting up the entity.
With small businesses, that would typically be the owner, or one of the primary owners.

You’ll need to name your governing people – or “governors” – the people who have authority over your business.
With most small businesses, your governors would typically include all your owners.
Governor is a generic term.  You may use other words in the course of business – such as “members” for LLCs, “shareholders” or “officers” for a corporation.

You’ll need to designate a registered agent – someone reachable during regular business hours at a physical address that’s publically listed.
Small business owners typically name themselves as the registered agent, but you can name someone else who agrees to the responsibility, or engage a service to take that role.
What is the role?  Being available to get official mail or be legally served.
You can designate a mailing address for regular mail.


Small Business
Liaison_Yeam

Apply online for a
federal identification
number for your new
entity

EIN, FEIN, TIN —
Employer Identification
Number

No cost

IRS.gov

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)?
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The Secretary of State’s office will issue you a state Unified Business Identifier, or UBI number.  That’s your business’s state ID number.  

You’ll also need a federal ID number, which you can apply for on the IRS website.  There’s no cost.

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.


IF CHANGING SPEAKERS:  Now on to the next topic, with a new speaker -- NAME from AGENCY.



Step 2: Out of State Business

Small Business
Liaison Team

BUSINESS!WA.GOV
SN
ot
? Office of the Secretary of State
Are yo u a n L L C O r CO rp O ratl O n Colrporations & Charities Division
Physical/Overnight address Muailing Address

registered in another state, but planning | =ow 0 ome
to do business in Washington? e iy Ty

= To Expedite Filing Add $50

This Box For Office Use Only

FOREIGN REGISTRATION STATEMENT

« Complete the “Foreign oW 505

All fields required unless otherwise specified

R - t t' St t t” (1) REQUALIFICATION:
e g I S ra I O n a e l I l e n Has this entity previously registered with the Office of the Secretary of State? (Check one) O Yes [0 No

If Yes, provide UBI # and Expiration date, then continue: UBI #: Expiration:
If No, please continue.

([ O n I i n e O r O n p a p e r (2) Do you already have a UBI Number? (Check one) o Yes o No If Yes, provide UBI #

If No, a new UBI # will be 1ssued to you upon successful completion of the filing.

(3) ENTITY NAME:

° G O to SO S. Wa ) g O V/ CO r p S Name must match the name listed on the Certificate of Existence/Good Standing

Does the entity have a name reserved? (Check one) o Yes o No

If Yes, provide the Name Reservation Number and Name . [f No, provide only the name above.

Reservation Number:

For name requirements, please see the following RCW(s) as shown below.

Profit Corporation - RCW 23 95 305(1), Nonprofit Corporation - RCW 23 .95 305 (2), Limited Partnership - RCW 23 95 305 (3),

Limited Liability Partnership - RCW 23 95 305 (4], Limited Liability C y - RCW 23 95 305 (5)

.

(4) DOING BUSINESS AS (DBA) NAME: RCW 23.95.525
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If you have a corporation or LLC registered in another state and want to conduct business in WA, you’ll want to register it as a “foreign” entity in WA.
If you don’t do so, you may be operating without the legal protections that you have in your state, including limited liability.  Talk with your attorney for more information.

Registering your company in WA is relatively easy.  You can do it online for $200 and have it complete in a couple days, or on paper for $180 with a longer turnaround.

IF CHANGING SPEAKERS:  Now on to the next topic, with Cindy Autuchovich from Department of Revenue.

Transition to DOR Rep




Step 3: Get Licenses & Permits

all Busi
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BUSINESS IWA.GOV

* Licensing wizard

* Create a SAW account

* Licensing questions

* Trade names

* Hiring plans

* Other licenses and permits
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Now on to Step 3 - Getting licenses and permits. Here’s what we’ll cover:
The licensing wizard
Creating a SAW account
General licensing questions
Trade name registration
Hiring plan
Other licenses and permits that may apply



Step 3: Licensing Wizard

BUSINESS!WA.GOV

Laws & rules Careers Contact About

D ent of
R'et‘l{;ae"?‘;.'le (@ ‘ Search dor.wa.gow Q ‘

Washington State

Home Open a business * Manage a business * Taxes & rates + File & pay taxes * Education + Forms & publications =

Business Licensing

Home / Open a business

¢ BUSi NessS Open a business

More information

L i Ce n S i n g W i Za rd Start here to get licensing requirements for your business. el Bus ness Guidance

Answer a few basic questions in our Business Licensing Wizard to get:
. ) i ) Attend 2 workshop
+ Alist of the city, state, and federal licenses your business may need.

® dor Wa qo V/ « Contact information for each licensing requirement.

« MNext steps and forms needed to apply for your Washington State Business License. Sales to nonresidents

LicenseWizard

Retirement Marketplace

Start a Scenario Forms & publications

Business License Application (pdf)

Reseller permits

Ownership structure Apply for a license
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Registering 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
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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 get others later, but keep in mind a two things…
Realize that most local licenses are annual, so you’re starting a clock ticking.  If you’re not going to be working in a particular city for several months you may want to wait; and 
Each time you go to DOR’s licensing website to obtain a local license you’ll also pay a processing fee, so it makes sense to batch licenses you know you’ll need



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

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

Y dor Wa O V « Getor renew a business license
L] " SAW User ID Forgot? G

» Access a reseller permit

File taxes online
Department of ﬂ
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? b

* 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
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Let’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

Small Business
Liaison_Team
BUSINESS!WA.GOV

WELCOME

to your login for Washington state.

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

/% AGENCIES

21


Presenter
Presentation Notes
DOR Rep

This 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.






Washington State

Small Business

Liaison Team
BUSINESS\[WA,GOV

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

dor.wa.gov/Apply

Step 3: Licensing Questions

Apply for a new business license

Sole Proprietorship or General Partnership
» Before you begin
» Access the business license
»  Tell us about your business
» Location information
» Hiring employees
» State endorsements

» Review and pay

Corporation or Limited Liability Company (LLC)
» Before you begin
» Access the application
»  Tell us about your business
» Location
» Hiring employees
» State endorsements

» Review and pay

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



Presenter
Presentation Notes
DOR Rep
OK, 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

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

L} L}
 When its required
s A Corporation, Limited Partnership, or Limited Liability Company operating under a name other
° Wh at it m ea n S than the name registered with the Office of the Secretary of State.
= Any business name you are using that is not your full legal name.
Registering your trade name does not protect the name from use by others. A business can register

¢ DiStinCtiOn frOm trademarks an unlimited number of trade names.

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.gov/TradeNames

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

23


Presenter
Presentation Notes
DOR Rep  dor.wa.gov\tradenames

Let’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 process
Or 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 trademark
Nor does it provide any assurance that you’re not infringing upon someone else’s trademark

Before 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

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
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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 slide
Will 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 for
Unemployment Insurance   
Paid family and medical leave, and
Workers’ compensation insurance
Having the accounts set up automatically makes it easy for you when it’s time to do your quarterly reporting
But 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

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

Ini.wa.gov/insurance/insurance-requirements/independent-contractors 25
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Now 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

Small Business
Liaison Team

BUSINESS!WA.GOV

Other licenses and permits

[
W!SHIHET u" sti!{ nEPlRT-E"T u-F g: Attention! The Department of Revenue is temporarily expanding the criteria for the Voluntary More information
¥ Disclosure Agreement Program (VDA), effective July 15, 2020 through Nov. 30, 2020. small s Guldance
. Atten

* Professional licenses LICENSING

Answer a few basic questions in our Business Licensing Wizard to get:
« Alist of the city, state, and federal licenses your business may need.

ontact information for each licensing requirement.

. . Washington State Department of ot nd o et sl foryorVisingon St Bsnes s m
» Contractor registration  § Q) Labor & Industries | e

Start a Scenario

° County hea|th department permitS Business Licensing Wizard — dor.wa.gov

5§ Washington State
%¥#J Liquor and Cannabis Board

* Liquor and cannabis licenses
« Building permits (city or county)
* Etc.
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Many 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

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
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Next we will shift from business licensing requirements to taxes…

We’ll cover (read bullets)



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
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In 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
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

 dor.wa.gov/CommonBusinessActivities P
 dor.wa.gov/IndustryGuides
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We 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

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.
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Sales 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 Revenue
RST 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

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.
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Sales 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 storefront
Delivery point

Revenue 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

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.gov/CountyContacts e = :
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Most 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

Employment Taxes
B

BUSINESS!WA.GOV

+  Ouarterly 341 Forrns report gross wages and federal taxes (incorme, social
security and Medicare), They are due to the RS by April 30, July 31, October 31

« State Unemployment Taxes

« W2 Farmms reportwages and withholdings for the calendar year, They must be

. Employers pay ~2—3% Of their grOSS paer” provided to each ermployee by Januarg 31 of the following wear.
y o M2 Forms and the accormparnying MY-3 transmittal form are due tothe Social
¢ DOn t have to pay On Wage amounts above securiby Sdministration by Februare 28 of the following year,

. . e Annual 340 Forms report federal une mployment taxes, They are due to the RS
the taxable Wage Ilmlt Of $56,500 per em ployee by January 31 furtheppreceding calend:ry}";ar.'l'he tax rate};ur rniost ermnployers
(202 1 ) is 0.6% of the first §7,000 each warker earns, up to a maxzimum of $2 per

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.

PY Paid Family & Medical Leave see the RS Emplovers Tax Guide for more inforrmation,

« Employees pay ~0.25% of their earnings 5. State employment taxes
«  Unermployment taxes are due quarterly to the Erployment Security Departrmen
* If more than 50 employees, em ployers pay ~O- 1 5% (ESD).Repnrtintgtand paymentqis gr:ne::atllytdone Dpn-ITne.Dtl.Ae date?are p.ﬂ-.prtilm,t

of their gross payroll Run your business, Section 5

 Workers’ Compensation Insurance Premiums
- Employers pay the majority of an hourly rate of Small- |
$0.17-$17.00, based on the job classification B“%','J?é‘é RUN Q@] your business
« Employees pay a part of it WASHINGTON STATE
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Greetings, 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 Department
If 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 classification
High 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.
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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)
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This 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

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.
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If 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.
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* New hire reporting

* Employer requirements
* Employer services
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Now let’s say we take the next step – learning employer requirements

Here’s what we’ll cover in Step 5 (read bullets)

Hiring employees
New hire reporting
Employer requirements
Employer services


Step 5: Hiring Employees

Small Business
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# 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
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We’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
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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

www.dshs.wa.gov/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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Employers 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

Small Business

SSSSSSSSSSSSS

Some Employment Laws
* indicates for 2021

* Independent contractors (must meet requirements or they’re employees)
Minimum wage ($713.69/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’trestrict 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)__
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Here 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. 


s Step 5: Employer Requirements
>faison foam T

Presented by: Andrew Bryan
Small Business Liaison Office

TO |earn mOre about employer smallbusiness@Ini.wa.gov | 800-987-0145
requirements, attend this webinar. =

Washington State Department of
‘ Labor & Industries

Register at:

LNI.wa.gov/workshops-training | L&l Essentials for Business ‘
—_————mTTTEERRRR
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You 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.

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

Step 5: Employer Services
B 00

https://esd.wa.gov/about-employees#tbusiness-services

Small Business
Liaison_Team
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ALERTS (6) v . "
WorkSource business services

>  WASHINGTON STATE WorkSource is a partnership of organizations, including the Employment Security Department, that

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

m UNEMPLOYMENT | PAIDLEAVE | JOBS & TRAINING | UNEMPLOYMENT TAXES | EMPLOYER RESOURCES | LABOR MARKET INFO m Eur_bUS‘“_ESSI SZI'UtiO“S professionals can help you make connections to grow and sustain your
usiness, iIncluding:

*» Workforce planning.

* Labor market data
QU|CK LINKS E | » Online recruitment tools at WorkSourceWA.com.
m p Oyer » Staffing resources, including job fairs and hiring events.
FREQUENTLY USED LINKS = Tax incentives.
The SharedWork Program res O U rces = Worker training.
. . . » Layoff aversion and/or assistance.
Work Opportunity Tax Credit (en espafiol)
(WOTC) ! WorkSource services are free to employers thanks to careful stewardship of public funding and
i leveraged resources. Please take time to watch this video on WorkSourceWA.com and WorkSource

The H-2A Program thether you need to hire employees, are . e

. ) facing layoffs, or have to let an employee )
Business layoff assistance go, we have resources and information Login to your WorkSource Employer Account | Post a job | Watch the WorkSourceWA.com

Yesyets that can help you video | Talk to a WorkSource Business Solutions Professional | WorkSource frequently asked
’ questions
On this page
FORMS COVID-19 Response | Returntowork | Forms and publications library | Paid Family and Employer incentives Staffing resources Employee skill development
S_;haredWork forms and media Medical Leave | WorkSource business services | Reduction in staff | Employer information | Small = Worker Opportunity Tax « Advertise your jobs for and other resources
library business resources Credit (WOTC) free « On the job training (QJT)
Employer resources forms and e Incentives for hiring + Search for talent * Apprenticeship
publications |Ibral’y veterans = Hire a veteran programs
e Federal bonding + Contact a business

e On the job training (OJT) solutions professional
= Find information on the
H-2A agricultural
program

https://esd.wa.gov/about-employees
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And 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, with Scott Hitchcock from ORIA.



Step 6: Use Advisors
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Training & Advising Programs
Listing available at http://business.wa.gov/business-resources

SCORE#p * SCORE

FFFFFFFFFFFFFFFFFFFFFFFF Score.orq
. _
e~ °  Small Business Development Center
SBDC
WASHINGTON stdC-Orq
| | .
SBA °* Women's Business Centers
i)
BE e sba.gov
* Various Microenterprise Development Organizations
WSWA

L] L]
Washington State Microenterprise Association Wa m I C ro b I Z O rq
L]
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Planning 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

S
BUSINESS%VA soy  Scott Hitchcock (ORIA)
Small Business Guidance scotthitchock@gov.wa.qgov / 360-725-0622
S N S Patrick Reed
Ofice o he Secrelory of Site patrick.reed@sos.wa.qgov / 360-725-0358
Department of m .
Revenue ( Telephone Information Center
Washington State DORCommunications@dor.wa.qgov / 360-705-6705

C Washington State Department of Celia Nightingale & Andrew Bryan
) Labor & Industries  smallbusiness@lni.wa.qov / 800-987-0145

. :‘;ﬁ'ﬁ:;me“' Rafael Colon
@ Department smallbusiness@esd.wa.qov / 360-878-4088 P

WASHINGTON STATE



Presenter
Presentation Notes
ORIA - Scott

And 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!

That concludes our presentation, now we’ll have an open mic session. If you have question, go ahead an unmute yourself and ask your question.



mailto:rcolon@esd.wa.gov
mailto:smallbusiness@lni.wa.gov
mailto:scotthitchock@gov.wa.gov
mailto:DORCommunications@dor.wa.gov
mailto:patrick.reed@sos.wa.gov

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Step 3:  Get Licenses & Permits
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Slide Number 35
	Step 5:  Learn Employer Requirements
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43

