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This checklist is a guide to becoming an employer. In addition, you should consult your insurance provider, attorney, and accountant for any changes they might recommend to your insurance coverage, legal structure, or tax election. Always do your own research to verify information. We do our best to keep our materials up to date, but you should always go back to the source to verify your understanding. Contact us with any questions.Websites to know:

Business.Phila.gov
Philadelphia’s business page
Business.PA.gov
Pennsylvania’s business page
irs.gov
Official IRS Website
state.nj.us/treasury/taxation/
In NJ, use this site to register for business tax accounts
Pa100.state.pa.us
In PA, use this site to register for business tax accounts 
sba.gov/learning-center
The Small Business Administration’s online learning center
score.org/resource/job-analysis-worksheet
SCORE’s template for creating a job description
ssa.gov/employer/ssnv.htm
The Social Security Administration’s free SSN verification service
Workers’ comp information
www.dli.pa.gov for PA
www.nj.gov/labor/wc/ for NJ
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· Create a job description. Here’s a helpful template.
· Get an Employer Identification Number (EIN) if you don’t have one already.
· Find out whether you need state or local tax IDs
· In PA: register at the Online PA-100 site
· In NJ: register online at state.nj.us or file forms NJ927 and WR30
· In Philadelphia, consult business.phila.gov for more information on withholding and filing city wage taxes.
· Understand how often you’re required to file a return for withheld employee income taxes and city wage taxes 
· It generally depends on the amount of taxes being withheld
· Decide if you’re hiring an independent contractor or an employee
· Consult the IRS website and/or your attorney for more information
· Recruit!
· Ensure new employees return a completed W-4 form and I-9
· The W-4 form collects important information like the person’s name, tax withholding preferences, and Social Security Number (SSN). You’re required to collect the employee’s name and SSN and you can verify the information at the Social Security Administration’s website
· Schedule pay periods to coordinate tax withholding for IRS
· Create a compensation plan for holiday, vacation and leave
· [bookmark: _GoBack]Don’t forget workers’ comp insurance! Required for all employers
· Choose an in-house or external service for administering payroll
· A payroll service or external bookkeeper can streamline operations by administering payroll functions, withholding and depositing employment taxes, and assisting in meeting filing deadlines.
· Decide who will manage your payroll system internally
· Even if you’re using a payroll service, you’re ultimately responsible for properly withholding taxes and meeting filing deadlines and record keeping requirements. 
· Know which records must stay on file and for how long
· Report payroll taxes as needed on quarterly and annual basis
· Don’t forget to properly onboard, train, and follow up with your first employee! They’ll need support to be fully integrated into your business.
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This program is partially funded by
Wells Fargo, and by a cooperative agreement
with the U.S. Small Business Administration.

Reasonable accommodations for persons
with disabilities will be made, if requested
at least two weeks in advance.

To make the arrangements,
Call 215+790.9232

WBEGEAST

WOMEN’S BUSINESS ENTERPRISE CENTER

WBECeast.com










