Creating an EIN for your club

You will need some information about your club and approximately 10-15 minutes to complete the online

document in one sitting. Please note, you cannot save it and finish it later:
https://sa.www4.irs.gov/modiein/individual/index.jsp

You will need a social security number; this can be the treasurer or president, or any other board member.
These pictures will show you the answers to select for the questions. If your club or association is a current

501(c)3 please have that paperwork handy.

Any questions filling about out this application are best answered by the IRS. Chat or speak with a website

customer service representative or send an email message or comment. Website assistance is available

Monday-Friday: http://www.irs.gov/uac/Navigate-IRSgov

EIN Assistant

1. Identify 2. Authenticate 3. Addresses 4. Details 5. EIN Confirmation

What type of legal structure is applying for an EIN?

Before applying for an EIM you should have already determined what type of legal structure, business,
or type of organization is being established.

Choose the type you are applying for. If you don't see your type, select "View Additional Types.”

Sole Proprietor
Includes individuals who are in business forthemselves and household employers.

Parinerships
Includes partnerships and joint venturas.

Corporations
Includes S corporations, personal service corporations, real estate investment trusts (REIT),
regulated investment conduits (RIC), and settlement funds.

Limited Liability Company (LLC})
Alimited liability company (LLC) is a structure allowed by state statute and is formed by filing
articles of organization with the state.

Estate
An estate is a legal entity created as a result of a person’s death.

Trusts
All types of trusts including conservatorships, custodianships, guardianships, irrevocable
trusts, revocable trusts, and receiverships.

@ View Additional Types, Including Tax-Exempt and Governmental Organizations

Help Topics

) Whatifl do not know what
type of legal structure or

organization to choose?

If none of the above fit what you are establishing, there are several others to choose from.‘\

<< Back Continue ==
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https://sa.www4.irs.gov/modiein/individual/index.jsp
http://www.irs.gov/uac/Navigate-IRSgov

EIN Assistant

2. Authenticate 3. Addresses

Additional Types

1. Identify

Choose the type you are applying for. You can click the underlined terms for a description.

©) Bankruptcy Estate (Individual) ) Household Employer

*) Block/Tenant Association 7 IRA

) Church ) Memorial or Scholarship Fund

! Church-Controlled Organization I Mational Guard

*) Community or Volunteer Grou ~) Plan Administrator

) Emplover/Fiscal Agent (under IRC Sec 3504) *) Political Organization

) Emplover Plan (401K, Money Purchase Plan, etc.) ) PTA/PTO or School Organization

O Farmers' Cooperative 7 REMIC

) Government, Federal/Military *) Social or Savings Club

! Government, Indian Tribal Governments ! Sports Teams (community)

) Government, State/l ocal ) Withholding Agent

' Homeowners/Condo Association @ Other Non-ProfitTax-Exe mpt

4, Details

5. EIN Confirmation

Help Topics

€ Whatifl still do not know
what type of structure or
organization to choose?

Organizations
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EIN Assistant

Please confirm your selection.

1. ldentify 2. Authenticate 3. Addresses

Confirm your selection of Other Non-ProfitTax-Exempt Organizations as the type of structure applying
for an EIN.

What itis...

* A non-profit organization is an entity organized and operated for one or more ofthe purposes
listed under Section 501(a) of the Internal Revenue Code.

What it is not...

® A business or organization organized for profit.
® A sole proprietorship or partnership.

If you need to change your type of structure, we recommend that you do 50 now, otherwise you will have
to start over and re-enter your information. Additional help may be found by reviewing all fypes of
organizations and structures before making your selection.

<< Change Type

/

4. Details

5. EIN Confirmation

Help Topics

§) Whatis the difference
between non-profit and
tax-exempt status?

€) How does my organization
receive formal recognition
as a tax-exempt

organization by the IRS?

What ifl am not sure my
organization would gualify
as a tax-exempt
organization?




EIN Assistant

1. Identify 2. Authenticate 3. Addresses 4. Details 5. EIN Confirmation
Why is the Non-Profit'Tax-Exempt Organization requesting an EIN? Help Topics
Choose one reason that best describes why you are applying for an EIN. 'ﬁ | do not see my reason for
_ ) applying here. What should
| Started a new business | choose?

Select this option if you are beginning a new business.
€) What if more than one

) Hired employee(s) reason applies to me?

Select this option if you already have a business and need to hire employees.
@ Banking purposes

Select this option if the reason for applying for the EIN is strictly to satisfy banking
requirements or local law.

B Changed type of organization
Select this option if you are changing the type of organization you currently operate, such as
changing from a sole proprietor to a partnership, changing from a partnershipto a
corporation, etc.

) Purchased active business
Select this option if you are purchasing a business that is already in operation.

Continue >
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EIN Assistant

Your Progress: 1. Identify v 2. Authenticate 3. Addresses 4. Details 5. EIN Confirmation

Who is the Responsible Party for the Non-Profit/Tax-Exempt Organization?

The responsible party can be either an individual OR an existing business.

Please choose on:—//
@ Individual

) Existing business



EIN Assistant

Your Progress: 1. ldentify v 2. Authenticate 3. Addresses 4, Details 5. EIN Confirmation

You selected individual. Please tell us about the Responsible Party.

* Required fields
Must match IRS records or this application cannot be processed.
The only punctuation and special characters allowed are hyphen (-) and ampersand (&).

Firstname ® Joanna
Middle namedinitial M

Lastname = Alumna
Buffix (Ir, 5r, etc) SelectOne -

SSMATIN * 123 - 45 - 6739

Choose One: ™

| am aresponsible and duly authorized member or officer having knowledge ofthis organization’s
affairs.

| am a third party applying for an EIM on behalf of this organization.

Before continuing, please review the information above for typographical errors.

Initial one-time action steps for Clubs:
1. Obtain an Employer Identification Number (EIN) is also known as a Federal Tax ldentification Number as

outlined above.

2. Become a vendor with Cornell University by submitting a W-9 form.
If the club does not have a local bank account, create one using the Employer Identification Number
(EIN).

4. |If there is an existing account, please update the account information with the EIN; removing any
personal social security information currently associated with the account.

5. Submit local banking information to Cornell: bank name, address, and account name, routing and
account number via an ACH form.


http://www.irs.gov/pub/irs-pdf/fw9.pdf
file:///C:/Users/swk5/Desktop/New%20Participation%20Model/cu-pay-achauth.pdf

Steps moving forward, after Clubs are setup with EIN and bank account:

6.
7.
8.
9.

10.

11.

12.
13.

14.

15.

16.
17.

Clubs will continue to submit the Event Detail Form for each program.

Each event will have a registration site through CornellConnect, regardless of collection of funds.

Club leaders will now coordinate directly with venues on contracts, deposits and payments.

Clubs will enjoy any profits from events and likewise, will absorb any losses incurred.

Provide follow-up documentation of the events held on a semi-annual basis to your Alumni Affairs
Regional Staff Contact.

Cash and check payments collected on site will be retained by the club. If checks are an approved online
form of payment, a local address will be used for collecting those check payments.

Clubs and associations will pre-determine refund and cancellation policies for each event.
All registration confirmation emails should be reviewed by the event coordinator.
a. Should an event have any complimentary attendees; speakers or special guests, please indicate
those guests to your Alumni Affairs Regional Staff Contact, before the event reconciliation.
Unless otherwise indicated, all event registration sites will close at the time of the event. All walk-in
registrations should be paid in cash or check directly to the club.
a. Following the conclusion of each event, record all cancellations, no-shows and walk-ins on the
attendance list and return to the appropriate Alumni Affairs Regional Staff Contact.
Within seven business days of your event, your Alumni Affairs Regional Staff Contact will provide a list of
attendees and collected funds, less 3%. Once approved by the club, this list is submitted for a direct
deposit payment of collected funds.
a. If a guest has not remitted payment by the event, please follow up accordingly.
All board member reimbursements are remitted to the club for payment.
Maintain a consistent dialogue with your Alumni Affairs Regional Staff Contact Communication

continues to be a very important factor in the club’s relationship with Cornell University and a consistent
dialogue with your Alumni Affairs Regional Staff Contact is necessary to ensure all events are fully
sanctioned by Cornell University.


https://cornell.qualtrics.com/SE/?SID=SV_3XcxKJEp33ILcvH

