EIN/Off-campus Bank Account
Please read this in its entirety.

Here are the instructions for requesting an EIN. This is needed to open a bank account.
You can use any bank. There is Truist location on campus.

When you apply for the EIN, the responsible party will need to use their SSN. It can be
changed when the officer transitions out of the organization to a new responsible party.
It is the individual (one of the officers) that is responsible for the organization. There’s
information on the IRS website regarding this at: https://www.irs.gov/businesses/small-
businesses-self-employed/responsible-parties-and-nominees

If you need to update the Responsible Party, please fill out this form and mail it to the
address on the form- https://www.irs.gov/pub/irs-pdf/f8822b.pdf

To request an EIN, you will need to determine the tax status your RSO falls under.

. 501(c)(3) Charitable Organization

o] Must be organized exclusively for religious, charitable, scientific, etc. purposes
o) Examples are Humane Society, FSU Foundation, Ronald McDonald House

o} Organizations are required to seek exempt status approval from the IRS on
Form 1023 or Form 1023-EZ.

o} Guidance: IRS Charitable Organizations; IRS Form 1023.

. 501(c)(4) Social Welfare Organization

o] Must be organized exclusively for the promotion of social welfare

o] Examples are Crossroads GPS, Organizing for Action, AARP, NRA

o] Organizations are not required to seek IRS approval to be tax-exempt;

however, some may wish to file Form 1024-A to receive a determination letter or if other
circumstances apply.

o} Organizations are required to notify the IRS of their intent to operate as a
Section 501(c)(4) organization by filing Form 8976.

o] Guidance: IRS Social Welfare Organizations; IRS Form 1024-A; IRS Form
8976.

. 501(c)(7) Social Club Organizations

o] Must be organized for pleasure, recreation, or other similar nonprofitable
purposes

o] Examples are Capital City Country Club, University Center Club at FSU,
Governors Club

o] Organizations are not required to seek IRS approval to be tax-exempt;

however, some may wish to file Form 1024 to receive a determination letter or if other
circumstances apply.
o] Guidance: IRS Social Clubs; IRS Form 1024

Complete this online application and obtain the EIN number (print or save for your
records):

1 Click here: https://sa.www4.irs.gov/modiein/individual/index.jsp

2 Begin Application
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3 Click “View Additional Types, Including Tax-Exempt and Governmental Organizations’
and click continue

4 Click “PTA/PTO or School Organization” and click continue

5 Choose “l am a responsible and duly authorized officer or member of this
organization”

6 Type the permanent address your organization is using- you can use the Student
Union address, 75 N Woodward Ave, Tallahassee FL 32306, if you need to.

7 Legal name of PTA/PTO/School Organization is the organization’s name, County is
Leon County. Remember Florida State or FSU must come at the end of any RSO’s
name. Example: Dance Marathon at FSU is allowed but FSU Dance Marathon is NOT!
8 Select NO for all the options

9 Click Other and click continue and then click “Organization”

10 Select the category that best describes the RSO.

Example: Dance Marathon at FSU would select Fundraising and specify: “Raise funds
for local Children’s Miracle Network Hospitals and Pediatric Outreach Programs”

11 Click receive letter online, review information and submit!

12 If and when the address or individual’'s name on the account changes- make sure to
update changes to the IRS

This is also a resource from FSU-
https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Cash%20Manag
ement%20%26%20Banking/Off-Campus%20Bank%20Account%20Guidance.pdf

It is very similar but has more details about the EIN application. Part of the EIN process
is selecting your RSO 501c status.

When you open your off-campus bank account, do not use an individual's social
security number to open the account.
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