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BASIC EMPLOYER REQUIREMENTS
The following is a list of steps that need to be completed to be an employer in Montana.  There may be additional requirements based on the type of business being operated.
Items 1 through 4 need to be completed before hiring an employee.

1. Federal Tax Identification Number, also called an Employer Identification Number (EIN)
· Required for Social Security and Federal Income Tax Withholdings

· Forms are available online at www.irs.gov under the Business heading

· You may also call toll-free 1-800-829-1040

2. Unemployment Insurance
· Call 406-444-3834 to request a packet by mail
· Or at uid.dli.mt.gov click UI4Employers to register online

· Ask for letter showing coverage with Unemployment Insurance (required posting)

3. State Income Tax Withholdings
· Call 406-444-6900 to receive a registration form by mail or fax

· Complete and submit registration forms

· Can submit electronically at www.discoveringmontana.com/revenue 

4. Workers Compensation Insurance
· Must have coverage on employees – shop around for best deal

· Ask for letter stating employees are covered by Workers Compensation Insurance (required posting)

5. Required Employment Posters
· Contact the Billings Job Service Workforce Center 

· 406-652-3080 or www.employbillings.com 

6. IRS Form W-4
· Form can be found at www.irs.gov
· Have employee complete upon hiring

· Used to determine amount of both Federal and State Income tax withheld

7. Form I9 Employment Eligibility Verification
· Form can be found at www.uscis.gov  Click on Forms and search I9

· Have employee complete on first day
· Sign form verifying documents were checked
8. Montana New Hire Reporting Program
· Mail a copy of the W4 to: MNHRP, Box 8013, Helena MT 59607 or fax to 888-272-1990
· Must be submitted within 20 days of employee start date
NOTES:

· To register a business name call 406-444-3665 or go to sos.mt.gov under Business Services
· For occupational and professional licensing call 406-841-2333 or go to uid.dli.mt.gov
