
What does a Church need to do in order to: 

Obtain an Employer's Identification Number (EIN)  
	 Apply for an EIN with the Internal Revenue Service in one of the following ways:

* Complete a Form SS-4 and submit it to the IRS. The form can be found on the Internet at https://

www.irs.gov/pub/irs-pdf/fss4.pdf or you may pick up a Form SS-4 at the trust department of any bank.

* Call the IRS - (800) 829-4933 to complete the form on the phone. An EIN will be given to you over the 

phone by the end of the day you request it. A written notice will follow in the mail.


Note: a mission or new church start must have an EIN issued to it. It cannot use the sponsoring church's EIN, as a separate entity.


Become Incorporated 
Apply at www.sunbiz.org.


* Click on “Start a Business,” then click on “Non-Profit Corporation.

* If you would rather hire an attorney, this is an option, but can be costly.

* Or there may be an attorney who is a member of the church and would be willing to handle the 

incorporation.


Note: Care should be taken to insure that your church is incorporated as a 501(C) 3 organization. The cost is between $75.00 and 
$200.00 depending on the complexity of the incorporation.


Obtain a 501 (C) 3 Letter from the Florida Baptist Convention 
	 The church must:

* Have been accepted into membership by the local association and 
* Have been entered in the Master Address System of the Florida Baptist Convention and 
* Have an Employer's Identification Number from the Internal Revenue Service on file in the Master 

Address System of the Florida Baptist Convention and 
* Have given a meaningful and consistent contribution based on their budget to the Cooperative 

Program during the current calendar year and 
* Contact the Business Services Division office at 1-800-226-8584 extension 8126 to request the 501 (C) 

3 Letter.


Obtain a Florida State Sales Tax Exemption Certificate 
* The church must have an EIN and a 501 (C) 3 letter.

* Copies of both must be sent with a completed Form DR-5 to: Florida Department of Revenue, 5050 W. 

Tennessee Street, Tallahassee, Florida 32399 or Fax to: 850-922-0859


Note: Contact the Florida Department of Revenue at (850) 487-4130 or on the Internet at www.myfloridaa.com/dor for further 
questions or help


Obtain Liability and/or Property Insurance for the church 
	 Check the local telephone directory for local agents of:

* Church Mutual Insurance Co. (800) 554-2654

* Guide One Insurance Co. (800) 329-3031

* Or other local insurance agents (this will most likely be the most cost saving)


Handle IRS Form W-2’s and 1099’s 
Contact the Internal Revenue Service at 1-800-829-3676 for forms or visit https://www.irs.gov/

forms-instructions 
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