
Opening a Unit Checking Account 
Every unit will eventually need to have its own checking account. 
Sometimes this gets confusing for the newly organized unit because the 
bank requires a federal employer identification number (EIN) to open the 
account.  

 
PLAN A – Use EIN of Chartered Partner 
Due to the charter agreement and tax laws, Units are “subordinate” to 
your chartered partner. Some chartered partners are willing to allow units to use      their tax number so 
their unit will be able to obtain a checking account. However, some chartered partners may have 
regulatory or other reporting requirements that may not allow them to let the unit use their EIN. If your 
chartered partner does not allow you to use their EIN, don’t worry. Go to Plan B. 
 
PLAN B – Obtain a Unit EIN for banking purposes only 
Obtain your own EIN for banking purposes only by completing the Form SS-4 on IRS website. Volunteer 
organizations can obtain an EIN for banking purposes only if they are organized to serve the 
community, do not operate for a profit, and do not have paid employees. Don’t worry, this process takes 
less than 15 minutes to complete. It is easier to request a new EIN than it is to search for a previously 
obtained but lost or unknown EIN from a former volunteer! 

Purpose of an Employer Identification Number 
Per the IRS, Employer Identification Numbers are issued for the purpose of tax administration and are 
not intended for participation in any other activities (e.g., tax lien auction or sales, lotteries, etc.) 
Banks use the EIN as a unique federal identifier for business accounts, just like they use a social 
security number for individual accounts. 

Step 1: Gather Information 

 Determine who the Responsible Party will be for the bank account. This is typically the 
Committee Chair or Chartered Organization Representative. Per the IRS, a Responsible Party 
is who controls, manages, or directs the applicant entity and the disposition of its funds and 
assets. Unless the applicant is a government entity, the responsible party must be an 
individual (i.e., a natural person), not an entity.  

 The Responsible Party online must have a valid Taxpayer Identification Number (SSN or ITIN). 
 The Responsible Party must have a physical address. 

Step 2: Complete the Online Application 

 You must complete this application in one session, as you will not be able to save and return at 
a later time.  

 Your session will expire after 15 minutes of inactivity, and you will need to start over. 

EIN Individual Request - Online Application (irs.gov)  



 



 



  



 



 



 



 



 



 



 



 



 

Step 3: Submit Your Application 

 After all validations are done you will get your EIN immediately upon completion. You can then 
download, save, and print your EIN confirmation notice. Save this documentation! You are 
required to notify the IRS within 60 days of any change in the Responsible Party on Form 
8822-B Form 8822-B (Rev. December 2019) (irs.gov) 

Step 4: Duties/Best Practices of Responsible Party 

 Review BSA FAQ for Fiscal Policies and Procedures for BSA Units. 
 Establish a checking account with at least two signers.  
 Have paper statements with copies of cancelled checks sent to Responsible Party. 
 Treasurer should prepare a detail report of all income and expenses and retain copies of 

deposit slips and receipts for at least 4 years.  
 Review monthly statements and financial reports from treasurer for unusual transactions. 


