	Checklist of items needed before registering for an Unemployment Insurance Number.

	
[bookmark: Check1]|_|
	
Business is registered with the Secretary of State.  (only Individual Sole/Proprietor and General Partnership are exempt from this)  Know the organization type of the business.

	
|_|

	
Business has never been assigned a Colorado Unemployment Insurance (UI) Employer Account Number.

	
|_|

	
Business has at least one employee in Colorado to whom wages are being paid.


	
|_|

	
Business is new or has not previously had an employee in Colorado.

	
|_|

	
Business is not the result of a change of ownership of an existing business.

	
|_|

	
Business is not an agricultural employer, a household/domestic employer, a 501(c)(3) or other nonprofit employer, a government employer, or a religious organization.

	
|_|

	
Business is not the result of a purchase of assets, stocks, and/or employees of a previously established business.

	
[bookmark: Check2]|_|

	
Business has a Federal Employer Identification Number (FEIN).  If you don’t know this, the system will provide a link in various places to look this number up.

	
|_|

	
Business Name or Trade Name, if any.

	
[bookmark: Check4]|_|

	
All applicable addresses, including primary business location, mailing, payroll, banking, primary worksite location, and any other addresses pertinent to the business.

	
[bookmark: Check3]|_|

	
List of all owners, partners, and corporate officers along with contact information (name, address, phone number)

	
|_|

	
Date paid or will pay $1500 in gross wages in a single quarter OR the ending date (Saturday) of the 20th week in the calendar year that individuals were or will be employed in Colorado.

	
[bookmark: Check6]|_|

	
First date the business paid wages 

	
|_|

	
Bank Information – Bank name, account number and routing number.

	
|_|

	
Location and Contact Name for Payroll records (unemployment insurance account only)



