
Instructions for Obtaining an EIN 

(Employee Identification Number) 

 

If you do not have an EIN, you will need to apply for one on the IRS Web site. The online process only 

takes a few minutes. To apply, you will need to go the IRS website. At the conclusion of the process you 

will be issued an EIN. It will take approximately two weeks before the number will be activated in the IRS 

system so that you can file your 990-N. 

 

 
 

Click on “Apply Online Now” towards the bottom of the page. 

http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-(EIN)-Online


 
 

Click on “Begin Application” 



 
 

Select “View Additional Types, Including Tax-Exempt and Governmental Organizations” 

 

Click “Continue” 



 
 

Select “Other Non-Profit/Tax-Exempt Organizations” (Note: Our CTAs operate as 501(c)(6) Professional 

Association.) 

 

Click “Continue” 



 
 

Click “Continue” 



 
 

Select “Banking purpose” 

 

Click “Continue” 



 
 

Select “Individual” 

 

Click “Continue” 



 
 

Enter information, preferably an officer of the CTA. 

 

Select “I am a responsible and duly authorized member of officer having knowledge of this 

organization’s affairs.”  

 

Click on “Continue” 



 
 

Enter information. If acceptable to receive mail at your school district you may wish to enter that 

address and complete the last section to have the mail directed to: “CTA President”. 

 

Click “Continue” 

 



 
 

 

Enter information. Your legal name should match the name on your CTA Bylaws or Constitution. Enter 

the month and year that you are making the application. Ex: if you are applying for the EIN in November 

2010, please enter November 2010. 

 

Click “Continue” 

 



 
 

Choose “No” for all questions. 

 

Click “Continue”  

 

 

 

 

 



 
 

Choose “Other” 

 

Click “Continue” 



 

 
 

Choose “Organization” 

 

Click “Continue” 

 



 

 
 

Choose “Other” 

 

Enter “business league” 

 

Click “Continue”  

 



  
 

Choose method you prefer. 

 

Click “Continue” 

 



 
 

Review your information. If any information is incorrect you will have to start a new application. 

 

Click “Submit” 

 



 

 
 

Read. 

 

Click “Continue” 

 



 
 

You are done! 


