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HIRING YOUR FIRST EMPLOYEE IN MINNESOTA - Quick Guide
STEP 1: SET UP EMPLOYER ACCOUNTS
Before paying wages:
☐ Obtain a Federal Employer Identification Number (EIN)
☐ Register for a Minnesota Tax ID Number
☐ Set up payroll tax withholding accounts
Resources
· IRS EIN Application
· Minnesota Department of Revenue New Employer Resources 

STEP 2: GET REQUIRED INSURANCE
Before your employee's first day:
☐ Obtain Workers' Compensation Insurance
☐ Review additional business insurance needs
Resource
· Minnesota Department of Labor & Industry Workers' Compensation Information 

STEP 3: COMPLETE NEW HIRE PAPERWORK
For every employee:
☐ Form I-9 (Employment Eligibility Verification)
☐ Form W-4 (Federal Withholding)
☐ Minnesota Employee Withholding Form (if applicable)
☐ Employee handbook and policies
☐ Personnel file established

STEP 4: SET UP PAYROLL
☐ Track employee hours worked
☐ Calculate payroll taxes
☐ Withhold federal and state taxes
☐ Withhold Social Security and Medicare taxes
☐ Maintain payroll records
☐ Establish direct deposit or payment procedures
☐ Understand overtime requirements 

STEP 5: REGISTER FOR UNEMPLOYMENT INSURANCE
After paying covered wages:
☐ Register with Minnesota Unemployment Insurance (UI)
☐ File quarterly wage reports
☐ Pay unemployment insurance taxes

Resource
· Minnesota Unemployment Insurance Program (UI) 

STEP 6: UNDERSTAND EMPLOYEE LEAVE REQUIREMENTS
☐ Comply with Earned Sick & Safe Time (ESST)
☐ Understand Minnesota Paid Leave requirements
☐ Establish procedures for tracking employee leave
Resources
· Minnesota Department of Labor & Industry
· Minnesota Paid Leave Program 

STEP 7: CREATE A SAFE WORKPLACE
☐ Display required labor law posters
☐ Follow minimum wage requirements
☐ Follow overtime rules
☐ Follow child labor laws (if applicable)
☐ Comply with MNOSHA standards
☐ Provide safety training as needed
☐ Report workplace injuries when required 

EMPLOYER QUICK LINKS
IRS EIN Application
www.irs.gov/ein
Minnesota Department of Revenue
www.revenue.state.mn.us
Minnesota Unemployment Insurance
www.uimn.org
Workers' Compensation & Labor Standards
www.dli.mn.gov
Minnesota Paid Leave
www.paidleave.mn.gov 

Employer Readiness Check
Before your first employee starts work, make sure you can answer YES to all of these:
□ I have an EIN.
□ I have Workers' Compensation coverage.
□ I can process payroll and payroll taxes.
□ I understand ESST and Paid Leave requirements.
□ I have completed employee onboarding forms.
□ I know my wage and hour obligations.
□ I have a safe workplace.

West Central MN SBDC and the Minnesota SBDC Network is a proud part of the Department of Employment and Economic Development in the State of Minnesota. It is funded in part through a Cooperative Agreement with the U.S. Small Business Administration. All opinions, conclusions, and/or recommendations expressed herein are those of the author(s) and do not necessarily reflect the views of the SBA. Minnesota SBDC is a nationally accredited member of America’s SBDC. To request accommodation or discuss accessibility needs, please contact (218) 299-6605 in advance to allow adequate time for coordination.
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