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•

•

•

•

•

•

No-cost, confidential business advising, 

webinars, E-Courses and more!



Disclaimer



This Webinar is being recorded and 
will be posted on YouTube

You will be emailed a copy of these 
slides as a PDF document

Please put questions in chat 

A Few Details.....



Agenda

Today's Discussion

•

•

•

•

•

•



Employer
Registration



INTERNAL 

REVENUE SERVICE 

(IRS)

Employer ID # (EIN)

Apply for an EIN at 
IRS.Gov

THIS IS FREE!

MAINE

REVENUE

Withholding Account #

Register as new biz or if 

already registered use 

existing login

Register a new business

MAINE

 LABOR

Employer Acct. # (EAN)

Formerly known as an Unemployment 

Contribution (UC) Account

1. Register a new biz; get 

an employer Account #

2. Create a “Re-employME” 

Portal Acct

MAINE 

HEALTH & HUMAN 

SERVICES

Report new hires, & 

terminations 

within 7 days. 

Data matched with child 

support records

(You also need to report 

contractors if $2500 or more)

How to Report New Hires

REGISTER TO BE AN EMPLOYER

http://irs.gov/businesses/small-businesses-self-employed/employer-id-numbers
https://www.revenue.maine.gov/_/#1
https://www.maine.gov/unemployment/videos/employertax/index.shtml
https://www.maine.gov/unemployment/videos/employertax/index.shtml
https://www.maine.gov/unemployment/videos/createremeaccount/index.shtml
https://www.maine.gov/unemployment/videos/createremeaccount/index.shtml
https://www.maine.gov/dhhs/ofi/programs-services/child-support-services/employers/report-new-hires


Understanding 
Payroll 





FICA

SUTA 
FUTA

WITHOLDING

STATE & FEDERAL INCOME TAX

PAID BY EMPLOYEE

Depends on wage, exemptions, tax status, W-4 Info, tax tables

STATE & FEDERAL UNEMPLOYMENT TAX
PAID BY EMPLOYER

SUTA:  .22% - 5.69% on first $12,000 of each employee 

2.19% for new employer in Maine (2023)

FUTA:  6%  on first $7,000 of each employee for federal trust fund; 5.4% CREDIT 

makes effective rate 0.6% if SUTA paid on time. (Not in credit reduction states)

FEDERAL SOCIAL SECURITY & MEDICARE TAX
PAID EQUALLY BETWEEN EMPLOYER AND EMPLOYEE

12.4% (SS) & 2.9% (MC) on wages up to $160,200 (2023)

Additional MC tax of 0.9% on wages over $200K paid by employee

Payroll Taxes



FICA

Sample Paycheck



FICA & FEDERAL 

WITHHOLDING TAX

Paid semi-weekly or 

monthly

Electronic Federal Tax 

Payer System  

EFTPS.gov/eftps

IRS Publication 15

MAINE 

WITHHOLDING TAX

Paid semi-weekly or 

quarterly

Maine Revenue

 Tax Portal

FEDERAL

UNEMPLOYMENT 

TAX

aid quarterly
(after $500 in tax liability)

Electronic Federal Tax 

Payer System 

EFTPS

MAINE 

UNEMPLOYMENT TAX

Paid quarterly

Pay electronically

reemployme.maine.gov

DEPOSITING PAYROLL TAXES

https://www.irs.gov/forms-pubs/about-publication-15
https://www.maine.gov/revenue/portal
https://www.maine.gov/revenue/portal
https://eftps.gov/eftps
http://reemployme.maine.gov


FICA & FEDERAL 

WITHHOLDING TAX

QUARTERLY

IRS Form 941

Annually

MAINE 

WITHHOLDING TAX

Quarterly

Form 941 ME

Annually

FEDERAL

UNEMPLOYMENT 

TAX

ANNUALLY

IRS Form 940

MAINE 

UNEMPLOYMENT TAX

Quarterly

Form ME UC-1

FILING PAYROLL TAX RETURNS

https://www.irs.gov/forms-pubs/about-form-941
https://www.maine.gov/revenue/taxes/income-estate-tax/employer-withholding-941me-meuc-1
https://www.irs.gov/forms-pubs/about-form-940
https://www.maine.gov/revenue/sites/maine.gov.revenue/files/inline-files/2022_ME_UC1_instructions.pdf


Payroll Software 
and Services

Don't go it alone! Many of these services 
offer HR and Benefits Services as well

•

•

•

•

•



Labor,
Anti-Discrimination 

and Workplace 
Safety Laws 



Federal Fair Labor Standards Act
(FLSA) 

⚬

⚬

⚬

⚬

⚬

HELPFUL 

LINKS

https://www.dol.gov/general/aboutdol/majorlaws
https://www.dol.gov/general/aboutdol/majorlaws
https://www.dol.gov/agencies/whd/flsa
https://www.dol.gov/agencies/whd/flsa
https://webapps.dol.gov/elaws/index.html#about
https://webapps.dol.gov/elaws/index.html#about
https://webapps.dol.gov/elaws/index.html#about


⚬
⚬

⚬
⚬
⚬
⚬
⚬
⚬
⚬
⚬

⚬
⚬
⚬
⚬
⚬
⚬
⚬
⚬

Maine  Labor Laws

Topics covered:

https://www.maine.gov/labor/labor_laws/wagehour.shtml
https://www.maine.gov/labor/labor_laws/wagehour.shtml


Worker Classification Laws

Contractor vs. Employee Exempt vs. Non-exempt

• •

•

•

•

https://www.maine.gov/labor/misclass/index.shtml
https://www.maine.gov/labor/misclass/index.shtml
https://www.maine.gov/labor/misclass/index.shtml
https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.dol.gov/agencies/whd/fact-sheets/17a-overtime
https://www.irs.gov/newsroom/worker-classification-101-employee-or-independent-contractor#:~:text=Misclassified%20worker&text=If%20a%20business%20misclassified%20an,as%20well%20as%20unemployment%20taxes.
https://www.irs.gov/newsroom/worker-classification-101-employee-or-independent-contractor#:~:text=Misclassified%20worker&text=If%20a%20business%20misclassified%20an,as%20well%20as%20unemployment%20taxes.


•

•

•

•

•

Federal Anti-discrimination Laws

https://www.eeoc.gov/prohibited-employment-policiespractices
https://www.eeoc.gov/prohibited-employment-policiespractices
https://www.eeoc.gov/prohibited-employment-policiespractices
https://www.eeoc.gov/employers/small-business
https://www.eeoc.gov/employers/small-business
https://www.eeoc.gov/employers/small-business


Federal Anti-Discrimination 
Protections

•

•

•

•

https://www.eeoc.gov/prohibited-employment-policiespractices
https://www.eeoc.gov/prohibited-employment-policiespractices
https://www.eeoc.gov/prohibited-employment-policiespractices


Maine Human Rights Act
(Maine’s anti-discrimination law)

•

•

•

•

https://www.maine.gov/mhrc/laws-guidance/employment/guarantees#:~:text=The%20Maine%20Human%20Rights%20Act%20prohibits%20discrimination%20because%20of%20race,religion%2C%20ancestry%20or%20national%20origin.
https://www.maine.gov/mhrc/laws-guidance/employment/guarantees#:~:text=The%20Maine%20Human%20Rights%20Act%20prohibits%20discrimination%20because%20of%20race,religion%2C%20ancestry%20or%20national%20origin.
https://www.maine.gov/mhrc/
https://www.maine.gov/mhrc/
https://www.maine.gov/mhrc/


Federal Occupational 
Safety & Health Act

•

•

•

Generally a business must:
•

•

•

•

•

https://www.osha.gov
https://www.osha.gov/employers
https://www.osha.gov/employers


Maine Dept. of Labor
Bureau of Labor Standards

•

•

⚬

⚬

⚬

⚬

https://www.safetyworksmaine.gov/safe_workplace/index.shtml


Required Law Posters

•

•

•

https://www.maine.gov/labor/posters/index.shtml
https://www.maine.gov/labor/posters/index.shtml
https://webapps.dol.gov/elaws/posters.htm?_ga=2.257411851.1248860011.1693249732-1449049575.1690564972
https://webapps.dol.gov/elaws/posters.htm?_ga=2.257411851.1248860011.1693249732-1449049575.1690564972


Record Retention 
Laws 



Record Rention

Fair Labor 

Standards Act

EEOC

Maine Dept. 

of Labor

OSHA

•

•

•

•

•

•

•

https://www.dol.gov/agencies/whd/fact-sheets/21-flsa-recordkeeping#:~:text=How%20Long%20Should%20Records%20Be,agreements%2C%20sales%20and%20purchase%20records.
https://www.dol.gov/agencies/whd/fact-sheets/21-flsa-recordkeeping#:~:text=How%20Long%20Should%20Records%20Be,agreements%2C%20sales%20and%20purchase%20records.
https://www.eeoc.gov/employers/recordkeeping-requirements
https://www.eeoc.gov/employers/recordkeeping-requirements
https://www.osha.gov/employers
https://www.osha.gov/employers


Workers 
Compensation 

Insurance
(workers comp)



Workers Comp

It's the law

Audit

•

•

•

•

•

Cost

Policies
•

https://legislature.maine.gov/statutes/39-A/title39-Ach0sec0.html
https://legislature.maine.gov/statutes/39-A/title39-Ach0sec0.html
https://www.maine.gov/pfr/insurance/sites/maine.gov.pfr.insurance/files/inline-files/current_memic_rates.pdf
https://www.maine.gov/pfr/insurance/sites/maine.gov.pfr.insurance/files/inline-files/current_memic_rates.pdf
https://www.memic.com/employers/faq-for-employers


Hiring  



Recruiting and Hiring Paperwork

• Employment Application
⚬
⚬

• Job Descriptions
⚬

• Offer Letters
⚬



Required Hiring Paperwork
• Form I-9 

⚬

• Form W-4  
⚬

• W-4 ME 
⚬

• Form W-9 
⚬

https://www.uscis.gov/i-9
https://www.irs.gov/forms-pubs/about-form-w-4
https://www.maine.gov/revenue/sites/maine.gov.revenue/files/inline-files/23_form_w-4me_ff.pdf
https://www.maine.gov/revenue/tax-return-forms/employment-tax-returns-2023
https://www.maine.gov/revenue/tax-return-forms/employment-tax-returns-2023
https://www.maine.gov/revenue/tax-return-forms/employment-tax-returns-2023
https://www.irs.gov/forms-pubs/about-form-w-9
https://www.irs.gov/businesses/small-businesses-self-employed/employment-tax-forms
https://www.irs.gov/businesses/small-businesses-self-employed/employment-tax-forms


Additional Hiring Paperwork

• Employee Contact Form
⚬
⚬

• Bank Information for direct deposit

• Employee Policy Manual
⚬
⚬



Summary 



This is just the beginning...

•

•

•

•

To be a good employer:



Connect With Us

Facebook

@mainesbdc

Twitter

@MaineSBDC

Instagram

@sbdcmaine

LinkedIn

@sbdcmaine

YouTube

@MaineSBDC

Request Advising: 

https://www.mainesbdc.org/advising/

https://www.facebook.com/mainesbdc
https://www.youtube.com/channel/UCuO-X3RRYoQQJ5PGbpjRx_Q
https://www.youtube.com/channel/UCuO-X3RRYoQQJ5PGbpjRx_Q
https://www.youtube.com/channel/UCuO-X3RRYoQQJ5PGbpjRx_Q
https://www.mainesbdc.org/advising/
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