
Creating a Student Organization Bank Account
1. Obtain a P.O. Box using any postal service or Southeastern Document Source

- The Southeastern Document Source rents P.O. boxes (campus rental box) to

students for $16.00 a semester. If you are interested in renting a MailBox stop by

Document Source located in the Student Union, Room 1401 or visit their website.

- The Hammond Post Office and The UPS Store in Hammond also offer P.O.

Boxes for rent.

2. Obtain an Employer Identification Number (E.I.N.)
- The E.I.N. is needed to open a bank account for your organization.

- You can find the steps to obtaining an E.I.N. for student organizations here.

***Once you receive confirmation, please save your confirmation page.

3. Register your organization name with the Secretary of State (S.O.S.)
- Visit sos.la.gov website to register your organization’s name

- Create a geauxBIZ account

- Click the Get Started Button to “Reserve a new business name”

4. Open an account at your local bank
- Find a local bank that will not charge a fee or has a low charge to open your

account

- When you go, make you have your P.O. Box information and your E.I.N. number

to open your account. The name you apply under should be the exact same as

used in Step 3.

Bank Account Resources
1. Business Account Opening Information (Chase Bank)

2. Regions Next Step Financial Education

3. Worksheet for Creating a Personal Spending Plan

4. Digital Banking Checklist

5. Budget Calculator

If you have any questions or concerns, please contact us at ose@southeastern.edu.
Office for Student Engagement | Student Union West 2307 | 985-549-2120

http://www.southeastern.edu/admin/doc_source/student_info/index.html
https://www.postallocations.com/la/hammond/hammond
https://www.theupsstore.com/mailboxes?gclid=Cj0KCQiA-qGNBhD3ARIsAO_o7ykzJpYpyfuyQOlWRuU7J9yYLgEivSQR4J9IMCIDrdH1MOwrdzGR630aApwVEALw_wcB&gclsrc=aw.ds
https://docs.google.com/document/d/12mOQ5BOMINdGGXxRh8dGiEylrJoNeg-rn_q9GWfSBo0/edit?usp=sharing
https://geauxbiz.sos.la.gov/
https://www.chase.com/content/dam/chasecom/en/business-banking/documents/unincorporated-business-checklist.pdf
https://www.regions.com/next-step
https://www.regions.com/-/media/pdfs/Next-Step-Worksheet-Daily-Spending.pdf?la=en&revision=79cc9b91-e8a1-412a-8270-7ceb1df30624&hash=D2C5CBFDB5581E1B07B4E529EFDF9A87
https://www.regions.com/-/media/pdfs/next-step/How-to-Bank-Without-Visiting-a-Branch_HANDOUT.pdf?revision=13259070-946f-413c-893b-5930d1d112e0
https://www.regions.com/insights/personal/budget-calculators/how-to-make-a-budget

