Instructions on Completing IRS Form 990-N

Most small tax-exempt organizations whose annual gross receipts are normally
$50,000 or less ($25,000 for tax years ending after December 31, 2007 and

before December 31, 2010) are required to electronically submit Form 990-N,
also known as the e-Posteard, unless they choose to file a complete Form 990 or

Form 990-EZ instead.

If the Council has a fiscal year that ends June 30, IRS Form 990-N is filed
electronically between July 1 and November 15.

IMPORTANT! If an organization is required to file an information return or
annual electronic notice and fails to do so for three consecutive years, the
organization will lose its tax-exempt status as of the filing due date of the third
year. For the organization to have its tax-exempt status reinstated, it must apply
(or reapply) for tax-exempt status and pay the appropriate user fee.

Filing Form 990-N is a two-step process for new filers. Councils that
filed previously can skip to Step 2.
Not sure if the Council has previously filed? Refer to page 3 for further information.

STEP 1: Register as a New User
- Visit epostcard.form990.org

eé-Postcard

Institute file your electronic IRS Form 920-N

Home Support Links ‘ LogIn ‘
e-Postcard: file your electronic IRS Form 990-N

File your electronic Form 990-N (e-Postcard).
Click here for more information on who must file Form 930-N (e-Postcard)

NOTICE: The IRS is currently having difficulties responding to email tech support requests. They are working on the problem and hope to have it fixed in the near future. In the
meanwhile, if you do not receive a response to your tech support request right away, please be patient. You will receive a response. You do not need to send your request
again. If the matter is urgent you can call the IRS e-help Desk at 866-255-0654. We apologize for the inconvenience.

If you are a subordinate organization, be sure to use your own employer identification number (EIN). Do not use the EIN of your parent organization or another subordinate
organization.

This system automatically generates the 990-N (e-Postcard) for the organization’s most recently ended tax period and will not allow the filing of a prior year e-Postcard.
Although filing a prior year e-Postcard is not required by the IRS, a prior year e-Postcard may be filed for a fee through other IRS approved enline providers. Click here for a
list of IRS approved providers.

STEP 1: Register as a New User Quick Menu
Register as a New User

To file Form 980-N (e-Postcard), you must register and obtain a login ID. Click the link above to request a login ID. If you already have a login 1D, either Update Email/User Information
Updale Email/User Information

recently created or from a previous year, go to Step 2.
Create New e-Postcard

STEP 2: Create your Form 990-N (e-Postcard) Edit/View Existing e-Postcard

Once you have a login ID. you can access the system and create your e-Postcard. Click the link above to begin the process. Technical Support

i Frequently Asked Questions
STEP 3: Submit your Form 990-N (e-Postcard) Frequently Asked Questions
Privacy Policy
Once you complete your e-Postcard, click the "Submit Filing to IRS" button.

Requirements and tips for using this website.
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http://www.irs.gov/charities/article/0,,id=177784,00.html
http://www.irs.gov/charities/article/0,,id=177338,00.html
http://www.irs.gov/charities/article/0,,id=177338,00.html
http://www.irs.gov/charities/article/0,,id=239696,00.html

- Enter the Council’s EIN

(= Request Login ID - Windows Internet Explorer g@
@ _v 2] https formag0.arg v G |[&][4][x] |8 ol
File Edt View Favorites Tools Help & -

i Favortes | 53 @ International Reading Assoc... & ~ &) Free Hotmail &

55 |~ | & Intermational Reading Assod,., | @€ Request Login 10 Y Y @~ Pa satye Tooke @ 7

all

Il

- -IFostcar
IL;'Irst;ﬂ'l‘lte file your electronic IRS Form 990-N

Request Login ID

Please select Exempt Org or Preparer: (for a definition of the two login ID types. retum to the previous page.)
Login ID Type: Exempt Organization ¥
Organization EIN . If you are a subordinate organization, be sure to enter your awn EIN. Do not enter the EIN of your parent

organization or another subordinate organization

Questions or prablems regarding this web site should be directed to Tech Suppart

Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Intemet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768.
Last modified: April 18, 2011.

- Once the EIN is entered, the system generates a Login ID.

- Please do not be alarmed that the legal name that the IRS has on file for
the Council is usually International Reading Association.

- Do not try to change the legal name. The Council’s name will
appear at the end of the filing process.

Why doesn’t the Council’s name appear?

AlNU.S.-based Councils chartered by IRA can be excempt from federal income tax and
eligible to receive charitable donations throngh IRA’s group exemption. (The other option
zs to apply directly to IRS for 501 (c) (3) status.) The IRS recognizes individual
(Council) members of IRA’s group through their Employer Identification Number,

EIN, and uses the main organigation’s name as the legal name.

Example: International Reading Association Inc. — Hillsborough County Council of the
International Reading Association

- The filer provides a password, first and last name, email
address*, and daytime phone number.

IMPORTANT TIP! Be sure to make note of the password, as this
will be required each year you file form 990-N.

- *Login ID Activation requires an email response.
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Login ID Activation (registration) is completed by entering the
password. The response screen notifying the filer of success can be
printed and saved.

Receipt of the Login ID activation email marks the end of the first step
for filing Form 990-N.

STEP 2: Completing IRS Form 990-N

TIPS!
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Once Step 1 has been completed, the filer receives an email with the
option to file the 990-N immediately or completing at a later time.

Click on the link provided in the email.

The filer will answer the required questions.

Usually, the fiscal year is July 1 - June 30.
Do not try to change the legal name.

Once the information is completed, the filer can click a button to submit
the e-postcard to the IRS. Within 30 minutes or so the IRS will notify
the filer by email that the 990-N was accepted or rejected. If rejected,
the IRS will offer instructions on how to correct the problem.

Retain a copy of the IRS Acceptance Message for your records.

Be sure to know your Gross Annual Income before you begin.

Most tax-exempt organizations are required to file an annual return.
Which form an organization must file generally depends on its financial
activity, as indicated in the chart below. The chart also shows the
transition period for exempt organizations required to file a redesigned
annual return beginning with 2008 tax years (returns filed beginning in

2009).


http://www.irs.gov/charities/article/0,,id=152728,00.html
http://www.irs.gov/charities/article/0,,id=218171,00.html

2007 Tax Year
(Filed in 2008 or 2009) Form to File

Gross receipts normally = $25,000

Mote: Organizations eligible to file the e-Postcard may choose to file 3 full return. 2901
Gross receipts <= $100,000, and 990-EZ
Total assets < $250,000 0r 990
Gross receipts = §100,000, or ag
Total assets = $250,000 =
Private foundation 990-PF
2008 Tax Year
(Fifed in 2009 or 2010) Form to File

Gross receipts normally = 25,000 990-N
Hote: Organizations eligible to file the e-Postcard may choose to file a full return _

990-EZ
Gross receipts = 51 million, and
Total assets = §2.5 million

or 990
Gross receipts = 51 million, or a0
Total assets = §2.5 million I
Private foundation 990-PF

2009 Tax Year "
(Filed in 2010 or 2011) Form to File

Gross receipts normally = $25,000 990-N
Note: Organizations eligible to file the e-Postcard may choose to file a full return _
Gross receipts = $500,000, and 200-C7
Total assets < §1.25 million or 990
Gross receipts = $500,000, ar 90
Total assets = §1.25 million I
Private foundation 990-PF

2010 Tax Year and later
{Filed in 20111 and later) Form to File

Gross receipts normally = $50,000

Note: Organizations eligible to file the e-Postcard may choose to file a full return 200-N
990-EZ
Gross receipts = $200,000, and
Total assets = $500,000
or 990
Gross receipts = $200,000, or aa
Total assets = 500,000 =
Private foundation 990-PF

How do you know if a Council has already filed?

To obtain verification of 990 e-postcard filing associated with an EIN
(Employer Identification Number), use the following website link:
http://www.its.gov/app/ePostcard/
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http://www.irs.gov/app/ePostcard/

You can search by any of the following: Organization, LLocation or Employer
Identification Number (EIN)

Home | Change Text Size | Contact| | AboutIRS | Site Map | Espafiol | Help

Advanced Search Search Tips

Individuals | Businesses Charities & Non-Profits Government Entities Tax Professionals Retirement Plans Community Tax Exempt Bond Community

Form 990-N (e-Postcard) Search
IRS Resources
Compliance & Enforcement  ‘S&arch for an e-Fostcard filing by entering infermation below and clicking "Search”.

| |
Co dy Local Offi \ ; - \
" w Alternatively, you may download all recent e-Postcard filings from the Eorm 990-1 (e-Postcard) Data Download page.
n edile
= Forms and Publications MNote: This tool will search all e-Postcard filings on record. T search for information on the IRS wehsite, please use the site search located on

= Freguently Asked Questions  the top right of your screen.
= MNewsroom

= Taxpayer Advocate Service @ Oruanization

n \Where To File
@ Atleast one of the words
O ANl of the words

MName | Includes hd

City State | All . Country | United States -
@ Employer Identification Number (EIN)
ElrM -

Search Criteria Tips

# |ncludes: The organization name includes the terms entered in the search field. (e.g., A search for "com™ would return organizations with
Communication” or “Income” in their name.)

» Starts With: The organization name starts with the terms entered in the search field. {e.qg., & search for "Found” would return organizations
with names such as "Foundation for America™ and "Foundations in Virginia™)

Search Logic Tips

» Atleast one of the words: Conduct a search for erganizations that contain the terms A CR B. (e.g., An organization name containing
Foundation” OR "Community”)
All of the words: Conduct a search for arganizations that contain the terms C AMD D. {e.g., An arganization name containing "Foundation
AMD "Community”)

ORGANIZATION: You can enter by name

@ Organization

@ Atleast one of the words
Name v '
O Al ofthe words

LOCATION: You can key by City, State and Country
@ Location

City State | All_. » Country | United States v
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EIN: You can key in your EIN

@ Employer Identification Number (EIN)

EIM -

Click Search

Search Criteria Tips

o Includes: The organization name includes the terms entered in the
search field. (e.g., A search for "com" would return organizations with
"Communication" or "Income" in their name.)

o Starts With: The organization name starts with the terms entered in the
search field. (e.g., A search for "Found" would return organizations with
names such as "Foundation for America" and "Foundations in

Virginia".)
Search Logic Tips

o Atleast one of the words: Conduct a search for organizations that
contain the terms A OR B. (e.g., An organization name containing
"Foundation" OR "Community")

o All of the words: Conduct a search for organizations that contain the

terms C AND D. (e.g., An organization name containing "Foundation"
AND "Community")

The search results will provide you all information found on your

search.
Leqal llame a (Doing Business As) ] Ciy State  Country %r
Any Business 00-0000000  AnyST USA 2011

Click on the Legal Name from the list of results. This will provide you with
additional tax information.
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For frequently asked tax questions, please refer to the Frequently Asked
Questions listed on the left column under IRS Resources.

(= Frequently Asked Tax Questions and Answers - Windows Internet Explorer

B - @i, — ) (5] (42 [] [8 e seaen [[2]-]

File Edt View Favorkes Tock Help | x & -

i Favorites | Sl @ International Reading Assor... @ Sunnected Sres v @ | Fres Hotmal @ ] wieb Slice Galary v

23 vlmFrequently Asked Tax Qu.., X [.‘Jcmg\e M- [ @ v Page~ Safety - Took -~ (@~

YIRS gov

Individuals Charities & Non-Profits it i i Plans C i Tax Exempt Bond Community

ly Asked Tax {0 and Answers
IRS Resources
= Compliance & Enforcement To search the Frequently Asked Questions (FAQS), enter your search terms or questions in the box below.

Contact My Local Office

edfile
Forms and Publications FAQ Search Jexn stroy

Newsroom
Freguently Asked Questions

Taxpayer Advocate Service
Where To File Top Frequently Asked Questions

1. What are the tax chanages for this vear?

2. |sthere an age limit on claiming my children as dependents?

How much does an unmarried dependent student have to make before he or she has to file an income tax return?
f| claim my daughter a5 3 dependent because she is a fulltime college student, can she claim herself 3s 3 dependent when she files
herreturn?

Can | receive a tax refund if| am currently in a payment plan for prior year's federal taxes?

For head of household filing status, do vou have to claim a child as a dependent to qualify?

What is the American Recovery and Reinvestment Act (ARRA) 0f 20092

What should | do if I made a mistake on my federal return that | have already filed?

Whatis a split refund?

How do | know if | have to file guarterly individual estimated tax payments?

Frequently Asked Question Categories

1. IR8 Procedures

2. Flling {Status/Di mption:
lternized Deductions/Standard Deductions
InterestDividends/Other Types of Income
Per i irernent Plans (i.e., 401(k), etc.)
Social Security Income
Child Care CreditOther Credits
Earned Income Tax Credit
Estimated Tax
Capital Gains, Losses/Sale of Home
Sale or Trade of Business, Depreciation, Rentals
Small Business/Sel-EmplovediOther Business
Aliens and U.S. Cifizens Living Abroad
Electronic Filing (e-file
Magnetic Media Filers
Other {Alternative Minimum Tax, Estates, Trusts, Tax Shelters, State Tax Inquiries)
Individual Retirement 1ts (IRAS)

Additional Information

€ tnternet - Fo% v
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