Chapter Skill-Building Webinar:
Working with the IRS




Welcome from National NOW Action Center

Bonnie Grabenhofer, Abi Green
NOW Executive VP NOW Field Director
VDEXec@now.org field@now.org

Anita Lederer,
NOW Field Organizer
fieldorg@now.org




Purpose

To identify the IRS requirements for
chapters and the processes and
resources for meeting them.



Agenda

IRS Requirements
EIN Numbers

990-N e-Postcards
How to Get Revoked Tax-Exempt Status Back



IRS Requirements

Every chapter of NOW is
required to:

e Have its own EIN
number

 File a 990-N e-Postcard
or 990-EZ every year




What is an EIN Number?

 An Employer Identification Number;
it identifies a business entity

* |ssued by the IRS; it is a free service
* Necessary for:

— Setting up a bank account

— Filing taxes for your chapter.



How Does Your Chapter Get an EIN?

* Go to the Chapters’ Only Site.

* |[n Chapter Resources box click: IRS Status
Information for Chapters and click on how to
apply for a Tax Id or EIN number,

* Apply via phone, snail mail or online at

https://sal.www4.irs.gov/modiein/individual/i
ndex.jsp.
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IRS Information

NOW's Internal Web Site for Chapter Leaders

Action Kits Tuulhux@nter REED@ About NOW
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IRS Status Information

When a Call Comes to NOW About Custody Litigation

Examples of Chapter Actions

for Chapters

About NOW & Other Info

Exempt Status Has
Been Revoked

All About NOW
Fiscal Management for Chapters NOW 101 - PDF (06/11)
Who Speaks for NOW? NOW History
Legal Issues for Chapters NOW's Priority Issues

Model Chapter Bylaws and

Operating Rules

Policy for Interaction Between

Responsibilities within NOW
Chapter & State Leadership Memos (05/12)

Chapters Sharing the Same

Chapter Rebate Reports (03/13)

Geographical Area

NOW and NOW Foundation Action Center Staff Contact List (02/13)

Merging and Disolving Chapters NOW Mational Board List (01/13)

Coalition Guidelines

Mational Board Minutes (03/12)

" Press Clips (03/12)
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£ EIN Individual Request - Online Application - Mozilla Firefox
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Help | Apply for Mew EIN | Exit

EIM Assistant

Important Information Before You Begin

Ise thiz assistant to apply for and abtain an Employer dentification Mumber (EIMNG.
Dol need an EIM?
Dol need a new EINY

Faor help or additional infarmation on any tapic,

About the EIN Assistant sure that pop-ups are allowed from this site.

- & 8 B

click the underlined key words, or view Help
Topics onthe right side ofthe screen. Make

You must complete this application in one session, as you willnot be ahle to save and return at a later time.
For security purposes, your session will expire after 14 minutes of inactivity, and you will need to start over.
You will receive vour EIM immediately upon verification. When will | be able to use my EIMNY

[fyou wish to receive yvour confirrmation letter online, we stronaly recommended that vou install Adobe Reader hefore heginning the
application ifitis not already installed.

Restrictions

Effective bMay 21, 2012, to ensure fair and equitable treatrment for all taxpayers, the Internal Revenue Service will limit Employer
Identification Mumber (EIMN) issuance to one per responsible party per day. This limitation is applicable to all requests for EIMNS
whether online or by phone, fax ar mail. We apologize for any inconvenience this may cause.

If 3 third party designee (TPD) is completing the online application on behalf of the taxpayer, the taxpayer must authorize the third
party to apply for and receive the EIM on his or her behalf,

The business location must be within the Uinited States or LS. territories.
Foreign filers without an Individual Taxpaye ldentification Mumber {TIM) cannot usefthis assistant to obtain an EIM.

[fyou wwere incorporated outside of the Linitdd States or the LS. territories, yvou cannpt appl for an EIM online. Please call us at
267-941-10949 {this is not a toll free numbe.

[ Begin Application »>

[fyou are not cormfortable sending information Jia the Internet, download the Form S5-4{PDF file and the instructions for alternative ways

of applying.

& ﬁ o r- Inboi - Personal Fold. .. r-ﬂ Mow2012%Waorkingwith, .. E%) EIN Individual Reque. .. 2 “).rr 11:05



Other Considerations

 Email your EIN to the

Action Center. @ IRS

 |f you change your EIN,
please let us know. Department of the Treasury

Internal Revenue Service




Raise Your Hand

* Does your chapter need to set up an EIN
number?

* |s anyone unsure if their chapter has an EIN?



Discussion Questions

* How long did it take your chapter to set up an
EIN number?

* Does your chapter have an active treasurer?



Most NOW Chapters are Tax-Exempt

* NOW’s group exemption letter
— On the chapters only website.

— Grants chapters the same tax-exempt status as
National NOW

* 501(c)4 tax status
— Donations are NOT tax deductible to giver
— Chapter pays no income tax

 Most chapters are included in group exemption;
list updated annually



Yearly IRS Tax Filing Requirements

If your chapter’s yearly income is

less than $50,000 eé-Postcard
Then file 990-N e-Postcard

file your electronic IRS Form 990-N

If year chapter’s yearly income is
$50,000-5200,000

Then file Form 990-EZ

)

e .
Deadline: May 15 (for most) ‘g @"?;
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990-N e-Postcards

* Go to IRS Status Information for Chapters on
the Chapters’ Only Site.

e Click on
http://www.now.org/chapters/internal/leade
rship/81307irsmemo.html for instructions on
how to fill out the 990-N e-postcard.

* Then go to http://epostcard.form990.org/ to
file your postcard.




) e-Postcard: file your electronic IRS Form 990-N - Mozilla Firefox

Sle  Edit Miew  History  Bookmarks  Tools  Help

" e-Pasteard: File vour electronic IRS Form . % | [*1Inbox - anitalederer0&@agrnail. com - Gmail | + |
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File your electronic Form 990-N (e-Postcard).
Click here for more information on who must file Form 990-N (e-Postcard)

NOTICE:

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-F ostcard) for the organization’s most recently ended tax period and will not allow the
filing of a prior year e-Postcard. Althouqh filing a prior year e-Postcard is not required by the IRS, a prior year e-Postcard may be filed for a
e umouygir other IRS approved online providers. Click here for a list of IRS approved providers.

STEP 1: Reqister as a Hew User Ouick Menu
Register as a Mew User
Update Email/liser Infarmation
Create Mew e-Postcard

To file oSSt osioarg oo must register and abtain a login 1D, Click the link above to request a login 1D, If you
already have a login ID, either recently created or from a previous year, go to Step 2.

STEP 2: Create your Form 990-N (e-Postcard) Edit"iew Existing e-Postcard
Oncelyou have a loqgin 10, you can access the systermn gnd create your e-Postecard. Click the link above to begin the Technical Suppart
[FOBESS: Frequently Asked Guestions

STEP 3: Submit your Form 990-N (e-Postcard) tlEE IPrlle

Once you complete your e-Postcard, click the "Submit Filing to IRS" button.

Requirements and tips for using this website,

Suestions or problerms regarding this web site should be directed to Tech Support
soncerned about your privacy? Please view our privacy policy.
This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768



What’s on the 990-N?

Chapter EIN

Chapter name and _
address T
Chapter officer name ST
and address

Annual tax year

Estimate of chapter

income (e.g., under
$50,000)

S-Fn:tl:_ard




Raise Your Hand

* Have you ever filed the 990-N e-Postcard for
your chapter?



Discussion Questions

Does your chapter have any difficulties with
this form?

How long does it take?

What does your chapter do to make sure that
this form is filed every year?

Who in the chapter fills out this form?



Raise Your Hand

* Has your chapter lost its tax-exempt status?



If Your Chapter Loses Tax-Exempt Status

* |f your chapter fails to file a 990-N for 3
consecutive years, then your chapter’s tax-
exempt status will automatically be revoked.

 The IRS sends a letter informing you that your
status has been revoked.

* To regain tax-exempt status:
— File Form 1024
— Pay $400 fee to the IRS (Form 8718 to pay fee)
— May need to file back tax forms (Form 1120 )



How to Fill Out Form 1024

* You can find Form 1024 at
http://www.irs.gov/pub/irs-pdf/f1024.pdf.

* You only need to fill out pages 1-5 and 8. The
rest will be marked with no or n/a.




What You Need for Form 1024

Your chapter name and address
Your chapter’s EIN
Your chapter’s bylaws

Description of your chapter’s activities & operational
information

Your officers’ information
Financial records for the current year and past 3 years

National NOW’s group exemption letter (on chapters’
only site)

Any published material published by your chapter
(not state or National NOW)




A. Statement of Revenue and Expenses

@] Curment Tax Yea

3 Prior Tax Years or Propozed Budget for Mest 2 Years

Frorm
Tao

[e] Total

Fevellle
1  Gross dues and sszessments of members
2 Gross contributions, qifts, etc, |
3 Grosz amounts detived from activities redded to
the organization's exempt purpoze  (Etach
achedule) Indude related cost of =aes on line 8.)
4 Gmossanonits fom nelted bisiess tuites gitach sched ile)
5  Gainfrom sale ofassa s, excluding irvertory tems
(attach schedule) |
& Investment income Ees page 3 u:ufthe |n5:t ruu:tn:unsj
T  Cther revenue (attach schedule), . . . .
|ﬂ Totd revenue (add lines 1 through ™ ] .
Expenses
W Expenzes atnbulable o admbes rAdded 1o 1he
organization' s exempt puUpOsEs.
10 Expensesattributable tounreld ed business a:twtes
1  Contributions, gifts, grants, and similar amounts
paid Gttach schedule) .
12 Debireemenrts Doarfor the hmftufmemhers Eﬁa:l su::la:llhj
13 Compesaton ofofficers, diecios, ard tnstees Gitach schad ale)
14  Other sdaries and wages,
1% Interest .
16 Ocoupancy . .
1T  Depreciation and depletmn .
18  COther expenses (gtach schedule] |

¢ Excess of revenue over expenzes (ine 8§ minus

EXpENEES [@ad [Nes 9 thraugn 1 o)
= =

B. Balance Sheet {at the end of the period shown)

1

_aszh.

Ass ets

Current Tax Year




Where Do | Get Financial Information?

* Online bank records
* Chapter budgets
* Qutreach to previous leadership



What National NOW Can Provide

* Records of rebate checks sent and cashed.
(Contact Sparkle at accounting@now.org or
202-628-8869, ext. 133)

* Please allow at least a week for processing
these reports.




Paying the Fee

* Negotiate a reduced fee with IRS
* Negotiate a payment plan

e Fundraise



Talking to the IRS

Don’t be intimidated

Be organized

Expect help

Expect a Yes or try to negotiate if you get NO



Tips for Negotiating with IRS

Phone the local IRS office.

Get the name and phone number of someone who
deals with reinstatements.

Follow up with that office.
Do NOT settle for referral to the website.

Explain that you are willing to jump through hoops, but
ask nicely if there’s a way to waive or at least reduce
the fee.

Record the person's name , date and summarize your
conversation for possible follow-up letter to the IRS.



Keep in Mind

Any federal agency has the ability to waive
fees.

The IRS makes deals with people all the time
to settle for a percentage of what they owe.

You will probably be astonished at how helpful
they can be.

It's their job to get you in compliance.



Discussion Questions

* Has your chapter started the process for its
tax-exempt status to be reinstated?

* Has your chapter encountered any difficulties
with this form?



Resources from National NOW

* Review the IRS Status Information for
Chapters on the Chapters’ Only Site.

* |Information includes applying for an EIN
number to filing a 990-N e-Postcard
every year and more.

* For help, please contact Anita Lederer at
fieldorg@now.org or at 202-628-8669
ext. 134.




Next Chapter Organizing Skill Building Session

 Marriage Equality
 Wednesday, April 24 at 8 p.m. EST

* https://www1l.gotomeeting.com/register/390
321704




