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-Postcard, 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
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Institute file your electronic IRS Form 990-N

Home. Links |

Postcard: file your electronic IRS Form 990-N

File your electronic Form 990-N (e-Postcard).
here for more information on who must file Form 990-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 online providers. Click here for a
list of IRS approved providers.

STEP 1: Register as a New User  QuickMenw
Register as a New User

Update Email/User Information

Create New e-Postcard

To file Form 990-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 ID, either
recently created or from a previous year, go to Step 2.

STEP 2: Create your Form 990N (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
Erequently Asked Questions

STEP 3: Submit your Form 990-N (e-Postcard) oty Pl

Once you complete your e-Postcard, click the "Subrmit

ling to IRS” button

Requirements and tips for using this website.

Questions or problems regarding this web site should be directed to Tech Support
Concened about your privacy? Please view our piivacy 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
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· Enter the Council’s EIN  
[image: image2.png]indows Internet Explorer

X
L8] (8] (%] [] 8 e seoren B8]

[ T e ———

ot on rovetes Tods teb [x &-

i Favortes | 5 3 IntemationslResding Assoc.. (€ “Lseried e+ ) Free Hotmal £k e Colery -

|8~ | @ Intemationsl Reading Assoc | @reguest ogn

Urban
Institute

Please select Exempt Org or Preparer:

Login ID Type:
Organization EIN

E R T

é-Postcard

file your electronic IRS Form 990-N

Request Login ID

(for a defnition of the two login ID types, retum to the previous page.)

Exempt Organization v

Iryou are a subordinate organization, be sure to enter your own EIN. Do not enter the EIN of your parent
organization or another subordinate organization

Concened about your privacy? Please view our piivacy policy.

Last modified: April 18, 2011

Questions or problems regarding this web site should be directed to Tech Support

‘This website s best viewed with Microsoft Intemet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768

Dane.





· 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?  
All U.S.-based Councils chartered by IRA can be exempt from federal income tax and eligible to receive charitable donations through IRA’s group exemption.  (The other option is 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 organization’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.

· 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
· 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.  

TIPS!

· 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).
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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.irs.gov/app/ePostcard/
You can search by any of the following: Organization, Location or Employer Identification Number (EIN)
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ORGANIZATION: You can enter by name 
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LOCATION:  You can key by City, State and Country
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EIN: You can key in your EIN 
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Click Search

Search Criteria Tips
· 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.) 

· 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
· At least 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") 

· 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") 
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Any Business


00-0000000      Any
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Click on the Legal Name from the list of results.  This will provide you with additional tax information.  

For frequently asked tax questions, please refer to the Frequently Asked Questions listed on the left column under IRS Resources.
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Frequently Asked Tax Questions and Answers

IRS Resources.
= Complisnce & Enforcement  TO Search the Frequenty Asked Questions (FAQS), enter your search ferms or questions in the box below.

= Contact iy Local Ofice
= edle

= FAQ seaRcH
= Forms and Publications FAQ Search A
= Newsroom
= Erequent Asked Questions
= Tapaver Advocale Senice
= Where ToFile Top Frequently Asked Questions.
1. What are the fax changes for his vear?
2. is here an age imiton claiming my chldren as dependenis?
3. How much does an unmarred dependent siudent have fo make before he or she has fo fle an income fax refum?
4. Il claim my daughler as a dependen! because she is a fll-ime college studen. can she dlaim herselfas a dependent when she fles

het retum?
Can | receive 3 tax refund if| am currently in 3 pavment plan for prior vear's federal taxes?
For head of household fling stalus. 0o vou have fo claim a child as a dependentto qualify?
Wihat s the American Recovery and Reinvestment Act (3RRA) of 20087

‘What should | do i made a mistake on my federal retum that | have already fled?
Whals 3 spi refund?

How do I know it have to file quarterly individual estimated tax payments?

Frequently Asked Question Categories.

1. IRS Procedures
2. Filing Requirements/Status/Dependents Exemptions

3. Hemized Deductions/Standard Deduclions

4. InterestDividends/Other Tvpes of Income

5. Pensions/Annuilies/Refirement Pians (L. 401(k).etc. =
6. Social Securityincome

7. Child Care CredilOther Credits

8. Eamed Income Tax Credit

9. Estimated Tax

10. Capital Gains. Losses/Sale of Home

11, Sale orTrade of Business. Deprediation. Rentals

12, Small Business/SelEmploved/Other Business

13, Allens and US. Citizens Living Abroad

14, Eleclronic Fiing (e-fle

15 Magnetic ledia Filers

16 Other (Alternative Minimum Tax, Estates, Trusts, Tax Shelters, State TaxInquiries

17, Indiidual Reticement Arrangements (RAs)

‘Additional Information
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