	IRS Reporting Obligations and Form 990
	June 30

2008

	This document is to assist Division/Chapter Treasurers in determining which Form 990 they are required to file with the Internal Revenue Service.  This document also provides step by step instructions for the Form 990EZ.  Deadline for filing November 15, 2008
	Do I have to file the Form 990?


[image: image1.png]International Association of
Administrative Professionals®




IRS Reporting Obligations and Form 990

The mysterious Form 990/990EZ. What is it? Do you need to file one? How do you determine whether or not you need to file?

A Form 990/990EZ is a Return of Organization Exempt from Income Taxes. This form must be filed by the 15th day of the fifth month following the close of the organization's fiscal year. In layman's term this means: 

· The IAAP fiscal year end is June 30. 

· The 15th day of the fifth month is November 15. 

The form provides the IRS with information about division/chapter annual financial activities, including income, receipts, contributions, disbursement, assets, and liabilities. While we may be exempt from paying federal income taxes, we may still need to file a return with the IRS for informational purposes. 

Point of information: Divisions/chapters filing a Form 990/990EZ must make the returns available for public inspection as stated by IRS regulations. 

Do you need to file?

To determine whether or not a Form 990/990EZ needs to be filed, one must calculate the gross receipts for the year. If the annual gross receipts are normally less than $25,000, then no return needs to be filed. Pursuant to IRS regulations, the $25,000 gross receipts test for a Division or Chapter is:

· "Up to a year old and has received, or donors have pledged to give, $37,500 or less during its first tax year; 

· Between 1 and 3 years old and averaged $30,000 or less in gross receipts during each of its first 2 tax years; or 

· Three (3) years old or more and averaged $25,000 or less in gross receipts for the immediate preceding 3 tax years (including the year for which the return would be filed)."

In any of the above three instances, a Form 990/990EZ would not need to be filed. 

Gross receipts are defined as the total amount received from all sources during the annual accounting period, without subtracting any costs or expenses. 

An example of how to fill out a Form 990EZ is attached for your reference. Further clarification is provided below with letters/numbers referencing the same on the tax return.

A. This will be a fiscal year return, so enter beginning "July 1" and ending "June 30", 2008.

B. If the box checked is either for an address change, a name change or initial return, the following additional information will need to be included:

1. For an association: an amendment to the articles of association, constitution, bylaws, or other organizing document, along with signatures of at least two officers/members.

2. For a corporation: an amendment to the articles of incorporation with proof of filing with the state of incorporation. This would be the document received from the state upon incorporation and the current bylaws showing the name change pursuant to the incorporation. 

C. Enter the name of the division/chapter and address. Because we do not have a physical location for our chapter/divisions, enter on the street address line C/O followed by the treasurer’s name and address.

D. The employer ID number will be that received from the state as part of the incorporation process or possibly, in the case of chapters, upon request for an employer ID number through filing of a Form SS-4.

E. Telephone number should correspond to the C/O address provided in C above.

F. The group exemption number for IAAP is 9360.

G. The accounting method for the division/chapter is "cash."

H. Check the box if the division/chapter did not receive $5,000 or more in contributions from any one contributor. If this box is left unchecked, a Schedule B must be prepared and attached to the Form 990EZ.

I. Provide the division/chapter website if one is currently in use.

J. Check the box in front of 501(c) and add "6" after it.

K. Check this box if the division/chapter chooses to file information return even though they do not meet the gross receipts test.

L. This is an information line providing the maximum dollar amount in gross receipts allowed to file Form 990EZ.

Part I - Revenue, Expenses and Changes in Net Assets or Fund Balances
1. Enter the gross amounts of contributions, gifts, grants and bequests received from individuals, trust, corporation, estates, affiliates, foundations, public charities and other exempt organizations, or raised by an outside professional fundraiser. Further details regarding these categories can be found on page 38 of the Instructions for Form 990 and Form 990-EZ which can be downloaded from www.irs.gov/irs under Forms and Publications. 

2. Enter the total of any program service revenue received. Further details and explanations can be found on page 39 of the instruction form noted above. 

3. Enter the total of members' dues.

4. Enter total of interest earned on savings and investment accounts.

4. If there were gains realized from the sale of assets (other than inventory), the total is entered on this line. Further instructions can be found on page 39 of the instruction form noted above.

5. On the appropriate line, enter the gross revenue, expenses, and net income (or loss) from all special events and activities (e.g., special dinners, raffles, bingo games or other gaming activities). The sole purpose of these activities is to raise funds that are other than contributions to finance the organization's exempt activities. Specific details can be found on page 40 of the above referenced instruction form.

6. Gross sales, less returns and allowances of inventory items, goes on line 7a. Cost of goods sold related to these sales goes on line 7b. 

7. Enter total income from all sources not covered by lines 1 through 7 (e.g., interest on notes receivables not held as investments).

8. Total revenue calculation.

9. Enter the total grants and similar amounts paid out.

10. We do not provide individual benefits to or for our members, so this line can be skipped.

11. We are a volunteer organization and do not have employees. Skip this line.

12. If professionals fees were incurred for legal, accounting, auditing, independent contractors or other professional fees, those monies are recorded here.

13. We do not have a permanent location and therefore do not incur occupancy/rent, utilities or maintenance fees. Skip this line.

14. Record here the cost of producing, mailing and shipping the unit's newsletter. Also included here is the cost of purchased publications. 

15. Miscellaneous/other expenses are recorded here (e.g., scholarships paid out). 

16. Total expenses line.

17. Excess or deficit number for the year.

18. This number must be the beginning fiscal year net assets/fund balance, which should also be the ending fiscal year balance from the prior year.

19. If there are any other changes in net assets, it should be detailed out in an attachment to the form.

20. Total line

Part II - Balance Sheets
21. Enter all interest and non-interest bearing account (e.g., petty cash, checking/savings accounts, money market funds, etc.).

22. As units, we typically do not own property, skip this line.

23. Enter here the total of any other assets not incorporated in the lines above.

24. Total assets line

25. Total liabilities line

26. Net assets line

Part III - Statement of Program Service Accomplishments
The primary exempt purpose is: educational and professional development

28 - 30. Here you will provide basic information on the program services provided; for instance: 

Workshops - bi-yearly educational program with a variety of speakers presenting topics on specific areas of business interest. Average of 100 people attend each workshop

Dinner Meetings - monthly networking meetings with a speaker presentation on industry topics. Average of 30 people attends each dinner.

As we do not fall within the categories noted under Expenses, we will skip this column.

Part IV - List of Officers, Directors, Trustees, and Key Employees
Provide names, addresses, and titles of all board of director members. Again, we are a volunteer organization, so in the compensation (C), contribution (D), and expense columns, enter zero. 

Part V - Other Information
33 - 43. Answer all questions yes or no. 

Signature/Preparer lines
The signature and preparer's line are self-explanatory. In most cases, the treasurer will sign the tax return. 

