Delta Tau Delta IRS Form 990-N Filing Instructions (2010 Tax Year)

This document intends to serve as instructions for future treasurers who need to file the IRS Form 990-N
for Delta Tau Delta Fraternity. This document will provide step by step instructions to completing the

IRS Form 990-N. Annually submitting a Form 990, Form 990 EZ or Form 990-N is required by all
nonprofits.

First, you should prepare a few things.

1) You must have your EIN number. This was given to you when you filed online. The IRS also

sends annual electronic reminders to file a version of the Form 990 every year. Your EIN
number is on that letter.

2) You must have an internet connection as this tutorial only walks through E-filing of the Form

990-N.

3) Your gross receipts (all money you brought in from all activities) must be less than $50,000

(beginning in 2010). If your receipts are higher than $50,000, you must file the Form 990 EZ or
the standard Form 990.

4) You must operate as a 501(c)7 nonprofit organization as classified by the Internal Revenue Code

(IRC). If your chapter does not operate as a 501(c)7 nonprofit organization, please consult a tax
professionali.

Step by Step Process

1. Loginto the IRS website using the link below to gain access to the IRS Form 990.
http://www.irs.gov/charities/article/0,,id=169250,00.html
2.

After logging on, you will see the page below. You will want to click on the circled link which will
take you to the Form 990 — N filing page.
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3. The website will then direct you to a page outside of the IRS website. You need to acknowledge
that this is okay. This will take you to an external site to complete the Form 990-N.

4. If this is your chapter’s first time completing the Form 990-N, you will need to create a login and
password. This process is simple, but you will need your EIN number. If your chapter has
completed step 4 in the past, you may skip to step 9. A screen shot below shows the steps
necessary to complete the electronic filing of the Form 990-N

File your electronic Form 890-N {e-Postcard).
Click here for more information on who must file Form 990-H (e-Postcard)

HOTICE: If you are a subordinate organizatiorn. 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-H (e-Pastcard) for the organization’s most recently ended tax period and will ot 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.
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a. You will pull down the tab that identifies you as an “exempt organization.” (This is the
default, so you shouldn’t have to do anything.
b. You will enter your EIN number in the field provided. (Please see below)
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5. Upon clicking on “next” you will be taken to a screen which will ask for the chapter’s contact
information. The name you enter should be either the chapter president or the chapter
treasurer. It doesn’t make a difference, but the name should be someone who is responsible for



the finances of the chapter. Also, make sure the email address is correct. The next step
involves receiving a validation email. If you do not receive the validation email you cannot
complete the filing process.

Request Login ID

Please enter the followsing information and then click the 'Next button : it fiz!
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6. After completing the step above, the website will indicate a login ID was successfully completed and

that an email has been sent to the email address provided. You should see the screen below if you have
done this properly.
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7. You must now go to your email account and retrieve the email that was sent to you. You will need to
follow the directions and click on the link provided to finalize your login and password.

Form 990-N Login 1D Activation Notice [« tmeze ] ey (@
sposteard@urban.org 1 me Coen et 113 PR minutes agas REN v
Jack.

This email allaws you ta activate your agin 1D sa that vou can use the Form 920-11 system. You will not be able to use the Farm 990-1 system until vou
have activated your legin 1D, The following is your Form 880-H lagin 1D infarmation:

Lagin ID: 43267791601

Mame: Jack kreman

Organization: HOOSIERS FOR HUSKERS
Lagin Type: Exempt Org

Click the link below to activate your lagin 1D, (Notg if your email program does not display the web page as a link, copy the whale link text and paste it
into your browsers address box..

ILPORTAMNT: You should clase any apen browser windows hefare yau click this link.
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8. After clicking on the provided link, you will be taken to a confirmation page. IT IS HIGHLY
RECOMMENDED YOU PRINT THIS PAGE AND KEEP A COPY OF {T WITH YOUR CHAPTER FILES. YOU WILL
NEED IT FOR FUTURE REFERENCE.

Activate Login ID (Success)
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9. Click on the button that says “Create your Form 990-N (e-postcard) Now.” This will begin the filing
process.



10. In this step you will complete your IRS Form 990-N. The process is not difficult and should be

completed in less than 5 minutes.
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a. In this box you must make sure the tax year listed matches your chapter’s fiscal year. Some
chapters operate on a calendar year. Others operate on a fiscal year. In the example above the
tax year is July 1 —June 30. The Form 990-N is due every year by the 15th day of the 5™ month
after the close of your tax year. In this example, the 15" day of the 5™ month after the close of
the June 30 tax year is November 15.

b. For this second box, do not forget that if your receipts are above $50,000 for the tax year
beginning in 2010, you cannot file the Form 990-N. This box should read “yes” if you are filing a
Form 990-N.

d. Enter the chapter’s EIN here.

e. Click on “Next Page.”



11. The second page includes more demographic information. You should not have much difficulty
completing this page.
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a. The organization’s name should be pre-filled.

b. Most chapter’s do not have a DBA name. If you do not, leave this blank. If your chapter
operates with a different legal name than the name on file with the IRS, you will need to
complete this.

c. If your chapter has a physical mailing address (not a PO Box) you will not have an “In Care of
Name.” If, like some chapters, there is not a physical mailing address, the officer’s address was
provided when the EIN was applied for. If you listed an officer’s name and address when you
applied, then you will need to add that here. (If you are unsure, check the letter you received
from the IRS reminding you to file the Form 990. If there is a “c/0” below the chapter name, you
need to complete the In Care of Name section.) If you are still in doubt, you may call the IRS at
their help center and they can help you.

d. For the organizaiton’s website address it doesn’t hurt to list your chapter’s URL. These
postcards are public documents, and it can help get the chapter’s name out if you list a website.

e. You should list either the president or the treasurer as the Principal Officer. Typically the
president will be listed here.

f. At this point you may save your work or you may submit the E-Postcard. If you would like
someone else to review before submitting, you may save and return at any time. Once you
submit you cannot make changes without refiling.



12. After you submit you will see a page like the one below. During this time you are waiting for the IRS
to accept or reject the filing. It likely will take less than 1 day to process, but depending on volume

might take longer.
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You can see from the picture above that the document is in transmission. You can also see the postmark
date and time. This can be a handy screen to save in case the IRS questions your submission.

13. If you receive the screen below, your Form 990-N has been accepted and you are finished. As you
can see from the example, the IRS accepted this Form 990-N in less than three minutes.

If your form is not accepted, there will be instructions directing you what to do. Next, you might simply
have to review and fix an error. Or, you might have to discuss the problem with the IRS. If you see the
green “Accepted” label below, you work is finished. Good luck!
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