Metropolitan Chicago Association of Square Dancers Information Handbook

Chapter 7 - Tax Filing Information

Form 990 — Return of Organization Exempt from Income Tax

INSTRUCTIONS for clubs who have signed AUTHORIZATIONS to be included in the
GROUP EXEMPTION for TAX EXEMPT STATUS under the Association.

MCASD has received a determination letter from the Internal Revenue Service granting the
requesting clubs tax exempt status under section 501(c)(4). If you are a club receiving tax exempt
status under MCASD follow the instructions that apply to your situation.

If your annual receipts are $25,000 or less, file no return.

If you receive a return in the mail, fill in the top section of page 1 only (check box indicating gross
receipts are normally not more than ($25,000), sign, and return it to:

Internal Revenue Service Kansas City, MO 64999

If your receipts are over $25,000, a Form 990 should be filed. The return is due by the 15™ day of
the fifth month following your financial (fiscal) year end. If your club falls into this category,
contact MCASD for detailed instructions. If you need to file, be sure the return is filed by the due
date. A late fee of $10 per day can be assessed!

IRS ePostcard Filing

Tax-exempt organizations with annual revenues of less than $25,000 are not required to file annual
tax returns. However, the IRS is now requiring these organizations to file an annual declaration that
their revenue for the past year is still below the $25,000 limit. This requirement affects each of the
member clubs of MCASD, as well as the association itself.

This filing must be made electronically — there is no paper form to be sent in. The web site used for
the filing is http://epostcard.form990.org, which is operated by the Urban Institute on behalf of the
IRS.

According to the IRS rules, the filing is due by the 15™ day of the 5™ month after the close of the
organization’s tax year, and may not be made before the close of that year. So an organization
whose tax year ends December 31% should file between January 1** and May 15™. Note that no late
filing or delinquency penalties are associated with filing the ePostcard: there are no consequences to
missing the deadline, as long as you file before the close of the next year. If the filing is missed for
three consecutive years, the IRS may choose to reevaluate the organization’s tax-exempt status.

In order to file, one must provide the organization’s EIN (Employer Identification Number, also

known as a Taxpayer Identification Number), as well as other information like the name and address
of the person filing.
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If the IRS has the incorrect fiscal year end-date for your club, you may request that the
IRS change their records by sending a letter to this address:

Internal Revenue Service
Attn: EO Entity

MS 6273

Ogden, UT 84201

The letter should include your club’s EIN and the correct closing date for your tax year. It
takes approximately ten weeks for the IRS to make this change. It should be noted that
since the tax year wasn’t of consequence for most of our member clubs (since no tax
returns have been required), it’s not unusual for the IRS’s records to be incorrect.

If a club wishes, they may file their declaration as of the IRS’ current expectation, then
correct the tax year before next year’s filing. Declarations are accepted only for fiscal
years ending December 31, 2007 or later. If the IRS believes your fiscal period ends in
June, for example, then you may not file a declaration for your 2007 tax year (the one
that ended, according to their records, on June 30, 2007). In this example, the club must
wait until July 1, 2008 to file their first declaration.

Form 1099 MISC - Information Return

If payments are made by your club to an individual (caller or round dance leader) of $600
or more during a calendar year for services rendered, the law requires the filing of a Form
1099 which reports the amount paid to the Internal Revenue Service and to the recipient
of the payments. This reporting is due to the recipient by January 31 and to the Internal
Revenue Service by February 28. A penalty of $50 per failure to file is prescribed by
law.

See the enclosed examples of Form 1099-MISC and Form 1096. A form 1096 is used to
transmit copies of Form 1099 to the Internal Revenue Service.

Annual Report to State of Illinois — Incorporated Clubs

If your club is incorporated, a report is required annually. The due dates for this annual
report vary. Please note: this is only for clubs that are incorporated.

Sample Forms

The sample IRS forms on the next page are for your information only. To obtain official
copies of the forms for filing purposes, you may call 1-800-TAX-FORM (800-829-3676),
or go to http://www.irs.gov on the Internet.
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