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UNIT AND ASSOCIATION
TAX FILING REQUIREMENTS
EVAN A. LEMOINE, PRP, MBA, CPA, CFE, CGMA
NAP TREASURER

OVERVIEW

Understand whether your unit or association must file
Form 1023-EZ

 If Form 1023-EZ is not required, additional steps that
must be completed prior to filing Form 990N
ePostcard

 If Form 1023-EZ is required, walk through process
that must followed by your unit or association
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DEFINITION

Gross Receipts
Total amount the organization received from all sources during
the fiscal year WITHOUT subtracting costs or expenses

 Membership dues

 Conference registration fees

 Sale of educational materials

 Contributions received

 In-kind contributions (donated products/services, but not
volunteer hours)

REQUIRED BYLAW PROVISIONS

Dissolution clause – “Upon the dissolution of this
organization, assets shall be distributed for one or more
exempt purposes within the meaning of section 501(c)(3)
of the Internal Revenue Code, or corresponding section of
any future federal tax code, or shall be distributed to the
federal government, or to a state or local government, for
a public purpose.”
 Purpose – statement that the purpose of the organization

is educational
 Earnings – statement that no part of the net earnings shall

inure to the benefit of members or officers
 Tax year – Ends November 30. [Tax return due 4/15/15]
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ONE OF TWO SITUATIONS APPLIES

Association/unit has LESS THAN $5,000 in gross
receipts

Association/unit has MORE THAN $5,000 in gross
receipt

 If in existence for more than three years, total gross
receipts from past three years DO NOT exceed $15,000
(follow instructions as if receipts <$5K)

GROSS RECEIPTS LESS THAN $5,000

Automatically exempt under IRC §508(c)(1) – no filing
required

Tax filing may be rejected this year

Contact IRS Customer Account Services at
877-829-5500 and state you have filing problems and
that you qualify for exemption as gross receipts are
below $5,000 (under IRC §508(c)(1))

Takes approximately 5-6 weeks for system to update
to allow e-filing
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GROSS RECEIPTS LESS THAN $5,000

 It may still be desirable to seek a determination letter

Exemption from state sales taxes

Discounted postal rates requires proof

Solicit charitable contributions from members/public
 Refer to your state’s Secretary of State or Attorney General’s office for

information on dollar thresholds that may require registration with the
state if you solicit charitable contributions

GROSS RECEIPTS MORE THAN $5,000

Organization could self-declare as a 501(c)(4) [social
welfare organization] – no additional fee

Cannot receive charitable funds

Recommended: Seek determination letter with Form
1023EZ – one-time fee of $400

Not eligible for organizations if gross receipts > $50K
or total assets > $250K
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PRIOR TO FILING

Have draft Form 1023-EZ available for easy input

Ensure you have the most up-to-date addresses for
officers/directors (up to 5)

Have a major credit card or bank account information
available for payment of $400 user fee

Only one of those five directors/officers can complete
the application

VISIT PAY.GOV AND REGISTER AN ACCOUNT
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AFTER CREATING AN ACCOUNT – LOGIN
SEARCH FOR FORM 1023

COMPLETE FORM 1023-EZ
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IMPORTANT NOTES

Legal Name – Association or Unit Name
e.g. New England Association of Parliamentarians

Use NAP’s mailing address for the association’s
address

Use actual home addresses (not PO boxes)

Save a copy of the payment confirmation

IMPORTANT NOTES (CONT’D)

Expect 2-3 week turnaround time

Wait until determination letter received to attempt to
file Form 990N – still may take 5-6 weeks to file

Contact IRS Customer Account Services at
877-829-5500 and state you have filing problems
after determination letter is received


