Use this form to gather your research on your state’s filing requirements. Customize it for your NONPROFITS’s NAME, STATE, state specific forms and due dates. 

Created by Carol Topp, CPA HomeschoolCPA.com

Note: In the webinar I mention a site I recommended for doing your research on what filings your state requires from nonprofits, Harbor Compliance. Since the webinar recording, Harbor Compliance no longer offers this information for free. You must pay for it. Bummer.

So instead, I recommend you use these two services to do your research:

HurwitAssociates.com/states-reporting-requirements
NonprofitLegalCenter.com/non-profit-resources/non-profit-initial-compliance-annual-filing-requirements/
If this research seems confusing or overwhelming, Carol Topp, CPA can do the research and customize this letter for your organization. The fee is $100. Contact Carol@HomeschoolCPA.com. If you wish to purchase this service. 
MEMORANDUM






DATE


To: NONPROFIT NAME Board members
From: Secretary of NONPROFIT NAME
Subject: STATE Filing Requirements for 501(c)(3) Tax exempt Organizations
I have researched STATE filing requirements for tax exempt organizations. Here is what STATE requires with details following:

1. STATE Corporate Income Tax exemption

2. STATE Sales Tax exemption. 

3. Charitable Solicitation registration. 
4. Annual filings in STATE
5. Annual IRS filing

1. Corporate State Income Tax Exemption

STATE gives corporate and sales tax exemption to 501(c)(3) organizations. Submit STATE Form ABC along with copies of the 501(c)(3) Determination Letter from the IRS

2. State Sales Tax Exemption 

On purchases: STATE gives sales tax exemption to 501c3 organizations. File Form XYZ to apply for exemption on purchases.

On sales: STATE allows tax-free sales to members only/ 5 times per year/ part of a fundraiser/ other conditions…

3. Charitable Solicitation registration

STATE requires organizations soliciting charitable contributions from STATE residents to register using Form ABC or online at ….
STATE allows an exemption for charitable solicitation registration for educational organizations/less than $25,000 in contributions/only solicit among members/other conditions…

4. Annual STATE Filings 

a. STATE requires all corporations to file an annual statement if there has been a change in corporate officers. File FORM LMN on an annual basis. Due date is: DATE
b. STATE requires all groups that receive more than $XXX annually in contributions to file Form PQR. Due date is : DATE
5. Annual IRS Filing

In the IRS determination letter they mentioned annual reporting to the IRS (See IRS Pub 4221-PC). If NONPROFIT NAME’s annual gross income remains less than $50,000, it should be filing a Form 990-N annually. The Form 990-N is a brief 8 question online form. For more information, visit www.IRS.gov and type “990-N” in the search box. 
Its due date is 4 ½ months after the end of your fiscal year. 
Since NONPROFIT NAME’s fiscal year ends on DATE, the Form 990-N is due DATE.

If NONPROFIT NAME’s total revenues exceed $50,000/year, it must file a Form 990-EZ or full Form 990. 

In summary, NONPROFIT NAME should immediately file:

· STATE corporate Income Tax Exemption (#1 above)

· Sales Tax exemption (#2 above)
· Charitable Solicitation Registration (#3 above)
Annually by DATE 

Corporate Annual Report (#4a above)


Charitable Solicitation Report (#4b above)

Annually by DATE

IRS Form 990N (online only at  www.IRS.gov/990n)

Please save this letter and pass it on to future board members so they know the required reporting to STATE and the IRS.

Respectfully submitted,
NAME

Secretary of NONPROFIT NAME

DATE

