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HOW TO COMPLETE THE 990-N IRS E-POSTCARD EVERY YEAR BY FEBURARY 15th
For all Optimists Club with less then $50,000.00 in treasury account
These instructions are from Barb Brinkmann, feel free to call the IRS at 877-829-5500.  
If it is an easy question, call me Barb at 262-352-3371.
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1.  SIGN ON TO IRS.GOV
2.  CLICK ON CHARITIES & NONPROFITS LINK TOP RIGHT OF SCREEN.
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3.  SCROLL DOWN THE SCREEN AND CLICK FINDING FILING FORMS ON BLUE BOX IN THE MIDDLE OF THREE BOXES.
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4.  SCROLL DOWN AND CLICK ON ANNUAL ELECTRONIC NOTIC IE-POSTCARD FOR SMALL EXEMPT ORGAZITIONS.
5.  ON THIS SCREEN, SCROLL WAY TO THE BOTTOM AND CLICK ON THE BLUE BUTTON THAT SAYS “SUBMIT FORM 990-N (e-postcard). SHOWEN ON NEXT PAGE.
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YOU WILL THEN SEE THE SIGN ON SCREEN.  SEE NEXT PAGE.
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6.  CLICK ON Sign in with LOGIN.GOV
[image: ]
7.  SCROLL DOWN TO ENTER YOUR  EMAIL ADDRESS AND PASSWORD.
     IF YOU DON’T HAVE A PASSWORD CLICK THE “CREATE AN ACCOUNT” AND FOLLOW THE DIRRECTIONS.
8.  ON THE NEXT SCREEN YOU SHOULD RECEIVE A TEXT ON YOUR PHONE.  ENTER THE NUMBER FROM THE TEXT AND CLICK
9.  CLICK ON THE MANAGE E-POSTCARD PROFILE BUTTON ON THE LEFT.
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e-Postcard Profile
· Home
· Security Profile
· Logout
e-Postcard Profile
Select EIN
Organization Details
Contact Information
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Top of Form
You are logged in as: Exempt Organization Edit user type
Bottom of Form
Top of Form
EIN-  ADD EIN

10.  ON THIS SCREEN YOU MUST CLICK THE EDIT LINK TO THE RIGHT OF “Exempt Organization”.
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11.  CLICK ON THE ARROW AND SELECT “Exempt Organization” and CLICK ON THE “Continue” Button

12.  YOU WILL SEE THE PREVIOS PAGE.  ON THIS PAGE ENTER THE EIN NUMBER FOR YOUR CLUB THAT STARTS WITH 39-.
       CLICK ON “Add on EIN” button.    You should NOW see your club name.  Click on the club name, 
NOTE: The field that contains your organization legal name as shown in the IRS records. You cannot change the legal name on this form.  You can enter the other names that your organization uses for business (doing-business-as (DBA) names) on the next page of the e-postcard.  
If the name of the organization has changed its legal name, report it To:

Internal Revenue Service
TE/GE, EO Determinations Office
Room 4024
P.O. Box 2508
Cincinnati, OH. 45201
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13.  COMPLETE THE FEW QUESTIONS FOR YOUR CLUB.  CLICK ON “Continue”

14.  SUBMIT THE INFORMATION.

15,  Ta Da, you are finished.
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Note: a subordinate organization in a group exemption thatis included in a group
return filed byits central organization does not file Form 990-N because the group
return satisfies its annual reporting requirement.

Submitting Form 990-N (e-Postcard)
To access the Form 930-N Electronic Filing syster:

Signinjcreate an account with Login.gov or ID.me: The IRS requires aLogin.gov
or an ID.me account to submit Form 900-N. Form 990-N filers should use the same
email address associated with their IRS account

Review the IRS Form 990-N Electronic Filing System {e-Postcard) User Guide [7or

for step-by-step Instructions on how to subrmit electronic Forrosz b5 (07

Most common problems can be avoided by following the User Guide.

Submit Form 990-N (e-Postcard)

Ready to File?

Form 990-Nis easy to complete, You'll need only eightiterns of basic information
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Sign In or Create a New Account

IRS now offers sign-in options with Login.gov and ID.me. Both offer access to IRS online services with a secure account that protects your privacy.

Login.govis an account created, maintained, and secured by the U.S. government. ID.me is an account created, maintained, and secured by a technology provider.
Currently, Login.gov can only be used to access IRS Form 990-N {e-Postcard) and Qualified Intermediary Application and AccountManagement Syster (QAAMS).

Ifyou don’thave a Login.gov or ID.me account, you must create anew account.

Signin with an existing account

Signinwith * LOGIN.GOV

sign in with |D.me

OR

Create a new account
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Sign in for existing users

@ Thisis a U.S. government service. You consent to the
monitoring, recording, and reviewing of your activity
using this service. Learn more about our privacy
policies.

Email address

barbbrinkmann@gmail.com

Password

Show passward
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Please select Exempt Organization or Preparer

User Type
Select One-—- v

$IRS
e-Postcard Profile

Exermpt Organization
Preparer
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»

e-Postcard Profile Select EIN Organization Details  Contact Information Confirmation
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Electronic Notice-Form 990-N (e-Postcard)

Organization Information
For the tax year ending

September 30, 2023 2

Has your organization terminated or gone out of business?
elect One- v

IRS tecords indicate that your organization is a suppoting organization. If yaur organization is not a supporting organization, call
Custorer Account Senice at 877-629-5500, otherwise answer the following questions

Are your gross receipts normally $5,000 or less?
—~Select One-- v|9
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How can we help you?
—
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Annual Filing and Forms Tax-Exempt Annual filing & Employer
Organization Search forms Identification
Charitable Contributions
(TEOS) 990-series forms, requirements, Number (EIN)
Search for Charities Use the TEOS tool to find and tips to help you complete Get an EIN to apply for tax-
information on an your annual reporting and filing exempt status and file returns,
Education Sessions organization’s status and filings Be sure you are alegally formed
organization before applying for
International Taxpayers anEIN
Governmental Liaisons Search organizations Finding filing forms Apply
Federal StateLocal
Governments
Indian Tribal Governments Tax exemption
TaxExempt Bonds Apply for tax-exermnpt status Reinstate tax-exermnpt status
How to apply for IRS recognition of tax-exempt status What to do if your tax-exermpt status is revoked

Lifecycle of an EO

ttps: fmy . govcharitiss-non-profis/nnusk fing-and-forms Information about five stages in an exempt
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S TEqUITeS 0T galIZa00ons exermp
section 501{a) to file their annual Form 990 and Form 990-PF returns electronically,
unless covered by one of the exceptions listed in the form instructions. Form 990-
EZ filers are required to file electronically for tax years ending July 31,2021, and
later. IRS: Recentlegislation requires tax exempt organizations to e-file forms
contains asummary of e-filingrequirements.

rorm taxaton unaer « Publications

* AuditProcess
Lifecycle of an Exernpt
Organization

* ConfactIRS Exernpt Organizations
* AboutUs

Annual Filing and Forms
The IRS sends back Form 930 series returns filed on paper - and rejects
electronically filed returns - when they are materially incomplete or the wrong
return. If we send back your organization's return, follow the instructions in the
accompanyingletter and on Filing procedures - incomplete returns,

Required Filing {Form 590
Series)

Employment Taxes
The most comrmon errors causing the return of aForm 990 series returns are
Unrelated Business Income missing or incomplete schedules
Tax
Review these pages for Form 990, 990-EZ, and 990-PF filing tips:
Charitable Contributions « 990-series forms and schedules
« Filing thresholds - which 990-series return to file
Search for Charities « Table of due dates for exernptorganizations annual returns
« Which form should | use?
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