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INSTRUCTIONS FOR FILING FORM 990, 990EZ, SCHEDULES A & B
Year 2008
Determine your status and the action required from the following chart.

	1.
	Your income for 2008 was less than $25,000 
	· Go online to www.IRS.gov/eo
· Go to & complete the 990-N (e-postcard)
· Submit online to IRS

	2.
	Your income for 2008 was greater than $25,000 but less than $1,000,000 and your assets are less than $2,500,000
	Complete Form 990EZ and Schedule A and B if necessary and send to IRS

	3.
	Your income for 2008 was greater than $1,000,000 or your assets are greater than $2,500,000
	Complete Form 990 and Schedule A and B if necessary and send to IRS. – Please contact a financial service to assist you


GENERAL NOTES
Forms must be mailed to IRS by May 15, 2009, if you are on a calendar year.  If you are on a fiscal year, the due date is the 15th day of the 5th month following the close of your accounting period.

If for some reason you can’t get your form filed by the due date, get form 8688 from IRS to request an extension of time to file.

Consult the IRS instructions for Form 990, 990EZ, 990-N, Schedule A and Schedule B for more detailed instructions. You can get help from IRS by calling toll free 1-877-829-5500 or request help via e-mail at www.irs.gov.

You may order forms by calling IRS toll free at 1-800-829-3676 or you may obtain forms from the IRS Web site at www.irs.gov.

There are five separate documents, which must be ordered individually (or download from IRS.gov / Charities & Non-profits):



Form 990EZ – download at: http://www.irs.gov/pub/irs-pdf/f990ez.pdf


Instructions for Form 990EZ – download at: http://www.irs.gov/pub/irs-pdf/i990ez.pdf


Schedule A – download at: http://www.irs.gov/pub/irs-pdf/f990sa.pdf


Instructions for Schedule A – download at: http://www.irs.gov/pub/irs-pdf/i990sa.pdf


Schedule B and instructions – download at: http://www.irs.gov/pub/irs-pdf/f990ezb.pdf
Mail your completed forms to: Internal Revenue Service Center, Ogden, UT 84201-0027.
One electronic document Form 990-N (e-postcard) must be completed and submitted online.

Make two copies of all forms before mailing to IRS:  one for your office and one for the next higher office.  Information on last year's form is needed for the current year.

Complete all applicable line items; answer “Yes, No, or N/A” to each question.  Make an entry (including a zero when appropriate) on all total lines and enter “None” or “N/A” if the entire part does not apply.

The money items on your forms should be shown in whole dollar amounts by eliminating any amount less than 50 cents and increasing any amount from 50 cents through 99 cents to the next higher dollar.
INSTRUCTIONS FOR FORM 990-N
Online @ www.IRS.gov/eo

Annual Electronic Filing Requirement for Small Exempt Organizations — Form 990-N (e-Postcard)

	Small tax-exempt organizations whose gross receipts are normally $25,000 or less (averaged $25,000 or less in gross receipts for the immediately preceding three tax years [including the year for which calculations are being made].) may be required to electronically submit Form 990-N, also known as the e-Postcard.

The Pension Protection Act of 2006 added this filing requirement to ensure that the IRS and potential donors have current information about your organization.

Due Date of the e-Postcard
The e-Postcards are due in 2009 for tax years ending on or after December 31, 2008. The e-Postcard is due every year by the 15th day of the 5th month after the close of your tax year. For example, if your tax year ended on December 31, 2008, the e-Postcard is due May 15, 2009. You cannot file the e-Postcard until after your tax year ends.
How To File

From the IRS Web site you will be able to “Click here to file the e-Postcard.” When you do, you will leave the IRS site and file the e-Postcard with the IRS through our trusted partner, Urban Institute. The form must be completed and filed electronically. There is no paper form.

Information You Will Need To File the e-Postcard
The e-Postcard is easy to complete. All you need is the following information about your organization. Click on any of the links below, if you need more information about the item.

· Employer identification number (EIN), also known as a Taxpayer Identification Number (TIN).

· Tax year
· Legal name and mailing address
· Any other names the organization uses
· Name and address of a principal officer
· Web site address if the organization has one

· Confirmation that the organization’s annual gross receipts are normally $25,000 or less
· If applicable, a statement that the organization has terminated or is terminating (going out of business)


INSTRUCTIONS FOR FORM 990EZ
A.
Reporting Period - Leave blank if you are on a calendar year, otherwise indicate your fiscal year.

B.
Check appropriate box, if applicable.

C.
Name and Address - If you received the form from IRS with a preprinted label, use it.  Make corrections if necessary. 

D.
Employer Identification Number is the number issued to you for Social Security and withholding taxes.  You use it when you file Form 941.  If you have not been filing Form 941, you may not have an Employer Identification Number.  In that case you would indicate "none."  You may get an IRS Form SS-4 to apply for an EIN for future use.

E.
Enter telephone number that members of the public and government regulators may use to obtain 
information about your finances and activities.  This is normally the CEF office or director’s phone 
number.  If there is no director, enter the phone number of the person who could provide the 
information.

F.
GEN number is 2029

G.
Cash

H.
Check this box if you did not receive the greater of $5,000 or 2% of the amount on line 1 from any one contributor.  If you exceeded those amounts, you must complete Schedule B.

I.
Enter your Web site; if none, enter N/A.
J.
501 (c) (3)

K. Check here if your income is less than $25,000.  (If this is true, you may be able to file the simpler electronic 990-N, but if you choose to continue filing the 990EZ, you must fill it in completely.)
L.
Total lines 5b, 6b, 7b and 9 and insert the total by the dollar sign ($) on the line.  If the amount is $1,000,000 or more, you must use Form 990 instead of 990 EZ.

Part I
If you are using the Money Counts program, your account groups should be set up according to the following line numbers.

1. 
This is total income from contributions.  For state CEF organizations, it includes administrative support received from the chapters.

2.
Includes fees for training, etc.

3
None

4. 
Interest/dividends/rents

5a 
Sale of assets - such as land, buildings, etc.

  b
Cost of above items sold (amount reported or reportable on balance sheet, Part IV)

  c
Gain/loss - Attach a schedule listing each asset (other than inventory items) sold or exchanged.  Show for each one:  (1) date acquired, how acquired, date sold and to whom sold; (2) gross sales price; (3) cost, other basis, or if donated, value at time acquired (state which); (4) expense of sale and cost of improvements made after acquired, (5) if depreciable property, depreciation since acquired.  The schedule should show security transactions separately from the sale of other assets.

6a
Fund-raising events sometimes generate both contributions and revenue.  When a buyer pays more than the value of the goods or services furnished, report that excess on line 1 as a contribution and report the value of goods or services on line 6a.
  b
Report only the direct expenses attributable to the goods or services the buyer receives.

  c
Line A less line B.  Attach a schedule listing the three largest events conducted, as measured by gross receipts.  Lump all other events and show as a fourth event.  (Present in such a way as to arrive at totals to insert in 6a, 6b and 6c.
7a
Literature sales

   b
Cost of literature sold

   c
Gross Profit or Loss

8.
Interest and royalty income

9.
Total Revenue

Lines 10 through 17 - Expenses:

10.
Administrative support to the next higher CEF office.

11.
This line does not apply to CEF.  Indicate N/A.
12.
Salaries, wages and employment benefits paid to employees.   Include payments of federal, state and local payroll taxes.

13.
Legal, accounting, auditing and other professional fees.

14. 
Occupancy, rent, utilities and maintenance.

15. 
Printing, publications, postage and shipping.

16. 
Penalties, fines, judgments, real estate taxes not attributable to rental property or reported as occupancy expenses, depreciation on investment property, travel and transportation, interest, conferences, conventions and meetings.

17. 
Total expenses.

18. 
Excess or (deficit) for the year.  Enter the difference between lines 9 and 17.  If line 17 is more than line 9, enter the difference in parentheses.

19. 
Net assets or fund balance at beginning of year.  Enter the amount from the prior year's balance sheet.

20. 
Other changes in net assets or fund balance.  Attach a schedule explaining any changes in net assets or fund balances between the beginning and end of the year that are not accounted for by the amount on line 18.  Amounts to include here include adjustments of earlier years' activity and unrealized gains and losses on investments carried at market value.

21.
Add lines 18 through 20.

Part II - Balance Sheet

22.
Cash, savings and investments

23.
Book value of land and buildings not held for investment.  (Book value is cost or other basis less accumulated depreciation.)

24.
All other assets

25.
Total assets (line 22 through line 24)

26.
Total liabilities include everything owed to others at the end of the period.

27.
Net assets or fund balances.  (Line 25 minus line 26 must agree with line 21.)

Part III
CEF's primary exempt purpose is "ministry to children."

Generally CEF has two program services.

28.
Record the number of children reached for Christ in all activities.

29.
Teacher Training; record the number of people trained for all teacher training activities.

Grants are generally "none."

Expenses - Take the total expenses on Part I, line 17 and apportion it between 28 and 29.  The same total will be recorded on line 32.
Part IV
In CEF, this is committee and board members (not the direc​tor).  The CEF Director is not a key employee according to the IRS definition.

A. 
List the names and addresses.

B. 
List the title and estimate the hours per week.

C, D and E.  Generally "0"

Part V - Other Information

33.
No

34.
No

35a
Probably No.  (If your answer is yes, you must file Form 990-T)  Some examples of unrelated businesses are a regular type bookstore, an ice cream store, shoe store, a furniture factory, etc.

    b
Probably N/A

36.
Probably No

37a
Probably N/A

37b
No
38a
Answer yes or no

    b
If yes, attach schedule.
39a
N/A

    b
N/A

40a
0

    b
No
    c
0

    d
0

41.
If required by your state, please file copy with them and list here.
42a
Your treasurer - name, phone and address

     b
No

     c
No

43.
N/A

44.
Do we have Donor Advised Funds? Probably No

45.
No

Part VI – Section 501(c)(3) Organizations Only
46. No
47. No

48. No

49. Probably No to a and b

50. List of employees paid over $100,000 per year. If none, record NONE. The term “Directors” in this case refers to committees and boards. CEF directors are employees.
51. Probably None 

Signature of officer is generally the treasurer.
Attach a statement to declare whether or not you received funds for or made payments toward a ‘personal benefit contract.’  This includes any life insurance, annuity, or endowment contract that benefits a contributor who provided funds to make premium payments.

Most of us would attach a statement as follows:  ‘No funds were received and no payments were made toward a personal benefit contract.’

INSTRUCTIONS FOR FORM 990
Instructions for the 990 are not available from CEF because of major changes in the new 990 by the IRS. In addition, very few if any state or local CEF offices would be required to use this form due to the $1,000,000 income threshold in 2008 for requiring its use. Your office is free to choose to file the new 990 even if your income below the $1,000,000 threshold, but you will need to contact a financial consultant for assistance. Using the new form would provide more information about governance and transparency of your ministry. Within the next two years your office may be required to file this form as the income threshold will be reduced to $500,000 next year and $250,000 the year after that. This three year transition period is designed to allow organizations to learn the new form and adapt their governance practices.
INSTRUCTIONS FOR SCHEDULE “A” new
Record the CEF name and EIN at the top of the form.
Part I  Check only box #7
PART II
Support Schedule.  In completing this section you will want to have last year's return before you, as much of the information required can be copied.

Line 1  As indicated

Line 2  None

Line 3  None

Line 4  As indicated

Line 5  Prepare a list for your records, of the names and amounts for all donors who contributed more than the amount on line 5 (2% of the amount on line 11f).  Enter total amount of all those listed.  Do not file this list with your return.
Line 6  As indicated

Line 7  As indicated

Line 8  As indicated

Line 9  None

Line 10 None

Line 11 As indicated

Line 12 Total of related activity income (training class, material sales, etc. related income over the five years covered in part II Sections A & B)
Line 13 Skip in most cases (as indicated if your chapter is less than six years old, please check this box and stop here).
Line 14 Divide line 6, column f, by line 11, column f.  The result should always be over 33 1/3% for CEF.  If the percentage is below 33 1/3%, contact USA Ministries at the International Headquarters.

Line 15 As indicated (2007 schedule A public support percentage)

Line 16a As indicated (in most cases you would check this box and stop here)

Line 16b only if you did not check box 16a or 13 (check line 15 for the 33 1/3% support test, if over, check this box and stop here)
Going beyond this point is very unlikely, (only if you have not checked a box on lines 13, 16a, or 16b).
Part III

None

Part IV

Only if Supplemental Information was requested with any of your answers in Part II

INSTRUCTIONS FOR SCHEDULE B

This form is used only if you checked “Yes” on Part IV line 2 of Form 990 or did not check item H on Form 990 EZ. 
Complete this donor listing form only if you have donors who contributed the greater of $5,000 or 2% of the amount on line 1 on form 990EZ or Part VIII (Statement of Revenue) line 1h on form 990.

In determining the aggregate amount contributed by a particular donor, separate and independent gifts of less than $1,000 may be disregarded.
On Schedule of Contributors, under organization type, check the box and enter 501 (c) (3).

PART I

List the names and addresses of the contributors and the amount of cash contributed.

PART II

Complete this section only if the contributions were non-cash property.

PARTIII

None
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