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For Chapters with Gross Receipts Totaling < $25,000 Annually 

-  You must file an IRS Form 990-n e-postcard annually even if you brought in $0.00. 
- This is due on the 15th of the fifth month after the close of the tax year. 

o Most tax years close on a calendar year unless otherwise stated in an 
organization’s by-laws.  If unsure, you can call the IRS to verify your tax year. 

o Therefore due May 15th annually! 
- There is no penalty for late filing, but if this is not filed for three consecutive years then 

you will lose your tax-exempt status. 
o Since this program started in 2007, all Chapters need to make sure they fill out 

their 990-n, 990, or 990 EZ at least once by 2010. 
- The 990-n e-postcard must be done electronically. 

o http://epostcard.form990.org/  
o Items you will need in order to fill out an e-postcard are: 

 Employer Identification Number or Tax ID Number 

 Contact the Central Office for yours if you do not know it 

 Do NOT use the Tax ID # for Kappa Psi nationally 

 You must get your own Chapter Tax ID# 

 If you do not have one please see below for a step-by-step guide 
 Tax Year 

 This will be for the 2010 tax year 

 It is not possible to file for a previous year 
 Legal name and mailing address 

 Legal name is as it appears on Certificate of Incorporation 
(Charter) or on the organization’s application for federal tax 
exempt status 

 Please use Kappa Psi Pharmaceutical Fraternity [Chapter Name] 
 Any other name that the organization uses 
 Name and address of a Principal Officer 

 Recommendation is to use the GCD for Collegiate Chapters 
 Web site address if the organization has one 
 Confirmation that organizations gross receipts are <$25,000 

o Chapter will get an email of acceptance or rejection 
 Best to use Chapter email @kappapsi.org in order to keep as a record over 

time 
 If a mistake is made when submitting then cannot correct 
 For all questions call Customer Account Services at 1-877-829-5500 

 



For Chapters with Gross Receipts Totaling > $25,000 Annually 
- Your Chapter is not eligible to use the IRS Form 990-n postcard. 
- Instead you need to use the IRS Form 990 or 990-EZ 
- Perhaps it is best to consult an accountant when gross receipts exceed $25,000 

 
To Apply for an Employer Identification Number (EIN) Online 

- https://sa1.www4.irs.gov/modiein/individual/index.jsp 
- Step 1: Click “Begin Application” 
- Step 2: Check “View Additional Types Including Tax-Exempt and Gov’t Org” and click 

Continue 
- Step 3: Check “Other Non-Profit/Tax-Exempt Organizations” and click Continue 
- Step 4: To confirm selection please click Continue 
- Step 5: Check “Banking Purposes” and click “Continue” 
- Step 6: Check “Individual” and click “Continue” 
- Step 7: Enter pertinent individual name, check “Authorized Member or Officer”, and 

click “Continue” 
- Step 8: Enter mailing address and individual name to receive mail and click “Continue” 
- Step 9: Under legal name state Kappa Psi and Chapter name for example: “Kappa Psi 

Pharmaceutical Fraternity Los Angeles Graduate Chapter”, fill in the rest of the 
information, and click “Continue”.  If you do not do this then the name may already be in 
the system and you will get denied. 

- Step 10: Check the appropriate responses (usually No) and click “Continue” 
- Step 11: For what does your business or org do, check “Other” and click “Continue” 
- Step 12: Check “Organization” and click “Continue” 
- Step 13: When asked to define Other, check “Other” and state “Fraternal society” then 

click “Continue” 
- Step 14: Check receive confirmation online and click “Continue” (needs Adobe) 
- Step 15: In a few minutes your EIN should pop up.  Please make sure you open the 

document and print this out IMMEDIATELY to avoid losing it and save for your records. 
Click “Continue”. 

- Step 16: Click “Continue” and you should be finished. 
 
To Obtain Tax-Exempt Status: 

- Contact IRS Customer Account Services 
o 1-877-829-5500 
o Will need your Employer Identification Number (EIN) 
o State we are a 501c7 entity (social clubs) 
o Will take 8 weeks for verification 
o Not an issue since you are new you do not have to file this year by May 15th 

 
 



To File Your E-Postcard (Form 990-n): 
- Go to http://epostcard.form990.org/ 
-  

 
To Search for Your Chapter’s E-Postcard to Verify if Filed: 

- http://www.irs.gov/app/ePostcard/ 
- Type Kappa Psi Pharmaceutical Fraternity in the Organization field 
- Click the button “All of the words” 
- Enter City and State 
- Look for a filing under the current tax year 

 
To Subscribe to IRS Exempt Organization Update on Form 990-n: 

- http://www.irs.gov/charities/content/0,,id=154838,00.html 
 
enter password 
click create form 990 postcard 
 


