Using the 990N e-Postcard Tutorial

Gold Wing Road Riders Association
“Leadership Training Division”

IRS Form 990-N e-Postcard

This GWRRA publication is a step-by-step tutorial on Chapter/District/Region annual electronic filing for small
exempt organizations using the 990N e-Postcard.

All subordinates of GWRRA, Inc. are required to annually file a 990 return with the IRS. For those subordinates

whose gross receipts are normally $25,000.00 or less, they will use the IRS 990N e-Postcard to report their
earnings.

Information Needed to File the e-Postcard

1. Your Employer Identification Number (EIN) sometimes known as a Taxpayer Identification Number
(TIN).

2. The tax year.

3. Legal name and mailing address as it appears on your 8822 Form or EIN request.
Example: Chapter AZ-A; District AZ; Region F

4. Name and address of a principal Officer. (The Chapter, District, or Region Director)
5. Website address if the subordinate has one.

6. Confirmation that the subordinate’s annual gross receipts are normally $25,000.00 or less.

The following is a step-by-step tutorial on how to use this electronic form.

Note: Some of the fields in the following illustration have been changed to generic values to protect
personal information.

Copyright 2009 GWRRA, Inc. All rights reserved.
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EC Application User Fees to Increase in 2010

2010.

User fees to change for all applications far exemption (Forms 1023, 1024, and 1028} postmarked after January 3,

2008 Forms 990 and 990-EZ Available

The 2008 Forms 9980 and 990-EZ infarmation returns for tax-exempt organizations, along with schedules and instructions, for filing in 2009,

are available.
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e-Posteard filing reguirements and links ta the filing system and
public disclasure site.

Elimination of the Advance Ruling Process for 501(ck3) Puldic
Charities

Lnder newe regulations, most charities need no longer file Farm
B734.

Where Is My Exemption Application
How to find outthe status of an application for tax-exempt status.

EBAR (Report of Foreign Bank and Financial Accounts)
Information Available

Read updated information about FBAR requirements on IRS.gov.

Web-Based Training for Tax-Exempt Organizations
IRS training for exempt organizations now availahle at the
StayExemptwehsite.

New On-Line Help for Completing Form 990
A case study to help organizations through completing the new,
redesigned Form 990,

Disaster Relief - Resources for Charities and Contributors
Howw the public can use charities to help victims and new
arganizations can get tax-exempt status.

New Mailing Address for Applications for Tax Exemption
Recently filed farms will he forwarded to new address.

Section 403{b} Tax-Sheltered Annuity Programs
Latest news for exempt organizations on 4030 tax-sheltered
retirermnent plans.

Political Activity
The IRS political activities compliance initiative in 2008 stresses
education and enforcement.

Recent Revocations of Determinations of Section 501{c){3)
Status

Organizations that recently had their 501{c){3) determinations
revoked.

Return Due Dates for Exempt Organizations
Mew resaurce summarizes due dates for most farms filed by tax-
exempt arganizations.
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This page explains what the 990N e-Postcard is all about and when it should be filed.
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Annual Electronic Filing Requirement for Small Exempt Organizations — Form 990-N (e-Postcard)

Small tax-exernpt organizations whose annual gross receipts are nonmally $25,000 or less may be reguired to electronically submit Form
990-M, also known as the e-Posteard, unless they choose to file a complete Form 990 or Form 990-EZ.

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

Due Date of the e-Postc Click on “Here” to advance to

The first e-Posteard the next page

the ath month after,
You cannot file tl

re due in 2008 for ta
e close of your tax yea
e-Postcard until after y

steard is due every year by the 15th day of
007, the e-Pasteard is due May 15, 2008,

How To Fi

Click here to file the e-Fosteard. Ifyou have frouble accessing the systern using that link, you may be able to access the filing site directly by
typing or pasting the fallowing address into your Internet browser: htto:feposteard form330.ard. When yau access the system, you will
leawe the IRS site and file the e-Posteard with the IRS through our trusted partner, Urban Institute. The farm must be completed and filed
electronically. There is no paper form.

Infoermation You Will Meed To File the e-Postcard

The e-Posteard is easy to complete. All you need is the following infarmation about your organization. Click on any of the links belaw, ifyau
need more information about the item.

Employer identification number (EIM), alsa known as a Taxpayer |[dentification Mumber (TIM)).

Taxyear

Ledal name and mailing address

Any other names the organization uses

Marne and address of a principal officer

Web site address ifthe organization has ane

Canfirmation that the arganization's annual gross receipts are normally $25,000 ar less

Ifapplicable, a statement that the organization has terminated or is terminating (going out of business)

Who Must File

Most small tax-exempt organizations with gross receipts that are narmally $25,000 of less must file the e-Posteard. Exceptions tao this
requirerment include:

s Organizations that are included in a group return, and
* Churches, their integrated auxiliaries, and conventions or associations of churches.

The fallowing organizations cannat file the e-Postecard but must file differant forms instead:

Tax-exempt organizations with annual grass receipts that are normally greater than $25,000 must file Form 990 ar Farrn 990-E7;
Private foundations mustfile Form 990-PF;

Section 50923 supporting arganizations that are required ta file Form 980 or Form 880-EF

IRC gection 527 (political organizations reguired to file an annual exempt organization return must file Form 990 or Form 990-E2;

Late Filing or Failure To File the e-Postcard

Ifyou do not file your e-Posteard on time, the IRS will send you a reminder notice but you will not be assessed a penalty for late filing the e-
Paosteard. However, an organization that fails to file required e-Pasteards (or information returns — Forms 990 or 990-EZ) for three
cansecutive years will automatically lose its tax-exempt status. The revocation of the arganization's tax-exempt status will not take place until
the filing due date afthe third year.

Search for e-Postcards - Public Disclosure

Copyright 2009 GWRRA, Inc. All rights reserved.
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The IRS has delegated the responsibility of collecting and managing the data to the “Urban Institute”. They are a private
firm that has been authorized by the IRS to collect this data.

Home | Change T ze | Contact| bout IRS | Site Wap | Espanol | Help

Individuals | Businesses Charities & Non-Profits Government Entities Tax Professionals Retirement Plans Co it Tax Exempt Bond Community

IRS Resources Please note that by clicking on this link, you will leave the IRS weh site and enter a privately owned web site created, operated and maintained
» Compliance & Enforcement by a private business.

n Contact by | ocal Office
= efile

» Forms and Publications
» Freguently Asked Questions By linking to this private business, the IRS is not endarsing its products, serices, or privacy or security policies. We recommend you review the
L]

The infarmation that this private business callects and maintains as a result of your visit to its web site may differ fram the infarmation that the
IRS callects and maintains. {please see the IRS web site privacy and security notice for privacy protections IRS provides to web site visitars).

Mewsronm husiness's information collection palicy ar terms and conditions to fully understand what infarmation is collected by this private business.
n Taxpayer Advocate Service
= iihere To File Leave IRZ Site Return to Previous Page |

Click on “Leave IRS Site” to
advance to the next page

Accessibility | Freedam of Information Act| Impartant Links | [BS Privacy Palicy | USAgov | LLS. Treasury

The 1* thing you need to do is register as a new user. In subsequent years you will not be required to register and you
can go directly to “Step 2”.

eé-Postcard

file your electronic IRS Form 990-N

Institute

Support | Links | Log In |

e-Postcard: file your electronic IRS Form 990-N

File your electronic Form 990-N (e-Postcard).
Click here for more information on who must file Form 990-N {e-Postcard)

— Click here as a new user to get
Janization, he s
your parent orgal - started

Note: Yof#/cannot file your e-Postd details.

NOTICE: If you are a subordinate FIN). Do not use the EIN of

STEP 1: Reqister as a New User Cuick Menu
. . . . ) . Begister as a Mew User
To file Forrm 990-M (e-Postcard), you must register and obtain a login 1D Click the link above to request a login ID. If Update Email/User Infarmation
5 i 5 p
you already have a login 1D, either recently created or from a previous year, go to Step 2.
Create Mew e-Postoard
STEP 2: Create your Form 990-N (e-Postcard Edit"iew Existing e-Postcard
Once you have a login D, you can access the system and create your e-Postcard. Click the link above to begin the Technical Support
Rrocess. Frequently Asked Questions
STEP 3: Submit your Form 990-N (e-Postcard) Privacy Policy

Once you complete your e-Posteard, click the "Submit Filing to IRS" button.

Requirements and tips for using this website.

Questions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768,
Last modified: October 14, 2009,

Copyright 2009 GWRRA, Inc. All rights reserved.
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This screen is informational and covers what you will need to proceed.
|
2 €-Postcard

Institute file your electronic IRS Form 990-N
Links | |
Request Login ID

Support Log In

You need a login 1D and password to electronically file your arganization's IRS Form 990-M (e-Postcard).

Exempt Organizations: If you are filing or assisting someone who is filing, you will need the organization's employer identification number (EIN).
The EIM is a 9-digit number with the following format { xoeooooos ). When you enter the EIN on the next page, the systerm will create your login
ID based on the organization's EIM. The login 1D will be the EIN (without the dash) plus a two digit number (i.e. xooocoooos01). Your login 1D will
never change. If another user requests a login 1D for the same EIN, the last two digits of his or her login ID will be different (i.e. ooooooooe02,
wooooood3, ete).

Preparers: If you are a professional preparer or you are assisting more than one organization, you can request one "Preparer” login D that allows
you to submit Forms 990-N (e-Postcards) on behalf of multiple exempt organizations. After you select "Preparer” on the next page, you will be
prompted to enter your personal login 10, Your login 1D will not be based on the EIN of an organization.

Once you have completed the login ID request process, you will receive an email containing an activation link. Click on the link to activate (and
use) your login ID. The e-Postcard website will mot recognize your login ID until you activate it through the email link.

MNext >> |
LN

CQuestions or problern™Negarding this web site should be directed to Tech Support
Concemed about your pidgey? Please vie

This wehbsite is best viewe
Last modified: October 14, 2009

Click “Next” to continue the lution of 1024 ¥ 768.

At this point you will need to enter your EIN#. Select “Exempt Organization” as shown then enter your Chapter EIN #

and then click on “Next”.

= é-Postcard

Urban
Institute file your electronic IRS Form 990-N

Request Login ID

Please select Exempt Org or Preparer: (for a definition of the two login 1D types, return to the previous page.)

Login ID Type: IExemptOrganization 'l
Organization EIN || _I If you are a subordinate organization, be sure to enter your own EIN. Do not

enter the EIN of your parent organization or another subordinate
organization.

<«<Back | Next>> | Select “Exempt Organization” as

shown then enter your Chapter
EIN # and then click on “Next”

Cluestions or problems regarding this web site should be directed to Tech Support
Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Internet Explarer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768
Last modified: October 14, 2009,

Copyright 2009 GWRRA, Inc. All rights reserved.



old Winad Using the 990N e-Postcard Tutorial

On This page you will enter information that will be used for “Log-On” purposes. The Email address needs to be the one
that is entering the data so they receive the “Request Result”.

|

all

|

Urban

Institute

e-Postcard

file your electronic IRS Form 990-N

Request Login ID

Please enter the following information and then click the ‘Next’ button (4l fields are required.)

Login ID Type: Exempt Grganizmionﬁ Chapter EIN Number will be displayed
Lagin 1D: .Chapter EIN Number
Organization MNarne: GOLD WING ROAD RIDERS ASSOCIATION
Password: IYOUr Password MOTE: Password must be between 5 and 15 characters and is case sensitive.
Verify Password: Your P d 0

v [Your Passwor Create unique Password and Enter
First Marne: ICD First Name

- CD Last N
Last Marme: |co Last Name Enter CD’s Name

Email Address: IPreparer@myemail.net

Verify Email Address: I Preparer@myemail.net , .
Enter preparer’s Email Address

Daytime Phone: |866-555-1212
~—— | Enter CD’s Phone Number

<< Back | Next »> |

Cuestions or problemns regarding\this web site should be directed to Tech Support
Concerned about your privacy? Pl
This website is best viewed with Mi

Last modified: October 14, 2009,

r{ When all fields are entered press next |on of 1024 ¥ 758,

This Screen indicates that your Login ID Request has been successful. Before closing the browser open your email and
verify that you have received confirmation. Then go back and close your browser.

I e-Postcard

Urban
Institute

file your electronic IRS Form 990-N
Request Login ID - Success

The following login ID was successfully created:
Before closing the browser open your
Login 1D: Chapter EIN Number
Name: CD Name

Email: useremail@anywhere.net
Organization: GOLD WING ROAD RIDERS ASSOCIATION

email and verify that you have received
confirmation. Then go back and close
your browser.

You will receive an email containing a link that will allow you to activate your login 1D and create your e-Postcard.
IMPORTANT: If the email account above has a spam filter, please ensure that the filter allows emails from epostcard@urban.org.

Close your browser now and activate your login 1D through the link in the activation email.

CQuestions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768,
Last modified: October 14, 2009

From: epostcard@urban.org

Copyright 2009 GWRRA, Inc. All rights reserved.
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You will receive an email similar to the one shown below. By clicking on the link it will launch your browser and you can
continue your process of filing.

To: wstiger@dmci.net

Subject: e-Postcard Login ID Activation Notice

Date: Thursday, December 10, 2009 7:22:56 AM

William,

The following is your e-Postcard login ID:

Login ID: Chapter EIN#

Name: CD Name

Organization: GOLD WING ROAD RIDERS ASSOCIATION
Login Type: Exempt Org

Click the link below to activate your login ID. (Note if your email program does not display the web
page as a link, copy the whole link and paste it into your browser.)
IMPORTANT: You should close any open browser windows before you click this link.

https://epostcard.form990.org/frmAdminLoginActivate.asp?A=P317837n501929hRn

Contact technical support if you have any questions
e-Postcard Technical Support Team

email: epostcard@urban.org

Phone (toll free): 866-255-0654

The link will bring you to this screen where you need to enter the password you created.

]

L €é-Postcard
!rba., -IFOostcar
Institute file your electronic IRS Form 990-N

Activate Login ID

If the information below is correct, enter your password and click the Next button. If the information is not correct, contact Tech

Support.
User Name: CD Name
Login ID: Chapter EIN#
Login Type: Exempt Org
Org Name: GOLD WING ROAD RIDERS ASSOCIATION

Password: I

Note: Your password is case sensitive. ¥ Enter your password and then

click on “Next”

Questions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Internet Explarer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768
Last modified: October 14, 2009,

Copyright 2009 GWRRA, Inc. All rights reserved.
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This is your activation success screen. You should print this screen for your records for future filings. This also needs to
be give to your succeeding CD so they can login, change the personal information, and due their own filing.

A |

[

' !b eé-Postcard

Institute file your electronic IRS Form 990-N

Activate Login ID (Success)

Congratulations, your login ID has been activated.

Login Information:

Login ID: Chapter EIN#

Password: Password Print this form for your records
Name: CD Name _ and then click “Create your
Organization: GOLD WING ROAD RIDERS ASSOCIATI »

Email: useremail@anywhere.net Form 990N now

If you choose to print this page, please make sure that you keef/ it in a secure location that cannot be accessed by others.

Create your Form 990-M (e-Postcard) Mow

Feturn to Home Page

Questions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of 1024 X 768,
Last modified: October 14, 2009

There are two areas you need to select. Select “No” to indicate that you have not went out of business. Select “Yes” to
indicate that your gross receipts are normally $25,000.00 or less.

o e-Postcard

| Urban
Institute file your electronic IRS Form 990-N

Form 990-N Home Control Panel Log Out

Electronic Notice - Form 990-N {e-Postcard)
Organization Information

For the tax year perind beginning (7) IL-"L-"ZUUB and ending (7) |12.-"31.-"2993

Has your organization terminated or gone out of business? @ Mo = Use the pU” down and select “Yes’
Are your gross receipts narmally $25,000 or less? @ I@ﬁ

Use the pull down and select “No”
1

4

Organization's legal name - Line 1 @ |GOLD WING ROAD RIDERS ASSOCIATION
COrganization's legal name - Line 2 @I
Employer identification number (EIN) @ |?5-2454253

Cancel Filing | Mext Page |

When all fields are correct press next

Questions or problems regarding this website should be directed to Tech Support.

Concerned about your privacy? Please view our Privacy Policy.

website last modified on: December 3155, 2008,

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox 1.0+ with a screen resolution of 1024 X 7683,
You are currently using Microsoft Internet Explorer 6 in 2048 x 1220 resolution.

Copyright 2009 GWRRA, Inc. All rights reserved.
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Congratulations, you have finally made it to the main content page where you will enter all of your personal

information. Pay close attention to all the fields and be sure to enter the correct information as indicated.

I-
U

rban
Institute

CB& name

Principal Officer:
Type of name

Person Mame

Country

City or town
State

Zip code

@

= (uick Jump * = Form 930-H (e-Postcard) ~ = Logout

Organization's legal name:

Organization's website address, if applicable

eé-Postcard

file your electronic IRS Form 990-N

Electronic Motice - Form 990-N (e-Postcard)
Organization Address and Principal Officer Information

If wour organization conducts business using another name
{dba), enter ather name:

GOLD WING ROAD RIDERS ASSOCIATION

Sawe Changes |

In the “DBA” area, enter your
Chapter Name as it appears on

@ |ChapterName as on the 8822 Form your 8822 form to the IRS.

DB& name - cantinued @I
Enter Additional DBA MNames —
In Care of Mame @ I
; .

Crganization's mailing address: /_/ Enter CD’s Address’ Clty' State,

Caountry @ |United States / Zip code

Mumber and street {or PO Box) - Line 1 @ |CDS Strest Address

Mumber and street (or PO Box) - Line 2 @I

City or town @ [cDs Town

State @ lCDs State j

Zip code [cD ZipCode .

O B Enter Chapter Website address

@ IPerson vl

@ |CDS Name|

@ [United States ‘//= Enter CD’s Address, City, State,
Mumber and street (or PO Box) - Line 1 @ |CDS Street Address Zip code
Mumber and street {or PO Box) - Line 2 @I

@ |CDS Town

@ [cos state =l

@ [cDZipCode

Presvious Page |

@ |Ch apter_website_address

Select “Person” and enter
Chapter Director’s Name

N

Sawe Changes | Submit Filing ta IRS |

S S

Press “Save Changes” 1°*

Concerned about you
Website last modified
This website is best v

Questions or problem e e e e T e e rtad to Tech Support.

Then press “Submit Filing to IRS”

T e (SR T T et

rmozilla Firefox 1.0+ with a screen resolution of 1024 X 768,
Yo are currently using Microsoft Internet Explarer 6 in 2048 x 1280 resolution,

L« |

Copyright 2009 GWRRA, Inc. All rights reserved.
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This screen is a little deceiving. It will take a little time for the confirmation to come back from the IRS. Wait to go to the
Filing Status Page until you receive an email from Urban Institute similar to the one shown at the bottom of the page.
This may take several minutes.

=

eé-Postcard

file your electronic IRS Form 990-N
Home | Support | Links | LogOut

Form 990-N (e-Postcard) Submitted

GOLD WING ROAD RIDERS ASSOCIATION
35-1852524

2008 IRS Form 990-N (e-Postcard)

1/1/2008 - 12/31/2008

Congratulations, your Form 990-N (e-Postcard) has been submitted to the
IRS.

Once the IRS receives and processes your e-Postcard (usually within 30 minutes), you will receive an
email indicating whether your e-Posicard was accepted or rejected. If accepted, you are done for the
year. If rejected, the e-filing receipt email will contain instructions on how to correct the problem.

- _l;o_g out Go To Filll’lg Status Page
Wait to go to the Filing Status Page until p—-a
you receive an email from Urban Institute

similar to the one shown below. This may

take 30 minutes.

From: epostcard@urban.org

Sent: Sunday, April 05, 2009 11:13 AM

To: sbegli@insightbb.com

Subject: Form 990-N E-filing Receipt - IRS Status: Accepted

Organization: GOLD WING ROAD RIDERS ASSOCIATION
EIN: 35-1852524

Submission Type: Form 99@-N

Year: 2008

Submission ID: 7800582009095u289503

e-File Postmark: 4/5/2009 12:07:06 PM

Accepted Date: 4/5/2009

The IRS has accepted the e-Postcard described above. Please save this receipt for your
records.

Thank you for filing.

e-Postcard technical support

Phone: 888-887-0084 (toll free)
email:ePostcard@urban.org

Hours: weekdays 10:00 AM to 6:00 pm Eastern

Copyright 2009 GWRRA, Inc. All rights reserved.
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The next step is very important. You need to get an e-Postcard image sent to your email so you can forward this on to
your District/Region and the Home Office. We need this confirmation to ensure compliance.

e-Postcard

file your electronic IRS Form 990-N

Home | Support | Links | Log Out
Check Filing Status

GOLD WING ROAD RIDERS ASSOCIATION Links View e-Postcard Image
35-1852524 ———-
2008 IRS Form 990-N (e-Postcard) S —— View Form 990-N (e-

1/1/2008 - 12/31/2008 Postcard)

Current Status: Accepted
Click on this link for

Congratulations, the IRS accepted your Form 990-N (e-Postcard). the system to email

Next Step: Your next e-Postcard will be due after 12/31/2009.

Delivery Status

No. Filing Delivery Status Postmark
1 Form 990-N  E-file Accepted on 4/5/2009 4/5/2009
12:07:06 PM

Questions or problems regarding this web site should be directed to Tech Support

Concerned about your privacy? Please view our privacy policy.

This website is best viewed with Microsoft Internet Explorer 5.5+ or Mozilla Firefox with a screen resolution of
1024 X 768.

Last modified: January 2, 20089.

Copyright 2009 GWRRA, Inc. All rights reserved.
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This is an example of the e-Postcard image. Forward this on to your District/Region and the Home Office. We need this
confirmation to ensure our compliance to our 501(c)4 exemption. This is for our records do not send this to the IRS.

OMB No. 1545-

rom 990-N Electronic Notice (e-Postcard) e

Department of the Treasury for Tax-Exempt Organizations not Required To File Form 990 or

s s e 2008

Open to Public

Inspection

A For the 2008 calendar year, or tax year beginning 1/1/2008, and ending 12/31/2008.
B Check if applicable C Name of organization: GOLD WING ROAD RIDERS D Employer

; ASSOCIATION Identification

T ULIATION
B e kY dibla: GWRRA Chapter J Indiana Number
Chapter EIN#
¥ Gross receipts are normally cD's address
$25,000 or less City, State, Country, Zip code
F Name of Principal Officer: CD’'s Name

E Website:

CD’s address
City, State, Country, Zip code

Privacy Act and Paperwork Reduction Act Notice. We ask for the information on this form to carry out the Internal
Revenue laws of the United States. You are required to give us the information. We need it to ensure that you are
complying with these laws.

The organization is not required to provide the information requested on a form that is subject to the Paperwork Reduction
Act unless the form displays a valid OMB control number. Books or records relating to a form or its instructions must be.
retained as long as their contents may become material in the administration of any Internal Revenue law. The rules
governing the confidentiality of the Form 990-N is covered in Code section 6104.

The time needed to complete and file this form and related schedules will vary depending on individual circumstances. The
estimated average times is 15 minutes.

Note: This image is provided for your records only. Do NOT mail this page to the IRS. The IRS
will not accept this filing via paper. You must file your Form 990-N (e-Postcard) electronically.

Copyright 2009 GWRRA, Inc. All rights reserved.



