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Presentation Overview

1. Establish your district as a non-profit

2. Making your schools competition ready financially

3. Panel Discussion with Q & A
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Establish'your-districtas a'non-profit

Overview:

1. Request tax ID number from IRS
2. Register with secretary of state
3. Establish 501c3 status

4. Annual Tax Filing

5. Contact the IRS
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tablish your-district'as a non-profit

y@ lRSgOV Help | Apply for New EIN | Exit
R ... . 0 .o ror

EIN Assistant

Important information Before You Begin

Use this assistant 1o appdy for and obtan an Employer identScaton Number (EIN)

About the EIN Assistant

Begin Applcation >>

f you are not comdortable sencing informabon via the Intemet, downioad the Eorm SS-4 POF file and the instruchions for alternatve ways of

IRS EIN Assistant:
https://sa.www4.irs.gov/modiein/individual/index.jsp
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the IRS:
1. Apply through IRS website

2. Online application takes
approximately 5-10 minutes
to complete

3. EIN is provided upon
application completion

4. No cost

5. Step by step instructions
available from NSDA
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https://sa.www4.irs.gov/modiein/individual/index.jsp

Establish'yourdistrict'as'a non-profit

Register with Secretary of State (SOS)

',

Registering with your state’s SOS allows you to operate as a
business in your state

Will require filing articles of incorporation — NSDA can provide
template

Cost will vary by state; likely free or low fee

Example: lowa Secretary of State - Paul D. Pate
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https://sos.iowa.gov/

Establish yourdistrict'as a non-profit

Establish 501c3 status — why?
« Federal exemption from payment of corporate income taxes

 Individual's or company's charitable contributions to your
district are tax-deductible

 Does not create exemption for state sales tax
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Establish your-district'as'a non-profit

Establish 501c3 status — guidelines:

Annual gross receipts $5,000 or less:
e District can operate as 501c3 without applying to IRS

Annual gross receipts between $5,000 - $50,000:
« complete IRS Form 1023-EZ online (3 pages vs 26)
e S$275filing fee

Gross receipts over $50,000:
 Complete and mail IRS Form 1023
* 5600 filing fee

IRS non-profit information site: https://www.irs.gov/charities-non-profits

EMPOWERMENT THROUGH ./NATIONAL
RADIANT | SPEECH AND DEBATE SPEECH & DEBATE

VOICES ek conrenence ron® AL


https://www.irs.gov/charities-non-profits

ESCablisn you , ‘,I\JiI“P]Uj’]L

Annual IRS tax filing:

Annual gross receipts under $5,000: do not need to file

Annual gross receipts $5,000 - $50,000:

* file 990N “e-Postcard”

* filing date is 15 day of the 51" month following closing of your tax
year. Example: tax year ends July 31 —filing is due December 15

* Must be filed online

* Simple to file

Annual gross receipts over $50,000:
* File Form 990
e Recommend using accounting firm to prepare
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ESCablisn you , ‘,I\JiI“P]Uj’]L

Annual IRS tax filing — 990N “e-Postcard”

Completing the e-Postcard requires the eight items listed below:

Taxpayer ID 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

S50,000 or less

8. If applicable, a statement that the organization has terminated or
is terminating (going out of business)

Ngo P IV
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Establishiyour

Estimated wait time......

80 years

ILLUSTRATION: TIFFANY BARKER/CNMNMONEY

Contact the IRS

Exempt organizations: 877-829-5500
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Contact the IRS:

Questions about how an
existing district is formed.

Reinstate ability to file 990N
for existing district.

Peak busy times for calling:
Mondays and Tuesdays &
weeks leading up to 4/15
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Making your schools'competition'ready financially

Overview:

1. Are your schools in good standing?

2. How will I know if my schools owe?
3. Collecting the NSDA outstanding balances.
4. Best practices for financial transactions.
5. District tournament reminders.
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MaKing your's Sady Tinanciatly

Are your schools in good standing?

In order to compete in districts, the NSDA requires both schools and
students to have their memberships paid.

e Advisors will need to generate invoices from their NSDA School
Finance page.

All outstanding NSDA invoices (including memberships, store

purchases, trophies, etc) must be paid.

e Advisors can check their school finance page to confirm all invoices
are paid and there is no outstanding balance.
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Establish your-district

How will I know if my schools owe?

aS'd NoN-profit

MRS

A week prior to your district tournament, the NSDA Finance office will
email an outstanding balance spreadsheet to each chair.

Invoice Numbers

Payment/ Check #
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Red highlighted schools mean
they are inactive:

have not renewed on the
NSDA ‘Renew My School’
page to create an invoice, or
they have not paid their
invoice.
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V\aKiNg your SCi cddy-Tinanciatty

Collecting the NSDA outstanding balances:

Use the outstanding balances spreadsheet provided for your
tournament. These schools must be paid prior to competition.

Issue receipts for all payment you received.

Return completed outstanding balances spreadsheet and payments to
NSDA office within seven days tournament completion.

Acceptable forms of payment to the NSDA:

* Check

* Signed purchase order for NSDA fees only

e Credit card online via NSDA account or by calling national office
e DO NOT SEND CASH TO THE NSDA
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MaKing your SCNools DETITION ready rinanciatly

Best practices for financial transactions:

* Provide receipts

* Record payments on outstanding balances spreadsheet as payment
is received

* Confirm check has NSDA invoice number & school name written on
it to ensure accurate payment posting

e Confirm purchase orders have an approval signature, number, and
say “Purchase Order”

* Place payments in a secure location
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MaKing your scno JETITION reaay rinancially

District tournament reminders:

The national office frequently receives checks intended for district
payments. To avoid:

* Include a payee and address on your invoices for your tournament.
You are hosting it, you should receive payment for it!

e For district charges (that are not payable to NSDA) be sure to
include the district name and address on invoices.
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Panel discussion with Q &

Panelists:

Renee Motter — Colorado Grande

Brother John — Long Island
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NSDA finance staff is here to help!

Laura Stein — Director of Business and Finance
Nicole Zeoli — accounting specialist

Stephanie VanderBruggen — accounting specialist

Email: first.last@speechanddebate.org

Phone: (920) 748.6206
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