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To:  APSE Chapters and/or Chapters in Development

From:  Celane McWhorter, Executive Director

Re:  Coverage under APSE Group Tax Exemption

As most of you know, APSE has tax exempt status under 501 (c)(6) of the Internal Revenue Code.  We have submitted our application for group exemption for the purpose of covering all of the state, regional, or local Chapters of APSE:  The Network on Employment, thus exempting same from having to file corporate tax returns at the end of each year.

It is critical that you understand that 50 (c) (6) status is a non-charitable, non-profit status.  APSE: The Network on Employment is classified as a trade association.  This means that we are non-profit and tax exempt, but donations or any contributions to the association or its chapters are NOT tax deductible.  As a 501 (c)(6) organization, any membership materials you publish must clearly state "Dues are not tax deductible."  Likewise, any conference materials or any other materials that involve any type of payment or donation to the state chapter must clearly state that "Fees, payments, contributions, (you fill in the word) are not tax deductible."  This is an IRS requirement.  If you are ever audited, they will look for this information.  Now, to further clarify the IRS regulations, individuals may take the fees paid on their tax returns as business or employment expenses to the extent allowable by IRS regulations, however, they cannot take the fees as a donation or charitable contribution.

As a subordinate unit (IRS language) under APSE's group exemption, the chapter needs to keep up to date on IRS requirements of subordinate units.  Currently, a subordinate unit (your chapter) does not have to file a tax return (form 990) if it earns less than $25,000 in a year in gross revenue.  If your chapter earns more than $25,000 in a year, it must file a Form 990.  Please keep abreast of these requirements as tax laws do change from time to time.

In order for us to include your Chapter under our Group Exemption Number (GEN), it is necessary for you to do the following: 

STEP 1:  Obtain an Employer Identification Number (EIN).  Each chapter must have their own EIN even if there are no employees.  This number will be your chapter's tax identification number and APSE is required to maintain separate accounts for each subordinate organization (i.e. each chapter) to be included under the tax exempt umbrella of the central organization (i.e. APSE: The Network on Employment).  To get an EIN for your chapter, please follow the  instructions below regarding the completion of the SS-4 form.  There is no fee involved with this process.

· Fill out the SS-4 form (sample enclosed).

· Sign and date the form at the bottom as indicated.  (President's name and signature should include middle initial).

· Make a copy of completed SS-4 from to deep for your records.

· Make another copy of the SS-4 form and return it to my attention at the APSE office.

· Mail in the original form to the IRS.  Consult Page 2 of General instructions to get appropriate mailing address for your state/locality.

STEP 2:  Provide APSE with a Letter of Authorization giving APSE permission to cover your chapter under APSE: The Network on Employment's group tax exemption under 501(c)(6).  For your convenience, we have written this letter for you.  All you have to do is fill in your Chapter's name and address as indicated and then have members of your Chapter governing Board sign the letter.  Return the original Letter of Authorization to me with a copy of our SS-4 form.

STEP 3:  When you receive your EIN from the IRS, mail a copy of your letter of notification to the APSE office immediately.

We appreciate your commitment and support of APSE: The Network on Employment.   As always, if we can be of further assistance, please do not hesitate to call.

Thanks.
1627 Monument Avenue  ●  Richmond, VA  23220  ●  804 278 9187  ●  fax 804 278 9377

www.apse.org

