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Disclaimer: This guide contains the most common scenarios student organizations may 
encounter related to tax management. This guide does not cover all situations. We 
recommend you consult competent legal, accounting or other professional advisors regarding 
the implications of situations not covered in this guide.  Questions and additional information 
can be submitted to Student Services . 
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Section 1: Determining Your Organization’s Current Status 
All student organizations should operate as non-profit organizations and not generate income for the benefit of 
individuals. Student organizations do not have federal tax-exempt status unless applied for independently.  
 
If an organization earns $5,000 or more in one year, the organization is technically required to file taxes as an 
unincorporated association even if it is not legally formed as corporation. The organization can expect tax rates 
of 21% federal taxes plus state taxes.  
 
Obtaining tax-exempt status will make your organization exempt from owing income tax, which may result in a 
significant savings over time. Additionally, obtaining 501(c)(3) status can allow your organization to receive tax-
deductible donations and allow you to apply for grants. This can be a great way to raise funds.  
Refer to Section 2:  Overview of Tax-Exempt Status  
 
The first step for every student organization in this process is to determine your organization’s status with the  
state of North Dakota and the IRS.  The current status will help to determine the next steps to take. 
 

DETERMINE YOUR ORGANIZATION’S STATUS IN NORTH DAKOTA 

North Dakota 
In the state of North Dakota, a student organization is typically going to be formed using one of three structures. 

• An unincorporated association- this type of structure consists of two or more members joined by 

mutual consent to carry out a charitable, educational, religious, literary, or scientific purpose of its 

members. The association will not be recognized by the state of North Dakota as a separate legal entity 

but may have Articles of Association or other documents.  A trade name can be used to identify it in 

pursuit of its mission by filing a Trade Name Registration with the Secretary of State. 

 

• A nonprofit corporation is an entity created by one or more persons and granted legal recognition as a 

separate entity. The Office of the Secretary of State grants a certificate of incorporation upon the filing 

of articles legally recognizing the nonprofit organization as a separate legal entity. The benefits of 

structuring an organization as a nonprofit corporation include the ability to own assets and hold title to 

real property, the ability to apply for tax-exempt status from the IRS, and liability protection for 

members, managers, governors, officers, directors, and volunteers. 
 

• A business corporation is an entity that is formed for the purpose of generating profit for its 

shareholders. The corporation has its own rights, privileges, and liabilities distinct from those of its 

shareholders.  A business corporation has the same benefits as a nonprofit corporation other than they 

are not eligible to apply for tax-exempt status.   

 
To determine the organization’s current status with North Dakota, visit Secretary of State Business and 
Charitable Organization Search.  

 

https://www.nd.gov/eforms/doc/sfn13401.pdf
https://firststop.sos.nd.gov/search/business
https://firststop.sos.nd.gov/search/business
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Go to  
Determine your  
club’s IRS status 

Go to  
Determine your  
club’s IRS status 

(See Section2: Overview of  
Tax-Exempt Status) 

Go to  
Section 3: Setting 
Up a New Club in 

North Dakota 

Organization may  
be required to  

Obtain Employer 
Identification Number 

Student groups that remain unincorporated with 
annual gross recipients under $5,000 do not 
necessarily need to file tax returns, but they do 
have a responsibility towards detailed financial 
tracking and documentation.  
 
Student groups that remain unincorporated but 
have over $5,000 in annual revenue will need to 
file the IRS Form 1120 (U.S. Corporation Income 
Tax Return) as a taxable organization or proceed 
with filing for nonprofit and tax-exempt status. 



NORTH DAKOTA STATE UNIVERSITY STUDENT ORGANIZATION HANDBOOK 

5 | Tax Management 

DETERMINE YOUR ORGANIZATION’S STATUS WITH THE IRS  

 

Internal Revenue Service (IRS) 
There is an online search tool available on the IRS website that provides information on an organization's tax-
exempt status and filings as well as has additional tax documents such as a copy of IRS Determination Letter and 
Automatic Revocation of Exemption List. More information on how to search an organization using the tool can 
be accessed with the link below. 
 
Please see Resources Section A: Checking Your IRS Tax Status for detailed instructions on checking your IRS 
status. 
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Is Your Organization in Good Standing with the IRS? 

NOTE: Some student groups (e.g. fraternities, 
sororities) may have tax-exempt status through a 
group exemption from their national organization. 
You should contact your national chapter to see if 

you have federal tax-exempt status. 

IRS EO Check Shows Organization as a Public Charity (PC) 

NO YES 

Consult legal/accounting 
for assistance in 

reinstating tax-exempt 
status 

Does the Status show as 
Auto Revocation List? 

Skip to Annual 
Tax Filings 
(Section 5) 

YES NO 

Does the organization collect 
money and expend funds? 

YES NO

NO YES 

Is the organization’s purpose 
charitable or educational? 

YES 

Will the organization distribute its 
earnings to private shareholders 

or individuals? 

NO 

YES 

Does the organization engage in 
political campaigns or substantial 

amounts of lobbying? 

Benefits > Costs 

Likely worth applying for 
501(c)(3) status 

Go to Section 4:  
Apply for Exempt Status 

NO 
Explore other forms of 

for-profit taxable 

structures 

Benefits < Costs 

Review Section 2: Overview of Exempt 
Status to determine if club should apply 

for tax-exempt status. 
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Section 2: Overview of Tax-Exempt Status 
This section provides an overview of tax-exempt status, why it is important and various options for tax-exempt 
status. Tax-exempt status means some or all the organization’s income is free from federal, state or local tax. 
Tax-exempt organizations are typically charities recognized by the IRS under 501(c)(3). While there are other 
types of tax-exempt entities, this guide will focus on organizations exempt under 501(c)(3). To obtain tax-
exempt status, an organization needs to meet certain requirements and seek exempt status approval from the 
IRS on Form 1023 or Form 1023-EZ. There is an exception for filing for exemption for organizations that 
anticipate gross receipts of less than $5,000 each tax year if all other requirements are met.  
 

Requirements of Tax-Exempt Status under 501(c)(3) 
• Must be organized and operated exclusively for religious, charitable, scientific, etc. purposes.  

• None of its earnings may inure to any private shareholder or individual.  

• May not attempt to influence legislation as a substantial part of its activities. 

• May not participate in any campaign activity for or against political candidates. 

• Upon dissolution, assets must be distributed to other 501(c)(3) entities. 

 

Benefits of Tax-Exempt Status  
• Exemption from federal and state income taxes. 

• Eligible to accept charitable donations. 

• May be eligible for grant funding-most governments and foundations require 501(c)(3) status. 

• Exemption from most sales taxes. 

• Reduced bulk postal rates. 

 

Considerations of Tax-Exempt Status  

• Time/effort to apply for nonprofit status and tax-exempt status. 

• Required to annually file an information return 

○ Exception for certain entities that have less than $5,000 in gross receipts annually 

• Restrictions on activities (e.g. lobbying and political). 

 

When Does Tax-Exempt Status Make Sense 
• Your organization has a history of significant activities and accomplishments.   

• Your organization and leaders are committed to continuing the activities and staying in existence for the 

foreseeable future. 

• Your organization could benefit from grant funding or charitable contributions. 
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Section 3: Setting Up a New Organization in North Dakota 

State Specific Information is also available at: How to Begin & Maintain a Nonprofit Organization in North 
Dakota 

Steps for Setting Up a New Legal Entity 
1. Name Your Organization: Confirm your chosen legal name does not conflict with another organization

registered in the state.
a. North Dakota Secretary of State Name Search

2. Identify an Incorporator and Initial Board of Directors:
a. Incorporator: Files the Articles of Incorporation
b. North Dakota Director requirements:

i. Number: Minimum of three individuals
ii. Qualifications:

1. Must be individuals
2. No residency requirement

iii. Term: Default is 1 year
c. North Dakota Officer Requirements:

i. Must have a president and secretary
ii. Must be 18 years of age or older

3. Obtain a Registered Agent:
a. Must be a person/agency located in North Dakota
b. A registered agent’s primary purpose is to accept any service of process (notifications of legal

action against the nonprofit), notice, or demand and provide those notices to the nonprofit.
i. May consider a faculty advisor, lawyer or agency

4. File Incorporation Documents with the North Dakota Secretary of State:
(consult a qualified attorney to assist with this process)

a. The State of North Dakota has an online form that can be utilized for this process, however the
form does not contain all IRS requirements for 501(c)(3) status

b. See Resource Section C: Sample Articles of Organization-IRS Publication 557
c. Filing fee of $40 must be submitted

5. Obtain EIN:
a. See Resource Section B: Obtaining an EIN

6. Establish initial Governing Documents:
a. Bylaws
b. Conflict of Interest Policy: See Resource Section G: IRS Sample Conflict of Interest Policy

7. Identify the Officers and assign duties
8. Obtain Tax-Exempt Status (if determined to be beneficial):

a. See Section 4: Applying For Tax-Exempt Status
9. Determine if North Dakota Charitable Registration is Required:

a. A charitable organization is one that benefits the public and solicits money for charitable
purposes. Most organizations that want to request donations would meet this definition.

i. Exception: There is an exception to the registration requirements for an organization
that uses unpaid volunteers to solicit funds for a civic or community project in which the
contributions received are used solely for the project and none of the contributions pass
on to the benefit of any individual.

b. If your organization meets this exception, registration is not required.
c. If you plan to hire fundraisers to solicit funds, you should register as a charitable organization.

Registration is done through the First Stop portal FirstStop portal.

https://sos.nd.gov/files/uploaded_documents/nonprofit-guide.pdf
https://sos.nd.gov/files/uploaded_documents/nonprofit-guide.pdf
https://firststop.sos.nd.gov/search/business
https://firststop.sos.nd.gov/
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Additional information is available: How to Begin & Maintain a Charitable Organization in North Dakota  
 

https://www.sos.nd.gov/sites/www/files/documents/business/charitable-org-guide.pdf
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Section 4: Applying for Tax-Exempt Status 
 

See Video for general information on applying for tax-exempt status using Form 1023-EZ 
 

 
https://youtu.be/-dcLKBlN8hM?si=tWJC5ZEifaTtf90n 
 

Before you can apply for the tax-exempt status, there are a few steps you need to take: 

• Determine if your organization is a Nonprofit Corporation or Association. Refer to the organization’s 

governing documents to determine the organization structure.  

• Gather your organization documents, such as Articles of incorporation for a corporation or Articles of 

Association or constitution for an association 

• Obtain an Employer Identification Number (EIN) if you have not already done so.                        

See Resource Section B: Obtaining an EIN 

• Review the Form 1023-EZ and gather all information needed to complete the application.  

See Resource Section D: File Form 1023-EZ and Section F: Example of Form 1023-EZ 
 
Most of student organizations can apply for the Tax-Exempt Status as Section 501(c)(3) Public Charity using 
Form 1023-EZ. This is the application form used by small to mid-size tax-exempt organizations to apply for 
recognition as a tax-exempt organization under Section 501(c)(3). 
 
To submit Form 1023-EZ, your organization must first complete the Form 1023-EZ Eligibility Worksheet.  
Link to Form 1023-EZ Eligibility Worksheet. Once the eligibility is confirmed, follow the step-by-step guide to 
prepare the Form 1023-EZ via Pay.Gov. 
 
Please see a step-by-step guide to file the Form 1023-EZ at Resource D:  File Form 1023-EZ 
 
The IRS also offers an Overview Course called Applying for Section 501(c)(3) Status: Link to the Video Workshop 
 
 
 
 

https://youtu.be/-dcLKBlN8hM?si=tWJC5ZEifaTtf90n
https://www.irs.gov/pub/irs-pdf/i1023ez.pdf
https://www.stayexempt.irs.gov/home/starting-out/applying-section-501c3-status
https://www.youtube.com/embed/-dcLKBlN8hM?feature=oembed
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Section 5: Annual Federal Filings 
 

Federal 
Most small tax-exempt organizations that have an annual reporting requirement can satisfy the annual federal 
tax filing requirement by submitting IRS Form 990-N, Electronic Notice (e-Postcard).  The postcard is due by the 
15th day of the fifth month after the year end.  For example, the e-Postcard for a calendar year organization 
would be due May 15th.   
 
Organizations are eligible to file Form 990-N if their annual gross receipts are normally $50,000 or less. Normally 
can be determined by averaging the current year and two preceding years gross receipts. Some organizations 
aren’t eligible to use Form 990-N (e-Postcard) even if their gross receipts are normally $50,000 or less. These 
organizations must file different forms (Form 990-EZ or Form 990) instead to satisfy their annual reporting 
requirement.  
 
The following organizations cannot file Form 990-N (the e-Postcard) but must file different forms instead: 

• Gross receipts over $50,000: Tax-exempt organizations with annual gross receipts that are normally 

greater than $50,000 must file Form 990 or Form 990-EZ. 

• Private foundations must file Form 990-PF. 

• Supporting organizations: Most section 509(a)(3) supporting organizations are required to file Form 990 
or Form 990-EZ. 

 
Section 527 (political) organizations, required to file an annual exempt organization return must file Form 990 or 
Form 990-EZ. 
 

 

Submitting Form 990-N (e-Postcard) 
For a step-by-step guide on how to submit your organization’s Form 990-N refer to the following: 
Resource Section E: File Form 990-N (e-Postcard)  
 

FAILURE TO FILE A RETURN FOR THREE YEARS IN A ROW WILL RESULT IN AN 
EXEMPT ORGANIZATION LOSING ITS TAX-EXEMPT STATUS. 
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Section 6: Annual State Filings 
 

Nonprofit Corporations 
A North Dakota nonprofit corporation must file an annual report with Office of the Secretary of State on or 
before February 1 of each year. The first filing of the report is due in the year following the calendar year of the 
date of incorporation.  
 
The annual report must be completed online through the FirstStop Portal at FirstStop.sos.nd.gov. 

 

ANNUAL REPORTS OF A NONPROFIT CORPORATION MUST INCLUDE: 

Corporation Name 

• Name of the commercial registered agent or name and address. 

○ Principle executive office address of the corporation. 

• Brief statement of the character of the activities in which the corporation is engaged in North Dakota. 

• Federal tax code by which tax-exemption is established. 

• Names and addresses of the officers and directors. 

 
Beyond the statutory requirements to file an annual report, the annual report verifies the continued existence of 
a nonprofit corporation and provides the public with access to the names of its officers and directors. 
 
The filing fee for the annual report is $10. A late fee of $5 applies if the annual report is not received on or 
before the deadline. Failure to file the annual report will cause the corporation to be placed in Not Good 
Standing and, one year after the report is due, to be involuntarily dissolved. 

https://firststop.sos.nd.gov/
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Charitable Organizations 
A charitable organization must file an annual report with the Office of the Secretary of State. A charitable 
organization’s annual report is due on or before September 1 of each year. If an initial registration is filed by a 
charitable organization in July or August, the first annual report is due September 1 of the following year.  
 

 

 
 
 

NOTE: The Nonprofit Corporation Annual Report is different from the report required of a nonprofit corporation 
that has a charitable registration to solicit. A corporation with a charitable registration to solicit files two 
different reports each year with the Office of the Secretary of State: a Nonprofit Corporation Annual Report and 

a Charitable Organization Annual Report. 
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Section 7: Permanent Records 
 
Without proper recordkeeping practices, organizations may struggle to demonstrate their compliance with the 
IRS regulations, which could result in severe consequences including the risk of losing their tax-exempt status. 
 
A best practice for recordkeeping for nonprofit organizations is to establish a written document retention and 
destruction policy. This policy should set guidelines for the length of time that various documents should be held 
in the files of the organization. The guidelines apply to both electronic files stored in a cloud or a server as well 
as hard copies stored in a file cabinet.  
 
Although there is no regulation or guideline for document retention that covers all nonprofit organizations, 
records of the organization listed below should be kept permanently. 
 

• Application for recognition of tax-exempt status (Form 1023-EZ) 

• The IRS determination letter recognizing tax-exempt status 

• Employer Identification number 

• Articles of incorporation 

• By-laws with amendments 

• Minutes of board meetings and annual meetings of members 

• Copy of annual Tax returns 

• Copies of annual financial statements 

• Contracts or agreements 

• Insurance policies including any claims made 

 
These records hold significant historical and informational value and must be kept permanently to demonstrate 
compliance with IRS and state regulations, support the organization's tax-exempt status, and provide a 
comprehensive record of key decisions, actions, and policies of the organization.  
 
Student organizations should identify an officer to be responsible for transferring these documents to future 
officers. 
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Section 8: Other Tax Documents 
 
In addition to the annual information return (Form 990-N, e-Postcard) filing requirement, many nonprofit 
organizations face other ongoing compliance requirements to file various returns and reports with the IRS and 
the State, depending on their activities.  
 

Form 1099 Series Information Return 
If the organization made any of the following types of payments during the calendar year, Form 1099 filling 
might be required. 

• For payments of at least $600 to each person (who is not your employee) for the services performed 

(including parts and materials) (Form 1099-NEC).  

• For payments of at least $600 to each person to whom you have paid the following during the year 

(Form 1099-MISC): 

○ Rents (Box 1) 

○ Royalties (Box 2) 

○ Other income (Box 3), including prizes and awards 

○ Federal income tax withheld (Box 4), including backup withholding 

 

Employment Tax Returns 
If the organization has employees, certain employment tax return filing (Form 941 (quarterly) or Form 944 
(annually)) might be required.  The organization must also furnish a copy of Form W-2, Wage and Tax Statement, 
to each employee who received wages to during the year. 
 

North Dakota – State Gaming Permit 
In the state of North Dakota, charitable gaming activities may only be conducted by: 

• An organization or group of people who have received a Local Permit from a city or county or; 

• Nonprofit corporations that hold a State Gaming License issued by the Office of Attorney General  

 
An organization may apply for either a Local Permit to conduct certain gaming activities throughout the year or 
may apply for a Restricted Event Permit to conduct a one-time gaming event. The application must be submitted 
to the City or County in which the conduct of the games will be occurring. 
 
If an organization’s prizes from the gaming activities exceed certain limits, the organization must apply for a 
State Gaming License instead.  For more information on the State Gaming License requirement, visit North 
Dakota Attorney General - Charitable Gaming. 
 

https://attorneygeneral.nd.gov/licensing-and-gaming/licensing/charitable-gaming/
https://attorneygeneral.nd.gov/licensing-and-gaming/licensing/charitable-gaming/
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Additional Resources 
 

A. Checking Your IRS Status 
To verify the organization’s tax-exempt status, visit the Internal Revenue Service (IRS) Tax-exempt Organization 
Search Tool.  
 

 
 
Once you are on the landing page shown above, there are several ways to locate your organization in the 
database. Under the “Search By” field, select either “Organization Name” or “Employer Identification Number 
(EIN)”  
 

• Search by “Organization Name” – In the “Search Term” field, enter the organization’s legal name as it 

appears on its governing documents (articles of incorporation etc.). In addition, if the organization has a 

"doing business as" (dba) name, it will be listed in parentheses below the legal name in the search 

results if the organization's dba is on file with the IRS. 

• Alternatively, search by the organization’s EIN, which often results in a more precise search. 

 

Example: In this example, we ran a search by name for “North Dakota State University Crops and Soil Club”, 
with the search results shown below. 

https://apps.irs.gov/app/eos/
https://apps.irs.gov/app/eos/
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From the search result, you can click on the name of the organization to find more details on the entity’s tax-
exempt status as well as its tax return filing records.  
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B. Obtaining an EIN 
For Information about the need for a taxpayer ID number:  About Form SS-4, Application for Employer 
Identification Number (EIN) | Internal Revenue Service (irs.gov) 
 
Apply for an Employer Identification Number (EIN) online | Internal Revenue Service (irs.gov) 

1. Click “Apply online now” to begin the application process. 
2. Follow the prompts to complete the form (see below)  
3. Once complete make sure you PRINT THE CONFIRMATION PAGE AND KEEP FOR YOUR RECORDS. This will have 

your organization’s new 9-digit EIN Number (xx-xxxxxxx) that you will use to apply for exempt status, file your 
annual return, open the organization’s bank account, etc.  

 

Step-by Step Process of How to Apply for EIN 
 
1) The first page contains important information and reminders for the application. Be sure to review them 

before clicking the “Begin Application” button. 
 

 
  

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fforms-pubs%2Fabout-form-ss-4&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255533766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=d1jiOFC2tNPejIMg%2FT4lXAWns1esBa2odTnNDY1gu4I%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fforms-pubs%2Fabout-form-ss-4&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255533766%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=d1jiOFC2tNPejIMg%2FT4lXAWns1esBa2odTnNDY1gu4I%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fbusinesses%2Fsmall-businesses-self-employed%2Fapply-for-an-employer-identification-number-ein-online&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255541254%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=KJ%2FbF3MOA7asQXhC%2B5EIEvFnTbwp2NDZIzJul8pA%2F1I%3D&reserved=0
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2) The type of legal structure, business, or type of organization should match the organization’s governing 

documents (articles, bylaws, etc.). Choose the one that applies to your organization and click “Continue”. 

 
 
3) Choose the additional type of your organization and click Continue. Note that each type contains a link to 

more details on each organization type. 
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4). Next screen is for you to confirm that the type of type of structure you selected is correct. There are Help 
Topics links available on the page if you’re unsure about the selection.  

 
 
 

5). On the next screen, you will indicate the reasons for your application.  
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6.) On the next screen, you would enter the information on the Responsible Party, who is one of the officers elected or 

appointed to an administrative position within the organization.  

 
 

7). On the next screen, you would enter the organization’s address. 
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8). Here, you would enter the the organization’s name, location, and the start date.  

 
 
9). Next four (4) screens are questions on the organization’s intended activities. Answer each question as 

applicable and click “Continue”. 
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10). On this screen, you would indicate whether you’d like to receive the letter online or by mail. We strongly 
recommend you request the letter online as it will be available immediately. 
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11). This final page is a summary of your organization’s information. Please review carefully for the accuracy and 
click submit to receive your EIN. 
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C. Sample Articles of Organization – IRS Publication 557 
https://www.irs.gov/pub/irs-pdf/p557.pdf 
 
The following is an example of Articles of Incorporation that contains the required information as to 
purposes and powers of an organization and disposition of its assets upon dissolution. You should bear in mind 
that requirements for these instruments may vary under applicable state law. Legal counsel should be obtained 
to properly execute the Articles documentation. 
 
Articles of Incorporation of the undersigned, a majority of whom are citizens of the United States, 
desiring to form a Non-Profit Corporation under the Non-Profit Corporation Law of __________________, do 
hereby certify: 
 
First: The name of the Corporation shall be_______________ . 
 
Second: The place in this state where the principal office of the Corporation is to be located is the City of 
__________________, County. 
 
Third: Said corporation is organized exclusively for charitable, religious, educational, and scientific 
purposes, including, for such purposes, the making of distributions to organizations that qualify as 
exempt organizations under section 501(c)(3) of the Internal Revenue Code, or the corresponding 
section of any future federal tax code. 
 
Fourth: The names and addresses of the persons who are the initial trustees/directors of the corporation are as 
follows: Name__________ , Address____________. 
 
Fifth: No part of the net earnings of the corporation shall inure to the benefit of, or be distributable to 
its members, trustees, officers, or other private persons, except that the corporation shall be authorized 
and empowered to pay reasonable compensation for services rendered and to make payments and 
distributions in furtherance of the purposes set forth in Article Third hereof. No substantial part of the 
activities of the corporation shall be the carrying on of propaganda, or otherwise attempting to 
influence legislation, and the corporation shall not participate in, or intervene in (including the 
publishing or distribution of statements) any political campaign on behalf of or in opposition to any 
candidate for public office. Notwithstanding any other provision of these articles, the corporation shall 
not carry on any other activities not permitted to be carried on (a) by a corporation exempt from federal 
income tax under section 501(c)(3) of the Internal Revenue Code, or the corresponding section of any 
future federal tax code, or (b) by a corporation, contributions to which are deductible under section 
170(c)(2) of the Internal Revenue Code, or the corresponding section of any future federal tax code. 
 
Sixth: Upon the dissolution of the corporation, assets shall be distributed for one or more exempt 
purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or the corresponding 
section of any future federal tax code, or shall be distributed to the federal government, or to a state or 
local government, for a public purpose. Any such assets not so disposed of shall be disposed of by a 
Court of Competent Jurisdiction of the county in which the principal office of the corporation is then 
located, exclusively for such purposes or to such organization or organizations, as said Court shall 
determine, which are organized and operated exclusively for such purposes. 
 
In witness whereof, we have hereunto subscribed our names this ___ day of_________ , 20__ . 

https://www.irs.gov/pub/irs-pdf/p557.pdf
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D. File Form 1023-EZ 
Here is the IRS webpage with information and instructions regarding Form 1023-EZ: About Form 1023-EZ, 
Streamlined Application for Recognition of Exemption Under Section 501(c)(3) of the Internal Revenue Code | 
Internal Revenue Service (irs.gov) 
 

Create An Account 
Create an account on Pay.gov: Pay.gov - Home 

 

1. Click “Sign In” on the home page. On the “Sign into your account” page, click “Create an Account”. 

2. This website requires you to sign in using a trusted authentication provider. ID.me or Login.gov. If this is 

your first time setting up either of these authentication providers, choose ID.me., as the setup is simpler 

than the other.  

3. Once the authentication and Pay.gov accounts are created and set up, use the search bar in Pay.gov to 

search, “1023-EZ”:  
 

 
 

4. Select the Form Number 1023-EZ Payment Form from the search query by clicking “Continue”: 

  
 

DO NOT SELECT FORM 1023 

 

Tips for Using Pay.gov: 
• You do not need to complete the form in one sitting. The website saves progress as you move through 

the form.  

• Use the navigations buttons at the bottom of the screen to navigate or save progress. (Clicking save will 
back you out of the application, but you can access it again.) 

• Be aware of character limitations when using the narrative boxes. There are maximum and minimum 
character limits as well as special character limitations. 

• You cannot move to the next page in the application until all required fields have been populated. If 
you’re unsure of how to complete a populated field at any time and want to continue forward, I would 
suggest adding a placeholder narrative to move on. 
 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fforms-pubs%2Fabout-form-1023-ez&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255547561%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lT%2FXzJ5rOCiGO7pc3BZpHNCd93rqc0l9JspIn9zXfUE%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fforms-pubs%2Fabout-form-1023-ez&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255547561%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lT%2FXzJ5rOCiGO7pc3BZpHNCd93rqc0l9JspIn9zXfUE%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.irs.gov%2Fforms-pubs%2Fabout-form-1023-ez&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255547561%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=lT%2FXzJ5rOCiGO7pc3BZpHNCd93rqc0l9JspIn9zXfUE%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.pay.gov%2Fpublic%2Fhome&data=05%7C02%7Ckhunwardsen%40eidebailly.com%7C69d4d0c0fde349c9ecbf08dc388e1ecf%7C220568a8fd7d48a1978a0fff06c0bc35%7C0%7C0%7C638447430255553354%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=AnZeZsxVGVF7K5r0rQj4jI1SsUcOYqSPVNs5EBK%2BGaE%3D&reserved=0
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DON’T FORGET TO COME BACK AND UPDATE THE ITEMS THAT ARE INCOMPLETE BEFORE SUBMITTING 
THE APPLICATION. 
 

• Pay.gov will automatically sign you out of the software after a certain amount of time inactivity 
(approximately 15-20 minutes with no activity). Follow the following prompts to reopen the application: 

o Sign back in to Pay.gov. 
o On the home page click, “Go to My Account”. 

 

 
 
o Click, “My Forms” 
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o Navigate to the “Saved” column and “Continue to the Form” to reopen the application. 
 

 
 
Note that you will need to attach a single PDF including your Articles of Incorporation and Bylaws (if established) 
to the application.  The user fee to submit Form 1023-EZ is $275. You cannot submit the application without 
paying the user fee.  
 

Detailed Step-by-Step on Completing the Form 1023-EZ on Pay.gov 
IMPORTANT: You cannot start the Form 1023-EZ application until you have the EIN (Employer Identification 
Number). For the information on how to obtain the EIN, See Section B: Obtaining an EIN  
 
Step 1: Confirm the eligibility requirements for Form 1023-EZ is met. 
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Step 2: Answer questions on the organization’s structures. 
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Step 3: Describe the organization’s specific activities. 
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Step 4: Request the classification as a tax-exempt public charity under 501(c)(3) 
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Step 5: This screen is only applicable if you’re applying for reinstatement of the exemption that’s 
been revoked. This would be the case if you saw “Revocation List” when checking your 
organization’s current IRS Status.  
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Step 6: Signature by an officer and payment of user fee. 
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E. File Form 990-N (e-Postcard) 
 
Login to the IRS Form 990-N e-File System:  IRS Efile System  
 
The IRS requires a Login.gov or an ID.me account to submit Form 900-N. In addition, the IRS provide the 990-N 
User Guide for step-by-step instructions on how to submit electronic Form 990-N (e-Postcard). 
 

 
 
Once you’re logged in, you must first create your e-Postcard Profile. Click the link “Manage E-Postcard Profile”  
 

https://sa.www4.irs.gov/secureaccess/ui/ial1?TYPE=33554433&REALMOID=06-00075380-f403-12a1-b179-7c2b0ad00000&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=-SM-u0ktItgVFneUJDzkQ7tjvLYXyclDooCJJ7%2bjXGjg3YC5id2x9riHE98hoVgd1BBv&TARGET=-SM-https%3a%2f%2fsa%2ewww4%2eirs%2egov%2fepostcard%2fsecure%2fhome%2f
https://www.irs.gov/pub/irs-pdf/p5248.pdf
https://www.irs.gov/pub/irs-pdf/p5248.pdf
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Add the EIN for the organization you would like to submit the 990-N e-Postcard for. Once it populates the 
Currently Associated EIN(s) Box, Click “Create New Filing” button.  
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Select the EIN of the organization to be filed. The example below shows the North Dakota D 4-H Foundation EIN 
as an example. Once the correct organization is selected, click “Continue”. 
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Confirm the Organization’s details by answering the following questions: 

• Has your organization terminated or gone out of Business? Answer: NO (unless this is the final year of 

filing.)  

• Are your gross receipts normally $50,000 or less? Answer: YES 

 

 
 
Complete the contact information for the organization. Ensure all information entered is correct, then click, 
“Submit Filing.” The IRS will pop up an additional screen to ensure information is correct. Once submitted, the 
IRS will allow you to print a copy of the 990-N e-Postcard submission copy. You MUST print the copy at this 
time, once you navigate back to the home screen, you will not be able to access the copy. If you do not print at 
this time, you will need to wait for the filing to post to the IRS website.  
 



NORTH DAKOTA STATE UNIVERSITY STUDENT ORGANIZATION HANDBOOK 

41 | Tax Management 



NORTH DAKOTA STATE UNIVERSITY STUDENT ORGANIZATION HANDBOOK 

42 | Tax Management 

 
The printed copy should look similar to the example below; RED indicates information items that should be 
specific to the organization and will differ for each organization. Keep this copy in your organization records.  
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F. Example of Form 1023-EZ 
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G. IRS Sample Conflict of Interest Policy 
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