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MEMORANDUM
TO: Maria A. Gutierrez, Board Member, Guam Education Board
FROM: Franklin Cooper-Nurse, Chief Internal Auditor, Internal Audit Office

SUBJECT:  Parent Teacher Organization Cash Management Guidance

Hafa Adai Ms. Gutierrez,

In November 2015, the Guam Education Board (GEB) requested for the Internal Audit Office
(IAO) to provide guidance on the formation, cash management, and reporting of Parent Teacher
Organizations (PTOs). Per your request, IAO compiled regulations and best practices based on the
Guam law, Department of Revenue and Taxation (DRT), An Elected Official’s Guide to Internal
Controls and Fraud Prevention, Greater Washington Society of CPAs (GWSCPA), and PTO
Today.

Depending on the way the PTO is established, the GEB may or may not have authority to control
PTO activities. If the PTO was established and managed by the school, the school may supervise,
control, and be liable for the PTO’s activities. If the PTO was established as an independent, non-
profit organization, the school’s authority is limited to supervise and control the PTO’s use of
school facilities and activities relative to students during school hours or as part of a school
program?. For such instance, the GEB may give guidance for the PTO’s consideration.

The following guidance were written as if the PTO was established as a non-profit organization.
For PTOs established as part of the school, a separate memo guidance may be requested from 1AO.

1. Formation of a PTO as a Non-Profit Organization

Per the GWSCPA, the PTO would need a board to govern and an executive committee/officers to
carry out the PTO’s activities. The board would define the mission, set direction, provide guidance
through policies, and ensure the availability of adequate resources to the PTO. The officers
generally consists of Chair/President, Vice-Chair/Vice-President, Treasurer, and Secretary. The

L Englund, S. P. (n.d.). Whose rules, school or pto? Retrieved from https://www.ptotoday.com/pto-today-
articles/article/167-whose-rules-school-or-pto
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duties of the officers would need to be included in the PTO’s bylaws to describe the levels of each
officer’s authority?.

Per DRT, forming a PTO also require the following items: (1) Articles of Incorporation or
Constitution, (2) By-laws, (3) Form 1023 or Form 1023-EZ, (4) Form SS-4 [EIN], (5) Form 8718
[User fee], (6) Form FCN 2-2-110 [Exemption], and (7) Treasurer of Guam Official Receipt. See
Attachments 1 and 2.

Avrticles of Incorporation or Constitution. Incorporation is the first step in creating a non-
profit organization. Incorporation gives credibility to your programs and services, and
limits the liability of the organization’s officers and directors.

Bylaws. Bylaws are rules that govern the PTO’s operations. PTO Today recommends that
bylaws include PTO name, purpose or mission, membership requirements, officer
requirements, voting procedures, meetings, financial policies (i.e. conflicts of interest),
amendment procedures, dissolution clause, and parliamentary authority (i.e. Robert’s
Rules of Order).

Form 1023 or Form 1023-EZ. Form 1023 or Form 1023-EZ are applications for tax exempt
status per Section 501(c)(3) of the Internal Revenue Code. PTOs need to complete the
Form 1023-EZ eligibility worksheet prior to completing Form 1023-EZ. Otherwise, PTOs
need to complete and file Form 1023. Either form would need to be filed with the DRT
within 27 months of the effective date of exempt status, or after the end of the month in
which the PTO was legally formed.

EIN. EIN functions like a social security number for the PTO. To obtain this, the PTO must
complete and file Form SS-4 with the Department of Revenue and Taxation (DRT).

User Fee. There is a user fee requirement with each application for a determination letter.
A PTO must file Form 8718 with DRT to determine the fee ($400, $850, or $3,000) and
file the application.

FCN 2-2-110. This form is an Application for Recognition of Exemption under the
Business Privilege Tax Law, as required by Title 11 of the Guam Code Annotated (GCA)
§26203.

Treasurer of Guam Official Receipt. A receipt showing that the PTO has paid the required
filing fee(s).

Additionally, the PTO should have its own bank account for depositing and withdrawing funds.
Prior to opening a bank account, local banking institutions typically requires the PTO’s: 1) EIN,
2) Charter or Articles of Incorporation, 3) Documentation listing the PTO officers, and 4)
Government-issued photo ID and social security numbers of the individuals responsible for

2 GWSCPA. (n.d.). Governance & policies. Retrieved from
http://www.nonprofitaccountingbasics.org/governance/governance-policies
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creating or authorizing transactions on behalf of the PTO?3. If the PTO already has a bank account,
then the bank may also require a document stating any changes in bank signatories.

2. Internal Controls

Internal control is a process, effected by an entity’s board, management, and other personnel,
designed to provide reasonable assurance regarding the achievement of objectives relating to
operations, reporting, and compliance*. The following guidance on internal controls were based
on An Elected Official’s Guide to Internal Controls® and Fraud Prevention and PTO Today®.

Proper Authorization of Transactions. The PTO’s written policies and procedures should clearly
state which individuals have the authority to authorize each different type of transaction.
Authorization should be obtained in advance, in writing (with the authorization date), and kept on
file for inspection.

Segregation of Duties. Segregation of incompatible duties means that no one person should be in
a position to commit an irregularity and conceal it. Ideally, no one person should be able to: a)
authorize a transaction, b) record the transaction in the books of account, and c) ensure custody
of the asset resulting from the transaction. For example, having two officers sign every check
ensures that two leaders know and accept responsibility for how money is being spent.

Annual Budget. The budget is a working document listing the estimated cash receipts or income
and expenses for the year. A PTO’s budget should cover the following items: (1) budget period,
(2) prior year program achievements and financial performance, (3) program and organizational
goals during the budget period, (4) estimated revenue or income, (5) estimated expenses, (6) cash
flow and cash reserves, and (7) alignment of revenue and expenses. The budget should be
submitted by the PTO’s executive committee and reviewed and approved by the PTO’s governing
board. The budget should be reported quarterly, in order to determine whether adjustments needed
to be made. See sample budget on Attachment C.

Receipts. For each cash or checks received, numbered receipts should be issued sequentially and
copies of the receipt should be kept on file. At least two people have to be present to receive cash
and count the money at the end of an event. The two people must sign a form stating the amount
of cash received and that the count was verified for accuracy. The form must be stored with the
money in a cash box kept by the Treasurer. All cash or checks should be recorded in the account
books and deposited into the PTO’s bank account within the next business day. The bank validated
deposit slip should be returned to the Treasurer to verify each deposit. Funds should always be
deposited in the PTO’s bank account and never to be commingled with personal or school funds.

Disbursements. For all expenses incurred, justification of expenses and prior approval and
signature(s) on invoices and receipts by authorized PTO officers should be required. Funds raised

3 Writing, A. (n.d.). Banking rules for non-profit organizations. Retrieved from
http://smallbusiness.chron.com/banking-rules-non-profit-organizations-829.html

4 U.S. Government Accountability Office (2014). Standards for internal control in the federal government. Retrieved
from http://www.gao.gov

5 Gauthier, S. I. (1994). An elected official’s guide to internal controls and fraud prevention. Chicago, IL:
Government Finance Officers Association of the United States and Canada.

8 PTO Today (n.d.). Treasurer. Retrieved from http://www.ptotoday.com/treasurer
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for the approved purpose must be spent for that purpose. Checks (drawn from the PTO’s bank
account) should be used for all disbursements and signed by two authorized PTO signatories. The
checkbook should remain in safe custody by a designated PTO officer. VVoided/cancelled checks
should be kept on file. No one should be allowed to pre-sign or issue blank checks. Whenever
there is a change in the bank signatories, the bank should be immediately notified. All
disbursements should be recorded in the account books. ATM cards or credit cards drawn from
the PTO’s bank account are not permitted.

Reconciliation. Cash balance reported in bank statements should be reconciled (or matched) with
cash balance reported in the books of account. Differences should be documented and corrected.

3. Accounting

The U.S. generally accepted accounting principles require the following financial statements from
non-profit organizations: (1) Statement of Financial Position, (2) Statement of Activities, and (3)
Statement of Cash Flows’. The Statement of Financial Position and Statement of Activities are
required, by Guam law, to be annually published in a newspaper. Refer to Attachment D for sample
statements. For further assistance, consult with an accounting professional.

Statement of Financial Position. Similar to a business’s Balance Sheet, this report shows
the PTO’s assets (owned by the organization), liabilities (amounts owed), and net assets
(total assets minus total liabilities).

Statement of Activities. Similar to a business’s Income Statement, this report shows the
PTO’s revenues (fees earned from providing services or selling items), expenses (costs),
change in net assets (total revenues minus total expenses), net assets beginning, net assets
ending.

Statement of Cash Flows. Similar to a business’s Statement of Cash Flows, this report
shows the PTO’s change in cash and cash equivalents during the accounting period. It
consists of net cash from operating activities (those not reported under investing or
financing activities), net cash from investing activities (purchase or sale of long-term
assets), and net cash from financing activities (borrowing and repayments).

4. Annual Audit
PTOs should have an annual audit of its financial statement reports. An audit is an independent
review of the PTO’s financial control and reporting. The audit can be conducted by a member or

volunteer with financial background or a paid professional®.

5. Reporting Requirement

" Accounting Coach. (n.d.). Nonprofit accounting. Retrieved from http://www.accountingcoach.com/nonprofit-
accounting/explanation

8 PTO Today. (n.d.). 5 smart financial controls. Retrieved from http://www.ptotoday.com/pto-today-
articles/article/395-5-smart-financial-controls
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DRT requires for non-profit organizations, such as PTOs, to file certain forms by certain dates. It
would be helpful for PTOs to calendar these due dates.

Form 1099-MISC. This form must be filed by the PTO if it paid at least $600 to a non-employee
for services (including parts and materials) performed during the year. The PTO must issue Form
1099-MISC to the individuals or businesses by January 31 and to DRT by February 28 of each
year. Note: The PTO must request a W-9 form from the individual or business before issuing them
a check payment.

PTOs must file Form 990-N, Form 990-EZ, or Form 990 by the 15" day of the fifth month
following the end of the PTO’s fiscal year. To know which form to use, the PTO needs to calculate
the amount of money it received that year (annual gross receipt). This amount is based on receipts,
not profit.

Form 990-N. If the PTO received $50,000 or less, then the PTO could complete and file
Form 990-N.

Form 990-EZ. If the PTO received above $50,000 but less than $200,000, then the PTO
could complete and file Form 990-EZ with Schedules A, G, and O.

Form 990. If the PTO received above $200,000, then the PTO could complete and file
Form 990 with Schedules A, G, and O.

FCN 2-2-111. This form is to be completed and filed with DRT within 90 days after the end of the
PTO’s accounting period. This form is mainly to report sources of income received during the
year.

To obtain the most updated forms, please visit https://www.irs.gov/uac/About-Form-990,
https://www.irs.gov/uac/About-Form-990EZ, or https://www.irs.gov/Charities-&-Non-
Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-(e-
Postcard). For more information on non-profit filing requirements, please visit DRT’s office at
1240 Army Drive in Barrigada, Guam or its website at www.guamtax.com.

Additionally, 18 GCA 814102 requires for non-profit organizations, such as PTOs, to annually
publish its financial report in a newspaper within 45 days of the close of its fiscal year. The
financial report should include income and expenditures for the previous year and a balance sheet
showing its assets and liabilities. If the PTO is found to be non-compliant, DRT shall revoke the
PTO’s license or charter and tax exempt status.

6. Retention of Documents

Documentation of each transaction allows for accountability and transparency of every dollar,
creates a historic record for future planning, facilitates the annual audit, and organizes information.
Documents should be designed to ensure that the PTO’s accounting records are complete. Best
practice is to keep the following documents for three years or more: (1) monthly treasurer reports,
(2) bank statements, (3) canceled checks, (4) check registers, (5) Form 990, 990-EZ, or 990-N, (6)
incorporation articles, (7) Form 1023 and documentation, (8) Determination letter for 501(c)(3)


https://www.irs.gov/uac/About-Form-990
https://www.irs.gov/uac/About-Form-990EZ
https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-(e-Postcard)
https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-(e-Postcard)
https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-(e-Postcard)
http://www.guamtax.com/
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tax-exempt status, (9) meeting minutes and agendas, (10) year-end treasurer reports, and (11)
annual audit reports.

Should you have questions or concerns, please contact me at 300-1273 or via e-mail at fjtcooper-
nurse@gdoe.net. Thank you.

Best Regards,

T Jlrf

Franklin Cooper-Nurse
Chief Internal Auditor

Attachments:

Attachment A Guideline for Registering

Attachment B Application Package for Tax Exempt Organizations
Attachment C Sample Budget Report

Attachment D Sample Financial Reports


mailto:fjtcooper-nurse@gdoe.net
mailto:fjtcooper-nurse@gdoe.net
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ATTACHMENT A

I

Department of

Revenue and Taxation
Government of Guam

GUIDELINE FOR REGISTERING—NON-PROFIT ASSOCIATION/ORGANIZATION

Guidelines to follow for registering the Constitution and By-Laws of a NON-PROFIT
ASSOCIATION/ORGANIZATION. (Sports, Homeowner's, PTO, etc.)

Filing fee: $25.00

L. CONSTITUTION

. The Name of the Association

. The objectives for which the Association is formed

The location of the principle place of business

Names of the officers, title and residence address
Requirements termination/dissolution

Inurement Clause

Political Activities Clause

. Must be signed by the officers and notarized by a Notary Public

PN OB W

I BY-LAWS

. Requirements of membership and termination

. Requirements on dues

. Activities and functions of the Association

. Functions or duties of the officers

. Requirements in setting for meetings

. Requirements in collecting and disbursing of dues
. Must be signed by the officers.

O BWN

=3

NOTE: Please make sure to pick up the application for TAX EXEMPTION and EIN or TIN at the
BUSINESS PRIVILEGE BRANCH, 1240 Route 16 (Price Smart Building) Bamrigada Heights,
Guam U.S.A. ' Telephone: (671) 635-1835 or 36.

Post Office Box 23607, Guam Maia Facility, Guam 96921 + Facsimile Number : (671) 633-2643



IAO Memorandum — PTO Cash Management
March 17, 2016
Page 8 of 27

ATTACHMENT B

Dipattamenton Kontribusion yan Adu’dné e Edche Bazs Cavo, Govemor Mege'Whi

@ REVENUE AND TAXATION ———

== GOVERNMENT OF GUAM Gubetnamenton Guahan

APPLICATION PACKAGE FOR
TAX EXEMPT ORGANIZATIONS

1. Stamped copy of ARTICLES OF
INCORPORATION or CONSTITUTION.
2. Stamped copy of the BY-LAWS.
3. Form 1023 for 501(c)(3) Organizations**
4. Form 1024 for 501(c)(2), (4), (5), (6), (7),
(8), (9), (10), (12), (13), (15), (17), (19), and
(25) Organizations**
5. Form SS-4 — Application for Employer
Identification Number
6. Form 8718 — User fee for Exempt
Organization Determination Letter Request
7. Copy of Treasurer of Guam Official

Receipt

**Please review and complete application before
submission.

Post Office Bax 23607, Guam Main Faclity, Guam 96521 « Tel. / Telifon: (671) 635-1817 » Fax / Faks: (671) 633-2643
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DipattamentonKontribusionyanAdu’ana e T T T T et

@ REVENUE AND TAXATION e e
===  GOVERNMENT OF GUAM GubetnamentonGuéahan

EXEMPTION APPLICATION

BUSINESS PRIVILEGE TAX BRANCH

FORM CN 2-2-110Approved 10/31/61Revised 08/06/93
PRINT Download Clear All

Form CN-2-2-110 is for persons and organizations applying for exemption under Section 26203,
Chapter 26 Title 11 Guam Code Annotated. Check the appropriate box below for which the exemption
is claimed

| 26203 (a) Governmental

| 26203 (b)  Fraternal

[l 26203 (¢) Religious, Charitable, Scientific or Educational
[ ] 26203(d)  Civic and Community Benefit

| ] 26203 (e)  Hospital, Infirmaries and Sanitariums

[ 26203 (f) Totally Blind Person

L 26203 (g) Agricultural Producers and Fisheries

[ 26203 (h) Tax Paid Alcoholic Beverages and Tobacco

Name of Taxpayer/Organization

Date of Application
Address 2
Employer Identification Number (EIN)
Is the Taxpayer/Organization Incorporated? [_] Yes DNo
State in which incorporated

Date Incorporated

If not incorporated, manner of organization

Date Organized S
Date Registered with the General Licensing Branch

Post Qifics Box 23607, Guam Main Faclity, Guam 96821 « Tel. / Telifon: (671) 635-1817 « Fax / Faks: (671) 633-2643
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IMPORTANT REMINDER: A copy of the organization’s Articles of Incorporation or Association and By-
laws must accompany this application

SIGNATURE AND VERIFICATION

|, the undersigned, acting as an individual or as President, Vice President, Treasurer, Assistant
Treasurer, Chief Accounting Officer, (or other duly authorized officer) of the organization for which this
application is made, declare under the penalties of perjury that this application, (Including any
accompanying statements of fact) has been examined by me and is, to the best of my knowledge and
belief, a true and correct application, made in good faith pursuant to §26203 Title 11 of the Guam Code
Annotated and the regulations thereunder establish by the Commissioner of Revenue & Taxation.

Signature

Title

Date

CERTIFICATION OF TAX EXEMPTION

This is to certify that having fully complied
with the necessary requirements set forth under §26203 Title 11 of the GCA, if hereby declared tax
exempt, which exemption will continue indefinitely unless revoked on the basis of further information
obtained by audit or otherwise,

Commissioner of Revenue and Taxation Date
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Dipattamenton Kontribusion yan Adu'dna R e Swstymer Stoge/ i

DEPARTMENT OF
@ REVENUE AND TAXATION o o

S22  GOVERNMENT OF GUAM Gubetnamenton Guahan

PUBLICATION OF FINANCIAL INFORMATION
BY NONPROFIT ORGANIZATIONS

§ 14101. Purpose of Chapter

The Legislature finding that the people of Guam are generous contributors to charitable or other
nonprofit organizations but are usually unaware of the disposition made of their contributions, the purpose
of this Chapter is to require all such organizations, except strictly religious ones, to file and publish annual
financial statements so that the people of Guam can be made aware of the actual fiscal needs of these
organizations and can thus govern themselves in their donations to such organizations accordingly.

§14102. Filing of Annual Reports

Except for an organization that is entirely religious in character, or a fraternal organization under
the lodge system that does not solicit, directly or indirectly, form the general public donations and the
contributions, and does not participate in local fundraising activities such as raffles and bingo games,
every nonprofit organization, including but not limited to a fraternal benefit society, order or association
operating under the lodge system, a corporation, association, or society organized and operated for
eleemosynary, scientific or educational purposes, business league, Chamber of Commerce, civil league, a
political party, any organization of more than two individuals whose purpose is to provide funds or other
assistance of value to a political candidate, any organization with the avowed purpose of advocating the
improvement of the Government of Guam or the political process, and an organization operating for the
benefit of the community and for the promotion of social welfare, shall caused to be published annually
within forty-five (45) days of the close of its fiscal year in a newspaper of general circulation in the
Territory of Guam a financial report which report shall include a statement of its income and expenditures
for the preceding year and a balance sheet showing its assets and liabilities. For the limited purpose of
this section, the fiscal year of a political party, an organization of more than two individuals, whose
purpose is to provide funds or other assistance of value to a political candidate and any organization with
the avowed purpose of advocating the improvement of the Government of Guam or the political process
shall end on September 15. Such newspaper report need be no longer than four (4) inches by five (5)
inches. Such financial statement shall contain a certificate as to its accuracy by an officer of the
organization which financial statement shall be filed with the Director of Revenue & Taxation.

§14103. Administration by Department of Revenue & Taxation

The Director of Revenue & Taxation shall administer the provisions of this Chapter and upon a
finding of noncompliance thereof by any organization required to file and publish such statement, he shall
revoke any license or charter issued to such organization by the Government of Guam and shall revoke
the tax exempt status of such organization; provided, however, that such action may be taken by the
Director only after a public hearing pursuant to the provisions of the Administrative Adjudication Law [5
GCA Chapter 6). In addition, any officer of an organization required to publish its financial statement
under the provisions of this Chapter who either intentionally fails to publish such or intentionally falsifies
the information therein shall be guilty of a misdemeanor.

Post Office Box 23607, Guam Maln Faclity, Guam 86321 « Tal. / Telfon: (671) 835-1817 « Fax/ Faks: (671) 633-2643
R e e B L e e e e T e ey~
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Dipéttamenton Kontribusion yan Adu'dna Fadte fais Cates, Gorvamcr Maga'h
DEPARTMENT OF

REVENUE AND TAXATION e e T

GOVERNMENT OF GUAM Gubetnamenton Gudhan

a. The name of the corporation, as shown on the records of the Department of Revenue &
Taxation; and
b. The information as changed.

(f) Any corporation failing to file an annual report that complies with the requirement of this Section
within sixty (60) days after it is dve, shall pay, in addition to the regular annual report fee, the sum
of Fifty Dollars ($50.00), providing the report is received by the Director of the Department of
Revenue & Taxation prior to revocation as provided in this Title, and shall be subject to
dissolution or cancellation of its certificate of authority to transact business as provided in this
Chapter.

(g) The filing fee for an annual report shall be One Hundred Dollars ($100.00), with the exception of
nonprofit corporations shall be Ten Dollars ($10.00).

(h) Any corporation which is required to file or provide an annual report with another government
agency or regulating body may satisfy the annual report required by this Section by filing the same
report with the Director of the Department of Revenue & Taxation has determined in writing that
the report contains the same or substantially similar information pursuant to this Section,

Post Offica Box 23607, Guam Main Faclity, Guam 96521 « Tel. / Telfon: (671) 6351817 « Fax / Faks: (§71) 633-2643
[emee—tne e m s e S fama B e e e )



IAO Memorandum — PTO Cash Management
March 17, 2016
Page 13 of 27

Dipattamenton Kontribusion yan Adu’snd oy gy ettt b

DEPARTMENT OF e . i, Creatr
@ REVENUE AND TAXATION et

S22 GOVERNMENT OF GUAM Gubetnamenton Guahan

TAX EXEMPTION APPLICATION PROCEDURES

Pick up the following forms at the Business Privilege Tax Branch:

FORM 1023 - Application for Recognition of Exemption under Sections 501(c)3) of the Guam
Territorial Income Tax Law.

FORM 1024 — Application for Recognition of Exemption under Sections 501(c)(2); (c)4); (c)(5);

(eX6); (©)(7): (e)(8); (€X9): (cX10): (eX(12); (c)13); (e)15); (€)(17); (c)(19); (c)(20); and (c)(25) of the
Guam Termritonal Income Tax Law.

FORM SS-4 — Application for Employer Identification Number.
FORM 8718 — User Fee for Exempt Organizations Determination Letter Request.

FCN 2-2-110 - Application for Recognition of Exemption under the Business Privilege Tax Law.
Section 26203, Title 11 of the Guam Code Annotated.

These forms are to be completed by the organization applying for Tax Exempt status.
A registered copy of the organization’s Articles of Incorporation or Association and
By-Laws must be filed with the forms. File completed forms with the Business
Privilege Tax Branch. Once the application for Exemption is filed and approved, the
following forms must be filed by the prescribed due dates, if required:

FORM 990 — Return of Organization Exempt from Income Tax. This form is due by the 15% day
of the 5 month after your accounting period ends, This is essentially the financial statement of the
organization to be filed each year while in existence if income exceeds $25,000.

FORM 990T — Exempt Organization Business Income Tax Return. Filed separately for
organizations with gross income of $1,000 or more from business unrelated to the organization's exempt

purpose.

FCN 2-2-111 - Annual Information Return of Organization Exemption from Business Privilege
Tax. This form is due no later than ninety (90) days after the close of the organization's accounting
period. The annual information return is mainly information of the sources of income received during the
year. The retumn is required to be filed every year. The organization is also required to file and publish
annual financial statements in the newspaper

Post Office Box 23607, Guam Main Facilty, Guam §6621 « Tel. / Telifor: (671) 835-1817 « Fax / Faks: (671) 633-2643
[ e e e e S S e e
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MNote: The Instructions for Form SS-4 begin on the next page of this document.

Attention

Limit of five (5) Employer Identification Number (EIN)
Assignments per Business Day

Due to a high volume of requests for EINs, the IRS will begin limiting the number
of EINs assigned per day to a responsible party identified on Form 55-4.
Effective April 11, 2011, a responsible party will be limited to five (5) EINs in one
business day. This limit is in effect whether you apply online, by phone, fax, or

il
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The person making e call must be authorzed bo sign the form
or be an authorized designee. See Thind Party Des arxd

Signalure on page §. Alsg see the first THF on page 2.

Mote. Intemational applicants must call 1-267-941-1029 (not
ioll fress)h.

i you are applying by ielephane, it will be helpful io complete
Farm 55-4 before contacting the IRS. An IRS represamative
ﬂmhhhﬂuﬁhﬂmhﬁﬂdmmln:ﬂaﬂi:hm
accourd and assign you an EIN. Wiile the rumber you ar

:ﬂmﬂ'retpgerngl'ﬂmrﬂﬂuhnnmldwuﬂdnhm
E:ap1h:n:|p:|r [ your records.

i requesied by an IRS r , mail or fax the signed
Farm 4 (induding any third party designes authorization)
within 24 hours 1o the IRS address pravided by the IRS
representative.

aﬂr rapresaniyives can fior an EIN an behalf
duﬂ.rmdmm'rm.ﬂ Iﬂbafu.aud'rnﬂ'w
ciienf on the same day. .Elfll'i fhis procedune,

}ﬂ:mmmﬂ'm&hma‘m L & COver
shael

Fax. Under the Fax-TIM WOu can mﬂﬂmmElﬂhr
fax within 4 business days, i.-an:lh:.uﬁ:mn
IRS using the appropriaie Fax-TIN number lisied balow. &
lang-distance charge ba callers outside af the local caling area
will apply. Fax-TIN numbers can only be used 1o apply for an
EIM. The numbers may change withoul nolice. Fax-TIN is
avalshle 24 hours a day, T days a wesk.
[Be zure bo prowvide your fax number o the IRS can tax the
EIM back % you.
Mail. Complebs Form 55-4 at leasi 4 10 5 weeks bafone you
will need an EIN. Sign and dale the ication and mail it ta the
uru‘nunurt-ufuddrmhryﬂurrlﬂe o willl recaive ElN
in the: mail in approcimabely 4 weeks. Al m:ue??a'rd.l:gl‘;
Designes on page B
Call 1-800-829-4533 1o
status of an application by

@ Form 55-4 downloaded fram B5.gov is a @li-in foarm,

a number or ko ask aboud the

.:.m:l'ld'lmn:rm:!kfad ﬁm'hﬂ'u.hrh.wrgnrmmhgm

Where o File or Fax

if your principal business,  |File or fax with the “internal
office or agency, or legal Revenue Service Center”
residence in the case of an  |atk:

individual, is located inc

Altr: EIN Operation
One of the B0 siates ar the Cinannati, OH 45950
Diisirict of Columbia
Fax-TIMN: BE3-EE0-ETED

If you have no legal Altr: EIN Operation
residence, principal place of | Fhiladelphia, P&
business, or principal office | 15285-0528

or agency in any stale or the

District of Columbiac Fax-TIMN: 267-841-1040

How To Get Forms and Publications

Internet. Yau can download, view, and arder tax forms,
instructions, and publications at IRS.gav.
Phone. Call 1-B00-TAX-FORM [1-800-829-367E) ta arder
forms, instructions, and publications. You should receies your
order ar nalification af its stabus within 10 workdays.
DVD for Tax Products. Far small busmesses, return
preparers, or obthers wha may frequently need tax foms or
Edihmﬁm: a DVD containing ower 2,000 tax products

rcduding mary prior yesar forms) can be purchased fram the
Mational Techrical Indormation Service (NTES)

To arder Pub. 1755, IRS Tax Praducts DVD, call
1-8F7-2X3-6T6T or go 1o wwwins. gowkdonders.

Tax help for your business is available af www.irs.gow

businessssS

Related Forms and Publications
The fallawing forms and insiructions may be usstul bo filers af

Form S5-4.
# Farm 11-C, Oecupational Tax and Aegisiration Aehem for

W .

- mng:]?. Application for Aegisiration (For Certain Excise
Tax Activities].

& Farm 720, O Fadaral Excise Tax Heturn.

# Farm 730, Monthly Tax Asturn for Wagers.

# Foarm 941, Employer's QUARTERLY Federal Tax Asturn.

& Farm 944, E 5 AMNUAL Federal Tax Rabum.
# Farm 990-T, Omganization Busine=ss Income Tax
Asturn.

# |nstructions for Famrm 9280-T.

* Farm 1023, Application far Recognition of Exemption Undes

Section 507{c) :I-u-‘llhuhﬂm'lul Rewenue Code.
# Farm 1024, Application for Recognition of Exemplion Under
Section E'l}Ha

# Schedule C [Form 1040), Profit or Loss From Business [Sole
e £
L {Farm 1040}, Profit or Loss From Faming.
# |nstructions for Farm 1041 and Schedules &, B, G, J, and
K-1, UE Income Tax Retum far Estales and Truests.
# Farm 1042, Annual Withhalding Tax Retum for US. Source
Income of Fareign Parsons.
# Instructions for Farm 1068, U.S. Return of Partnership
Incomae.
# Instructions for Fomm 10668, ULS. Real Estate Morigage
Investment Conduit (REMIC) Incomse Tax Rebum.
# |nstructions for Fun'ru 11200
* Farm 2230, Heawy Vehick Use Tax Aeturn.
# Farm 2653, Elmlm bya Business Corporation.
# Farm 2848, Power of Atamey and Declaration of
resentative.
rm BE21, Tax Infarmation Authorization.
# Farm 88312, Entity Classification Election.
# Farm 8845, Claim for Fedund of Excse Taxes,

Fﬂrrlm informafan about filing Form 55-4 and relabed

F"l.h 151E|ru|.iu.r E). Employer's Tax Guide;

Put. 51 (Circular &), Agricultural Em Tax Guide;
Pub. 538, Assaunling v FE:::I:L hm.:
Pub. 542, E:l'puru.ﬁ:l'l:...

Pub. 587, Tam-EwumEﬂ_l tatus for "r'utl'Ch'garlmhnn
Pub. 583, Starting & Kaeping Aaconds;
Pub. 964, TTuSun.luWayn:P‘ay‘r'mFudeﬂTuﬂhr
usinass and Indivdual T BrE;

Pub. 1835, Understanding our EIN.

L i-i-i-i-

Specific Instructions

Fallow the instructions for each line 10 expedite processing and
10 avoid urmecas RS reguests jor addiSonal informaan.
Enter “HWIA™ an the lines thal do nod apply.

Line 1. Legal name of entity {or individual) for whom the
EIN is being requesied. Erer the begal name of the entity {or

individual) a for the: EIN exactly as it appears an the
sacial sescu , charier, or ather applicable legal document.
#An enbry is required.

Individwrals. Enler your first name, middle nitial, and last
I'IH.ITIE I are a sole proprielorn, enter your individusl name,
ﬂw:ﬂnm Emter rbu:l};mmhml
Dnrl:ll.muabl:lumuun::rm: = on line 1.
Trusts. Enter the name of the frust as it appears on the
frust instrument.

Instr. for Form S5-4 (2011)
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information about personal service comporaions, ses the
Instructions for Form 1130 and Pub. 542.

I the corpovalion is recently fomed, the lesting peviod
A beging on the firsd day of ils fax pear and ands on the
T earfier of he lasd day of ils fax pear, or the last day of
the calendar yaar in wihich is lax pear hegins.

Other nonprofit crganization. Check this box i the
nonprofil arganzation is other fhan a chunch or
-cantrolled organ

chureh ihe al
organizaian {far E:l.:l'nph muﬁuﬁ I.'rpl: ntmpmﬁ:

If the arganization alio seaks fax-axempl sfates,
- must file aifer Farm 1023 or Form 1024, SEEHFEE?

I fiar mane informalion.

i the ization is covered by a
eriter hmw u:l.:l'rq:lﬂnbr r||.l'r|l:|:|:1'E wtﬂ last
eriry. Dﬂrﬂ.mﬂuu'lh[iﬂuﬁhem EIRL) If you
o nol the GEM, contact the parent anganization. See
Puly. 557 for more information about group H.El'rq:lim letters.

i the: tion is a seclon 527 political crganization
dﬂizﬂ'ﬂhﬂlhrﬂ#‘lﬂrmm& aahn'.lard!_.lp-nﬂy
“eclion 52T arganization® in the space o the righl. Ta
mﬂugm:dm:m:.amﬁz? itical
organizaiiaon must By file Ferm BT, Palitical
‘Ornganization Hmdmﬁ?ﬂmn'ﬂhnﬂihmmﬂ
ther dale on which the organization was established. The
organizaiion may also have bo file Farm 8872, Political
Organization Aepot af Confributions and Expendiures. Ses
LIS, for more information.

Plan adminisirador. |f the plan administrator is an
individual, enter the plan adminstrator's taapayer idenlificason
number (TIM) in the space provided.

REMIC. Check this bax if the entity has sbacted ba be

ireated as a real estals morgage invesiment conduit (REMIEC).
Se the Instructions for Form 1 far mare information.

StxieTocal governmentd. I you are a government amployer
urdyuummtmmd’yuu:ui?lm and Medicara

cowerage oplions, go to waw.nosses, nrg.-'sralessamnmm.r
il b edilsin the contacl imormalion for pour stale's Socal
Escurity Administrator.

Other. If not spacifically Estad, chack the “Othe” box, enber
the type al entity and the type of retum, if any, that will be filed
Em:mﬁ““ﬂmen Fund, Form 1085 or "Created a

") Do mal enber A" I1_,lnn|.|u.r|.-anuh|:n|rl:in:h|=l

lying for an EIN, sse e Lines Ta—b instircions an

lFﬂumdrﬂdurrmhﬂr Hmmanrﬁvﬂ.ﬂlhuﬁ
employ Someone 1o provide sendces in your housshold, check
the “Oiher™ box and enler “Heusehold Employer™ and your
SEN. If you are a trust that qualifies as a housebald amployes,
you do nol need a separste EIN Tor reporting tax information
relating to housshald mq:h'g,r:-u: use the EIM af the trust.
. Hﬁmd'rﬂdumphﬁr mmnfu
household employer I!nad or other
welfare recipient receiving home care sendces th h a staie
or local pregram, chack the "Other” bax and enter hald
Em Agenl” [Sea Rev. Proc. B0-4, 1980-1 C.B. 581; Fev.
Proc. , 1884-1 T8, 502; and Malice 2003-70, 2003-43
LA.E. 81&.) H you are a state or kacal govemment also check

ther b for statedocal L
ter 5 subsidiany (OSub) chedk

* OZub. For a gualified
the “Other™ bow and :-pmfy

are a withholding agent required
& “Oher" bax and enter

bﬂuFﬂmﬂaE.d'm
“WWithhalding Agenl.™

Disregarded entities. A dsregarded enfity is an sighble
entity that i disregarded == separate from its gwner for
l'rmmru taw purpases. Dm‘ugﬂ'l:l-ud :nhhﬂrdu:h

Emited i 5 (LLC=) thal ane

disregarded a5 separabe from Shelr owners, g m.i:dlq:i:t
5 subsidiories [qmﬁdm:hhdmﬂmmhn] ard
-neﬂ.:rlmlnlrl'rud fl:l'ug'mrﬂ.lru-: See the Instructions for Foem
BE3Z and A section 301.7701-3 for more information
on domestic and foreign disreganded entities.

For wages paid on or after Januany 1, 2009, the disregarded
enlity is requinsd to use it name and EIN for reporting and
paymenl of employment laxes. & ertity is also
required 10 use its rame and ElN to negister for excss (ax
aclivities on Form 637, and repor excise lawes reporied on
Formms 720, ?31]..225‘1:511-6,“ nl.u.imu.n:,lreh.lrld:.
credits, and payments on Form 8849, Sae the instructions for
e employment and exciss tax rebums for mone infarmation.

Complete Farm 55-4 for digsregarded enfifes =< follows.
LLE- entity is filing Farm 55-4 1o abdain an EIN
because il i reguired 1o report and pay employment and exciss
taxes (sae abave) or for mor-federal purposas swch as a stabe
mqmmrﬂ,d‘red:ﬂlﬂ‘ﬂﬂ'm'hhhrlmhﬂﬂm

enfity” (or “disregarded entity-sole proprietanship®
i1hu-u-m-rurﬂu'rudm'uguﬂud:rniyuﬂ1rﬂ\rl:hn[l
# | Fie disregarded & = reguash anEINfl:rpu'pﬁu:H
filing Form 1o :Imrﬂrdu:mﬁmmrg: an association taxable
as a corporation, or Farm 2853 to alect & corporation stahus,
check the “Comporaon” bax far line 9a and write
“ingle-member” and the form number of the relwm that will be
filed (Form 1120 or 11205).
# | ;e disregarded & = requasting an EIN bacause it has
atouired one or more addiional oamers and its classifica®on
has changed %o parinenship under the dedault nules af
Aesgulstiors section 301. 700 -3(f), check the "Parnanhip™ box
far line 9a.
LLinee 10. Reamon for Check ane bax. Do not
anber THiA." A:ﬂuﬁ:lapigmnd only

Started new business. Check fis bax if you are starting a
new business that requines an EIM. H}mldtd:ﬁshm.:rn:f
the of business being started. Do nal & it
meﬁEHardmu:?nddn;mmrﬂplﬂ 1":.."

Hired employees. Cheack this box if the axisting business iz

requesling an EIN bacawss il has hired ar is hiring empl
a.rl:ll: therefane required o file employment (ax relums. EDI‘I:'
a.pplriyﬂu:l’:udj’iuﬂmEleTdmurﬂyﬁig:ﬂqtym
For infarmation an amg I!a.r::: (far examgle, for family
membears), :-nuF"ubJE

¥ou mus! make mﬁmﬂsﬂfﬂm
faves (such as i lax, excise lax, and
—'"“- mbm wusing EFTPS. Sae Federal tax
deposits must be made by elecironic funds transfer on page 1;
section 11, Depositing Taxes, in Pub. 15 {Circular E); an Pk,
Qﬁ‘

purpose. Check this bax if you are nsguesting an
EIN fl:rhu.nkmg orly, and armer the banking purposs
{for example, amm iurdupnmhngil.lﬂmun
imvestment club for dividend and interest reparting]).

Changed type of organizaiion. Check this box § the
business is changing its I:-_,rpl.-l:d'utgnrl.mﬁm For axample, e
business was a sole proprieonship and has been incomporaled
mrmbummapnmmﬂlp.ﬂmmmsmspﬂrm
e space provided (including availahle mﬂy
below) the type of pe made. Far example, “From
Praprietanship o Partnership.”

going business. Check this box il you
an existing business. Do nol use the former oaner's
EIN unless you became the “oaner™ of a corporation by
acguining its stack.

Cresled a trust. Chedk this box if you created a trusl, and
anbar the type af tust crealsd. For axsmple, indicate if e trust
5 a nanexempd chantable trust ar a split-inierest irst.

Exce Do mat file this foem for certain granior-
trusis. The trusiese does not need an EIN for e tust
trusies fumishes the name and TIM of the grantarfosner and

e nddrmﬂd'ﬂre1mr|.'lﬁal Hewiewar, nbar frusts:
fhat dia nal e using od 1 and IR rests that ans
required 1o file Form 280-T, Exempt nizaan Business
Income Tax Feturn, must have an EINL more infarmation an
grandar trusts, see the Instructions for Form 1041,

Dy nod civack fhis bow if your ane ing for a brust EIN
@ wihen & naw pension plan is . Chack

“Created a panmion plan,”
Instr. for Form 58-4 (2011}
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for goods braded in the wholesaks market, usually betwesn
busnesses.

Wholesale—other. Check this bax if the licant is

BT hﬂhaﬂgﬂnﬁhﬂuwlﬂluﬂunﬁpmﬁw
other i r resale on their own accourt, goods used in
production, ar capital or durshle nonconsumer gaods.

Retadl. Check this bax if the applicant is engaged in selling
menchandise 1o the gensral public a fived store; by dired,
mai-ordar, or alectronic sakes; or by wsing vending machines.

ither. Checs this box if the applicant i engaged in an
activity not described above. Describe the applicant’s pringipal
business: activily in the space provided.

Lime 17. Use line 17 o describe the incipal lire of
business in mare detail. For example, if you ch ]
Construcion” bax on line 18, anter addiional detail such a=
SGeneral contractar for residential buildings™ on Ene 17. An
eriry is reguired. Far marigage REITs i merigage REIT
ard for equity REITs indicale what of real mﬁ_erqri:ﬂ'u.-
mmﬂ?qﬁ(mmm REIT, mw';d:nﬁu] EE .
mirewaehousa REITL

Line 18. Check the applicable bax ta indicale whether ar nat

the applicant entity applying for an EIN was ssued one
previously.
Third Party Desi . Complete tis section il wan
bau‘lhu-ig thee rn.n-ru““?:! inded fa recahe hﬂiﬁl&ﬂ and
arswer guestions shoul the completion of Farm 55-4. The
designes's au tEemninaies at the time the EIM is assigned
ard refeassd to the designse. You must complebe the Sonature
area for the autharization to be valid.

nature. When required, the applicafion must be signed by
(a) the individual, i the applcant is an indwidual, [b) the
president, vice president, or other principal officer, if the
applicant is a carporation, (ch a sinle and duly autharized
member or afficer having knowledpe of its atfairs, if the

licant is a I vesrrnent & , or atbar
nF‘:||.r-'mm'|:-|'_'m|1u1.u:|':|=|:|lnr|;|1,.:.nﬂ"|_:|.' LE'I.ME:' or {d} the ﬁn“! , if the applicart
is a Wrust or an estale. Foreign applicants may any
duly-sutharized person (for exampls, division manager) sign
Farm 55-4.
Privacy Act and Paperwork Reduction Act Nolice. W ask
for the mfomation an this farm o cary oul the Inlemal
Ravenus laws of the United Stales. We need it 1o comgly with
section 6109 and the rnglmﬂu1hmu1h,ﬂithgcn:ruﬂl
reguine the incdusian af an employer idenlification numbser (EIN)
on ceriain retums, statements, or atber documents filed with the

Intemal Aevenue Service. I your entity i required o oblan an
EIM, you are required 1o provide all of the infermation requesisd
an this farm. Information en this form may be used o dalsmine
which federal tax redums you are reguined to file and to provide
you with related forms and pubbcations.

‘e disdlose his form bo the Social Secunty Administration
(S:5A) Tor thedr use in delemining compliance with
Izrars. Wie may give this information 1o the Depariment of Justics
hrmh&n:rmrcririulﬁgnﬁ:mardmmm:m1h
District of Columbia, and LS. commonwealths and

sxians lor uDe in administering their tax laws. We may
alza disdioge this information to other courtnes under a ax
treaty, 1o federal and staie agendies 10 erdorce federal nontax
criminal laws, and b federal law enlorcement and inelligence
agencies o combal temorism.

Yive will be unable 1o issus an EIN to you unless you provide
all of the reguested information tha applies io antity.
Praviding fatse information could subject you Il??pl:lﬂiﬂi

ou ane not reguired bo provide the information reguested an
a form that is subject o e Paperwork Reduction Act unless
fhe form displays a valid OMB control rumber. Books or
recards refating 1o a farm ar it instructions must be relained as
long as teir contents may bacome malerial in the
adminisiration af any intemal Aevenue law. Generally, tax
refurns and rebum information ans confidential, as required by
saction &103.

The time needed to complels and file this form will vary
:Epcfdilgﬂn individual dircumstances. The sstimaled aserage

is:

REOrdKEeNG . ..o e 8 hrs., 35 min.
Larning absout thes baww or theedorm .. .. ... .. &2 min.
Preparing. copying, assembling, and sending

thaformiocthe RS .. . ... ... ............ 52 mrin.

If you have comments conceming the accuracy aof fhese ime
eslimales or suggestions for making this form smpler, we
would be happy 1o hear from you. You can write b Inlesmal
Aeverue Service, Tax Products Coordinating Committes,
SEW:CAR:MP-T-T-5P, IR-8828, 1111 ion Avenus,
WA, Washingbon, D 20224, Do nol send the form o this
address. Instead, ses Wihane io File or Fax on page 2.

Instr. for Form SS-4 (2011)
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PRINT Download Clear All
o S Application for Employer Identification Number OB ha. 15550008
(P, Jirmsary 21150 [For use by employers, corporations, parnerships, truses, estates, churches, | EIR
@ovemmaent sgencies, ndian tribal entises, certain individuals, and othess. )
mnn::.m * See separate instrections for each e * Easn a copy Tor your records.

1 Legal nama of antity (or individual] 1or whom tha EIN is being reguesiod

z Trade rasme of siness [f diferant from name on line 1)

a3 Exgouior, adminsirabor, Fusies, “caro of™ nama

da  Mailng aO0rESs POOM, agl., Suls Ro. and street, or PO Do

53 Siredt address (T diffenent) (Do not enter a P.OL box.)

db  Chy, state, and TP codo [ forsgn, seo instruotions)

Bh  City, siale, and Z1IP coda ' ionsgn, Se insinocbons)

Type or print cleary.

B County and stabe whoene principal business is localed

Ta Mame of responsibla pary

Th SEM, MM, or EM

Sa h1r|happlni.ﬂu1rnrnlﬂudunbli:fmu.u:l Bb K Ba b "Ves," anier tha numbar of
atoreign equbalent)? . . . .. . v¥es []No WCmembers . . . . ®
B¢ HEais “ves” mnmmhﬂ-mmm? [] Yes [ No

Sa  Type of entity (chock only o box). Caution. F Ba s "Yes,” o0 tha nstructions 1of the comes bod 1o chack.

[] =cie proprietor (558 i i
[ Parinersrip
[ corpomtion jenter form rumber to be fled =

] Estaie (354 of decedend) ] ]
) Pan administrator (TR
[ Trust (T4 of gramion

O national Guara [0 statedocal gosenmant
O Femens cooperative [ Faderal govemmantimiltary

Othwr nonprofit crganization (speoky) & [ menac [ indian kel prsemmentsiontomsises
DtFeer [ 3 Group Exampdon Muminer [GEM) if any =
b N a corporation, rame the state or foreign couniry State Foreign conry
| applicable) whers incorporatod
10 Reason for applying foheck only ona Do Dwﬂﬂmmm*
[ Startod revw busiress jspectty o) b [ Charsged bypa of orgarization (specly mew bypa) &
(] Purchased going business
O Hired emplopsss (Chack the box and soo ling 12) (] Croxied o trust (spacily typs) ®
[ compliance wit IRS withholding requiations [J created a pension plan ispecky typa =
[] Other [specity) &
11 Diaie bisiness staried o aoguined jmonth, day, year. See nsrucions. 12  Closing mondh of accounting year
14 W you expact your amployment o by o ba 51,000
13 Highest numbar of employoes expactod in the nast 12 manths jenter <0« if nona). o s i @ full calondar vear and want io Tl Form 544
anvally insbead of Forms 941 quartarly, check hisa,
It P amplryeas axpecbed, ship line 14. ['four ernpikymant b Eability generally wil ba §1.000
oF less B you axpect 1o pay 54,000 or kess in Sotal
Agnoulral Housenoid Othar wages ) I you do rod check this boo, you mus? fle
Fomn 541 for avery guarier. ]
15 memwmum-w-mmrmmmmmnmmunm&mmm-mmu1mmmﬂm
nonresicent alien (month, day. year) |
hL] Maummummnmmxmﬂyu;mm |:| Healih care & sockal assissance [ ‘Wholesalewagenibrokes
[0 corstmuction [ Rental 2 leasing ] Transportation & warshousing [] Accommedation & tood senice [ Wholesaloeother ] Rkl
[] Real estate [] Maretacheing ] Finance & insuranca L] othar ispecity)
17 Indicabe pringpal line of menchandise sold, Specific Consruction work dona, products peoduced, o sendces provided.
18 Has the apgiican antity shown on ing | evor appled jor and recoted an EINT [ Yes L No
H =¥es.” wiite provicws EP hone = |
Compins this secien ealy f pou wanl 1 achorie (8 Aames idividial 10 feceive 184 entiny's EIN 484 answ etstions abiut [N Sompiesen of 1hs fam.
Party { ]
Designes | Addesss and ZF code Dumigrma's fire nemiber firchod o cod)
| }

Ui’ plailis o pirjury, | declars Diat | bert kel i o gl ation, 50 0 thi Dedl of Wiy iboaieigs and Do, i B ik, covect, and pompiee. | Sppleants hephens rember oot . codel
Mume and i (e o oried clearkd #

{ b

&

Epplicant's b nomiter frciocs anis ooc
Dutar i b

o

For Privacy Act and Paperwork Reduction Aot NoSoe, soeo separate mstructions. Cal. . 18055M F-mss-lmn.muﬂ



IAO Memorandum — PTO Cash Management
March 17, 2016

Page 19 of 27
PRINT Download Clear All
|_F 371 B User Fee for Exempt Organization roe | oME N s
oo Loy 28418 Determination Letter Request 5 | ot
Capartmeni of e Treamry ¥ Aitach this foem to dedermination ketter applicaton. Giniy AT i
Iresral Rearas Sardcs [Form B718 s NOT a letier applcation) L foe SCroae
1 Masa of orgaranaion 2 Emploper identfcsbon Kumisar

Caution. Do not attach Form 8718 to an application for a pension plan determination letter. Usa Form 8717 instead.

3  Type of request Fee
a || Indial request for a determination ketter for:

& An sxempl organization that has had armual gross receipts averaging not more than 310,000 during the

preceding 4 years or

# & new organization that anticipates gross receipts averaging not more than 510,000 during s first 4 years = 5200

Mote. If you checked box 3a, you must complete the Cartification below.

Certification

I that th wal APIS O e s m s e e e =

certify e annual gross receipts T

have averaged (or are expecied 1o averages) not more than 310,000 during the preceding 4 (or the first 4) years of

operation.

Signature & Title =
b [  Initial request for a determination letber for:

# An exempt organization that has had annual gross receipts averaging mare than 510,000 during the preceding

4 years or

llﬁmmgmmﬂmﬁutﬂmmmmcmmngmﬂ'mﬁmﬂmmﬂ:l-f'r:td-:.rua.r: . e EAS0
¢ O  Group esemption letters . . . . . . . E3000
Instructions internal Fierverus Service ta a form or its imstnections must be

The lrw requires payment of a user fes
with each applcation for a determination
letter. The user fees ans listed on line 3
aboe. For more information, see B
Proc. 2009-8; 20081 | A.B. 229, or latest
annual updaie.

Check the bax or boues on line 3 dor the
type of applcation you are submitting. H
aneck box 3a, I:i.lrl'l.ll.'lm'll

gh:ﬂﬂﬂuﬂu:m
appears under line 3a.
ittach ta Farm 8718 a cheds or monsy
an:l- ke ba the "United Staies
rezsury - for the full amount of the user
‘l-ll H you da nat include the full amaunt,
E:‘M“blrltm Attach
-B-l‘1!h:|:.l|:l.rdltrrrrn'hunht|-

, the user fee will be refunded
anly if the Rarvenise Serice
declines to issue a detemminatian.
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Dipéttamenton Kontribusion yan Adu'and Ecdés Bams Caive, Gavernan Mogaridni

DEPARTMENT OF S oo, Do
@ REVENUE AND TAXATION ey

=== GOVERNMENT OF GUAM Gubetnamenton Gudhan

CRITERIA FOR FARMERS/FISHERMEN

NAME:;
1. TYPE OF ACTIVITY:
2. TOTAL INVESTMENT IN ACTIVITY:

(A) CASH

(8) LAND
(c) EQUIPMENT
(o) OTHER

YEARS IN EXPERIENCE IN ACTIVITY: .
HOURS IN WEEK DEVOTED TOWARD ACTIVITY:
WEEKS IN YEAR DEVOTED TOWARD ACTIVITY:
DOES YOUR LIVELIHOOD DEPEND UPON ACTIVITY? (Y¥/N)
OTHER UNRELATED INCOME
LIST TYPE AMOUNT

Nowaw

8. LOCATION OF ACTIVITY

SIGNATURE DATE

Post Offics Box 23607, Guam Msin Facifty, Guam 56521 « Tol. / Tolfon: (671) 635-1817 « Fax/ Faks: (671) 6332843
e e —— =~ TR E SR SNSRI ———————
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DipattamentonKontribusionyanAdu’ana Roy Tonsdi L1 Govere: Totmasoenaies
DEPARTMENT OF
Jaka 7. Cavecha, Divector

REVENUE AND TAXATION et

GOVERNMENT OF GUAM GubetnamentonGuihan

EXEMPTION APPLICATION

BUSINESS PRIVILEGE TAX BRANCH
FORM CN 2-2-110Approved 10/31/61Revised 08/06/93

PRINT Download Clear All

Form CN-2-2-110 is for persons and organizations applying for exemption under Section 26203,
Chapter 26 Title 11 Guam Code Annotated. Check the appropriate box below for which the exemption
is claimed

126203 (a) Governmental

L]

[ 1126203 (b)  Fraternal

[ ] 126203 (c) Religious, Charitable, Scientific or Educational
1126203 (d)  Civic and Community Benefit

[ 126203 (e) Hospital, infirmaries and Sanitariums
[1126203(f)  Totally Blind Person

[ ]126203(g)  Agricultural Producers and Fisheries

| 1126203 (h)  Tax Paid Alcoholic Beverages and Tobacco

Name of Taxpayer/Organization

Date of Application

Address

Employer Identification Number (EIN) DR 1
Is the Taxpayer/Organization Incorporated? \__J Yes DNo
State in which incorporated

Date Incorporated

If not incorporated, manner of organization

Date Organized
Date Registered with the General Licensing Branch

Post Offica Bo 23607, Guam Main Facilty, Guam 86621 « Tel, / Telffon; (671) 635-1817 « Fax / Faks: (671) 6332643
e ey

% Please note that, although this is part of the application package, this page is a repeat of Page 2.
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ATTACHMENT C0
BUDGET REPORT
Variance

Actual YTD Budget to Date
INCOME
Beginning Checkbook Balance 2,000.00 2,000.00 0.00
FUNDRAISER INCOME
Bagel Sales 1,465.19 3,600.00 -2,134.81
Family Night 376.00 250.00 126.00
Candy Sales 17,600.00 16,000.00 1,600.00
Shopper’s Loyalty Cards 200.00 50.00 150.00
Pizza Kits 0.00 8,000.00 -8,000.00
Total Fundraisers $19,641.19 $27,900.00 $8,258.81
OPERATIONS
Classroom Party Fund 1,434.75 1,260.00 174.75
Membership (goal = 225 mems) 2,430.00 2,150.00 280.00
Total Income $25,505.94 $33,310.00 $7,804.00

| ExpENSES |

COMMUNITY
Landscaping 180.00 200.00 -20.00
Building Extras 233.47 1,200.00 -966.53
Miscellaneous 100.00 200.00 -100.00
Spring Staff Appreciation 200.00 -200.00
K Roundup T-Shirts 900.00 -900.00
Total Community $513.47 $2,700.00 -2,186.53
ENRICHMENT
Audio Unit 845.00 900.00 -55.00
Art Smart 120.00 500.00 -380.00
Assemblies 1,225.00 4,050.00 -2,825.00
Classroom Grants 1,840.00 4,000.00 -2,160.00
Educational Material 739.32 1,270.00 -530.68
Field Day 10.00 150.00 -140.00
Field Trip Buses 547.00 2,750.00 -2,203.00
Principal’s Discretionary Fund 500.00 1,000.00 -500.00
Total Enrichment $5,826.32 $14,620.00 $8,793.68
FUNDRAISER EXPENSES
Bagel Bakery 881.48 2,300.00 -1,418.52
Family Night Expenses 100.00 200.00 -100.00
Candy Sales 9,300.00 7,850.00 1,450.00
Pizza Kit Payment 0.00 2,000.00 -2,000.00
Total Other Expenses $10,281.48 $12,350.00 -2,068.52
PTO OPERATIONS
Required 01-02 Carryover 1,000.00 1,000.00 0.00
Classroom Parties 625.1336.35 1,260.00 -634.87
Bank Charges 277.50 50.00 -13.65
Directories & Notepads 600.00 -322.50
Paper & Copy Charges 550.00 -550.00
Postage 50.00 -50.00
Miscellaneous 52.52 130.00 -77.48
Total PTO Operations $1,991.50 $3,640.00 -1,648.50
TOTAL EXPENSES $18,612.77 $33,310.00 $14,697.23
Checkbook Balance ot Month-end $6,893.17 0.00
Budget is balanced

0 Forhan, C. (n.d.). How to manage your budget. Retrieved from http://www.ptotoday.com/pto-today-
articles/article/218-how-to-manage-your-budget
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ASSEMBLIES COMMITTEE BUDGET
Budget = $4,050

Date Amount Actual Budget

to Date Balance
Avg. 1 Budget 4,050
Od. 28 L.Williams - Storyteller 600 600 3,450
Nov. 20 “Theater Marquis” Deposit 200 800 3,250
Dec. 1 Magician 425 1,225 2,825
Jan. 4 Bats 545 1,770 2,280
Jan. 5 Theater Deposit Refund (50) 1,720 2,330
Feb. 14  Opera for Kids 650 2,370 1,680
April 1 Max the Mouse 500 2,870 1,180
May 2 Endangered Animals 570 3,440 610

May 31 “Character Counts” 600 4,040 10
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WAYLAND PUBLIC SCHOOLS PARENT TEACHER ORGANIZATION, INC,
STATEMENTS OF FINANCIAL POSITION
August 31, 2011 and 2010

ATTACHMENT D

2011 2010
ASSETS
Cash 73,521 57,389
Pledges receivable - 4,500
Investments 225,169 213,310
Prepaid expenses 1,500 -
Total assets 300,190 275,189
LIABILITIES AND NET ASSETS
Liabilities:
Accounts payable 370 -
Accrued expenses 4,200 6,600
Total liabilities 4,570 6,600
MNet assets:
Unrestricted 295,538 268,517
Temporarily restricted 82 82
Total net assets 295,620 268 589
Total liabilities and net assets 300,190 275,199
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WAYLAND PUBLIC SCHOOLS PARENT TEACHER ORGANIZATION, INC.
STATEMENT OF ACTIVITIES AND CHANGES IN NET ASSETS
For the Year Ended August 31, 2011

Temporarily

Unrestricted Restricted Total
Support and revenue:
Donations $ 101,927 s - $ 101,927
Gross special events income 119,780 - 119,780
Less: cost of goods sold {53,096) - {53,096)
Net special events income 66,684 - 66,684
Net investment income 11,859 - 11,859
Total support and revenue 180,470 - 180,470
Expenses:
Program services:
Community programs 20,889 - 20,889
Educational programs 74,304 - 74,304
Staff support programs 52,028 - 52,028
Total program services 147,221 - 147,221
General and administrative expenses 6,228 - 6,228
Total expenses 153,449 - 153,449
Increase in net assets $ 27,021 $ - $ 27,021
Net assets, beginning of year $ 268,517 § 82 § 268,599

Net assets, end of year $ 295,538 § 82 % 295,620
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WAYLAND PUBLIC SCHOOLS PARENT TEACHER ORGANIZATION, INC.
STATEMENT OF ACTIVITIES AND CHANGES IN NET ASSETS
For the Year Ended August 31, 2010

Temporarily
Unrestricted Restricted Total
Support and revenue:
Donations 3 80,809 5 - b 90,809
Gross special events income 97,746 - 97,746
Less: cost of goods sold (49,274) - (49,274)
Net special events income 48472 - 48,472
Net investment income 10,365 - 10,355
Total support and revenue 149,636 - 149,636
Expenses:
Program services:
Community programs 6,642 - 6,642
Educational programs 76,463 - 76,483
Staff support programs 62,256 - 62,256
Total program services 145,361 - 145,361
General and administrative expenses 10,662 - 10,662
Total expenses 156,023 - 156,023
Decrease in net assets ] (6,387) % - % (6,387)
Net assets, beginning of year 3 274,904 i 82 3 274 986

Net assets, end of year 5 268,517 3 82 & 268,599
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WAYLAND PUBLIC SCHOOLS PARENT TEACHER ORGANIZATION, INC.

STATEMENTS OF CASH FLOWS

For the Years Ended August 31, 2011 and 2010

Cash flows from operating activities:
Increase (decrease) in net assets
Adjustments to reconcile decrease in net assets to
net cash provided (used) by operating activities:
Net investment income
{Increase) decrease in;
Pledge receivable
Prepaid expenses
Increase (decrease) in:
Accounts payable
Accrued expenses
Net cash provided (used) by operating activities

Net increase (decrease) in cash
Cash, beginning of year

Cash, end of year

2011 2010
27,021  § (6,387)
(11,859) {10,355)
4,500 6,902
(1,500) -

370 (34,621)
(2,400) (1,400)
16,132 (45,861)
16,132 (45,861)
57,389 103,250
73,521 S 57,389




