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Political Organization Filing and Disclosure

1.0 Introduction

1.1  Purpose

The purpose of this guide is to help users navigate the Political Organization
Filing and Disclosure website. The step-by-step instructions walk users through
the electronic filing process.

1.2  How to Use this Guide

This user guide is divided into multiple sections and documents the procedures
for the form filing, form upload, and other Filing Center pages. A table of
contents is provided at the beginning of the guide as a tool to locate specific
page information.

The guide contains screen shots to help users through the process of filling out
and filing forms and using other features of the site.

For each page, applicable button and page references will be presented in bold
type and “Notes” will further explain the instructions.

Additionally, this guide contains a glossary (Appendix A) of some of the most
commonly used field terms as a reference.
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2.0 Political Organization Filing and Disclosure Landing Page

2.1 Purpose of the Political Organization Filing and Disclosure Landing

Page
The Political Organization Filing and Disclosure Landing Page is the starting
point for the user. From the Political Organization Filing and Disclosure Landing
Page, a user can login to the filing center, access the search system, or access

the database download page.

2.2

Filing and Disclosure Landing Page Display

Search IRS Site for:

Search Forms and
Publications for:

— o

Search Help

contents

Business League Orgs
Charitable Orgs
Employee Assocs
Fraternal Societies
Lahor & Agricultural Qs
Eolitical Orogs

Social Clubs

Social Welfare Orgs
Weterans' Orogs

resources

e-file

Forms and Publications
Where To File

Contact by Local Office
Frequently Asked Guestions
Taxpayer Advocate

Y3 Internal Revenue Service =,

DEPARTMENT OF THE TRERSURY Daily

Home = Charities & Mon-Profits = Poltical Orgs

Political Orgs

Political Organization Filing and Disclosure

Welcame to the Palitical Organization Filing and Disclosure Website! On this site, you can
electronically file Form 8871, Pafitical Organization Notice of Sechion 527 Status, and Form
8872, Political Organization Report of Contributions and Expenditures. Additionally, you can
search for and view copies of all submitted Forms 8871 and Forms 8872 (both paper and
electronic filings).

Login to Political ©rganization Filing Center

File Form 8871 and Form 8872 with the Service, as required under IRC Section 527, [First
time users should file an Initial Form 8871 in order to receive a username and passward)]
Wiew saved and previously submitted forms. Upload a data file with the information required
foryaur farms.

Search Political Organization Disclosures
Search Forms 2871 and Forms 2872 filed with the Service.

Download Political Organization Disclosures
Diownload the entire database of electronically subrmitted Forms 8871 and Farms 8872,

Download Form 8871 & Form 8872 XML Schemas
Download the schemas for XML files that may be uploaded to electronically file Form 8871
and Form 8872

Forgotyour Password?
Caontact EQ Custamer Account Services for a replacement username and password.

IRS Privacy and Security Policy
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Political Organization Filing and Disclosure

Procedure

Step #

Step Description

Notes

Filing and Disclosure Landing Page

1

Click on one of the seven links presented:

Click on Login to Political Organization
Filing Center to be routed to the User
Authentication page (See Section 3)

Use this link if you want to
file a Form 8871 or

Form 8872 or view your
organization’s previously
saved or submitted forms.

Click on Search Political Organization
Disclosures to be routed to the Search
pages. Basic (See Search Guide) or
Advanced (See Search Guide)

Use this link if you want to
search all Forms 8871,
Forms 8872 and

Forms 990 filed by political
organizations with the
Service.

Click on Download Political
Organization Disclosures to be routed to
the Data Download page. (See

Search Guide)

Use this link if you want to
download the entire
database of electronically
filed Forms 8871 and
Forms 8872.

Click on Users Guides to be routed to a
page containing user’s guides on filing
and searching.

Use this link if you need
help with the filing or
searching process.

Click on Visit the Federal Election
Commission to be routed to the FEC
website.

Use this link if you want
information about political
organizations required to
file with the FEC.

Click on Download Form 8871 & Form
8872 XML Schemas to be routed to the
Form 8871 & Form 8872 XML
Schemas page.

Use this link if you want to
learn more about
uploading files to complete
your Form 8871 or

Form 8872.

Click on EO Customer Account Services

to be routed to the EO Customer
Account Services page. (See Section
14)

Use this link if you need
technical help, information
on how to obtain a new
password for the POFD
website, or information on
how to inform us about
discrepancies in your
posted information.
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3.0 User Authentication Page
3.1 Purpose of the User Authentication Page

The purpose of the Political Organization Filing and Disclosure (POFD) User
Authentication Page is to enable a registered user to gain access to the secure
area of the website. By entering their username and password in the fields
provided, registered users will be routed to the Political Organization Filing
Center.

If this is the first time a user has used the application, they must click on New
User? Fill out initial Form 8871 or the Initial 8871 tab, and they will be routed to
the Initial Form 8871 Filing page. See Section 4, Initial Form 8871 page.

3.2 POFD User Authentication Page Display

Internal Revenue Service &=,

DEFARTMENT OF THE TRERSURY Daily
Login Initial 8871

Enter username and password to file amended Form 8871 or Form 8872.

|
|
Logln |

MNewe User? Fill out Initial Form 8871

Firsttime users of the Political Organization Filing prograrm can file their initial Form 8871 prior to receiving a username and passwoard.
Llpon completion ofthe initial Form 8871 users will be instructed to print, sign and mail a Form 3483, Declaration of Electronic Filing.
Upon receipt of Form 33, the IRS will mail the username and password to the organization.

Forgot your password?
Contact Exempt Organization Customer Account Services. It may take several weeks foryour new password and Username o arrive as
they will be mailed to the arganization.

IRS Privacy and Security Palicy
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Political Organization Filing and Disclosure

Procedure

Step #

Step Description

Notes

User Authentication Page

1 Enter USERNAME The organization’s
username was sent to it
after filing the initial
Form 8871 and
Form 8453-X. See
Sections 4 and 5.

2 Enter PASSWORD The organization’s
password was sent with the
username after filing the
initial Form 8871 and
Form 8453-X. See
Sections 4 and 5.

3 Click the LOGIN button to be routed to the

Political Organization Filing Center. (See

Section 6)

4 If New User, click on the Initial 8871 tab, or First time users need to fill

click on New User? Fill out initial Form 8871 to | out an initial Form 8871 and

be routed to the Initial Form 8871 page. (See | mail a signed Form 8453-X

Section 4) to Ogden before a
username and password will
be issued.

5 If you forgot your password, click on Contact Click on the link if you need

Exempt Organization Customer Account
Services to be routed to the EO Customer
Account Services page. (See Section 14)

information on how to obtain
a new username and
password
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4.0 Initial Form 8871 Page

4.1  Purpose of the Initial Form 8871 Page

A first time filer completes the Initial Form 8871 to notify the IRS that it is a
tax-exempt political organization under § 527. After electronically filing an initial
Form 8871 and mailing a signed Form 8453-X to Ogden, the organization is
mailed a Username and Password to logon to the Political Organization Filing
Center, where they can access the other POFD filing capabilities. See Section 3,
User Authentication Page and Section 6, Political Organization Filing Center
Page.

Please note that an Initial Form 8871 may not be saved for later submission.

4.2 Initial 8871 Form Page Display

Y3 Internal Revenue Service &,

DEPARTMENT OF THE TREASURY Daily

Login Initial 3871

EIN verification

Flease enter inyaur 3 digit Employer Identification Murmhber (EIMNY and click on the button below to continue.

r.r
Cantinue |

IES Privacy and Security Policy

10




Political Organization Filing and Disclosure

4.3 Procedure

The following procedure is used to complete the Initial Form 8871. The
procedures for completing Step | through Step VI are described in this section
after the corresponding page display.

Step #

Step Description

Notes

Initial Form 8871 EIN Verification Page

1 Complete the 9-digit EMPLOYER IDENTIFICATION | Every organization must
NUMBER field. have an EIN. (See
Appendix A for more
information).
2 Click the CONTINUE button to proceed to the | The system will check the

Step I: General Information page.

EIN to confirm that the
organization has not
previously filed Form 8871

11




Political Organization Filing and Disclosure

4.3.1 Step | General Information
ﬂ Ialeraial Hewmtbie Serrioe

e © i S

T3
|
5 r El
- -
B
|
E
- _ |
[ B |

—_——— —

12
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4.3.2 Step | Procedure

Step #

Step Description

Notes

Initial Form 8871 Page
Step I: General Information

1

Enter the organization’s name in the NAME OF
ORGANIZATION field.

Complete the following address fields:
MAILING ADDRESS

CITY OR TOWN

STATE

Zip CODE

The address field contains
two lines. The second
address field is optional.
The 4-digit zip code
extension field is optional.

Complete the DATE ESTABLISHED field.

Enter the date the
organization was
established.

The date must be entered in
the following format:
MM/DD/YYYY.

Complete the DATE OF MATERIAL CHANGE
field.

This field may be left blank
unless the organization is
filing its initial Form 8871
because it no longer
qualifies for an exception to
the Form 8871 filing
requirements. In that case,
enter the date the
organization no longer
qualified for the exception.
(See Appendix A for further
information).

The date must be entered in
the following format:
MM/DD/YYYY.

Complete the EMAIL ADDRESS field, or if the
organization has no email address, click THE
ORGANIZATION HAS NO EMAIL ADDRESS box and
proceed to Step 6.

Either enter the
organization’s email
address or check the box to
indicate the organization
has no email address.

13
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Step # Step Description Notes
6 Enter the name of the custodian of records in The custodian of records is
the NAME OF CUSTODIAN OF RECORDS field. the person in possession of
the organization’s books
and records.
7 Complete the following address fields for the Enter the address for the
custodian of records: custodian of records. If the
e CUSTODIAN’S ADDRESS address is the same as the
e CITY OR TOWN organization’s mailing
address, check the box and
e STATE proceed to the next step.
e ZIp CODE The address field contains
Or, if applicable, click the ADDRESS SAME As | two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
8 Enter the name of the contact person in the Enter the name of the
NAME OF CONTACT PERSON field. person whom the public
may contact for more
information about the
organization.
9 Complete the following address fields for the Enter the address for the

contact person:
e CONTACT PERSON’S ADDRESS
e CITY OR TOWN
e STATE
e Zip CODE

Or, if applicable, click the ADDRESS SAME AS
ORGANIZATION’S MAILING ADDRESS box.

contact person. If the
address is the same as the
organization’s mailing
address, check the box and
proceed to the next step.

The address field contains
two lines. The second
address field is optional.
The 4-digit zip code
extension field is optional.

14
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Step #

Step Description

Notes

10

Complete the following address fields for the
organization:

e BUSINESS ADDRESS
e CITYOR TOWN

e STATE

e Zip CODE

Or, if applicable, click the ADDRESS SAME AS
ORGANIZATIONS MAILING ADDRESS box.

Enter the organization’s
business address, which is
the physical location of the
organization. If the address
is the same as the
organization’s mailing
address, check the box and
proceed to the next step.

The address field contains
two lines. The second
address field is optional.
The 4-digit zip code
extension field is optional.

15
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Step # Step Description Notes

1M If applicable, click the ORGANIZATION HAS NO If the organization has not
EAIN box. been assigned any
Otherwise, complete the following fields for the | identification number by any
organization’s election authority identification | €lection authority, check the
number: ORGANIZATION HAS NO EAIN

e Click on the drop-down arrow and t;tc;x and proceed to the next
choose a state to complete the STATE p.. ) o
field Provide eac_h identification

e Enter the Election Authority glrJgrglr)]iezra?isosr:ganneddi:tjczami?y the
Identification Number for that state in state in which the election
‘:he ELECTION A;THOR'T? Id authority is located. For a

DENTIFICATION NUMBER Tie federal identification

e Click on the ADD EAIN button number, enter “Federal” for

e Repeat these actions for each state in | the state. You must click
which the organization has an EAIN the ADD EAIN button after

entering each EAIN and
state.

As each EAIN is entered, it
will appear in a listing at the
bottom of the page. If more
than 10 EAINs are entered,
the listing will be broken up
into groups of 10.

The user may review the
entries and either modify or
delete any EAIN entry. If
the user clicks on Modify for
any EAIN, they must click
the ADD EAIN button;
otherwise the entry will be
deleted.

12 Click the PROCEED TO NEXT STEP button to | The user may also click on
continue to Step II: Notification of Claim of the tabs at the top of the
Exemption From Filing Certain Forms. page to go to the various

steps.

13 If desired, click the RESET button to clear the

page.

16
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4.3.3 Step lI: Notification of Claim of Exemption from Filing Certain Forms

i) Internal Revenue Service Tz

DEPARTHMENT OF THE TRERSURY Daily

Login Initial 8871

Step | General Information | Step Il Exemption | Step lll: Purpose | Step [V Related Entities

Step lI: Notification of Claim of Exemption From Filing Certain Forms

Select the applicable choice:

|5 this arganization claiming exemption from filing Form 8872, Political Qrganization Report of Contributions and
Expenditures, as a qualified state ar local political arganization?

Cives O No

Listthe state where the arganization files reports I 'l

|5 this arganization claiming exemption fram filing Faorm 990, Return of Organization Exempt fram Incame Tax, as a
caucus or assaciation of state ar local officials?

Cives O Mo

Frewvious Step Froceed to Mext Step

IRS Privacy and Security Policy

4.3.4 Step Il Procedure

Step # Step Description Notes

Initial Form 8871 Page
Step II: Notification of Claim of Exemption From Filing Certain Forms

1 Click YEs or No to answer whether the A qualified state or local
organization is claiming exemption from filing political organization is
Form 8872, Political Organization Report of exempt from filing
Contributions and Expenditures, as a qualified | Form 8872. See
state or local political organization. Appendix A for the definition

If No, proceed to Step 3. Political Organization.

2 Click the drop-down arrow next to the LIST THE | Enter the state where the

STATE WHERE THE ORGANIZATION FILES organization files its reports.

REPORTS box to select the appropriate state.

17
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Step # Step Description Notes

3 Click YEs or No to answer whether the A political organization that
organization is claiming exemption from filing is a caucus or association of
Form 990, Return of Organization Exempt from | state or local officials is
Income Tax, as a caucus or association of exempt from filing
state or local officials. Form 990.

4 If desired, click the PREVIOUS STEP button to | The user may also click on
return to Step I: General Information. the tabs at the top of the
Otherwise proceed to Step 5. page to go to the various

steps.

5 Click the PROCEED TO NEXT STEP button to | The user may also click on

continue to Step lll: Purpose.

the tabs at the top of the
page to go to the various
steps.

18
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4.3.5 Step lll: Purpose

Y1) Internal Revenue Service T

DEPARTMENT OF THE TREASURY Daily

Initial 8871

Login

Step II: Exernption

| Step Il Purpose | Step IV Related Entities

Step I General Information |

Step lll: Purpose

Describe the purpose ofthe arganization (max length 512 characters):

=l
| |
Previous Step Proceed to MNext Step Reset
IS Privacy and Security Palicy

4.3.6 Step lll Procedure
Step # Step Description Notes
Initial Form 8871 Page
Step lll: Purpose

1 Complete the DESCRIBE THE PURPOSE OF THE Explain the organization’s
ORGANIZATION field (maximum length of 512 purpose.
characters).

2 If desired, click the PREVIOUS STEP button to | The user may also click on
return to Step II: Notification of Claim of the tabs at the top of the
Exemption From Filing Certain Forms. page to go to the various
Otherwise, proceed to Step 3. steps.

3 Click the PROCEED TO NEXT STEP button to | The user may also click on
continue to Step IV: List of All Related the tabs at the top of the
Entities. page to go to the various

steps.

4 If desired, click the RESET button to clear the
page.

19
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4.3.7 Step IV: List of All Related Entities

¥l Internal Revenue Service 1=,

DEPRRTMENT OF THE TRERSURY Daily

Login Initial 887 1

Step | General Information |

Step |I: Exermnption | Ste

Step IV: List of All Related Entities

[ The arganization has no related entities.
Related entity: Relationship:

[ | |

[T address same as arganization's mailing address.

Mailing address:

City or town: State: Fip Code:

| [ = .

AddEniity | Reset |

Frewvious Step Froceed to Mext Step

IRS Privacy and Security Policy

20
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4.3.8 Step IV Procedure

Step #

Step Description

Notes

Initial Form 8871 Page
Step IV: List of All Related Entities

1 If applicable, click THE ORGANIZATION HAS NoO The organization must
RELATED ENTITIES checkbox and proceed to report any related entities.
Step 9, otherwise proceed to Step 2. If it has none, user must
click this checkbox or user
will not be able to submit
the form.
2 Enter the name of the related entity in the
RELATED ENTITY field.
3 Click on the drop-down arrow to select from the | The relationship is
choices presented for the RELATIONSHIP field. “Connected” if the
organization and that entity
have (a) significant common
purposes and substantial
common membership or (b)
substantial common
direction or control. The
relationship is “Affiliated” if
either the organization or
the entity owns at least a
50% interest in the capital
or profits of the other. See
Appendix A for further
explanation.
4 Complete the following address fields for the The address field contains
related entity: two lines. The second
e MAILING ADDRESS address field is optional.
The 4-digit zip code
¢ CiTY OR TOWN extension field is optional.
e STATE
e Zip CODE
Or, if applicable, click the ADDRESS SAME AS
ORGANIZATION’S MAILING ADDRESS box.
5 Click the ADD ENTITY button. Information entered in these

fields will not be submitted
to the form unless added by
clicking this button.

21
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Step #

Step Description

Notes

Repeat Steps 2-5 to add additional entities.

As each entity is entered, it
will appear in a listing at the
bottom of the page. If more
than 10 entities are entered,
the listing will be broken up
into groups of 10.

The user may review the
entries and either modify or
delete any related entity
entry. If the user clicks on
Modify for any entity, they
must click the ADD ENTITY
button; otherwise the entry
will be deleted.

If desired, click the RESET button to clear the
page.

If desired, click the PREVIOUS STEP button to
return to Step lll: Purpose. Otherwise,
proceed to Step 9.

The user may also click on
the tabs at the top of the
page to go to the various
steps.

Click the PROCEED TO NEXT STEP button to
continue to Step V: List of All Officers,
Directors, and Highly Compensated
Employees.

The user may also click on
the tabs at the top of the
page to go to the various
steps.

22
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4.3.9 Step V: List of All Officers, Directors, and Highly Compensated

Employees
i) Internal Revenue Service I,
DEPARTHENT OF THE TRERSURY Daily
Login Initial 8871

eral In

Step V: List of All Officers, Directors, and Highly Compensated Employees

Marne:

Title:

[T Address same as organization's mailing address.

Mailing address:

City ar town: State: Zip Code:

| [ rr

Add Officer | Peset |

Prewvious Step | Praceed to Next Step

IRS Privacy and Security Policy

23
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4.3.10 Step V Procedure

Step #

Step Description

Notes

Initial Form 8871 Page
Step V: List of All Officers, Directors, and Highly Compensated Employees

1 Enter the name of the officer, director or highly | At least one officer, director
compensated employee in the NAME field. or highly compensated
employee must be entered.
Highly compensated
employees are the five
employees, other than
officers and directors, who
are expected to have the
highest annual
compensation over
$50,000. See Appendix A
for further information.
2 Enter the title of the person named in Step 7 in
the TITLE field.
3 Complete the following address fields for the The address field contains
officer, director, or highly compensated two lines. The second
employee: address field is optional.
¢ MAILING ADDRESS The 4-digit zip code
extension field is optional.

e CITYOR TOWN
e STATE
e Zip CODE

Or, if applicable, click the ADDRESS SAME AS

ORGANIZATION’S MAILING ADDRESS bOX.

4 Click the ADD OFFICER button to add the Information entered in these

officer, director, or highly compensated
employee’s name.

fields will not be submitted
to the form unless added by
clicking this button.
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Step # Step Description Notes

6 Repeat Steps 1-4 until all officers, directors, As each officer is entered, it
and the five highly compensated employees will appear in a listing at the
are added to the list. bottom of the page. If more

than 10 officers are entered,
the listing will be broken up
into groups of 10.

The user may review the
entries and either modify or
delete any officer entry. If
the user clicks on Modify for
any officer, they must click
the ADD OFFICER button;
otherwise the entry will be
deleted.

7 If desired, click the RESET button to clear the
page.

8 If desired, click the PREVIOUS STEP button to | The user may also click on
return to Step IV: List of All Related Entities. | the tabs at the top of the
Otherwise, proceed to Step 9. page to go to the various

steps.

9 Click the PROCEED TO NEXT STEP button to | The user may also click on

continue to Step VI: Submit.

the tabs at the top of the
page to go to the various
steps.
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4.3.11 Step VI: Submit

Y3 Internal Revenue Service 1=,

DEPARTMENT OF THE TRERSURY Daily

Login Initial 8871

Submit

Prior to submitting your form, please review all information in the various sections to ensure that it is true, correct
and complete. Please type your full name in the box provided below. Once you have signed and clicked on the
'‘Subimit' buttan bhelow, the form will be submitted to the IRS and all infarmation will be publicly availahle atthe
Folitical Organization Disclozure page. Do not include perzonal information other than that required to be
disclozed.

Linder penalties of perjury, | declare thatthe organization named in Step | is to he treated as a tax exempt
arganization described in section 527 afthe Internal Revenue Code, and that | hawve examined all infarmation
entered to be submitted on this notice and to the hest of my knowledge and helief, itis true, correct, and complete.
I further declare that | am the official authorized to sign this report, and [ am signing by entering my name bhelow,

| SubmitFormgs?1 |

IRS Privacy and Security Poliey | Contact Us

4.3.12 Step VI Procedure

Step # Step Description Notes

Initial Form 8871 Page
Step VI: Submit

1 Enter your complete name in the SIGNATURE After reading the second
field. paragraph, enter your
name in the signature field
as if you were signing the
form.

The user can review the
information they have
entered into the form by
clicking on the Step I-V
links across the top of the

page.
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Step #

Step Description

Notes

Click the SUBMIT FORM 8871 button to submit
the form to the IRS.

Upon submission, the user
will be routed to the Initial

Form 8871 Confirmation

Page. See Section 5.
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5.0 Initial Form 8871 Confirmation Page

5.1  Purpose of the Initial Form 8871 Confirmation Page

The purpose of the Initial Form 8871 confirmation page is to inform the user that
their form was successfully submitted and to provide the user with a confirmation
number. The user is also instructed to print, sign, and mail Form 8453-X,
Political Organization Declaration for Electronic Filing of Notice of Section 527
Status, to the IRS. Additionally, the page provides instructions for the user on
printing and maintaining a copy of the form for public disclosure.

5.2 Initial Form 8871 Confirmation Page Display

¥} Internal Revenue Service =,

ODEPRRTHMENT OF THE TRERSURY Daily
Login Initial 8871
Submit

You have successfully submitted your initial Form 2871

Your confirmation number is #387T6554 24,

In arder to finish your registration process, vou need to sign and mail in Farm 8453% Declaration of Electronic
Filing. Flease click the link helow ta view a printable copy of Form 84453 the Declaration of Electronic Filing, print
it, gsign it, and mail itto Internal Revenue Service Center, Qgden, UT 84201,

iew Form 8453%

You are required to maintain a copy of this form at your principal place of business and major regional offices for

public viewing during regular business hours. Click the link below to view a printahle copy of vour submitted form.
Ifamyane requests a copy of this form either inwriting or in person, you may refar them to the copy posted on this

wehsite,

iew Form 8871

Eeturn to Political Qrganization Filing & Disclosure Homepage

IRE Frivaey and Security Foliey | Contact Us
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5.3 Procedure

Step #

Step Description

Notes

Initial Form 8871 Confirmation Page

1

Click on the VIEW FORM 8453X button to view

and print Form 8453-X.

Print Form 8453-X, sign it,
and mail it to the address
indicated. Upon receipt of
this form, the IRS will send
the organization a
username and password.

Click on the VIEW FORM 8871 button to view

and print the submitted form.

The organization is required
to maintain a copy of this
form at its principal place of
business so the public may
view it during regular
business hours.

If any changes need to be
made to the form, an
amended form must be
submitted. The
organization must wait until
it receives its username and
password to file an
amended form.
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6.0 POFD Filing Center Page

6.1  Purpose of the POFD Filing Center Page

The purpose of the Filing Center page is to welcome users to their Political
Organization Filing Center and to inform them of the capabilities available to
them. From the Filing Center, a user can file new forms, amend previously filed
forms, save forms not ready for submission, view and complete or delete
previously saved forms, view and print submitted forms, and file forms by
uploading a data file.

6.2 POFD Filing Center Page

w - Sawe forn YU are not raady 1o subimit

o View domplete or delels previdualy daved fooms
Wi hid priod dubimelled forms

» _ Flg areendod forms

o Fio fuimg by uploadeng & dati e

Al idformation eniered on Fomn 8T T or Foma 3872 will be poblichy digciotad on B Polibc il Organization
Disclosyre pape upan submission of the foern o e IRE. Do notindlide persons infdarngtion other than hat
requared o be diecloved

Fior minre delade onBing and dciotune, see Pols

Hind giapstions: abaout s S center or the politcal orgasization fling realtemenia? Conlacl Exgmpl
E"'ial:-iﬁ"ﬁﬂ Pq-j]r-m_g[ ﬁﬂ . -j! "‘;g d L
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6.3 Procedure

Step # Step Description Notes
POFD Filing Center Page

1 Select from the choices presented on the

Home tab or proceed to Step 2.
e Click on File New 8871 and proceed to | This link brings up the data
Section 7, Form 8871 entry pages for Form 8871
with the common data fields
pre-populated.
e Click on File New 8872 and proceed to | This link brings up the data
Section 8, Form 8872 entry pages for Form 8872
with the common data fields
pre-populated.
e Click on Saved Forms and proceed to Th's.“nk allows the user to
e modify, delete or submit
Section 11, Saved Forms. :
previously saved forms.
e Click on Submitted Forms and proceed | This link allows the user to
to Section 12, Submitted Forms. view its submitted forms or
to use those forms as the
basis for an amended form.

2 Click on one of the four tabs presented:

e Click on 8871 tab and proceed to This link is the same as the
Section 7, Form 8871 first link in Step 1.

e Click on 8872 tab and proceed to This link is the same as the
Section 8, Form 8872 second link in Step 1.

e Click on Upload tab and proceed to ;Ii-lglsb“nuk ?Afg\iﬁ tr;il;fﬁrl_to
Section 10, Upload Page file yup 9

e Click on Logout tab and proceed to This link ends the session
Section 13, Logout and sends the user back to

the POFD Landing Page.

3 Click on Political Organization Filing Use this link to learn more
Requirements to be routed to the Filing information about the filing
Requirements page. requirements for § 527

political organizations.

4 Click on Exempt Organization Customer Use this link for information

Account Services to be routed to the EO
Customer Account Services page. (See

Section 14)

on how to contact Customer
Account Services.
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7.0 Form 8871

7.1  Purpose of Form 8871

Form 8871 is used to notify the IRS that an organization is a tax-exempt political
organization under § 527. An amended Form 8871 must be filed after any
material change to the information reported. A final Form 8871 must be filed
upon termination of the organization. The form is presented to users over six
pages.

7.2  Filing Amended or Final Form 8871

To file an amended or final Form 8871, the user must enter their username and
password to access their Political Organization Filing Center (see Section 6).
From the Filing Center Home Page, the user has two options to begin filing an
amended or final Form 8871.

With the first option, the user may click on either the 8871 tab or the File 8871
link under the Home tab at the top of the Political Organization Filing Center
page. The user will then be at Step | of the Form 8871 input screens with
information in certain fields automatically entered. These fields are the common
fields shared by Form 8871 and Form 8872 (such as Employer Identification
Number (EIN), Name of Organization, Date Established, etc.). The information
automatically entered is the information from the organization’s most recent
electronically filed Form 8871 or Form 8872. The user may change the
information in any of these fields, other than the EIN.

With the second option, the user may click on the Submitted Forms tab at the
top of the Political Organization Filing Center page. The user may then select
Amend for a previously submitted Form 8871. The user will then be at Step | of
the Form 8871 input screens with all of the information from the previously
submitted form automatically entered. The user may change the information in
any of these fields, other than the EIN.
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7.3

7.3.1 Step I: General Information

Form 8871 Display and Procedure

‘Welcome Test Organization A

Step I Ganeral Information

THG B bl b i

T ol et yial i) i eriei

T e T

poul kel 4o
Pticniny F 458

R R I S
[Tt Drganiaicn A

Mg

P et

in i

d et 2

—

Frycecmad i bt S Sn |

Sweforimor | fwsn |
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7.3.2 Step | Procedure

Step #

Step Description

Notes

Form 8871 Page
Step I: General Information

Information are entered automatically based information will be entered
upon your most recent electronically filed automatically in the fields
Only |f information haS Changed. needs to fo”ow these Steps
if the automatically entered
data has changed.
If you are filing an amended
report based upon a
previously submitted form,
all fields will be entered
automatically. Any of those
fields may be changed
other than EIN.
2 Enter the organization’s name in the NAME OF
ORGANIZATION field.
3 Complete the following address fields for the The address field contains
organization: two lines. The second
° MA".'NG ADDRESS addl’eSS. ﬂeld iS Optional.
c T The 4-digit zip code
* ITY OR TOWN extension field is optional.
e STATE
e Zip CODE
4 Click the AMENDED or FINAL box. Click AMENDED if the
organization is filing this
notice to report a material
change in the information
previously submitted. Click
FINAL if the organization is
terminating.
5 Complete the DATE ESTABLISHED field. Enter the date the

organization was
established.
The date must be entered in

the following format:
MM/DD/YYYY.
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Step # Step Description Notes
6 Complete the DATE OF MATERIAL CHANGE field. | For an amended return,

enter the date of the
material change being
reported. For a final return,
enter the date the
organization terminated.
The date must be entered in
the following format:
MM/DD/YYYY.

7 Complete the EMAIL ADDRESS field, or if the Either enter the
organization has no email address, click THE organization’s email
ORGANIZATION HAS NO EMAIL ADDRESS box and | address or check the box to
proceed to Step 8. indicate the organization

has no email address.

8 Enter the name of the custodian of records in The custodian of records is
the NAME OF CUSTODIAN OF RECORDS field. the person in possession of

the organization’s books
and records.

9 Complete the following address fields for the Enter the address for the
custodian of records: custodian of records. If the

e CUSTODIAN’S ADDRESS address is the same as the
e CITY OR TOWN organization’s mailing
address, check the box and
e STATE proceed to the next step.
e Zip CODE The address field contains
Or, if applicable, click the ADDRESS SAME AS two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
10 Enter the name of the contact person in the Enter the name of the

NAME OF CONTACT PERSON field.

person whom the public
may contact for more
information about the
organization.
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Step # Step Description Notes
1M Complete the following address fields for the Enter the address for the
contact person: contact person. If the
o CONTACT PERSON’S ADDRESS address is the same as the
c T organization’s mailing
* ITY OR TOWN address, check the box and
e STATE proceed to the next step.
e Zip CODE The address field contains
Or, if applicable, click the ADDRESS SAME As | two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
12 Complete the following address fields for the Enter the organization’s

organization:
e BUSINESS ADDRESS
e CITY OR TOWN
o STATE
e Zip CODE

Or, if applicable, click the ADDRESS SAME AS
ORGANIZATION’S MAILING ADDRESS box.

business address, which is
the physical location of the
organization. If the address
is the same as the
organization’s mailing
address, check the box and
proceed to the next step.

The address field contains
two lines. The second
address field is optional.
The 4-digit zip code
extension field is optional.
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Step # Step Description Notes

13 If applicable, click the ORGANIZATION HAS NO If the organization has not
EAIN box. been assigned any
Otherwise, complete the following fields for the | identification number by any
organization’s election authority identification | €lection authority, check the
number: ORGANIZATION HAS NO EAIN

e Click on the drop-down arrow and t;toex and proceed to the next
choose a state to complete the STATE p.. ) o
field Provide eac_h identification

o Enter the Election Authority gfrggiezra?isosr:ganneddi;%m; the
Identification Number for that state in tgt in which the el t'y
the ELECTION AUTHORITY S ar? n w 'f e; eg 'on
IDENTIFICATION NUMBER field aut orlty IS qgatg - rora

] federal identification

e Click on the ADD EAIN button number, enter “Federal” for

 Repeat these actions for each state in | the state. You must click

which the organization has an EAIN the ADD EAIN button after

entering each EAIN and
state.
As each EAIN is entered, it
will appear in a listing at the
bottom of the page. If more
than 10 EAINs are entered,
the listing will be broken up
into groups of 10.
The user may review the
entries and either modify or
delete any EAIN entry. If
the user clicks on Modify for
any EAIN, they must click
the ADD EAIN button;
otherwise the entry will be
deleted.

14 Click the PROCEED TO NEXT STEP button to | The organization may also
proceed to Step II: Notification of Claim of click on the tabs at the top
Exemption From Filing Certain Forms. of the page to go to the

various steps.

15 If desired, click the SAVE button to save the The user may choose to
document. save their work at any time.

16 If desired, click the SAVE FOR LATER button | By pressing this button the

to save and exit the form.

user will be routed back to
the Saved Forms page
(See Section 11).
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Step #

Step Description

Notes

17

If desired, click the RESET button to reset the
page to the pre-populated data.

7.3.3 Step ll: Notification of Claim of Exemption From Filing Certain Forms

Yl Internal Revenue Service =,

DEPARTMENT OF THE TRERSURY Daily

Home

Welcome Test Organization A

ep ¥l Submit

Step II: Notification of Claim of Exemption From Filing Certain Forms

The information will he saved in the database when you submit. Ifvou want to save and come hack later, click the "Sawve for Later” button.
Ifyou want o save vour woark, click the "Save" button.

Select the applicable choice:

|5 this arganization claiming exemption from filing Form 8872, Political Organization Repart of Contributions and
Expenditures, as a qualified state or local political organization®?

Cives ® Mo
List the state where the organization files reparts I 'l

|= this organization claiming exemption from filing Farm 990, Return of Organization Exempt from Income Tax, as
acaucus or association of state or local officials?

Cives & 1o

Prewvious Step Proceed to Mext Step | Save | Sawve for Later

IRS Privacy and Security Policy | Contact Us

7.3.4 Step Il Procedure

Step #

Step Description

Notes

Form 8871 Page
Step II: Notification of Claim of Exemption From Filing Certain Forms

1

Click YEs or No to answer whether the
organization is claiming exemption from filing
Form 8872, Political Organization Report of
Contributions and Expenditures, as a qualified
state or local political organization.

If Yes, proceed to Step 2.
If No, proceed to Step 3.

A qualified state or local
political organization is
exempt from filing

Form 8872. See

Appendix A for the definition
of a Qualified State of Local
Political Organization.
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Step #

Step Description

Notes

Click on the drop-down arrow next to LIST THE
STATE WHERE THE ORGANIZATION FILES
REPORTS box to select the appropriate state.

Enter the state where the
organization files its reports.

Click YEs or No to answer whether the
organization is claiming exemption form filing
Form 990, Return of Organization Exempt
from Income Tax, as caucus or association of
state or local officials.

A political organization that
is a caucus or association
of state or local officials is
exempt from filing

Form 990.

If desired, click the PREVIOUS STEP button to
return to Step I: General Information.
Otherwise, proceed to Step 5.

The organization may also
click on the tabs at the top
of the page to go to the
various steps.

Click the PROCEED TO NEXT STEP button to
proceed to Step lll: Purpose.

The organization may also
click on the tabs at the top
of the page to go to the
various steps.

If desired, click the SAVE button to save the
document.

The user may choose to
save their work at any time.

If desired, click the SAVE FOR LATER button
to save and exit the form.

By pressing this button the
user will be routed back to
the Saved Forms page
(See Section 11).
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7.3.5 Step lll Purpose

Y3 Internal Revenue Service 2=,

DEPARTMENT OF THE TREASURY Daily

Home

Step Ill: Purpose

The information will be saved in the database when you submit. Ifyouwant to save and come back later, click the "Save for Later* hutton.
[fyou want o save yourwork, click the "Save" button,

Describe the purpose of the organization {max length 512 characters):
h‘est purpose. ;I

[ -
Frevious Step I FProceed to Mext Step | Save | Save for Later | Feset |

IRS Privacy and Security Policy | Contact Us

7.3.6 Step lll Procedure

Step # Step Description Notes

Form 8871 Page
Step lll: Purpose

1 Complete the DESCRIBE THE PURPOSE OF THE | Explain the organization’s
ORGANIZATION field (maximum length of 512 purpose.
characters).

2 If desired, click the PREVIOUS STEP button The organization may also
to return to Step II: Notification of Claim of click on the tabs at the top of
Exemption From Filing Certain Forms. the page to go to the various
Otherwise, proceed to Step 3. steps.

3 Click the PROCEED TO NEXT STEP button The organization may also
to proceed to Step IV: List of All Related click on the tabs at the top of
Entities. the page to go to the various

steps.

4 If desired, click the SAVE button to save the The user may choose to
document. save their work at any time.
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Step # Step Description Notes
to save and exit. user will be routed back to
the Saved Forms page (See
Section 11).
6 If desired, click the RESET button to clear the

page.
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7.3.7 Step IV: List of All Related Entities
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7.3.8 Step IV Procedure

Step #

Step Description

Notes

Form 8871 Page
Step IV: List of All Related Entities

1 If applicable, click THE ORGANIZATION HAS NO The organization must
RELATED ENTITIES checkbox and proceed to report any related entities.
Step 7, otherwise proceed to Step 2. If the organization does not
have any related entities,
the user must click this
checkbox or they will not be
able to submit the form.
2 Enter the name of the related entity in the
RELATED ENTITY field.
3 Click on the drop-down arrow to select from the | The relationship is
choices presented for the RELATIONSHIP field. “Connected” if the
organization and the entity
have (a) significant common
purposes and substantial
common membership or (b)
substantial common
direction or control. The
relationship is “Affiliated” if
either the organization or
the entity owns at least a
50% interest in the capital
or profits of the other. See
Appendix A for further
explanation.
4 Complete the following Address fields for the The address field contains
related entity: two lines. The second
e MAILING ADDRESS address field is optional.
The 4-digit zip code
* CiTY OR TOWN extension field is optional.
e STATE
e Zip CODE
Or, if applicable, click the ADDRESS SAME AS
ORGANIZATION’S MAILING ADDRESS bOX.
5 Click the ADD ENTITY button. Information entered in these

fields will not be submitted
to the form unless added by
clicking the ADD ENTITY
button.
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Step # Step Description Notes
6 Repeat Steps 2-5 to add additional entities. As each entity is entered, it

will appear in a listing at the
bottom of the page. If more
than 10 entities are entered,
the listing will be broken up
into groups of 10.
The user may review the
entries and either modify or
delete any related entity
entry. If the user clicks on
Modify for any entity, they
must click the ADD ENTITY
button; otherwise the entry
will be deleted.

7 If desired, click the RESET button to clear the
page.

8 If desired, click the PREVIOUS STEP button to | The organization may also
return to Step lll: Purpose. Otherwise, click on the tabs at the top
proceed to Step 9. of the page to go to the

various steps.

9 Click the PROCEED TO NEXT STEP button to | The organization may also
proceed to Step V: List of All Officers, click on the tabs at the top
Directors, and Highly Compensated of the page to go to the
Employees. various steps.

10 If desired, click the SAVE button to save the The user may choose to
document. save their work at any time.

1 If desired, click the SAVE FOR LATER button | By pressing this button the

to save and exit.

user will be routed back to
the Saved Forms page
(See Section 11).
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7.3.9 Step V: List of All Officers, Directors, and Highly Compensated
Employees

i) Internal Revenue Service o=,

DEPRRTMENT OF THE TRERSURY Daily

Home

Welcome Test Organization A

Step V: List of All Officers, Directors, and Highly Compensated Employees

The information will he saved in the database when you submit. If you want to save and come hack later, click the "Save for Later" button.
If you want to save your waork, click the "Sawve" button.

Note: After entering each officer, ciiclk the "Add Officer" bulton, Once youw have aaded alf officers, click the "Proceed o Next Step button,

Marmea:
|bﬁicerA
Title:
[Title A

Mailing address:
¥ Address same as arganization's mailing address.

Crity or town: State: Zip Code:

| = | 3

Add Oficer | Peset |

Previous Step | Proceed to Mext Step | Save | Save for Later

IRS Privacy and Security Policy | Contact Us
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Step V: List of All Officers, Directors, and Highly Compensated Employees
Example with Officer Added

Y3} Internal Revenue Service T,

DEPARTMENT OF THE TRERSURY Daily

Home

Welcome Test Organization A

Step V: List of All Officers, Directors, and Highly Compensated Employees

The infarmation will he saved in the database when you submit. Ifyou want to save and come hack later, click the "Save for Later button.
Ifyou want to save vourwork, click the "Save" hutton.

Note: After entering each officer, click the "Add Officer" button. Once vou have added all officers, click the "Procesd fo Next Shep" bution.

Mame:

Title:

Mailing addrass:
[T Address same as arganization's mailing address.

City ar towen: State: Zip Code:

| = T —

Al Officer I Reset

Officers
1 ftern found.
Name Title Address
Cfficer A Title A Anystreat fodify Delete
Arvtown, DC 20036
Frevious Step Froceed to MNext Step | Save | Sawve for Later

IRS Privacy and Security Policy | Contact Us
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7.3.10 Step V Procedure

Step #

Step Description

Notes

Form 8871 Page
Step V: List of All Officers, Directors, and Highly Compensated Employees

1 Enter the name of the officer, director or highly | At least one officer, director
compensated employee in the NAME field. or highly compensated
employee must be entered.
Highly compensated
employees are the five
employees, other than
officers and directors, who
are expected to have the
highest annual
compensation over
$50,000. See Appendix A
for further information.
2 Enter the title of the person named in Step 7 in
the TITLE field.
3 Complete the following Address fields for the The address field contains
related entity: two lines. The second
° MA".'NG ADDRESS addreSS ﬂeld iS Optional.
c T The 4-digit zip code
* ITY OR TOWN extension field is optional.
e STATE
e Zip CODE
Or, if applicable, click the ADDRESS SAME AS
ORGANIZATION’S MAILING ADDRESS boOX.
4 Click the ADD OFFICER button to add the Information entered in these

officer, director, or highly compensated
employee’s name.

fields will not be submitted
to the form unless added by
clicking the ADD OFFICER
button.
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Step # Step Description Notes

5 Repeat Steps 1-4 until all officers, directors, As each officer is entered, it
and highly compensated employees are added | will appear in a listing at the
to the list. bottom of the page. If more

than 10 officers are entered,
the listing will be broken up
into groups of 10.

The user may review the
entries and either modify or
delete any officer entry. If
the user clicks on Modify for
any officer, they must click
the ADD OFFICER button;
otherwise the entry will be
deleted.

6 If desired, click the RESET button to clear the
page.

7 If desired, click the PREVIOUS STEP button to | The organization may also
return to Step IV: List of All Related Entities. | click on the tabs at the top
Otherwise, proceed to Step 8. of the page to go to the

various steps.

8 Click the PROCEED TO NEXT STEP button to | The organization may also
proceed to Step VI: Submit. click on the tabs at the top

of the page to go to the
various steps.

9 If desired, click the SAVE button to save the The user may choose to
document. save their work at any time.

to save and exit.

user will be routed back to
the Saved Forms page
(See Section 11).
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7.3.11 Step VI: Submit

Y1) Internal Revenue Service o=

DEPARTHENT OF THE TREASURY Daily

Home

Step || General Information | 8

Welcome Test Organization A

Submit

Prior to subrmitting your farm, please review all information in the various sections to ensure that itis true, correct
and complete. Please type your full narme in the box provided belowe. Once you have signed and clicked on the
‘Submit' button belaw, the farm will be submitted to the IRS and all infarmation will be publicly available atthe
Political Crganization Disclosure page. Do notinclude personal information other than that required to be
digclosed.

Under penalties of perjury, | declare that the arganization named in Step | is to be treated as a tax exempt
arganization described in section 527 ofthe Internal Revenue Code, and that | have examined all infarmation
entered to he submitted on this notice and to the hest of my knowledge and helief, it is true, correct, and
complete. | further declare that | am the official authorized to sign this repart, and | am signing by entering my
narme belaw.

Subirmit Farrn 8871

IRS Frivacy and Security Policy | Contact Us

7.3.12 Step VI Procedure

Step # Step Description Notes

Form 8871 Page
Step VI: Submit

1 Enter your complete name in the SIGNATURE After reading the second
field. paragraph, enter your name
in the signature field as if
you were signing this form.

The user can review the
information they have
entered into the form by
clicking on the Step 1-VI
links across the top of the

page.
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Step #

Step Description

Notes

Click the SUBMIT FORM 8871 button to

submit the form to the IRS.

Upon submission the user
will be routed to the
Confirmation Page. See
Section 9.
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8.0 Form 8872

8.1  Purpose of Form 8872

Form 8872 is used to report information about a political organization’s
contributions and expenditures. The Form 8872 must be filed either monthly or
quarterly/semi-annually. In an election year, a political organization may also be
required to file a pre-election and post-election Form 8872. (See Appendix A for
more information). The form is presented to users over five pages.

8.2 Filing Form 8872

To file Form 8872 electronically, the user must enter their username and
password to access their Political Organization Filing Center (see Section 6).
From the Filing Center Home Page, the user has three options to file a

Form 8872.

To file a new Form 8872, the user may click on either the 8872 tab or the File
8872 link under the Home tab at the top of the Political Organization Filing Center
page. The user will then be at Step | of the Form 8872 input screens with
information in certain fields automatically entered. These fields are the common
fields shared by Form 8871 and Form 8872 (such as Employer Identification
Number (EIN), Name of Organization, Date Established, etc.). The information
automatically entered is the information from the organization’s most recent
electronically filed Form 8871 or Form 8872. The user may change the
information in any of these fields, other than the EIN and Name of Organization.

To continue filing a previously saved form, the user may click on the Saved
Forms tab. The user may then select Modify for a previously saved Form 8872.
The user will then be at Step | of the saved Form 8872 input screens with all of
the previously entered information displayed. The user may change and
complete the information in any of these fields, other than the EIN and Name of
Organization.

To file a form amending a previous filing, the user may click on the Submitted
Forms tab. The user may then select Amend for a previously submitted

Form 8872. The user will then be at Step | of the Form 8872 input screens with
all of the information from the previously submitted form automatically entered.
The user may change the information in any of these fields, other than the EIN
and Name of Organization.
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8.3 Form 8872 Page Display and Procedure

8.3.1 Step I: General Information
L5 Internal Revenue Service [z,

‘Welcoms Test Organization &

Map | Genatal Infarmstien

=3 i g

Procwedobenfing | Saw|  Semirime | P |

et Lo £ ot | Ll d by
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8.3.2 Step | Procedure

Step # Step Description

Notes

Form 8872 Page
Step I: General Information

1 The fields in Step I: General Information are
entered automatically based upon your most
recent electronically filed Form 8871 or

Form 8872, so follow Steps 2-10 only if
information has changed.

The organization’s general
information will be entered
automatically in the fields
on this page. The user only
needs to follow these steps
if the automatically entered
data has changed.

If you are filing an amended
report based upon a
previously submitted form,
all fields will be entered
automatically. Any of those
fields may be changed
other than EIN and Name of
Organization.

2 Complete the following address fields for the
organization:

e MAILING ADDRESS
e CITY OR TOWN

e STATE

e ZIp CODE

The address field contains
two lines. The second
address field is optional.
The 4-digit zip code
extension field is optional.
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Step #

Step Description

Notes

Click one of the following boxes to indicate the
type of report:

e INITIAL
e AMENDED
e FINAL

If applicable, also click the CHANGE OF ADDRESS
box.

Check the “Initial” box if this
is the First Form 8872 filed
by the organization for this
period.

Check the “Amended” box if
the organization is filing this
report to amend a
previously filed report for
this period.

Check the “Final” box if the
organization will not be
required to file Form 8872 in
the future.

Check the “Change of
Address” box if the
organization has changed
its address since it last filed
Form 8871, Form 8872,
Form 990, Form 990-EZ, or
Form 1120-POL.

Complete the DATE ESTABLISHED field.

Enter the date the
organization was
established.

The date must be entered in
the following format:
MM/DD/YYYY.

Complete the EMAIL ADDRESS field, or if the
organization has no email address, click THE
ORGANIZATION HAS NO EMAIL ADDRESS box and
proceed to Step 6.

Either enter the
organization’s email
address or check the box to
indicate the organization
has no email address.

Enter the name of the custodian of records in
the NAME OF CUSTODIAN OF RECORDS field.

The custodian of records is
the person in possession of
the organization’s books
and records.
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Step # Step Description Notes
7 Complete the following address fields for the Enter the address for the
custodian of records: custodian of records. If the
e CUSTODIAN’S ADDRESS address is the same as the
organization’s mailing
* CiTy orR TOWN address, check the box and
e STATE proceed to the next step.
e ZIp CODE The address field contains
Or, if applicable, click the ADDRESS SAME AS two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
8 Enter the name of the contact person in the Enter the name of the
NAME OF CONTACT PERSON field. person whom the public
may contact for more
information about the
organization.
9 Complete the following address fields for the Enter the address for the
contact person: contact person. If the
o CONTACT PERSON’S ADDRESS address is the same as the
organization’s mailing
* CiTy orR TOWN address, check the box and
e STATE proceed to the next step.
e ZIp CODE The address field contains
Or, if applicable, click the ADDRESS SAME AS two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
10 Complete the following address fields for the Enter the organization’s

organization:
e BUSINESS ADDRESS
e CITY OR TOWN
o STATE
e Zip CODE

Or, if applicable, click the ADDRESS SAME AS
ORGANIZATION’S MAILING ADDRESS box.

business address, which is
the physical location of the
organization. If the address
is the same as the
organization’s mailing
address, check the box and
proceed to the next step.

The address field contains
two lines. The second
address field is optional.
The 4-digit zip code
extension field is optional.
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Step # Step Description Notes
1M Click the PROCEED TO NEXT STEP button to | The organization may also
proceed to Step lI: Filing Information. click on the tabs at the top
of the page to go to the
various steps.
12 If desired, click the SAVE button to save the The user may choose to
document. save their work at any time.
13 If desired, click the SAVE FOR LATER button By pressing this button the
to save and exit the form. user will be routed back to
the Saved Forms page.
See Section 11.
14 If desired, click the RESET button to reset the

page to the pre-populated data.
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8.3.3 Step ll: Filing Information

Y1) Internal Revenue Service =

DEPARTMENT OF THE TREASURY Daily

Step | General Information | Step I Filing Infarmation |

Step Il Filing Informatien

The information will be saved in the database when you submit. Ifyou want to save and come hack later, click the "Save for Later" buttan.
Ifyau want to save yaur wark, click the "Sawe" buttan.

Filing for the Period

Beginning (MDD Ending (MhdfDDMN )
|D1,’EI1,.-’2EIDS EI |I33,“EI1,."2EIDS EI
Type of report

© First quarterly report (cue by Aprii 15)

" gecond quarterly report {due b Jdule 15)

€ Third quarterly repart (oue by October 15)

 year-end report (due b danuans 29)

& Mid-year report (Wor-elzction year onl-due Dy Sy 31)

& Monthly report for the morth of IMarch 'l

[(WOTE. This Yeport is due Dy the 20th day following the month shown above, except the Decembear raport which /s
e Janhuans 3

O Pre-slection report (due 1 2th day before efection)
(1) Type of election: I vI

(2} Date of election (MMIDDJ’YWYJ:I E||
(3) For the state of. I vl

© Post-general election report (cue By the 30th day after genersl election)

(1) Date of election: (WMAIDDMY: I El

{2) For the state of | 'l
Prewvious Step I Proceed to MNext Step | Sawve | Sawe for Later Reset

IRE Privacy and Security Policy | Contact Us
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8.3.4 Step Il Procedure

Step # Step Description

Form 8872 Page
Step IlI: Filing Information

1 Complete the following dates for the period to
which this filing applies:
¢ FILING FOR THE PERIOD BEGINNING, and
e ENDING

Enter the beginning and
ending dates for the period
to which this filing applies.
If the organization filed a
prior report for the calendar
year, the beginning date
must be the first day after
the ending date shown on
the prior report.

The date must be entered in
the following format:
MM/DD/YYYY.

2 Select one of the following TYPE OF REPORT
and complete the steps listed:

e Quarterly/Semi-annual Report —
complete Step 3 then proceed to
Step 13.

e Monthly Report — complete Steps 4-
5 then proceed to Step 13.

e Pre-election Report — complete
Steps 6-9 then proceed to Step 13.

e Post-general Election Report —
complete Steps 10-12 then proceed
to Step 13.

The user should select only
one type of report to file for
the period.

Whether the user files
quarterly/semi-annually or
monthly, the user must file
on the same basis for the
entire calendar year.

3 Click one of the following fields for the
quarterly/semi-annual report being filed:

e FIRST QUARTERLY REPORT

e SECOND QUARTERLY REPORT
e THIRD QUARTERLY REPORT

e YEAR-END REPORT

e MID-YEAR REPORT

For quarterly reports (in
even-numbered years), file
the first report for the first
quarter of the calendar year
in which the organization
accepts a contribution or
makes and expenditure.

For semi-annual reports (in-
odd numbered years), the
organization must file a
mid-year report and a
year-end report.

See Appendix A for further
information.
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Step #

Step Description

Click the MONTHLY REPORT FOR THE MONTH OF

field

This report must reflect all
reportable contributions
accepted and expenditures
made during the month for
which the report is being
filed.

During a year in which a
regularly scheduled general
election is held, do not
check the box to report
October, November or
December activity. Instead,
file a pre-election report,
post-general election report,
and a year-end report.

See Appendix A for more
information.

Click on the drop-down arrow to choose the

MONTH for which the monthly rep
filed.

ort is being

Click the PRE-ELECTION REPORT

field.

For quarterly filers, this
report must be filed before
any election for which the
organization made a
contribution or expenditure
with respect to a candidate
for federal office.

For monthly filers, this
report must be filed in lieu
of the October monthly
report in even-numbered
years.

This report must reflect all
reportable contributions
accepted and expenditures
made through the 20" day
before the election.

Click on the drop-down arrow to choose the

TYPE OF ELECTION.

Indicate whether the
election was a primary,
general, convention,
special, or run-off election.
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Step # Step Description
8 Complete the DATE OF ELECTION field. The date must be entered in
the following format:
MM/DD/YYYY.

9 Click on the drop-down arrow to choose the
state in which the election will be held from the
FOR THE STATE OF box.

10 Click the POST-GENERAL ELECTION REPORT This report must reflect all
field. reportable contributions

accepted and expenditures
made through the 20" day
after the general election.

1 Complete the DATE OF ELECTION field. The date must be entered in

the following format:
MM/DD/YYYY.

12 Click on the drop-down arrow to choose the
state in which the election was held from the
FOR THE STATE OF box.

13 If desired, click the PREVIOUS STEP button to | The organization may also
return to Step I: General Information. click on the tabs at the top
Otherwise, proceed to Step 14. of the page to go to the

various steps.

14 Click the PROCEED TO NEXT STEP button to | The organization may also
proceed to Step lll: Schedule A Itemized click on the tabs at the top
Contributions. of the page to go to the

various steps.

15 If desired, click the SAVE button to save the The user may choose to
document. save their work at any time.

16 If desired, click the SAVE FOR LATER button | By pressing this button the
to save and exit the form. user will be routed back to

the Saved Forms page.
See Section 11.
17 If desired, click the RESET button to clear the

page.
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8.3.5 Step lll: Schedule A Itemized Contributions

i) Internal Revenue Service 7,

DEPARTMENT OF THE TRERASURY Daily

Home Upload

Step || General Information | S H (] g 1edule

Welcome Test Organization A

Step Ill: Schedule A ltemized Contributions

The infarmation will he saved in the database when you submit. If you want to sawve and come hack later, click the "Save for Later* button.
If you want to save yourwark, click the "Save" hutton.

Note: After entening each contibution, ofick ¥he "Add Cominbution” button. Once vouw have added all contributions, click the "FProcesd fo
Next Step button.

[T Mo reportable contributions were received during this period.
Cantributar's hame:

ICDntributDrA

Mame of contributor's employer:

IEmpIDyerA

Contributor's occupation:
|OccupatiDnA

Contributor's address:
¥ address sarme as organization's mailing address.

City or town: State: Zip Code:

| [ = -

Arnount of contribution: 4 (100000
Drate of contribution: (MIDDMNYYY IUZ,-"UUZEIUS El
Contributor's vear-to-date agoregate amount; 4 (100000

Add Contribution | Reset

Fresious Step | Froceed to Mext Step | Save | Sawe for Later

IRS Privacy and Security Policy | Contact Us
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8.3.6 Step lll Procedure

Step #

Step Description

Notes

Form 8872 Page
Step lll: Schedule A Itemized Contributions

1 If applicable, click the NO REPORTABLE See Appendix A for more
CONTRIBUTIONS WERE RECEIVED DURING THIS information.
PERIOD box and proceed to Step 12, otherwise
proceed to Step 2.
2 Enter the name of the contributor in the
CONTRIBUTOR’S NAME field.
3 Complete the NAME OF CONTRIBUTOR’S If the contributor is an
EMPLOYER field. individual, enter the name of
the organization or person
by whom the contributor is
employed. If the contributor
is self-employed, enter
“Self-employed.”
If the contributor is not an
individual, enter “N/A.”
4 Complete the CONTRIBUTOR’S OCCUPATION If the contributor is an
field. individual, enter the principal
job title or position of the
contributor.
If the contributor is not an
individual, enter “N/A.”
5 Complete the following address fields for the Enter the contributor’s
contributor: address. If the address is
o CONTRIBUTOR’S ADDRESS the same as the
C T organization’s mailing
¢ ITY OR TOWN address, check the box and
e STATE proceed to the next step.
e Zip CODE The address field contains
Or, if applicable, click the ADDRESS SAME AS two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
6 Complete the AMOUNT OF CONTRIBUTION field. If a contributor made more

than one contribution in a
reporting period, report each
contribution separately.
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Step #

Step Description

Notes

Complete the DATE OF CONTRIBUTION field.

The date must be entered in
the following format:
MM/DD/YYYY.

Complete the CONTRIBUTOR’S YEAR-TO-DATE
AGGREGATE AMOUNT field.

Enter the total amount of
contributions accepted from
the contributor during this
calendar year as of the end
of this reporting period.

Click the ADD CONTRIBUTION button.

Information entered in these
fields will not be submitted to
the form unless added by
clicking the ADD
CONTRIBUTION button.

10

Repeat Steps 2-9 until all contributions for the
reporting period are entered.

Follow these steps to add
each contribution separately.

As each contribution is
entered, it will appear in a
listing at the bottom of the
page. If more than 10
contributions are entered,
the listing will be broken up
into groups of 10.

The user may review the
entries and either modify or
delete any contribution entry.
If the user clicks on Modify
for any contribution, they
must click the ADD
CONTRIBUTION button;
otherwise the entry will be
deleted.

11

If desired, click the RESET button to clear the
page.

12

If desired, click the PREVIOUS STEP button to
return to Step ll: Filing Information.
Otherwise, proceed to Step 13.

The organization may also
click on the tabs at the top of
the page to go to the various
steps.

13

Click the PROCEED TO NEXT STEP button to
proceed to Step IV: Itemized Expenditures.

The organization may also
click on the tabs at the top of
the page to go to the various
steps.
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Step # Step Description Notes
14 If desired, click the SAVE button to save the The user may choose to
document save their work at any time.
15 If desired, click the SAVE FOR LATER button | By pressing this button the

to save and exit the form.

user will be routed back to
the Saved Forms page. See
Section 11.
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8.3.7 Step IV: Itemized Expenditures

i} Internal Revenue Service o=,

DEPRRTHENT OF THE TRERSURY Daily

Home

Step || General Information | Step |1 Filing Information | Step i Schedule & | - Sc ueB : it

Welcome Test Organization A

Step IV: Itemized Expenditures

The infarmation will be saved in the database when you submit. Ifvou want to save and come hack later, click the "Save for Later” buttan.
Ifyou want to save yourwoark, click the "Save" hutton.

Mate: Aftar entering each expendiure, click the "Add Expanditura” button. Onee vau hiave added all expenditures, ciick the "Procesd to
Nend Shep" Duiton.

¥ Mo reportable expenditures were made during this period.
Recipient's name:

Marme of recipient's employer:

Fecipient's occupation:

Fecipient's address:
[T address sare as organization's mailing address.

City ar town: State: Zip Code:

| [ = ] 3
Amount of expenditure; % I

Diate of expenditure; (MDD | E||

Furpose of expenditure fmax 512 characters):

Add Expenditure | Reset

Fresdious Step | Froceed to Next Step | Save | Sawve for Later

IRS Privacy and Security Poliey | Contact Us
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8.3.8 Step IV Procedure

Step #

Step Description

Notes

Form 8872 Page

Step IV: Itemized Expenditures
1 If applicable, click the NO REPORTABLE See Appendix A for more
EXPENDITURES WERE MADE DURING THIS PERIOD | information.
box and proceed to Step 16, otherwise proceed
to Step 2.
2 Enter the name of the recipient in the
RECIPIENT’S NAME field.
3 Complete the NAME OF RECIPIENT’S EMPLOYER | If the recipient is an
field. individual, enter the name of
the organization or person
by whom the recipient is
employed. If the individual is
self-employed, enter
"Self-employed.”
If the recipient is not an
individual, enter “N/A.”

4 Complete the RECIPIENT’S OCCUPATION field. If the recipient is an
individual, enter the principal
job title or position of that
recipient.

If the recipient is not an
individual, enter “N/A.”
5 Complete the following address fields for the Enter the recipient’s
recipient: address. If the address is
e RECIPIENT’S ADDRESS the same as the
C T organization’s mailing
¢ ITY OR TOWN address, check the box and
e STATE proceed to the next step.
e Zip CODE The address field contains
Or, if applicable, click the ADDRESS SAME As | two lines. The second
ORGANIZATION’S MAILING ADDRESS box. address field is optional.
The 4-digit zip code
extension field is optional.
6 Complete the AMOUNT OF EXPENDITURE field. Report each separate

expenditure made to any
person during the calendar
year that was not reported in
a prior reporting period.
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Step #

Step Description

Notes

Complete the DATE OF EXPENDITURE field.

The date must be entered in
the following format:
MM/DD/YYYY.

Complete the PURPOSE OF EXPENDITURE field.

Describe the reason for
making the expenditure.

Maximum of 512 characters.

Click the ADD EXPENDITURE button.

Information entered in these
fields will not be submitted to
the form unless added by
clicking this button.

10

Repeat Steps 2-9 until all expenditures made
during the reporting period are added.

Follow these steps to add
each expenditure separately.

As each expenditure is
entered, it will appear in a
listing at the bottom of the
page. If more than 10
contributions are entered,
the listing will be broken up
into groups of 10.

The user may review the
entries and either modify or
delete any expenditure entry.
If the user clicks on Modify
for any expenditure, they
must click the ADD
EXPENDITURE button;
otherwise the entry will be
deleted.

11

If desired, click the RESET button to clear the
page.

12

If desired, click the PREVIOUS STEP button to
return to Step Ill: Schedule A Itemized
Contributions. Otherwise, proceed to Step
13.

The organization may also
click on the tabs at the top of
the page to go to the various
steps.

13

Click the PROCEED to NEXT STEP button to
proceed to Step V: Submit.

The organization may also
click on the tabs at the top of
the page to go to the various
steps.

14

If desired, click the SAVE button to save the
document.

The user may choose to
save their work at any time.
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Step # Step Description

Notes

15 If desired, click the SAVE FOR LATER button

to save and exit the form.

By pressing this button the
user will be routed back to

the Saved Forms page.
See Section 11.

8.3.9 Step V: Submit

Y1l Internal Revenue Service =,

DEPARTHENT OF THE TREASURY

Home

Upload
edule B | Step V: Submit
Welcome Test Organization A

Submit

Friarto submitting vaur form, please review all information in the various sections to ensure that itis true, correct
and complete. Please type your full name in the box provided below. Once you hawe signed and clicked on the
‘Submit’ button below, the form will be submitted to the IRS and all information will be publicly availahle atthe
Folitical Organization Disclosure page. Do not include persanal infarmation other than that required to be
dizclosed.

Under penalties of perjury, | declare that | have examined all information entared to he submitted an this report
and to the best of my knowledge and belief, itis true, carrect, and complete. | further declare that | am the official
authorized to sian this report, and | am signing by entering my name below,

Submit Form 6872

IRS Frivacy and Security Folicy | Contact Us
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8.3.10 Step V Procedure

Step # Step Description Notes

Form 8872 Page
Step V: Submit

1 Enter your complete name in SIGNATURE field. | After reading the second
paragraph, enter your name
in the signature field as if
you were signing the form.

The user can review the
information they have
entered into the form by
clicking on the Step I-IV links
across the top of the page.

2 Click the SUBMIT FORM 8872 button to Upon submission the user
submit the form to the IRS. will be routed to the
Confirmation Page. See
Section 9.
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9.0 Confirmation Page

9.1  Purpose of the Confirmation Page

The purpose of the Confirmation page is to inform the user that their Form 8871
or Form 8872 was successfully submitted and to provide them with a
confirmation number. The Confirmation page also provides instructions for the
user on printing and maintaining a copy of the form for public disclosure.

9.2 Confirmation Page Display

$) Internal Revenue Service 7=,

DEPARTHMENT OF THE TREASURY Daily

Home

eral Information | Step [l Exermption

Logout
it

Welcome Export Test1

You have successfully submitted Form 8871

Your confirmation number is #987YE58425, YouU are required t0 maintain a copy of this form atyour principal place
of husiness and major regional offices far public viewing during regular business haurs, Click the link below to
view 3 printable copy ofyour submitted farm. If anvone requests a copy of this farm either inwriting orin persan,

yau may refer them ta the copy posted an this wehsite.

Wiew Form 8871

IRS Privacy and Security Poliey | Contact Us

9.3 Procedure

Step #

Step Description

Notes

Confirmation Page

1

If submitting a Form 8871, click on the VIEW
FORM 8871 button to view and print the
submitted form.

Or, if submitting a Form 8872, click the VIEW

FORM 8872 button to view and print the
submitted form.

The organization is
required to maintain a copy
of these forms at its
principal place of business
so the public may view it
during regular business
hours.

If any changes need to be
made to the form, an
amended form must be
submitted.
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Step #

Step Description

Notes

Click on the Logout tab to logout of the
application or click on one of the other tabs to
continue in the Filing Center.
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10.0 Upload Page

10.1 Purpose of the Upload Page

This page is used to upload data files of the information needed to complete
Form 8871 and Form 8872. These data files were created by the user’s financial
software conforming to the XML schemas published on the IRS website. The
data in the uploaded files must meet validation requirements for the online
versions of Form 8871 and Form 8872. Once the data files have been uploaded,
the user will be able to review the information in the form prior to submission.
Uploads are subject to the same validation requirements as the Form 8871 and
Form 8872.

10.2 Upload Page Display
{1 Internal Revenue Service 1*,

Ehuily

Welcome Test Drgani:ati o A

Upload Your Form.
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10.3 Procedure

Step # Step Description Notes
Upload Page
1 Select from the following options: The links provide information
e Click on Form 8871 XML Schemato | On the requirements for the
download the information required to data file. The user's
create a file to upload Form 8871. financial software may
Then proceed to Step 2. already create a file that
e Click on Form 8872 XML Schema to fggjﬁ;ﬁeﬁéhese
download the information required to '
create a file to upload Form 8872.
Then proceed to Step 2.
e Click on Forms 8871/8872 Common
XML Definitions to download the
required definitions for these forms,
then proceed to Step 3.
e If you have already created the
necessary file, proceed to Step 5.
2 Using the schema information presented,
create a Form 8871 or Form 8872 file to be
uploaded. Proceed to Step 4.
3 Using the definitions presented, create a Form

8871 or Form 8872 file to be uploaded.
Proceed to Step 4.

Save the file created to your desktop.

Click on the BROWSE button to locate the
XML file on your desktop.
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Step #

Step Description

Notes

Click the UPLOAD button.

The system will check the
uploaded file to confirm that
it conforms to the XML
schema requirements. If it
does not, the user will not be
able to upload information
using that file and must
either correct the file or
manually enter the
information.

If the file conforms to the
XML schema requirements,
the information will be
automatically entered into
the web application (For
Form 8871, see Section 7
and for Form 8872, see
Section 8) and checked
using the same checks as
when information is manually
entered. If there are any
errors, the user will receive
the appropriate error
messages and be taken to
the first page on which there
are errors. The user will
then have the opportunity to
correct those errors prior to
submitting the form.

If there are no errors, the
user will be automatically
taken to the submit page
(See Section 7 for the

Form 8871 and Section 8 for
the Form 8872). The user
will have the opportunity to
review the uploaded
information before submitting
the form.
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11.0 Saved Forms Page

11.1 Purpose of the Saved Forms Page

The Saved Forms Page displays all electronic forms that a user saved while
entering information but did not complete and submit to the IRS. Forms
displayed on this page can be modified and re-saved, modified and submitted, or

deleted.

11.2 Saved Forms Page Display

Y Internal Revenue Service 2=,

DEPARTHENT OF THE TRERSURY Daily

Home

71 | File Me: aved Forms | Submitted Farms

Welcome Test

Saved forms

Saved forms have not been submitted to the IRE and therefore are not publicly viewable. These saved forms may be
maodified prior to submission to the IRS. You may delete any saved form, however that information will not be recoverahle.

1 item found.

Form Description Saved Date

8871 05992003 12:46:34 PM o dify Delete

IRS Privacy and Security Policy
11.3 Procedure
Step # Step Description Notes
Saved Forms Page
1 Click on Modify to continue to enter information | The user will be routed to the
to the form. saved form. The user can

modify the form and then
re-save or submit it.
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Step # Step Description Notes

2 Click on Delete to delete the form. The user will be routed to the
Delete Confirmation page
and then to the Filing
Center page.
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12.0 Submitted Forms Page

12.1 Purpose of the Submitted Forms Page

The Submitted Forms Page displays all electronic forms that an organization has
submitted to the IRS. Forms displayed on this page can be viewed and printed

or used as the basis for filing an amended form.

12.2 Submitted Forms Page Display

i) Internal Revenue Service 2=

DEPARTMENT OF THE TRERSURY Daily

Home

ved Forms | Subritted Forms

Welcome Export Test1

Submitted forms

Submitted forms are publicly viewable through the Political Organization Disclosure page. You may view and print these
submitted farms. [fyouwish to file an amended form, you may use a previously submitted form for that period as yvour
starting paint.

3 tems found, displaying 1 to 3

Form Description Submitted Date

Mid Year Report- 8872 05972003 10:41:23 AM Amend Wign
tid Year Report- 8872 0592002 01:11:98 PM Amend Wigy
a7 05M 472002 07:24:29 PM Amend Wigy

IRS Privaey and Security Palicy
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12.3 Procedure

Step #

Step Description

Notes

Submitt

ed Forms Page

1

Click on Amend to file an amended form.

The user will be routed to
Step | of the requested form.
The fields on the input
screen will be automatically
entered with the data from
the submitted form. The
user can then make any
necessary changes and
submit the amended form.

Click on View to view or print the form.

The form will be displayed in
PDF format. Once the form
is displayed, the user may
print the form for his records.
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13.0 Logout Page

13.1 Purpose of the Logout Page

The Logout page allows the user to confirm that they wish to logout of the
Political Organization Filing Center. If the user confirms, the user will be routed
to the Political Organization Filing and Disclosure Landing Page. Otherwise, the
user will be returned to the organization’s Filing Center.

13.2 Logout Page Display

i) Internal Revenue Service 2=,

DEPARTHENT OF THE TREASURY Daily

Home 8871 8872 Upload Logout

Please click on the button below to confirm that you want to logout of the application.

“es. Logout MNa. Continue

IRS Privacy and Security Policy

13.3 Procedure

Step # Step Description Notes
Logout Page
1 Click on one of the following buttons: If the user chooses to logout,
e YES, LOGOUT they will be routed to the

Political Organization
Filing and Disclosure
Landing Page (See

Section 2).

If the user chooses not to
logout, they will be routed
back to the Political
Organization Filing Center
page (See Section 6), where
they can continue to file.

e NO, CONTINUE
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14.0 Exempt Organization Customer Account Services Page

14.1 Purpose of the Exempt Organization Customer Account Services
Page

The EO Customer Account Services page provides phone and address

information for individuals to direct technical and procedural questions

concerning charities and other non-profit organizations. The page also provides

users with information on how to request a new password.

14.2 Exempt Organization Customer Account Services Page Display

Y3 Internal Revenue Service ™=,

DEFRRTHENT OF THE TREASURY Daily

Home | T About IRS = oom | Ac pility | Site Map | Espafiol | Help

Home = Charities & Mon-Profits = Political Cras

Search IRS Sitefur: Political Orgs

EO Customer Account Services
Search Forms and

Publications for:

| You may directyaurtechnical and procedural questions concerning palitical
atganizations to IRS Customer Account Services at (877) 828-5500 {tall-free nurmbet). The
call center is open 8:00am to 6:30pm Eastern Time.

Search Help
Oryou may write us at
contents _
Internal Revenue Service
Business League Orgs TEI/GE Division, Customer Service
Charitable Orgs P.0. Box 2508
Emplovee Assocs Cincinnat, OH 45201

Fraternal Societies
Lahor & Agricultural Orgs
Eolitical Oros

Social Clubs

Social Welfare Oros
Weterans' Orgs

Forgot your password for the Political Organization Filing and Disclosure wehsite?

Ifyou hawve fargotten ar misplaced the usemame and passward issued toyour organization
afteryaou filed your initial Form 8871, please send a letter reguesting a new username and
password to;

resources
e-file IRS
Forms and Publications Aftn: Request for 8872 Password
Where To File Wail Stop 6373
Contact by Local Cfice Ougden, UT 84201
Freguently Asked Questions
Taxpayer Advocate It may take several weeks for your news username and password to arrive, as they will be

mailed to the organization. Submit your request now in order to have your username and
password available for your next filing.

IRS Privacy and Security Policy | Contact Us
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14.3 Procedure

Step # Step Description Notes
Contact Exempt Organization Customer Account Service Page
1 Read the information provided on the page and | The page provides contact
contact the IRS by phone or by mail. information for both general

exempt organization
questions and for requesting
a new password for the
POFD website.
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15.0 Appendix A

Glossary of Field Terms

A

Aggregate Year-to-Date Contributions
Enter the total amount of contributions accepted from the contributor during this
calendar year as of the end of this reporting period.

C

Contact Person

Enter the name and address of the person whom the public may contact for more
information about the organization.

Custodian of Records
Enter the name and address of the person in possession of the organization’s
books and records.

D

Date of Material Change

e For an initial notice, the date of material change is not required unless the
organization is filing its initial notice because it no longer qualifies for an
exception to the Form 8871 filing requirements (such as reasonably
anticipating it will always have annual gross receipts of less than $25,000).
In that case, enter the date the organization no longer qualified for the
exception.

e For an amended return, enter the date of the material change being
reported.

¢ For a final return, enter the date the organization terminated.

E

Election Authority Identification Number

If the organization has not been assigned any identification number by any
election authority, check the "The organization has no EAIN" checkbox.
Otherwise, provide each identification number assigned and identify the state in
which the election authority is located. For a federal identification number, enter
"Federal" for the state.
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Election Year
An election year is any year in which a regularly scheduled general election for
federal office is held (i.e., any even-numbered year).

Employer Identification Number (EIN)

Enter the correct EIN in the space provided. If the organization does not have an
EIN, it must apply for one on Form SS-4, Application for Employer Identification
Number. For more information about obtaining an EIN, including how to apply
online, see Employer Id Numbers (EIN).

When electronically filing an amended or final Form 8871 or a Form 8872, the
organization's EIN will be entered by the application and may not be changed.

Exemption from Form 990

A political organization that is a caucus or association of state or local officials is
exempt from filing Form 990. If you are claiming this exemption for the
organization, you must check the “Yes” box. If not, check the “No” box.

H

Highly Compensated Employees

Highly compensated employees are the five employees (other than officers and
directors) who are expected to have the highest annual compensation over
$50,000. Compensation includes both cash and non-cash amounts, whether paid
currently or deferred.

I
Initial, Amended, or Final for Form 8871
e Check the “Initial” box if this is the first Form 8871 filed by the
organization.
o Check the “Amended” box if the organization is reporting a material
change to information provided on previously submitted Forms 8871
e Check the “Final” box if the organization is terminating.

Initial, Amended, Address Change or Final for Form 8872

e Check the “Initial” box if this is the first Form 8872 filed by the organization
for this period.

e Check the “Change of Address” box if the organization changed its
address since it last filed Form 8871, Form 8872, Form 990 (or 990-EZ),
or Form 1120-POL.

e Check the “Amended” box if the organization is filing this report to amend
a report it already filed.

e Check the “Final” box if the organization will not be required to file Form
8872 in the future.
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N

Name of Contributor’s Employer

If the contributor is an individual, enter the name of the organization or person by
whom the contributor is employed (and not the name of his or her supervisor). If

the individual is self-employed, enter “Self-employed.” If the contributor is not an
individual, enter “N/A”.

Name of Recipient’s Employer

If the recipient is an individual, enter the name of the organization or person by
whom the recipient is employed (and not the name of his or her supervisor). If the
individual is self-employed, enter “Self-employed.” If the contributor is not an
individual, enter “N/A”.

Non-Disclosed Contributions

As the last entry on Schedule A, list the aggregate amount of contributions that
are required to be reported on this schedule for which the organization does not
disclose all of the information required under § 527(j). Enter “Withheld” as the
contributor's name. Enter the organization’s address, the date of the report, and
“N/A” for occupation and employer. This amount is subject to the penalty for the
failure to provide all the information required.

Non-Disclosed Expenditures

As the last entry on Schedule B, list the aggregate amount of expenditures that
are required to be reported on this schedule for which the organization does not
disclose all of the information required under § 527(j). Enter “Withheld” as the
recipient’s name. Enter the organization’s address, the date of the report, and
“N/A” for occupation and employer. This amount is subject to the penalty for the
failure to provide all the information required.

Non-Election Year
A non-election year is any odd numbered year (i.e., 2003).

(0]

Officers, Directors and Highly Compensated Employees
Enter the name, title, and address of all of the organization’s officers, members of
the board of directors, and highly compensated employees.

Highly compensated employees are the five employees (other than officers and
directors) who are expected to have the highest annual compensation over
$50,000. Compensation includes both cash and non-cash amounts, whether paid
currently or deferred.

84



Political Organization Filing and Disclosure

If there is more than one individual required to be listed, use the form to enter
each officer’s information, following each entry by clicking the “Add Officer”
button until all names are entered, then click the “Proceed to Next Step” button.

Q

Qualified State or Local Political Organizations

Qualified state or local political organizations (defined below) are exempt from
filing Form 8872. If you are claiming this exemption for the organization, you
must check the “Yes” box and enter the state where the organization files its
reports. If not, check the “No” box.

A qualified state or local political organization is a political organization that
meets the following requirements:

e The organization’s exempt functions are solely for the purpose of
influencing or attempting to influence the selection, nomination, election,
or appointment of any individual to any state or local public office or office
in a state or local political organization.

e The organization is subject to state law that requires it to report
information similar to that required on Form 8872.

e The organization files the required reports with the state.

The state makes such reports public and the organization makes them
open to public inspection in the same manner that organizations must
make Form 8872 available for public inspection.

¢ No federal candidate or office holder controls or materially participates in
the direction of the organization, solicits contributions to the organization,
or directs any of the organization’s disbursements.

For additional information, see § 527(e)(5) and Revenue Ruling 2003-49, 2003-
20 I.R.B. 903 (May 19, 2003).

R

Related Entities
List the name, relationship, and address of all related entities. An entity is a
related entity if either 1 or 2 below applies:

1. The organization and that entity have (a) significant common purposes
and substantial common membership or (b) substantial common direction
or control (either directly or indirectly).

2. Either the organization or the entity owns (directly or through one or more
entities) at least a 50% interest in the capital or profits of the other. For this
purpose, all entities defined as related entities under 1 above must be
treated as a single entity.

If 1 applies, choose “connected” under relationship. If 2 applies, choose
“affiliated” under relationship.
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If there is more than one related entity, use the form to enter each entity’s
information, following each entry by clicking the “Add Entity” button until all
related entities are entered, then click the “Proceed to Next Step” button.

If there are no related entities, check the No Related Entities box and use the
“Proceed to Next Step” button.

Report Period

For a Form 8872, enter the beginning and ending date for the period to which this
report relates. If the organization filed a prior report for this calendar year, the
beginning date must be the first day following the ending date shown on the prior
report.

S

Schedule A — Itemized Contributions
The organization must list on Schedule A each contributor from whom it accepted
contributions during the calendar year if:

e The aggregate amount of the contributions accepted from that person
during the calendar year as of the end of this reporting period was at least
$200 and

e Any of those contributions were accepted during this reporting period.

Treat contributions as accepted if the contributor has contracted or is otherwise
obligated to make the contribution.

¢ Name of Contributor’s Employer: If the contributor is an individual, enter
the name of the organization or person by whom the contributor is
employed (and not the name of his or her supervisor). If the individual is
self-employed, enter “Self-employed.” If the contributor is not an
individual, enter “N/A”.

¢ Contributor’s Occupation: If the contributor is an individual, enter the
principal job title or position of that contributor. If the contributor is not an
individual, enter “N/A”.

e Aggregate Year-to-Date Contributions: Enter the total amount of
contributions accepted from the contributor during this calendar year as of
the end of this reporting period.

e Amount of Contribution: If a contributor made more than one
contribution in a reporting period, report each contribution separately by
entering the amount of the contribution and then clicking on the “Add
Contribution” button.

Non-Disclosed Amounts: As the last entry on Schedule A, list the
aggregate amount of contributions that are required to be reported on this
schedule for which the organization does not disclose all of the information
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required under § 527(j). Enter “Withheld” as the contributor’'s name. Enter the
organization’s address, the date of the report, and “N/A” for occupation and
employer. This amount is subject to the penalty for the failure to provide all
the information required.

Enter the above information for each contributor from whom the organization
accepted contributions and click on the “Add Contribution” button. Once all
contributions have been added, click the “Proceed to next Step” button.

Schedule B — Itemized Expenditures
The organization must list on Schedule B each recipient to whom it made
expenditures during the calendar year if:
e The aggregate amount of expenditures made to that person during the
calendar year as of the end of this reporting period was at least $500 and
¢ Any of those expenditures were made during this reporting period.

Treat expenditures as made if the organization has contracted or is otherwise
obligated to make the expenditure.

Do not include any independent expenditures required to be reported to the
Federal Election Commission. An independent expenditure means an
expenditure by a person for a communication expressly advocating the election
or defeat of a clearly identified candidate for federal office that is not made with
the cooperation or prior consent of, in consultation with, or at the request or
suggestion of, a candidate for federal office or agent or authorized committee of
a candidate for federal office.

e Name of Recipient’s Employer: If the recipient is an individual, enter the
name of the organization or person by whom the recipient is employed
(and not the name of his or her supervisor). If the individual is self-
employed, enter “Self-employed.” If the recipient is not an individual, enter
“N/A”.

¢ Recipient’s Occupation: If the recipient is an individual, enter the
principal job title or position of that recipient. If the recipient is not an
individual, enter “N/A”.

¢ Amount of Expenditure: Report each separate expenditure made to any
person during the calendar year that was not reported in a prior reporting
period.

e Purpose of Expenditure: Describe the purpose of each separate
expenditure.

Non-Disclosed Amounts: As the last entry on Schedule B, list the
aggregate amount of expenditures that are required to be reported on this
schedule for which the organization does not disclose all of the information
required under § 527(j). Enter “Withheld” as the recipient’'s name and as the
purpose. Enter the organization’s address, the date of the report, and “N/A”
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for occupation and employer. This amount is subject to the penalty for the
failure to provide all the information required.

T

Type of Report

Check only one box. An organization may choose to file Form 8872 on a
monthly basis or on a quarterly/semi-annual basis, but it must file on the same
basis for the entire calendar year.

¢ Quarterly/Semi-annual Report: For Quarterly reports (in
even-numbered years), file the first report for the first quarter of the
calendar year in which the organization accepts a contribution or makes
an expenditure. In addition, the organization may have to file a pre-
election report, a post-general election report, or both. For Semi-annual
reports (in odd-numbered years), the organization must file a mid-year
report and a year-end report. Monthly Report: If the organization is filing
on a monthly basis, enter the month for which this report is being filed.
File the first report for the first month of the calendar year in which the
organization accepts a contribution or makes expenditure. This report
must reflect all reportable contributions accepted and expenditures made
during the month for which the report is being filed. During a year in which
a regularly scheduled general election is held, do not check this box to
report October, November, or December activity. Instead, file a pre-
election report, post-general election report, and a year-end report.

¢ Pre-election Report: For organizations that choose to file quarterly, this
report must be filed before any election for which the organization made a
contribution or expenditure with respect to a candidate for federal office.
For organizations that choose to file monthly, this report must be filed in
lieu of the October monthly report in even-numbered years. This report
must reflect all reportable contributions accepted and expenditures made
through the 20" day before the election. If the organization is filing a pre-
election report also indicate the type of election (primary, general,
convention, special, or run-off), the date of the election, and the state in
which the election was held.

e Post-general Election Report: This report must reflect all reportable
contributions accepted and expenditure made through the 20" day after
the general election. If the organization is filing a post-general election
report, indicate the date of the election and the state in which the election
was held.

An election year is any year in which a regularly scheduled general election for
federal office is held (i.e., any even-numbered year). A non-election year is
therefore any odd-numbered year.
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