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E.  HOW TO ELECTRONICALLY FILE IRS FORM 1023-EZ 
 

An organization that wants to apply for recognition of its tax-exempt status as a Section 
501(c)(3) organization needs to complete a Form 1023, Application for Recognition of 
Exemption under Section 501(c)(3) of the Internal Revenue Code.  Certain organizations, 
however, may instead electronically file Form 1023-EZ, a streamlined version of the 
Form 1023.  The information below is intended for newly-formed conferences and 
councils or conferences that were previously operated as integrated units of a council but 
have recently been separately incorporated.  Conferences and councils considering 
completion of a tax exemption application for any other reason should consult an attorney 
before doing so. 

An organization wishing to use the streamlined application process must determine 
whether it is eligible to complete the Form 1023-EZ.  If a nonprofit organization 
currently receives or anticipates receiving more than $50,000 in annual gross receipts 
and/or total assets in excess of $250,000, it is ineligible to file the Form 1023-EZ.  There 
are other requirements that need to be met that are outlined in the Internal Revenue 
Service Eligibility Worksheet.  The worksheet is included at the bottom of the 
Instructions for Form 1023-EZ, available at:  https://www.irs.gov/pub/irs-
pdf/i1023ez.pdf.  A copy of the completed Eligibility Worksheet should be maintained in 
the organization’s corporate records.  
 
Important Note:  An organization cannot complete the 1023-EZ without first obtaining 
an Employer Identification Number (see Document D at 
http://www.svdpusa.org/members/Documents/501-c-3).  Obtaining an EIN and 
completing a Form 1023-EZ will trigger other filing requirements, including the 
requirement to submit a Form 990-series information return each year.  Conferences that 
are operated as integrated units of a council should not have a separate EIN from that of 
the council or separately complete a Form 1023-EZ or Form 1023.  Conferences that are 
operated as separate corporations, however, should obtain their own EIN, complete the 
Form 1023 or electronic Form 1023-EZ, and file their own Form 990-N (if under $50,000 
in gross receipts each year) or 990-EZ financial information return with the IRS each 
year. 
 
If the organization meets the eligibility requirements, proceed with the following steps, 
and consult an attorney with any questions: 
 
1. Assemble what is needed prior to starting the online application: 

a. Employer Identification Number 
b. List of Officers and Directors, including their addresses 
c. Date and State of Incorporation 
d. User Fee - $275.00 
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2. Visit https://pay.gov/public/registration to establish a Pay.Gov account (set up 

account and save Login/Password for future reference).  Search for “1023-EZ” on 
the “Find Forms, Agencies” search bar at the top and then click “Continue to 
Form.” 

 
3. If eligible, check the box at the top of the form and complete the applicant section 

of the online form:

	
[STEPS CONTINUE ON NEXT PAGE] 
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4. List the names, titles (all titles, if the individual holds multiple positions), and 

addresses of the Officers and Directors of the conference or council and its 
website and email address, if available.  If the organization has more than five 
officers and directors, list only five in this order: (1) President, CEO, or COO; (2) 
Treasurer or CFO (if different than person 1); (3) Board Chair (if different than 
person 1 or 2); (4) any officers or directors not already listed who are also 
substantial financial contributors to the organization; (5) any officers or directors 
not already listed who are related to a substantial contributor; (6) any directors not 
already listed; (7) any officers not already listed. 

 
 

[STEPS CONTINUE ON NEXT PAGE] 
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5. Enter the date of incorporation and the state of incorporation.  Check the boxes as 

shown here to confirm that the Council’s Articles of Incorporation (a) contain a 
purpose statement and that it is limited to one or more exempt purposes; (b) state 
that the Council will not participate in activities that do not further its exempt 
purposes; and (c) either contains a dissolution clause or states that the Council 
relies on state law for its dissolution provisions.  (For instructions regarding 
necessary provisions to include in the organization’s Articles of Incorporation, 
including the provisions confirmed on the 1023-EZ, see Document C at 
http://www.svdpusa.org/members/Documents/501-c-3.)	

 
 

 
 
 
 
 

[STEPS CONTINUE ON NEXT PAGE]	
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6. Use the NTEE Code P20, check the boxes for charitable and religious, and check 

the box to attest that the conference or council will refrain from each of the 
activities listed under question 3.		

 
 
 
 

 
 
 
 

[STEPS CONTINUE ON NEXT PAGE]	
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7. Select “No” for each of the questions 4 through 11.  If you believe the answer to 
any of these questions in relation to the conference or council is “yes,” please 
consult an attorney regarding any additional legal requirements.	

 
 

 
 
 

[STEPS CONTINUE ON NEXT PAGE] 
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8. Check box 1(a) to indicate that the Council is publicly supported.	

 
 
 
 
 

 
 

[STEPS CONTINUE ON NEXT PAGE]	
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9. Check the declaration box, type the name of the signer and his or her title, and 
date the application.  The individual electronically “signing” the form must be an 
Officer of the organization, as listed in the previous section regarding Officers.	

 
 
 
 

 
10. Save completed form and maintain in the organization’s corporate records.  
Once submitted, the form can be retrieved in the “My Forms” section of the 
Pay.gov account.	
	

 
   
 


