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A Step-by-Step Guide

Walking you through incorporation in the state of Indiana, securing an
EIN, and applying for tax-exempt status
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INTRODUCTION

This guide is for individuals seeking to incorporate a 501(c)3 nonprofit in the state of Indiana. It will walk
through the steps to formalize a 501(c)3 organization with the Indiana Secretary of State and the
Internal Revenue Service (IRS).

This guide will not cover mission development, basic characteristics of nonprofit organizations, or board
development. A list of resources and consultants with expertise on these topics is included in the CFHC
Consultant Directory.

This guide does not constitute legal advice. A list of attorneys can be found in the CFHC Consultant
Directory.

DISCLAIMER

General: CFHC materials that reference any specific commercial or nonprofit entity, process, product,
service, manufacturer or company does not constitute its endorsement or recommendation by CFHC or
any of its employees.

Disclaimer of Endorsement: Reference herein to any specific commercial products, process, or service by
trade name, trademark, manufacturer, or otherwise, does not necessarily constitute or imply its
endorsement, recommendation, or favoring by CFHC. The views and opinions of authors expressed
herein do not necessarily state or reflect those of CFHC, and shall not be used for advertising or product
endorsement purposes.

Disclaimer of Hyperlinks: The appearance of external hyperlinks does not constitute endorsement by
CFHC of the linked web sites, or the information, products or services contained therein.

Disclaimer of Liability: Reference from this guide, web page, or from any of the information services
sponsored by CFHC to any non-governmental entity, product, service or information does not constitute
an endorsement or recommendation by CFHC or any of its employees. We are not responsible for the
content of any "off-site" web pages referenced from this document.

ACKNOWLEDGEMENTS

This document was created with the help of many sources. Metamorphosis Consulting Services and The
Indianapolis Library conducted a workshop and provided materials related to this topic.
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FISCAL SPONSORSHIP

Before we dive into the specifics of setting up a 501(c)3, a word about fiscal sponsorships. According to
Charitable Allies, a Fiscal Sponsorship is a formal arrangement where a current nonprofit agrees to serve
as an incubator of sorts for a charitable program that was created by other persons. This could include
fiduciary oversight, financial management, administrative services, and administrative fee.

From Charitable Advisors:

“A fiscal sponsor can be a ‘home’ for a startup nonprofit, a charity, or a fledgling nonprofit program
looking for funding even if it lacks tax exempt status. This can be helpful for new charities because the
fiscal sponsor will often take on a number of responsibilities that they might struggle with on their own,
including receiving and administering contributions, dealing with some of the operating issues of a
nonprofit, etc. This also can be useful for charitable programs of for-profit organizations or all-volunteer
organizations that cannot sustain the administrative costs. Finally, current stand-alone nonprofit
organizations that for one reason or another need to downsize could benefit from a fiscal sponsor in this
endeavor to provide the administrative support it needs.

“Operating in a fiscal sponsorship arrangement usually will provide a benefit to the donors of the fiscal
sponsee because the donations will be deductible where they would otherwise not be. This does seem
to be an arrangement that is decreasing both in popularity and opportunity to find willing “homes” for a
variety of reasons. This aspect of fiscal sponsorships is largely beyond the scope of this article, but it
appears that this is generally due to the creation of the Form 1023EZ that made it much easier and
cheaper for smaller nonprofits to be formed and a form of fiscal sponsorship mentioned below, the
single-member LLC, which is not quite a fiscal sponsorship as normally understood.”

For more details, see the full Charitable Advisors article, “Fiscal Sponsorships: Get the Benefits of a
Charity Without Being One.”
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ABOUT THE 501(C)3 DESIGNATION

Being 501(c)(3) means that a particular nonprofit organization has been approved by the Internal
Revenue Service (IRS) as a tax-exempt, charitable organization.

When an organization is granted 501(c)(3) status, the IRS automatically classifies it as either a public
charity or a private foundation. Most new nonprofits qualify as public charities because they receive
broad public support through donations, grants, or program revenue. Organizations that do not meet
the public-support tests are classified as private foundations, which are subject to stricter rules,
additional reporting requirements, and limitations on certain activities.

To be tax-exempt under section 501(c)(3) of the Internal Revenue Code, an organization must

be organized and operated exclusively for exempt purposes set forth in section 501(c)(3), and none of its
earnings may inure to any private shareholder or individual. In addition, it may not be an action
organization, i.e., it may not attempt to influence legislation as a substantial part of its activities, and it
may not participate in any campaign activity for or against political candidates.

A 501(c)3 must be organized and operated for one or more of eight exempt purposes:

1) Religious

2) Charitable

3) Scientific

4) Testing for public safety

5) Literary

6) Educational purposes

7) Foster national or international amateur sports competition
8) Prevention of cruelty to children or animals

For more information on exemption requirements for 501(c)3 organizations, visit the IRS website.

5|Page



CHECKLIST TO FORMALIZE YOUR 501(C)3 ORGANIZATION

0 Choose a business name

0 Choose a business address

O Select an Indiana Registered Agent

O Identify at least 3 board members

O Draft Articles of Incorporation with IRS-required purpose and dissolution clauses
O File Articles with the Indiana Secretary of State

O Apply for EIN

0 Submit Form 1023 or 1023-EZ to IRS

O Apply for Indiana sales tax exemption (NP-20A)

O File Indiana Business Entity Report every 2 years

o File IRS Form 990/990-EZ/990-N annually

O File State of Indiana nonprofit return every five years
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INDIANA SECRETARY OF STATE

This is a step-by-step guide for filing to incorporate and register with the Indiana Secretary of State’s
office.

1) Visitin.gov/sos and click “Business Services Division.”

& or
<« C @ ingov/sos/ % @

Information about novel coronavirus (COVID-19)
Getthe latest informition about coronavirus and the indiana Department of Health preparations here - coronavirus.in gov

PINGOV @ sccretaryorsiate OrsE T Semamens - e T

senrcH

B v B = Online Services ~ 1WantTo~ FAQs~ Find an Agency of State, Connie Lawson

About 505 -

Auto Dealer Services Division

. SO Absentee Ballot
Business ervices Division

clection Division < Request to vote absentee-by-mail in the June 2 Primary Election

Securities Division ([  Click Here for more detailed information

Indiana MoneyWise

Precious Metal Dealer and Non-Resident Bullion Dealer Election Results

Trade Show Registration INBIZ

Business search, workforce management, taxes & f
other online resources for your business.

View Election Results
Forms by Division
Learn More
Media Center -

Civics Corner.

Who are your elected officials? MoneyWise Matters

Contact Us v

Learn More

Subscribe for Email Updates

2) Click “INBiz — Online Services.”

B3 Organization Summary

<« C @ ingov/sos/business/indexhtm * @

Information about novel coronavirus (COVID-19)
Get the latest information about coronavirus and the Indiana Department of Health preparations here - coronavirus.n.gov

' [\ Ke [ w’@w Secretary of State Trademiats INBG:Onliie Servites for Cofporatioiis

seancH

B vy B = Oniine Services = 1 WantTo~ Find an Agency Sec. of State, Connie Lawson

Secretary Of State Home

Business Services Di

505 Divisions -
INBiz - Online Services INBiz - Believe In Yourself. We Do.

uec \ Business search, workforce management, taxes & fees, and other online resources for your business.
Notary

Trademarks

Apostille/Authentication

service of Process Business Resources

Division Forms

List of Remote Notary Approved Technology Vendors

Alerts

Contact Us Key Business Resources

Expert Advice for Small Businesses
Entrepreneurs Guide to Starting a Business
Business Identity Theft

Alerts
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3) Atthe top of the page, click “Start a Business.”

By Graaizabion Summary - Grant L% || @) Fscal Sponsorships Gebiheben’ X | G0 Bxemphion RequiremenS =301 (| ] INBiz~ Inciana's One Stop

<« C @ inbizingov/BOS/Home/index % @

' IN.gov 1 N] =14 Start a Business Manage Business Registrations Certification

COVID-19 Business Resources  SOS - Business Services Appoi heduler O Searchthesite or © Search for a Record

BUSINESS SEARCH

2 4 ( searchNow )
Believe in yourself. I

WORKFORCE MANAGEMENT

Learn More

TAXES & FEES

Learn More

Welcome to INBiz!

Click here for chatbot
support. START A NEW FILE MY BUSINESS TAX ORDER A CERTIFICATE
BUSINESS ENTITY REPORT REGISTRATION OF EXISTENCE

4) Click “Get Started.”

3 Orgsnization Summary - Geant | X | @ Fiscal Sponsorships: Get the ber. X | {8 Exemption Requirements - S01(¢ X tact 2 Business - Business Entity X |

€ C @ inbizingov/eta

J IN9oV 1 N] =14 Start a Business Manage Business Registrations Certfication

Start a Business O searchthesite or O Search for aRecord

Why start a business in Indiana? There's a lot to celebrate about
Indiana — low taxes, affordable real estate, vibrant
communities and a well-established workforce.

The state of Indiana is dedicated to making your business experience easier than ever

INBIz is your one-stop resource for registering your business and ensuring it complies
with state laws and regulations.

There’s no hard and fast formula for establishing a successful
business. Success often hinges on an evolving set of factors that
vary by industry. But no matter how original your idea, all business
owners need a sound plan to see their operation through. INBiz is
here to help.

From getting your business off the ground to day-to-day operations,
INBiz's experts and user-friendly interface will guide you through
the process step by step. If we don’t have the answer, we'll find you
someone who does.
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5) Create a log-in. You will need to provide your email address, phone number, full name, and create a
password.

3 Organization Summary ~Grant L X | @) Fisca Sponsorships: Get the ber. X | g8 Bxemption Requirements -501(c X @ Sign-in x  + - x

€>C 3543415 b110-4861-4 T 1 os s it uclient = 1265078 0637-4526. b e <o S * @

PINIOV  inN[BIZ

Sign In

Email Address
Emal Address
Password Forgot your password?

Password

Don't have an account? Sign up now

Need Help?
______________________________________________________________________________________________________________________________________________________|

6) Answer questions to register your account.

W1 Organization Summary - Grant L X | @ Fiscal Sponsorships: Gettheben X | § Exemption Requirements - 501( X hitps:

ingov/INBiZ/Accau: X M State of Indiana - INgavaccoun X |+ - X

< G @ inbizingov/INBIZ/AccountRegistration/Index - % @

INgov IN|BIZ

Account Registration

Welcome to INBiz! Help us get to know you by answering the questions below.

Business Owner

Business Employee

Registered Agent

Service Provider (please specify)?

Other (please specify)?

HICH OF THE FOLLOWING BEST REPRESENTS YOUR PRIMARY REASON FOR VISITING INBIZ?

Starta Business
Make Updates to a Business

Reinstate a Business

Close a Business.

File Business Entity Report

Tax Registration

Licensing & Permitting (obtain & manage)

Obtain Copies of Business Documents
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7) Click “Start a New Business.”

3 Orgenizstion Summary - Grant | X | @ Fiscal Sponsorshi X M Stste of ndiana - INgovaccoun X |+ - 8 x

x|/ Buermpion Requiemerts 501 X

<« C @ inbizingov/INBIZ/Dashboard/index * @

J INgov IN|BIZ

DASHBOARD START A NEW BUSINESS NE SERVICES v ACCOUNT v ™

My DASHBOARD o Search for a Record

INBiz website functionality is currently experiencing intermittent technical issues. We are currently working to
resolve the issue. We apologize for the inconvenience.

Follow a Bu:

IN PROGRESS v
REJECTED v PAYMENTS

Quick Links

2]

Welcome to INBiz! Click
here for chatbot support.

8) Read the “Important Information for INBIZ Users” and ensure you have all the required information.
Then click “Next.”

B3 Organizstion Summary X | @ Fiscal Sponsorships; Get the ber. % | i Evemption Requirements - 501(- X INBiz: Your one-s

for) X M Stte of pdiana - INgovaccoun X | + - a8 X

< G @ inbizingov/BOS/505 Business/Transition?New=trie x @

J INgov IN|B1Z

DASHBOARD START A NEW BUSINESS ONLINE SERVICES ~ ACCOUNT v ™=

Start a New Business

IMPORTANT INFORMATION FOR INBIZ USERS: O HELP LINE: (317) 234-9768

B How long will it take to form a business? The Registered Agent
receives important legal
documents on behalf of
& What information is required to form a business? & the business.

You should be done within 15 minutes if you have all the required information.

If you do not have sufficient information to
Business name !

Address of the business
Registered Agent information

complete this form, you may save your work
at any time and finish later,
Ifyou need help, please call 317-234-9768,

O What's next?

Secretary of State will review your submission, and notify you via email with next steps.

Working together for you.

IoT

Indiana

Welcome to INBiz! Click
here for chatbot support.
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9) Click “Guide Me.”

3 Orgsnizston Summary - Geent | x | @ Fsc

onsorshps: Get the ber. X | il Exemption Requirements - 501(c X INBiz: Your one-s

cefor: X M Stateof Indiana - INgovaccoun: X | + =

<« C @ inbizingov/BOS/SOS Business/Assistance

J INgov IN|BIZ

DASHBOARD START A NEW BUSINESS ONLINE SERVICES ~ ACCOUNT + ™

Start a New Business

BUSINESS ASSISTANCE O HELP LINE: (317) 234-9768

1would like the Business Wizard to guide me while starting my business.

1am a returning user and do not require assistance.
Frequent User

Working together for you.

ioT

Indiana

@
& Welcome to INBiz! Click f DO Contact Us PrivacyPoliey  Accessibiliey Policy
v here for chatbot support.

10) Answer the questions as demonstrated below, then click “Next.”

Organization Summary - Grant L X | @ Fiscl Sponsorships: Get the ber. X | {3 Exemption Requirements-501(« | INGix:Your cne-stop source for X M| State ofnclana - INigov accour X - o
) Org: i P P q g 4
< C @ inbizingov/BOS/SOS Business/Questionnaire * @

J INgov IN|BI1Z

DASHBOARD START A NEW BUSINESS ONLINE SERVICES ~ ACCOUNT v ™=

Start a New Business

QUESTIONNAIRE © HELP LINE: (317) 234-9768

Do you know the type of business that you would like to start?
E—— T

ONo

Are you starting a Sole Proprietorship or General Partnership?
O Yes

—P o

Which of these best applies to you?

—P> ® 1uuould ke to starta new business inIndiana

O 1am an existing out-of-state business that will transact business in Indiana.

© Twould like to reserve a business name for later use.

Will your business be:

or-Profit

® Nonprofit

Select your business type from the list below

——————P | Nonproft Corporation v

Select the Type of Corporation
@ Public benefit corporation, which is organized for a public or charitable purpose.
eligious corporation, which is organized primarily ar exclusively for religious purposes

O Mutual benefit corporation (all others).

The next series of screenshots will walk you through the process of building your Articles of
Incorporation. You may build these outside the system, if you wish. If you need to update any of this

information down the road, you will have an opportunity to do that annually through the business entity
report.
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11) If you have already reserved a business name, click “Yes” and enter it into the box. If you have not

already reserved a business name, click “No.” You can then check the availability of names you are
considering. Then click “Next.”

3 Organizaton Summary - Grant L X | @ Fscal Sponsorships: Get the ber: X | i Exemption Requirements - 501(c X

X M Steteof indiana- Ngov accoun X | 4
o c @ inbizin.gov/BOS/S0S.Business/Namelnformation

v @
J INgov IN|BIZ

DASHBOARD START A NEW BUSINESS ONLINE SERVICES v ACCOUNT v ™

Start a New Business

Business Info Registered Agent Inf. Incorporators Info. Principal Ifo. Attachments Review Signature Payment Done

BUSINESS INFORMATION ( DOMESTIC NONPROFIT CORPORATION ) © HELP LINE: (317) 234-9768
Have you reserved a name for this business? © ves ® no

What is a Reserved Name?
Ok. Let's check to see if the name you want is available. Type the name and corporate indicator in the search box below and lick *Check Availabilty™

This is how you hold your name for 120 days,

prior to forming your business.
Business Name: | Save the Squirels Inc. Check Availability

If you reserved a name, your Reservation ID.
Based on the initial search, it appears the name is available. The Secretary of State's Office will make the final determination regarding name availability. and Pin can be found on the Name
Reservation Appro.
My Documents.

Confirmation, located in

Click here for a list of valid Sgorate
indicators,

Working together for you.

IoT

= Indiana

[»] Contact Us

©2020  PrivacyPolicy  Accessibility Policy

12) Complete the Business Information form. Be sure to select “Perpetual” under “Period of Duration.”

See below for sample Distribution of Assets language. The “Effective Date” will be whatever date
and time you are filing this paperwork. Then click “Next.”

B Ot e e U [0 et e e bt N LD B o e st e 1 inui

X M State of Indiana - IN.

(@ e el e - 8 x

<« C @ inbizingov/BOS/SOS Business/Businessinformation

Start a New Business

Business Info. Register Agent Info Incorporaters Info. principal Info Attachments Review Signature payment Done

BUSINESS INFORMATION ( DOMESTIC NONPROFIT CORPORATION ) © HELP LINE: (317) 234-9768
— Please provide the business email so that you
Bugindss Narme! Sivithis Squlfrels e will receive important notifications and other
Business Email: | squirrelsarecute@gmail com correspondence relating to the business.
Confirm Business Emal: | squirrelsarecute@gmail.com This email will be used for official Secretary of
State purposes only.
TYPE OF CORPORATION

Public benefit corporation, which is organized for a public or charitable purpose.
Religious corporation, which is organized primarily or exclusively for religious purposes.
O Mutual benefit corporation (all others).

The Corporation is a:*

MEMBERSHIP

Will the corporation have members? ™

DISTRIBUTION OF ASSETS

What s distribution of assets upon dissolution
Distribution of Assets upon Dissolution or Final Liquidation: * or final liquidation?

Itis a plan for disbursing a Nonprofit's assets
Upon the dissolution of the corporation, the will be distributed to =
¢

upon dlosure, Articles of Incorporation must
People for the Ethicsl Treatment of Animals Inc. This distribution shall be
for one or more exempt purp ithin the meaning of Section 501(c)3 of the contaln provisians reqarding the;disiifion)
Tatdinal Wevenue: Code, or the Vi 2ection of dny Fiture Federal ey of assets upon dissolution. We strongly
code. Any such not =0 di. hsll te disposed of by a court of ~

competent ju of the county in which the principal officer of the

500 characters. characters left 1926)

suggest that you contact the Internal Revenue

2 Service before completing this section.
Particularly if the corporation desires to be
recognized as 501(c)(3)-

wimit

PERIOD OF DURATION

Choose perpetual if the business does not

® Perpetual have a known end date.
Expiration Date:*
© The period of duration | 07/17/2020 =

A period of duration indicates that the
business will no longer be in business after the
specified date,
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W Organzation Summary -GrantL X | @ Fi

« C @ inbizin.gov/BOS/SOS B

EFFECTIVE DATE

Effective Date:*

Effective Time;"

PRINCIPAL OFFICE ADDRESS

STATEMENT OF PURPOSE

nformation

® Perpetual

Expiration Date: s
The period of duration | 07/17/2020

071712020 [ (Future date up to 90 days)

02:38PM

Country: | United States
Zip Code

Street Address 11"

Street Address 2: | Apartment Su

City*

Stater® | Indiana -

Statement of purpose: *

8

Building, Floor ate.

o X M Stateof Indiana - INgovaccour X | G sample language for Distributic

Sample Distribution of Assets language:

Upon the dissolution of the corporation, the assets will be distributed to
distribution shall be for one or more exempt purposes within the meaning of Section 501(c)3 of the
Internal Revenue Code, or the corresponding section of any future federal tax code. Any such assets, not
so disposed of, shall be disposed of by a court of competent jurisdiction of the county in which the
principal officer of the corporation is then located, exclusively for such purpose or to such organizations

as said court shall determine.

13|Page

Choose perpetual if the business does not
have a known end date.

A period of duration indicates that the
business will no longer be in business after the
specified date,

You may only select a future effective date
within 90 days of filing.

Understand that if you set a future effective

date, banks will not permit the business to
open an account until the specified date.

What is a Statement of Purpose?

urpose describes the product
g to provide through the

501 status? The federal Inte
Service grants 501 status
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13) The Registered Agent receives important legal documents on behalf of the business. It can be you. If
your Registered Agent is not yet registered, type in their name and click “Create Agent.” Then click

“Next.”

[ Orgznization Summary - Grant L X | @ Fiscal Sp i x| @ p q e % INBiz: Your one-stop source for . X 4

&€ > C @ iw 805/50

J INgov IN|BIZ

DASHBOARD START A NEW BUSINESS

ONLINE SERVICES ~

ACCOUNT ~

Start a New Business

Business Info. Registered Agent Info. Incorporators Info. Principal Info. Attachments

REGISTERED AGENT INFORMATION

AGENT SEARCH

Review

Signature

Starts With O Contains O Exact Match

My Registered Agentis” O Individual O Business

B Organizston Surmmary - Gent L x | @) Fical x | @ s

q -s01(c X INBiz: Your one-stop sourcefor | X |

& C @ inbizingov/BOS/SOSBusiness/Agentinformation

UPDATE AGENT

Payment Done

© HELP LINE: (317) 234-9768

The Registered Agent receives important legal
documents on behalf of the business.

1f you do not have an Indiana address, you
may select a service company or an Indiana
attorney as your Registered Agent.

P.O. Boxes are not allowed,

Sending an email to the email address
provided by a registered agent is NOT
sufficient to effectuate valid service of

process.

The Secretary of State is currently collecting a
service of process email address for registered
agents. However, the Supreme Court has not
yet written the rules or developed a technical
solution for electronic service, Until both the
rules and technical solution s in place, valid
service may NOT be effectuated electronically.

In the future, valid electronic service of process
will only be delivered through the Indiana E-
Filing System ('IEFS") managed by Indiana
Court Technology, and only under rules that
may be adopted by the Supreme Court of
Indiana, with notice. See the Indliana Rules of
Trial Procedure and Indiana Rules of Appellate
Procedure for definitive information related to
the current requirements for service of
process.

INDIVIDUAL REGISTERED AGENT INFORMATION

Type: Individual

Name:" | Katle Ottinger
Registered Agent Email: @ | kteoffin@gmail com
Confirm Registered Agent Email: | kicoffin@grmai.com

Country: | United States

Zip Code:* | 46140
Street Address 1:* | 561 State St.
Room/Suite No:
City* | Greenfield

State:* | Indiana

SERVICE OF PROCESS INFORMATION

Service of Process Email

Confirm Service of Process Email:

O T acknowledge that the Service of Pracess email provided above is the email address at which electronic service of process may be accepted.
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Further Info About Registered Agents
From Indiana Code (IC 23-17-6)
A corporation must continuously maintain the following in Indiana:
e Aregistered office
e Aregistered agent who must be one of the following:
o Anindividual who resides in Indiana and whose business office is identical with the
registered office.
o Abusiness or nonprofit corporation whose business office is identical with the
registered office.
o Aforeign business or nonprofit corporation authorized to transact business in Indiana
whose business office is identical with the registered office.

14) Incorporators are your founders. It is recommended that the incorporators are your 3 board
members. After entering information for each incorporator, click “Add Incorporator.” They will show

up in a list on the screen. Note: these cannot be changed once your nonprofit is approved. When all
Incorporators are entered, click “Next.”

T e o e e R TS SRR | i our one-stop sourcefo

<« C @ inbizin.gov/BOS/SOS Business/Incorporatorsinformation

§ INgov INjBIZ £

DASHBOARD START A NEW BUSINESS ONLINE SERVICES ~ ACCOUNT + ®™

Start a New Business

Business Info. Registered Agent Info. Incorporators Info. Principal Info. Attachments Review signature Payment Done

INCORPORATORS INFORMATION © HELP LINE: (317) 234-9768

First Name: * Middle Name: You will not be able to modity or delete
incorporators once the business is approved.
Last Name: ™ Suffix Select v
Country: | United States v
Zip Code:*

Street Address 1"

Street Address 2;

City | Greenfield v
State | Indiana v
© Add Incorporator
Name Address Action
Robin Jones 123 EAST ST, GREENFIELD, IN, 46140 - 1111, USA B Edit| W Delete |
Mike Allen 968 E 700 N, EDEN, IN, 46740, USA [ B it [ w Deiote |
Katie Ottinger 312 E MAIN ST, GREENFIELD, IN, 46740 - 1111, USA =3
=2 e =

An

15) You will likely want to skip “Principal Info.”
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16) You may upload Attachments to your application. Click “Next” when finished.

B Ot sy et % || O sl st thms et e el || G s mmien Remrermes S a0lEoe]] ] g Your one-siop sourcstory x [LBS0RAn Extemenes Ganatal el ok = &

<« C @ inbizingov/BOS/SOS Business/Attachments x @ :

P INgov IN|BI1Z

DASHBOARD START A NEW BUSINESS ONLINE SERVICES ¥ ACCOUNT » ™

Start a New Business

O
Business Info, Registered Agent Info, Incorporators Info Principal Info, Attachments Review Signature Payment Done
ATTACHMENTS - LINE: (317) 234-9768
Attach Additional Articles (Optional): B
(Attachment must be a PDF)

Working together for you.

IoT

Indiana

Contact Us ©2020 Privacy Policy  Accessibility Policy

An

Articles of Incorporation must include the following:

e The name of the corporation (which must include “Corporation,” “Company,” “Incorporated,”
“Limited,” or an abbreviation thereof.

e A statement as to whether the corporation will be a public benefit, religious, or mutual benefit
corporation.

e The name and address of the Registered Agent.

e The name and address of all the Incorporators.

e Astatement as to whether the corporation will have members.

e A statement regarding the distribution of assets upon dissolution (IC 23-17-22-5). Note: You
don’t have to specify a certain agency — you can say something like “An organization with a
similar scope.”

e Best case scenario: have an attorney who specializes in nonprofit law draw up your Articles.

e You could also borrow from another successful organization that is in good standing with the
state, and model their Articles.
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17) Review your application, and make edits where necessary. Once everything is correct, click “Next.”

B Organization Summary - Grent L X | @ Fiscal Sponsorships: Getthe ber X | Gl Bxemption Requirements - 501(c X four one-stop sour

X B S0S:An Entrepreneurs Guidete X | + - 8
€ (¢} & inbizin.gov/BOS/SOS.Business/Review

§ INgoV

DASHBOARD START A NEW BUSINESS ONLINE SERVICES v ACCOUNT v+ ™

Start a New Business

Business Info. Registered Agent Info. Incorporators Info. principal Info. Attachments Review Signature Payment Done

BUSINESS TYPE

Business Type: Domestic Nonprofit Corporation

BUSINESS INFORMATION

Business Name: Save the Squirrels Inc.
Business Email Address: squirrelsarecute@gmail.com
PERIOD OF DURATION
Expiration Date: Perpetual
EFFECTIVE DATE
Effective Date: 07/17/2020
Effective Time: 02:38PM

CORPORATION TYPE AND MEMBERSHIP

TYPE OF CORPORATION
The Corporation is a: Public benefit corporation, which is organized for a public or charitable purpose.

MEMBERSHIP
Will the corporation have members? No

DISTRIBUTION OF ASSETS

Upon the dissolution of the corporation, the assets will be distributed to People for the Ethical Treatment of Animals Inc. This distribution shall be for one or more exempt purposes within the meaning of Section 501(c)3 of the Internal
Distribution of Assets upon Dissolution o Final Liquidation: Revenue Code, or the corresponding section of any future federal tax code. Any such assets, not so disposed of, shall be disposed of by a court of competent jurisdiction of the county in which the principal officer of the corporation is

then located, exclusively for such purpose or to such organizations as said court shall determine.
I’A OFFICE ADDRESS

PRINCIPAL OFFICE ADDRESS

18
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Provide signatures, submit payment, and you are done! The filing fee is $25. If you mail in printed
Articles of Incorporation, the fee is $30. Pretty quickly after you submit, you will receive a copy of
your Articles with a seal — keep that somewhere safe.

Wi Organization Summary -Grant L X | @ Fiscal Sponsorships: Get the ber X | ) Exemption Requirements - S01(c X IN

X SOS:An Entrepreneur’s Gui

€« C @ inbizin.gov/BOS/SOS Business/Signature

P INgov IN|BIZ

DASHBOARD START A NEW BUSINESS ONLINE SERVICES v ACCOUNT v ™

Start a New Business

Business Info. Registered Agent Info. Incorporators Info. principal Info. Attachments Review Signature Payment Done

SIGNATURE & HELP LINE: (317) 234-9768
O~ By checking the box, the Signator(s) represents that the registered agent named in the application has consented to the appointment of registered agent. Ploase Bjpe ot nameto-slectionically
O The undersigned, desiring to form a Corperation pursuant to the provisions of the Indiana Nonprofit Corporation Act, execute these Articles of Incorporation. indicate consent.

0 In Witness Whereof, the undersigned hereby verifies, subject to the penalties of perjury, that the statements contained herein are true, this day luly 17, 2020.

SigrHABare: Title: *| Select v
Slgnature® Title: *| Select v
Sigraure: Title:* | Select v

Note: While a business has the option to provide the signature for each of its incorporators, only one signature is required.

o payment Gar

Working together for you.

&

Indiana
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BYLAWS

Your nonprofit's bylaws are both a legal document and a roadmap for your organization's actions. A
required element when forming a corporation, bylaws are a form of agreement or a contract between
the corporation and its owners to conduct itself in a certain way. While for a commercial business the
owners are its shareholders, the ownership of a nonprofit corporation belongs to the public as
represented by the nonprofit organization's governing body, usually a Board of Directors.

Bylaws vary according to the nature of your organization, but consider them to be your internal manual
for how you will operate. They should address basic activities, such as:

e governance, such as whether the organization is controlled by a board or by its membership;

e when and how board meetings will be held and conducted;

e how board directors and officers will be appointed or elected;

e voting procedures, such as what constitutes a quorum so that your board can make a decision;

¢ how committees are created and discontinued;

e number of directors for your board, their required qualifications, and their terms of service;

e language that affirms the requirements and prohibitions for nonprofit (501(c)(3) organizations
as set out by the IRS;

e rules that govern ;and

e how the bylaws can be changed or amended.

An organization that is exempt from federal income tax, as described in Internal Revenue

Code 501(c)(3), is required to report changes to its bylaws and other governing documents annually to
the IRS on the organization’s IRS Form 990. Substantial changes to a tax-exempt organization’s
character, purposes, or methods of operation should be reported to the IRS as soon as possible because
such changes, if inconsistent with the organization’s tax exemption, could affect the

organization’s exempt status . For minor changes, just report them on your organization’s next annual
Form 990.

It is important that the bylaws not contradict the Articles of Incorporation. Although bylaws are not
public documents, it would be wise to keep them available for public viewing. Doing so will help with
your organization's transparency. Bylaws should be used, changed when needed, and examined often.
Don't let them gather dust on a shelf somewhere. Make them a working document in every sense.
(Source: The Balance Small Business)

Find nonprofit bylaws templates here.
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INTERNAL REVENUE SERVICE (IRS)

Form SS-4

This is a step-by-step guide to obtain an Employer Identification Number (EIN) online. Before completing
this step, you must have already obtained your incorporation status from the Secretary of State.

To complete a paper form instead, visit this link and search for Form SS-4.

1) Visitirs.gov and search EIN in the top right corner.

C % isgov * @ @

>

B= An official website of the United States government Here's how you know v

o
*ﬂ)IRS Help | News | Englsh v | TaxPros | signin v

File Pay Refunds Credits & Deductions Forms Report Fraud EIN Q

I o IRS Free File is open until Oct. 15th. Explore your free filing options. E-file your taxes for free.

Do more with an -
IRS accou nt Check two ways

IRS account
Check your refund and opt in for refund
status email notifications.

Refund tracker
Enter your SSN, filing status and refund

Access your tax information with an
Individual, Business or Tax Pro Account

@ Refund status @ Taxrecords

@ Payments @ Notifications o
amount on your return. No sign in.
e
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2) Click “Apply for an Employer Identification Number (EIN) Online.”

~: C 2% irs.gov/site-index-search?search=EIN&field_pup_historical_1=1&field_pup_historical=1

File Pay Refunds Credits & Deductions

Home / Site Index Search

Search Results

SortBy: Relevance v

All Forms

Filter by...

General Information (353)

Forms Repo

Guides News Notices FAQs Statistics

Recommended by IRS
Employer Identification Number
News (84) Information about Employer Identification Numbers (EIN), also known as a Federal

Employer identification Number

Forms and Instructions (19)

Tax Identification Number. An EIN is used to identify a business entity.

About IRS (26) Apply for an Employer Identification Number |Do you need a new EIN?

(EIN).online

Generally, businesses need a new EIN when their

Legal Guidance (Authoritative) Information about how to apply online for an Employer | ownership or structure has changed.

(3)

Identification Number.

psif d

h?search=e,,,at i

3) Click “Apply for an EIN”
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International taxpayers

Governmental liaisons

Federal, state and local
governments

Indian tribal governments

Tax exempt bonds

Taxpayer identification numbers
(TIN)

You can't use this if either:

* Your principal place of business is outside the U.S. If so, apply_by_phone, fax or

mail.
® You are applying with an EIN (unless you are government entity).

What you need

e Your business entity type.

e The Social Security number or taxpayer ID number of the responsible party in
control of your business or organization.

o |fyou’re a third-party designee, you must have signed authorization to apply.

GetanEIN

Get your EIN straight from the IRS in minutes.

Apply for an EIN

The business name you enter must conform to certain formatting rules.



4) Scroll down and Click “Begin Application.”

€ c

% sawwwd.irsgov/applyein/

 DolneedanewEIN? 4

If you are not comfortable sending information via the Internet, download the Form SS-4 [ PDF file and the instructions for alternative ways of applying.

About the EIN Assistant

* You must complete this application in one session, as you will not be able to save and return at a later time.

* For security purposes, your session will expire after 15 minutes of inactivity, and you will need to start over.

« You will receive your EIN immediately upon verification. When will | be able to use my EIN? (4

» If you wish to receive your confirmation letter online, we strongly recommended that you install Adobe Reader before beginning the application if it is not already
installed.

Restrictions

Effective May 21, 2012, to ensure fair and equitable treatment for all taxpayers, the Internal Revenue Service will limit Employer Identification Number (EIN) issuance
to one per responsible party [4 per day. This limitation is applicable to all request for EINs whether online or by phone, fax or mail. We apologize for any
inconvenience this may cause.

« Ifathird party designee [Z (TPD) is completing the online application on behalf of the taxpayer, the taxpayer must authorize the third party [ to apply for and receive
the EIN on his or her behalf.

The business location must be within the United States or U.S. territories (4.

Foreign filers without an Individual Taxpayer Identification Number (ITIN) cannot use this assistant to obtain an EIN.

If you were incorporated outside of the United States or the U.S. territories, you cannot apply for an EIN online. Please call us at 267-941-1099 (this is not a toll free
number).

n Application Now :7

RS

3|

5) Select “View Additional Types, Including Tax-Exempt and Governmental Organizations” and then
select the radio button that says “Other Non-Profit/Tax-Exempt Organizations:

« C % sawwwdirs.gov/applyein/legalStructure ¥
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ALLTIEWUS MATKed WILN an asLensk () are required.

What type of legal structure is applying for an EIN?

If you still don't see your organization type, click on "View Additional Types including Non-Profit/Tax-Exempt Organizations" to view more types. Additional help may be
found by reviewing all types of organizations and structures (4.

Choose type of legal structure * ()
O sole Proprietor

Includes individuals who are in business for themselves and household employers

O Partnerships

Includes partnerships and joint ventures.

o)

) Corporations

Includes § corporations, personal service corporations, real estate investment trusts (REIT), regulated investment conduits (RIC), and settlement funds.

@)

Limited Liability Company (LLC)

Alimited liability company (LLC) is a structure allowed by state statute and is formed by filing articles of organization with the state.

Estate

O

Anestate s a legal entity created as a result of a person's death.

O Trusts

All types of trustsinc ps, irrevocable trusts, revocable trusts, and receiverships.

(O View Additional Types, Including Tax-Exempt and Governmental Organizations

if none of the above fit what you are establishing  there are several others to choose from

Q Search E - @3 3 & €C A~ @ Qo

11:37 AM
5/22/2026




Alltypes of trusts includi ps, custodi bl y . and

@ View Additional Types, Including Tax-Exempt and Governmental Organizations

If none of the above it what you are establishing , there are several others to choose from.

Additional Types

In order to obtain an EIN from the IRS, you must know what type of structure or organization you are setting up. If you need additional assistance, consult an accountant or
other tax professional before applying for your EIN, or call the IRS at 1-800-829-4933.

Choose the type of legal structure *

(O Bankruptcy Estate (Individual) (O Homeowners/Condo Association
(O Block/Tenant Association O Household Employer

(O church O IrRA

(O church-Controlled Organization © Memorial or Scholarship Fund

(O community or Volunteer Group O Plan Administrator

(O Employer/Fiscal Agent (under IRC Sec 3504) O Political Organization

(O Employer Plan (401K, Money Purchase Plan, etc.) (O PTA/PTO or School Organization

O Farmer's Cooperative O REMIC
(O Government, Federal/Military O social or Savings Club
(O Government, Indian Tribal Governments O sports Teams (community)
(O Government, State/Local (O withholding Agent
I @ Other Non-Profit/Tax-Exempt Organizations l
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6) Select the radio button for “Started a New Business” and click “Continue.”

Additional help may be found by reviewing all types of organizations and structures & before making your selection.

Why is the Non-Profit/Tax-Exempt Organization requesting an EIN?

If your main reason for applying is not on the list, please select the option you feel is closest to your main reason. If more than one reason applies to you, choose the best or
main reason.

ibes why you are applying for an EIN *
@ started a new business \

O Hired employee(s)

Ifyou already have a business and need ploy

(O Banking purposes

I the reason for applying for the EIN is strictly to satisfy banking requirements or local law.

Cj Changed type of organization

If you are changing the type of organization you currently operate, such as changing from a sole proprietor to a partnership, changing from a partnership to a corporation, etc.

(O Purchased active business

Ifyou are purchasing a business that is already in operation

L

Cancel

7) Enter information for the Responsible Party. Click here for a definition of Responsible Party. It will
likely be you or whoever is leading the effort to create this nonprofit. Then select the first radio
button and click “Continue.”

123-45-6789 Hide SSN/ITIN

First name *
The only special characters allowed are ' and ‘&'

Middle name/initial
The only special characters allowed are ' and &

]

Last name *
The only special characters allowed are "' and ‘&

Suffix

Jr, s, etc

Your role

Chooseone * @)

@ 1 am a responsible and duly authorized member (£ or officer [4 having knowledge of this organization's affairs.

() 1am athird party applying for an EIN on behalf of this organization.

23|Page




8) Complete the Address section and click “Continue.”

< c

%5 sawwwd.irs.gov/applyein/addAddresses

Addresses

All fields marked with an asterisk (*) are required.

Where is the Non-Profit/Tax-Exempt Organization physically located?

Note: Must be a U.S. address. Do not enter a P.O. box. For military addresses click here (4.

Street *

The only special characters allowed are ' and '/

]

City *

The only special characters allowed are ' and /"

]

State/U.S. territory * @)

Select the state/territory. For military addresses click here [

‘ Select an Option v ‘

ZIP/Postal code *
The postal code must be 5 digits

]

Phane niimher *

9) Enter the name of your nonprofit organization and the date it was formed and click “Continue.”

< c
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25 sawwwd.irs.gov/applyein/additionalDetails

All fields marked with an asterisk (*) are required.
Tell us about the Non-Profit/Tax-Exempt Organization

Legal name of Non-Profit/Tax-Exempt Organization *
The legal name may not contain any of the following endings: ‘Corp!, 'LLC!, 'PLLC’ LC", 'Inc!, 'PA
The only special characters allowed are ' and '&'

]

Trade name/Doing business as (only if different from legal name) (@
The trade name may not contain an ending such as ‘LLC’, 'LC', "PLLC’, 'PA, 'Corp, or 'Inc’.
The only special characters allowed are ' and '&

]

County where Non-Profit/Tax-Exempt Organization is located *

]

State/Territory where the Non-Profit/Tax-Exempt Organization is located *

Select an Option v ‘

Non-Profit/Tax-Exempt Organization Start Date * (2)

Month Year

v ’

|

)

[«

[«




10) Answer the Additional Details appropriately and click “Continue.”

<« C % sawwwdirs.gov/applyein/activityAndServices = (=3
& — @ O O
Legal Identity. Addresses Additional Review & EIN
Structure Details Submit Assignment

Additional Details: Provided Business Activity and Services
All fields marked with an asterisk (*) are required.

What does your business or organization do?

Choose one category [ that best describes your business *

(O Accommodations

Casino hotel, hotel, or motel

O Construction

Building houses/residential structures, building industrial/commercial structures, specialty trade contractors, remodelers, heavy contractors, land subd tors, or site preparation contractors
O Finance
Banks, sales financing, credit card issuing, mortg: pany, mortgage securities broker, investment advice, or trust administration

() Food Service
Retail fast food, restaurant, bar, coffee shop, catering, or mobile food service
() Health Care
Doctor, mental health specialist, hospital, or outpatient care center
O Insurance
Insurance company or broker
(O Manufacturing

Mechanical, physical, or chemical f into new products, including the assembly of components

11) Answer how you would like to receive your EIN confirmation letter and review the summary of
your information to confirm it is accurate. Click “Submit EIN Request”

¢ G % sawwwdirsgov/applyein/reviewAndSubmit * B & O
¥ ©V 9 v e W
Legal Identity Addresses Additional Review & EIN
Structure Details Submit Assignment

Review and Submit

All fields marked with an asterisk (*) are required.
© Review your information before submitting.

Please review the information you are about to submit. If any of the information below is incorrect, you will need to start a new application.

Click the "Submit EIN Request" button at the bottom of the page to receive your EIN.

How would you like to receive your EIN Confirmation Letter?

You have two options for receiving your confirmation letter. Please choose one below * (?)
Q Receive letter digitally in the next step

“This option requires Adobe Reader. You will be able to view, print, and save this letter immediately. It will not be mailed to you

O Receive letter by mail (allow up to 4 weeks for delivery)

The IRS will send the letter to the mailing address you provided.

You will receive an EIN instantaneously; however, you cannot use it for tax-exempt purposes until you
complete Form 1023 and your exempt-status is approved by the IRS.

25|Page
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INTERNAL REVENUE SERVICE (IRS)

Form 1023-EZ

Form 1023-EZ is the streamlined application for recognition of exemption under Section 501(c)3 of the
Internal Revenue Code. There is a checklist of 26 questions to see if your organization is eligible. Find
more information here.

If you are not eligible for Form 1023-EZ, you may still fill out Form 1023. See Page 27 for guidance.

If you are eligible to file Form 1023-EZ, you must register for an account on Pay.gov to submit Form
1023-EZ and the $275 filing fee.

To complete the form, you will need:

e Contact information (address, phone, email, etc.)

EIN

List of board members and addresses (remember you need at least 3)
Incorporation information (date incorporated, type of incorporation)
NTEE Code (find description here and list of codes here)

You should also be prepared to answer questions about how public funds would be used, gaming, and
participation in political campaigns.

As the name suggests, Form 1023-EZ is substantially easier to complete than the full Form 1023. It also
carries a shorter wait time for approval (as little as 2 weeks).

Keep a copy of the completed Form 1023-EZ for your permanent records.
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INTERNAL REVENUE SERVICE (IRS)

Form 1023

Form 1023 is the application for recognition of exemption under Section 501(c)3 of the Internal Revenue
Code. This form will take substantial time to complete.

To begin, you must register for an account on Pay.gov. You will complete and submit the form
electronically, and well as submit the filing fee. Find the instructions here.

The fee for filing the form is $600.

To complete the form, you will need:

Certified copy of Articles of Incorporation with certification of filing
Copy of bylaws

Narrative description of past, present, and planned activities
Names and addresses of officers, directors, and trustees

Conflict of interest policy

Written description of each of the ways you intend to fundraise
Past financials or expected financials (budget) for the next 3-4 years

If all documents are in order and there are no questions from the IRS, you can expect the wait time to be
about 3-6 months. If there is an adverse ruling and you appeal, the process will take much longer.

Top 10 Reasons for Delay

1)
2)
3)
4)
5)
6)
7)
8)
9)

Not enough financial data

Annual accounting period

Officers and board members are incomplete
Exempt activities are incorrect

Incomplete schedules

Failure to complete all pages

Signatures

Bylaws are missing in incomplete

Articles of Incorporation are missing in incomplete

10) Incorrect or no fee
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ONGOING LEGAL REPORTING

Federal Tax Return
Your organization must file one of these returns annually depending on your receipts and assets.

990 Postcard
Federal tax return if gross receipts are normally $50,000 or less

e To be filed by May 15 each year for the previous calendar year (if year-end is 12/31).

e Must be filed electronically.

e File online here.

e You will only need to know the following to file:

o Employer identification number (EIN), also known as a Taxpayer Identification Number

(TIN).
Tax year
Legal name and mailing address
Any other names the organization uses
Name and address of a principal officer (Board President)
Web site address if the organization has one
Confirmation that the organization’s annual gross receipts are $50,000 or less
If applicable, a statement that the organization has terminated or is terminating (going
out of business).
e Additional information can be found here.
e Once you file the postcard, print a confirmation and keep for your records.

O O O O O O O

990-EZ
Federal tax return if gross receipts are less than $200,000 and total assets less than $500,000
e Two page return
e To be filed by May 15 each year for the previous calendar year (if year-end is 12/31).
e Must be filed electronically.
e Recommended that a professional or experienced volunteer or board member prepare and file
this return.

990
Federal tax return if gross receipts are more than $200,000 and total assets more than $500,000
e Long return — asks for financial information and well as a lot of informational questions
e To be filed by May 15 each year for the previous calendar year (if year-end is 12/31).
e Must be filed electronically.
e Recommended that a professional or experienced volunteer or board member prepare and file
this return.
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Have a unique situation or not sure which to file? Learn more here.

You will receive NO reminder from the IRS that the 990 return is due.
You must proactively remember to file this return. If you fail to file for 3 years,
the IRS will revoke your organization’s 501(c)3 status. The return is due 5 ¥2 months
after your fiscal year end.
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State Filings

NP-20R

e To be filed by May 15 every five years based on the last two digits of your Federal EIN.
o May 15, 2026: FEIN ends in 50 through
o May 15, 2027: FEIN ends in 75 through 99
o May 15, 2029: FEIN ends in 00 through 24
o May 15, 2030: FEIN ends in 25 through 4

e One-page form to complete.

e Must be filed electronically through INTIME.

e  You will receive NO reminder from the state that this return is due.

Business Entity Report

e Due every two years. The report is due during the anniversary month of your organization’s
formation.

e Must be submitted electronically.

e File online here (click “File My Business Entity Report” in the middle of the page).

e The report asks you to confirm basic information (address and officers) and confirms that you
are still an active organization in the State of Indiana.

e Once you create an account, you will be able to see your due date. They will also email you
reminders when a report is due.

e Small fee for filing (less than $10).
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