
TAX RETURN FILING INSTRUCTIONS
PUBLIC INSPECTION COPY

Prepared by Grant Thornton LLP

Special Instructions

The return should be signed and dated by the appropriate officer(s).

Exempt organizations are required to provide copies of their returns for a period of three
years from the filing date for public inspection upon request. On the Form 990 the names of any 
contributors should not be disclosed, so we have deleted them. Charities must also provide copies 
of: 1) Forms 990-T filed after August 17, 2006. 2) Forms 4720 filed by the organization.
Form 990-PF contributors must be disclosed.

Application for Recognition 
of Exemption

Exempt Organizations are also required to provide a copy of the Application for Recognition of 
Exemption (Form 1023 or 1024) including all documents and statements submitted in support of 
such application and any letter or other document issued by the Internal Revenue Service with 
respect to such application.

An organization that submitted its Form 1023 or 1024 on or before July 15, 1987 must 
make this form available for public inspection only if they had a copy of the Application on 
July 15, 1987.

Requests made in person If the request is made in person, the organization must respond by the end of the 
business day.

Requests made in writing If the request is made in writing, response is generally required within 30 days.

Fees charged for copies
The organization can make a reasonable charge for copying and postage. The regulations 
limit the copying charge to that charged by the IRS for providing copies, currently $1.00 for the 
first page and $0.15 for each additional page.

What if we post the Form 990 
on our website?

The requirement to provide copies can be eliminated if the organization posts the relevant 
documents on its website. The public must be able to download the documents and print 
them in the exact form they were filed with the IRS (except for disclosing contributors).
The download must be free and use software that is available without charge. Even if the 
documents are posted on the web, the organization must still have a copy available for 
inspection at its offices.

What if we fail to comply with 
requests?

Please be aware that significant monetary penalties may be imposed by the IRS on an 
organization for failure to follow the above provisions.
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