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Required Policies  

 Conflict of interest policy 

 Whistle blower policy 

 Document retention and destruction policy 

 Joint venture policy 

 Expense reimbursement policy 

 Non-standard gift acceptance policy 

 Written debt collection policy (hospitals) 

 

Practices & Procedures  

 Need to prepare a written document which sets forth the procedures by which the Board of 

Directors will review the Form 990 before it is filed. 

 Document compensation reasonableness processes. 

 Professional fundraisers agreement. 

 Documentation regarding eligibility to receive grants. 

 

To Do List 

 Estimate the total number of volunteers utilized during the year. 

 Identify any new program service activities conducted during the year. 

 Identify revenue and expenses for three largest program service activities. 

 Ensure that filing all 1099s when required to do (non-employee services in excess of $600). 

 Prepare documentation to support classification of independent contractors. 

 Ensure that organization is preparing Form W-2G when required. 

 Make sure register with California Attorney General if conducting raffles and make sure 

undertake backup withholding if necessary. 

 Identify non-cash contributions in excess of $5,000 for which public charity disposed of within 3 

years after receiving. 

 Document meetings of Board of Directors committees with authority to act. 

 Write-up re how satisfy public disclosure requirements. 

 Identify all key employees under the expanded definition. 

 Break out the revenue and expenses from gaming activities from the general fundraising 

activities. 

 Update Chart of Accounts (and audited financial statements) to include the expense categories 

listed on Part IX of the redesigned Form 990. 
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Tax-exempt organizations, other than 
churches and church-related organizations, 
are required to file annual information forms 
with the IRS. That’s either a Form 990, 990-
EZ, 990-PF or the 990-N (e-Postcard). Filing 
the form is necessary to maintain an 
organization’s tax-exempt status.  
 

Which Form to File 
The size and type of tax-exempt 
organization determines which annual 
information form the organization must file.  
 
Smaller tax-exempt organizations--those 
with annual gross receipts of $25,000 or 
less-- file the Form 990-N (e-Postcard). This 
notice, which must be electronically filed, 
asks for only a few basic pieces of 
information:  the organization’s taxpayer 
identification number, its tax period, legal 
name and mailing address, any other names 
used, an Internet address if one exists, the 
name and address of a principal officer, and 
a statement confirming that the 
organization's annual gross receipts are 
normally $25,000 or less. 
 
These organizations also have the option of 
using Form 990-EZ or 990 if they prefer, as 
long as the complete the entire form. 
 
Larger tax-exempt organizations file either 
the Form 990 or 990-EZ, depending on their 
annual gross receipts and total assets. 
 
For the 2008 Tax Year (Filed in 2009 or 
2010) 

• Organizations with annual gross 
receipts  less than $1 million, and 
total assets less than $2.5 million 
can file either Form 990-EZ or Form 
990  

• Organizations with annual gross 
receipts of $1 million or more or total 
assets of $2.5 million or more must 
file Form 990. 

 

 
For the 2009 Tax Year (Filed in 2010 or 
2011) 

• Organizations with annual gross 
receipts less than $500,000, and 
total assets less than $1.25 million 
can file either Form 990-EZ or Form 
990. 

• Organizations with gross receipts of 
$500,000 or more or total assets of 
$1.25 million or more must file Form 
990. 

 
All private foundations must file a Form 
990-PF. 
 

When the Returns Are Due 
Unlike personal income tax returns, the 990-
series forms do not have a single due date. 
The returns are due by the 15th day of the 
fifth month after the close of an 
organization’s tax year. For example, if an 
organization’s tax year closes on December 
31, its form is due by the following May 15. 
 

Preserve Your Tax-Exempt Status 
Filing those required forms on time is critical. 
An organization that does not file its 
required, annual information form for three 
consecutive years AUTOMATICALLY loses 
its tax-exempt status. That means it must file 
Form 1120, U.S. Corporation Income Tax 
Return or a Form 1041, U.S. Income Tax 
Return for Estates and Trusts, and may 
need to pay income taxes. 
 
Although the 3-year revocation rule applies 
only to the 990-series forms, this is a good 
time to make sure that other IRS-related 
filings are up-to-date, including the 
organization’s Form 941, Employer’s 
Quarterly Federal Tax Return, and Form 
990-T, Exempt Organization Business 
Income Tax Return. If an organization has 
tax liability issues, it may wish to enter into a 
closing agreement to resolve them.
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If You Do Lose Your Tax-Exempt 
Status 
In order for an organization to regain its tax-
exemption, it must apply for IRS recognition 
of exemption (even if it was not required 
to apply originally) by filing Form 1023 (for 
501(c)(3) organizations) or Form 1024 (for  
 
organizations exempt under other Code 
sections) and pay the appropriate 
application fee.  If the IRS approves the 
application, tax-exempt status will be 
effective as of the date of the application, 
unless the organization demonstrates 
reasonable cause for failure to file. In that 
case, exemption will be effective as of the 
date of revocation. Be aware, any income 
from the date of the revocation to the new 
effective date may be taxable. 
 
 
 
 

 
Where to Go for More Help 
For the latest information about filing 
requirements, subscribe to the EO Update, a 
regular IRS e-newsletter that highlights new 
information for tax-exempt organizations. Go 
to www.irs.gov/eo and click on “EO 
Newsletter”. 
 
Find more details on the topics mentioned in 
this fact sheet on the Life Cycle page of IRS 
Charities and Nonprofits Web page 
www.irs.gov/eo. 
 
Online courses and instruction on 
completing the 990 series forms and other 
topics important to tax-exempt organizations 
can be found on Exempt Organizations’ 
“Stay Exempt” Web page 
www.stayexempt.irs.gov. 
 
You can also call our toll-free customer 
service line at 1-877-829-5500. 
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Financial Statements – Not-for-Profit Organizations  
  

 
FASB establishes the accounting guidelines for non-government not-for-profit agencies.    
 

FASB Statement #117 requires that not-for-profits prepare three financial statements as 
follows: 

1. Statement of financial position (balance sheet)  

2. Statement of activities (similar to an income statement)  
3. Statement of cash flows  

 
Statement of Financial Position 

 

This is an important statement as it is the entity’s balance sheet and reports assets, 
liabilities, and net assets (A-L).  SFAS #117 requires the reporting of separate 
categories of net assets as follows: 

  
 Unrestricted net assets 

 
 Temporarily restricted net assets – generally resources that must be used either 

for specific purposes or in specific periods 
 

 Permanently restricted assets – endowments where the principal must remain 

intact and only the related income is available for expenditure 
 

Although the FASB does not dictate a particular format, it does require that the balance 
sheet present six totals as follows: 

1.      Total assets 

2.      Total liabilities 
3.      Total net assets 
4.      Total unrestricted assets 

5.      Total temporarily restricted assets 
6.      Total permanently restricted assets 
  

 
The statement of financial position should provide stakeholders with the means to 
assess the organization’s ability to continue to provide services.  It should provide 
information about liquidity, the ability to meet short and long term obligations, and 
whether the organization has a need to incur further debt.  Most organizations 
categorize their assets and liabilities as either current or non-current.    

 
Statement of Activities 

 

FASB Statement #117 requires that revenues and expenses be reported in a statement 
of activities.  This statement reports all financial transactions from the beginning to the 

end of the fiscal year that result in increases or decreases in an organization’s net 
assets.  It should report changes in each of the three categories of net assets.--
unrestricted, temporarily restricted, and permanently restricted. 

 



Statement #117 requires that the statement of activities provide stakeholders with 
information that will: 

·        Evaluate the organization’s performance during the period being reported 
·        Assess the not-for-profits' service efforts and its ability to continue to 

provide services 

·        Assess how the not-for-profits' managers have discharged their 
stewardship responsibilities and other   
 aspects of their performance 

  
Revenues, expenses, gains, losses, and reclassifications from one asset to another are 

all reported on the statement of activities.  Revenues include actual cash inflows as well 
as expected cash receipts.  Revenues are to be reported as increases in one of the 
categories of net assets. 

 
Expenses include cash outflows, using up of non-cash assets, or incurrence of liabilities.  
In contrast to the reporting of revenues (categorized into unrestricted, temporarily 

restricted, or permanently restricted), expenses are reported as decreases in 
unrestricted net assets.  This requirement requires that the nonprofit prepare two 
journal entries when spending restricted resources.  One entry in the restricted fund 

records the decrease in cash (or other asset) and the decrease in restricted asset.  The 
second entry in an unrestricted fund records the expense and increase in unrestricted 
net assets.  Expenses must be reported by function—by program services or supporting 

activities.   
 

Statement of Cash Flow 

 
The statement of cash flows provides stakeholders, including donors and creditors, with 
an assessment of the organization’s: 
 Ability to generate future positive cash flows 
 Ability to meet current and future obligations 

 Reasons for the differences between income and cash receipts and payments 
 Changes in investing and financial activities 
 

The statement of cash flows shows an organization’s cash receipts and payments during 
a period.  Just as for-profit organizations are required to report, FASB requires that not-
for-profits divide their cash flows into the following three categories: 

1. Operating activities  
2. Investing activities  
3. Financing activities  

 
FASB #117 contains several modifications which not-for-profits use to report cash 
flows.  Note that cash flows from financing activities should include both contributions 

restricted for long-term purposes and interest and dividends from investments restricted 
for long term purposes  
 

 
 
 
 



Definitions 
 

Contributions 
Contributions, nonreciprocal receipts of assets or services, are accounted for by debiting 

an asset account and crediting Revenues from Contributions.  Assets must be classified 
as either unrestricted, temporarily restricted, or permanently restricted (based on donor 
stipulation).  Contributions are in effect non-exchange transactions in that the donor 

does not expect to receive equal value in return.  Contributions include cash, securities, 
property and equipment, supplies, intangible assets, and services of professionals and 
craftsmen.  Any exchange transaction which the organization engages in is to be 

accounted for as an ordinary business transactions and is always an unrestricted source 
of revenue.   
 

Pledges 
FASB #116 requires that not-for-profits report unrestricted pledges as income upon 
receipt of a pledge.  However, cash to be received in future periods is considered to be 

time restricted and should be reported as temporarily restricted.  However, use-
restricted pledges are recognized as revenue in the period received or promised.   
  

Use-restricted contributions are accounted for on the same basis as are unrestricted 
contributions.  Restricted contributions, including pledges, are recognized as revenues 

in the period received, irrespective of when the resources will be expended.   
 
Contributions of Services 
Per SFAS #116 contributions of services should be recognized only if the following 
conditions are met: 

The services are professional in nature 

The organizations would ordinarily have had to pay for the services 
The services create or enhance non-financial assets 
The services required specified skills 

 
If these conditions are met then expense should be debited and revenue credited.  
Contributions of services which do not meet the above standards are not entered into 

the accounting records. 
 
Contributions of Collection Items 
Regarding contributions of collection items (books, art, etc.) the FASB encourages not-
for-profits to recognize the contribution as revenue and to capitalize the entire 

collection.   
 
Conditional Promises  
FASB Statement #116 requires that conditional promises to give shall be recognized as 
revenue when the conditions on which they depend are substantially met.   
 

Pass-Through Contributions 
FASB Statement #136 states that pass-through contributions should not be included in 
revenue (or subsequent expense).  Instead an asset account should be debited and a 

liability account, payable to ultimate beneficiary, credited.  There are two main 
exceptions to this rule as follows: 



1.      The donor has explicitly granted the recipient variance power—the right 
to unilaterally redirect the assets to another beneficiary  

2.      The donor and donee organizations are financially interrelated. 
 
Gains and Losses on Investments 
SFAS #124 requires that investments must be accounted at fair value (similar to 
commercial organizations) and that changes in fair value should be recorded as they 
occur.  However, investments need not be categorized into the three categories of 

trading, available-for-sale, and held-to-maturity.   Even debt securities that are 
expected to be held to maturity must be stated at fair value.  Gains and losses in the 

fair value of securities should be reported on the statement of activities as increases or 
decreases in unrestricted net assets.    
 

Depreciation  
SFAS #93 requires that depreciation expense and accumulated depreciation be 
recognized.  Since SFAS #117 requires that all expenses be reported as decreases in 

unrestricted net assets, depreciation expense should be reported in the unrestricted 
column or section of the statement of activities.   
  

 

 

 
 
 



Assets

Cash/Cash Equivalents $

Inventory $

Grants Receivable $

Other Assets $

Property/Equipment $

Investments $

Total Assets $

Liabilities and Net Assets

Liabilities

Accounts Payable $

Accrued payroll/taxes $

Debt $

Total Liabilities $

$

Net Assets

Unrestrictred $

Undesignated $

Net investment in prop/equip $

Temporarily restricted $

Permanently restricted $

Total Net Assets $

Total Liabilities and Net Assets $

Statement of Financial Position -- Fiscal Year Ending _____



Unrestricted
Temporarily 

Restricted

Permanently 

Restricted
Total

Revenue

Gifts

Grants

Gifts-in-Kind

Dues

Sales/Fees

Investment

Other

Total Revenue

Reclassifications

Expenses

Programs

Supporting Activities

G&A

Fundraising

Total Expenses

Change in Net Assets

Statement of Activities -- Fiscal Year Ending _____



Statement of Cash Flow -- Fiscal Year Ending _____

Cash Flow From Operating Activities

Change in net assets $

Depreciation $

Losses $

Other changes $

Inventory $

Grants receivable $

Other $

Net Changes in Operating Activities $

Cash Flow From Investing Activities $

Purchases $

Sales $

Cash Flow From Financing Activities $

Net cash provided from financing $

Change in cash/cash equivalents $



BUDGET LINE ITEMS

Revenue

Contributions, Support

Direct Support

Individuals

Direct Appeal -$                       

Major Gifts -$                       

Bequests, Legacies -$                       

Events -$                       

Membership contributions -$                       

Donated Goods/Services

Gifts in Kind -$                       

Professional Services -$                       

Other -$                       

Nongovernment Grants

Corporations -$                       

Foundations -$                       

Associations -$                       

Indirect Support

United Way -$                       

Combined Federal Campaign -$                       

Other -$                       

Government Grants

Agency -$                       

Federal -$                       

State -$                       

Local -$                       

Earned Revenue

Government Contracts

Agency -$                       

Federal -$                       

State -$                       

Local -$                       

Program Fees

Fees for services -$                       

Tuition -$                       

Other -$                       

Membership Dues and Fees

Individual Dues -$                       

Organizational Dues -$                       

Investments

Endowment Income -$                       

Interest Income -$                       

Royalties -$                       

Property -$                       

Other -$                       

Other

Sales -$                       

Non-gift Income -$                       

Unrealized Gains -$                       

Total Revenue -$                       



Expenses

Salaries and Related Expenses

Salaries and Wages -$                       

Other Compensation -$                       

Employee Benefits -$                       

Payroll Taxes -$                       

Contracted Services

Fundraising -$                       

Accounting -$                       

Legal -$                       

Professional - Other -$                       

Temporary Help -$                       

Lobbying -$                       

Nonpersonnel

Advertising and Marketing -$                       

Office Expenses -$                       

IT -$                       

Supplies -$                       

Telecommunications -$                       

Postage and Shipping -$                       

Printing and Copying -$                       

Books and Subscriptions -$                       

Other -$                       

Facilities and Equipment

Rent, Parking, Occupancy -$                       

Utilities -$                       

Equipment rental and maintenance -$                       

Depreciation -$                       

Travel and meetings

Travel Expenses -$                       

Conferences, Meetings -$                       

Other

Insurance -$                       

Association Dues -$                       

Staff/Volunteer Development -$                       

Other -$                       

Total Expenses -$                       

NET -$                       
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This is money 
that needs to 
be raised! 
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Over half of the 
expenses are 
for this program. 

Over 80% of the 
funding is from 
contributions. 
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CHART OF ACCOUNTS 

This is important link for Unified Chart of Accounts that 
is opensource for Nonprofit organizations and coincides 
with changes in the 990’s.  
 

UNIFIED CHART OF ACCOUNTS (UCOA) 

The National Center for Charitable Statistics (NCCS) in conjunction with the Support Center of 

Washington, the California Association of Nonprofits (CAN), CompassPoint Nonprofit Services and the 

California Society of CPAs have developed a Unified Chart of Accounts (UCOA) for nonprofits.  The 

UCOA is designed so that nonprofits can easily translate their financial reports into the categories required 

on IRS Form 990.  The following link allows you to view the accounts and keywords, as well as freely 

download the UCOA in either a MS Excel spreadsheet or MS Access database.   

http://www.mncn.org/info/template_fin.htm 

 

 

Each accounting system has both a numbered and a label for each account that you 

establish.  It is important to set up your accounts so that they match your budget in order 

to compare your budget projections with actual expenses.  

 

In QuickBooks for Non-Profits – there are accounts and classes. Think of the difference 

between rows and columns in a spreadsheet.  Rows are your accounts and classes are 

your columns.  A program based budget will use columns for each program and it is 

useful to use classes within your accounting system so your financial system can provide 

you management information.  

 

Accounts are the line items for your revenue and expenses. Subaccounts can be set up to 

track smaller expenses such as plane fare, food, and parking within an account called 

Travel.  Another example would be an account for Insurance with subaccounts for 

Directors and Officers, General Liability and Auto Insurance.  

 

Classes and subclasses are for your programs.  All nonprofits must track Administration 

and Fundraising so these would each be a class.  Other programs and not projects would 

be your major services organized or clustered into two to five categories.  Subclasses are 

projects or funded activities that you want to account for separately.  So a program might 

be Family Services and a subclass might be the Fathering project.   

 

The following page contains a sample list for a chart of accounts.  If you are using an 

accounting software this should be easy to set up. 



 

 Sample Chart of Accounts 

for Nonprofit  

 

Statement of Financial 

Position  

Assets 

    

Financial Statement Titles  Account Titles 
Account 

Numbers 

Cash and Cash Equivalents Operating checking 1000 

  Savings/Money Market 1010  

  Savings: Restricted grants 1020   

Receivables      

  
Program svc fees receivable: 

clients/tenants/etc 
1100   

  
Program svc fees receivable: 

government contracts   
1110   

  Payroll advances   1120   

  Grants receivable   1130   

  
Allowance for uncollectible 

receivables   
1190  

Prepaid Expenses      

  Prepaid insurance   1200  

Investments     

  Mutual fund #1 1300   

  Common stock   1310  

Property, Furniture & 

Equipment 
    

  Land   1300  

  Buildings   1310   

  Building improvements  1320   

  Furniture   1330   

  Equipment   1340 

  Software 1350 

  Accumulated depreciation 1390  

Notes Receivable      

  Note receivable #1 1410 

  Note receivable #2 1420 

  Note receivable #3 1430 

Other Assets     

  Rent deposit 1900 

      

Liabilities     

Accounts Payable      

  Accounts payable 2000 

Payroll, Payroll Taxes      



  Payroll payable 2100 

& Withholding     

  FICA & Hosp. payable 2110 

  Fed. W/H payable 2120 

  State W/H payable 2130 

Accrued Expenses  Accrued fees 2200 

  Accrued interest 2210 

Other Current Liabilities      

  Accrued vacation 2300 

  Deferred revenue 2310 

  
Current portion of long-term 

debt 
2320 

  Refundable advances 2330 

Long-Term Liabilities      

  Notes payable 2400 

  Capital lease 2410 

  Mortgage payable 2420 

Net Assets     

  Unrestricted net assets 3000 

  
Temporarily restricted net 

assets 
3100 

  
Permanently restricted net 

assets 
3200 

      

Statement of Unrestricted 

Activities 

 

Revenue & Support 

    

Contributions      

  Contributions – individuals 4000 

  Contributions – foundations 4100  

  Contributions – corporations 4200 

  Grants – government 4300 

  
Transfers to/from temp. 

restricted fund 
4400 

In-kind contributions      

  In-kind contributions – goods 4500 

  
In-kind contributions – 

services 
4600 

Program service fees     

  Program service fees 4700 

Special events     

  Special event #1 – net 5400 

  Special event #2 – net 5410 

Investment income      

  Dividends and interest 5600 



  Realized gain/loss on sale 5610 

  Other revenue & support    

  Miscellaneous revenue 5900 

  Miscellaneous support 5910 

      

Expenses     

Salaries & wages     

  Salaries & wages  6000 

Payroll taxes      

  FICA & Medicare 6100 

  State unemployment 6110 

Benefits      

  Health insurance 6120 

  Dental insurance 6130 

  
Workers compensation 

insurance 
6140 

  Retirement contribution 6150 

Accounting/bookkeeping  Accounting/bookkeeping 7000 

Auditing Auditing 7010 

Miscellaneous Bank fees 7020 

Books & publications Books & publications 7030 

Depreciation Depreciation 7040 

Dues & subscriptions Dues & subscriptions 7050 

Equipment lease Equipment lease 7060 

Donated goods  In-kind expense – goods 7070 

Donated services  In-kind expense – services 7080 

Insurance Insurance 7090 

Interest  Interest 7100 

IT support IT support 7110 

Legal fees Legal fees 7120 

Licenses and fees Licenses and fees 7130 

Miscellaneous Miscellaneous 7140 

Office supplies Office supplies 7150 

Postage Postage 7160 

Printing  Printing 7170 

Rent Rent 7180 

Repair & maintenance Repair & maintenance 7190 

Staff training Staff training 7200 

Telephone  Telephone 7210 

Travel & mileage Travel & mileage 7220 

Utilities Utilities 7230 

      

Model Accounting and Financial Policies and Procedures Handbook 

For Not-for-Profit Organizations  by Edward Mc Millan ASAE Financial Management 

Series   
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Unified Chart of Accounts ( UCOA )
Version 3.0 Account Numbers

Account Description

1 Assets

1000 Cash:

1010    Cash in bank-operating 1 45 22 n/a 1000-1099

1020    Cash in bank-payroll 1 45 22 n/a 1000-1099

1040    Petty cash 1 45 22 n/a 1000-1099

1070    Savings & short-term investments 2 46 22 n/a 1100-1199

1100 Accounts receivable:

1110    Accounts receivable 3 47a 24 n/a 1200-1299

1115    Doubtful accounts allowance 3(contra) 47b 24 n/a 1200-1299

1200 Contributions receivable:

1210    Pledges receivable 4 48a 24 n/a 1300-1399

1215    Doubtful pledges allowance 4(contra) 48b 24 n/a 1300-1399

1225    Discounts - long-term pledges n/a(contra) 48a 24 n/a 1300-1399

1240    Grants receivable 5 49 24 n/a 1300-1399

1245    Discounts - long-term grants n/a(contra) 49 24 n/a 1300-1399

1300 Other receivables:

1310    Employee & trustee receivables 3 50 24 n/a 1200-1299

1320    Notes/loans receivable 3 51a 24 n/a 1200-1299

1325    Doubtful notes/loans allowance 3(contra) 51b 24 n/a 1200-1299

1400 Other assets:

1410    Inventories for sale 6 52 24 n/a 1400-1499

1420    Inventories for use 6 52 24 n/a 1400-1499

1450    Prepaid expenses 7 53 24 n/a 1500-1599

1460    Accrued revenues 47a 24 n/a 1200-1299

1500 Investments:

1510    Marketable securities 8 54 22 n/a 1700-1799

1530    Land held for investment n/a 55a 22 n/a 1800-1899

1540    Buildings held for investment n/a 55a 22 n/a 1800-1899

1545 n/a(contra) 55b 22 n/a 1800-1899

1580    Investments - other 9 56 22 n/a 1900-1999

1600 Fixed operating assets:

1610    Land - operating 11 57a 23 n/a 1800-1899

1620    Buildings - operating 12 57a 23 n/a 1800-1899

1630    Leasehold improvements 13 57a 24 n/a 1800-1899

1640    Furniture, fixtures, & equip 14 57a 24 n/a 1800-1899

1650    Vehicles 14 57a 24 n/a 1800-1899

1660    Construction in progress n/a 57a 24 n/a 1800-1899

1700

1725 12(contra) 57b 23 n/a 1800-1899

1735 13(contra) 57b 24 n/a 1800-1899

1745 14(contra) 57b 24 n/a 1800-1899

1755 14(contra) 57b 24 n/a 1800-1899

1810 Other long-term assets n/a 58 24 n/a 1900-1999

1850 Split-interest agreements n/a 58 24 n/a 1900-1999

1910 Collections - art, etc n/a 58 24 n/a 1900-1999

1950 Funds held in trust by others n/a 58 24 n/a 1900-1999

Total assets 15 59 25 n/a n/a

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

   Balance Sheet or Statement or 
   Financial Position Accounts (1000-3999)

   Accum deprec - bldg investment

Accum deprec - fixed operating assets:

   Accum deprec - building

   Accum amort - leasehold improvements

   Accum deprec - furn,fix,equip

   Accum deprec - vehicles
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Account Description

2 Liabilities

2000 Payables:

2010    Accounts payable 21 60 26 n/a 2000-2099

2020    Grants & allocations payable n/a 61 26 n/a 2200-2399

2100 Accrued liabilities:

2110    Accrued  payroll 22 60 26 n/a 2100-2199

2120    Accrued paid leave 22 60 26 n/a 2100-2199

2130    Accrued payroll taxes 23 60 26 n/a 2100-2199

2140    Accrued sales taxes 60 26 n/a 2100-2199

2150    Accrued expenses - other 24 60 26 n/a 2100-2199

2300 Unearned/deferred revenue:

2310    Deferred contract revenue 25 62 26 n/a n/a

2350    Unearned/deferred revenue - other 25 62 26 n/a 2500-2599

2410    Refundable advances n/a 62 26 n/a 2500-2599

2500 Short-term notes & loans payable:

2510    Trustee & employee loans payable n/a 63 26 n/a 2400-2499

2550    Line of credit n/a 65 26 n/a 2400-2499

2560    Current portion - long-term loan 65 26 n/a 2400-2499

2570    Short-term liabilities - other 65 26 n/a 2400-2499

2610     Split-interest liabilities n/a 65 26 n/a 2400-2499

2700 Long-term notes & loans payable:

2710    Bonds payable n/a 64a 26 n/a 2600-2699

2730    Mortgages payable 27 64b 26 n/a 2600-2699

2750    Capital leases n/a 64b 26 n/a 2600-2699

2770    Long-term liabilities - other n/a 64a 26 n/a 2600-2699

2810 n/a 65 26 n/a 2600-2699

2910    Custodial funds n/a 65 26 n/a 2600-2699

Total liabilities 28 66 26 n/a n/a

Account Description

3 Equity

3000 Unrestricted net assets:

3010    Unrestricted net assets 29 21 & 67 21 & 27 n/a 3000-3999

3020    Board-designated net assets 31 21 & 67 21 & 27 n/a 3000-3999

3030    Board designated quasi-endowment 30 21 & 67 21 & 27 n/a 3000-3999

3040    Fixed operating net assets 32 21 & 67 21 & 27 n/a 3000-3999

3100 Temporarily restricted net assets:

3110    Use restricted net assets 34 21 & 68 21 & 27 3000-3999

3120    Time restricted net assets n/a 21 & 68 21 & 27 3000-3999

3200 Permanently restricted net assets:

3210    Endowment net assets 35 21 & 69 21 & 27 n/a 3000-3999

Total net assets 36 21 & 73 21 & 27 n/a n/a

Total liabilities & net assets 74 n/a n/a n/a

Account Description

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

   Gov't-owned fixed assets liability

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

req

req

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting
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4 Contributions, Support

4000 Revenue from direct contributions:

   Individual/small business contributions 51 1a 1 n/a 4000-4099

   Corporate contributions 1a 1 n/a 4000-4099

   Legacies & bequests 53 1a 1 n/a 4300-4399

51(contra) contra 1a 1 n/a 4000-4099

   Long-term pledges discount n/a(contra) contra 1a 1 n/a 4000-4099

4100 Donated goods & services revenue:

   Donated professional services-GAAP 54 Part IV-A & 82b n/a match/in-kind 4000-4099

   Donated other services - non-GAAP (not GAAP) Part IV-A & 82b n/a match/in-kind n/a

   Donated use of facilities Part IV-A & 82b n/a match/in-kind n/a

   Gifts in kind - goods 55 1d 1 match/in-kind 4000-4099

   Donated art, etc n/a 1d 1 match/in-kind 4000-4099

4200 Revenue from non-government grants:

   Corporate/business grants 51 1a 1 match/$ 4000-4199

   Foundation/trust grants 51 1a 1 match/$ 4000-4199

   Nonprofit organization grants 51 1a 1 match/$ 4000-4199

   Discounts - long-term grants n/a(contra) contra 1a 1 match/$ 4000-4199

4300 Revenue from split-interest agreements:

   Split-interest agreement contributions n/a 1a 1 n/a 4000-4199

   Gain (loss) split-interest agreements n/a 20 1 n/a 4000-4199

4400 Revenue from indirect contributions:

   United Way or CFC contributions 56 1b 1 match/$ 4700-4799

   Affiliated organizations revenue n/a 1b 1 match/$ 4500-4599

n/a 1b 1 match/$ 4800-4899

4500 Revenue from government grants:

   Agency (government) grants n/a 1c 1 grant/match 5500-5999

   Federal grants n/a 1c 1 grant/match 5500-5999

   State grants n/a 1c 1 grant/match 5500-5999

   Local government grants n/a 1c 1 grant/match 5500-5999

Account Description

5 Earned revenues

5000 Revenue from government agencies:

   Agency (government) contracts/fees 58 2 & 93(g) 2 n/a 5000-5499

   Federal contracts/fees 58 2 & 93(g) 2 grant/match 5000-5499

   State contracts/fees 58 2 & 93(g) 2 grant/match 5000-5499

   Local government contracts/fees 58 2 & 93(g) 2 grant/match 5000-5499

   Medicare/Medicaid payments 2 & 93f 2 grant/match 5000-5499

5100 Revenue from program-related sales & fees:

   Program service fees 2 & 93(a) 2 match/$ 6200-6499

   Bad debts, est - program fees 2 & 93(a) 2 match/$ 6200-6499

5200 Revenue from dues:

   Membership dues-individuals n/a 3 & 94 3 n/a 6000-6099

   Assessments and dues-organizations n/a 3 & 94 3 n/a 6100-6199

5300 Revenue from investments:

   Interest-savings/short-term investments 60 4 & 95 4 n/a 6500-6599

   Dividends & interest - securities 61 5 & 96 4 n/a 6500-6599

   Real estate rent - debt-financed n/a 6a & 97a 8 n/a 6500-6599

   Real estate rental cost - debt-financed 6b & 97a 8

   Real estate rent - not debt-financed 6a & 97b 8

   Real estate rental cost - not debt-financed 6b & 97b 8

   Personal property rent 6a & 98 8

   Personal property rental cost n/a(contra) 6b & 98 8 n/a 6500-6599

   Other investment income n/a 7 & 99 4 n/a 6500-6599

  Income Statement or 
  Statement of Financial Activities Accounts (4000-9999)

4010-xxx

4020-xxx

4070-xxx

4075-xxx    Uncollectible pledges - estimated

4085-xxx

4110-xxx

4120-xxx

4130-xxx

4140-xxx

4150-xxx

4210-xxx

4230-xxx

4250-xxx

4255-xxx

4310-xxx

4350-xxx

4410-xxx

4420-xxx

4430-xxx    Fundraising agencies revenue

4510-xxx

4520-xxx

4530-xxx

4540-xxx

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

5010-xxx

5020-xxx

5030-xxx

5040-xxx

5080-xxx

5180-xxx

5185-xxx

5210-xxx

5220-xxx

5310-xxx

5320-xxx

5330-xxx

5335-xxx

5340-xxx

5345-xxx

5350-xxx

5355-xxx

5360-xxx



UCOA

Page 4

   Securities sales - gross 62 8a-(A) & 100 5a n/a 6600-6699

   Securities sales cost 62(contra) 8b-(A) & 100 5b n/a 6600-6699

5400 Revenue from other sources:

   Non-inventory sales - gross n/a 8a-(B) & 100 5a 40 6600-6699

   Non-inventory sales cost n/a(contra) 8b-(B) & 100 5b 40 6600-6699

   Gross sales - inventory n/a 10a & 102 8 n/a 6400-6499

   Cost of inventory sold n/a(contra) 10b & 102 8 n/a 6400-6499

   Advertising revenue 64 11 & 103 8 n/a 6900-6999

   Affiliate revenues from other entities 64 11 & 103 8 n/a 6900-6999

   Misc revenue 64 11 & 103 8 n/a 6900-6999

5800 Special events:

   Special events - non-gift revenue 52 9a & 101 6a n/a 4200-4299

   Special events - gift revenue 52 1a & (9a) 1 & (6a) n/a 4200-4299

Account Description

6 Other revenue

6800 Unrealized gain (loss):

   Unrealized gain (loss) - investments 63 Part IV-A n/a n/a 6600-6699

   Unrealized gain (loss) - other assets n/a Part IV-A n/a n/a 6600-6699

6900 Net assets released from restriction:

   Satisfaction of use restriction 65 n/a n/a n/a n/a

   LB&E acquisition satisfaction n/a n/a n/a n/a n/a

   Time restriction satisfaction n/a n/a n/a n/a n/a

Total revenue, gains, & other support 66 12 9 n/a n/a

Account Description

7 Expenses - personnel related

7000 Grants, contracts, & direct assistance

   Contracts - program-related 135 22 10 9 9100-9199

   Grants to other organizations n/a 22 10 9, 39 9100-9199

   Awards & grants - individuals 135 22 10 39 9100-9199

   Specific assistance - individuals 136 23 10 34 8900-8999

   Benefits paid to or for members 24 11 34 ?

7200 Salaries & related expenses:

   Officers & directors salaries 121 25 12 7, 32 7000-7099

   Salaries & wages - other 121 26 12 7, 32 7000-7099

   Pension plan contributions 122 27 12 7, 36 7100-7199

   Employee benefits - not pension 122 28 12 7, 13, 49 7100-7199

   Payroll taxes, etc. 122 29 12 7 7200-7299

7500 Contract service expenses

124 30 13 39 8000-8099

   Accounting fees 124 31 13 39 8000-8099

   Legal fees 124 32 13 39 8000-8099

   Professional fees - other 124 43 13 39, 44 8000-8099

   Temporary help - contract 124 43 13 39 8000-8099

   Donated professional services - GAAP 124 Part IV-B, 82b n/a 12 8000-8099

   Donated other services - non-GAAP n/a Part IV-B, 82b n/a 12 n/a

Account Description

8 Non-personnel related expenses

8100

5370-xxx

5375-xxx

5410-xxx

5415-xxx

5440-xxx

5445-xxx

5450-xxx

5460-xxx

5490-xxx

5810-xxx

5820-xxx

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

6810-xxx

6820-xxx

6910-xxx

6920-xxx

6930-xxx

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

7010-xxx

7020-xxx

7040-xxx

7050-xxx

7060-xxx

7210-xxx

7220-xxx

7230-xxx

7240-xxx

7250-xxx

7510-xxx    Fundraising fees

7520-xxx

7530-xxx

7540-xxx

7550-xxx

7580-xxx

7590-xxx

(e) Line item numbers for Federal eGrants budgets

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

Nonpersonnel expenses:
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   Supplies 125 33 16 28 8100-8199

   Donated materials & supplies 125 33 16 12 8100-8199

   Telephone & telecommunications 126 34 16 6 8200-8299

   Postage & shipping 127 35 15 6, 54 8300-8399

   Mailing services 127 35 15 6 8300-8399

   Printing & copying 130 38 15 28, 33, 41 8600-8699

   Books, subscriptions, references 130 38 15 30, 41 8600-8699

   In-house publications n/a 38 15 28, 33, 41 8600-8699

8200 Facility & equipment expenses:

   Rent, parking, other occupancy 128 36 14 37, 46 8400-8499

   Utilities 128 36 14 19, 46 8400-8499

   Real estate taxes 128 36 14 51 8400-8499

   Personal property taxes 128 36 14 51 8400-8499

   Mortgage interest 128 36 14 23 8400-8499

   Equipment rental & maintenance 129 37 14 27, 46 8500-8600

137 42 16 11, 15 9500-9599

137 42 16 11, 15 9500-9599

   Donated facilities 128  Part IV-B, 82b n/a 12 8400-8499

8300 Travel & meetings expenses:

   Travel 131 39 16 44, 45, 55, 56 8700-8799

   Conferences, conventions, meetings 132 40 16 29, 34 8800-8899

8500 Other expenses:

   Interest-general 133 41 16 23 9200-9299

   Insurance - non-employee related 134 43 16 5, 22 9300-9399

   Membership dues - organization 138 43 16 30 9400-9499

   Staff development 138 43 16 44, 53 9400-9499

   List rental n/a 43 16 23 9400-9499

   Outside computer services n/a 43 16 39 8000-8099

   Advertising expenses n/a 43 16 1 9400-9499

   Contingency provisions n/a 43 16 8 9400-9499

   Other expenses 138 43 16 20, 35, 43 9400-9499

8600 Business expenses:

   Bad debt expense n/a 43 16 3 9400-9499

   Sales taxes n/a 43 16 51 9400-9499

n/a 43 16 51 9400-9499

   Taxes - other n/a 43 16 51 9400-9499

   Fines, penalties, judgments n/a 43 16 10, 16 9400-9499

   Organizational (corp) expenses n/a 43 16 31, 44, 45, 47, 50 9400-9499

Total expenses 146 44 17 n/a n/a

Account Description

9 Non-GAAP expenses

9800 Fixed asset purchases 

   Capital purchases - land capitalized capitalized capitalized 11, 15 LB&E

   Capital purchases - building capitalized capitalized capitalized 11, 15, 42 LB&E

   Capital purchases - equipment capitalized capitalized capitalized 11, 15 LB&E

   Capital purchases - vehicles capitalized capitalized capitalized 11, 15 LB&E

   Payments to affiliates n/a 16 16 9 9600-9699

   Additions to reserves n/a n/a n/a n/a

   Program administration allocations n/a n/a n/a n/a

8110-xxx

8120-xxx

8130-xxx

8140-xxx

8150-xxx

8170-xxx

8180-xxx

8190-xxx

8210-xxx

8220-xxx

8230-xxx

8240-xxx

8250-xxx

8260-xxx

8270-xxx    Deprec & amort - allowable

8280-xxx    Deprec & amort - not allowable

8290-xxx

8310-xxx

8320-xxx

8510-xxx

8520-xxx

8530-xxx

8540-xxx

8550-xxx

8560-xxx

8570-xxx

8580-xxx

8590-xxx

8610-xxx

8620-xxx

8630-xxx    UBITaxes 

8650-xxx

8660-xxx

8670-xxx

Account
Number

Illustrative 
GAAP Exhibit 

(a) 
Form 990
Line Item 

Form 990 
EZ Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

9810-xxx

9820-xxx

9830-xxx

9840-xxx

9910-xxx

9920-xxx

9930-xxx
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Unified Chart of Accounts ( UCOA )
Version 3.0 Account Numbers

Activity Code

  Revenue & Expense Coding by Activity

Program department A n/a 001-899

Program department B n/a 001-899

Program department C n/a 001-899

Program department D n/a 001-899

Other program service activities n/a 001-899

Lobbying activities 85 not/25 n/a

Total program services n/a n/a

M&G department 14/IIC (varies) 900-949

M&G department-general 14/IIC allowed/indirect 900-949

14/IIC not/12,36,41 900-949

Public relations n/a n/a

Investment management n/a n/a

Labor relations n/a n/a

M&G special event production 9b not/00 900-949

M&G special event promotion 9b not/00 900-949

Fund raising department 15/IID not/19 900-949

Cost pools allocated use permitted allocated

Central services cost pool allocated use permitted allocated

Common cost pool by line item allocated use permitted allocated

Common cost pool-other allocated use permitted allocated

Capital/fixed asset purchases pool capitalized use permitted capitalized

Account
Number

Form 990
Line Item 

OMB A-122
Cost 

Principles 

United Way
of America 
Accounting

xxxx-XXX

xxxx-100 IIIa

xxxx-200 IIIb

xxxx-300 IIIc

xxxx-400 IIId

xxxx-450 IIIe

xxxx-460

13/44(B)/IIIf

xxxx-500

xxxx-510

xxxx-520 M&G department-unallowable (A-122)

xxxx-530

xxxx-540

xxxx-550

xxxx-610

xxxx-620

xxxx-700

xxxx-900

xxxx-910

xxxx-920

xxxx-930

xxxx-980



Clothes Closet
Work Skills 

Training

Home 

Repairs
Administration Fundraising

Salaries and Related Expenses

Salaries and Wages  $-    $-    $-    $-    $-   

Other Compensation  $-    $-    $-    $-    $-   

Employee Benefits  $-    $-    $-    $-    $-   

Payroll Taxes  $-    $-    $-    $-    $-   

Contracted Services

Fundraising  $-    $-    $-    $-    $-   

Accounting  $-    $-    $-    $-    $-   

Legal  $-    $-    $-    $-    $-   

Professional - Other  $-    $-    $-    $-    $-   

Temporary Help  $-    $-    $-    $-    $-   

Lobbying  $-    $-    $-    $-    $-   

Nonpersonnel

Advertising and Marketing  $-    $-    $-    $-    $-   

Office Expenses  $-    $-    $-    $-    $-   

IT  $-    $-    $-    $-    $-   

Supplies  $-    $-    $-    $-    $-   

Telecommunications  $-    $-    $-    $-    $-   

Postage and Shipping  $-    $-    $-    $-    $-   

Printing and Copying  $-    $-    $-    $-    $-   

Books and Subscriptions  $-    $-    $-    $-    $-   

Other  $-    $-    $-    $-    $-   

Facilities and Equipment

Rent, Parking, Occupancy  $-    $-    $-    $-    $-   

Utilities  $-    $-    $-    $-    $-   

Equipment rental/maintenance  $-    $-    $-    $-    $-   

Depreciation  $-    $-    $-    $-    $-   

Travel and meetings

Travel Expenses  $-    $-    $-    $-    $-   

Conferences, Meetings  $-    $-    $-    $-    $-   

Other

Insurance  $-    $-    $-    $-    $-   

Association Dues  $-    $-    $-    $-    $-   

Staff/Volunteer Development  $-    $-    $-    $-    $-   

Other  $-    $-    $-    $-    $-   

Total  $-    $-    $-    $-    $-   

Functional Accounting

Programs and Services Overhead

Expense



Work Skills 

Training

Home 

Repairs
Administration Fundraising

Salaries and Related Expenses

Salaries and Wages  $-    $-    $-    $-   

Other Compensation  $-    $-    $-    $-   

Employee Benefits  $-    $-    $-    $-   

Payroll Taxes  $-    $-    $-    $-   

Contracted Services

Fundraising  $-    $-    $-    $-   

Accounting  $-    $-    $-    $-   

Legal  $-    $-    $-    $-   

Professional - Other  $-    $-    $-    $-   

Temporary Help  $-    $-    $-    $-   

Lobbying  $-    $-    $-    $-   

Nonpersonnel

Advertising and Marketing  $-    $-    $-    $-   

Office Expenses  $-    $-    $-    $-   

IT  $-    $-    $-    $-   

Supplies  $-    $-    $-    $-   

Telecommunications  $-    $-    $-    $-   

Postage and Shipping  $-    $-    $-    $-   

Printing and Copying  $-    $-    $-    $-   

Books and Subscriptions  $-    $-    $-    $-   

Other  $-    $-    $-    $-   

Facilities and Equipment

Rent, Parking, Occupancy  $-    $-    $-    $-   

Utilities  $-    $-    $-    $-   

Equipment rental/maintenance  $-    $-    $-    $-   

Depreciation  $-    $-    $-    $-   

Travel and meetings

Travel Expenses  $-    $-    $-    $-   

Conferences, Meetings  $-    $-    $-    $-   

Other

Insurance  $-    $-    $-    $-   

Association Dues  $-    $-    $-    $-   

Staff/Volunteer Development  $-    $-    $-    $-   

Other  $-    $-    $-    $-   

Total  $-    $-    $-    $-   

Overhead

Expense

Home Builders Event Accounting

Programs and Services



 
Nonprofit Financial Reporting 

 

 

Monthly Reports  

 Statement of Position.   

 Statement of Activities, budget to actual information, including narrative. 

 An executive summary of financial highlights, analysis, and concerns. 

Quarterly Reports (All of the above, plus the following) 

 Fundraising Reports:  actual vs. projections; status of outstanding proposals. 

 Revenue projections: gifts and grants, fees, other income 

  Cash flow projections for the next six months.  

 Payroll tax report with documentation that it has been submitted on time and tax 

deposits been made. 

 YTD v last year, narrative on financial health. 

Annual Reports (All of the above, plus the following) 

 Annual Federal and State filings, including 990 and Schedule A, and any other legal 

requirements 

 Audited financial statements for the entire organization:  Annual Statement of Activities; 

Statement of Position; Statement of Cash Flow, and a narrative discussion key issues and 

trends. 

 Management letter from the auditor 

 

Report Review and Presentation 

The executive director reviews all reports before presenting them to the treasurer to ensure that 

the financial information is accurate, well-organized, and clearly presented.   The treasurer (or 

finance committee if you have one) reviews the reports with the executive director to make sure 

s/he is satisfied and confident that they accurately reflect the finances and financial health of the 

organization before presenting them to board.  Financial oversight is a fundamental responsibility 

of the board.  Members should make sure they understand and approve of the reports before 

they vote to accept them. 



Board Report Example

Total Giving from All Sources

This Yr to Date:

Annual Target:

Last Year Total

Annual Giving

Year
Total Giving 
Year To Date Target Variance

Number of 

Donors to 
Date Target Variance

This Year
Last Year

Membership

Major Gifts

Year

Year to Date Target for Yr. Year to Date Target for Yr. Year to Date Target for Yr.
Contacted
Solicited

Given
Last Year

Direct Mail

[[A table that reflects recruitment, retention, and upgrading; actual v. targets.]]

Foundations

Year
Total Giving 
Year To Date Target Variance

Number of 
Donors to 
Date Target Variance

This Year

Corporations

Year
Total Giving 
Year To Date Target Variance

Number of 
Donors to 
Date Target Variance

This Year

Outstanding Proposals

Number of D

$5,000 $7,500 $10,000



Name Amt. Proposed Amt. Expected Decision Date

Board Giving

Total Members:
Donors to Date:
Giving to Date:
Giving 2007:

* Board giving does not include Campion gifts and grants



Average Gift 
Per Donor

Year to Date Target for Yr. Year to Date Target for Yr Year to Date Target for Yr

r of Donors

$25,000 $50,000 $100,000
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A re you an organization 

that receives contributions 

of $250 or more? 

or 

A re you an organization 

that provides goods or 

services to donors who 

make  contributions of 

more than $75? 

or 

A re you a donor who makes 

contributions to a charity? 
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IRS Publication 1771, Charitable 

Contributions–Substantiation and 

Disclosure Requirements, explains the federal 

tax law for organizations such as charities and churches 

that receive tax-deductible charitable contributions and 

for taxpayers who make contributions. 

There are recordkeeping and substantiation rules 

imposed on donors of charitable contributions and 

disclosure rules imposed on charities that receive 

certain quid pro quo contributions. 

●  a donor must have a bank record or written 

communication from a charity for any monetary 

contribution before the donor can claim a 

charitable contribution on his/her federal income 

tax return 

●  a donor is responsible for obtaining a written 

acknowledgment from a charity for any single 

contribution of $250 or more before the donor can 

claim a charitable contribution on his/her federal 

income tax return 

●  a charitable organization is required to provide a 

written disclosure to a donor who receives goods 

or services in exchange for a single payment in excess 

of $75 

More on recordkeeping, written acknowledgments and 

written disclosures is addressed in this publication. 

The rules in this publication do not apply to a donated 

motor vehicle, boat, or airplane if the claimed value 

exceeds $500. For information on vehicle donations, 

see IRS Publication 4302, A Charity’s Guide to Vehicle 

Donations, and IRS Publication 4303,  A Donor’s Guide 

to Vehicle Donations. 

For information about organizations that are qualified 

to receive charitable contributions, see IRS Publication 

526, Charitable Contributions. Publication 526 also 

describes contributions you can (and cannot) deduct, 

and it explains deduction limits. For assistance about 

valuing donated property, see IRS Publication 561, 

Determining the Value of Donated Property. 

1 
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Recordkeeping Rules  

Requirement 

A donor cannot claim a tax deduction for any contribution 

of cash, a check or other monetary gift unless the donor 

maintains a record of the contribution in the form of either a 

bank record (such as a cancelled check) or a written commu-

nication from the charity (such as a receipt or letter) showing 

the name of the charity, the date of the contribution, and the 

amount of the contribution. 

Payroll Deductions 

For charitable contributions made by payroll deduction, 

the donor may use both of the following documents as 

written communication from the charity: 

●  a pay stub, Form W-2, Wage and Tax Statement, 

or other employer-furnished document furnished 

by the employer that shows the amount withheld and paid 

to a charitable organization, and 

●  a pledge card prepared by or at the direction of 

the charitable organization. 

However, if a donor makes a single contribution of $250 

or more by payroll deduction, see Payroll Deductions 

under Written Acknowledgment for what information the 

pledge card must include. 

2  
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Written Acknowledgment 

Requirement 

A donor cannot claim a tax deduction for any single 

contribution of $250 or more unless the donor obtains a 

contemporaneous, written acknowledgment of the contribu-

tion from the recipient organization. An organization that 

does not acknowledge a contribution incurs no penalty; but, 

without a written acknowledgment, the donor cannot claim 

the tax deduction. Although it is a donor’s responsibility to 

obtain a written acknowledgment, an organization can assist 

a donor by providing a timely, written statement containing 

the following information: 

1. name of organization 

. amount of cash contribution 

. description (but not the value) of non-cash contribution 

. statement that no goods or services were provided by the 

organization in return for the contribution, if that was the 

case 

. description and good faith estimate of the value of goods 

or services, if any, that an organization provided in return 

for the contribution 

. statement that goods or services, if any, that an organiza-

tion provided in return for the contribution consisted 

entirely of intangible religious benefits (described later in 

this publication), if that was the case 

It is not necessary to include either the donor’s social 

security number or tax identification number on the 

acknowledgment. 

A separate acknowledgment may be provided for each single 

contribution of $250 or more, or one acknowledgment, 

3  
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such as an annual summary, may be used to substantiate 

several single contributions of $250 or more. There are no 

IRS forms for the acknowledgment. Letters, postcards, or 

computer-generated forms with the above information are 

acceptable. An organization can provide either a paper copy 

of the acknowledgment to the donor, or an organization can 

provide the acknowledgment electronically, such as via an 

e-mail addressed to the donor.  A donor should not attach 

the acknowledgment to his or her individual income tax 

return, but must retain it to substantiate the contribu-

tion. Separate contributions of less than $250 will not be 

aggregated. An example of this could be weekly offerings to 

a donor’s church of less than $250 even though the donor’s 

annual total contributions are $250 or more. 

Contemporaneous 

Recipient organizations typically send written acknowl-

edgments to donors no later than January 31 of the year 

following the donation. For the written acknowledgment 

to be considered contemporaneous with the contribution, a 

donor must receive the acknowledgment by the earlier of: 

the date on which the donor actually files his or her 

4  
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individual federal income tax return for the year of the 

contribution; or the due date (including extensions) of the 

return. 

Goods and Services 

The acknowledgment must describe goods or services an 

organization provides in exchange for a contribution of 

$250 or more. It must also provide a good faith estimate of 

the value of such goods or services because a donor must 

generally reduce the amount of the contribution deduction 

by the fair market value of the goods and services provided 

by the organization. Goods or services include cash, property, 

services, benefits or privileges. However, there are important 

exceptions as described below: 

Token Exception — Insubstantial goods or services a 

charitable organization provides in exchange for contribu-

tions do not have to be described in the acknowledgment. 

Good and services are considered to be insubstantial if 

the payment occurs in the context of a fund-raising 

campaign in which a charitable organization informs 

the donor of the amount of the contribution that is a 

deductible contribution, and: 

1. the fair market value of the benefits received does not 

exceed the lesser of 2 percent of the payment or $91, or 

. the payment is at least $45.50, the only items provided 

bear the organization’s name or logo (e.g., calendars, 

mugs, or posters), and the cost of these items is within 

the limit for “low-cost articles,” which is $9.10. 

Free, unordered low-cost articles are also considered to be 

insubstantial. 
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Example of a token exception: If a charitable 

organization gives a coffee mug bearing its 

logo and costing the organization $9.10 or less 

to a donor who contributes $45.50 or more, 

the organization may state that no goods or 

services were provided in return for the $45.50 

contribution. The $45.50 is fully deductible. 

The dollar amounts are for 2008. Guideline amounts are 

adjusted for inflation. Contact IRS Exempt Organizations 

Customer Account Services at (877) 829-5500 for annual 

inflation adjustment information. 

Membership Benefits Exception — An annual 

membership benefit is also considered to be insubstantial if 

it is provided in exchange for an annual payment of $75 or 

less and consists of annual recurring rights or privileges, 

such as: 

1. free or discounted admissions to the charitable 

organization’s facilities or events 

. discounts on purchases from the organization’s gift shop 

. free or discounted parking 

. free or discounted admission to member-only events 

sponsored by an organization, where a per-person 

cost (not including overhead) is within the “low-cost 

articles” limits 
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Example of a membership benefits exception; 

If a charitable organization offers a $75 annual 

membership that allows free admission to all of 

its weekly events, plus a $20 poster, a written 

acknowledgment need only mention the $20 

value of the poster, since the free admission 

would be considered insubstantial and, 

therefore, would be disregarded. 

Intangible Religious Benefits Exception — If a religious 

organization provides only “intangible religious benefits” to 

a contributor, the acknowledgment does not need to describe 

or value those benefits. It can simply state that the organiza-

tion provided intangible religious benefits to the contributor. 

What are “intangible religious benefits?” Generally, they are 

benefits provided by a tax-exempt organization operated 

exclusively for religious purposes, and are not usually sold 

in commercial transactions outside a donative (gift) context. 

Examples include admission to a religious ceremony and a 

de minimis tangible benefit, such as wine used in a religious 
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ceremony. Benefits that are not intangible religious benefits 

include education leading to a recognized degree, travel 

services, and consumer goods. 

Payroll Deductions 

When a donor makes a single contribution of $250 or 

more by payroll deduction, the donor may use both of 

the following documents as the written acknowledgment 

obtained form the organization: 

●  a pay stub, Form W-2, Wage and Tax Statement, or other 

document furnished by the employer that sets forth the 

amount withheld by the employer and paid to a charitable 

organization, and 

●  a pledge card that includes a statement to the effect that 

the organization does not provide goods or services in 

consideration for contributions to the organization by 

payroll deduction. 

Each payroll deduction amount of $250 or more is treated as 

a separate contribution for purposes of the $250 threshold 

requirement for written acknowledgments. 

Unreimbursed Expenses 

If a donor makes a single contribution of $250 or more 

in the form of unreimbursed expenses, e.g., out-of-pocket 

transportation expenses incurred in order to perform 

donated services for an organization, then the donor must 

obtain a written acknowledgment from the organization 

containing: 

●  a description of the services provided by the donor 

●  a statement of whether or not the organization provided 

goods or services in return for the contribution 

●  a description and good faith estimate of the value of goods 

or services, if any, that an organization provided in return 

for the contribution 
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●  a statement that goods or services, if any, that an organiza-

tion provided in return for the contribution consisted 

entirely of intangible religious benefits (described earlier 

in this publication), if that was the case 

In addition, a donor must maintain adequate records of the 

unreimbursed expenses. See Publication 526, Charitable 

Contributions, for a description of records that will substanti-

ate a donor’s contribution deductions. 

Example of an unreimbursed expense: A 

chosen representative to an annual convention 

of a charitable organization purchases an airline 

ticket to travel to the convention. The organiza-

tion does not reimburse the delegate for the 

$500 ticket. The representative should keep 

a record of the expenditure, such as a copy 

of the ticket. The representative should obtain 

from the organization a description of the 

services that the representative provided and a 

statement that the representative received no 

goods or services from the organization. 

Examples of Written Acknowledgments 

●  “Thank you for your cash contribution of $300 that 

(organization’s name) received on December 12, 2008. 

No goods or services were provided in exchange for your 

contribution.” 

●  “Thank you for your cash contribution of $350 that 

(organization’s name) received on May 6, 2008. In 

exchange for your contribution, we gave you a cookbook 

with an estimated fair market value of $60.” 
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●  “Thank you for your contribution of a used oak baby crib 

and matching dresser that (organization’s name) received 

on March 15, 2008. No goods or services were provided in 

exchange for your contribution.” 

The following is an example of a written acknowledgment 

where a charity accepts contributions in the name of one of 

its activities: 

●  “Thank you for your contribution of $450 to (organiza-

tion’s name) made in the name of its Special Relief Fund 

program. No goods or services were provided in exchange 

for your contribution.” 
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Written Disclosure 

Requirement 

A donor may only take a contribution deduction to the 

extent that his/her contribution exceeds the fair market value 

of the goods or services the donor receives in return for the 

contribution; therefore, donors need to know the value of the 

goods or services. An organization must provide a written 

disclosure statement to a donor who makes a payment 

exceeding $75 partly as a contribution and partly for goods 

and services provided by the organization. A contribution 

made by a donor in exchange for goods or services is known 

as a quid pro quo contribution. 

Example of a quid pro quo contribution: A 

donor gives a charitable organization $100 in 

exchange for a concert ticket with a fair market 

value of $40. In this example, the donor’s tax 

deduction may not exceed $60. Because the 

donor’s payment (quid pro quo contribution) 

exceeds $75, the charitable organization must 

furnish a disclosure statement to the donor, 

even though the deductible amount does not 

exceed $75. 

A required written disclosure statement must: 

●  inform a donor that the amount of the contribution that 

is deductible for federal income tax purposes is limited to 

the excess of money (and the fair market value of property 

other than money) contributed by the donor over the 

value of goods or services provided by the organization 

●  provide a donor with a good-faith estimate of the fair 

market value of the goods or services 
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An organization must furnish a disclosure statement in 

connection with either the solicitation or the receipt of the 

quid pro quo contribution. The statement must be in writing 

and must be made in a manner that is likely to come to the 

attention of the donor. For example, a disclosure in small print 

within a larger document might not meet this requirement. 

Exception 

A written disclosure statement is not required: 

●  where the goods or services given to a donor meet the 

“token exception,” the “membership benefits exception,” 

or the “intangible religious benefits exception” described 

earlier 

●  where there is no donative element involved in a particular 

transaction, such as in a typical museum gift shop sale 

Penalty 

A penalty is imposed on charities that do not meet the 

written disclosure requirement. The penalty is $10 per 

contribution, not to exceed $5,000 per fundraising event 

or mailing. An organization may avoid the penalty if it 

can show that failure to meet the requirements was due to 

reasonable cause. 
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Further Information 

written acknowledgment — Detailed rules for contem-

poraneous written acknowledgments are contained in Section 

170(f)(8) of the Internal Revenue Code and Section 1.170A-13(f) 

of the Income Tax Regulations. The “low-cost article” rules are 

set forth in Section 513(h)(2) of the Code. This information can 

be found on the IRS Web site at www.irs.gov. 

written disclosure — Detailed rules for written disclosure 

statements are contained in Section 6115 of the Internal 

Revenue Code and Section 1.6115-1 of the Income Tax 

Regulation. The penalty rules are contained in Section 6714 of 

the Code. This information can be found on the IRS Web site 

at www.irs.gov. 

IRS publications — Order publication by calling the IRS at 

(800) 829-3676. Download IRS publications at www.irs.gov. 

IRS customer service  — Telephone assistance for general 

tax information is available by calling IRS customer service 

toll-free at (800) 829-1040. 

EO customer service  — Telephone assistance specific 

to exempt organizations is available by calling IRS Exempt 

Organizations Customer Account Services toll-free at (877) 

829-5500 

EO Web site — Visit Exempt Organizations Web site at 

www.irs.gov/eo. 

EO Update — To receive IRS Exempt Organization’s EO 

Update, a regular e-mail newsletter with information for 

tax-exempt organizations and tax practitioners who represent 

them, visit www.irs.gov/eo and click on “EO Newsletter.” 

Stay Exempt (www.stayexempt.org)  — An IRS interac-

tive web-based training program covering tax compliance 

issues confronted by small and mid-sized tax-exempt 

organizations. 
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