CHICAGO SERVICE OFFICE
USE OF THE TAX-EXEMPT CERTIFICATE

Who can use the tax-exempt certificate without advance permission?

e (SO Store
® Regional Service Body (CRSC) excluding areas, and groups
e Regional workgroups (CRC, BOD, Regional H&l)

Why can’t we use the tax-exempt certificate if we are part of the Chicagoland Region?

It is ILLEGAL for any entity to use the tax-exempt certificate of another entity. When your area
operates under its own tax ID with its own bank accounts, it is a separate entity. Using the
certificate illegally can result in having our tax-exempt status revoked, and depending on the
financial use, could result in serious consequences for the CSO and its officers with the IRS.

How can my Area, workgroup, or convention committee use the certificate?
Good news! You CAN use the certificate for your event if you adhere to these rules:

1. If there is a contract, it must be in the Chicago Service Office (CSO) name. You can list
your committee after the CSO name, example: Chicago Service Office, Mid City Division.

2. Any contract in the CSO name must be signed and approved by legal officers of the CSO.
The CSO is a legal entity with legal officers recorded with the State and Federal Gov.

Your area officers, or committee officers are NOT legal officers of the CSO and can’t make
legal commitments or sign contacts on behalf of the CSO.

3. ALL contracted providers for the event including venue, entertainers, service providers,
etc. paid more than $600 will need to complete a W9 form with their legal name,
address, and legitimate tax ID. Anyone who refuses to complete a W9 can’t provide
services to the event. This is not a policy, it is the law, and is not optional.

4. Because you are using the CSO name and tax exemption, you MUST report all finances of
the event to the financial manager of the BOD so that it can be reported on the CSO
annual 990 tax return within 30 days from the end of the event. This is mandatory. We
do not need to oversee your finances but accurate financial reports MUST be provided.

What if our committee doesn’t want the CSO to sign our contracts or see our finances?

In this case, your area or committee has a couple of options:
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1. Your area can operate as a taxable entity and pay sales taxes on its purchases. Unless the
sales tax is significant, this is the best option. OR

2. Your area or committee can apply for its own tax exemption with the IRS and the State of
Illinois. You will need to file for both. You can use Al or Google to learn about the
requirements and steps to do this. Minimally, your area, or committee will need to;

® Incorporate: Form a nonprofit corporation or association under state law.
e Obtain EIN: Get an Employer Identification Number from the IRS.
* File Application: Submit Form 1023 (or 1023-EZ) to the IRS for recognition.

® Annual Filings: File Form 990-series returns annually to maintain status.

My Area/Committee has used the tax-exempt certificate in the past, what changed?

Nothing has changed. If you’'ve used it in the past, you likely used it illegally and
unknowingly put the CSO and its officers in jeopardy of losing its tax-exempt status and
opened them to serious IRS consequences. There was no malicious intent, just a lack of
understanding about the nature and rules of the certificate. This is why it is important to
elect qualified members to the board of directors who have business, legal, and/or

financial skills and experience. We are actively recruiting additional BOD members.
What if | have other questions?

The Board of Directors for the CSO are always willing to discuss this and any issues

related to the CSO and the BOD. Feel free to direct questions to us by email (see below),

or during any Regional meeting, or at any BOD meeting. Access information to all of

these meetings, including dates, times, and locations are on our website.

® BOD General Manager: bodgm@chicagona.org

® BOD Financial Manager: bodfinancialmanager@chicagona.org

e BOD Events Manager: bodeventsmanager@chicagona.org
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