IRS 990 Tool

This Checklist is intended to assist PHCs to be prepared to complete the new IRS Form 990 successfully.  The 2007 990 form has not changed. The new 990 return applies for the tax year 2008 and will not need to be filed until May 15, 2009.  However, in the meantime, many of the items will require board action that will need to be taken during the year 2008.  One caveat, this checklist is an evolving document and will probably change as the IRS implements guidelines and instructions for the new 990.

	Question
	YES
	NO
	If YES, then…

	1.   For tax year 2008, do you anticipate that your gross receipts will be less than $1 million and assets less than $2.5 million?
	
	
	File Form 990-EZ

not the new 990 form.



	2.  For tax year 2008, do you anticipate that your gross receipts will       be less than $25,000?  
	
	
	File Form 990-N

not the new 990 form.



	3.  For tax year 2008, do you anticipate that your gross receipts will be greater than $1 million or assets greater than $2.5 million?  


	
	
	Must file new 

Form 990

	4.   Did the PHC loan money, provide a grant or other assistance to any current or former officer, director, employee, contributor, or relative to such person?  


	
	
	Preferred answer is No.  If yes, must complete 

Schedule L

	5.  Did any current or former officer, director, employee have a direct or indirect business relationship with the PHC other than as an officer, director, or employee?


	
	
	Preferred answer is No.  If yes, must complete 

Schedule L

	6.   Were any family members of a current or former officer, director or employee involved in a direct or indirect business relationship with the PHC?


	
	
	Preferred answer is No.  If yes, must complete 

Schedule L

	7.   If the PHC provided goods or services in exchange for a contribution of $75 or more  (i.e. $75 banquet ticket) was the donor informed what amount of the gift was not deductible?
	
	
	If not, See NIFLA Legal Tip, April 1995 or more information.

	8.   Are any voting members of the board receiving any kind of benefit from the PHC, either themselves, their family members or their businesses?


	
	
	Have Conflict of Interest Policy in place and check applicable state law.

	9.  Are any officers, directors, or key employees related to or in a business relationship with any other officer, directors or key employees?


	
	
	Have Conflict of Interest Policy in place and check applicable state law.

	10.  Do the Articles or Bylaws provide for members of the corporation other than the Board of Directors?

 
	
	
	Amend so that the only “members” are those on the Board of Directors.



	11.  Are minutes taken at each board meeting and board committee meeting and appropriately approved and stored in corporate minute book?
	
	
	If not, review Chap 2 of the  NIFLA Legal Primer.



	12. Does the PHC have more than one site, or chapters, branches, or affiliates?


	
	
	Make sure policies are in place to ensure consistency among all sites.

	13. Does the Board review the 990 before it is filed?


	 
	
	Implement a written policy requiring Board review prior to filing.



	14.  Do you have a written Conflict of Interest policy?


	
	
	If not, adopt one.  See Sample in NIFLA Legal Tip, Feb 2008.



	15.  Does your Conflict of Interest Policy require officers, directors and key employees to annually disclose interests that could give rise to conflict?


	
	
	If not, see NIFLA sample.



	16.  Does the Conflict of Interest Policy provide for consistent monitoring and enforcement?


	
	
	If not, see NIFLA sample

	17.  Do you have a Whistleblower Policy?


	
	
	If not, see NIFLA sample. (need to do)



	18.   Do you have a document retention and destruction policy?


	
	
	If not, see sample in NIFLA Legal Tip, Dec. 2007.



	19.  Do you have a policy for determining the compensation of the CEO/Executive Director and other key employees of the PHC?


	
	
	If not, see NIFLA sample. (need to do)



	20.  Do you have a policy about disclosing to the public your Form 1023, governing documents, conflict of interest policy and financial statements?
	
	
	If not, see NIFLA sample. (need to do)



	22.  Do you pay members of the board for performing their duties as members of the board?
	 
	
	If yes, STOP.



	23.  Is your CEO/Executive Director a voting member of the Board?
	
	
	If yes, enforce Conflict of Interest Policy.

	24.  Has any employee, officer, director, trustee, or independent contractor every been paid more than $100,000 in one year?


	
	
	If yes, be prepared to explain that compensation is not excessive.

	25.  Do you spend more than 20% of your annual expenditures on legislative activities?


	
	
	If yes, stop all legislative expenditures and review NIFLA Legal Primer, 

Chap 3



	26.  Has the PHC directly or indirectly supported any political candidate?
	
	
	If yes, stop all political contributions and review NIFLA Legal Primer, 

Chap 3
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