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CHAPTER ONE

The Basics

Being the Treasurer of an all-voluntary not-for-profit organization like a Camp or

Department within the Sons of Union Veterans of the Civil War is a responsibility
that must be rendered with high integrity and lofty standards.

Close treasurer oversight of cash, checks, and deposits is vital. If you can't
always be present when money is changing hands, be visible enough that others
know that you are engaged. Be especially scrupulous about keeping personal
funds (yours and others') separate from Camp or Department funds.

Given the limited personnel resources (it is usually just you), it is likely
impossible to divide up financial duties as part of an internal control system,
particularly since you can't always exert the same degree of control with
volunteers as paid staff. However, a few essential rules should be followed:

> Since in most of our Camps and Departments, the Treasurer must both
receive and reconcile the bank statements AND write checks, there is a
need to take a mitigating action. One such action is to bring the bank
statement and the reconciliation to meetings and have the Camp or
Department Council (or an appointed member of the council) to review
them.

> Incoming checks should receive immediate restrictive endorsement
(preferably a bank stamp, or handwritten "For deposit only, ABC Bank,
Account # 123445") and be deposited as soon as possible, with no cash
back.

> QOutgoing checks must be supported by an approved original invoice or
receipt. If a Camp or Department Brother asks for a reimbursement
but doesn't have a receipt, the best response is: "I wouldn't be doing
my job as Treasurer if [ didn't insist on receipts from everyone."



The treasurer should never sign checks in advance nor sign blank
checks to be “filled in” later.

The Camp should have more than one Brother authorized as a signatory on
each bank account. And the other signatories should be Brothers who are
easily accessible. This allows the Camp or Department to function in the
absence of the Treasurer.

Due to the small size and disparate locations of most Camps and
Departments in our organization, only one signature is required on
checks in most instances. In fact, best practice only requires one
signature. However, if a Camp or Department has significant funds in a
single account, they may choose to require two signatures for that
account or on large checks. Again, in this situation, signatories must be
readily accessible for the Camp or Department to function.

The Treasurer should never sign a check made out to himself. This is
clearly prohibited by the Constitution and Regulations and if done would
be subject to disciplinary action.

Follow the calendar of due dates for filing reports to the Department or
National Organization. This calendar may be found on the SUVCW
web site and is included within the text of this manual.

Keep a calendar of filing requirements to other local and state entities
and assign responsibility (even it’s to yourself). Late fees and/or
penalties can be costly and diminish stakeholder confidence.

File Form 990 (usually Form 990N in our camps and departments) on
time and without delay. Form 990N is due on the 15" day of the 5™
month following the fiscal year end of the camp or department. For a
June 30" fiscal year end, the Form 990N is due November 15". For a
December 31stor calendar year end, the due date is May 15™.



However, the 990N can be filed on the first day following year end. It is
recommended that you file it at the earliest opportunity. You will read

this mantra repeatedly in this manual. There is no reason that a Form
990N should ever be filed late.

The treasurer should get an IRS Form W-9 from anyone providing paid
services to the Camp or Department (an unusual circumstance for most
Camps but could happen especially in the preparations for or the
execution of a large event).

The treasurer should file the Form 1099-MISC to report payments
totaling more than $600 per calendar year to such persons. Forms and
related instructions are available at the IRS website.

The Camp should register, when required, with the charitable
solicitation office in your home state AND as required by any local
county or city ordinance when you intend to fund raise.

Camps and Departments who are tax exempt under the National
Organization’s Group Exemption Number 0429 are exempt under Section
501(c)3 of the tax code and contributions (donations) to the camp or
department are tax deductible on federal tax returns.

Any camp or department seeking its own tax status should get
an approval from the National Treasurer and the Council of
Administration before any applying to the IRS.

The Camp should check for regulatory requirements (permits and
licenses) before undertaking extraordinary.

Manage risks. The National General Liability Insurance Policy covers
all members of the SUVCW. If you have an event where a venue asks
for proof of liability insurance, National can supply you with a
Certificate of Insurance that names the requesting entity as an
additional insured. The camp should submit a request for an
insurance certificate to the National Treasurer at treasurer@suvcw.org
well in advance of the event. Identify the event, the dates, and who
needs to be named on the certificate as the additional insured. A
sample Certificate of Insurance (COI) follows:



]
ACORD
—

CERTIFICATE OF LIABILITY INSURANCE

DATE (MM/DD/YYYY)
8/9/2022

BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITU
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND,

EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
TE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the

this certificate does not confer rights to the certificate holder in lieu of s

policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.

If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on

uch endorsement(s).

PRODUCER CONTACT
First National Insurance Agency, LLC T FAX
12 Federal Street geney Alc No Ext); 800-252-4850 (AIC, No): 412-231-0249
Pittsburgh PA 15212 ADBRESs: info@fnb-corp.com
INSURER(S) AFFORDING COVERAGE NAIC #
INSURER A : Philadelphia Indemnity 18058
INSURED SONSOFU-01 |\ o or g
Sons of Union Veterans of the Civil War -
8510 Flip Flop Court INSURER C :
Panama City FL 32413 INSURERD :
INSURER E :
INSURERF :
COVERAGES CERTIFICATE NUMBER: 87966499 REVISION NUMBER:
ADDL]SU
'.'_'Tﬁ? TYPE OF INSURANCE INSD| WVD POLICY NUMBER (r;_wlﬂ%){vgrﬁ) gla_ﬂ%%‘/{v%)$¢) LIMITS
A | X | COMMERCIAL GENERAL LIABILITY Y PHPK2416533 711/2022 7/1/2023 1,000,000
100,000
— 1,000
— 1,000,000
| 3,000,000
|| [] [] 3,000,000
A | AUTOMOBILE LIABILITY PHPK2416533 7/1/2022 7/1/12023 1,000,000
]
UMBRELLA LIAB
|| ExcessLiaB
[ WORKERS COMPENSATION | | |
AND EMPLOYERS' LIABILITY YIN
I:l N/A
(Mandatory in NH)

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, A Remarks

Tropicana Field in St Petersburg FL on August 19th 2022.

if more space is required)

i ma
Proof of Coverage for Admiral Farragut Camp #5, Department of Alabama for partlt:lpatlng as the Color Guard Unit for the Tampa Bay Rays baseball game at

CERTIFICATE HOLDER

CANCELLATION

Tampa Bay Rays
One Tropicana Drive
St. Pertersburg FL 33705-103

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.

AUTHORIZED REPRESENTATIVE

iyt

ACORD 25 (2016/03)

rights reserved.

The ACORD name and logo are registered marks of ACORD




CHAPTER TWO

The Camp Treasurer

The constitution and Regulations of the Order lists the duties of the Camp
Treasurer as follows:

CHAPTER 1, ARTICLE 8, SECTION 5.

Camp Treasurer — The purpose of the Office of Treasurer is to serve
as custodian of Camp or Department monies and property, to keep
accurate financial records and to prepare periodic financial reports.
The Treasurer shall hold funds of the Camp and have charge of its
property not otherwise provided for. He shall pay out the said funds
upon requisition in due form from the Secretary, approved by the
Commander; shall keep the accounts between the Camp and its
Brothers; shall collect all monies due the Camp, giving in all cases
receipts therefore; shall notify all Brothers in arrears; and at the next
stated meeting after the close of each month, render to the Camp a
detailed account of the transactions of the month, and the money
balance in his hands. He shall make an annual report to the
Department Secretary, and shall perform all such other duties as
pertain to his Office.

The activities of the Camp Treasurer should include:

Keeping the financial records of the Camp.

Preparing a financial report to be presented at each Camp meeting.

Preparing and sending dues notices to Brothers at least one month

before the end of the Camp's fiscal year.

Issuing membership cards to Brothers upon receipt of annual dues.

Serving as custodian of Camp property not otherwise provided for.

Maintaining a bank account in the Camp's name for Camp funds.

Preparing a report on the financial condition of the Camp for review and

approval by the Camp Council.

. In conjunction with the Camp Secretary, prepare a "Camp Annual
Report" (Form 27) with check for per capita and application fees, to be
submitted to the Department Secretary on or before April 30 of each year.

i. Preparing and submitting a "Life Member Reimbursement Form" (for

those Brothers whose Life Member number is lower than 600) before
March 31 of each year. Notifying a Brother who is in arrears for dues or
fines, no later than March 31 of each year.

j- Preparing and transmitting any and all financial reports as may be

required by applicable state law.
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WHAT DOES THE ABOVE ALL MEAN?

The purpose of the office of Treasurer is to serve as custodian of Camp or
Department monies and property, to keep accurate financial records and to
prepare periodic financial reports.

This first sentence assigns the main job duties to the Treasurer that may be
further defined later in the C&R.

As custodian of monies the Treasurer maintains the camp bank account(s), cash,
and the records of receipts and expenditures.

As custodian of property the Treasurer should keep an inventory of the camp’s
property, who has it and where it is located. At least once per fiscal year, the
Treasurer should confirm that the camp’s property is still held by the same
individual and that its location has not changed.

To keep accurate financial records means to record the camp’s financial
transactions in writing in a timely manner (such as the register to a checkbook)
and receive and reconcile the bank statements to such checkbook monthly.

To prepare periodic financial reports means to produce the reports the camp
needs to conduct business and to apprise the camp officers of the ongoing
financial fitness of the Camp.

The Treasurer shall hold funds of the Camp and have charge of its property not
otherwise provided for. He shall pay out the said funds upon requisition in due
form from the Secretary, approved by the Commander; shall keep the accounts
between the Camp and its Brothers; shall collect all monies due the Camp, giving
in all cases receipts therefore; shall notify all Brothers in arrears; . . .

The first sentence of this section refers to the duties of the Treasurer toward
monies not yet deposited or for property not held by others.

The first section of the second sentence states the duty of the Treasurer to pay
bills (invoices) that the Secretary certifies to him as due and payable and that
have been approved for payment by the Commander.

The second section of the second sentence is the duty of the Treasurer to collect
dues from camp members, keep records of the payment of dues, always giving
receipts, and notifying Brothers who are in arrears of the payment of dues in a
timely manner such that membership in the camp is not put in jeopardy.

.. . and at the next stated meeting after the close of each month, render to the
Camp a detailed account of the transactions of the month, and the money
balance in his hands. He shall make an annual report to the Department
Secretary, and shall perform all such other duties as pertain to his Office.



Treasurers sometimes wonder exactly what are ongoing reporting responsibilities
of the Treasurer. First is the monthly report or the report from meeting to
meeting. In most camps, the information for the camp’s financial report is going
to come directly from the camp’s checkbook. If a camp is very small, the report
may simply be a copy of the bank statement with the bank account number and
any other ID information blacked out.

If a camp meets monthly, then the report would start with the bank balance at
the end of the preceding month, which becomes the beginning balance, list cash
receipts or deposits incurred during the current month, total and add them to the
beginning balance. Then list cash disbursements or checks written since the last
report, total and subtract to produce an ending balance for the current month’s
report.

If the Camp has many transactions, it may want to put those transactions into
categories, such as Application Fees, Membership Dues, Donations, Event
Proceeds (which might include sales of licensed SUVCW merchandise), etc. to
represent the Cash Deposits and New Members Dues to Department and
National, Per Capita Payments, purchases of Camp Property, purchases from the
National QM store, purchases to support Camp Events, etc. A report could look
something like the following:

Monthly Financial Report
Camp No. 999, SUVCW
January 20XX

Beginning Balance $1,101.15
Cash Received:

Membership Dues $40.00

Application Fees 10.00

Donations 50.00

Sales of Medals 40.00

Total Cash Received $140.00

Sub-total $1,241.15
Checks Written:

To Department $ 0.00

Purchase of property 25.00

Purchases from National QM 22.50

Total Checks Written 47.50
Ending Balance $1,193.65



If you use a monthly report format, you simply add together the twelve months to
create a report for the year no matter if your camp uses a fiscal year (ends June
30) or a calendar year (ends December 31). And a clear easy report makes it easy
for the Treasurer to communicate the ongoing financial health of the camp to the
camp commander and to the camp council.

Also review the Activities of the Camp Treasurer as laid out in Chapter 1, Article 8,
Section 5 (a) through (j) of the C&R. Item (h) calls for the Camp Treasurer to
complete the relevant section(s) of the Camp Annual Report (Form 27.

FORM 27 - THE CAMP ANNUAL REPORT

Form 27 is meant to be a collaborative effort of the Camp Secretary and the
Camp Treasurer if the Camp has separated those positions or the primary
responsibility of the Secretary/Treasurer when the two positions are combined.
The report is reviewed by the Camp Commander who also attests to its accuracy
and who has the ultimate responsibility for its timeliness and accuracy. Form 27
must be received by the Department Secretary at or before April 30 each year.
Have it ready early. Help your Department Officers do their jobs too! Be sure to
download the most recent Form from the suvcw.org website.

Under the section entitled “Camp Finance Report,” it is important that the
“Balance on Hand Shown on Last Camp Annual Report” indeed match the
previous report and that the balance reported includes all accounts that the
Camp may have. Every bank account used by the Camp must be listed — use
additional sheets if needed.

The Camp EIN number should match the number assigned by the IRS when the
Camp began operation or, in certain special circumstances, when it reorganized.
The EIN should always match that used when filing Form 990, usually Form
990N. The report also asks for the date the camp last filed the Form 990 with the
IRS. The answer should be accurate — the Camp Treasurer is certifying that the
information reported is true and accurate. As is the Camp Commander when he
signs for the entire report. Take this responsibility very seriously.

If you have questions — ask. First, consult Camp members who may have held the
Treasurer’s position in the past: next, ask your Department Treasurer; then ask
the National Treasurer at treasurer@suvcw.org.

LIFE MEMBER REIMBURSEMENT

The Camp Treasurer sends Form 10, Life Member Reimbursement to the National
Treasurer between January 1st and March 31st of each year. Be sure to use
current version of Form 10 on the national web site suvcw.org.

Report on Form 10 only Life Members whose life member number is under 600
(became Life Members prior to 2001). National reimburses $4 for member
10



numbers 001-499 and $12 for member numbers 500-599. There is no
reimbursement to brothers who became Life Members after 2001.

Be certain that all the information requested on Form 10 is provided and that the
information is accurate. Also, be certain that an accurate address is provided so
that there are no delays in the receipt of the check by the Camp.

National will not be write checks for Forms received after the March 31stdeadline.

TAX ISSUES

The Constitution and Regulations address camp responsibilities for basic tax
issues and filings as follows:

CHAPTER 1, ARTICLE 1, SECTION 17.

Any camp which fails to file its U.S. Internal Revenue Service (“IRS”) Form
990 appropriate to the individual tax circumstances of the camp (usually
Form 990N), or any future replacements for Form 990N or other Form 990,
by the due date specified by the IRS shall be automatically suspended. The
Department Commander shall issue a Department Order noting the
automatic suspension. A camp may be reinstated by providing proof of
filing the appropriate Form 990. Proof shall constitute a receipt of the Form
990 by the IRS, usually an online confirmation for the Form 990N.

SECTION 18.

Any camp which has had its tax-exempt status revoked by the IRS shall be
automatically suspended. The Department Commander shall issue a
Department Order noting the automatic suspension. A camp may be
reinstated by providing proof of the reinstatement of its tax- exempt status
under section 501 (c) 3 of the Internal Revenue Code.

SECTION 19.

A camp that has had its tax-exempt status revoked by the IRS for failing to
file its Form 990 for three consecutive years cannot be part of the Group
Exemption of the National Organization. Its tax status must be standalone.

Camps that fall within Section 19 and that do not meet the requirements of
Section 20 should have the resources to file for reinstatement. Ifa Camp has
had its tax-exempt status automatically revoked and wishes to have that status
reinstated, it must file an application for exemption and pay the appropriate user
fee to the IRS even if it was not required to apply for exempt status initially.
Camps should file Form 1023 to restore their tax-exempt status under 501 (c) 3
of the Internal Revenue Code.

In most cases, the effective date of a reinstated exemption will be the date that the
Camp’s new exemption application was submitted to the IRS. However, a Camp
may choose to request that reinstatement be retroactive to the effective date of

11



revocation if there is a reason that it needs to be able to document no gap in its
tax-exempt status.

The IRS will grant retroactive reinstatement of exemption under certain limited
circumstances.

The IRS also will include the reinstatement date in the next update of the Exempt
Organizations Select Check database. This is a tool thatis available to check the
status of tax-exempt organizations’ filings and whether tax status has been
revoked and subsequently reinstated. The use of this tool is further explained in
Chapter Four: The Department Treasurer.

SECTION 20.

Camps which had their tax-exempt status revoked for failure to file its
Form 990N for three consecutive years prior to July 1, 2017 may apply to
the Department for reinstatement, at the discretion of the Department
Commander, as an unincorporated association without formal tax status if:
(1) its assets are less than $1,000 and (2) its revenues are less than $5,000
annually. Any camp operating as an unincorporated association without
formal tax status shall take no action that jeopardizes the tax-exempt
status of the Department or the National Organization. If a camp’s tax
status has negatively impacted the tax-exempt status of the Department or
the National Organization the camp will be suspended until it has taken
such action as to prove that it has remedied the problem. Such proof shall
be an official communication from the IRS resolving the matter.

Small Camps who fall into this category, unincorporated associations without
formal tax status, are in all aspects, continuing to operate as a not-for-profit
entity. The Camp’s bylaws should clearly state that the purpose of the Camp is
for not-for-profit fraternal, educational and charitable purposes. The Camp
should be able to document that its activities from year to year are not
generating a profit. One “proof” of the Camp’s non-profit status is the balance
on hand on its annual report (Form 27) thatis about the same every year give
or take a small range up or down. For instance, if the Camp’s cash balance runs
about $500 year to year, then if it runs somewhere between $400 and $600, the
Camp has a very good case that it is not making a profit. Another “proof” is the
documentation of its charitable activities within its annual Patriotic
Instructor’s Report. An important reason why this report should be complete
and well documented each year. And not just for small camps!

Itis not uncommon for small unincorporated associations in a variety of settings
to operate under similar circumstances. If the Camp should grow to the point
that it maintains, on a routine basis, a cash balance of more than $1,000, it
should immediately apply to the IRS for a determination of its tax-exempt status
—thatis, file a Form 1023 and pay the relevant user fee. At that time, the Camp
should work with the Department Treasurer and the National Treasurer to
complete the process in a way that best protects the overall tax status of the

SUVCW.
12



SECTION 21.

A camp choosing to operate as an unincorporated association without
formal tax status may re-apply for tax-exempt status under section 501(c)3
at a future date as part of the National Group exemption Group No. 0429. If
tax-exempt status is restored, the camp must meet all filing requirements
for the appropriate Form 990.

SECTION 22.

A camp must have an active Tax ID number with the IRS (EIN) regardless of
whether it has a bank account. Not having a bank account does not relieve
the camp from its responsibility to file the appropriate Form 990 and to
maintain tax status.

SECTION 23.

It is the responsibility of the camp’s Treasurer to file the appropriate Form
990 on time each year. It is the ultimate responsibility of the camp’s
Commander that the appropriate Form 990 has been filed.

UNINCORPORATED ASSOCIATION

The following is a sample letter to request permission of operate as an
unincorporated association. This sample assumes the Department has
suspended the camp because the IRS revoked the camp’s tax status. A camp
that does not have an EIN, and does not plan to get one, can delete all references
to the IRS & EIN to request permission to operate as an unincorporated
association.

Camp Name

Date

Department Commander
Address

City, State Zip-code

The Purpose of this letter is to request permission to operate as an unincorporated
association while the Camp works to restore its tax-exempt status. The IRS revoked Camp tax
status on date, for failure to file a 990N for a period of three years. The Camp failed to file its 900N
because [complete the sentence].

The Camp has a checking and saving account with name of bank. Current balance in the accounts
are as follows; checking $ xxx.xx and savings $ xxx.xx. [If the camp only has one type of account
eliminate the one that doesn’t apply. If the camp doesn’t have either a checking or savings account,
state so here and delete the previous two sentences. |
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The Camp assets are [list unit property, e.g., flag, gavel, camp equipment, etc.] Per the National
Treasurer Sons of Union Veterans of the Civil War (SUVCW) Treasurer Handbook, Section 20, the
Camp has less than $1,000 in assets and its revenues are less than $5,000 annually. The Camp
Name, Department Name, Sons of Union Veterans of the Civil War requests recognition by the
Department Name and National Treasurer of the SUVCW as an unincorporated association without
formal tax status.

The Camp Name will take no action that jeopardizes the tax-exempt status of the Department Name
or the National Organization of SUVCW. Should the Camp’s tax filing status change, we will
notify the Department Commander and the National Treasurer immediately.

In Fraternity, Charity and Loyalty,

Name of Camp Commander
Camp Commander

Camp Name
Department Name

Copies to:

Camp Treasurer
Department Treasurer
National Treasurer

FILING THE IRS FORM 990N:

Small not-for-profit organizations, like almost all subordinate units in the
SUVCW, must file a Form 990N tax return with the IRS. Following are some
important reminders when filing the Camp Form 990N:

* All Form 990Ns must be filed online. There are no paper
transactions.

* The SUVCW has had a Group Exemption under 501(c)3 of the tax code.
The National Organization does file an annual update to the Group
Exemption number 0429.

» The National Organization does NOT file a Form 990 Group
Return.

» Every Camp must file a 990N every year.

* A User Guide is available online at https://www.irs.gov/pub/irs-
pdf/p5248.pdf. If the link doesn’t work, search the for IRS Form 5248.
The guide is written in easy-to-understand language and can be a
useful tool.

* When filing the Form 990N, you should not use a networked computer,
a tablet or a smartphone. A simple computer (usually the one most
people have at home) is best. And do not have multiple browsers open

14



when you file.

You cannot file the online Form 990N until after your Camp’s tax year
ends. Your Camp’s tax year is what you reported when you obtained
your EIN. For Camps in the SUVCW, this year end is either June 30" or
December 31st.

The due date for Form 990N is the 15" day of the 5" month following
the Camp’s tax year end. So, if a Camp’s tax year end is June 30™, the
due date is November 15™. If a Camp’s tax year end is December 31t
the due date is May 15™.

However, there is nothing to prevent a Camp Treasurer from filing the
Form 990N early, even the first day after the tax year ends. Good
practice would be that the Camp Treasurer file the Form 990 in the
first month following the Camp’s tax year end unless there is some
true special circumstance that prevents such action.

In no event should the Form 990N ever be filed late. Filing the Form
990N is one of the most important responsibilities of the Treasurer.

If the Treasurer is having difficulty completing it, he should seek out
help at the earliest moment. There is nothing wrong in asking for help.
There can be great harm in letting a minor problem become a big
problem by not asking for help.

Form 990-N is easy to complete. All you need is the following information:

The Camp’s legal name. This is the name used to obtain the Camp’s
EIN and the name used on prior Form 990s.

Organization’s mailing address. The mailing address is the current
mailing address used by the Camp. If the Camp's mailing address has
changed since it filed its previous return, simply enter the new mailing
address. It is extremely important that the Camp’s mailing address is kept
current and that it is the address of the person to whom all information from
the IRS should be sent.

Organization’s website address. The answer is the Camp’s website
address. If the Camp does not have a website, then this question should
be left blank. Do not use the Department or National website address to
answer the question.

Organization’s employer identification number (EIN). The EIN is a unique
number that identifies the Camp to the Internal Revenue Service. Your Camp
would have acquired an EIN at the time it was formed, or in unusual
circumstances, when it was reorganized. Do not attempt to use the EIN of
another Camp, Department, or the National Organization when filing your
Form 990N. If you can’t find the EIN, check with the bank holding your
checking account. They would have the EIN used to open the account.

Name and address of a principal officer of your organization. This is
usually the Treasurer or Secretary-Treasurer of the Camp.
Organization’s annual tax year. A tax year is 12 consecutive months
that can be either calendar year or fiscal year and should be specified in

15



the Camp’s by-laws. As previously reviewed, Camps have tax years that
end on either June 30" or December 31st. The Camp’s tax year was
established when it applied for and received its EIN.
* Answers to the following questions:
o Are your gross receipts still normally $50,000 or less?
o Has your organization terminated or gone out of business?
» Save a copy of the 990N to your computer as proof of filing. What follows
is a sample 990N:
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CHAPTER THREE

Forming a New Camp

When forming a new camp, the organizers should follow the instructions given

in Form 50, SONS OF UNION VETERANS OF THE CIVIL WAR INSTRUCTIONS
FOR FORMING A CAMP. The information below is intended to supplement those
instructions with more detail on the financial steps required.

Once the Commander-in-Chief has assigned a Date of Rank; and after the
National Secretary has notified the Department Secretary and the Camp
Commander that the Camp Charter has been approved; the new Camp has
several fiduciary responsibilities to complete. The camp is now an official Camp
of the SUVCW.

The Commander should confer with the Treasurer of the new Camp to assure
that the following actions are taken.

CREATE BY-LAWS

National has a group exemption for subordinate camps. However, the IRS
requires all members of the group agree to be members of the group and are
organized to comply with the 501(c)(3) regulations. The Camp will file for an
Employer Identification Number (EIN) to open a bank account. In that
application process, the Camp will state it is a not-for-profit entity applying for
status as part of a group 501(c)(3) exemption. So, the camp needs bylaws to in
place when it applies for the EIN. As soon as the Camp has a Date of Rank, it
should prepare permanent By-Laws, as outlined in National Regulations, Chapter
I, Article IX, Sections 1.

GET AN EIN NUMBER

Note: The following information is only applicable for Camps located in the
United States or United States Territories. Camps in any other locations must
adhere to the laws of their nation and may not apply for an EIN, nor do they
need an EIN.

The new Camp needs an EIN number to open bank account. The person who
applies for the EIN (usually the Treasurer) must have a valid Taxpayer
Identification Number (SSN-Social Security Number, ITIN, or EIN). The
application for the EIN will ask for the responsible party’s name, address and tax
ID.

17



The Treasurer can get an EIN online or by mail. Currently, we prefer the mail
because the IRS website will not allow you to enter the Group Exemption
number.

When completing the IRS Form SS4 application, there are a few things to
remember.

* The name of the camp is NOT the “Sons of Union Veterans of the Civil War”
or “SUVCW?”. The name of the Camp is what is on the Camp Charter — something
like “Major General Ulysses S. Grant Camp No. 1.” Using anything other than
the Camp’s name will create confusion within the IRS system as it also identifies
taxpayers by the first several characters of their names.

» The type of organization is not-for-profit other. When describing other,
write “Group Exemption No. 0429”.

From a legal standpoint, Camps are unincorporated not-for-profit associations.
Always check for any state and/or local requirements that must be met. The
purpose for the Camp is to benefit the public by carrying out the mission of the
SUVCW by providing education, public service and preserving history.

None of our Camps are organized to earn a profit. Any “excess” funds from one
year simply carry forward to the following year to be spent on the same purposes
benefiting the public.

When you receive your EIN, email a copy to the National Treasurer at
treasurer@suvcw.org. The National Treasurer will confirm with the IRS that you
are a member of the subgroup 0429 501(c)(3) charity, exempt from income tax
and eligible to receive tax deductible contributions to carry out activities outlined
in the SUVCW Charter. Also send a letter addressed to the National Treasurer
stating you want to be a member of the group exemption and that your camp has
passed bylaws in accordance with the Constitution & Regulations of the order
(the bylaws will contain language the IRS requires for group exemptions).

Applying Online:

https:/ /www.irs.gov/businesses/small-businesses-self-employed /apply-for-an-
employer-identification-number-ein-online

You may apply for an EIN Monday through Friday, 7 am to 10 pm. The system is
down outside this time frame. The online EIN application is loaded with helpful
built-in tips and additional information that help explain each line item being
completed. Be certain to make use of these tools if you have any questions.
Using these tools will significantly reduce the likelihood of timing out and having
to start over.

It is important to understand the application because you must complete the
online application in one session — there is no provision to save information and
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return to an incomplete application later. Sessions expire after 15 minutes of
inactivity and if your session expires, you will have to start over from the
beginning. After completing the application, you will get the EIN immediately.
You must download, save, and print your EIN confirmation notice to assure that
you have it for the Camp’s permanent records.

A Sample IRS Form SS4 follows is at the end of this chapter.

FILING THE FIRST FORM 990N

ALL CAMPS must register at IRS.gov prior to filing their first Form 990N. This is a
one-time registration; you won’t be asked to register again when you file the
following year. You will need an e-mail address to complete the registration
process.

Once registered, you file Form 990N in the same way described earlier in this
manual in Chapter Two: The Camp Treasurer.

FILING THE FIRST FORM 27

The new Camp is an official new Camp when it receives a Date of Rank. Even if
the Camp requests dues from its membership beforehand, per capita fees are
calculated from the Date of Rank and paid from the Camp to the Department and
from the Department to National from that date forward.

The Camp should complete and submit a Camp Annual Report (Form 27) within
90 days of the Camp’s Date of Rank. With that report the camp will pay the
appropriate per capita dues and attach two copies of each Form 3 for all new
members with any required supporting documentation. The Department will
report the membership to National using either the Department Annual Report
(Form 35), if in the first quarter, or simply forward the form if after the first
quarter.

Now the Camp is set up to follow the regular National and Department calendars
of due dates and the submittal of required information on an on-going basis.
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CHAPTER FOUR

The Department Treasurer

The Constitution and Regulations defines the responsibilities of the Department
Treasurer as follows:

CHAPTER 2, ARTICLE 7, SECTION 5.

Treasurer: The purpose of the office of Treasurer is to serve as
custodian of Department monies and property, to keep accurate
financial records and to prepare periodic financial reports.

a) The Department Treasurer shall hold the funds of the
Department and pay out the same upon requisition in due
form from the Department Secretary approved by the
Department Commander.

b) The Department Treasurer shall have charge of all property of
the Department not otherwise provided for, shall keep a true
and correct account of all receipts and expenditures, and
perform such other duties as may pertain to his office.

The treasurer should keep an inventory all department property with
approximate values and locations with caretaker names. While such property
is usually limited, it can be quite valuable and difficult to replace should it be
lost or stolen. Departments usually do an excellent job of keeping track of
cash. It’s just as important to keep track of other assets. If any are of great
value, the Department should consider acquiring insurance on them. And the
Inventory should be updated atleast once per year to assure that the items are
where they are recorded.

c) The Department Treasurer shall keep financial records of the
Department.

d) The Department Treasurer shall prepare an annual financial
report for review and approval by the Department Council at
the annual Department Encampment.

e) The Department Treasurer shall assure that Camp related
report forms that require input from a Camp Treasurer are
made available to those who do not have access to the National
Website.

f) The Department Treasurer shall maintain a bank account in
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the Department's name for Department funds.
g) The Department Treasurer shall prepare and transmit any and
all financial reports as may be required by applicable state law.
h) The Department Treasurer shall submit required reports to the
National Organization, as listed in Article III, Section 2.

The tax reporting responsibilities of the Department Treasurer are found earlier in
the C&R as follows:

CHAPTER 2, ARTICLE 1.

SECTION 15: Any department which fails to file its United States
Internal Revenue Service (“IRS”) Form 990 appropriate to the
individual tax circumstances of the department (usually Form 990N),
or any future replacements for Form 990 or Form 990N, by the due
date specified by the IRS shall be automatically suspended. The
Commander-in-Chief shall issue an Order noting the automatic
suspension. A department may be reinstated by providing proof of
filing the appropriate Form 990. Proof shall constitute a receipt of the
Form 990 by the IRS, usually an online confirmation for the Form
990N.

SECTION 16. Any department which has had its tax-exempt status
revoked by the IRS shall be automatically suspended. The
Commander-in-Chief shall issue an Order noting the automatic
suspension. A department may be reinstated by providing proof of
the reinstatement of its tax-exempt status under section 501(c)3.

SECTION 17. A department that has had its tax-exempt status
revoked by the IRS for failing to file its Form 990 for three
consecutive years cannot be part of the Group Exemption of the
National Organization. Its tax-exempt status must be standalone.
Being outside the Group Exemption does not in any way relieve the
department from its responsibility to file the appropriate Form 990
on time each year.

SECTION 18. No department may operate as a taxable entity.

SECTION 19. A department must have an active Tax ID number with
the IRS (EIN) regardless of whether it has a bank account. Not having
a bank account does not relieve the department from its
responsibility to file the appropriate Form 990 and to maintain it tax-
exempt status.

SECTION 20. It is the responsibility of the department’s Treasurer to
file the appropriate Form 990 on time each year. It is the ultimate
responsibility of the department’s Commander that the appropriate

Form 990 has been filed.
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SECTION 21. It is the responsibility of the department’s Treasurer to
assure that each camp in the department has filed its Form 990 on
time. It is the ultimate responsibility of the department’s Commander
that all camps within the department are in good standing with the
IRS, any Form 990 has been filed on time and that no camp has had
its tax-exempt status revoked.

See the section entitled “Using the EO Select Check Tool” later in this chapter.
This provides the Department Treasurer an easy mechanism to check the status
of all Camps within the Department relative to the filing of Camp Form 990Ns
and any revocations of tax-exempt status.

DIFFERENCES BETWEEN CAMP TREASURER AND
DEPARTMENT TREASURER

The duties of the Department Treasurer as defined in the C&R laid out in items
(@) through (h) above, read much the same as the duties of the Camp Treasurer.
The differences lie mainly in the size and complexity of the organization and the
reports and monies that must be collected from the Camps and transmitted to
the National Headquarters — the Executive Director - who then forwards pertinent
information and monies to the National Treasurer for deposit into the SUVCW’s
bank accounts and to make documented entries into the books and records of
the National Organization.

In most Departments, there is only one, or at most, two meetings during the year.
Usually, the Annual Encampment. It is still incumbent upon the Department
Treasurer to communicate the financial status of the Department to those
making decisions, especially the Department Commander. Therefore, the best
practice recommendation is that the Department Treasurer prepare a Monthly
Report of Receipts and Expenditures for the Department Commander, preferably
shared with all Department officers, or at least the members of the Department
Council. If the Department publishes a newsletter, a summary of the financial
health of the Department should be shared that at least includes the
Department’s current cash balance.

At the Annual Encampment, the Department Treasurer should provide, in an
easy-to-understand format, the financial transactions that have occurred since
the last Encampment, thus always taking the ending balance from the last
Encampment to the beginning balance of the next Encampment. The report
should be made available to the members of the Department Council prior to the
Encampment so that they may formulate any questions for the Treasurer.

The larger and more complex a Department becomes, the greater the
responsibility of the Department Treasurer to produce more reporting in
compliance with its not-for-profit status and state and local laws.
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If a Department has annual revenues greater than $50,000, it cannot file Form
990N. Dependent on the amount of annual revenues, asset size and other issues,
it must file either Form 990-EZ or the full Form 990.

This handbook is not meant to address the issues facing the Treasurers of very
large Departments. Usually, large departments have its financial reporting
audited by an independent CPA and contract with tax advisers.

REPORTING RESPONSIBILITIES
Form 990N

It is the responsibility of the Department Treasurer to file the annual Form 990
(Form 990N for almost all Departments in the SUVCW).

Instructions for filing the Form 990N may be found in Chapter Two: The

Camp Treasurer of this manual.

Form 30s

The Department Treasurer must work closely with the Department
Secretary in all reporting. In most Departments, there is one Department
Secretary/Treasurer rather than having the two jobs divided.

On a regular basis, the Department Secretary receives Camp Status Reports
(Form 30s) from the Camps in the Department that communicate changes in
membership, including new members. Funds received from the Camps are
deposited into the Department’s account. The Department then sends a copy of
all Form 30s received in a timely manner to the Executive Director at National
Headquarters with the appropriate payment. The Executive Director then
forwards this information and payment to the National Treasurer for deposit and
entry into the National Organization’s books and records.

Form 11 - EIN Reporting Form

On or before March 15" of each year, the Department Treasurer must submit to
the National Treasurer Form 11 — EIN Reporting Form. It is critical that the
information on this form be correct. On this form, the Department Treasurer is
responsible to report the EIN number for each Camp or other subordinate unit
within the Department as well as the most current contact information for that
Camp.

Why is the Form 11 so important?

The information gathered on Form 11 is used to update the Group Exemption
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held by the National Organization. The due date for the National Organization
report to the IRS is in April. National uses the Form 11 to create its report.
Therefore, the Departments need to send in their Form 11s to the National
Treasurer as early as possible, but definitely by the March 15" deadline.

Once received, the National Treasurer compiles the data into one Excel file. The
National Treasurer compares the information with that listed by the IRS in April
of the previous year. The National Treasurer then reports all changes made in
the current year to the IRS.

Camps, Departments, SVR units, and Military Districts EINs and contact
information are added to and/or deleted from the National Organization’s Group
Exemption by way of this process. This is how the National Organization adds a
new Camp (or other unit) to the Group Exemption or removes a Camp that has
surrendered its Charter and is no longer operating.

The Group Exemption was granted November 2020 and includes Departments,
Camps, Military Districts, and SVR units in good standing with the IRS. We must
now assure that any subordinate unit reported on Form 11, and in our reporting
to the IRS, is in good standing. And, if not in good standing, not be included on
Form 11, nor on our reporting to the IRS.

Using the EO Select Check Tool

Checking whether a Camp has filed its Form 990N or if it has had its tax-exempt
status revoked and either reinstated or not reinstated is a relatively
straightforward process.

The IRS provides a tool called EO (Exempt Organizations) Select Check.
Information about this tool may be found at:

https://apps.irs.gov/app/eos/

Enter the camp’s EIN number and you will see a listing of all the 990N filings for
that Camp. From this listing, you can easily see gaps and determine if the Camp
is current with their Form 990N filings. One thing to note, tax years are
enumerated by the date they begin and not by the date they end. So, a Camp that
files on a fiscal year basis (June 30"™), will be current but show the prior year.

If you have been working with a Camp on reinstatement, this is also the online
site you may look to confirm such reinstatement. However, note that it does takes
some time for the IRS to post reinstatement information to this database.

It is possible that a Camp was reinstated and such reinstatement is not shown.
In these cases, it may be necessary to go to the Camp Treasurer and request a
copy of the Camp’s documentation from the IRS confirming its reinstatement of
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tax-exempt status.
The following is from IRS Pub 4573 that explains how our group 501(c)(3) works:

What are the filing requirements for organizations that hold group
exemptions?

A group exemption letter does not change the filing requirements for
exempt organizations. The central organization and the sub-
ordinates must file Forms 990, Return of Organization Exempt from
Income Tax, (or 990-EZ, Short-Form Return of Organization Exempt
from Income Tax), unless they meet a filing exception. If the central
organization is required to file an annual return, it must file its own
separate return but may also file a group return on behalf of some or
all its subordinates. To see how the subordinates are reported on a
group return, please consult the form instructions.

How do I verify that an organization is included as a subordinate in a
group exemption ruling?

The central organization that holds a group exemption (rather than
the IRS) determines which organizations are included as
subordinates under its group exemption ruling. Therefore, you can
verify that an organization is a subordinate under a group exemption
ruling by consulting the official subordinate listing approved by the
central organization or by contacting the central organization
directly. You may use either method to verify that an organization is
a subordinate under a group exemption ruling.

How do donors verify that contributions are deductible under Section
170 with respect to a subordinate organization in a Section 501(c)(3)
group exemption ruling?

Subordinate units that are included in group exemption letters are
not listed separately in Tax Exempt Organization Search (Publication
78 data). Donors should obtain a copy of the group exemption letter
from the central organization. The central organization’s listing in
Tax Exempt Organization Search will indicate that contributions to
its subordinate organizations covered by the group exemption ruling
are also deductible, even though most subordinate organizations are
not separately listed in Tax Exempt Organization Search or on the
Exempt Organizations Business Master File. Donors should then
verify with the central organization, by either of the methods
indicated above, whether the particular subordinate is included in
the central organization's group ruling. The subordinate organization
need not itself be listed in Tax Exempt Organization Search or on the
EO Business Master File. Donors may rely on central organization
verification about deductibility of contributions to subordinates
covered in a Section 501(c)(3) group exemption ruling.



Life Membership Reimbursement Form

The Department Treasurer submits to the National Treasurer a Life Membership
Reimbursement Form for Department Members at Large that meet the Life
Member requirements for payment. Go back to the instructions provided in
Chapter Two: The Camp Treasurer for more detail. The form is filed no earlier
than January 1" and no later than March 31* of each year.

Form 35: The Department Annual Report

The Department Treasurer provides key input into Form 35 or the Department
Annual Report. Its completion is a collaborative effort of the Department
Secretary and the Department Treasurer when those jobs are held by different
individuals.

The financial reporting is found on page 2 of the report including the
calculation of the total amount due to the National Organization, the
Department Finance Report, and the Department Treasurer Certification.

It is imperative that the beginning balance, or the balance on hand shown on
the last department report, does match that of the last report. And, the ending
balance, or balance on hand shown on this Department annual report, should
include all cash in all accounts that are held in the Department’s name and
EIN.

In the Department Finance Report, two pieces of tax information are requested:
the Department’s EIN and the date of the Department’s last filing of Form 990.
By signing and certifying the report, the Department Treasurer is attesting to
the accuracy of this information. The Department Commander’s signature also
serves as an attestation to the accuracy of the information provided in the
report. Please take these responsibilities seriously.
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Department of Annual Report for 20

BROTHERS EXEMPT FROM NATIONAL PER CAPITA
22. National Life Members (Lisi on page 4 25. National Honorary Members

23, Real Sons (List on page 4/ {Only Nationally approved {fonorary Members are exempt - List on page 4;
24. Brothers in War Zone 26. Juniors (List en page 4)
(Attach letier with name, rarnk, branch. & location of service — List on page 4) 27. Junior Associates (List or page 4)
28. TOTAL EXEMPTIONS (4dd lincs 22 thru 27)
PAYMENT CALCULATIONS
NATIONAL PER CAPITA

29. Total Number of Brothers it Good Standing (Enter number from Line 17)

30. Total Number of Brothers Exempt from National Per Capita (Enter number from Line 28)

31. Total Number of New Brothers with Applications Previously Submitted Between Jan 1 and Mar 31

32. Total Number of Brothers subject to National Per Capita (Subtract Lines 3 and 31 from Line 29)

33. National Per Capila Rate 523.00

34, Multiply Line 32 tmes Line 33. This is the total National Per Capita due. S

NEW BROTHERS APPLICATION FEES

35. New Brothers since Last Annual Report {Enter Total for Line 4)

36. Enter Number of Brothers for whom Applications Were Previously Submitted

37. Amount for Individual Application Fees §5.00

38. Subtract Line 36 from Line 35 and multiply times Line 37. This is the total of application fees due 3

REINSTATED BROTHERS SUBJECT TQ REINSTATEMENT FEE

39. Reinstated Brothers since Last Annual Report (Enter Total for Line 7)

40. Enter Number of Brothers Whose Reinstatements Were Previously Submitted

41. Amount for Reinstatement Fees $10.00

42. Subtract Line 40 from Line 39 and multiply times Line 41, This is the total reinstatement fees due 3

BROTHERS SUBJECT TO INTERNATIONAL MAILING ADDRESS SURCHARGE

43. Enter Number of Brothers who have an International Mailing Address

44. Amount of Surcharge for International Mailing Address $5.00

45, Multiply Line 43 times Line 44. This is the total surcharge due 3

AMOUNT DUE TO NATIONAL ORGANLZATION
46. TOTAL AMOUNT DUE (Add Line 34 + Line 38 + Line 42 -+ Line 45) k)

DEPARTMENT SECRETARY CERTIFICATION

Signature of Secretary Printed Name

DEPARTMENT FINANCE REPORT

47. Balance on Hand Shown on Last Department Annual Report )
48. Balance on Hand as of This Department Annual Report 5

49. Departrnent EIN Number 50. Date Department last filed IRS 990N with [RS8

NOTE: In accordance with National Regutations Chapter I, Article I, Section 4, all monies and othcr assets, including real and personal property held
by Camps. Departments, and the National Organization are charged with a trust for the purposes for which the Order exists, as stated in its Act of
Incotporation.  Any use of said monies or other assets, including real and personal property for other purposes is illegal and shall subject the parties
concerned to disciplinary action under Article V1 of Chapter V and may be restrained by the Commander-in-Chief or Council of Administration tu the
extent, if necessary. of taking possession and control of the money or assets involved. For record keeping, please furnish the names of each financial
institution in which Camp funds are being held. Please attach a separate sheet if necessary.

51. The following is a listing of all financial institutions in which department funds are being held:
Bunk:Financiol Instifution Name Streer Address City-Stare
Sla.
S1b.
Sle.
51d.
5le.
51f.
Sig.
51h.

Atrach Addivional Sheet, if Necessary

DEPARTMENT TREASURER CERTIFICATION

Signature of Treasurer Printed Narne

Form 35 — Revised June 2087 €% National Organization, Sens of Umon Veterans of the Civil War, a congressionally chartered corporation Pagc 2 of 4
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