
 

File990.org 990EZ instructions 
 

When it is time to file, you will receive an email reminder like this one: 

 
When you receive this email, please go to www.file990.org - Here you will select 990EZ from 

the dropdown menu.  

 

 

http://www.file990.org/


 

This will take you to the opening page of the 990EZ. This page may be pre-populated for you, 

but you may have to fill out some general information about your unit. When complete, click 

next. 

 



 

 
 



 

Parts I and II  will ask about the finances of the unit (revenue and expenses). Fill out these parts 

to continue to part III.

 

 
 

 



 

Part III will ask for your Primary Exempt Purpose. This is typically a statement that is similar to a 

mission statement.  

 
 

Part IV will ask you to list your Officers. You can add more by clicking add at the bottom. 

 

 
Part V will ask a few more questions related to the finances and activities of the unit.  

 

 



 

Part VI will ask about employees of the organization and a few last details about the activities of 

the uint. Most units do not have employees.  

 
 

The Schedule A section of this form is actually where all of the Schedules can be completed. 

Completed any necessary schedules and you are ready to continue to the Filing Officer part of 

the form. 

 
 

The last page to fill out is the Filing Officer form. This lets the IRS know who is completing the 

990EZ for your unit.  

 



 

 
 

When the form is filled out, click “Proceed to payment.” You will not be asked to pay anything.  

 

 

 
 

On this page, click Submit filing. That’s it!  

 

You will receive a confirmation email from File990.org that the form was submitted immediately.  

 



 

You will receive another email in 48 hours (approx) with an acceptance or rejection from the 

IRS. If your form has been rejected, you can go back to the form to make the necessary 

corrections.  

 


