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(Information in this document 
pertains only to clubs located within 
the United States.)  
 
Your Club's Federal Tax 
Status 
 
As an officially chartered Circle K club 
your club is identified as a not-for-
profit organization under the United 
States Internal Revenue Service Code 
501(c)(4).  Circle K International 
maintains blanket federal income tax 
exemption status for all officially 
chartered Circle K clubs.  This means 
that as a member of Circle K 
International, your club is not required 
to pay federal income tax on any funds 
you may raise. 
 
In order for your club to be identified 
as a member of Circle K International, 
the club must request an identification 
number from the Internal Revenue 
Service.  The form used to request this 
is Form SS-4, Application for Employer 
Identification Number.  Newly 
organized Circle K clubs receive this 
form and instructions for completing it 
from Circle K International upon 
receipt of the completed official 
Petition for Charter. 
 
The number assigned to an individual 
Circle K club by the Internal Revenue 
Service is referred to by several names.  
Among these are Employer 
Identification Number (E.I.N.), Federal 
Identification Number and Taxpayer 
Identification Number.  These names 
all refer to the same nine digit 
identification number.  Your club's 
identification number looks something 
like this -- 36-9876543. 
 
All Circle K clubs should have an 
identification number assigned by the 

Internal Revenue Service.  This 
number tells the federal government 
that your club is a member of Circle K 
International and is exempt from 
paying federal income tax.  If you do 
not know your club's identification 
number you may contact the 
International Office by writing Circle K 
International, 3636 Woodview Trace, 
Indianapolis, IN 46268-3196 or calling 
800/KIWANIS, Extension 165.  Circle K 
International may be able to supply 
you with your club's identification 
number.  However, the International 
Office relies upon individual Circle K 
clubs to report their identification 
number once it is assigned by the 
Internal Revenue Service.  If, in 
previous years, your club did not 
supply the number to the International 
Office then Circle K International does 
not have the necessary record. 
 
If your club's identification number is 
not on file with Circle K International, 
you may be able to obtain it by 
contacting the local Internal Revenue 
Service office.  Internal Revenue 
Service employees should be able to 
locate the number.  If you, Circle K 
International, and the Internal Revenue 
Service believe you do not have an 
identification number, you should 
apply for one.  Contact Circle K 
International to obtain the SS-4, 
Application for Employer Identification 
Number, and filing instructions. 
 
Your Club's State Tax Status 
 
For income tax purposes states 
generally follow the guidelines set 
forth by the Internal Revenue Service.  
This means that if your club is 
identified as being a member of Circle 
K International, and has obtained the 
proper identification number, your club 

is also exempt from paying state 
income tax. Again, the number 
assigned to your club by the Internal 
Revenue Service is your key to 
exemption from state income tax. 
 
Circle K clubs often desire to be 
exempt from paying state and local 
sales tax when purchasing items or 
services for club use.  Exemption from 
sales tax is separate from exemption 
from income tax.  Laws governing sales 
tax exemption differ from state to state.  
In most states not-for-profit 
organizations are not exempt from 
paying sales tax. 
 
You can check on the laws governing 
sales tax exemption in your club's state 
by contacting the appropriate state 
governmental agency.  This might be 
the state's Department of Revenue 
office, for example.  If your club's state 
does allow sales tax exemption for not-
for-profit organizations, such as Circle 
K, you will probably have to complete 
an application for a separate 
identification number.  In order to 
obtain this state identification number 
you may have to provide the 
identification number assigned to your 
club by the Internal Revenue Service. 
 
Filing Your Club's Income Tax 
Forms 
 
The form used by not-for-profit 
organizations to report income to the 
Internal Revenue Service is the Form 
990, Return of Organization Exempt 
from Income Tax.  It is required that 
each Circle K club with gross annual 
receipts of $25,000 or more file a 
completed Form 990 each year.  If your 
club has gross annual receipts of less 
than $25,000 filing a Form 990 is not 
required unless you receive one 
directly from the Internal Revenues 
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Service.  Regardless of your club's 
gross annual receipts, if a Form 990 is 
received from the Internal Revenue 
Service, it should be completed and 
filed. 
 
Instructions for Completing 
Form 990 
 
If your Circle K club collects less than 
$25,000 per year, and received a Form 
990 from the Internal Revenue Service, 
it must complete the heading section 
and Part 1 of the Form 990. 
 
Item A - Complete information about 
calendar year. 
 
Item B - Check the appropriate box.  It 
will probably be the Initial Return box. 
 
Item C - If the Form 990 was mailed to 
your club, use the preaddressed 
mailing label attached to the package.  
If any information is wrong, draw a line 
through it and correct it. 
 

Item D - Complete the nine digit 
identification number assigned to your 
club by the Internal Revenue Service. 
 
Item E - Refer to the Form 990 
Instruction Booklet to find your state 
registration number, if necessary in 
your state. 
 
Item F - Skip this box. 
 
Item G - Unless your club uses a more 
sophisticated method of accounting, 
you need only mark the box by the 
word "cash" in Item G. 
 
Item H - Write the number "1401" for 
the group exemption number. 
 
Item I - Check space that states Exempt 
under Section 501(c)_____ and insert 
a number "4" in the space provided 
after the "501(c)." 
 
Item J - If your club has gross receipts 
of $25,000 or less, check the box. 
 

Complete Part I of the form using the 
Form 990 Instructions that 
accompanied the form. 
 
If your club has gross receipts of 
$25,000 or greater you are required to 
file Form 990 with the Internal Revenue 
Service.  In this case, the entire form 
must be completed.  It would be best 
to consult an accountant and your 
sponsoring Kiwanis club for 
assistance in completing the entire 
form.  Please note, Form 990 must be 
filed by February 15 each year. 
 
Why is this Important? 
 
Failure to apply for an identification 
number and file the proper forms with 
the Internal Revenue Service will 
jeopardize the tax exempt status of a 
Circle K club.  Loss of a club's tax 
exempt status means that federal and 
state income tax must be paid on all 
funds collected. 
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