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Step-By-Step Form 990

Part I: Summary

Part I is the “summary” section of Form 990, which serves as a high level overview of the organiza-
tion, including its mission, activities, and governance, and comparative financial information. Most 
of the information in Part I is reported elsewhere in the Form 990, therefore it is advised to com-
plete Part I after the rest of the Form 990 is completed.

Activities & Governance (Lines 1–7b)

Line 1 — The organization should briefly describe its mission or most significant activities. It 
should be emphasized that this is only a brief description — the organization will be able to 
expand on its mission and program service accomplishments in Part III and in Schedule O.

Lines 3 and 4 — Number of voting members of the governing body and the number of voting 
members who are independent, respectively. These numbers should match the number of 
voting and independent members reported within Part VI, Section A, Lines 1a and 1b. For more 
information on determining if a voting member of the governing body is independent, please 
consult the Form 990, Part VI and Form 990, Schedule L instructions.

Line 5 — The organization should enter the number of individuals employed in the calendar 
year being reported. This number should be the same as the number found on Part V, Line 2a.

Line 6 — The organization should enter the number of volunteers for the tax year (full-time 
and part-time), including volunteer members of the organization’s governing body.

Lines 7a and 7b — These lines apply to organizations that are required to file a Form 990-T for 
unrelated business income. If the organization has unrelated business income, Line 7a will be 
the amount of unrelated business revenue from Part VIII, column C, Line 12. Line 7b will be the 
net unrelated business taxable income from the organization’s Form 990-T. If the organization 
does not have unrelated business income or a Form 990-T filing requirement, then Lines 7a 
and 7b should both be zero.

Go Back to 
Form 990
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Comparative Financial Information (Lines 8—22)

Lines 8 to 12 — These lines report the organization’s revenue, by specified category, for the 
current year and prior year. The underlying detail that comprises these categories can be 
found in Part VIII, Statement of Revenue.

Lines 13 to 18 — These lines show the organization’s expenses, by category, for the current 
year and prior year. The underlying detail that makes up these categories can be found in Part 
IX, Statement of Functional Expenses.

Lines 20 to 22 — These lines report a summary of the organization’s balance sheet, which 
includes total assets, total liabilities, and net assets/fund balance for the current year and 
prior year. The underlying detail that comprises these total amounts can be found on Part X, 
Balance Sheet.

Go Back to 
Form 990
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Part II: Signature Block

Located on the bottom of the first page under the summary, Part II is the signature block.

Helpful Tip: The Form 990 is an official document submitted to the IRS under penalties of perjury 
— please consult your tax advisor or other professional and do not try to complete this form 
alone.

Helpful Tip: The Taxpayer First Act, enacted July 1, 2019, requires tax-exempt organizations 
to electronically file (“e-file”) information returns and related forms, including the Form 990. 
An e-filed Form 990 will not show an officer’s signature or the paid preparer’s signature on 
the signature block. In an instance where the Form 990 is required to be paper-filed (e.g., if the 
organization changed its name), then the signature block should be signed by an officer of the 
organization and, if applicable, by the paid preparer.

Helpful Tip: If the organization utilizes a paid tax preparer, the paid preparer will complete the 
“Paid Preparer Use Only” section, which includes the preparer’s name and PTIN, as well as their 
firm’s name, address, EIN, and phone number. There is also a checkbox that authorizes the IRS to 
discuss this return with the paid preparer — it is generally a best practice to answer this “yes.”

Go Back to 
Form 990
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Annotated Guide to Form 990 Schedules

The supplemental schedules potentially applicable to Form 990 are identified below. The sched-
ules most relevant to health care organizations are described in more detail.

Schedule A — Public Charity Status and Public 
Support

Schedule A Instructions

Schedule A is used by an organization to provide the required infor-
mation about public charity status and public support. An organiza-
tion that answered “Yes” to Form 990, Part IV, Line 1, must complete 
Schedule A.

Schedule B — Schedule of Contributors

No separate instructions — instructions provided at end of schedule

Schedule B is used to provide information on contributions the orga-
nization reported on Form 990, Return of Organization Exempt From 
Income Tax, Part VIII, Statement of Revenue, Line 1. Every organization 
must complete Schedule B unless it certifies that it doesn’t meet the 
filing requirements of this schedule.

Schedule C — Political Campaign and Lobbying 
Activities

Schedule C Instructions

Schedule C is used by Section 501(c) organizations, and Section 527 
organizations. These organizations must use Schedule C to furnish 
additional information on political campaign activities or lobbying 
activities, as those terms are defined later for the various parts of this 
schedule. An organization that answered “Yes” on Form 990, Part IV, 
Checklist of Required Schedules, Lines 3, 4, or 5, must complete the 
appropriate parts of Schedule C.

https://www.irs.gov/pub/irs-pdf/f990sa.pdf
https://www.irs.gov/pub/irs-pdf/i990sa.pdf
https://www.irs.gov/pub/irs-pdf/f990ezb.pdf
https://www.irs.gov/pub/irs-pdf/f990sc.pdf
https://www.irs.gov/pub/irs-pdf/i990sc.pdf
https://www.irs.gov/pub/irs-pdf/f990sa.pdf
https://www.irs.gov/pub/irs-pdf/f990ezb.pdf
https://www.irs.gov/pub/irs-pdf/f990sc.pdf
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Index to Applicable Statutes and Regulations

Organizations exempt from income tax under 26 U.S.C. §§ 501(c), 527, and 4947 (except private 
foundations) generally must file a version of Form 990 annually.

Provisions Regarding Organizations that File Form 990

26 U.S.C. § 170 (Charitable, etc., contributions and gifts) — Section 170(b)(1)(A) identifies the types 
of organizations that constitute “Section 170(b)(1)(A) Organizations” as that term is used Tax Code

26 C.F.R. § 1.170A-9 (Definition of section 170(b)(1)(A) organization.)

26 U.S.C. § 501 (Exemption from tax on corporations, certain trusts, etc.) — Section 501 exempts 
certain types of entities from federal income tax, as identified in § 501(a), (c), and (d)

26 C.F.R. § 1.501(c)(2)-1 (Corporations organized to hold title to property for exempt 
organizations)

26 C.F.R. § 1.501(c)(3)-1 (Organizations organized and operated for religious, charitable, 
scientific, testing for public safety, literary, or educational purposes, or for the prevention of 
cruelty to children or animals.)

26 C.F.R. § 1.501(c)(4)-1 (Civic organizations and local associations of employees)

26 C.F.R. § 1.501(c)(6)-1 (Business leagues, chambers of commerce, real estate boards, and 
boards of trade)

26 C.F.R. § 1.501(c)(29)-1 (CO-OP Health Insurance Issuers)

26 U.S.C. § 527 (Political organizations) — Section 527 exempts from federal income tax political 
organizations that function to influence or attempt to influence the selection, nomination, 
election, or appointment of any certain federal, state, or local officials

26 C.F.R. § 1.527-1 (Political organizations; generally)

26 C.F.R. § 1.527-2 (Definitions) — Defines “political organizations,” “segregated fund,” “exempt 
function,” and provides examples of “exempt functions” as used in § 527(e)(2). 

26 C.F.R. § 1.527-3 (Exempt function income)

26 C.F.R. § 1.527-4 (Special rules for computation of political organization taxable income)

Helpful Tip: 26 C.F.R. § 1.527-5 through -9 may also be relevant, depending on your 
circumstances.

26 U.S.C. § 4947 (Application of taxes to certain nonexempt trusts) — Section 4947 exempts from 
federal income tax certain trusts as identified in § 4947(a)(1).

26 C.F.R. § 53.4947-1 (Application of tax)

26 C.F.R. § 53.4947-2 (Special rules)

https://www.govinfo.gov/content/pkg/USCODE-2011-title26/pdf/USCODE-2011-title26-subtitleA-chap1-subchapB-partVI-sec170.pdf
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFRcc67ec453a5e514/section-1.170A-9
https://www.govinfo.gov/content/pkg/USCODE-2011-title26/pdf/USCODE-2011-title26-subtitleA-chap1-subchapF-partI-sec501.pdf
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR062882ac6495890/section-1.501(c)(2)-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR062882ac6495890/section-1.501(c)(3)-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR062882ac6495890/section-1.501(c)(4)-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR062882ac6495890/section-1.501(c)(6)-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR062882ac6495890/section-1.501(c)(29)-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR062882ac6495890/section-1.501(c)(29)-1
https://www.govinfo.gov/content/pkg/USCODE-2022-title26/pdf/USCODE-2022-title26-subtitleA-chap1-subchapF-partVI-sec527.pdf
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR6a55b4d28657623/section-1.527-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR6a55b4d28657623/section-1.527-2
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR6a55b4d28657623/section-1.527-3
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-A/part-1/subject-group-ECFR6a55b4d28657623/section-1.527-4
https://www.govinfo.gov/content/pkg/USCODE-2022-title26/pdf/USCODE-2022-title26-subtitleD-chap42-subchapA-sec4947.pdf
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-D/part-53/subpart-H/section-53.4947-1
https://www.ecfr.gov/current/title-26/chapter-I/subchapter-D/part-53/subpart-H/section-53.4947-2

	Form-990 LookInside
	990 ToC



