IRS Charity Verification Process & Federation Attachment A Instructions

OPM initiated an annual charity verification process following a Government Accounting Office investigation of charities.  As of December 2013, OPM has pre-verified all charities in their data base since 2006 for the 2014 application season.   Confirm OPM was able to verify your member charities and update your charities information using the following procedures:
1. Use the provided OPM L3 Report. 
2. Sort the list for your Federation.  
3. Do not make any changes to the charity name, legal name or EIN number used to verify your charity in the IRS data base.  It is in the report as it is recognized in the IRS master file.  
4. Update contact information, website, AFR, 25 word statement, and taxonomy information as needed in bold BLUE font to stand out on the report for returning member charities.  
5. For new charities, insert the required information for all fields at the bottom of the list in bold GREEN font.  Use the same formatting as listed charities for EIN number and telephone number.  
6. If a charity is listed that is no longer a member of the Federation Highlight it in BLACK:  
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	COMMUNITY HEALTH CHARITIES OF COLORADO
	5624


7. Rename the file to your Federation’s name 
8. Save the renamed file to your hard Drive

9. Attached it to an e-mail with the Federation Name and Attachment A in the Subject line to:  Antoinette (Toni) Taylor, Norcal CFC Charity Coordinator at:  tonitaycfc@gmail.com
10. Copy file to a diskette and submit it with your Federation Application

