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Instructions for completing Form 990-N, the e-Postcard 
 
Have the required information for each 4-H Club/Group to be filed: 

• Employer identification number or EIN 
• Tax year - July 1-June 30 
• The address of the County UWEX office 
• Name of each 4-H Club/Group 
• Name of each main 4-H leader of the 4-H Club/Group 

 
The e-Postcard is filed through the Urban Institute, not the IRS.  You will not be on the IRS site for filing.   
 
This screen will appear. 
 

 
Registered Users go to page 3 for instructions. 
 
New Users follow Step 1 to register and obtain a login ID.   
 
It will take you to the following screen 

http://epostcard.form990.org/
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Hit Next>>> 
 
Choose “Preparer” 
 

 
 
Hit Next>>> 
 
Complete the registration form.   



Page 3 of 5 

 
Hit Next>>> 
 
You will receive a confirmation email when it is complete.  Then log-in as a Registered User. 

 

 
 
Hit Log In 
 
Enter the EIN of the organization for filing.  Click “Submit EIN” 
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Note: If the IRS rejects the postcard, double check that you entered the correct EIN.  If it is still rejected, 
print a copy of the screen as confirmation that you tried to file and keep in the records.  
 
 
Once the EIN is recognized, the following screen will appear. 
 

 

 
 

a. * Tax Year:  July 1-June 30 
b. “yes” if the 4-H Club/Group is continuing 

“no” if the 4-H Club/Group has dissolved (NOTE:  if dissolved after July 1, an e-Postcard 
will need to be filed for next tax year) 
“yes” Are your gross receipts normally $50,000 or less? 

c. *Organization’s Legal Name – 4-H Clubs & Affiliated 4-H Organizations 
d. * Employer Identification Number  
 
* fields will auto-fill and are not able to be changed 
 
Click “Next Page” 
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Complete the information below. 
 

 
 
Click “Save Changes” and  
 
Click “Submit Filing to IRS” 

 
 

You will receive a message, “Congratulations, your Form 990-N (e-Postcard) has been submitted to the 
IRS.”   
 
Click “Enter another EIN” 
 
Once for form has been filed, you’ll receive an email confirmation.  Print a copy of the email for your 
records.  You will need to write the name of the 4-H Club/Group on the email. 
 

Enter name of the 4-H 
Club/Group 

Enter name of 4-H Youth 
Development Staff 

Enter the County UWEX 
address 

Type of Name, enter 
“Person.” 

Name:  Name of the 4-H 
Club/Group adult 
Leader 

Address:  County UWEX 
address 

Website info is not 
required 
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