MARINE CORPS LEAGUE
DEPARTMENT OF ILLINOIS
PAYMASTER GUIDEBOOK

DECEMBER 1, 2024

To be a guide for all Paymasters present and future. Your input, positive and negative, is
desired. If this guide can be improved in any way, shape or form Contact let your Dept
Paymaster know. Credit to MD MODD and Dept KS MCL.
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SPECIAL NOTE

ALL MCL PAYMASTER FORMS ARE ON THE MARINE CORPS LEAGUE (MCL) NATIONAL
WEBSITE IN THE MEMBER LIBRARY

ALL FORMS ARE IN PDF FORMAT & SHOULD BE FILLED OUT ON A COMPUTER

THEY SHOULD BE DOWNLOADED EACH TIME ONE IS NEEDED TO ENSURE YOU ARE
USING THE MOST CURRENT

PAYMASTERS WILL NEED A COMPUTER & INTERNET ACCESS MOVING FORWARD
MEMBERSHIP YEARLY DUES ARE TO BE PAID BY SEPTEMBER 1
MEMBERS ARE VETTED UPON RECEIPT OF APPLICATION BY DETACHMENT

MEMBERS ARE CONSIDERED IN GOOD STANDING AS OF DATE DUES AND
TRANSMITTAL ARE RECEIVED BY DEPARTMENT. FOR THE PURPOSE OF DUES
COLLECTED BY THE DETACHMENT PAYMASTER PRIOR TO THE DETACHMENT
ELECTION MEETING.

SCAN DOCUMENTS IN PDF FORMAT, THEY TAKE UP LESS FILE SIZE AND EASIER TO
EMAIL.
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Section 1
Purpose of the Guide

The purpose of this guide is:

1.

2.

To have all Paymasters understand their duties and relationship of the Detachment, the
Department and National MCL.

To have all Paymasters reporting, filling out and auditing the Transmittals in the same
manner.

To organize the submission of Transmittals to make it easier on the Board of Trustees,
the Department Paymaster and National Headquarters.

To clearly identify the requirement to submit an annual IRS Form 990.

To clearly identify the requirement to keep your State Incorporation current by submitting
a lllinois Secretary of State.

To clearly identify the requirement to submit the annual lllinois Attorney General
Charitable Trust Filing ILAG990.

To clearly identify the requirement to submit an annual Paid Life Member (PLM) Audit.

Section 2
Duties of the Paymaster

. Acts As Controller of Department/Detachment Funds

. Shall keep a true record of all monies received and expended by the Detachment and, in

close operation with the Adjutant, prepare up-to-date record of dues paid by the
membership and forwards notices to members of their dues who have lapsed and such
other duties as may be assigned to by the Detachment Commandant.

(1) On the Detachment banking accounts, the Paymaster should always be the primary

signer. The Paymaster is responsible for paying authorized bills, assures the legitimacy
of payment requests, budget and/or board of trustee’s approvals, prior to releasing funds
for disbursement.

(2) Paymaster is also responsible for assuring that proper documentation accompanies

requests for payments in the form of invoicing/billing, receipts and approval.

(3) This office acts as the policeman for outflows and expenditures on behalf of the

Detachment's membership. Paymaster, therefore, has the fiduciary responsibility to
question expenditures, if necessary, not clearly understood by budget or board of
trustees. The Paymaster should always present a question to the Board of Trustees if
there is any doubt about disbursement. All checks written must have a receipt before
payment.

(4) IMPORTANT: Each Receipt received for payment should contain; Purchasers name,

Date of purchase, Purpose of purchase, and Detachment Check number.
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(5) Visit Detachment Documents on MCL National website “Detachment Guidebook” for
duties of Paymaster. https://www.mcleaguelibrary.org/

b. Fiscal and Financial Reports at Meetings

(1) General — The Paymaster is responsible for keeping officers, audit committee and
members informed as to financial status is important to establish and maintaining
credibility within the organization. The presiding officer should call on the Paymaster for a
report at each business meeting. This report should summarize financial transactions
since the last meeting and provide a balance of accounts. It is suggested that at least
quarterly the Paymaster report to the Board of Trustees in more detail on account status,
and provide financial account statements, reconciliation report, revenue receipts,
expenditure records, balance sheet, profit and loss and cash flow data in writing. By doing
so, the officers are aware of status and trends in determining requirements for revenue
and/or changes in expenditures. Financial reports by the Paymaster should be written.
The final year end audit validates all financial reporting and records are in sync.

(2) Paymaster Report — The paymaster should provide a report to the membership of all
financial transactions occurring since the last department/detachment meeting, to include
reporting of transmittal of dues, monies received from fundraising, as well as expenditures
and their authorization (the current department/detachment budget or approval at
meetings supported in the respective minutes). Lastly, a motion to accept the Paymaster
report, subject to audit is made, seconded and when approved, is documented in the
minutes. (National Bylaw Rev 2024)

c. Receives Dues and Forwards Transmittals: This job can be shared by the Adjutant, or
handled by the Paymaster in its entirety, based on Detachment practices and procedures.
It is extremely important to handle dues and membership transmittals in an expeditious
manner. This will be the first impression a new member has of the Marine Corps League
to assure timely receipt of the member’s card and lapel pin. Dues should be transmitted
upon receipt during the month and immediately after a meeting where a new member join.
It is acceptable to have only one name on a Transmittal Form. It is equally important that
the transmittal forms are done accurately, and the money is forwarded in compliance with
Department and National procedures. It is important to review the transmittal instructions,
as well as any procedures and policies, distributed by Department and National. This will
help assure the goal of timely response for membership cards and pins.

d. Handles Tax and Licensing Functions:

(1) Each Department/Detachment is required to be incorporated within the state, there will
normally be annual forms to be completed from State and/or Federal tax agencies. These
forms will request financial data regarding revenues and disbursements and their primary
purpose is to ensure that the organization is conforming to the articles of incorporation for
a Veterans non-profit organization. The Paymaster is responsible for completing and filing
the required information accurately and timely.

(2) The Internal Revenue Service (IRS) requires all Marine Corps League Detachments to
file an IRS Form 990 or Form 990-N e-Postcard.
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Completing the IRS 990 N

Annual Electronic Filing Requirement for Small Exempt Organizations — Form 990-N
(e-Postcard)
https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-
small-exempt-organizations-form-990-n-e-postcard

About filing: Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt Organizations Not
Required to File Form 990 or Form 990EZ, must be submitted electronically.

« The Form 990-N electronic-filing system moved from Urban Institute’s website to IRS.gov
in February 2016. All filers must register at IRS.gov prior to filing their next Form 990-N.
This is a one-time registration; you won’t be asked to register again when filing next year.

- Form 990-N must be completed and filed electronically. There is no paper form.
« Form 990-N filers may choose to file a complete Form 990 or Form 990-EZ instead.

« Use the Form 990-N Electronic Filing System (e-Postcard) User Guide (PDF) while
registering and filing. Most common problems can be avoided by following the User
Guide.

- For filing system and website issues, see How to File: Frequently Asked Questions. If site
issues are unresolved, call TE/GE Customer Accounts Services at 877-829-5500. A
representative will file your Form 990-N information.

« Organizations should continue efforts to file, even if late.

Who must file

Most small tax-exempt organizations whose annual gross receipts are normally $50,000 or
less can satisfy their annual reporting requirement by electronically submitting Form 990-N
if they choose not to file Form 990 or Form 990-EZ instead.

Form 990-N Filing Due Date
Form 990-N is due every year by the 15th day of the 5th month after the close of your
tax year. You cannot file the e-Postcard until after your tax year ends.

Example: If your tax year ended on December 31, the e-Postcard is due May 15 of the
following year. If the due date falls on a Saturday, Sunday, or legal holiday, the due date is
the next business day.

If your 990-N is late, the IRS will send a reminder notice to the last address we received.
While there is no penalty assessment for filing Form 990-N late, organizations that fail to
file required Forms 990, 990-EZ or 990-N for three consecutive years will
automatically lose their tax-exempt status. Revocation of the organization’s tax-exempt
status will happen on the filing due date of the third consecutively-missed year.

Information you will need when filing Form 990-N
Form 990-N is easy to complete. You'll need only eight items of basic information about
your organization.

1. Employer identification number (EIN), also known as a Taxpayer Identification
Number (TIN).
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2. Tax year

3. Legal name and mailing address

4. Any other names the organization uses
5.
6
7
8

Name and address of a principal officer

. Web site address if the organization has one
. Confirmation that the organization’s annual gross receipts are $50,000 or less
. If applicable, a statement that the organization has terminated or is terminating

(going out of business)

IRS WEBSITES

Form 990 Overview course at StayExempt.IRS.gov
https://www.stayexempt.irs.gov/home/existing-organizations/form-990-overview

User Guide .PDF for Form 990-N Electronic Filing System (e-Postcard)

REVIEW THIS DOCUMENT FOR MOST CURRENT INFORMATION
https://www.irs.gov/publ/irs-pdf/p5248.pdf

Tax Exempt Organization Search https://apps.irs.gov/app/eos/

(3) Minois Secretary of State Annual Non for Profit Corporate Filing

File a Not-for-Profit Annual Report

To file a Not-for-Profit Corporation annual report online:

* Review the Information for Filing an NFP Annual Report Online.

¢ Gather all information needed to complete the application.

¢ Have a valid form of payment.

File a Not-for-Profit Annual Report @

(4) Ninois Attorney General Charitable Trust Bureau ILAG990 Filing (required for any public
fundraising)
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Charitable organizations have specific
requirements and annual reporting

Filing and Reporting for

R responsibilities. Learn more about the law,
Organizations download forms and find assistance for
submission.

Charitable Organization Registration Forms

$15.00 Registration Fee, Check made payable to the Illinois Charity Bureau Fund

1. Instruction Sheet
Instructions for registration as a charitable organization. Includes explanations of
the forms needed, attachments required, and fees required for registration as a
charitable organization.

2. CO-1 Registration Statement
Registration Statement for Charitable Organizations.

3. €O-2 Financial Information Form
Financial Information Form to be filed along with the CO-1 form when registering
a charitable organization

4. CO-3 Religious Exemption Form
Application for exemption from filing annual reports for religious organizations.
Should be filed along with the registration forms.

Charitable Organization Annual Financial Report Forms

1. AG990-IL Charitable Organization Annual Report
This is the annual report form to be filed by charitable organizations registered
with the lllinois Attorney General's office.

2. IFC Report of Individual Fund-Raising Campaign
This is an attachment to the AG990-IL form for charitable organizations that use
the services of a professional fund raiser.

3. Form AG990-IL Filing Instructions
These are the instructions for completing and filing the AG990-IL form and all
required attachments and fees.
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4. Charity Annual Report Extensions
These are the instructions for requesting and receiving an extension of time for
filing the annual report.

e. National Bylaw Section 955. Employment Identification Number [EIN] and
Incorporation

(1) EIN. Each detachment in addition to its incorporation, shall obtain and maintain its own EIN
under IRS Code 501(c)(4), within sixty days from the charter date.

(2) Incorporation. Detachments which engage in services or business in their respective state
either for profit or non-profit, or which use the name of the MCL will be incorporated within
one year from the charter date unless their state requires incorporation to be completed
within a shorter time period.

(3) State of lllinois Incorporation. Any of the foregoing engage in services or business in their
respective state either for profit or non-profit, or which use the name of the Marine Corp
League (MCL), will be incorporated within one year from the charter date unless their State
requires incorporation to be completed within a shorter period. If for any reason any
subsidiary does not maintain good standing with the State incorporation as determined by the
Secretary of State Database and receives a letter of Revocation, that subsidiary shall cease
to be in good standing effective as of the date on the letter or the State. All operations as
non-profit shall cease and the subsidiary shall not receive any compensation, or voting
privileges at National Conferences and Conventions until such time their status is returned to
normal status.

] Incorporate a Not-for-Profit Corporation

To form an Illinois Not-For-Profit Corporation online:

* Review the Information for Forming an NFP Online.

e Gather all information needed to complete the application.

e Have a valid form of payment.

Quick Link

e A Guide to Organizing Not-For-Profit Corporations

Incorporate a Not-for-Profit Corporation ©)
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(4) llinois Attorney General Charitable Trust Bureau. The Charitable Trust Bureau
represents the interests of the State in matters relating to charitable organizations, the use
and administration of charitable assets, and the solicitation of charitable funds. The Attorney
General has broad common law authority in this area, as well as statutory authority under the
Charitable Trust Act (760 ILCS 55/1 et seq.) and the Solicitation for Charity Act (225 ILCS
460/1 et seq.), which require charitable organizations and fundraisers to register and file
annual financial reports with the Office. The Bureau acts to ensure compliance with statutory
registration and reporting requirements, reviews transactions involving charitable assets,
investigates possible breaches of fiduciary duty, misuses of charitable assets, and improper
solicitation activities and, when appropriate, brings court actions seeking relief. In addition,
the Charitable Trust Bureau represents the Office in a variety of matters, including probate
and chancery actions where the Attorney General is a necessary party because the
interpretation of a charitable document, the validity of a charitable interest, and/or the use or
valuation of a charitable asset is at issue.

Section 3
Department Paymaster

Provides oversight, training and guidance to Detachment Paymaster. Advise Department
Board of Membership and Financial Status.

a. Reviews Membership Dues Transmittal prior to forwarding to National Marine Corps
League (NMCL).

b. Audit Detachments for Annual lllinois Secretary of State Non or Profit Corporation Filing
and reporting to NMCL. Go to lllinois Secretary of State website to lookup that their
Corporation Filing and best to consolidate all Detachments status to a single Document.

B Search Corporation/LLC Entity Database

Search the Secretary of State’s Corporation/LLC Entity Database, which allows you to:
= view a File Detail Report on a Corporation/LLC.

A File Detail Report contains the most requested information for the business entity, including:
= Official Name

s Date of Formation/Registration

e Jurisdiction

e Name of Registered Agent

e Address of Registered Office

e Status (active/inactive)

e Names and Addresses of the president and secretary (Corporations)

e Names and addresses of any managers (LLCs)

Search the Database ©)

c. Audit Detachments for IRS 990 Filing and reporting to NMCL Copy Detachments filing to
forward to NMCL.
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IRS
CHECKING IRS STATUS There are a couple sites we use to check with the Internal
Revenue Service (IRS). They are public sites. First, we look to see if there is anything
good/bad in the Select Check site: https://apps.irs.gov/app/eos/ This site shows 990’s
submitted, shows if status is revoked or reinstated, etc. A search is completed with the EIN -
USING the dash. ----------- Then we look at the Exempt Organization Business Master File
(EOBMF). https://www.irs.gov/charities-non-profits/exempt-organizations-business-master-
file-extract-eo-bmf At this site, you click on your state and it will download a .csv file into
your Downloads folder. Open the file and save as an .xIsx file (Excel). If you do not do this,
the .csv file will not save any changes you make to it. A search is conducted with your EIN -
with NO DASHES. Note that if your EIN starts with zero (0), do not use the zero in your
search (Excel doesn’t recognize it). The most important columns for you to look at are “H”
“I” and “M” — You should see Parent Group 955, 501c4, with a deductibility of 1.
Deductibility of zero (0) or two (2) means you cannot receive tax deductible donations. A
one (1) means you can. If your EIN is not located on the EOBMF, your detachment is likely
not a non-profit organization. Often, when this is the case, you will locate it on the Select
Check website, and it will show the detachment as “Revoked.” Meaning the 990 was not
filed for a three-year period and the IRS pulled the non-profit status.

Section 4
How to Reinstate

Step by step process to regain tax exempt status
Step 1 Determine the last year the organization was current.

IRS website Tax Exempt Organization Search (irs.gov)

https://apps.irs.gov/app/eos/

- ~ B - - : =
fﬁ[R_s File Pay Refunds Credits & Deductions Forms & Instructions

Tax Exempt Organization Search

Individuals

Data Updates Delayed
Businesses and Self-Employed Expect delays in data updates for the Tax
es received April 2020

processing 950 later.

Charities and Nonprofits
System Limitations Cause Some Inaccurate Revocation Dates
on the auto-revocation list with a revoc n date between Apqil 1 and July 14,
ocation date of July 15, 2020. 8 ocation Date of Certain

Exempt Organization Types

an Exempt

Find information about an organization's kax-exempt status and filings. You can use the online search tool or download specific
data sets.

haritable C ions
Search for Charities mm_oi‘ganilation Search Tool _
1IZathon T tu ar

itable contributions (Pub 78 Data). You can also search

Education Sessions.

Free e-Newsletter
International Taxpayers

Government Entities
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Home > Charities and Non-Profits > Search for Charities > Tax Exempt Organization Search

Tax Exempt Organization Search

Select Database @ SearchBy @ Search Term ©
Search All v Employer Identification Number Enter EIN Number
City State Country
Enter City All States v United States

. -

Showing 1-1 results of 1 Sort by: Name A-Z

Marine Corps League (204 Hound Dog Pound Modd)
EIN: 26-1511544 | Baltimore, MD, United States

Form990-N  Auto-RevocationList  Copies of Returns

ltems perpage: 25 w

Return to Top

% Other Names

Auto-Revocation List ©

Organizations whose federal tax exempt status was automatically revoked for not filing a Form 990-series return or notice for three consecutive years. Important note: Just
because an organization appears on this list, it does not mean the organization is currently revoked, as they may have been reinstated.

Form 990-N (e-Postcard) e

Organizations who have filed a 930-M (e-Postcard) annual electronic notice. Most small organizations that receive less than $50,000 fall into this category.

3 Tax Year 2007 Form 990-N (e-Postcard)

Copies of Returns (990, 990-EZ, 990-PF, 990-T) e

Electronic copies (images) of Forms 930, 990-EZ, 990-PF or 990-T returns filed with the IRS by charities and non-profits.

» Tax Year 2016 Form 350ED
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Auto-Revocation L\st o

Organizations whose federal tax exempt stallis was automatically revoked for not filing a Form 990-series return or notice for three consecutive years. Impartant note: Just
because an organization appears on this list | does not mean the organization is currently revoked, as they may have been reinstated

3 Posted Date: 02-22-2012

Exemption Type: 501(c)(4
Exemption Reinstatement Date:
Revocation Date: 05-15-2011

Revocation Posting Date: 02-22-201%

N_ "

Step 2

Gatherallrelevant IRS and state forms

. Needed so you understand what information is required

. Form 1024-A (Application for Recognition of Exemption)

. Form 990-EZ (Short Form- Return of Organization Exempt
from Income Tax)

. For each year of delinquency

. Schedule O (Supplemental Information to Form 990 or 990 EZ)

. Form 8718 (User Fee for Exempt Organization-
Determination Letter Request)

. Articles of Incorporation (fromyour state)

IRS

The form you are looking for begins on the next page of this file. Before viewing it,
please see the important update information below.

New Mailing Address

The mailing address for certain forms have change since the forms were last published.
The new mailing address are shown below.

Mailing Address for Forms 1023, 1024, 1024-A, 1028, 5300, 5307, 5310, 5310-A, 5316,
8717, 8718, 8940:

Internal Revenue Service
TE/GE Stop 31A Team 105
P.O. Box 12192
Covington, KY 41012-0192

Deliveries by private delivery service (PDS) should be made to:

Internal Revenue Service
7940 Kentucky Drive
TE/GE Stop 31A Team 105
Florence, KY 41042

This update supplements these forms’ instructions. Filers should rely on this update for
the change described, which will be incorporated into the next revision of the form’'s
instructions.
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OMB MNo.1545-0057
Note: Ife:oampl status

o 1024=-A

{January 2018)
Department of the Treasury
Internal Revenue Service
Complete Parts I-1X and submit Fo
space to answer fully. Use the instructions to com efinitions of terms used in this form. For additional
help, call IRS Exempt Organizations Customer Account Services toll-free at 877-829-5500, or visit our website at www.irs.gov. If you
don't submit the required information, we may return the application to you. A request for a determination under section 501(c)(4) is
optional. See instructions for additional information.

Don't include social security numbers on this form as it may be made public.
Identification of Applicant

Application for Recognition of Exemption
Under Section 501(c)(4) of the Internal Revenue Code
» Go to www.irs.gov/Form1024A for instructions and the latest information.

ent of the appropriate u

1 Full name of organization (exactly as it appears in your organizing document) 2 c/o Name (if applicable)
3 Mailing address (Number and street) (see instructions) 4 Employer Identification Number (EIN)
City or town, state or country, and ZIP + 4 5 Month the annual accounting period ends
6  Primary contact (officer, director, trustee, or authorized representative) b Phone:
a MName:
¢ Fax: (optional)

7  Organization's website:

:udlll Organizational Structure
You must be a corporation (including a limited liability company), an unincorporated association, or a trust to be tax exempt. See
instructions. Don't file this form unless you can check “Yes” on lines 1, 2, 3, or 4.
1 Are you a corporation? If “Yes,” attach a copy of your articles of incorporation showing certification of [ ] Yes [ No
filing with the appropriate state agency. Include copies of any amendments to your articles and be sure
they also show state filing certification.
2 Are you a limited liability company (LLC)? Ef “Yes,” attach a copy of your articles of crganrzatlnn [Tyves [JNo

rortifi i of filins writh $ha to ctato PR Y TP Y i of am; amanel L 72

Form 990 EZ - One for each year of delinquency

short Form | OMB No. 1545-1150
Return of Organization Exempt From Income Tax 2@07
Under section 501(c), 527, or 4947(a)(1) of the Internal Revenue Code

(excepl black lung beneﬂt trust or private foundation)
P Sponsol as defined in section 512(b){13) must file Form =
990, All other a:ganmhans u-mn groe.s receipts less than SIDD 000 and total assets lkess than $250,000 at the 0pen to Public

. end of the year may use this form. -
Inte P The organization may have to use a copy of this refum to satisfy state reporting requirements. Inspection
A For the 2007 calendar year, or tax year beginning » 2007, and ending . 20
B Check if applicable: Please | C MName of organization D Employer identification number
[ Address change use IRS !
O label or H
z g [print or Number and street (or P.O. box, if mail is not delivered to street address] Roomysuite] E Telephone number
] itiad retumn type.
[] Termination See ( )
[[] Amended retum m‘: City or town, state or country, and ZIP + 4 F Group Exemption
[] Appiication pending tions. Number . »
* S ion 501(c)(3) or izati and 4947(a)(1) nonexempt charitable trusts must attach G Accounting method: [ | Cash [ ] Accrual
a completed Schedule A (Form 990 or 990-EZ). Other (specify) »
. H Check » [] if the organization
I Website: is mot required to attach
J_Organization type (check only one}— || 501(c) () «(insert no.) [ | 4947(a)(1) or [ ] 527 Schedule B (Form 990, 990-EZ, or 990-PF).

K Check ™[ if the organization is not a section 509(a)(3) supporting organization and its gross receipts are normally not more than $25,000. A return is
not required, but if the organization chooses to file a return, be sure to file a complete retumn.
L Add lines 5b, 6b, and 7b, to line 9 to determine gross receipts; if $100,000 or more, file Form 990 instead of Form 990-EZ . >3
Revenue, Expenses, and Changes in Net Assets or Fund Balances (See page 55 of the instructions.)
1 Contributions, gifts, grants, and similar amounts received, 1
2 Program service revenue including government fees and contracts
3 Membership dues and assessments
4  Investment income =% 5
5a Gross amount from sale of assets other than |m.nemor)r TR R | 5a |
b Less: cost or other basis and sales expenses . . . . . . . . [ sb

2
3
a4
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Schedule O - Required for 2010 forward

SCHEDULE O
(Form 990 or 990-EZ)

Department of the Treasury
Internal Revenue Service

Supplemental Information to Form 990 or 990-EZ

Complete to
Form

OMB No. 1545-0047

» Attach to Form 990 or 990-EZ.

rovide information for responses to specific questions on
or 990-EZ or to provide any additional information.

Name of the organization

Open to Public
Inspection

Form 8718

XU srances are
O /ﬁ:’mmﬁ;wwm

r.8718 User Fee for Exempt Organization | owee. ses.res
) Determination Letter Request R | Coerumbn
{Rov. March 2018) bmmmammmmwonkmrmﬁmn. Use | Amomtpsd
Deparimant of the Treasury (Form 8718 is NOT a d letter ion.) Only | yger fon screener
Iintemal Revenus Service » Go to www.irs.gov/Form8718 for the latest inf ti

Name of organization Employer Identification Number

Military Order of Devil Dogs Maryland Pack, Inc (MODD Maryland Pack) 26-1511499

Caution: Do not attach Form 8718 to an application for a pension plan determination letter. Use Form 8717 instead.

1 Type of request

Instructions

Fee
a [¥] Application for recognition of exemption under section 501 or under section 521 from
organizations (other than pension, profit-sharing, and stock bonus plans described in
section 401). Enter the applicable fee amount v A .- |1 600.00
b [0 Group exemption letters . .k 8
Where To File Youarenotlequiredtopmelhe
ted ona that is
w%’; D ok etier subject to the Paperwork Reduction Act
TR 'Senr' unless the form displays a valid OMB
Thelew rcures peymant of s kot £ Sy e e B o o
each application for a determination letter. ;
[For more information, see Rev. Proc. Conington, K 41012-0182 retained as ':r"gjmm gonkants mayu‘
2018-5,2018-1 LR.B. 233, or latest annual  Who Should File SooTe. mekil n e adminkstration

update, available on IRS.gov.
Check only ane box on line 1 forthetype
of application you are submitting. Then,

Gmﬂon:Theappllcattonwilnotbe
pmoeammlmutpaymunnfmapmper

urdat payabla to lhB l.hﬂBd Smias
Treasury” for the full amount of the user
fee. If you do not include the full amount,
your application will be returned. Attach
Form 8718 to your determination letter
application.

Generally, the user fee will be refunded
only if the Internal Revenue Service

10 Issue a

Organizations applying for federal income
tax exemption, other than filers of Form

any Internal Revenue law. The rules
goveming the Wnﬁdanllamy of Form 8718
are coverad in section 5104,

1023, Application for Recognition of The time needed to complets and file
Exemption Under Section 501(c)(3), or this form will vary depending on individual
Form 1023-E2 {filed only The average time
should file Form 8718,

Paperwork Reduction Act Notice. We
ask for the information on this form to carry
out the Internal Revenue laws of the United
States. If you want your organization to be
recognized as tax-exempt by the IRS, you
are required to give us this information. We
need it to determine whether the
organization meets the legal requirements
for tax-exempt status.

is 5 minutes. If you have suggestions for
making this form simpler, we would be
happywhearfmmyw You can send us

Or you cmswyourmmmtotne
Internal Revenue Service, Tax Forms and
Publications, 1111 Constitution Ave. NW,
IR-6526, Washington, DC 20224. Do not
send the form to this address. Instead, see
Where To File, above.

Cat. No. 647282

Form 8718 (Rev. 3-2018)
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Step 3

e Obtain Paymaster reports from the year of delinquency to present
e Obtain Report of Installation or each year.
¢ You will need to list officers on the 1024-A

Create list of officers

with home addresses for current year*

Detachment Officers

Year

COMMANDANT |Sr Vice

PAYMASTER

Jr Past
COMMANDANT

Judge Advocate

2015

2016

2017

2018

2019

2020

Step 4

Read the 990 and see what information is required for income and expenses.

Create a worksheet for each year with the required information.

This will be the most tedious and painful step. Just get ‘er done.

The worksheet is to help you filling out the 990. It is not required by the IRS.

It may prove useful should they ask for additional information.
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Create a worksheet for each year

DETACHMENT
IRS Form 990 EZ 2012 Worksheet
N IRS Form 990 EZ Line Numbers
‘ line 1 line 3 line 15 line 16 line 22 line 28
' Passport & Dues Printing & Expenses Cash,savings Donations expense |Donations income
Fines Postage
92 58 (25.00 (100.00 1999 (92.00) 255
8¢ 10 (13.00 (150.00 (129.00) 150
109 100 (13.00 (100.00 (128.00) 135
130 (48.00 (559.00) 20
128 (160.00 245
131 314
559 4q
331 37
1568 168 (51.00) (558.00) 1999 (908.00) 1185
total income 4920
expenses (1517.00)
Net 3403
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Step 5

The Dreaded 990 EZ
Information obtained from the worksheets

o 990-EZ

Coagsirirant of T Trassury
Irformial Fewetne Serao

1? r.*f(rp .:lc-férc (?'m' A 7O T

Do not enter socisl security numbars on this form, as It may be made public.
* Go to www.rs. gov/FormS90EZT for instructions and the latest information.

A For the 2010 callendar yoar, or tax year

Jan1 . 2018, and

B ek 1§ appioiie

L] sierse cnarge

‘orgariaton
Miliary Ordeer of Devil Dogs Maryland Pack, inc

D 11
D Employer dentificabon number
2615114%%

Mumder and ot for P.0. Dox f Ml B mot cetvessd B sveel socrest) Rl Flosams’
2472 Shadywood Cir

B Telopraone nusber

H2-901-8480

ity o horen, S180 O DeOeircd, Oturiry, s O or foreign potial cooe
Crofton, MD 21114-1158

F Group Exemplion
Wb.

0755

O Accounting Methos:  [»] Cash [ ] Accrual  Ofher fspecify] &

H Check # (=] If the organimtion Is not
required o aftach Schadule B
{Form 900, 900-EZ, or 190-FF),

K Form of organksation:

E‘_tgg;l !w? EIso1c{ 4 )4 fnsent oy [] 48471 or [ I827
Corparatian Trisst [[] Aszociation Crthar

L Adadlinee 5b, 8c, and T to line 9 1o determine pross recsipls, If gross receipts are $200,000 or mone, or if total assets
(Part ), column (8 are $500,000 or more, Sls Form 990 instsad of Form 990-EZ |,

[

mhmﬂwlnMMorFmﬂmhuh ruh'uctml'orpaft nﬂ

MNMQMMMOMWHWMhMMI 3
Contributions, gifts, grants, and similar amounts recebed . . |, | 5 E
Membership duss and assessSMBntS . . . . . . . . . . « « &+« = = + « + =

!'INM

o

10800

a0 b

Oross amount from sale of assets other than inventory . i D [hl
Less: cost or other basis and sales expenses . . . — 1 |

Mwmmwﬂmmmmmmsﬁmmm i
Gaming and fundraising events:
muahmmguhingmsuﬂuhanm!hm

$15,000) | 6a |

Gmmmmmmm s 0ol contributions
from fundraising events reported on line 1) (attach Schedule G if tho
sum of such gross income and contributions axcesds $15,000) . | b |

Leas: direct expenses from gaming and fJundrazsing svents [ 8e |

(=1[=]

mmammmmmmmh&mmmsﬁwm
Gmauumhwmyhurmmmm. !h

=]

Less: cost of goods sold LTbi

ammamjm-mumpmnmnénhm T
Ofthwer revenue (describe in Schedule 0}, . i
Toﬁmﬁﬁhuli:lt&ﬂd.?m-ﬂﬂ T T A e o ]

Granis and similar amounts paid fistin Schedule Oy . . . . . . . .
Benafits paid to or for members . . e
mmmmmwm- g Ry

Totsl expenses. Add knes 10 .

ary.

Emw(ﬂﬁﬁhhmmﬂmmﬁhmhq s

MNet assets or fund balances at beginning of year (rom Ene 27, nﬂnnuﬂ#n-lmwkh
end-ol-year figure reported on prior year's retum) .
mmhmmmuwwmqupmnmq

“ Net Assels Exzpenses

Paperwork Reduction Act Motice, see the separste instructions.

bal Nﬂmwh—dhﬂmm-ﬂdgmmumm e e ]

Tt Mo 1080
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Form 400-E2 (N9

B XX Bstance Sheets (soo the nstructons for Part 1)

Check if the organization used Schedule O to respond to any guestioninthisPartil . . . . . . . . . . O
1A) Bogireing of year B} Evcl of yaur
2 Cashsavings endimvestments . . . . . . . . ., . . . 1145.00{ 22 201,00
22 Land and buildings . e ; o023 [
24 Other assets |describe in Schodule O) i X S ol24 ]
25 Totslossets. . . . . . . . . . 1145.00{25 220100
2  Total lisbiities (describe in Schedule O) . . . . i i o2 0
27 Net assets or fund balances fine 27 of column mmuuwmnuzu i 1145.00{ 27 [
E [0 statement of Program Service Accomplishments (see the nstructons for Part i)
mnmmmmomgﬂmﬂmnmmm « I Expusniank
What s the organzation's primary exempl purpose?  Charilable veterans organization gl el
Describe the organization’s program sanvice accomplishments for each of It three largest program services, | Toisiors optonal for
mnmﬂﬂﬂwmhammmmmwmmwwm o
persons benefited, and other relevant information for each program Lte.
E 28 Childrons Fund: Funds collected locally over the year were presented to the children's haspital in tha sits of

lMMMthnﬂlhﬂﬂnhmmmhnm R
B Granis § J_If this amount inchudes foreign grants, check hers * 1 |28a 0o
29 Longo Charity Tourmamant: A donation was made in the form of a Tee-box 3ign to support a charitable

Fundriser for the bensfit of a sick child, Tmmm"mummnmnmmh

benefit of one child. i1

{Grants § ) I this amount includes foraign grants, chack hers . > ] |20 100,00
30

{Granis § ]ummmwmmm » [] |30a
M Other program services (describen Schadule ) . . . a AROTALERAE WL et

{Grants § ) It this amount includes check here h-E] 31a
12 Total program service expenses (add lines 28a through 31a) | > |32 A79.00

BRI Uist of Officors, Directors, Trustoes, and Key Employess Dt sach Gre even 1l comparaated—see the hstructions Tor Fart V)

Chack i the organization used Schadule O to respond to any question in this Pantiv._ . . . . . L]
rey— Tl e B lell:r-n T 2
I8 Nare a1 ours per weok ocmpnsation o Ly
B e o= ﬁmwm el pans, and | ofer compansation
Shuart Blair
=k W, NE——— 2% q ol &
Raymond Stuem 25
Vice President ] -]
Poul Taylor - '1 J
SecretaryiTressurer [ L
William Keliey - J
Trustes ; o
foem B00-EZ omw
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Forem SO0-ET (01

Page 3

Information and contract statement requirements in the
instructions for Part ') Check if the organization used Schedule O 1o respond to any guestion inthiz Patv . [0

Yesu | No

wmmmmmhwmmmmmwmmmﬁawu provade a
delafed description of sach activity in Schedule O . . o

mWwwmmmwup&MWIﬂu. attach a conformad
mummwimm-mbmmwbmmmwu
change on Schedule O, See instructions . . i

33 v"'

thmmhﬁmsgmlmdh,mwmmummm
activities (such as those reported on lines 2, Ga, and Ta, among others)? . . . . .

B *¥es" lo ine 35, has the organization fiked a Form 990-T for the year? If “No,* mmwrm hsu-:u-o

VWas the organization a section 5071{cH4), S01ickS), or 501(c)5) organtzation subject to esction 0336} notice,
reporting, and proxy tax requirements during the year? If “Yes.” complete Schedula C, Part il |, .

Whmmlmmmuwmdﬂm
during the year? If “Yes,” complete applicable paris of Schedula N .,

mmﬂwwmwm-nnmmmmh sar.[ o

Did the organization file Form 1120-POL for this year?

MMWWMHMwMMﬁnﬁw dnmr h-um.orimyumlme oF were
any such loans made in a prior year and stil outstanding at the and of the tax yaar coverad by thiz retum?

-3_{515! § B [»
<

i *Yas,” complete Schedule L. Part Il, and enter the total amount imolved . . . . [38b
Saction 501(ci7) organizations. Enter: ]
Intiation fees and capital contributions includedonline® . . . . . . . . . . |38a

Gross receipts, included on line 9, for public use of club tacilies . . . 396

MWWRWWMMMWMMWWMMMHW
section 4911 ; section 4912 ; section 4955 b

Section 501(ck3), 501(c)d), and 501 (ci(29) organizations. Did the organization engage in any section 4958
axcass banefit transaction during the year, o did il engage in an excess benafit transaction in a prior year
that has not been reported on any of its prior Forms 890 or 990-E27 If “Yee," complete Schedule L, Part |

Section 501(c)(¥), S01(c)4), and 501(ck29) crganizationa. Enter amount of tax imposed
on organization managers or disqualified persons during the year under sections 4912,
4955,and 4958 . . . . . . . >
Section 501(ch3), WWLHM!MWWMHMMH
40c reimbursed by the organization . . . . . ]

All organizations. At any mmmmm wmmnmw:wﬂimwm

transaction? H “Yes,” mmmFathT i . E

uuhmumuhm.mdwmuuub u-m

The organization’s books are in care of b Ben Wells eirisissresee—.Tolaphona no. > 443-123-8232

Lmnr-mumc.rmmmun P + 4

Al any time during ihe calendar year, did the organization have an interest in or @ signature or other suthority over

a financial account in a foreign country (such as a bank accounl, securilies accound, or other inancial account)?

H"Yes,” enter the name of the foreign coundry b
Sea the instructions for exceptions and fling requiremsants for FinCEN Form 114, Report of Foreign Bank and
Financlal Accounts (FEAR).

At any tme durng the calendar year, did the organization maintain an office outside the Uniled States? .

§

H *Yes," enter the name of the forsign country
Section 4947(a)(1) nonexampt charitable trusts Ming Form 590-EZ in liew of Form 1041=Check here ., .
and enter the amount of tax-axempt interest received o accrued duringthetaxyear . . . . . » |43 |

Yes

Did the organization maintain any donor advised funds during the year? I "Yes,” Form 000 must be
comploted nstead of Form990-E2 . . . . W

MthmmeﬂuMhMﬂﬁu membe
completed inslead of Form 890-EZ . . P

<t Ix |F

mummwwmmmmmmm

H *Yes" to line 44c, hnmwmhdlhmm“mmwi.'ﬂm pmﬁdlm
explanationinScheduls D . . . . . . . ¢ & i s 4 s s o= oa e s o= s .

WNWWEWMMNMMdWHMW

AN

<

MmmmeMwmhwmmlmmmm

nwmduclhnsuw:mﬂ"fu. Fumm.ﬂﬁd'-dilﬂmﬂﬂdiobemmnf i

Form 990-EZ. See instructions . . . Radbe & 3

v

g

form BO0-EZ oy
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Fom 990-EX 1Y

46 Did the organization engage, directly or indirectly, in political
to candidates for public office? If “Yes,” complete

Schedule C, Part] . .

activities on behall of or in opposition |

Yos
=,

45

Section 501(c)(3) Organizations Only

All section 501(c)3) organizations must answer guestions 47-49b and 52, and complata the tables for lines

50 and 51.
Chack if the organization used Schedule O to respond 1o any questioninthisPart™M . . . . . . . . . O
Yes | No
47 mnw-whhmmmanammwdmmhmmmm
yoar? If *Yes,” complete Schedule C, Part Il iy ooy HA. v 4T v B
48 buwaw-m-hdhmﬂwwpuwn. mme 48 v B
49a Did the organization make any transfers 1o an exempl non-charilable related organization? , A9a [
b I “Yes,” was (he relaled organization a section 527 oganization? . . . 46b
50 c«mmmmmmnmwwmmmmmmmm
emphiyees) who each received more than $100,000 of compensation from the organization. if there is none, enter “None.”
i Avorazs Ie) Fapirtatie Y A, b
) Mame and 19 of sach empkress Fienes e e e e e m:“m “md
dhirvoband bo positon | Forme W-21060-MESE) o

1 Total number of other employees paid over $100,000

51 Compileta this table for the orgamzation’s five highaest companzated incepandent contractors who aach received more than

. P

£100,000 of compensation from the crganization. i there is none, enter *“None.”

i Marre o Baussnadc ach ol s

I Type of sonsce

e} Compensation

d Total number of ather Independent contractors each receiving over 3100000
52 wmmwmmmummmmmmg

N

completed Schedule A, . . . a »[]Yes [l No
Urvder parriakion of pelury, | diciors at | hire i returr, inchiding mnmunnmvwwmm."
treo, cormoct, avd compicte. Declraton o p o bazed on ol al which proparer has any el
J L7 e [
Sign Sigrature of afoer (™™
Here B R J. Sturm Loader Prasident
Type or perd narmes o Bt
Paid PrnyType: procarsc's nima R e oo ths ow x| ™
Preparer hanm mic e
u“or‘, e - Fien'a TN =
Frm's address & P naa.

the IRS dscuss this retum with the preparer shown above? See instructions
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SCHEDULE O Suppiemental Information to Form 990 or S90-EZ | ot v ninour

[Fourm 950 cr Compiets 1o prrowid i mor Four 1o wn
Foamm S50 or SR0-EX o o prewle sy aciolsborl eformation. 2@1 B
[ [P = rtaoh 1o Fomn B90 or BIO-ET.
b Flete oty SbhaLs G B e R, @ e e Tow Hhe loeiew] el erraaon,
Ml 30 T gl i
My Orvher of Dl Deogs Slarylamd Pack. bnc I 21051148
Pt 3, Liww s
Chikingers. Fund: $T9LDD Lomgo: 10800
Port 1. Lime 16 fOther exponsesd o e T
EITS comeertion book s 500 raiming topples MO pkague

For Fapereorh AeSuschion AT oS0, s T vl o bour Form: 900 o SS0-E2 o oo B IO Schedule O Farm SO0 o S0-ET) DI05

Tips for the 1024-A
. Read it, and the instructions carefully
. Part lllis the Narrative Description of Your Activities
. Must be on an attachment
. Use MS Word to create it
. Shop it around to your best writer
. Gather supporting documents
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dll dildUTInmene nuw your vineers, Uingeiuns, U Husiees daie seieuied.
I Narrative Description of Your Activities
Use an attachment to describe all of your past, present, and planned activities in a narrative (including the percentage of time and funds |_
spent on these activities). You may attach representative copies of newsletters, brochures, or similar documents for supporting details to
this narrative. Refer to the instructions for information that must be included in your description. Check this box to confirm that Jou
submitted a narrative attachment describing your activities.

For !aperwo# Reduction Act NOUCE, see Instrctons. Cat. No. 69155Y Form 1024-A (1-2018)

Tips forthe 1024-A

. Part IV is Officers, Directors, Trustees....
. Use business terms
. President/Commandant
. Sr Vice President/Sr Vice
. Treasurer/Paymaster
. These terms can be described in your Part lll narrative
. PartV is Your Specific Activities
. Just check the boxes as indicated
. Part VI is Financial Data
. Obtain from spreadsheets. Just fill in the blanks. There will be a lot
of zeros.
. Interpret the lines
. For example, Line 1: Gifts, grants, and contributions received TRANSLATES

TO passport fees, at will donations, and fines.
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Foem 1024-A (1-2018 Mame: Military Order of Devil Dogs Maryland Pack inc EIN: 26-151149% Page 3
mmmmummmmwmmm
method, if nacessary)

A. Statement of Revenues and Expenses

Type of revenss of expeoss Year: 2019 Yoar: 2018 Yoar: 2007
1 _Gifts, grants, and contributionsrecelved . . . . . . . . . 2194.00 333600 2652.00
2 Membershipfessreceived . . . . . . . . . . . . . . 106.00 38.00 249.00
3 Gross investmentincome . . . . . . . . . . . . . . o 0 (]
4 Net unrelated businessincome . . . . . . . . . . . . 0 0 L]
g Tmlwladh'ww = 0 0 [
6 Value amumm by a W ml
withoutcharge . . . . o 0 0
g rwmmmwwmoahms-nm
i : . 0 0 0
8 Totloﬂm-‘im-n? e . 2300.00 3374.00 2901.00
-] @wwm«wmmummﬁwmm
pUrposes . - . -] -] 0
10 Tolﬂofl‘mﬁand@ ol o 2 . a 2300.00 3374.00 2901.00
11 H-Ignorkmm:d.dc!ial puaa-m P, 0 o 0
12 Total Revenue
Combine ines 10and 11 . . . e g 2300.00 3374.00 2901.00
13 Fmew _ 0 0 0
14 mm m mdﬂrr-hrmm ou m
staterment) . 879.00 1883.00 1647.00
15 mmuwumﬂamw '!ﬂ 0 ) []
E 16 _Compensalion of officers, dreciors, and instees . . . B o o
17 Other salares and wages . . s = s+ = = = 0 o o
18 _Occupancy . [ [ 0
19 mmmmm uwh as pmwam m
(attach staterent) . . . . . . & 2 u w 365.00 965 .00 $51.00
20 Total
Add lines 13 through 19 . . 1244.00 2833.00 2298.00
B. Belence Shest (Tor your most recently completed tax year) Year End ___ 201%
Assets
1 Cash . « ¢ « &« o 4+ & R m e e - - . . 1 2201.00
2 Accounts recelvable, net . . . M . : & i 2 o
3 invenlores . . . . . . " - . . . . 3 0
4 Bonds and notes receivable (attach statement) . . - . 4 o
S Corporate stocks (attach statoment) . - - . » 5 0
6 Loans receivable (attach statement) - z o ] o
7  Other investments (attach statement) . % f 7 0
8 Depreciable and depletable assets (atiach statement) . % 8 0
-] LA . o o o a8 & 8 & ® W e e m o m e e e B w B - 9 o
10 Other assets (attachstatement) . . . . . .« « + « « & « +» = =« =« = - 10 o
11 Totalassets(addlines 1through10) . . . . . . . . . « « « « « & M KT 2201.00
Liabilities.
12 Accounts payable . O - . - m 12 o
1”2 Contritrationss, gilts, ;ﬂml.u. -l.u.. peryalie . . w a 193 o
14 Wmmmmw A e A * tn 3 Pt 14 o
15  Other lizbiitles (attach statement) . > o e s W P e - « " 15 0
16 Tol.im(nddlruﬂm-ghﬁ} TR woe owow W » 5 18 [}
mm«ma—u
17 Total fund balances or nel assets . | < O I~ 17 2201.00
18 Tﬂm“mmwﬂmﬁh1!“1n. S U W 18 2201.00

1024-A Attachment

. Numerous sections will require a written response. Do so in the form of an
attachment to the 1024-A.

. Identify the section and restate the question

. Answer the questions as directly and simply as you can.
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Form 1024-A

Attachment
Military Order of Devil Dogs Maryland Pack, Inc 26-1511499
(MODD Maryland Pack)
2472 Shadywood Circle

Crofton, MD 21114-1158

Part Il, Line 5 (Organizational Structure)

The organization’s by-laws are currently being written. Officers are elected during a scheduled business
meeting at our annual state convention, Nominees for officer positions are brought forth by any
member of the body. Elected members become the board of trustees. The elected positions are:
* Pack Leader - President
e  SrVice Pack Leader - Vice President
* JrVice Pack Leader - Vice President
* Judge Advocate
The newly elected Pack Leader/President will then appoint the following positions:
* Dog Robber - Secretary/Treasurer
e Police Dog - Sergeant-at Arms
The organization’s outgoing President will serve as a Trustee on the board of trustees.

Part Il (Narrative Description of Your Activities)

The Military Order of the Devil Dogs (MODD) is a national organization. It was organized as the “Fun and
Honor Society” of the Marine Corps League (MCL) in 1939, Membership in the MODD is made up
exclusively of members in good standing of the MCL and is by invitation only. About 10% of the MCL are
also members of the MODD. The national level of the organization is referred to as “the Kennel.” The
basic mission of the MODD is to support the activities of the MCL.

The Kennel is divided into individual "Packs” at the state level.

The Maryland Pack is further divided into six bocal organizations called “Pounds.” Every member of a
Pound is also a member of the Maryland Pack.

The members participate in a variety of community activities. These range from participating In Toys For
Tots, local parades and festivals, visitation programs at nursing homes, organizing charity events, etc.

The Pack will raise funds to support a variety of causes that benefit handicapped or underprivileged
children and veterans in need.

Pagelof3
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Military Order of Devil Dogs Maryland Pack, Inc 26-1511499
(MODD Maryland Pack)

{Part Il Continued)

These activities further our exempt purposes by exposing and educating the public to the customs,
history, and traditions of the US Marine Corps. Further, being in the public eye allows the Pack to
interact with other veterans and to educate them to various veteran programs and benefits to which
they may be entitled.

The Maryland Pack meets four times a year in conjunction with the regular MCL quarterly meetings. The
Maryland Pack will do its only fundraising at these meetings. The meetings are held at rotating locations
throughout the state and are chaired by the Pack Leader/President.

The primary method of fundraising is by asking for a voluntary donation or “passport fee™ to enter the
Pack meeting. Additional free will donations are also accepted. Monies collected are forwarded to the
Eennel and pooled with other Packs. The total sum collected is then disbursed as a donation to the
children’s hospital in the city that hosts the MCL annual national convention.

It is not possible to determine how much time an individual member allocates to each activity.

Part IV (Officers... con’t)

Evelyn Remines

Smart Dog/Judge Advocate
85 New Bridge Rd

Bel Air, MD 21911

Ban Walls

Dog Robber/Treasurer
419 North Carolina Awve
Pasadena, MD 21122

Paul Gunther

Police Dog/Sergeant-at-Arms
12876 Sage Terrace
Germantowmn, MD 20874

Stuart Blair

Jr Past Pack Leader/Trustee
17 Havenfield Dr

Parkville, MD 21234

Page 2o0f 3

Page 25 of 46



Submission

Miilitary Order of Devil Dogs Maryland Pack, Inc 26-1511499

(MODD Maryland Pack)

Part V, Line 4

Yes: The MODD is a subsidiary organization of the MCL. (Group Exemption Number 0955) The Maryland
Pack receives no financial support from the MCL. The Maryland Pack does not have a permanent fixed
location. It does not share any facility. At present, there is one shared officer between the Maryland
Pack and the MCL. Craig Reeling serves as Sr Vice Pack Leader/ Sr Vice President in the Pack and as
Adjutant/Secretary at the MCL-Department of Maryland. This is neither required nor forbidden under
MCL by-laws. The two organizations are independent of each other.

Part V, Line S
The Maryland Pack has approximately 150 members. The only requirement for membership is that the
member be in good standing with the Marine Corps League for one year prior to his initiation into the

Pack. There is one class of membership with each member granted one vote and equal privileges.

Part VI, Line 14 & 19

14 Contributions, gifts, grants.. Paid out
2019

2018 2017

Children's Fund S 779.00 | Children's Fund S 1688 00 | Children's Fumnd $1.297.00
| Longo Charity Towmamant $ 100.00 | Fishar Howse 15 20000 |Fsher House S 150.00
Gold Star Families $ 20000

Totols | $579.00 5 1.885.00 $1.647.00

19 AnyE Mot Otherwise Classified
Convention book sds $275.00 | Convention book ads | §  375.00 | Cormention book ads | 5 375.00
Training supplies S 30,00 | Shirts $ 510.00 Jincorporation fee $ _170.00
Plague — § 60.00 | Plagque S 60.00 |Frames and plague 5 _106.00
Totols | $ 365.00 S 945.00 S 651.00
Page 3 0f 3

The application and payment go to separate IRS addresses. They will vary by region. Read
the instructions carefully.
After submitting, three outcomes are possible

1.
2.
3.

Approval
Denial
Request for additional information

MUST be completed in the timeframe given or you forfeit the application fee and must start

over.

They want to know the cause and reasons you became delinquent and what your
plan is to correct and prevent a future occurrence. Be humble. They want to help.

Final Step

Onceyoureceive yourreinstatementletter, contact MCL COO

The COO will contact the IRS to ensure you are under the 0955 Group Exemption

Congratulations! You’re done.
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. Audit Detachments for Paid Life Membership ensuring both the Commandant and
Paymaster have signed and dated. Follow up with Deceased members have a Notice of
Death and Member Transmittal have been forwarded to NMCL.

Audit Detachments for lllinois Attorney General Charitable Trust Bureau ILAG 990 for
any active public fundraising.

Contracting Authority. National Bylaw Section 865. No department officer, committee
chairman, or other member of any department shall enter into or sign any contract or
agreement for the purpose of binding the department without first submitting such
contract or agreement to the department board of trustees. All documents shall be
forwarded to the entire department board of trustees for approval, amendments, or
rejections.

Section 5
New Detachments

Introduction to Starting a Detachment.

A detachment has its beginning before it is chartered. Before the detachment can be charter, finding

members who are interested in promoting the purposes of the Marine Corps League and organizing

the members to become a viable organization must be started. Once chartered, the real work for the
officers and members begins. The goal of every detachment is to grow, expand programs, enlist the

participation of all members, remain a dynamic and meaningful organization and enjoy the fellowship
of Marines, eligible FMF Sailors.

The primary factor in attaining this goal is leadership. Along with leadership are initiative,
commitment, perseverance, teamwork, and competence. The members of the organization will
probably not have all the experience and knowledge necessary to readily and immediately tackle all
the issues at hand. That's where initiative, commitment, perseverance, and teamwork are important.
With those traits, officers and members can learn and experience what they are going to need to
know to succeed. Knowledge and experience to attain competence will not happen immediately.
Training, information, and assistance from other detachments and/or the department can help fill the
void.

WHAT DOES IT TAKE TO FORM A DETACHMENT? Normally, one or more Marines must take the
lead in contacting potential eligible members and scheduling a meeting to discuss the interest and the
feasibility of forming a new detachment. If one or more of these individuals has had prior experience
in the League, they would be better qualified to relate the hardships, rewards, and advantages of
starting up a new detachment. Even with prior League experience, many steps must be taken that
they may never have been involved in. Therefore, the purposes for instructions furnished are to
identify the steps and simplify the task of obtaining a Detachment Charter.

Caution: Starting, reviving, or maintaining an effective, energetic, and engaged detachment is not
effortless or uncomplicated. To be successful, in addition to all the other descriptive words that have been
used, it still requires enthusiasm and dedication. This is a continuing challenge, and will require tenacity,
discipline and energy to achieve.

3. General Information on Starting a New Detachment.

The Marine Corps League National Headquarters (HQ) is always ready and willing to render
assistance in the formation of a Marine Corps League Detachment. They are available to answer
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(1)

()

®)

(4)

®)

(6)

(7)

questions at any time and provide contact information for the Department (State) Commandant where
the Detachment is to be chartered.

Marine Corps League — National Headquarters
P.O. Box 1990, Stafford, VA 22555-1990
Phone: (703) 207-9588

Email: info@mcleague.org

MCL Starter Kit. Interested personnel should start by contacting the Department Commandant or
Division National Vice Commandant, requesting a Marine Corps League STARTER KIT. The Starter
Kit will furnish MCL information, and the necessary blank forms required forms chartering a new
Detachment. Several important items that are included in the kit are:

* Application for Charter.

* Membership Dues Transmittal.

» Request for Transfer.

* Instructions for Forming a new Detachment.

* History of the Marine Corps League.

» Suggestions and sample formats for media letters & press releases.
* Membership applications.

* Other start up information.

Instruction for Charter Application Process.

A standard charter application shall be signed by no less than twenty (20) eligible applicants who are
requesting regular membership in the MCL. To be eligible, a Marine must have served a minimum of
ninety (90) days of HONORABLE service in the U. S. Marine Corps or in the U. S. Navy as qualified
FMF Sailors assigned to a Marine Unit. A certificate of service or DD 214 will serve as proof of
eligibility.

Before signing the Charter Application, applicants must pay their annual dues as determined by the
persons forming the Detachment. If a prospective member desires to become a LIFE Member, the
initial ANNUAL dues must be paid first. Once this is accomplished, the member may then become a
LIFE member by payment of the dues required for such membership (according to their age). The
dues transmittal form must indicate a request for Regular membership on one line and a request for
Life membership on the next line.

If a member of an existing Detachment wishes to transfer to the new Detachment, they must first
sign a Request for Transfer form and obtain the approval of transfer from their existing Detachment.

The Charter Application shall be accompanied by a Dues Transmittal Form, which is to include two
(2) separate checks, one for National dues and one for Department dues for all applicants who have
signed the Charter Application. Make sure you list the names on the Transmittal Form in the same
order as they are on the Charter Application Form. The Dues Transmittal Form shall be signed by the
person forming the new Detachment.

The Charter Application and Dues Transmittal Forms are then mailed to the Department Paymaster,
who checks the Dues Transmittal against the Charter Application to verify the dues of all applicants
have been paid. The Paymaster shall take the Department dues check from the packet and forward
the Application packet to the Department Paymaster.

After the Department Commandant approves the Charter Application, it shall be signed and
forwarded to the Division National Vice Commandant for approval and signature.

When the Application has been signed by the Division National Vice Commandant, it will be
forwarded to the National Executive Director for approval. Upon approval, it shall be forwarded to the
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National Commandant for approval. Upon approval by the National Commandant, it shall be
forwarded to the Membership Supervisor at National Headquarters (along with the National HQ dues
check). The Charter is typed and signed by the National Commandant.

(8) The approved and signed Charter is then returned to the Divisional National Vice Commandant, who

signs the Charter and forwards the Charter to the Department Commandant for signature and to
arrange formal presentation of the Charter to the new Detachment.

d. Getting Started. The first step in starting a new Detachment should be a call to the Department

Commandant, and/or any other Department Officer. The Department Officers can provide information
and assistance in taking the initial steps to a Detachment organization. In addition, they can contact
other Detachments who are geographically close by to assist during the organizational process. The
Department can assist in evaluating if a new Detachment can be created in a geographical area. The
Department can provide support with materials, presence at organizational meetings, and ideas for
reaching the local Marine community.

e. Detachment Location.

(1)

(2)

@)

(4)
(a)

(b)

When a Charter is sought for a Detachment which is to be located within the same State and 25
straight miles from another Detachments original charter location, the written consent of the existing
Detachment shall accompany the application. Should such existing Detachment disregard a request
for consent, or refuse consent, the Department Commandant, employing discretion, may approve and
recommend the granting of such charter. In the event the Department Commandant fails to act or
refuses approval of the proposed new Detachment, an appeal may be made to the National Board of
Trustees for its consideration and action. The action of the National Board of Trustees shall be
conclusive.

An ongoing phase when organizing a new Detachment, and throughout the life cycle of a Detachment
interested in increasing their membership is "getting the word out" to Marines, and FMF Sailors in the
geographic area. This will continue to be one of the constant challenges to Detachment leadership. It
begins with contacting potential eligible members that may be known personally in the local area.
Three or four interested eligible members constitute a quorum for discussing ideas on making
contacts and other ideas on how to organize.

Organizational plans should be kept basically simple:

* Where and how to advertise.
* Where and when to have a membership meeting.
» Who will do what in starting to initiate Charter requirements.

Recommended ideas in getting the word out are:

Placing posters on bulletin boards at supermarkets, restaurants & bars, at other veteran
organizations, firearms ranges/shops, police stations, or any other location that will be seen in high
traffic areas.

Contact the Marine Recruiting office, a Marine Base, or a Marine Reserve unit nearest the proposed
Detachment locale. Solicit active and reserve Marines to participate. Ask for leads of former Marines
who have visited their offices, base or unit. Leave information and a name of a contact person. Seek
permission to set up a manned table in a mall, or high traffic area, to advertise for eligible members
and to have information available about the League, blank application forms, and/or a blank form to
collect phone numbers of potential members. Information should be sent to local newspapers and
other papers that are distributed regularly. An article for a local paper or notice to the community
calendar section of the paper will let the community know about the League (normally, at no cost).
Brief commercial spots on radio and cable TV may be made FREE of charge to non-profit
organizations.
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(c) Contact the local media stations for information. Presentations at local veteran and service
organizations, letting their members know there is an organization of Marines for Marines. This will
alert potential members as well as the community to the existence of a Marine Corps League forming
in their area.

(d) Letters to Chambers of Commerce, local pollical offices, veteran organizations and clubs, and other
community service organizations can provide other contacts. Periodic participation at swap meets/flea
markets, either having a paid space or a sharing arrangement with a sales booth, to fly the American
and/or a USMC Flag. Be prepared to provide brochures, MCL information, MCL applications forms,
and MCL materials. Direct advertisements in newspapers, local magazines, USMC and other military
publications, and AD mailers can attract attention, although there may be a cost associated with this
approach. A flyer (with MCL application forms) that can be placed under the windshield wiper of
vehicles bearing a Marine decal or bumper sticker, with a brief description about the League and a
person to contact (with a phone number or e-mail #). Check out the parking lots at local sporting
events, malls, and movie theaters. Notification for a meeting, with a press release to newspaper and
media, may result in press coverage and interviews.

(e) Getting the word out initially means working with a limited budget as well as limited manpower.
Posters, merchandise, entry fees to an event, and advertisements can be expensive. The more ways
that the "word" can be distributed, the better the odds of reaching more eligible members. The best
way to recruit is by "word of mouth," peculiarly when the person recruiting is already a member of the
forming Detachment.

f. Selecting a Detachment Name. A new Detachment cannot be named in honor of a living person. No
Detachment shall select a name being used by any other Detachment in the League. It is suggested the
group consider submitting a first choice and a second choice for name selection prior to contacting the
Department Commandant. If the Detachment is to be named in honor of a deceased Marine, they MUST
receive written permission from the family to use the name.

dg. Membership Dues.

(1) The National Budget Committee annually recommends the dues fees for approval by the Marine
Corps League Convention Delegates assembled. Currently, the MCL Dues are:

National Dues: Annual dues - $20.00

New members one-time initiation fee - $5.00
Department Dues: as set by the Departments - $8.00
Detachment Dues: as set by the Detachments.

(2) The membership votes on and approves the amount of dues for the Detachment. It is recommended
the detachment bylaws explain how much the Detachment dues are and as to how the fee can be
changed.

(3) MCL members will be considered delinquent if their annual dues are not received at National HQ by
their due date and will be carried for only one (1) year in a delinquent status before being dropped
from the MCL membership roll.

h. Basic Information.
(1) MCL Bylaws specify a minimum of 20 eligible members are required for membership to form a new
Detachment. If current members of the Marine Corps League are charter members, the Transfer Form

must be included with the transmittal and charter application. The Detachment can request a waiver to
start with 16 if there is potential to reach 20 within a year.
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(2) MCL Bylaws (2 copies) will be mailed with each approved Charter. The Commandant & the Judge
Advocate usually are issued the two free copies. They should be identified as Detachment Property
and turned over to new incoming Officers.

(3) The Detachment Charter (or a copy), the National Colors and a Bible are to be displayed at all
business meetings.

(4) Each Detachment may adopt local Bylaws, which must not conflict with National Bylaws and shall be
subject to approval by Department and National Judge Advocates.

(5) Detachment members select officers, both elected and appointed, as they desire. They MUST elect a
Commandant, a Senior Vice Commandant, a Junior Vice Commandant and a Judge Advocate.
Members either elect or appoint a Chaplain, Adjutant, Paymaster (or Adjutant/Paymaster), Sgt-at-
Arms, and such other officers as they deem necessary.

(6) Each Detachment MUST become incorporated as outlined in the National Bylaws and Administrative
Procedures. A copy of Incorporation papers must be filed with Department and National HQ.

(7) Detachment may fix the minimum number of members required to be present for the transaction of
official business (This shall be stated in their Detachment Bylaws). Each Detachment must obtain an
EIN (Employer Identification Number) forwarding the number to National Headquarters. They must
also become a 501c4 organization and listed under IRS Parent Group 955. Every Detachment must
file an annual 990 with the IRS. Any Detachment not filing the required 990 is subject to revocation of
their charitable status per IRS regulations. Each Detachment may fix the number of meetings to be
held annually in their bylaws. Example: monthly, quarterly, etc. Itis recommended the Detachment
set a specific time and date monthly.

(8) The MCL does have uniform regulations, but uniforms are not required. The Marine Corps League
uniform is the “red cover” (hat), with the Marine Corps enlisted emblem. Additional uniforms are
defined in Enclosure 3 of the National Administrative Procedures.

i. Detachment Meetings.

(1) There is an adage that "You only get one opportunity to make a good FIRST impression." That not
only applies to the organizational meeting, but EVERY Detachment meeting where guests and/or
potential members are present for the first time. If the image projected at the meeting is one of
enthusiasm, congeniality, and professionalism, the odds become greater in attracting and keeping
members. Contact the Department Commandant for assistance and guidance as the members work
through forming the detachment. Organizational meetings are important and should be scheduled
frequently to conclude the initial organizing steps as quickly as possible. Here are some ideas for
accomplishing the ultimate goal of attracting members and planning for an effective Detachment.

(2) Carefully plan the meeting to address the issues that are required to charter a Detachment. This
requires the focus on:

» Mission of the League, and how they apply to the Detachment.

* Objectives, programs and interests that the Detachment may pursue.

* Prepare a printed agenda of topics to be discussed (this is a good idea for all meetings; it helps to
keep focus on topics and business at hand).

« Exercise leadership, maintain control of the meeting and stick with the meeting agenda.

« List the goals of the meeting.

* Description of the League and requirements to start up a Detachment.

* Discussion of ideas for recruiting potential members.

« Establish plans for recruiting new members.

« Summary and conclusion of the meeting.
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« Set a date, time and location for the next meeting. During the formation phase, it's a good idea to
try to meet weekly, or no less than every two weeks until the Detachment is organized.

* Adjournment

* Plan a little time to socialize after the meeting to build interest, esprit de corps and camaraderie.

* Select a suitable site for holding the next meeting - - it can be in a home, or a restaurant, or other
suitable space to accommodate the expected number of potential members.

* Be sure to provide a congenial atmosphere by making sure every attendee is introduced and asked
for their ideas, suggestions and comments.

* Be sure to have a sign-in sheet, to record names, addresses, phone numbers, e-mail addresses and
list the special interests of those in attendance.

+ Designate one individual to take notes of the meetings.

« Establish an application fee or dues for joining the Detachment. The fee should cover the current
National dues, Department dues and a fee for the Detachment. Currently, National HQ receives
$25.00 for new members and $20.00 for renewal members. The Department Commandant should be
able to provide the information concerning Department dues.

(3) At this meeting obtain commitments from those attending to join the detachment and help it grow.

(4) Encouraging them to become Charter Members is a great incentive to join the detachment.

(5) Collect dues money and applications from potential members always giving a receipt for funds
received.

(6) Be sure to check their eligibility to join the Marine Corps League by reviewing their discharge papers,
latest DD 214 or Active Duty or Requirement ID cards (Not VA ID Cards).

(7) Give out assignments to "Get the word out" to assist with recruiting members. These tasks can
include but are not limited to; writing letters, printing flyers or other materials, contacting media,
contacting the other veterans groups and other tasks deemed necessary to get the Detachment started.
Ensure these assignments match the member’s interests and skill set.

Section 6
. Established Detachments/Department.

a. National Bylaw Section 945. Suspension and Revocation of Charter

(1) Basis. The charter of a detachment may be suspended or revoked for:
(a) The persistent failure to forward promptly funds due to the national body;
(b) Violation of federal, state, or municipal laws or ordinances; or

(c) Failure to obtain an EIN from the IRS within six (6) months of chartering and maintain an
active status under IRS Code 501(c)(4).

(d) Failure to incorporate within one (1) year of chartering.

(2) National Bylaw Section 950. Voluntary Surrender of Charter. The charter of a detachment
may be voluntarily surrendered for such reasons as may be determined by the detachment.
Upon a determination that it is no longer practical to maintain the detachment, the
detachment board of trustees shall immediately notify its jurisdictional department, or if a
jurisdictional department is nonexistent, the Division National Vice Commandant in writing of
its intent to dissolve and surrender its charter. The NATIONAL ADMINISTRATIVE
PROCEDURES will govern the process.
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Section 7
Completing the Transmittal

MARINE CORPS LEAGUE MEMBERSHIP DUES TRANSMITTAL CODES

N(NEW): New Member Paying Full Dues Between the July 1st and the last day of February

NAM (NEW ASSOCIATE): New Associate Member Paying Full Dues Between the July 1st and the last day of
February

R(RENEWAL): Renewal of a Regular member
RAM (RENEWAL ASSOCIATE): Renewal of an Associate Member
RDM (RENEWAL DUAL MEMBER): Renewal of a Dual Member

NDM (NEW DUAL MEMBER): New Dual Member Paying Full Dues Between the July 1st and the last day of
February

N*(NEW MARCH 1°"-JUNE 30™): New Member Paying Reduced Dues B een the March Jst and the June
30th.

NAM*(NEW MARCH 15"-JUNE 30™): New Associate Member P, e®uced Dues&@n the March 1st
and June 30th.

NDM*(NEW MARCH 15T-JUNE 30™): New Dual Memb P@educed %&et e

nth h%st and
June 30th. *

L: Life Member % * ‘ > q\,
T: Transfer proper form filled out and signed t accon@e trans it@&
COAN: Change of address fill in neg Q’ ress. K &
COAO: Change of address fil@ before ch% \
R/I1: Reinstatement of a v Must ha @expired east one year.
DEL: Delete This c b&done with @s who K d the two years drop point or with
accompanyin ter s@ating to n@ embers % d by the member. This letter must be
signed by the ivi Co anda nd National Commandant.
NOD: Notice of Death enteredNgn-a transm@vmplete all boxes including Date of Death. A copy of
the Notice of Death fo ust be attaﬂ e, IF using NOD code fill in DATE BIRTH / DEATH actual
date of death. This change g ess the Chaplains presently use. It is meant to supplement.

CON: Change @ O

CARDG: Replacement of a G ber Card. $20.00 per

CARDP: Replacement of the Plastic Membership Card. $10.00 per
* *:If you have no updates to a members contact information(Address/Phone/Email) You can
check this box and leave those boxes empty.

PROFILE ID = Unique number / identifier assigned to a specific MCL Member in the membership

database
Can be found on you Detachment copy of roster sent to you by the Department Paymaster.
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MARINE CORPS LEAGUE
MEMBERSHIP NUES TRANSMITTAL & CHANGE NOTIFICATION FORM

FROM:DETACHMENT: 1

- ILLINOIS

DETACHMENT #

TO:

VIA: Department Paymaster
1. PLEASETYPE OR PRINT NEATLY AND LEGIBLY.
2.

Department

National Adjutant/ Paymaster, P.O. Box 1990, Stafford VA 22555-1990
PLEASE READ CAREFULLY

Enclose separate dues payment checks; one (1) payable to National HQ, MCL, Inc. and one (1) payable to your

Date:

Transmittal #

2
3

(Start new sequence on July 1 each fiscal year)

NATIONAL DUES ONLY Check #
R __Renewal $20.00 $ 0.00
N __ New Member $25.00 0.00
RAM _ Renewal Associate $20.00 0.00
NAM __New Associate $25.00 0.00
RDM __Renewal Dual $20.00 ___©.oo
NDM __New Dual $25.00 000
N*  _ March 1st-June 30th $15.00 0.00
NAM* __ March 1st-June 30th $15.00 0.00
NDM* __ March 1st-June 30th $15.00 000
Life Member by age:
Lt __ 35 and under $1000 ———@
L. 36 to 50 $800 —“ﬂ
s __51to 64 $600 e
L __65to 845400 0.00
1L __85 and over $100 0.00
National Dues ¢ 0.00

Department Dues

Check #

Total $

e
DETACHMENT PATMAS LR NAMESIGNAT URE

3. Include Date of Birth for all NEW applicants (mandatory for PLMs).
4. STAPLE ORIGINAL-SIGNED APPLICATION FORMS TO TOP COPY (applications cannot be accepted without attached
application forms).
5.  You may use a supplemental spreadsheet if you have more than six members renewing at one time. Please include all
information needed from this form.
MEMBER # CODE(S) HQ USE ONLY LAST NAME (JA etc). FIRST M B of Years Paying|
PLM ¥ im| STREET ADDRESS (or PO BOX #) CITY ST ZIP + 4 Prior Expiration
PROFILE ID # E-MAIL ADDRESS TELEPHONE NUMBER DATE BIRTH } DEATH
MEMBER # CODE(S) HG USE ONLY LAST NAME (JR,etc). FIRST Mi i of Years Paying
PLM # g 17 STAEET ADDRESS {or PO BOX #) cITY ST ZIP +4 Prior Expiration
PROFILE ID# E-MAIL ADDRESS TELEPHONE NUMBER DATE BIRTH / DEATH
MEMBER # CODE(S) HQ USE ONLY LAST NAME (JR.etc). FIRST o €ars paying
PLM # | STREET ADDRESS (or PO BOX #) CITY ST AP+ 4 Prior Expiration
PROFILE ID # E-MAIL ADDRESS TELEPHOME NUMBER DATE BIRTH / DEATH
MEMBER # CODE(S) HQ USE ONLY LAST NAME (JA.etc). FIRST i H of Years Paying|
PLM # | STREET ADDRESS (or PO BOX #) CiTY a7 ZIP + 4 Prior Expiration
PROFILE ID # E-MAIL ADDRESS TELEPHONE NUMBER DATE BIRTH / DEATH
MEMBER # CODE(S) HQ USE ONLY LAST NAME (JR eic) FIRST Ml # of Years Paying|
PME O STREET ADDRESS {or PO BOX #} E cITY ST ZIP+ 4 Prior Expiration
PROFILE ID# E-MAIL ADDRESS TELEPHONE NUMBER DATE BIRTH / DEATH
MEMBER # CODE(S) HQ USE ONLY LAST NAME {JR elc} FIRST i # of Years Paying]
PLM # [T+ STREET AUDRESS (or PO BOX #) B ST ZIF: 4 Prior Expiration
PROFILE 1D # E-MAIL ADDRESS TELEPHONE NUMBER DATE BIRTH / DEATH

TRANSMITTAL RETURN EMAIL

Date:__

Received at National HQ
(Date/Time Stamp)

Received at Department

ADDRESS

ciTY sT

ZiP+4

DEPARTMENT PAYMASTERS NAME

MIKE RUFFNER

EMAIL

MCLDEPTILPAYMASTEREOUTLOOK GOM

—
PHONE NUMBER

847-370-4107

T= Transfer
R/I=Reinstate Use R section

of dues summary

FILL OUT ALL FIELDS AND SEND TO DEPARTMENT PAYMASTER w/ FEES
DEPARTMENT PAYMASTER FORWARD TO HEADQUARTERS

*For members who join between March 1st and June 30th of each year.

Shaded area are for National HQ use only.

© 2023 Marine Corps League, Inc.

.
For Official Marine Corps Laague use only.
All other use is prohibited.
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Top section of the Transmittal will be shown to you as Numbers will be on the section of the Transmittal to
correspond with the number explaining what to do and how to do it. An electronic copy of the Transmittal
Form which you can type into is located on the National Website. Download to your personal computer
for your use each time you need a transmittal form to ensure you are using the most current form.
When complete save to your computer.

www.mclnational.com or www.mcleaguelibrary.org

1. “FROM: Detachment’ Place the name of the Detachment, Detachment Profile # and State.
2. “Detachment # ” Place the number of your Detachment.

3. “Date ?

Place the date which you have completed the transmittal. NOTE: It is best to match the Date on the
Transmittal with the Date on the Checks you write. And date you mail it to your Department.

4. On the line after where it states “Transmittal # example 1025-19-001-002 ”

Detachment # (4 digits) - Fiscal Year (2 digits) — Transmittal # (3 digits) — Pages in Transmittal Batch
(3 digits)

DEPARTMENT OF ILLINOIS is paperless for Transmittals and payment online!

This link should make submitting PDF files of Transmittals, Notice of Death And Member
Applications easier and avoid paying postage. Working on getting this added to our
website.

Marine Corps League - Dept of IL (etransfer.com)

1. FIRST SECTION DETACHMENT INFORMATION

2. Section 2-5is Dues Summary, they are a combine Department and National Dues
wrapped into one. When | forward your transmittal, | will forward National’s share
of the dues owed.

3. Section6is for replacement cards.

4. The last section is where you will upload your PDF files of Transmittals, Notice of

Death And Member Applications
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Detachment Information

Detachment Name & Number®

Detachment Paymaster First Name *
Detachment Paymaster Last Name *
Detachment Phone (including area code) *
Detachment Email *

Verify Detachment Email *

Dues Summary

Total New Reqular - $§33.00 per
Total New Associate Member $33.00 per
Total New Dual Member - $33.00 per

Total Renewal Regular Member - $28.00 per
Total Renewal Associate Member - $28.00 per
Total Renewal Dual Member - $28 .00 per
Total Reinstate-Member $28.00 per

Total New Regular Member (March 1st - June 30th)-

L
$19.00 per
Total New Associate Member (March 1st- June 30th)
-$19.00 per
Total New Dual Member (March 1st- June 30th) -
$19.00 per
Life Membership - 35 years and under - $1000.00
—
Life Membership - 36 - 50 years - $800.00 per
Life Membership - 51 - 64 years - $600.00 per
Life Membership - 65 - 84 years - $400.00 per
Life Membership - 85+ years - $100.00 per
Total Gold Card Reprints{Only for LIFE Members)-
$20.00 per
Total Plastic Card Reprints - $10.00 per

File Upload Instructions:
Please upload the Transmittal Form

Upload File: No file chosen
(Acceptable upload file types are .doc, .docx, .pdf or common image types)
(This file upload is a required field)

File Upload Instructions:
Please upload Application Forms for New and Reinstating Members, Transfers Forms, and Motice of Death
Forms

Upload File: | Choose File | No file chosen

(Acceptable upload file types are .doc, .docx, .pdf or common image types)
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ALERT!!! ONCE YOU CLICK “CONTINUE REGISTRATION” YOU WILL NOT BE ABLE TO GO
BACK TO CORRECT ERRORS!!!! THE SYSTEM WILL ONLY ALLOW DEPARTMENT
PAYMASTER TO MAKE THE CORRECTION.

When you go to the Next Screen, it will show breakdown of money owed.

At the bottom of Screen it gives a choice to go ahead and pay to complete or start another
transaction.

IF YOU DO ANOTHER TRANSACTION, THE DUES SUMMARY WILL NOT
RESET. SO MAKE SURE SELECTIONS ARE RESET FOR THE NEW
TRANSACTION.

Payment gives you a choice Debit/Credit or ACH
If you pay by ACH whether it is 1 or multiple transactions the banking fee is $.25.

Paying with Debit or Credit, the fee is a percentage of total transaction.

Pass the Word the Website has a Donation Page that is
live!

Each transmittal should have its checks (i.e. Combined for National HQ’s and the Dept of lllinois). This
allows the Department to provide online submittal to NMCL.

5. It is always necessary to place in the box that is titled “MEMBER #”, the current membership number
of the member. Each member has a number that has been issued by National Headquarters. All Assoc.
Members begin with the letter “X” (i.e.X123456)

6. In the box that is titled “CODE(S)” “COAO” if the member has a Change of Address. “COAN” will
require 2 lines on the form, one for the old address (list 1st) and one for the new address (list 2nd,
underneath the old address).

Fill all Fields of Codes as of 02/13/2019

N: New Member Paying Full Dues Between the July 1st and the last day of February.

NAM: New Assoc. Member Paying Full Dues Between the July 1st and the last day of February.
NEW MEMBERS - SUBMIT SIGNED MCL APPLICATION w/ TRANSMITTAL.

R: Renewal of a Regular member.

RAM: Renewal of an Associate Member.

NDM: New Dual Member Paying Full Dues Between the July 1st and the last day of February.
N*: New Member Paying Reduced Dues Between the March 1st and the June 30th.

NAM*: New Associate Member Paying Reduced Dues Between the March 1st and June 30th.
NDM*: New Dual Member Paying Reduced Dues Between the March 1st and June 30th.
IMPORTANT: IF USING ABOVE CODES FILL IN # of Years Paying box

R/I: Reinstatement of a member. Must have been expired by at least one year.
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HAD: Honorary Active Duty Member

H: Honorary Member

COAO: Change of address fill in address before change. (Required 2 lines COAO & COAN)

COAN: Change of address fill in new address. (Required 2 lines COAO & COAN)

CON: Change of name.

T: Transfer, the proper MCL form filled out and signed must accompany the transmittal.

DEL: Delete This can only be done with members who are passed the two-year drop

point or with accompanying letter stating to terminate membership signed by the member.
NOD: Enter Date of Death, in Address Line enter actual Date of Death. Note Chaplain still
fills out and submits MCL Notice of Death report separately.

7. HQ USE ONLY Do not write in this box, it is reserved for National HQ use only. NOTE:
When you receive your copy back from National HQ after it has been inputted into their
computer, it will have the expiration date of the member in this location.

8. In the box that is titled “LAST NAME (JR, etc.) FIRST MI” place the members Last
Name under the “LAST NAME (JR, etc.) section, the members First Name under the word
‘FIRST” and the members Middle Initial under the “MI” section. Name should match
membership name, no alias or nicknames.

9. In the shaded box that is titled “PLM #” is reserved for National HQ use only. Do not put
anything in this box. If a person becomes a Paid Life Member (PLM), this is where National
HQ will place his/her life membership number.

10. In the box titled “STREET ADDRESS (or PO BOX #)” place the member’s residence of
their official mailing address. Include the Apartment # here.

11. In the box titled “CITY” place the member’s city or town name.
12. In the box titled “ST” place the member’s two letter State Code (NE).

13. In the box titled “ZIP + 4” place the member’s five-digit zip code PLUS the four digits for
his/her location within the zip code area. The Zip+4 can be obtained on the official Post
Office website www.usps.com, just click on “Look up a ZIP Code” (If applicable, if not
please use fill in the +4 with 0000 i.e. 68025-0000).

14. In the box titled “TELEPHONE NUMBER” place the member’s primary phone number.

15. In the box titled “E-MAIL ADDRESS” place the members email address (if the member
has one).

16. In the box titled “DATE OF BIRTH” place the members Date of Birth. This is only
required for New Members and Life Members. The Life Members age is the determining
factor to what dollar amount the Life Member is required to pay.

IMPORTANT DOUBLE CHECK MEMBER # & PLM # ARE CORRECT

17. In the section titled “Check #”, place the number of the check that you wrote to National
HQ. Send only ONE (1) check to National per Transmittal payable to “National HQ, MCL,
Inc”.
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18. In the sections next to each “Code” there is a line. Place the number of members, one
for each completed line on the transmittal. (i.e. EXAMPLE 2, 1 Renewal, 2 New members, 1
Life 51 to 64).

19. In the sections under the $ column, enter the dollar amount by multiplying the number

of members for each letter by the amount after the explanation of the letter. (i.e EXAMPLE

2, 2 New Members (N) x 25.00 = 50.00, 1 Renewal (R) x 20.00, 1 Life 51 to 64 = $300.00)

NOTE: If you are using the Official Transmittal located in the National Website’s Library the
PDF Form automatically do the math for you, just type in how many of each.

20. In the section titled “National Dues” place the totals from section 19. This is Total
National Dues that should be submitted on your check to National (line 17). NOTE: If you
are using the Official Transmittal located in the National Website’s Library it will
automatically do the math for you.

21. In the section titled Department Dues “Check #” place the number of the check that
was written to the Department of lllinois. Payable to: Department of lllinois — MCL

In the section titled Department Dues “Total $ ”, place the amount of the check
written to the Department of lllinois. Department Dues are $8.00 per new or renewing
member NOTE: Life Members do not pay the $8.00 to the Department, nor any additional
Detachment dues.

The Department Paymaster will place the date he/she receives and processes the
Transmittal.

National HQ will place a date here when they receive and process the Transmittal.

22. In the last section titled “SIGNED DETACHMENT ADJUTANT/PAYMASTER?” place
the signature of the Paymaster or the Adjutant / Paymaster.

In the section titled “PRINTED NAME?” print clearly the name of the Paymaster or Adjutant /
Paymaster = to current person on ROI.

In the section titled “ADDRESS” place the street address or PO Box # of the Paymaster or
Adjutant / Paymaster = to current person on ROI

In the section titled “CITY ST ZIP + 4” place the city or town, State and Zip+4 of the
Paymaster or Adjutant / Paymaster = to current person on ROI.

In the Section titled “Department Paymaster Name” please enter Department
Paymaster's Name, eMail and Phone Number. It will fit inside the little provided box digitally
when creating the transmittal then the paymaster trying to hand write it.

ALL BOXES MUST BE FILLED IN

ALL Transmittals & Payments sent to the Department Paymaster.
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Section 8
Completing the Request for Transfer Form

Marine Corps League

Request for Transfer

Section 1 (To be completed by the transferring member.) SEE BELOW PART 1

Member #
{Member Name)
PLM #
[if Applicable]
Address City
State Zip Phone
Email Address
(Write None if you don't use email )
| hereby request that my membershipasa ___ Regular __ Dual ___ Associate ___ Member at Large

be transferred to

(Detachment name and number.]

from

(Detachment nome and number, member at large leave blank.)
Sighature Date

Section 2 (To be completed by the losing detachment’s commandant, does not apply to a Member at Large.)

The above member is in ___ good standing oris ___ delinguent. = SEE BELOW PART 2

Membership expiration date is

The member ___is or ___ is not indebted to this detachment. (If indebted explain on reverse side.)
Transfer of this memberis ___ approved or ___ disapproved.

Signature Date

Detachment

Section 3 (To be completed by gaining detachment's commandant.) SEE BELOW PART 3

| have reviewed the foregoing information and hereby __ approve or ___ disapprove the transfer of
this member.

Signature Date

Detachment

Section 4 (For Dual Members only.) SEE BELOW PART 4
| certify that | am a Dual Member and | hereby request that my voting rights for Department and

Mational Conventions be transferred to R
{Detachment name and number.)

Department of

Signature Date

Instructions:
1) Complete section 1 & 4 (if applicable) of the form the form and forward to current Detachment Commandant. Detachment

Commandant signs and forwards to gaining Detachment Commandant. Gaining Detachment forwards to Department with
Dues Transmittal Form. Department forwards Transfer ond Transmittal Forms to National Headquarters.

© 2019 Marine Corps League, Inc.

For official use by the Marine Corps League. All other use is prohibited.
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1. The Request for Transfer Form has TWO purposes.

2. To Transfer a member from one Detachment to another Detachment. He/she is no longer
a member of the old Detachment.

To Transfer voting rights at the Department and National level. This is when a Member joins
more than one Detachment. A Dual Member normally holds voting rights at whichever
Detachment he/she joined first. A member MUST execute a Request for Transfer, Section 4
to update their voting rights to a new Detachment.

3. NOTE: An electronic copy of the Request for Transfer Form which you can type into is in
the National Website’s Library. It can be downloaded to your personal computer for your
use.

Filling out the Request for Transfer Form

Part 1 — This section is TO BE COMPLETED BY THE MEMBER. The member must sign
and date Part 1 and then provide the signed document to the Losing Detachment
Commandant.

Part 2 — This section is TO BE COMPLETED BY THE LOSING DETACHMENT. The
Losing Detachment Commandant must verify that the member is in good standing and not
indebted to the Detachment. Please circle either “is” or “is not” in the (is/is not) section. The
Commandant must also provide the membership expiration date or note Paid Life Member
(PLM) status in place of the expiration date. The Losing Commandant should sign and date
the document. The Losing Detachment Commandant can either provide the Request for
Transfer back to the member to hand carry to the new Detachment OR mail it to the Gaining
Detachment’s Official Mailing Address or Gaining Detachment Commandant’s home

address.

Part 3 — This section is TO BE COMPLETED BY THE GAINING DETACHMENT. The
Gaining Detachment Commandant must approve or disapprove the Transfer. It is
recommended that the new Detachment vote on ALL transfer members. Transfers
shall not be automatic until they are reviewed by the membership, DD-214/Discharge
verified and voted on. Once the Transfer Member is approved by the Gaining
Detachment, the Commandant should sign and date the Request for Transfer Form. The
Commandant should then provide the Request for Transfer Form to the Gaining
Detachment Paymaster so he can include it with his/her next Transmittal submission.

Part 4 — This section is FOR DUAL MEMBERS ONLY and should only be completed if the
member intends to move his/her voting rights at Department and National Conventions to a
new Detachment. The member should also fill out most of Part 1 (Name, Member #, PLM #
[if applicable], Address, Phone, D.O.B).

Request for Transfer EXAMPLE on the following page.

The Original Request Form Transfer Form MUST accompany a Transmittal
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Section 9
Completing the Report of Officer Installation Form

Marine Corps League

Report of Officer Installation — Detachment

(Narme) © (Number]  (ProfiedD) (Departrment)
Federal EIN Incorporation ID No. Date of Incorporation

2

{Date of Election) {Place of Installation) { Installation Date)
Detachment Mailing Address

3 9

{Instalfing Officer's Name and Title) (Installing Officer Signature]

Note: The Officer must be installed to be listed on this form.
E:m?;iftmu MBR# PROFILE ID INCUMBENT {NAME) EMAIL PHONE

Commandant| [F 6 5

Senior Vice E
Commandant

Junior Vice
Commandant

Judge
Advocate

Commandant

Adjutant

Paymaster

E
E
Junlor Past| L
E
E
&

Chaplain

Sgr-At-Arms | £

Marine 4 Life| [

E

HIEIREIR R R R R 33

Date, Time & Place of Detachment Meetings

Detachment Renewal Dues [This the amount of Detachment Due Ol .....oweecceeeseeeneee 7

Department Renewal Dues (This the amount of Department DUg ORIY).................cooeoeerreeeeeee $8

8

{Submitted By) (Title) (Signature) (Date)
Instructions:

1) Detachment Adjutant/Paymaster sends a copy to the Department Adjutant/Paymaster, retaining a copy for detachment records.
2) Department Adjutant/Paymaster sends a copy to the Membership Supervisor and Division NVC, retaining a copy

for department records. Membership Supervisor is JD Foster. Email: ffoster@mcleague.org

© 2023 Marine Corps League, Inc. For official use by the Marine Corps League. All other use is prohibited.

Page 42 of 46



The Report of Officer Installation Form should NOT be completed BEFORE the Installation
takes place. The Installing Officer should refuse to sign the document unless it is
filled out completely.

NOTE 1: An electronic copy of the Report of Officer Installation Form which you can type
into is located on National Website’s Library. Download newest version each time you
need to complete this form.

1. On the line after where it states “DET FEDERAL EIN: ?
Place the Detachment’s Federal Employee Identification Number (EIN). The EIN is unique

to your Detachment and is what allows you to open a bank account (aka Tax Payer ID#).
VERY IMPORTANT IT IS ACCURATE & SAME AS LAST YEAR

2. On the line after where it states “DET INCORPORATION ID# ?
Place the Detachment’s lllinois State Incorporation Number. The INC # is unique to your
Detachment. VERY IMPORTANT IT IS ACCURATE & SAME AS LAST YEAR

3. On the line after where it states “DATE ” Place the Date of your lllinois State
Incorporation Number. This is the Date your Detachment was originally incorporated in the
State of Illinois

Follow the example on the following page but be sure to include the following:

Detachment Name / Detachment #

Date of Elections / Date & Place of Installation

Installing Officer & Title

Detachment Meeting Information

Detachment Official Email Address (NORMALLY COMMANDANT, suggest
someone with computer able to share info same day. Checks daily)
Enter all Officers that are being Installed for the coming year.

Renewal Dues Amount (National HQ uses this $ for Detachment Dues
Renewal Notices)

8. Submitted by name & title (The person filling out the form)

9. Signature of Installing Officer

RN =

No

NOTE 2: If you change Officers mid-year, especially if it is the Commandant OR Paymaster,
you should file another Report of Officer Installation Form. This keeps the Department and
National up to date and allows for the National to communicate with current person.

ALL Report of Officer Installation Forms will be forwarded to the Department Ad;.
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Section 10
lllinois Business Entity

A Business Entity ID Number is not the FEIN (Federal Employer Identification Number).
The lllinois business entity ID number is assigned by the Secretary of State's office to
operate a business in lllinois.

lllinois Business Entity Record Search
https://www.lllinois.gov/bess/flow/main?execution=e1s4

Filing annual report with the State of lllinois
https://www.lllinois.gov/annual-reports/index.do

Section 11
Completing the Paid Life Member (PLM) Audit

The Paid Life Member Fund is governed by the National Bylaws, Article Six, Section 645. It
is a separate monetary fund that is maintained by National Headquarters. The PLM Fund
pays out Interest Dividends annually in the Spring. Each level receiving a 1/3 disbursement
(1/3 to National; 1/3 to the Department; 1/3 to the Detachment). In order for your
Detachment to receive any money from the National PLM Fund you are required to
complete a PLM Audit.

1. National Headquarters will send your Detachment a “Life Interest Check List” sheet with
your 30 June Detachment Roster.

2. The Detachment should verify all LIVING Life Members. If a Life Member is recently
deceased, annotate his date of death on the PLM Audit next to his name. NOTE: All
deceased Life Members should have had a MCL “Notice of Death Form” submitted for
them. The Notice of Death Form is available on the National website
https://www.mcleaguelibrary.org/. A Notice of Death form & Transmittal entry “NOD” is the
ONLY way to remove a deceased person from your Detachment Roster.

3. The Detachment will receive a disbursement for each Life Member who has been a Life
Member for MORE THAN 2 years as of the date on the PLM Audit sheet. Normally 30 June.

(i.e. PLM Date 03/2012 would be eligible to receive a disbursement with the Spring 2016
payout; PLM Date, 4/2014 would NOT be eligible until 2017 Spring payout)

4. The Detachment Commandant & Detachment Paymaster must SIGN & DATE the PLM
Audit. Print your name under your Signature.

5. The PLM Audit MUST be forwarded to the Department Paymaster by 15 November.

The Department Paymaster will forward to National HQ to meet their deadline of 31
December.

If they are postmarked 31 DECEMBER or prior, they will be included in that years
PLM Audit results at National HQ. Please see example.
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6. TAPS date on this form is the date MCL National informs Semper Fi Magazine of death.

Marine Corps League

Notice of Death
of the
{Member Name) {Detachment Name)
Detachment # , Department Marine Corps League, did answer his/her Final
Earthly Roll Call on
{Date of Death)
The deceased is survived by :
[Relation’s Name, (Relationshia)
who resides at p .
{Address) icity)
L
(State) Zip)
Membership Number PLM Number. {Iif Applicable)
Remarks:

A sympathy card will be sent if this notice is received within sixty (60) days from the date of
death, unless otherwise requested.

Date

Submitted by

(Detachment Chapiain)

Email Address

Instructions:

1) Detachment Chaplain fills out the form then sends a copy to the Department Chaplain retaining a copy for
detachment records.

2) Department Chaplain sends o copy to the Marine Corps League National Headquarters and National Chaplain
retaining a copy for department records.

3) Detachment Paymaster must attach this form when submitting a Notice of Death via Transmittal.

® 2021 Marine Corps League, Inc.
For official use by the Marine Corps League. All other use is prohibited.
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Section 12
Recommendations

1. Keep good records that can be passed down to your successor. Hard copies and/or
electronic files are acceptable. You can use computerized accounting software such as
QuickBooks, Quicken, etc. If you keep all your documents and record keeping on a
computer, make sure to have a back-up on an external hard drive or cloud storage.

2. PRINT or TYPE legibly on all documents.

3. Detachment Paymasters should seek out the advice and assistance at the Department
level before calling National Headquarters.

4. Fill out all forms COMPLETELY. The Department Paymaster will check the documents
and send them back to you if they are not correctly filled out.

5. All Detachment banking accounts should have at least THREE (3) people listed on them.
That way if one person becomes deceased, the other two can still access the accounts.

7. The National Website www.mcleaguelibrary.org has all the electronic forms available for
you to download and utilize. Download each time you need a form to ensure you are using
most current.

8. By 15 November complete IRS 990 for your Fiscal Year (15 May if on Calendar Year).
9. By 15 November complete PLM Audit and send to Department Paymaster.

10. With Detachment Adjutant reconcile your Detachment Quarterly Roster to make sure
your membership is current with their annual due’s renewal. Verify that National HQ’s has
input every Transmittal you sent them. The National Roster is made available Quarterly (31
March, 30 June, 30 June, 31 December).

11. If a member chooses not to renew, ask why. Learning why a member leaves the MCL is
important. Could your Detachment have done anything differently to keep this member?
Encourage the member to join or transfer to another Detachment.

12. DO NOT wait to send in Transmittals. Every member deserves to have his/her
membership renewal processed in a timely manner.

13. All Checks to the Dept of lllinois should be made payable to: MCL Department of illinois
include money owed to NMCL. Write ONE (1) check to the Dept per transmittal batch.

14. Installation and Report of Installation Submission. Upon appointing a member to
any new position on the detachment staff, the department commandant, detachment
commandant, or any past commandant, in the case of a newly appointed commandant,
will swear in the officer to the new position and submit the revised ROI form.
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