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FISCAL YEAR REPORTS

The fiscal year for dl CWA Locas begins October 1 and ends September 30. Any Loca chartered
during the fiscd year would show a different beginning date (such as May 1), but the same closing date.

The Labor-Management Reporting and Disclosure Act (LMRDA) requires afinancid report to be filed
by CWA Locaswithin ninety (90) days (December 30) after the end of thefisca year.

The only Locals exempt from filing any reports under the LMRDA are those comprised
entirely of state, county, municipal or federal employees.

CWA Locds, when first chartered,* must file with the U.S. Department of Labor, Office of
L abor-Management Standards (OLMS), an initid Report Form LM-1. (See UOPM Section 11.4).

* Or Locals that become subject to the LMRDA.
An acknowledgment will be sent by OLMS listing the Loca's LM file number.

This sx-digit number must be shown on any reports or correspondence with the OLMS. It should,
therefore, be made a permanent part of your Local's files and records.

The DOL mailsdirectly to each registered Loca the forms and related information necessary for filing
the annud financid report. The DOL will mail the necessary DOL forms within one month of the dlosing
of the local's reporting year, e.g., early September. These are mailed to the latest address on record
with that agency, as shown on the last LM filing.

Should your Locd fal to receive the LM financid report forms within a reasonable period before the
end of the fisca year, they may be secured from the OLMS office located nearest your Loca (See
UOPM Section 11.3). Thisinformation may be obtained from the following Web-site address:
http://Amww.dol.gov/dol/esa/public/olms_org.htm.

The most common reason for aLocd not receiving the LM financid formsis an incorrect or obsolete
mailing address. This can be corrected by notifying the DOL of the new address, using your LM file
number as areference. Or, the changes can be shown on the annud LM -2, LM-3 or LM-4 whenitis
filed.

If, during the fiscal year, your Loca has amended its bylaws, Form LM -1 must be filed with the insert
next financia report, (see UOPM Sections 11.4 and 11.5).


http://www.dol.gov/dol/esa/public/olms_org.htm
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The LM-1A has been discontinued as of December 29, 1994. An amended Form LM -1 must be filed
when there are changes in certain Practices & Procedures that are not included in the Local union's
condtitution and by-laws.

The Internd Revenue Service (IRS) Form 990 (see UOPM Section 11.9) must befiled not later than
the fifteenth (15th) day of the fifth (5th) month (February 15) following the close of the Local fisca year.

The IRS has made severd mgor revisons concerning the filing and completion of Form 990, as follows:

1 Localswhose annual receipts are less than $25,000 are not required to file the 990. Should
your Locd fal in this category and il receive the form, the Loca should file the form without
financid data following the directions on the form for completing same. The IRSwill eventudly
purge your Loca from its records. However, once your Loca's receipts exceed $25,000, it is
incumbent on you to file Form 990. The IRS will not mail the form automatically once your
Loca number has been purged from their records.

If, during any year, the Local's gross receipts are less than $100,000 and its total assets at end of year
are less than $250,000, it may file Form 990EZ (Short Form Return of Organization Exempt from
Income Tax) instead of Form 990. Even if the organization meets this dud ted, it can dwaysfilea
Form 990. However, if the Local's gross receipts or assets are above these limits, it must file Form
990.

2. Form LM-2, LM-3 or LM-4 isacceptable to the IRSin lieu of completing lines 13 through 15
of Part I, (but complete lines 16 through 21); Part |1 and Part 1V but complete lines 59, 66, and
74 columns (A) and (B) of the 990. Also, lines 10 through 16 part | (but complete lines 17
through 21). Part 1l (but complete lines 25 through 27 columns (A) and (B) of the 990 EZ).
However, the LM must answer al the questionsin Part 1. If it does nat, fill in the missing
information on IRS Form 990.

Normadly, IRS mails Form 990 to each Local. However, should you fall to receive your copy, theform
may be obtained from your nearest IRS Didtrict Director. 1-877-829-5500 service available Monday
through Friday from 8:00 am. until 9:30 p.m. Eastern time.

In connection with required reporting, your attention is directed to the CWA Condtitution, Article XIll,
Locals, Section 9 - Authority, Duties and Obligations of Locas.
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"(d) To adopt Bylaws and Rules not inconsistent with this Condtitution and to repeal, amend or modify
such Rules and Bylaws as may be inconsstent therewith, voluntarily, or a the direction of the Executive
Board of the Union, subject to the right of appedl to the Convention

"(h) To provide for the bonding of Loca Officers and other persons who handle Union funds and
property . .."

"(m) To maintain adequate files and records and have made an annud audit of the financia records of
the Local by competent persons,; to make available Loca financia statements to the membership, a
leagt annudly; furnish to the Union's Secretary- Treasurer, in acceptable form, an annud financia
datement . . ¥

* A copy of the financia report filed with the Labor Department will be acceptable. It is
mandatory the Secretary-Treasurer be furnished a copy of your Locd's LM and/or IRS report,
asthisisthe only way the Internationa knows your Loca has complied with federd regulations.

"(n) To furnish the Vice President and Secretary- Treasurer of the Union with copies of Bylaws and
Rules of the Loca and copies of revisons asthey may be made. . ."

Following this pageisthe Policy for CWA Compliance with the LMRDA of 1959, as amended, which
was adopted by the CWA Executive Board. With respect to this policy, each Loca should follow the
adminidrative routine established in their particular Digtrict when forwarding the required reports.

CWA POLICY FOR CWA COMPLIANCE WITH THE LABOR-MANAGEMENT
REPORTING AND DISCLOSURE ACT OF 1959, ASAMENDED

The Labor-Management Reporting and Disclosure Act of 1959, as amended, imposes on the
individua Locd and its officers full respongihility, with crimind pendties provided, for filing the
information and reports required under the Act, and for otherwise complying with the provisions of the
law, asit gppliesto Locas. Asaresult of this, the CWA Executive Board, on November 20, 1959,
adopted the following resolution:

1. That the International Secretary-Treasurer shdl be respongible for complying with the
requirements of the LMRDA of 1959, as amended, as they affect the International leved of the
Union by filing required reports and information with gppropriate government agencies.

2. Locdsand officers of Locas shdl be responsible for complying with the requirements of the
LMRDA of 1959, as amended, asit appliesto Locals, and shal file such reports and
information directly with the DOL.
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That two informationa copies of dl such reports filed with the DOL by the Locals and their
officers shdl be filed with the appropriate Digtrict Vice President.

That the office of the Secretary- Treasurer of CWA shdl keep the Locals of CWA advised with
respect to report forms, regulations and other information published by the DOL with respect to
the LMRDA of 1959, as amended, and shdl furnish to Locas upon request such advice as
may be sought.”
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RECORD RETENTION REQUIREMENTSFOR CWA LOCALS

All CWA Locds are required to maintain certain financia records which are used in the daily operation
of theLocd. In addition, these records are used to meet the federd filing requirements by al CWA
Locds a the end of their fiscal yesr.

In this connection, there are severd rules and regulations, set forth by the Federal Government, which
can serve asaguide to Locas in maintaining their records.

A complete document retention list is contained in a publication entitled "Guide to Record Retention
Requirements” which is available from:

Commerce Clearing House, Inc.
4025 West Peterson Avenue
Chicago, IL 60646

It may be that some of the larger CWA Locas, whose record keeping is extensive, may wish to
purchase this booklet, which isrevised periodicaly.

The Labor-Management Reporting and Disclosure Act sets forth the following rules with respect to
maintaining records:

"402.9 To maintain records on the matters required to be reported which will providein
aufficient detall the necessary basic information and data from which the documents filed with
the office may be verified, explained or clarified, and checked for accuracy and completeness,
and shdl include Vouchers, Worksheets, Receipts and Applicable Resolutions.”
"Retention Period:
"Not less than five years after the filing of the documents.”
Therefore, that materid or information used by Locasin filing annud financid reports with the Labor
Department must be maintained for a period of not less than five years, according to the Record
Retention Guide.

Certain CWA Locds are dso required to file Form 990 with the Internd Revenue Service on an annud
basis.

The Communications Workers of Americaand its Locas are classified as tax-exempt organizations.
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Following are the regulations with respect to retaining records which are used in connection with filing
IRS Form 990:

"Reg. §1-6001-1 Records.

"(&  Ingenerd. Except as provided in paragraph (b) of this section, any person subject to
tax under subtitle A of the Code (including a qudified State individud incometax whichis
treated pursuant to section 6061(a) asif it were imposed by chapter 1 of subtitle A), or any
person required to file areturn of information with respect to income, shdl keep such permanent
books of account or records, including inventories, as are sufficient to establish the amount of
gross income, deductions, credits, or other matters required to be shown by such personin any
return of such tax or information.

"(c0  Exempt organizations. In addition to such permanent books and records as are required
by paragraph (a) of this section with respect to the tax imposed by section 511 on unrelated
business income of certain exempt organizations, every organization exempt from tax under
section 501(a) shdll keep such permanent books of account or records, including inventories, as
are sufficient to show specificdly the items of grossincome, rece pts and disbursements...”

"(e  Retention of records. The books or records required by this section shal be kept at dll
times available for inspection by authorized interna revenue officers or employees, and shal be
retained so long as the contents thereof may become materid in the adminidration of any
interna revenue law."

Under thisregulation, the Loca is obligated to maintain for an indefinite period of time those records
which are usad in the completion and filing of the annud financid report with the Internd Revenue
Service.

The IRS has followed the policy that Labor unions are responsible for maintaining records thet are
materid, in filing annud financid reports, for only saven years. This meansthat aLocd has the current
year and seven subsequent years available.
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OFFICE OF LABOR-MANAGEMENT STANDARDS

INFORMATION RELATING TO THE LABOR-MANAGEMENT REPORTING & DISCLOSURE ACT OF
1959, ASAMENDED, ASWELL ASOLMS REPORT FORMS, MAY BE OBTAINED FROM THE
NEAREST OFFICE OF THE OFFICE OF LABOR-MANAGEMENT STANDARDS, U.S. DEPARTMENT
OF LABOR.

Thisinformation may be obtained from the following Web-ste address:
http://mww.dol.gov/dol/esalpublic/olms_org.htm


http://www.dol.gov/dol/esa/public/olms_org.htm
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LABOR ORGANIZATION INFORMATION REPORT FORM LM-1
All established CWA Locas* should have an initid Form LM- 1 on file with the Department of Labor.

* LM report forms do not apply to Locas composed solely and entirely of public employees,
such as municipa workers.

Therefore, this Section applies only to newly chartered Locals.* Form LM-1"regigers' a
CWA Local with the Department of Labor (DOL). It may be secured from your nearest Office of
Labor-Management Standards (OLMS), DOL. (See UOPM Section 11.3 for alist of these offices.)
http://mwww.dol.gov/dol/esa/public/olms _org.htm

* Or Locals that become subject to the LMRDA.

The Labor-Management Reporting and Disclosure Act of 1959 requires that each [abor organization
subject to the Act adopt a congtitution** and bylaws and file two copies with the Secretary of Labor,
together with an initid Form LM -1 within 90 days after the date on which the Local becomes subject to
the Act. Theinitid Form LM-1 must report certain information concerning the structure, practices, and
procedures of the labor organization.

*x The Headquarters office has filed with the Department of Labor copies of the CWA Constitution.
Therefore, it will not be necessary for any newly chartered CWA Local to file this document with the
LM-1. The Local, however, is responsible for filing two copies of its bylaws with the report form.

Any changesin the information reported on the initid Form LM -1 must be reported when the Locd files
itsannud financid report.

The report form isto be submitted in duplicate to the DOL, together with two copies of your Loca's
bylaws. It must be signed by both the Local President and Secretary (or Secretary- Treasurer).

The report and accompanying documents are to be filed with:

U. S. Department of Labor

Employment Standards Administration

Office of Labor-Management Standards

200 Condtitution Ave., N.W., Room (N-5616)
Washington, D.C. 20210
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OLMSwill acknowledge receipt of your Locd'sinitid Form LM-1 and advise you of the 6-digit
identifying file number that has been assgned to your Locd. Thisfile number must be entered on the
annud financid reports (Form LM -2, LM-3, or LM-4) which your Locd isaso required to file with the
DOL.

The Labor Organization Information Report, Form LM -1, isfiled asthe initid report of your Locdl.
TheLM-1 Form comesin a set of four copies. In addition to the two copies filed with the DOL, one
copy isto be sent to the International Headquarters office. One copy should be kept in your
Locd'sfile.

I nstructions accompany the form. However, your attention is directed to the following items, which
coincide with the numbers of Form LM -1

2. File Number. LeaveBlank. Thiswill be assgned by the DOL.

3. Organization fiscal year ends: " September 30"

4, Affiliation: "Communications Workers of America”

5. Desgnation: "Locd."

12.  Check "Private Industry Employees.”

13.  Check "alLoca, Lodge, Branch, etc.”

17. Check"Yes" TheInternationa Headquarters has filed copies of the CWA Condtitution
on behdf of itsLocds. However, you must list your Locd bylaws as documents being
filed with the report.

Identification Items 1 - 9 (to be completed by dl filers) - Information Items 10 - 17 (to be completed by
initid filersonly) - Practices and Procedures (to be completed by dl filers except Federa employee
Labor unions subject to the CSRA or the FSA) - Additiond Information (to be complete by dl filersas
necessary) - Signatures (to be completed by dl files).

Form LM-1isnot stocked at the International Headquarters office.
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SAMPLE —FORM LM-1
LABOR ORGANIZATION INFORMATION REPORT



www.cwa-secy-treas.org/InfoBases/UOPM/Section11forms/11.4.PDF
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LABOR ORGANIZATION ANNUAL FINANCIAL REPORT FORM LM-2

The DOL will mail the necessary DOL forms within one month of the closing of the Locd's reporting
year, eg., early September to dl Locasthat havefiled an LM-2 in previousyears. Form LM-2isa
12-page annud report that must be filed by unions with total annua receipts of $200,000 or more and
those in trusteeship. If your Locd fallsto receive its copy, the form may be secured from any Office of
L abor-Management Standards offices listed in UOPM Section 11.3.

A rule makes several minor and technicd revisions to the annua financia reporting form which Labor
unions are required to file under the Labor-Management Reporting and Disclosure Act of 1959, as
amended (LMDRA). It also makes severd technica amendments to the Department of Labor's
regulations in which those reporting forms are prescribed. These changes are being made to enable the
Department to opticaly scan the reports and make them available on it's Internet Web site, and to make
the reports more uniform.  The effective date of these changesis January 1, 2000. Locdswith atota
annua income, from dl sources, in excess of $200,000 must file Form LM-2. The DOL has redesigned
Form LM -2 so that it can be optically scanned and make available on the Internet. The mgor change
to the formisinit's gopearance. The most important of these changes are:

@ the reporting form is now landscape rather than portrait orientation,
(b) it has pre-printed green boxes for entering information for the most of the items, and

(© the spaces for entering information are larger and, consequently, the form has more
pages (twelve pages instead of 9x for the Form LM-2).

TheLM-2 comesin aset of four copies. One copy should be filed with:

U.S. Department of Labor

Employment Standards Administration

Office of Labor-Management Standards

200 Condtitution Ave., NW, Room (N-5616)
Washington, DC 20210

Two copies should be retained by your Loca and the remaining copy isto be forwarded to the
International Headquarters office. The only change in the content of the Form LM -2 isthat item #3 has
been expanded. Currently, labor unions are asked in item 3 to indicate whether the report isatermina
report. In arevised Form LM-2, labor unions are asked dso to indicate whether this report is an
amended report or a separate report for a subsidiary organization. Thisinformation will be used to
facilitate the processing and scanning of the reports.
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When you receive the forms from the DOL, two preprinted address label's (one on top of the other) are
on the first copy. Thetop label should be peded off and placed in the space provided on the second
copy. One of the labeled copiesis mailed to the DOL, if possible, use the envelope provided with the
form.

Form LM -2 must be filed within ninety (90) days after the close of the Local fiscal year, (September
30th). Therefore, the deadline for filing the financial report is December 30",

Locaswhich have had ther charter recalled must filea Termind Financid Report Form LM-2, if the
LM-2wasused in prior years. A Local hasthirty (30) days from the charter recall date within
which to filea Terminal Financial Report.

Form LM -2 must be prepared using the cash method of accounting. Under the cash method of
accounting, receipts are recorded when money is actualy received by your Locad and disbursements are
recorded when money is actudly paid out by your Locd.

Y our specific atention is directed to the following items on the revised Form LM-2. The numbers given
below correspond to the numbers on the report form.

2. "Period covered." The Locd fiscd year isfrom October 1 through September_30.

15.  Thisquestion relates to the discovery of apossible loss or shortage of funds or other property
since the date of the last financia report.

20.  Thisquestion concerns your Loca's Bond coverage. All Locds, by Condtitutional mandete,
must be covered by afiddity bond. Therefore, you should enter the amount of your Loca's
Bond coverage. Please refer to Section 5.1 for Bond Coverage requirements.

22.  Thisquestion rdates to changesin your Locd's bylaws from what was origindly reported on
Form LM-1 (UOPM Section 11.4). (Note: Bylaw amendments relating to dues rate changes
are not to be reported since such changes do not relate to the practices and procedures of
Locas) If bylaw changes, other than the exception noted above, were made during the fisca
year just ended, check "yes' and submit an amended Form LM-1 (UOPM Section 11.4) with
your financid report. The International Headquarters will be responsible for reporting any
changesin the CWA Conditution.

Schedule 1 - L oans Receivable: The Department of Labor defines aloan as an amount in excess of
$250 which a Locd may have advanced to an officer or member for the purpose of
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conducting the business affairs of the Loca. (Thisisnot to be confused with funds maintained in a
checking account for the payment of expenses such as renta of equipment, postage, etc.) Enter online
5thetotd of loans made to officers, employees, or members whose total individua loan indebtedness to
your Locd at any time during the reporting period did not exceed $250; and dl loans, regardless of
amount, made to other individuas and entities. (See the ingtructions accompanying the Form LM-2 for
specific exclusons on certain advances for travel expenses.)

Schedule 9: Your atention is directed to a notation at the end of the Schedule which states: "If any
officer was not eected at aregular eection in accordance with your Loca's condtitution and bylaws,
explaninltem 75." Item 75 isthe blank section on page 2 of the form which is used for providing
additiond information.

An example of an officer change that must be reported would be: A Loca President resigns from his
office. The Locd's bylaws gate that his position shal befilled by the Executive Vice President, until
such time as the Local holds an eection (regular or specid). The Executive Vice President, who became
President, was not elected to the position of Presdent. He became President by virtue of the fact that
the former President resigned and the Locad's bylaws stated that the Executive Vice President would
automatically succeed to the Loca presidency.

Another example would beif the Local Executive Board were to appoint someone to fill a podtion on a
temporary basis until an dection could be held.

Schedule 14 - Other Receipts: Report al your Locd's receipts for the reporting period other than
those that must be reported esewhere in Statement B, such as reimbur sements from officers and
employees for excess expense payments or travel advances not reported as loans in Schedule |; receipts
from fund-raising activities such asraffles, bingo games, and dances, funds received from a parent body,
other unions, or the public for strike fund assstance; and receipts from another labor organization which
merged into your Loca. These receipts must be described in Column (A) and may be classified by
generd groupings or bookkeeping categories if the descriptions are sufficient to identify their source.

Do not describe any of these receipts as "Miscellaneous' since that classification is not sufficiently
descriptive.

Enter in Column (B) the amount received for each genera grouping and category listed in Column (A).
Enter on line 16 the total from any additiona pages. Add lines 1 through 16 and enter the total on line
17 and in item 54 of Statement B.

Schedule 15 - Other Disbursements. Report al your Locd's disbursements for the reporting period
other than those that must be reported e sewhere in Statement B, such as savings withheld from an
officer's sdary for payment into the officer's persona account in afinancia inditution, dues withheld
from an employee's sdary, or disbursements to third parties for the
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account of affiliates. These disbursements must be described in Column (A) and may be classified by
generd groupings or bookkeeping categories if the descriptions are sufficient to identify their purpose.
Do not describe any of these disbursements as "Miscellaneous' since that dassfication is not sufficiently
descriptive.

Enter in Column (B) the amount disbursed for each generd grouping and category listed in Column (A).
Enter on line 16 the total from any additiona pages. Add lines 1 through 16 and enter the tota on line
16 and in item 73 of Statement B.

If Locdsfiling the revised LM -2 encounter problems with the form, it is recommended that they contact
arepresentative of the Office of Labor-Management Standards for guidance.

Form LM-2isnot stocked at the International Headquarters office.
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SAMPLE —FORM LM-2
LABOR ORGANIZATION INFORMATION REPORT
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LABOR ORGANIZATION ANNUAL FINANCIAL REPORT FORM LM-3

The DOL will mall the necessary LM form within one month of the cdlosing of the Locd's reporting yesr,
eg., early September. 1t will be sent to the Locas that have filed a Form LM -3, in the previous year.
This smplified annud form is an 8-page annud report that must be filed by Locd unions having tota
annua receipts of less than $200,000, if not in trusteeship.

A new rule, makes several minor and technical revisionsto the annual financial reporting
form which Labor unions arerequired to file under the Labor-Management Reporting and
Disclosure Act of 1959, as amended (LMRDA). It also makes several technical amendments
to the Department of Labor'sregulationsin which those reporting forms are prescribed.
These changes are being made to enable the DOL to optically scan the reports and make them
available on its' Internet Web site, and to make the reports more uniform. The effective date
of these changesis January 1, 2000.

If your Locd falsto receiveits copy, the form may be secured from any Office of Labor-Management
Standards listed in UOPM Section 11.3. The DOL has redesigned Form LM -3 so that it can be
optically scanned and made available on the Internet. The mgor changesto the formisinits
appearance. The most important of these changes are:

@ the reporting form is now landscape rather than portrait orientation,
(b) it has pre-printed green boxes for entering information for most of the items, and

(© the spaces for entering information are larger and, consequently, the form has more
pages (eight pages instead of four for the Form LM-3)

The only Locals exempt from filing the LM financial report are those comprised entirely of
state, county, federal or municpal employees. I1n addition, labor unionswill haveto file only
one copy of the report rather than the two that are now required.

Form LM -3 comesin a set of four copies. Two copies are to be filed with:

U.S. Department of Labor

Employment Standards Adminigtration

Office of Labor-Management Standards

200 Congtitution Ave., NW, Room (N-5616)
Washington, DC 20210
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Two copies should be retained by your Loca and the remaining copy isto be forwarded to the
International Headquarters office. The only change in the content of the Form LM -3 isthat item #3 has
been expanded . Currently, alabor unions are asked in item 3 to indicate whether the report isa
termind report. Inarevised Form LM -3, labor unions are asked dso to indicate whether thisreport is
an amended report or a separate report for a subsidiary organization. This information will be used to
fecilitate the processng and scanning of the reports.

When you receive the forms from the DOL, two preprinted address |abels (one on top of the other) are
on thefirst copy. Thetop label should be pedled off and placed in the space provided on the second
copy. One of the labeled copy's, ismailed to the DOL, if possible, use the envel ope provided with the
form.

Form LM -3 mugt be filed within ninety (90) days after the close of the Local fisca year (September
30th). The deedline for filing the financia report is December 30",

Locas who have had their charter recadled must file a Termind financid report form LM -3, if the LM -3
isgpplicable. A Local hasthirty (30) days from the charter recall date within which tofilea
Terminal financial report.

Form LM -3 must be prepared using the cash method of accounting. Under the cash method of
accounting, receipts are recorded when money is actualy recelved by your Loca and disbursements are
recorded when money is actudly paid out by your Locd.

Y our pecific attention is directed to the following items on the LM -3. The numbers given below
correspond to the numbers on the report form:

Item 2 "Period covered." The Loca fiscd year isfrom October 1 through September 30. The
only exception would be Locds chartered after the beginning of the fiscd year. The date
the charter wasissued would be shown as the beginning of the fiscd year. However, the
closing date of September 30 remains the same.

ltem 15 Thisisaquestion reating to a possible loss or shortage of funds or other property since
the date of the last financid report.

Item 18 Check item 18 "Yes' if any officer, employee, or member owed your locd, more than
$250 a any time during the reporting period; or if your Loca made aloan, regardiess of
amount, to any business enterprise during the reporting period. Include any direct or
indirect loans whether or not evidenced by a promissory note or secured by a
mortgage. An example of an indirect loan is a disbursement by your Loca to an
educationd inditution for the tuition expense of an officer, employee, or member which
must be repaid to your Loca by that individud.
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If item 18 is checked "Yes" report in item 56 the name of each individuad and business
enterprise, the amount each individua owed at the end of the reporting period, and the amount
loaned to each business enterprise during the reporting period. Also report initem 56 the
purpose, terms for repayment, and any security for each such loan.

(Note: Advances, including salary advances, are considered loans and must be reported
in Item 26 (Loans Receivable) and Item 53 (Loans Made). However, advances to officers
and employees of your Local for travel expenses necessary for conducting official
business are not considered loans under certain conditions as outlined in the OLMS
Instruction Booklet for LM-3.)

This question cdls for information concerning your Loca's Bond coverage. All Locds, by
Condtitutionad mandate, must be covered by afiddity bond. Therefore, you should enter the
amount of your Locd's Bond coverage.

This question relates to changes in your Locd's bylaws from what was origindly reported on
Form LM-1 (UOPM Section 11.4). (Note: Bylaw amendments relating to duesrate
changes are not to be reported, since such changes do not relate to the practices and
procedures of a Local.) If bylaw changes, other than the exception noted above, were made
during the fiscal year just ended, check "yes' and submit an amended Form LM -1 (UOPM
Section 11.4) with your financid report. The I nternational Headquarterswill be
responsible for reporting any changes in the CWA Constitution.

If Locdsfiling the LM -3 encounter problems with the form, it is recommended that they contact a
representative of the Office of Labor-Management Standards for guidance.
Form LM-3is not stocked at the International Headquarters.
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LABOR ORGANIZATION ANNUAL FINANCIAL REPORT FORM LM-4

The DOL will mail the necessary LM form within one month of the closing of the Locd's reporting yeer,
eg., early September. It will be sent to dl Locadsthat have filed aForm LM -4, in the previous year.
This smplified annud form is an 2-page annua report that must be filed by Loca unions having tota
annud receipts of lessthan $10,000, if not in trusteeship. Locaswith total annua receipts of less than
$10,000 may file the abbreviated 1-page annud report Form LM-4. Locals with total annual
receipts of $10,000 or more cannot use Form LM-4.

A new rule, makes severd minor and technica revisonsto the annua financid reporting form which
Labor unions are required to file under the Labor-Management Reporting and Disclosure Act of 1959,
as amended (LMRDA) It dso makes severa technical amendments to the Department of Labor's
regulations in which those reporting forms are prescribed. These changes are being made to enable the
DOL to opticaly scan the reports and make them available on its Internet Web ste, and to make the
reports more uniform. The effective date of these changesis January 1, 2000. The only Locals
exempt from filing the LM financial report are those comprised entirely of state, county,
federal or municipal employees.

The DOL has redesigned Form LM -4 so that it can be opticaly scanned and made available on the
Internet. The mgor changesto the formisin its gppearance. The most important of these changes are:

@ the reporting form is now landscape rather than portrait orientation,

(b) it has pre-printed green boxes for entering information for most of the items, and

(© the spaces for entering information are larger and, consequently, the form has more pages (two
pages instead of one for the Form LM-4)

Form LM-4 comesin a set of three copies.

U.S. Department of Labor

Employment Standards Adminigtration

Office of Labor-Management Standards

200 Congtitution Avenue, NW, Room (N-5616)
Washington, DC 20210

One copy should be retained by your Loca. A photostatic copy should be made and forwarded to the
International Headquarters office. The only change in the content of the Form LM -4 isthat item #3 has
been expanded. Currently, alabor unions are asked in item 3 to indicate whether the report isatermina
report. In arevised Form LM -4, labor unions are asked aso to indicate whether this report isan
amended report or a separate report for a subsidiary organization. Thisinformation will be used to
facilitate the processing and scanning of the reports.
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When you receive the forms from the Department of Labor, two preprinted address |abels (one on top
of the other) are on the first copy. Thetop labe should be peded off and placed in the space provided
on the second copy. One of the labeled copy's, is mailed to the DOL, if possible, use the envelope
provided with the form.

Form LM -4 must be filed within ninety (90) days after the close of the Local fiscal year (September
30th). The deadline for filing the financid report is December 30th.

Locas who have had their charter recdled mugt file a Termind financid report form LM -4, if the LM -4
isgpplicable. A Local hasthirty (30) days from the charter recall date within which tofilea
Terminal financial report.

Y our pecific attention is directed to the following items on the LM -4. The numbers given below
correspond to the numbers on the report form:

2. "Period covered.” The Loca fiscd year isfrom October 1 through September 30. Theonly
exception would be Locas chartered after the beginning of the fiscal year. The date the charter
was issued would be shown as the beginning of the fiscal year. However, the closing date of
September 30th remains the same.

9. This question relates to changes in your Locd's bylaws from what was origindly reported on
Form LM-1 (UOPM Section 11.4). (Note: Bylaw amendments relating to duesrate
changes are not to be reported, since such changes do not relate to the practices and
procedures of a Local.) If bylaw changes, other than the exception noted above, were made
during the fiscal year just ended, check "yes' and submit an amended Form LM -1 (UOPM
Section 11.4) with your financid report. The I nternational Headquarterswill be
responsible for reporting any changesin the CWA Constitution.

11.  Thisquedtion relatesto apossible loss or shortage of funds or other property since the date of
the last financia report.

12.  Thisquegtion calsfor information concerning your Loca's Bond coverage. All Locas, by
Congtitutiond mandate, must be covered by afidelity bond. Therefore, you should check "yes'
and enter the amount of your Local's Bond coverage.

If Locdsfiling the LM -4 encounter problems with the form, it is recommended that they contact a
representative of the Office of Labor-Management Standards for guidance.

Form LM-4 isnot stocked at the International Headquarters.
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FEDERAL AND STATE TAXESAND REPORTING GENERAL INFORMATION
WITHHOLDING TAX

In establishing a payroll system for the locd, CWA and its &ffiliates have discovered that hiring an
outside payroll service such as Paychex or ADPis probably the best route to take. These firmswill, for
amodest fee, calculate and prepare payroll checks, make payroll tax payments and file reports required
by dsate, federd and even locd agencies. This method is strongly recommended because it relieves the
treasurer of agreet ded of work, and virtualy guarantees those payroll tax payments and government
reports will be submitted on time, avoiding pendties and interest. Should the loca decide to take on the
payrall functions, the loca should congder the following:

a) Does it have sufficient experience in handling a payroll sysem, and

b) There are anumber of interest payments and pendty fees for incorrect or for the late filing of
payroll taxes.

Locals are required to deduct withholding and FICA taxes from dl salaries, wages and cash
compensations paid to the employees from Loca funds. A Locd is considered the employer of any
officer or member to whom it pays asdary or wages. If your Local pays any compensation to its
officersthat could be considered a sdary, or makes payment for lost-time wages, you are required, by
law, to withhold income and FICA taxes on al such sdaries and wage payments.

GUIDANCE ON EMPLOYER-REIMBURSED BUSINESS EXPENSES

A reimbursement or dlowance arrangement is a system by which alocad document's and paysthe
advances, rembursements, and charges for employees business expenses. The method that aloca uses
to report areimbursement or alowance amount depends on whether it has an accountable or a non
accountable plan. If asingle payment included both wages and an expense reimbursement, the local
must specify the amount of the reimbursement. Amounts paid under an accountable plan are not wages
and are not subject to income tax withholding or the payments of socid security, medicare, and Federd
unemployment (FUTA) taxes.

To have an accountable plan, aloca reimbursement or alowance arrangement must require employees
to meet dl three of the following rules:

a) They must have paid or incurred authorized expenses while performing services as employees

b) They must adequately account, to the locdl, for these expenses within areasonable period of
time.

) They mugt return any amounts, in excess of expenses, within areasonable period of time.
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Under the Family Support Act of 1988, and effective January 1, 1989, -if the expenses covered by this
arrangement are not documented, or those amounts in excess of expenses are not returned within a
reasonable period of time, the entire amount is treated as compensation under a nonaccountable
account. By the authority granted under the Family Support Act, the Department of the Treasury ruled
that, this entire amount is subject to income tax withholding, the payment of socid security, Medicare,
and FUTA taxesfor the first payroll period following the end of the reasonable period. These rules
gpply to dl ordinary and necessary employee business expenses that would otherwise qudify for a
deduction by the employee.

Allowances and reimbursements that are paid from an "accountable plan” are tax-free and are not
reported on the Form W-2. Payments made from a nonaccountable plan are included asincome,
reported on the employee's Form W-2 and are subject to withholding (FITW and FICA) and
employment tax (FICA and FUTA). These payments are subject to both employee withholdings (FITW
& FICA) and employer employment tax (FICA & FUTA).

A plan is considered accountable when there is a plan or policy that includes certain requirements that
employees must satisfy before expenses can be reimbursed. Specificdly, the employer's policy must
include the following requirements:

1. Expenses have a business connection. An expense has a business connection when it is
incurred while the employee performs services on behdf of the employer.

2. Expenses ar e substantiated. An expenseis properly substantiated when the employee
submits documentation that includes (1) substantiation of the amount of the expense, (2) the
purpose of the expense and (3) the time and place where the expense was incurred. Each
element must be included. Broad references like "travel expense’ or vague descriptions such as
"miscellaneous business expenses' don't satisfy the subgtantiation requirements.

3. Unsubstantiated amounts must bereturned to the employer. Paymentsto loca
employees, for travel and other necessary expenses of the local, under a nonaccountable plan
are wages and are subject to income tax withholding, payment of socia security, Medicare, and
FUTA taxes. Loca payments are trested as paid under a nonaccountable plan if:

1. the loca employee is not required to or does not substantiate timely those
expenses to you with receipts or other documentation, or

2. the loca advances an amount to its employee for business expenses and the
employee is not required to, or does not return timely any amount not use for
business expenses.

There is one exception to this rule, however. If an employee receives an advance for anticipated
expenses and the advance exceeds the amount of expenses incurred by the employee, the
excess amount need not be returned to the employer if it isused to pay for other
business-related expenses.
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A loca may reimburse employees by travel days, or miles, or some other fixed alowance.
Employees are consdered to have adequately accounted if the payments do not exceed rates
established by the Federa Government. Other than the amount of these expenses, loca
employees business expenses must be substantiated ( for example, the business purpose of the
travel or thetravel or the number of business miles driven).

Another exception applies to payments made under a per diem or mileage alowance
arrangement. If the per diem or mileage rate provided by the employer is higher than the
IRS-approved rate, the employee isn't required to return the difference between the employer's
rate and the IRS-approved rate (but the difference between the higher employer rate and the
IRS-approved rate is taxable and subject to federad income tax withholding, FICA and FUTA).
If the per diem or alowance paid exceeds the amounts specified, the loca must report the
excess amount as wages. This excess amount is subject to income tax withholding, and
payments of socid security, Medicare, and FUTA taxes. Show this amount, equd to the
specified amount, in box 13 of Form W-2, using code L. This exception gpplies only if the
alowance is reasonably calculated not to exceed the employee's anticipated expenses and the
employee isrequired to return the portion of the alowance which reates to days or miles not
Substantiated.

4, Subgtantiation and the return of unsubstantiated amounts are required in a reasonable period of
time Theindividud is obligated to report on hisindividua tax return as income any difference
received over actual expense incurred.

A reasonable period of time depends on the facts and circumstances. Generally, it is considered
reasonable if the local's employees recaeives the:

a) advance within thirty (30) days of the time that expenseisincurred, and

b) an adequate accounting has to be made within sixty (60) days after the expenses were
paid or incurred, and

) the unexpended remainder must be returned within (120) days after the expense was
paid or incurred.

d) Alsp, it is congdered reasonable for the local to give its employees a periodic statement
that asks them to ether return or adequately account for amounts and they do so within
120 days.

§ Failure to abide by these rules will necessitate the entire advanced sum's trestment as compensation
with Federa Income tax caculated @ 28%, and Socia Security & Medicare tax @ 15.3%.

Advances, if not repaid, will be reported as loans on the filings with the DOL on Form LM-2, LM-3, or
LM-4 report's. The monetary limits of $2,000 are imposed by Sec. 503 (@) of the LMRDA.
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WITHHOLDING AND FICA TAXES

CWA recommends that affiliates with employees, and especidly those affiliates that do not have a
professond accounting staff, should engage the services of a payroll service, like Paychex or ADP. This
service will perform their payroll caculations and file their required reports. If you maintain your payroll
system, you will need to establish a system that will provide cumulative records for each employee for
each calendar year, and make regular (usudly quarterly) reports to both the federd and state
government. On the Internet either of these two services can be located at: www.paycheck.com or

www.adp.com

Each quarter, al employers who pay wages subject to income tax withholding or socia security and
Medicare taxes must file Form 941, Employer's Quarterly Federal Tax Return. The local may be able
to file Form 941 by phone. If theloca receives TeleFile materias with the Form 941 package, check
page TEL-1 of the 941TdeFle Indructionsto seeif thelocd qudifies for this method of filing. If the
loca has questions related to filing Form 941 using TeeFile, cdl the 941TdeFle cdl ste at
901-546-2690. This phone number isfor 941TdeFle information only and is not the number used to
file the return.

For each whole or part month areturn is not filed when required, there is a penaty of 5% of the unpaid
tax due with that return. The maximum pendty is 25%. Also, for each whole or part month the tax is
paid, a pendty of 0.5% of the amount of tax generdly gpplies. The maximum for this pendty isaso
25%. The pendties will not be charged if theloca has a reasonable cause for falling to file or pay.

Use of areporting agent or other third- party payroll service provider does not relieve an employer of
the responsihility to ensure that tax returns are filed and al taxes are paid or deposited correctly and on
time.

Do not file more than one Form 941 per quarter Filing more than one return may result in processng
delays and may require correspondence between you and the IRS. Do not report more than one
cdendar quarter on areturn.

Use the pre-addressed form mailed to the local. If the loca does not have the form, get one from the
IRS in time to file the return when due. If the loca uses aform that is not pre-addressed, show the
local's name and EIN on it. See the ingtructions for Form 941 for information on preparing the form.

If the locd isrequired to file afind Form 941, it isdso required to furnish Form W-2 to its employees
by the due date of the fina Form 941.


www.adp.com
www.paycheck.com
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File Forms W-2 and W-3 with the SSA by the last day of the month that follows the due date of the
find Form 941. See the Ingructions for Forms W-2 and W-3 for more information. In al cases,
however, be sure to correctly fill out the "Date quarter ended” section at the top of the form. Only taxes
and withholding properly reported on Form W-2 should be reported on Form 941.

Reconciling forms W-2, W-3, and 941. When there are discrepancies between Forms 941 filed with
the IRS and Forms W-2 and W-3 filed with the SSA, the IRS must contact the local to resolve the
discrepancies.

To help reduce discrepancies-

a) Report both socid security and Medicare wages and taxes separately on Forms W-2, W-3,
and 941.

b) Report socid security taxes on Form W-2 in the box for socid security tax withheld, not as
medicare wages.

) Report Medicare taxes on Form W-2 in the box for Medicare tax withheld, not as Medicare
wages.

d) Make sure the socia security wage amount for each employee does not exceed the annua
socid security wage base limit.

To reduce the discrepancies between amounts reported on Forms W-2, W3, and 941-

a) Insure the amounts on Form W-3 are the total amounts from Forms W-2.
b) Reconcile Form W-3 with the four quarterly forms 941 by comparing amounts reported for-
1) Income tax withholding.
2) Socid security and Medicare taxes.
3) The amounts shown on the four quarterly Forms 941, including current year
adjustments, should be gpproximately twice the amounts shown on Form W-3.
4) Thisis because Form 941 includes both the employer and employee shares of socid
security and Medicare taxes.

Amounts reported on Forms W-2, W-3, and 941 may not match for valid reasons. If they do not
match, it should be determined that the reasons are valid. Keep the reconciliation so the loca will have a
record of why amounts did not match in case there are inquiries from the IRS or the SSA.

The employer identification, sometimes called a taxpayer identification number, isaunique, nine-digit
number assigned by the Internd Revenue Service (IRS) to identify abusiness or organization. It is
required even if the union has no employees. The EIN is obtained from the IRS using form SS-4.



Section 11.8 (Pg 6 of 10)
International/Local
04/01

To obtain an Employer Identification Number (EIN), complete an Internal Revenue Service (IRS) Form
SS-4 and submit it to the (IRS). Before applying, firgt verify that the local does not dready have an

EIN. This can be done by checking the loca's bank statement for an EIN. Then check with the CWA
financid services department to seeif the loca dready has anumber on file. The local may wish to look
at asample IRS Form SS-4 before sarting. Follow the instructions on the second page (or back) of the
form. An EIN can be gotten immediately by caling the Tele-TIN number for the service center serving
the state. Remember the locd must then send the SS-4 by mail or fax within 24 hours to the sate's
Tde-TIN service center. See where to apply on page 2 of the IRS's SS-4 for phone numbers and
addresses. Mail the completed form to the IRS. Theloca should receive formd natification of its
number within severa weeks. Never use a socid security number in the place of an EIN, because this
could lead to unpleasant tax consequences for any officer involved.

A single remittance, made payable to the bank holding such deposits, covering the amount of taxes to
be deposited (withholding and FICA) should be taken to any commercid bank qualified to act asa
depository for federa taxes or to afedera reserve bank.

IRSFORM 990

All CWA dffiliates are exempt from federal income tax under the provisions of Section 501(c)(5) of the
Internal Revenue Code (IRS). This exemption applies to only income taxes. CWA dffiliates are not
exempt from sdlestax, payroll taxes or persond property taxes. When alocd is chartered, the name of
the loca was submitted to the IRS to be placed on the rogter identifying CWA &ffiliates. The CWA
Group Exemption Number (GEN) is 1102. Thereisno need for aloca to apply for exempt status.
Locals do, however, need to apply for an Employer Identification Number (EIN) and indicate the
Group Exemption Number (1102) in the appropriate location on IRS Form 990. Severd locads have
been contacted by the IRS questioning their exempt status. If alocd receive such aquery from the IRS,
they should supply the IRS with the information above. Besides saving volumes of paperwork, the loca
will be spared the $300 "User Fee" that the IRS is now charging to process gpplications for exemption.
The primary reason for the IRS not having up-to-date information about dl CWA locasis that many
locals have not supplied CWA with their EIN. Please make sure that the CWA is notified of that
number when the local receivesit so that CWA can include it on the roster sent to the IRS. While state
governments generaly exempt not-for-profit organizations from income taxes based upon the IRS
exemption, some states require additiona reports from not-for- profit organizations. Smply sated, this
means that neither CWA nor its Locas are required to pay any income tax on per capita dues receipts.
However, the IRS can revoke this tax-exempt status from any Local should the Locd fail to comply
with regulaionsthat cal for filing of the IRS Form 990. (It should be noted that some Locas will be
sent aForm 990T which does not differ substantialy from the more general Form 990.)
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IRS Form 990 is an annua financid return required of tax-exempt organizations with more than
$25,000 in totd receiptsfor the year. It is used by the IRS to verify that the organization is engaged
primarily in tax-exempt activities. Should your loca perform significant business

activities not related to the organization's tax-exempt purpose, you may be required to prepare payment
by filing Form 990T - Exempt Organization.

Forms are sent to al Locas on an automatic basis by the IRS. However, should your Locd fail to
receive its copy, these forms may aso be obtained from your nearest IRS office.

Ingtructions for the proper completion of the Form 990 and 990- T are mailed with the forms. Certain
additiona information necessary for the completion of these forms may aso be found in Section 11.9 of
your Manud.

The IRS has the ahility to cross-check dl of its records. Experience has indicated thet if your Locd fails
to file any required forms an inquiry will be forthcoming from the Internd Revenue Service. There are
pendtiesfor laefiling or falure to file Form 990 or 990-EZ. As an officer, the maximum pendty is $10
per day for every day that the report is late, to a maximum of $5,000. The local can additionally be
fined twice as harsh, $20 per day up to 5% of gross yearly receipts. Should an officer or the loca be
fined, contact the CWA financid services department before paying the fine. Failure to produce a copy
of any of these forms which would indicate that they were filed on atimely basiswith IRS can cause a
fineto be levied upon your Local. In addition, your Locd may aso lose its tax-exempt status.

Should you find it necessary to obtain an extenson, you will need to submit IRS Form 2758 which must
be mailed on or before the due date of the Form 990. This form must be signed by an officer of the
local, aCPA, or a person enrolled to practice before the IRS. This second extenson isONLY granted
in cases of undue hardship and will only give the loca 90 additiona daysto file. Each extenson must be
filed before the close of the last. A maximum of up to Sx (6) monthsisdl that will be grarted.

FEDERAL UNEMPLOYMENT TAXES

The Federd Unemployment Tax Act (FUTA), with state unemployment systems, provides for payments
of unemployment compensation to workers who have logt their jobs. Most employers pay both a
federd and a gate unemployment tax. Only the employer pays FUTA tax; it is not deducted from the
employee's wages. For more information, see the Instructions for Form 940. Logt-time wages are dso
subject to the unemployment tax.
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Theloca is subject to FUTA tax on the wages it pays employees who are in the current or preceding
caendar year:

a The local paid wages of $1,500 or more in any calendar quarter in 1999 or 2000, or

b. The loca had one or more employees for at least some part of aday in any 20 or more different
weeks in 1999 or 20 or more different weeks in 2000.

Computing FUTA tax. For 1999 and 2000, the FUTA tax rate is 6.2%. The tax appliesto the first
$7,000 isthe Federal wage base. The state wage base may be different. Generdly, aloca can take a
credit againg its FUTA tax for amounts it paid into state unemployment funds. This credit cannot be
more than 5.4% of taxable wages. If the local is entitled to the maximum 5.4% credit, the FUTA tax
rate after the credit is.8%

For deposit purposes, figure FUTA tax quarterly. Determine the local's FUTA tax liability by multiplying
the amount of wages paid during the quarter by .008 (.8%). Stop depositing FUTA tax on an
employee's wages when it reaches $7,000 in wages for the cdendar year. If any part of the wages
subject to FUTA are exempt from state unemployment tax, you may have to deposit more than the tax
using the .008 rate. For example, in certain tates, wages paid to corporate officers, certain payments of
sick pay by unions, and certain fringe benefits, are exempt from state unemployment tax.

If thelocd's FUTA tax ligbility for aquarter is $100 or less, it does not have to deposit the tax. Instead,
the loca may carry it forward and add it to the ligbility figured in the next quarter to seeif it must make a
deposit. If theloca's FUTA tax liability for any caendar quarter in 2000 is over $100 (including any
FUTA tax carried forward from an earlier quarter), the local must deposit the tax by eectronic funds
transfer (EFTPS) or in an authorized financid inditution using Form 8109, Federd Tax Deposit
Coupon.

Deposit the FUTA tax by the last day of the first month after the quarter ends. If the locd's lighility for
the fourth quarter, plus any undeposited amount from any earlier quarter, is over $100, deposit the
entire amount by the due date of Form 940 or Form 940-EZ (January 31). If it is $100 or less, the locd
can either make a deposit or pay the tax with IRS Form 940 or 940-EZ by January 31.

Use Form 940 or 940-EZ, Employer's Annua Federal Unemployment (FUTA) Tax Return, to report
thistax. The IRSwill mail a preaddressed Form 940 or 940-EZ to the locd if it filed a return the year
before. If the local does not receive Form 940 or 940-EZ, it can get the form by caling

1-800- TAX-FORM (1-800-829-3676).
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A loca may be able to use Form 940-EZ ingtead of Form 940 if:
a) alocd paid unemployment taxes ("contributions') to only one state, and
b) aloca paid state unemployment taxes by the due date of Form 940 or 940-EZ, and

) al wages that were taxable for FUTA tax purposes were also taxable for the locd's sate
unemployment tax. For example, if the loca paid wages to officers, these wages are subject to
FUTA tax, in a date that exempts these wages from its unemployment taxes, the loca cannot
use Form 940-EZ.

These taxes are reported on Form 940. It should be noted that certain tax credits are considered when
reporting unemployment taxes. A Locd financid officer unfamiliar with thistax report should consult
with aqualified CPA or IRS agent before attempting to file the 940. (See Section 11.17 for further
ingructions.)

PROPERTY TAX

Mogt smal Locas will not be required to pay this state tax. However, many of the larger Locals
maintaining offices will probably be required to pay persond property tax on the assessed vaue of their
office equipment, if the state in which they are located imposes such atax. If your Loca maintains an
office, it is suggested that you contact your state assessor to obtain whatever information and forms you

may require.
STATE TAXES, WITHHOLDING, UNEMPLOYMENT, ETC.

Thesetaxes vary in every sate, as do the rules and regulations concerning such taxes. Contact your
State Unemployment Commission or assessor's office for further information and guidance as to
whether your Loca may be liable for any such taxes.

CITIESAND MUNICIPALITIES

In many cities and municipdities, there are aso tax requirements. Y ou should contact your loca
government agencies with respect to necessary requirementsin this regard.

GENERAL

Federd tax information will be sent your Local automaticaly once an Employer Identification Number
has been assigned by the IRS. This number is obtained for al Locas by CWA and must be used when
reporting withheld income, FICA (Socia Security) and other federd taxes. When IRS has assigned
your Loca an Employer Identification Number, arecord should be made of that number and maintained
in asafe place. This number is essentid to al your federa report forms. It isaso on file a the
Internationa Headquarters office should you be unable to locate such a number in your records.
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Once this number is on file with the IRS, your Locd will automaticaly be sent the aforementioned
federa tax reporting forms which must be completed and filed with IRS regardiess of whether or not
your Loca has paid any wages.

Information pertaining to the reporting of state and federd income taxes and the filing of tax forms can
be obtained from your nearest Internd Revenue Service office for federa and for Sate, the tax bureau,
commission or whatever may be the proper name of the agency in your state.

Tax forms should be prepared according to the ingtructions printed on the federa or gate forms. It is
incumbent upon the Locd to acquaint themsalves with any state regulations regarding the reporting of
taxes withheld.

Tax payments should be paid when due, Sihce most tax agencies impose penaties and interest charges
for any report not filed on atimely basis.
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SAMPLE — FORM 941
EMPLOYER'S QUARTERLY FEDERAL TAX RETURN
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SAMPLE —FORM 940
EMPLOYER'SANNUAL FEDERAL
UNEMPLOYMENT (FUTA) TAASRETURN
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INTERNAL REVENUE SERVICE FORM S 990 AND 990-T GENERAL
INFORMATION

No attempt will be made to furnish you with specific indructions concerning the annud filing of IRS
Form 990. However, the following is pertinent information of which each Loca should be aware.

Any Loca whose annual gross receipts do not exceed $25,000 is not required to file IRS Form 990.
However, should you receive a 990 from the IRS, the following information must be completed and the
form returned to the IRS regardless of the amount of the Local's receipts.

Attach the mailing label or complete the name and address information at the top of the form. In Box C
give your Loca's Employer Identification Number and check the top box in item number 4. Sign and
date the form and return it to the IRS.

If, as aresult of computer error, you continue to receive the 990, the procedure outlined above isto be
continued.

Should your Loca's annua rece pts exceed $25,000 at some point in the future, you will then have to
file Form 990.

Locaswhich are required to file the 990 have until February 15 to meet the IRS deadline. Thisisthe
15th day of the fifth month following the close of the Loca fiscd year on September 30. Falluretofile
by the deadline can result in afine of $20.00 for each day the form islate, with amaximum pendty of
$10,000.

IRS automaticdly mails form 990 to each Locd having an Employer Identification Number. Should your
Locd fail to receive the form and it is necessary that the Locdl file, it may be obtained from your nearest
IRS office.

Some Locas may aso be required to file IRS Form 990-T. This determination can be made by reading
the ingtructions accompanying Form 990. If in doubt, contact your nearest IRS office.

The Internationa Union does not file a group return on behaf of its subordinate Locals. Each Locd is
respongble for filing its own IRS retun.

Part 1, Page 1 of Form 990 must be completed in full by Locas whose gross annud receipts exceed
$25,000. Those Locals reporting atotal revenue, on Line 12 of Part 1, of $25,000 or less, are required
to complete only Column A of Part 11 on the 990 report copy for IRS. This may vary, asto date
requirements, for those Locals required to file a Form 990 with one or
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more State reports. Parts 111 and 1V concern "Program Service Activities' and their revenue. Part V isa
balance sheset of the Local's financid records. Part VI isarecord of the Locd's officers. Part VIl isa
questionnaire of varied information.

Part | of Form 990 must be completed in full. In lieu of completing Part 11, the financial portion of the
990, your Loca may subgtitute a copy of the LM-2 or LM-3. A copy of your auditor's report is not
consdered an acceptable substitute.

The IRS has gated, "We will continue to accept Form LM-2 or LM-3.. . . asasubstitute for Part |1 of
Form 990 only when the information required by Part Il isincluded on Form LM-2 or LM-3. If the
information . . . does not completely satisfy the requirements of Part 11 of Form 990, the additiona
information must be entered in Part 11."

The attached sample of Form 990 is only a guide and may be changed from time to time by the IRS.
Current forms and instruction sheets should be obtained from the closest office of IRS. However, your
attention is specificdly directed to the following numbered items gppearing on the attached sample:

1 Thefiscal year for CWA Localsis Octaober 1 to September 30. The only exception would be those Locals
chartered after the October 1 date. These Locals would show their charter date as the beginning of the fiscal
year. However, they would still reflect the year-ending date as September 30. After that, on subsequent
reports, these Locals would enter their fiscal year as October 1 through September 30.

2. "Name of Organization" isyour Local number, i.e., "Local 00000 - Communications Workers of America."
The address would reflect the Local office address or the address of the Local's financial officer.

3. The Employer Identification Number assigned each Local by the IRS consists of nine (9) digitsand is not to
be confused with your LM reporting number. Should you be unable to locate your EIN number, it may be
obtained from the International Headquarters office. If your Local was recently chartered and has not
received its Employer Identification Number, insert "applied for."

4. The section above Part | which beginswith "NOTE" relates to your Local's gross receiptsand is
self-explanatory. The preceding paragraphs outline steps to be taken by Locals having less than $25,000 in
gross receipts.

5. For those Locals required tofile a Form 990 to satisfy the reporting requirements of one or more states, this
space will reflect the registration number assigned by the state to which you are reporting. This applies only
when the state will accept a copy of your 990 report in lieu of the regular state report.

6. A changed address refers to the address shown in number 2 above.
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Each Loca isexempt under IRS Code 501(c) per exemption letter dated October 26, 1951 on
file & the Internationd office.

Check "no." Group return does not gpply to the Internationd or any of its Locals.
Check "yes' ancedl Locds are covered by CWA's exemption |etter.
CWA's group exemption number (GEN) is 1102.

If your Locd has amended its bylaws during the fiscal year just ended, check "yes' and attach a
copy of each amendment.

Name, address and telephone number of the Loca's financid officer.

The formisto be dated and signed by an officer of the Loca, preferably the financia officer or
President.

To be sgned only when the form is completed by a CPA, independent auditing firm or someone
not associated with the Locdl.

It is strongly recommended that Form 990 be filed with IRS when your Locd filesits LM report with
the Labor Department. Thiswill ensure an early filing and preclude the possihility of incurring afine for
latefiling.

NOTE: Any Loca whose charter isrecdled mugt file atermina Form 990 with IRS, sending a copy to
the International Headquarters. This report would reflect a year-ending date as the date the charter was
recalled and a notation should be made at the top of the form that thisisa"Termind Report.”

IRS Form 990 is not stocked at the International Headquarters. It may be obtained from your nearest
IRSfield office.
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SAMPLE — FORM 990
RETURN OF ORGANIZATION EXEMPT FROM INCOME TAX
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SAMPLE — FORM 990-T
EMEPT ORGANIZATION BUSINESS INCOME TAX RETURN
(and proxy tax under section 6033(€e))
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IRSFORMS 1096 AND 1099 - INSTRUCTIONS ANNUAL SUMMARY AND

TRANSMITTAL OF U.S. INFORMATION RETURNS

Exact copies of Internal Revenue Service Forms 1096 and 1099 are shown on the following pages.
A supply of these forms may be obtained from your nearest Director of Internal Revenue.

The IRS has ruled that if strike benefits furnished a member were in an aggregate amount of less than $600
per year, no forms are required to be filed. Only fixed amount strike benefits of $600 of more are to be
reported to the member on Form 1099 and to IRS on 1099 and 1096.

Food, clothing, rent and insurance payments furnished as strike benefits by a Labor Union to needy workers
participating in a strike may be considered gifts and are not reportable.

Attached is a copy of this IRS ruling as it was originally published in IRS Bull. 68-32.
Whereas Locals are not required to report strike benefits of less than $600, these payments are includible in
the gross income of the recipients in the year received.

In the IRS publication "Y our Federal Income Tax," it states. "Strike and lock-out benefits paid by a Union
from union dues, including both cash and their fair market value of goods received, are includible in income
unless the facts clearly show that such benefits were intended as a gift."

However, we are advised by legal counsel, “. . . payments to members from the CWA Defense Fund during
times of strike are not taxable income and such payments should be excluded from income for Federal tax
purposes.”

If your Local received and distributed Defense Fund strike monies to members, you should advise them of the
foregoing.

Should any Local member request information as to the total amount of benefits he received during the
calendar year, your Local is obligated to furnish that information. This need not be given on the Form 1099.

Form 1099 is furnished in triplicate with indications as to who receives each copy. Complete the form
according to the instructions and sample shown; separate and distribute as follows:

Copy A -- will be attached to Form 1096 for mailing to IRS at the address shown on the reverse side of Form
1096.

Copy B -- ismailed to the individual named on the form.

Copy C -- isretained for the Local's records.

You will note Form 1099 calls for "taxpayer identifying number." Thisis your Employer Identification
Number which is issued by your nearest Director of Internal Revenue. If your Local does not know its

number, it is on file in the International Headquarters office.
Form 1096 is solely for the purpose of transmitting to the Internal Revenue Service their copy of the 1099.
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SAMPLE — FORM 1099-MISC
MISCELLANEOUS INCOME
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SAMPLE — FORM 1096
ANNUAL SUMMARY AND TRANSMITTAL
OF U.S. INFORMATION FUNDS
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LOCAL
OFFICER
REPORT/FORM WHO MUST FILE RESPONSIBLE GOVERNMENT FILING DEADLINE WHERE TO FILE
Report LM-1 All newly chartered labor Treasurer 90 days from date of charter. OLMS
(See UOPM Section organizations US Dept of Labor
11.4) Washington, D.C. 20210
Report LM-1A Any labor organization with changes Secretary Attached to and filed with LM-2 or LM-3. Same as Above
(See UOPM in either their Constitution and and
Sections Bylaws and/or practices and President
11.4 and 11.5) procedures.
Report LM-2 Labor organizations with total Treasurer Within 90 days after the end of the fiscal Same as Above
(See UOPM Section receipts over $100,000 per year. and year.
11.6) Must attach Bylaw amendments. President
Report LM-3 Labor organizations with total Treasurer Same as Above Same as Above
(See UOPM Section receipts under $100,000 per year. and
11.7) Must attach Bylaw Amendments. President
Form 940 Labor organizations with full-time or Treasurer Form 940 must be filed by the following Your nearest IRS Center.
Federal part-time employees or paying lost January 31.
Unemployment Tax time. Taxes will be paid using Form 8109.
Return
(See UOPM Section
11.8B)
Form 941 Locals with full-time or part-time Treasurer Due quarterly: April 30, July 31, October Your nearest IRS Center.
Employer's Federa employees or paying lost wages. 31, January 31.
Tax Return
(See UOPM Section
11.8A)
Form 990 All Locals with annual receipts over Treasurer On or before the 15th day of the 5th Your nearest IRS Center.
Return of $25,000. month following the close of the Locdl's
Organizations fiscdl year.
Exempt From
Income Tax
(See UOPM Section
11.9
Form 990-T Any Local with unrelated business or Treasurer 15th day of the 5th month after the end of Your nearest IRS Center.
(See UOPM Section trade income of $1,000 or more. For the tax year.
11.9) example: renta income.
Form 1096 Used solely for purpose of Treasurer Date Due to IRS February 28. Your nearest IRS Center.
(See UOPM Section transmitting Form 1099 to the IRS.
11.10)
Form 1099 Payments (including strike benefits) Treasurer Must give form to individual by January Your nearest IRS Center.
Statement for for services performed for atrade or 31
Recipients of business by people not treated as its
Miscellaneous employees.
Income

(See UOPM Section
11.10)
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CHECKLIST OF FEDERAL GOVERNMENT REQUIRED FORMSAND REPORTS

LOCAL
OFFICER
REPORT/FORM WHO MUST FILE RESPONSIBLE GOVERNMENT FILING DEADLINE WHERE TO FILE
Form Any Local with a Political Action Treasurer March 15 Your nearest IRS Center.
1120-POL* Committee that invests the PAC
(See UOPM Section money and earns from the
11.18) investments more than $100 a year.
Form 8109 Labor organizations which withhold Treasurer If taxes are owed: Mail or deliver each

Federal Deposit Tax
Coupon

federal taxes and social security taxes
from employee's salary.

This deposit would also include
Federal Unemployment taxes which,
if the payment is $100 or more at the
end of the quarter, must be paid
quarterly.

Otherwise, it can be filed by the
following January 31.

1) Less than $500 at end of quarter, must
deposit by end of the next month.

2) Less than $500 at end of month, no
deposit due. Carry taxes over to next
month.

3) $500 or more, but less than $3,000 at
end of month, deposit taxes within 15
days after end of month.

4) $3,000 or more, on the 3rd, 7th, 11th,
15th, 19th, 22nd, 25th or last day of
month, deposit taxes within 3 banking
days.

deposit coupon and a
single payment covering
the taxes to be deposited
to afinancia institution
qualified as a depository
for federa taxes or to the
Federa Reserve Bank
serving your geographical
aea

Form 1-9
Employment
Verification

(See UOPM Section
18.5)

All new employees must complete at
time of hiring.

Retain 1-9 form for three years from date of
hiring or one year after date of termination,
whichever is later.

Form W-2 All Locals who have paid wages Due to employees by January 31. Regional Social Security
Wage and Tax within the calendar year. Due to the Social Security Administration Office

Statement by February 28.

Form W-3 All Locals required to file W-2. February 28. Regional Social Security
Transmittal of Office. Address for each
Income Tax state is on the front of the
Statement W-3.

Form W-4 All employees. Retain unless employee claims more than Your nearest IRS Center.
Employee's 10 Federd exemptions or, if an employee (If necessary, as explained
Withholding claims exemption from all Federal taxes under Filing Deadline.)
Certificate and can be expected to earn more than

(See UOPM Section
18.5)

$200 per week, then a copy of the W-4
must be filed with the next quarter's Form
941.

* Transfers to CWA-COPE or CWA-COPE PCC do not qualify as a political contribution and are exempt from consideration of this tax.
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INTERNAL REVENUE SERVICE GROUP EXEMPTION REQUEST

Under the procedures set forth by the Internal Revenue Service, the International Secretary-Treasurer
has secured a ruling from IRS which exempts CWA and its subordinate organizations (Locals) from the
payment of any Federal income tax.

In order to retain this exemption, CWA isrequired to file with IRS, on an annua bass, alist of certain
Locds, asfollows

A. All Locds/Coundils newly chartered from the date of our last report.
B. A lig of dl Locds/Councils who have had their charter recalled within the same period.

C. A ligt of Locas/Councils who have had a change of address for the principa officer during this
period.

In conjunction with the three categories above, CWA isrequired to furnish the IRS with the Employer
| dentification Number for each one of these L ocals/Councils.

The Internationa Secretary- Treasurer must dso certify that each of the newly chartered Locas has
requested to be added to the group exemption roster.

At thetime aLocd or Council is chartered by the Communications Workers of America, the
Loca/Councl mug file with the Internd Revenue Service an gpplication for an Employer Identification
Number, Form SS-4. This can be done online at www.irs.gov

Once the form has been processed and a number has been assigned, the L ocal/Council should supply
the Communications Workers of Americawith the number so it can be added to the IRS exemption
roger filed annudly with the IRS. This number isto be used by dl Locas'Councils when filing their IRS
Form 990, aswell as when they file any officid documents with the IRS Didtrict Director.

By law, every locd labor union is required to have an Employer Identification Number whether or not
they report taxes for any full- or part-time employees they may have now or in the future on the Loca

payroll.

At the time the Headquarters office files our annua report with IRS requesting an extension of thistax
exempt status, we must dso certify to them that any Locas who have been chartered since the date of
our last report have requested, in writing, that they be added to the group exemption roster.

In this connection, at the time the Application for Loca Charter is made, one of the officers of the new
unit will be required to execute aform letter smilar to the one shown in Section 11.12A.


www.irs.gov

Section 11.12A
International/Local
07/07

DATE

INTERNATIONAL SECRETARY-TREASURER
COMMUNICATIONS WORKERS OF AMERICA
501 Third Street, Northwest

Washington, D.C. 20001

In accordance with the regulations of the Internal Revenue Service, dated March 18, 1968, thisisto
request that you add our Local/Council to the group exemption roster.

Our IRS Employer Identification Number is

Sincerdy and fraterndly,

Name

Title

Local/Council

Origind - Internationd
Copy - Vice Presdent’s Office
Copy - Locd/Council Files

MLO-106 (rev. 07/07)
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EQUAL EMPLOYMENT OPPORTUNITY COMMISSION EEOC FORM 274,
LOCAL UNION REPORT (EEO-3)

This report must be completed in full and filed by or on behdf of only referra loca unions subject to
Title VIl of the Civil Rights Act of 1964, as amended, which have had 100 or more members at any
time since December 31 of the preceding year.

"Referral Union" is aterm which describes unions under whose normal methods of operation
individuds cusomarily and regularly seek or gain employment through the union, or an agent of the
union.

For the purposes of this report, aloca union will be consdered to be a Referra Union only if it:

@ Operates a hiring hdl or hiring office (on its own behdf or through ajoint council or other
referral agent), or

(b) Has an arrangement under which one or more employers are required to consider or hire
persons referred by the union or its agent, or

(© Has ten percent or more of its members employed by employers which customarily and
regularly look to the union, or any agent of the union, for employeesto be hired on acasud or
temporary basis, for a specified period of time, or for the duration of a specified job.

The union will not be considered a Referrad Union where there are only occasiond referralsto an
employer who redlies on sources other than the union, or an agent of the union, for a substantia portion
of dl hires. Thusthe fact that a union representetive in an indugtria plant occasonaly recommends
persons for ajob at the employer's request would not in itself result in the classfication of that union asa
Referral Union.

Accordingly, this new policy should rdieve most CWA Locds of the requirements of filing EEO-3
Reports.

However, should your Loca be required to file Report EEO- 3, you must submit the origind and one
copy no later than February 28 to:

Union Reporting Program

Equa Employment Opportunity Commisson
1801 L Street, N.W.

Washington, D.C. 20507
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SAMPLE —EEOC FORM 274
EQUAL EMPLOYMENT OPPORTUNITY
LOCAL UNION REPORT EEOQ-3
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COMBINED JOURNAL LEDGER

In an effort to assist Locasin compiling the financid data needed to complete OLMS Form LM-3, a
combined Journa- L edger workbook has been devised.

This book contains fifteen double pages, imprinted on both sides on ledger paper and bound in a soft
cove.

Enclosed with the Journd-Ledger is an example of how it can be used in assembling the data required
for the OLMS Form LM - 3, together with afacamile of this form and certain specific ingructions taken
from the U.S. Department of Labor ingruction folder which accompaniesthe LM-3.

Thisisthe short form used by al Locaswhose tota receipts were less than $100,000 during the fiscd
year.

Each combined Journa-Ledger should last the average Loca two fisca years.
Copies of the Journa-Ledger, accompanied by the example and ingtructions, may be acquired free of

charge, by directing a request to the CWA Secretary-Treasurer, 501 Third Street, N.W., Washington,
D. C. 20001-2797.
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TRUSTEESHIPS - REQUIRED REPORTS - ADMINISTRATORS
The CWA Condgtitution states, in Article X111, Section 8(b):

"The Executive Board may appoint atemporary administrator to temporarily conduct the affairs
of alLocd after receiving arequest from the officers or membership of aLocd for such action.”

As defined in the "Labor-Management Reporting and Disclosure Act, as Amended,” Section 408.1(b):

"Trusteeship’ means any receivership, trusteeship or other method of supervision or control
whereby alabor organization suspends the autonomy otherwise available to a subordinate body
under its condtitution or bylaws."

Part 408 of the Act specifies the report forms which the Nationd must file periodicaly whenever an
adminigratorship is established.

They are:

LM-15 Trusteeship Report

LM-15A Schedule on Sdlection of Delegates and Officers

LM-2 Labor Organization Annud (Financia) Report

LM-1A Report of Current Status: Labor Organization Information Supplement
LM-6 Information and Signature Sheet

LM-16 Termina Trusteeship Information Report

Following is an outline of the above forms.
Ingtructions covering the tranamittal of each of these forms are given a the end of this Section.
LM-15 TRUSTEESHIP REPORT (UOPM Section 11.15A)

This section isa sample of pages 1 and 2 of this form. The numbers given below coincide with the
numbers on Form LM-15.

2. File No. Thisisthe LM file number which has been previoudy assgned to the Locd by the
Labor Department.

7A.  Theinitial report must state the reason for the establishment of the administratorship. The
six-month report must Sate the reason(s) for its continuation.

7B.  The CWA Conditution article providing for the establishment of the trusteeship is Article X111,
Section 8(b).
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8. Pease refer to the ingructions accompanying the LM -15. The Adminisirator must give a
detail ed statement explaining the reasons for the establishment of the administratorship.

9A.  Conventions and Other Policy-Determining Bodies. Check "yes' if any of the following groups
met during the report period: CWA Convention; Didlrict, State or Area meetings, any mesting
of agroup of delegates which would formulate apolicy that might affect " conditions of
employment.” Form LM -15A (discussed below) would then have to be filed.

Verification and Signatures

Theform must be Sgned by: (1) the International President; (2) the Internationa Secretary-Treasurer
and (3) the Loca Adminigtrator. The Adminigtrator's signature appears in the section a the bottom of
the form where it states. "Signature of trustee of subordinate labor organization.”

Statement of Assets and Liabilities

This section (page 2) of the LM-15 is completed for the initid report only. The indructions
accompanying Form LM-15 detall the financid information that must be supplied.

LM-15A SCHEDULE OF SELECTION OF DELEGATESAND OFFICERS (UOPM
Section 11.15B)

Thisformisfiled in conjunction with Form LM-15, LM -2 (and LM - 16, if gpplicable) if any of the
following meetings were held during the reporting period covered:

CWA Convention.

Bargaining Council medting.

Didgtrict, State or Area mesting.

Any meeting of agroup of delegates which formulates policies concerning
"conditions of employment.”

There are two partsto Form LM-15A. Part A relates to the election of delegates to any of the
above-mentioned meetings. Part B specificaly rdates to the eection of Internationa (not Local)
officers.

The ingructions accompanying the LM -15A are sdlf-explanatory with the exception of Item 2. If this
formisfiled in conjunction with a Termind Report (LM -16), the period covered would be from the
date of the last LM-15 filed to the date the administratorship was terminated. This may not necessarily
be a sx-month period.

Note that no signatures are required on the LM -15A.

* x *k % %
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LM-2 LABOR ORGANIZATION ANNUAL (FINANCIAL) REPORT)

Regardless of the sze of the Loca over which an administratorship has been established, financid
Report Form LM -2 (long form) must be used.

The financid report must be filed within 90 days from the date of the termination of the
adminigratorship.

The LM-2 must dso befiled if the administratorship of the Local extends past the end of the Locd fisca
year, June 30.

In addition to the ingtructions accompanying Form LM -2, information can adso be found in UOPM
Section 11.6.

Signatures

Form LM -2 must be signed by the Internationa President, International Secretary-Treasurer and
Adminigrator. Since there is insufficient space on the form for al three sgnatures, the Administrator
should sign on a separate sheet of paper, following the format shown on the bottom of page 1 of the
form.

* k k * %

LM-1A REPORT OF CURRENT STATUS; LABOR ORGANIZATION INFORMATION
SUPPLEMENT

If you arefiling an LM-2 as afisca year report, then Form LM -1A may dso have to befiled. The same
rule gppliesfor atrusteed Loca asfor any other CWA Locd. Namdly, if a bylaw amendment was
passed during the fiscal year ended, which affects the practices and procedures of the Local, the
LM-1A must be filed together with the LM-2.

See UOPM Sections 11.4, 11.5 and 11.6 for additiond instructions on the completion of thisform.

The ingructions published with the form are slent as to whether the Adminigtrator must Sgn thisform. It
is suggested the same procedure as set forth above for the LM -2 be used by the Adminigtrator.

* k k * %

LM-6 INFORMATION AND SIGNATURE SHEET (Section 11.15C)

Thisform is submitted in conjunction with the LM -2 financid report when that report isfiled either at the
end of the Locd fisca year or upon the termination of the adminigtratorship.

The LM-6 is completdy sdf-explanatory. The sgnatures of the Internationa President,
Secretary-Treasurer and Administrator are required.
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LM-16 TERMINAL TRUSTEESHIP INFORMATION (Section 11.15D)

Upon termination of the Adminigratorship, the LM-16 must be filed together with the LM -2, LM -6
and, if gpplicable, the LM-1A and LM-15A.

Theform is sAf-explanatory. It must be sgned by the Internationa President, Internationd
Secretary-Treasurer and Adminigirator.

Following is a breskdown of the forms discussed above and their filing dates:
LM-15

a Initid (within 30 days)
b. Every sx months

LM-15A --(withLM-15 or LM-2)
CWA Convention

a
b. Bargaining Council mesting
C. Didrict, State, Area meetings

LM-2
a Fiscd year ending 6/30 within 90 days
b. Termination of Trusteeship (within 90 days)
LM-1A -- (withLM-2)
LM-6
a with LM-2 (Locd fiscd year)
b. with LM-2 (termina report)
LM-16 -- (with LM-2 at termination of trusteeship)

* k k * %

INTERNAL REVENUE SERVICE FORM
IRS-990

The Adminigtrator is respongible for filing this IRS form, if the trusteeship extends beyond the end of the
Locd fiscd year. Ingructions for its completion may be found in UOPM Section 11.9.

The Adminigrator's Sgnature is the only one required. Therefore, the form may be filed directly with the
IRS. However, a copy of the IRS-990 must be forwarded to the International Headquarters for the
officid files
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Record Retention

Once the adminigtratorship over aLoca has been terminated, al records of the Loca that may bein the
possession of the Administrator revert back to the Local. The Adminisirator may, at his discretion,
retain acopy of any materia he feds necessary for his own persond records. However, al permanent
records or "hard copies’ become the property of the Local.

According to Labor Department regulations, "such records shall be kept available for examination for a
period of not less than five years after the filing of the documents based on the information which they
contain.”

An example of the supporting materia to be retained would be documents such as vouchers, receipts,
bank statements, membership records, Loca dues summary shests, etc.

* x *k % %

Four copies must be completed of each of the above forms. These may ether be an origina and three
carbons or an original and three photostats.

All four copies are to be forwarded to the International Secretary- Treasurer's office after the Local
Adminigtrator has signed the form(s). The Internationd Secretary- Treasurer's office will secure the
additiona officer sgnatures and transmit two copies of each form (with attachments as required) to the
Labor Department. One copy will be retained for the officia Headquarters files and one copy will be
returned to the Local Adminigtrator.

The International Secretary- Treasurer's office maintains a follow-up file on Locals under the
adminigratorship. This office will contact the Adminigtrator in advance of the due date of the LM forms
and furnish that individua with the necessary sets of any formsto be filed.

If there are any questions or problems associated with the foregoing or in administering the affairs of the
Loca under trusteeship, please contact the Internationa Secretary-Treasurer's office for assistance.



Section 11.15A (Pg 1- 2)
International/Local
04/01

SAMPLE —FORM 15
TRUSTEESHIP REPORT



www.cwa-secy-treas.org/InfoBases/UOPM/Section11forms/11.15A.PDF

Section 11.15B (Pg 1- 2)
International/Local
04/01

SAMPLE —FORM LM-15A
REPORT ON SELECTION OF
DELEGATES AND OFFICERS



www.cwa-secy-treas.org/InfoBases/UOPM/Section11forms/11.15B.PDF

Section 11.15C
International/Local
04/01

SAMPLE —FORM LM-16
TERMINAL TRUSTEESHIP REPORT



www.cwa-secy-treas.org/InfoBases/UOPM/Section11forms/11.15C.PDF

Section 11.16
International/Local
04/01

CWA CITY COUNCILS

In 1971 the U. S. Department of Labor ruled that CWA " City Councils are labor organi zations subject
to the reporting requirements’ of the Labor-Management Reporting and Disclosure Act.

That section of the Act affecting CWA City Councils was cited asfollows:

"'Labor organization' means a labor organization engaged in an indudtry affecting commerce and includes
any organization of any kind, any agency, or employee representation committee, group, association, or
plan so engaged in which employees participate and which exists for the purpose, in whole or in part, of
dedling with employers concerning grievances, labor disputes, wages, rate of pay, hours, or other terms
or conditions of employment, and any conference, generd committee, joint or System board, or joint
council so engaged which is subordinate to a nationd or internationd labor organization, other than a
date or local central body.

"Regardless of whether it dedls with employers concerning terms and conditions of employment and
regardless of whether it is composed of employees, any conference, general committee, joint or system
board, or joint council engaged in an industry affecting commerce and which is subordinate to a nationa
or internationa labor organization is a'labor organization' for the purposes of the Act.”

It has been determined by the Labor Department that CWA City Councils "function between the
International and local levels of CWA and they have a separate existence as evidenced in part by the
fact that they have their own treasuries, collect assessments from affiliated locas, and eect their own
officers”

Each City Council isto follow the same OLMS reporting procedure as for CWA Locas. Newly
formed Councils are to file a preliminary OLMS Information Report Form LM -1 (UOPM Section
11.4). A copy of thisform isto be furnished the International Secretary-Treasurer.

Further, within ninety (90) days following the end of the Council's fisca year, financid Report Form
LM-2 or LM-3, as appropriate, must be filed with the Labor Department. (UOPM Sections 11.6 and
11.7)

A copy of thisform isaso to be furnished the International Secretary-Treasurer.

All report forms areto be forwarded through the lines of organization established in each
District.

In addition, each Council isto keep the International currently advised as to the names and addresses of
the principa officers.

Should you encounter any problems with respect to the above, the Vice President of your Didtrict or the
International Secretary-Treasurer may be of assstance.



Section 11.17
International/Local
04/01

EMPLOYER'SANNUAL FEDERAL UNEMPLOYMENT TAX RETURN - FORM 940

No attempt will be made to set forth an explanation as to how the Employer's Annua Federal Unemployment
Tax Return Form 940 should be completed.

However, CWA Locals are not exempt from filing this form with the Internal Revenue Service.
All chartered Locals are required to file.

Any Locd having paid wages to temporary, full-time, part-time or occasional employees will, in al probability,
have to file Form 940 and pay an Unemployment Tax.

When determining who is considered an "employee,” the Local must also take into account members who are
reimbursed for "lost time" pay.

Unlike other financial reports filed by CWA Locals, which are basically statements of income and expense,
Form 940 applies differently to each Local.

Consideration must be given not only to salaries paid, but also to any credits for unemployment taxes paid in
the state in which your Local is located.

Unless your local uses the services of a professional bookkeeper or a C.P.A., your financia officers should
not attempt to complete and file Form 940 without qualified assistance.

In this connection, the Internal Revenue Service urges the Local financial officer to contact the nearest IRS
office for such help.

An appointment should be made with an IRS agent familiar with the Unemployment Tax.

The Local officer will probably be requested to bring with him the financia records and books for the current
fiscal year.

At the meeting with the IRS agent, he will receive detailed instructions for completing Form 940 as it relates
to his particular Local.

It is not recommended that one financial officer attempt to instruct an officer of another Local in the
mechanics involved in the computation of the Unemployment Tax.

Normally, Form 940 is automatically mailed to Locals who have paid unemployment taxes in the past.
However, no Local should rely on receiving the form on an automatic basis from the IRS.

Your Loca's financial officer should contact the nearest IRS office and secure blank copies of Form 940
from them.

Thisform is not stocked at the International Headquarters office.



Section 11.18
International/Local
11/06

CWA POLICY - IRSSECTION 527 - REPORTS

CWA Locds that make contributions or expenditures beyond union household members for the
purpose of influencing the sdection, nomination, eection or gppointment of any individua to federd,
date or local office may incur tax ligbility under Interna Revenue Code Section 527. Section 527
imposes atax at 35% on the lesser of the taxable spending described above or the Locd's net
investment income (interest, rents, royalties, dividends and capitd gains). If aLocd incursthistax, it
must file IRS Form 1120-POL by the 15" day of the third month after the end of the Local’ s tax year.

Union expenditures for membership communications, nonpartisan regigtration and get- out-the-vote
drives, ballot measure contributions and advocacy, and establishing a separate segregated politica fund
(also called a* Section 527 account™), are not subject to thistax. Also, transfers of voluntary
contributions to CWA-COPE PCC, CWA'sfedera PAC, do not qudify as taxable political
expenditures, even if the Locd’s generd treasury acts asthe “ collecting agent” for those contributions
on behalf of CWA COPE PCC.

In no event may dues income be used to make contributions to candidates for federa office, nationa
political party committees, or other federd politica committees, including the federal accounts of state
party committees.

If your Locdl recaives invesment income and it contemplates political spending that might be subject to
tax under Section 527, it should establish a separate Section 527 account for this purpose. If that
account is nor+interest bearing and does not otherwise earn investment income, it will have no tax
liability under Section 527. If the account does earn investment income, the net amount earned in
excess of $100 will be subject to tax. (We recommend that Section 527 accounts do earn interest.)

Transfers of funds by your Locd to its separate segregated fund may be trested as taxable expenditures
by the Locd. In order to avoid this, the Local should deposit dues income or voluntary contributions
directly into the Section 527 account, before it earns any interest for the Local’ s generd fund itself.

A Section 527 account that anticipates gross annual receipts of at least $25,000 must register with the
Internal Revenue Service within 24 hours of its establishment by filing Form 8871. The account will aso
have to file periodic reports (generdly, quarterly during even years and semi-annually during odd years)
of its receipts and spending on Form 8872, unless it is exempt becauseit is aready registered and
reports comparable information as a state or local PAC. And, the account will have to file an annua
information return on either Form 990 or Form 990EZ, depending on the amounts of its receipts and
assets, by the 15" day of the fifth month after the end of the account’ s tax yesr.

Findly, if the account earns more than $100 in interest, it will have to pay tax and file Form 1120-POL
by the 15" day of the third month after the end of the account’ s tax year.



