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What is Compliance for Blue 
Star Mothers Departments, 

Chapters, and Auxiliaries 
(D, C, As)?

What does the N4VP do?
1. Compliance
2. Chartering New Chapters
3. Assisting Chapters in need of help
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For BSMA, Compliance is a window of time 
every Fall for D/C/As to complete the required 

and necessary documents to maintain your 
status as a D/C/A in Good Standing.

What happens if we don’t complete 
BSMA Compliance on time?
Another great question!
Your D/C/A is considered late and will 
no longer be in Good Standing 

BSMA Fiscal Year – September 1 through August 31, every year!
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BSMA

I have heard people talk about an “umbrella” – What is that?

The IRS can recognize the tax 
exempt status of a central 
organization, and then that 
organization may obtain a 
group exemption for 
subordinate organizations 
affiliated with it and under the 
general supervision/control of 
the central organization. 

BSMA, Inc. is a 501(c)3 and 
has a Determination Letter 
from the IRS stating as 
much.  BSMA also holds a 
group exemption, this 
allows all of our D/C/As to 
be part of the National 
group exemption IF the 
subordinate(s) is in Good 
Standing.

What does a D/C/A need to prove to its donors that it is a 501(c)3?
1. A copy of the BSMA Determination Letter 
2. A letter from the BSMA National Treasurer noting the group 

exemption and stating that your D/C/A is in Good Standing. 4



This letter is available on the BSMA website on the Financial tab.
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This letter is available, upon request, from the 
National Treasurer. This letter can only be 

provided AFTER your annual Compliance is 
Complete and is only good for that one fiscal 

year!
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How does that IRS stuff tie into Compliance?

Short answer – if you have not completed your Compliance 
then you are not in Good Standing. If you are not in Good 
Standing, then you cannot act as a subsidiary of BSMA – you 
cannot be a 501(c)3 without doing your Compliance and being 
in Good Standing. 

No Compliance = No Umbrella= No 501(c)3! 
No checks from National either!

OK, it’s not THAT scary! We just have to do the work ☺
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So how do we get our Compliance done so we can be in Good Standing?

Remember that the Compliance Window is the same every year
September 1 through December 1

That does not change, all documents and reports and due during this 
time frame!

There are 7 Components of Compliance

The following two reports are filed with the IRS or your State agencies, with digital 
copies emailed to 4VP@bluestarmothers.us

1. IRS From 990 – Accepted
2. State Filing Requirements - these vary by State, please see the Chapter and 
Department Resources Tab on the National Website for
information on your State requirements

The following reports are submitted using your D/C/A profile on the BSMA website:

3. EIN Report
4. Chapter Information Report
5. Officer Roster with signed Affiliation Agreement attached
 - If you are filing for a Department, submit the Department Officer Roster
 - If you are filing for a Chapter, submit the Chapter Officer Roster
 Affiliation Agreement (AA) – Using only the Affiliation Agreement signed by the 
National Officers following the most recent
convention, officers should sign this form to submit with your Officer Roster.
 -  If you are filing for a Department, submit the AA with your Department President 
signature
 -  If you are filing for a Chapter within a Department, submit the AA with your Dept. 
President signature
 -  If you are filing for a Chapter without a Department, submit the AA signed only by 
the National Officers
6.  Annual Report – this includes attachments for Bank Statement(s), Bank Signers 
Verification Letter, Balance Sheet (or Statement of
Financial Position), and Profit and Loss Statement (or Statement of Activities).
7.  VAVS Fee
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Use only your Chapter Profile log in 
credentials to complete Compliance!

Every file name and every email 
subject line and every document 
header NEEDS to include your Chapter 
State and Number (CSN), or 
Department or Auxiliary Name – no 
exceptions!

When you are contacted by the N4VP, N1VP, or a person 
from the financial document review team, please READ 
their instructions and follow them – we are trying to 
make it easier for you!

There is a Compliance Guide on the BSMA website – 
1. Log in using the Chapter credentials
2. Click on either Compliance Forms or Compliance 

Guide in the red box menu on the right – it’s in 
both places. 

Watch your President and Membership Chair emails for 
Compliance Training Emails! Share those emails with 
your team!

Reach out and ask any questions you have!

Who is responsible for completing Compliance?
Another excellent question!
The entire Chapter Executive Board should be 
involved, the entire chapter should be aware of the 
process and help as needed!
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Some documents/reports are for the fiscal 
year just ended, others are for the fiscal year 

just starting – WHAT?!?!

For the fiscal year just ended:
1. 990
2. State Filings
3. Annual Report – including P&L, Balance Sheet, and Bank 

Statement For the fiscal year just starting:
1. EIN Report
2. Chapter Information Report
3. Officer Roster and Affiliation Agreement
4. Annual Report – Bank Signers Verification Letter
5. VAVS Fund Fee

Special Note on Officer Rosters and Affiliation Agreements
 - These are due immediately any time there is a change of officers
 - These must be submitted immediately any time there is a change of 
officers – there is no window on this piece, it must be done 
immediately any time there is any change!
 - These must be submitted at least once annually, immediately after 
elections even if no changes have been made

Special Note on Bank Signer Verification Letters
 - These are required to be updated any time there is 
a change in Financial Secretary,  Treasurer, or 1VP 
(for emergencies only).
 - These 3 positions are the official signers on all 
bank accounts so this letter must be updated if there 
is a change in any of these positions!
 - This must be submitted at least once annually as 
part of your compliance, even if there are no 
changes to these officers.
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Who? Every Department, Chapter, and Auxiliary
What? File a 990 with the IRS
When? Any time between Sept. 1 and Dec. 1, every year
Where? IRS website
Why? Well, because we are a business and it is required 
by the IRS!

How do I get a copy of this document to BSMA?
Excellent Question!
You send a copy of the IRS 990 showing a filing 
status of “Accepted” to the N4VP via email

But wait – BIG QUESTION – how do I get a copy of our 
990 showing a filing status of “Accepted” to email it to 
the N4VP???

This process takes 2 steps and anywhere from minutes to a 
couple of weeks – time frame is up to the IRS!

Step 1: Log into the IRS website and file your 990N.
Step 2: Check back later – a few minutes, a few hours, a couple 
of weeks. Log back into the IRS website using the same log in 
credentials you used to file, navigate to the Manage 990N area, 
and check on the status of your submission. If it says filing 
status “Accepted” then click open that submission ID and your 
form is there! If it says “Pending”, then check back again later! 
No, the IRS will NOT contact you when this is ready, you must 
check!

WHAT EXACTLY DOES THIS IRS 990N WITH A FILING STATUS 
OF “ACCEPTED” LOOK LIKE?!?!?! 
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Yet again, another excellent question!

Example of an IRS 990 form showing a filing status of “Accepted”
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Almost every state requires a form(s) to show 
the continued existence of your D/C/A.

Every D/C/A is responsible for checking on 
the requirements of their state and 
making sure those are met and then 
reported to BSMA via email to the N4VP.

There’s an amazing list on the BSMA website 
to help you know your state’s requirements!

1. Log in to your profile or your chapter profile. 
2. Click on Chapter and Department Resources in the red boxes to 
the right.
3. Scroll down to a list titled “State Income Filing Requirements (by 
State):”
4. Locate your State on the list, click it open, and see what is 
required!

After you file with your State, email digital copies of all State filings to 
the N4VP! 14



Why?
1. To confirm 

your EIN.

2. To make sure 
we have your 
current mailing 
address, and 
that the address 
used follows our 
governing 
documents.

3. So we can 
mail you things, 
like checks, and 
be sure you will 
get them!

4. Submit this 
form again if 
your address 
changes during 
the year!
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Report #4 – 
Chapter 

Information 
Report

Why?
1. To update your info
on Locate A Chapter 
and ZeeMaps

2. To make sure any 
new/potential members
have your correct contact 
information.
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Report #5 – Officer Roster and Affiliation Agreement

When? Any time there is any change in officers, and once a year 
immediately following elections even if there are no changes.

Why? To be sure you are in Compliance with your officers and to be 
able to contact your D/C/A!

Special Note: Be sure emails are correct so we can reach out to 
you!
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Affiliation Agreement (AA) –
1. Make sure it is the one most recently signed by the current National 

Executive Board (NEB). This is found on the Compliance Forms page.
2. Make sure you read the Governing Documents prior to signing – by 

signing you are committing to follow all our Governing Documents!
3. Sign on the line AND print your name below the line
4. Date the document and make sure your D/C/A is noted on the line at the 

top.
5. Attach this to your Officer Roster when you submit it. 
Reminder – A new AA must be signed and submitted with an Officer Roster 
any time there is a change in Officers and once after elections even if there 
are no changes!
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Report #6 – Annual Report, with attached Financial Documents

Why?
To have a view of how 
the organization as a 
whole is performing, to 
confirm that all D/C/As 
are following Internal 
Revenue Code to 
maintain our full 
organizational 501(c)3 
status, to get help to 
D/C/As if needed, to 
educate our D/C/As on 
proper accounting if 
needed, etc…
Please remember, every 
D/C/A is a business!
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Sample Financial 
Documents

Tips and Tricks and Definitions:
1. Accrual Basis of Accounting – when it 

happens, not when money exchanges 
hands

2. Must have 2 FO signatures on checks
3. Make sure your totals add up!
4. Check for negatives – those will create 

questions, correct or explain up front!
5. Be specific with categories – no Misc., 

Other, or vague names. Do not use 
acronyms that are specific to your area 
without explaining them ☺

6. Reconcile your account statements 
every month!

7. Every document needs your CSN in the 
file name and in the header of the doc!

8. Both Financial Officers should have full 
access to accounting software/docs 
(finsec for monies in, treasurer for 
monies out). Other CEB members should 
have read only access.

9. Submit this report once online, then 
follow your reviewer’s instructions for 
getting updates sent in (usually email).

10. PAY DOWN YOUR ASSETS – spend your 
funds on the Mission!
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Report #7 –
 VAVS Fund Fee
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The Compliance Review Team
 - The N4VP heads the team and reviews IRS 990, State Filings, 
EIN Reports, Chapter Information Report, VAVS Fee. 
 - The N1VP reviews Officer Rosters/Affiliation Agreements.
 - The National Financial Assistant leads the Financial Review 
Team and manages submissions and gets documents to 
reviewers.
 - The Financial Review Team members each takes a group of 
D/C/As and review their financial document submissions.
 - Only the N4VP can notify you that your D/C/A is fully 
complete with Compliance – anything from another team 
member regards only the portion they are reviewing.
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Remember, all compliance documents 
and reports must be submitted between 
September 1 and December 1 to be 
considered On Time submissions! After 
December 1, your submissions are LATE.

If you have not completed Compliance by 
Thanksgiving time, your DEB/CEB/AEB will 
receive an email from the N4VP reminding 
you to get it completed on time, with a list of 
what is still needed.

Timeline for Compliance

If you have not completed Compliance by early 
December, your DEB/CEB/AEB will receive another 
email from the N4VP with a late notice and a list of 
what is still needed from you. 

If you have not completed all of 
Compliance by mid January, your 
DEB/AEB/Entire Chapter membership 
will receive an email stating that you 
are well past due, with a list of what is 
missing, and a reminder that it is 
everyone’s responsibility to make sure 
their D/C/A is compliant. 

Best Practice: Complete all of Compliance between 
September 1 and December 1 (on time!) so you can get 
that amazing email from the N4VP letting you know 
Compliance is Complete and can focus on our Mission! 24



Any Questions???
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