[On Letterhead]
To all current and former Officers, Directors, Trustees, and Key Employees:

There are several new questions on Form 990 pertaining to relationships between and among an organization and members of its governing body and management for which the IRS requires that a “reasonable effort” be made to obtain the information necessary to answer each question.  These new questions deal with the following areas:  

1. Independence

2. Family and business relationships

3. Compensation from related organizations

4. Issuance of grants or other assistance

5. Business transactions 

A “safe harbor” is provided which will insulate an organization against penalties for incomplete or inaccurate filings with respect to these new questions, and which requires the use of questionnaires to be completed and signed by governing board members and senior management.
In connection with the preparation of our 2014 IRS Form 990 ("Return of Organization Exempt from Income Tax"), your assistance is requested in responding to the questions on the attached questionnaire.  Per IRS guidance, your response will assist us in making the reasonable effort required to obtain this information and provide accurate information on our return.
We have enclosed a package containing the following:

1. Questionnaire
2. List of all Officers, Directors, Trustees, and Key Employees 

3. Detailed instructions for each question

4. Glossary of terms

Please complete the questionnaire based on the instructions, definitions, and schedules included.  Please include your name, title, date, and signature and return the questionnaire to us as soon as possible.
