
Gateway Combined Federal Campaign 
Application Common Error Checklist 

 
 
Provided for your convenience in double checking; you need not include it with the application: 
 
Did you check all blocks on the application?               ____ 
 
 
Is the application signed by the certifying official?       ____ 
 
 
Is a federal IRS 501(c)3 determination letter included?  (not a state document)   ____ 
 
 
Does the name of the organization match throughout the application?  If not, is a  
“doing business as” document included?        ____ 
 
 
Did you include an audit signed by the auditor (if revenues $250,000 or more)?   ____ 
 
 
If the audit is required, does the fiscal year time frame of the audit match the IRS Form 990? ____ 
 
 
Did you include an IRS Form 990 or pro forma 990?      ____ 
 
 
Is the IRS Form 990 or pro forma 990 signed BY AN OFFICER?  (by someone in addition to the  
tax preparer?)            ____ 
 
 
Did you document the services provided in attachment A with numbers?    ____ 
 
 
Did you double check the percentage of administrative and fundraising expenses?   ____ 
 
 
Is the percentage of administrative and fundraising expenses rounded to the nearest tenth?  ____ 
 
 
Is the number of voting members listed on the IRS Form 990 in Part I, Line 3 equal or less than  
those listed in Part VII, Column C (Individual Trustee or Director)? If not, did you  
provide an explanation for the difference?        ____ 
  



Please keep in mind the following issues-- 
 
1.  Attachment C--if an audit is required, the audited financial statements must contain the 
auditor's signature (or business stamped signature). 
 
2.  Attachment D--Each application must certify that it is directed by an active and responsible 
governing body whose members have no material conflict of interest and, a majority of which 
serve without compensation.  
 
Taking this one step further, the CFC will compare the number of voting members disclosed in 
Part I, Line 3 with the number of individuals that have the ‘individual trustee or director’ 
position selected in Part VII, Column C.  If the number in Part I is more than the number in Part 
VII, the organization must provide an explanation for the difference.  Failure to clarify the 
difference or to timely file an amended IRS Form 990 with the IRS may result in the denial of 
the application. 
 
RE:  Attachment D--If your organization is not required to submit an IRS Form 990 to the IRS, 
you must do a IRS pro forma for the Gateway CFC application. To prepare a pro forma IRS 
Form 990, an organization must download a copy of the IRS Form 990 (long form) from the IRS 
web site (www.irs.gov) and complete the following sections: 
 

 Items A-M, on page 1 
 Part I (Summary), lines 1-4 only 
 Part II (Signature Block), the paid preparer's signature is not acceptable in lieu of the 

signature of an officer and WE MUST HAVE AN OFFICER'S SIGNATURE. 
 Part VII (Compensation of Officers, Directors, Trustees, Key Employees, Highest 

Compensated employees and Independent Contractors), Section A only 
 Part VIII (Statement of Revenue) 
 Part IX (Statement of Functional Expenses) 
 Part XII (Financial Statements and Reporting) 

 

3.  Attachment E--Charities which do not reflect administrative and fundraising expenses in the 
Statement of Functional Expenses of the IRS Form 990, resulting in a 0% rate, but show such 
expenses on the audited financial statement, will be denied unless the audited financial 
statements specifically state that these services were donated. 
 
4.  CFC Memo 2015-08 is posted at Gateway CFC web site www.GatewayCFC.org  : regarding 
CFC section 501(c)(3) tax-exemption categories and verification; charity coding requirements; 
and application address requirements. This memorandum replaces CFC Memorandum 2009-04 
dated March 25, 2009.  
 
5.  Gateway CFC applications should be mailed to the following address, postmarked not later 
than Friday, March 18, 2016: 
 

Greater St. Louis Federal Executive Board 
1222 Spruce Street, Room 1.205 
St. Louis, MO  63103 
 

Please contact Kevin Pratt, Eligibility Committee Chair, Gateway Combined Federal Campaign, 
at kevin.pratt@nara.gov  with questions. 


