Submission of DBA Name Requests

CFC charity lists are obligated to list the legal names of the charitable organizations that
applied to and were approved for participation. For CFC purposes, the legal name is the IRS-
recognized organization name associated with the employer identification number (EIN) given
on the CFC application as shown on the IRS Business Master File (BMF). The IRS BMF lists legal
names in an upper-case fashion without punctuation. Moreover, the IRS BMF, on occasion,
presents misspellings of legal names.

A DBA (or “doing business as”) name is any organization name other than the legal name
which has been registered for use by the organization. For CFC purposes, DBA names may also
be known as fictitious names or assumed business names.

CFC regulations are silent about DBA names and, therefore, are not obligated to be listed on
CFC charity lists. However, DBA names have been used for many years by the CFC as they are
known to assist donors in finding their intended organizations. DBA names can also be used to
correct IRS-recognized legal names when they are misspelled, lacking crucial punctuation, or
omit stylized letter cases.

The DBA name and supporting documentation will be submitted through the CFC Application
System. They are not required of those organizations that do not wish to use a DBA name. The
DBA name is not used to determine eligibility status, i.e. the CFC application will not be denied
simply because the DBA name supporting documentation is not enough.

Submissions of DBA names other than insignificant alterations of the legal name require
supporting documentation. Several factors determine which documentation is appropriate,
from the DBA name registration requirements of the jurisdiction in which the CFC applicant is
located to the type of application and the applicant’s certification in Step 5, Exemption Status,
of the Independent and Member organization CFC application. These cases are treated
separately. For example:

Family Services and Youth Activities/Programs (FSYA/FSYP) organizations — The name of the
organization must match the name given in the installation commander’s letter. DBA names
are not entered for FSYA/FSYP organizations.

Subordinates to a group exemption — All organizations that certify Option 2 on Step 5 (Exemption
Status) of the application must provide a current list of subordinates that are covered by the
group exemption as submitted to the IRS. The EIN on the applicant’s IRS Form 990 (or pro
forma IRS Form 990) must match the EIN on the current list of subordinates. Organizations
submitting a full application will upload this documentation in Step 5 while all organizations
(including those that are preparing verification applications) must upload this list of
subordinates as their DBA name supporting documentation on Step 6, the IRS Determination
Letter.
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Bona fide chapters and affiliates — All organizations that certify Option 3 on Step 5
Exemption Status) of the application must provide a letter from the applicant’s
parent organization. This letter must be signed by the CEO, or equivalent
officer, certifying that the applicant (explicitly named in the letter) operates as a
bona fide chapter or affiliate in good standing of the parent

organization and it is covered by the parent organization’s 501(c)(3) tax-exempt
status, IRS Form 990, and audited financial statements. The letter must be dated
on or after October of the year preceding the application year. The name of the
applicant, as presented in the letter, shall be the DBA name of the organization.

All other organizations—those that certify Option 1 on Step 5 (Exemption Status)
of the application as well as those that certify Option 2 but are the central
organization to the group exemption—must submit acceptable DBA name
documentation issued by a state or other government entity that approves and
tracks the use of assumed business names, fictitious names, or trade names.
This documentation must bear both the legal name (as recognized by the IRS
and shown in the CFC Application System) and the DBA name and expressly
state the DBA name is registered or otherwise approved for use. Such
documentation that presents an expiration date must not have expired.

Organizations that are physically located or incorporated in jurisdictions that do
not have mechanisms in place for the registration of the DBA name must provide
one of the following as the DBA documentation:

e “Live” wordmark registration documentation issued by the U.S. Patent
and Trademark Office (USPTO);

e AnIRS determination or affirmation letter or other correspondence
from the IRS dated on or after October 1 of the year preceding the
application year with the DBA name stated; or

e AnIRS Form 990 as submitted to the IRS with the DBA name correctly
listed following the form instructions. The IRS Form 990 must be the
same as the IRS Form 990 submitted on Step 8 (IRS Form 990 or Pro
Forma Form 990) of the application. A pro forma IRS Form 990 is not
enough for meeting this requirement.

Documentation of requests for use of a DBA name; IRS Forms W-9; and bylaws,
articles of incorporation, and other governance documents stating the assumed
name(s) of the organization are not acceptable documentation of the DBA name
for CFC purposes.

In some cases, CFC applicants have requested to use the registered trademark
symbol. The symbol is used to indicate a trademark is registered with the U.S.
Patent and Trademark Office (USPTO). The registered trademark symbol may
not be used while the Federal application is pending. Therefore, this symbol
will be used only for DBA names for which the USPTO has issued a registration
certificate. A copy of the registration certificate must be submitted with the DBA
documentation.
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