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Obtaining Copies of Exemption Determination Letter from IRS 
 

Do you have questions about the exemption of your church or nonprofit organization? 

Wondering if your organization’s exemption is still valid?  Have you lost (or can no longer find 

     ) your federal income tax exemption determination letter? Have you been able to confirm that 

your organization is, in fact, exempt from income tax but need a copy of the determination letter 

to prove it to contributors and grantors? 

 

You may request an affirmation letter from the IRS. The affirmation letter serves the same 

purpose as the original determination letter.  Organizations can generally contact Customer 

Account Services by phone, letter, or fax to request an affirmation letter. A letter or fax 

requesting an affirmation letter must include your organization’s 

• full name  

• Employer Identification Number and 

• authorized signature (an officer or trustee)   

 

The individual signing the letter must state the capacity in which he or she is signing (for 

example, “John Smith, President”). 

 

Additionally, an organization may report a name or address change at the same time that it 

requests an affirmation letter. If you are reporting a change of address, you may attach Form 

8822-B, Change of Address - Business (PDF), or may report the change of address by phone, or 

in the body of the letter or fax requesting an affirmation letter. A letter or fax reporting a change 

of address must be specific as to the change of address – a new address merely reflected in the 

letterhead of the correspondence will not suffice. Also, include in the letter or fax both your 

organization’s old address and its new address. 

 

If you are reporting a change of name, please be sure to attach the required supporting material 

(e.g. amended articles of incorporation).  A change of name may not be reported over the 

phone.   So, if you are requesting a change of name and an affirmation letter simultaneously, you 

must do so by mail or by fax. 

 

(Note that changes of name or address must be reported on your next annual return, if required to 

file) even if separately reported when requesting an affirmation letter. 

 

You can send your request by fax to 855-204-6184, or by mail to: 

 

Internal Revenue Service 

Attn: Correspondence Unit 

P.O. Box 2508, Room 6-403 

Cincinnati, OH 45201 

 

 

https://www.irs.gov/charities-non-profits/how-to-contact-the-tax-exempt-and-government-entities-division
https://www.irs.gov/charities-non-profits/how-to-contact-the-tax-exempt-and-government-entities-division
https://www.irs.gov/charities-non-profits/other-non-profits/change-of-address-exempt-organizations
https://www.irs.gov/pub/irs-pdf/f8822b.pdf
https://www.irs.gov/pub/irs-pdf/f8822b.pdf
https://www.irs.gov/charities-non-profits/charitable-organizations/change-of-name-exempt-organizations
https://www.irs.gov/charities-non-profits/required-filing-form-990-series
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It may take 60 days or longer to process your request.  If you have a subordinate organization 

under group exemption ruling, contact the central organization that holds the group ruling to 

obtain confirmation of their status as members of the group. (See Publication 4573, Group 

Exemptions, for more information). 

 

 
DISCLAIMER 

 

This material is presented with the understanding that the author is providing basic information only and assumes 

no liability whatsoever in connection with its use. Tax laws are constantly changing, are subject to differing 

interpretations, and the facts and circumstances in any particular situation may not be the same as those presented 

here. Therefore, we urge you to do additional research and make sure that you are fully informed and 

knowledgeable before using the information contained herein. 

 

To ensure compliance with Treasury Regulations (31 CFR Part 10, §10.35), we are required to inform you that any 

tax advice contained in any correspondence or other communication from us is not intended or written by us to be 

used, and cannot be used by you or anyone else, for the purpose of avoiding penalties imposed by the Internal 

Revenue Code. 
 
 
 
 


