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i. ALL MCL PAYMASTER FORMS ARE AVAILABLE ON THE MCL NATIONAL WEBSITE 

IN THE LIBRARY 

ii. ALL FORMS ARE IN .PDF FORMAT & SHOULD BE FILLED OUT ON A COMPUTER 

iii. THEY SHOULD BE DOWNLOADED EACH TIME ONE IS NEEDED TO ENSURE YOU 

ARE USING THE MOST CURRENT 

iv. PAYMASTERS WILL NEED A COMPUTER MOVING FORWARD 

v. MEMBERSHIP YEARLY DUES ARE TO BE PAID BY SEPTEMBER 1 
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Section 1 – Purpose of the Guide 
The purpose of this guide is: 

1. To have all Paymasters understand their duties to the Detachment and the 

Department. 

2. To have all Paymasters reporting the Transmittals in the same manner. 

3. To be a reminder on the proper way of filling out Transmittals for all Paymasters. 

4. To organize the submitting of Transmittals to make it easier on both the Department 

Paymaster and National Headquarters. 

5. To clearly identify the requirement to submit an annual IRS Form 990. 

6. To clearly identify the requirement to keep your State Incorporation current by 

submitting a Kansas Secretary of State 

7. To clearly identify the requirement to submit an annual Paid Life Member (PLM) 

Audit. 

 

To be a guide for all Paymasters presently and in the future. Your input, positive and 

negative, is desired. If this guide can be improved upon in any way, shape or form, it 

would be greatly appreciated. Contact let your Dept Paymaster know. 

 

 

 

Thanks go out to the Department of Nebraska, Department of Illinois & the Department 

of West Virginia who have similar guides or training packets Those documents provided 

the inspiration and a way forward in creating this Guidebook. Special thank you to 

Harvey Harris, Department of Kansas Adj/Paymaster for his contributions and document 

review. 
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Section 2 – Duties of the Paymaster 
 

1. Maintains Detachment Financial Records: The Paymaster is responsible for 

maintaining and providing for review upon request from the Detachment Board of 

Trustees, Audit Committee, and/or Department/National offices, all financial records 

and reports for the Detachment. Such records normally include records of revenue 

receipts, expenditure records, checking and financial account statements and 

summary reports of financial condition (balance sheet, profit and loss, cash flow, 

etc.). As a matter of practice, reports of financial condition should be made and 

reviewed by Detachment officers and/or membership on a scheduled periodic basis. 

 

2. Acts As Controller Of Detachment Funds: Shall keep a true record of all monies 

received and expended by the Detachment and, in close operation with the Adjutant, 

prepares up‐to‐date record of dues paid by the membership and forwards notices to 

members of their dues who have lapsed and also such other duties as may be 

assigned to him or her by the Detachment Commandant. On the Detachment banking 

accounts, the Paymaster should always be the primary signer. The Paymaster is 

responsible for paying authorized bills, assures the legitimacy of payment requests, 

budget and/or board of trustee’s approvals, prior to releasing funds for disbursement. 

He/she is also responsible for assuring that proper documentation accompanies 

requests for payments in the form of invoicing/billing, receipts and approval. This 

office acts as the policeman for outflows and expenditures on behalf of the 

Detachment's membership. He/she, therefore, has the right to question expenditures, 

if necessary, not clearly understood by budget or board of trustees. The Paymaster 

should always present a question to the Board of Trustees if there is any doubt about 

disbursement. 

 

3. Makes Fiscal and Financial Reports at Meetings: Keeping officers and members 

informed as to financial status is important to establishing and maintaining credibility 

within the organization. The presiding officer should call on the Paymaster for a report 

at each business meeting. This report should summarize financial transactions since 

the last meeting and provide a balance of accounts. It is suggested that at least 
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quarterly the Paymaster report to the Board of Trustees in more detail on account 

status, and provide balance sheet, profit and loss and cash flow data in writing. By 

doing so, the officers are aware of status and trends in determining requirements for 

revenue and/or changes in expenditures. Financial reports by the Paymaster should 

be written. Financial reports are not approved at Officer or Membership 

meetings, they are filed. The final year end audit validates all financial reporting 

and records are in sync.  

 

4. Receives Dues and Forwards Transmittals: This job can be shared by the 

Adjutant, or handled by the Paymaster in its entirety, based on practicality and 

Detachment practices and procedures. It is extremely important to handle dues and 

membership transmittals in an expeditious manner. This will be the first impression a 

new member has of the Marine Corps League to assure timely receipt of the 

member’s card and lapel pin. Dues should be transmitted upon receipt during the 

month and immediately after a meeting where a new member join. It is acceptable to 

have only one name on a Transmittal Form. It is equally important that the transmittal 

forms are done accurately, and the money is forwarded in compliance with 

Department and National procedures. It is important to review the transmittal 

instructions, as well as any procedures and policies, distributed by Department and 

National. This will help assure the goal of timely response for membership cards and 

pins. 

 

5. Handles Tax and Licensing Functions: Because each Detachment should be 

incorporated within the state, there will normally be annual forms to be completed 

from State and/or Federal tax agencies. These forms will request financial data 

regarding revenues and disbursements and their primary purpose is to assure that 

the organization is conforming to the articles of incorporation for a Veterans non‐profit 

organization. The Paymaster is responsible for completing and filing the required 

information accurately and timely. The Internal Revenue Service (IRS) requires all 

Marine Corps League Detachments to file an IRS Form 990 or Form 990‐N 

e‐Postcard. 
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6. The Paymaster collates / packages financial documents of Detachment for the 

Detachment year-end Detachment Audit. Package to be turned over to Audit 

committee; Detachment Expense Receipts, Check book, Bank account register for 

year, Detachment Monthly Budget / Income / Expense tracker. 

 

All checks written must have a receipt before payment. 

 

IMPORTANT: Each Receipt received for payment should contain; Purchasers 

name, Date of purchase, Purpose of purchase, and Detachment Check number. 

 

 

Visit Detachment Documents on MCL National website “Detachment Guidebook” – 

page 62 for duties of Paymaster.  

https://www.mcleaguelibrary.org/ 

 

 

 

https://www.mcleaguelibrary.org/
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 Section 3 – Completing the Transmittal 

Each section of the Transmittal will be shown to you as it is discussed. Numbers will be 

on the section of the Transmittal to correspond with the number explaining what to do 

and how to do it. An electronic copy of the Transmittal Form which you can type into is 

located on the National Website. Download to your personal computer for your use 

each time you need a transmittal form to ensure you are using the most current 

form. When complete save to your computer. 

www.mclnational.com or www.mcleaguelibrary.org  

 

 

1. On the line after where it states “FROM: Adjutant/Paymaster of _____________” 

Place the name of the Detachment. 

2. On the line after where it states “Detachment #___________________”  

Place the number of your Detachment. 

3. On the line after where it states “Date ______________”  

Place the date which you have completed the transmittal. The date whatever date 

you are doing the transmittal. NOTE: It is best to match the Date on the Transmittal 

with the Date on the Checks you write. And date you mail it to your Department. 

4. On the line after where it states “Transmittal #   example  1025-19-001-002 ”  

Detachment # (4 digits) - Fiscal Year (2 digits) – Transmittal # (3 digits) – Pages in 

Transmittal Batch (3 digits) 

Each transmittal should have its own separate set of checks (i.e. 1 each for National 

HQ’s and the Dept of Kansas). This may seem cumbersome, but if a Transmittal is lost 

and the check was cashed, it can assist the Department and National HQ’s to see 

where the breakdown occurred. Note last page of Transmittal batch contains the 

financial dues data. 
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5. It is always necessary to place in the box that is titled “MEMBER #”, the current 
membership number of the member. Each member has a number that has been 
issued by National Headquarters. All Assoc. Members begin with the letter “X” 
(i.e.X123456) 

 
6. In the box that is titled “CODE(S)” “COAO” if the member has a Change of 

Address. “COAN” will require 2 lines on the form, one for the old address (list 1st) 
and one for the new address (list 2nd, underneath the old address). Fill all Fields of 
both entries.    Codes as of 02/13/2019 

 
N: New Member Paying Full Dues Between the July 1st and the last day of February. 

NAM: New Assoc. Member Paying Full Dues Between the July 1st and the last day of February. 

NEW MEMBERS – SUBMIT SIGNED MCL APPLICATION w/ TRANSMITTAL. 

R: Renewal of a Regular member. 

RAM: Renewal of an Associate Member. 

NDM: New Dual Member Paying Full Dues Between the July 1st and the last day of February. 

N*: New Member Paying Reduced Dues Between the March 1st and the June 30th. 

NAM*: New Associate Member Paying Reduced Dues Between the March 1st and June 30th. 

NDM*: New Dual Member Paying Reduced Dues Between the March 1st and June 30th. 

IMPORTANT: IF USING ABOVE CODES FILL IN # of Years Paying box 

R/I: Reinstatement of a member. Must have been expired by at least one year.  

HAD: Honorary Active Duty Member 

H: Honorary Member 

COAO: Change of address fill in address before change. (Required 2 lines COAO & COAN) 

COAN: Change of address fill in new address. (Required 2 lines COAO & COAN) 

CON: Change of name. 

T: Transfer, the proper MCL form filled out and signed must accompany the transmittal. 

DEL: Delete This can only be done with members who are passed the two-year drop 

point or with accompanying letter stating to terminate membership signed by the member. 

NOD: Enter Date of Death, in Address Line enter actual Date of Death. Note Chaplain still 

fills out and submits MCL Notice of Death report separately. 
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7. HQ USE ONLY Do not write in this box, it is reserved for National HQ use only. 

NOTE: When you receive your copy back from National HQ after it has been 

inputted into their computer, it will have the expiration date of the member in this 

location. 

 

8. In the box that is titled “LAST NAME (JR, etc.) FIRST MI” place the members Last 

Name under the “LAST NAME (JR, etc.) section, the members First Name under the 

word “FIRST” and the members Middle Initial under the “MI” section. Name should 

match membership name, no alias or nicknames.  

 

9. In the shaded box that is titled “PLM #” is reserved for National HQ use only. Do not 

put anything in this box. If a person becomes a Paid Life Member (PLM), this is 

where National HQ will place his/her life membership number. 

 

10. In the box titled “STREET ADDRESS (or PO BOX #)” place the member’s 

residence of their official mailing address. Include the Apartment # here. 

 

11. In the box titled “CITY” place the member’s city or town name. 

 

12. In the box titled “ST” place the member’s two letter State Code (NE). 

 

13. In the box titled “ZIP + 4” place the member’s five-digit zip code PLUS the four digits 

for his/her location within the zip code area. The Zip+4 can be obtained on the 

official Post Office website www.usps.com, just click on “Look up a ZIP Code” (If 

applicable, if not please use fill in the +4 with 0000 i.e. 68025‐0000). 

 

14. In the box titled “TELEPHONE NUMBER” place the member’s primary phone 

number. 

 

15. In the box titled “E‐MAIL ADDRESS” place the members email address (if the 

member has one). 

 

16. In the box titled “DATE OF BIRTH” place the members Date of Birth. This is only 

required for New Members and Life Members. The Life Members age is the 

determining factor to what dollar amount the Life Member is required to pay. 

 

IMPORTANT DOUBLE CHECK MEMBER # & PLM # ARE CORRECT 
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17. In the section titled “Check #”, place the number of the check that you wrote to 

National HQ. Send only ONE (1) check to National per Transmittal payable to 

“National HQ, MCL, Inc”. 

 

18. In the sections next to each “Code” there is a line. Place the number of members, 

one for each completed line on the transmittal. (i.e. EXAMPLE 2, 1 Renewal, 2 New 

members, 1 Life 51 to 64). 

 

19. In the sections under the $ column, enter the dollar amount by multiplying the 

number of members for each letter by the amount after the explanation of the letter. 

(i.e EXAMPLE 2, 2 New Members (N) x 25.00 = 50.00, 1 Renewal (R) x 20.00, 1 Life 

51 to 64 = $300.00) NOTE: If you are using the Official Transmittal located in the 

National Website’s Library the PDF Form automatically do the math for you, just type 

in how many of each. 

 

20. In the section titled “National Dues” place the totals from section 19. This is Total 

National Dues that should be submitted on your check to National (line 17). NOTE: If 

you are using the Official Transmittal located in the National Website’s Library it will 

automatically do the math for you. 
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21. In the section titled Department Dues “Check #” place the number of the check that 

was written to the Department of Kansas. Payable to: Department of Kansas – MCL 

 

In the section titled Department Dues “Total $______”, place the amount of the 

check written to the Department of Kansas. Department Dues are $5.00 per new or 

renewing member NOTE: Life Members do not pay the $5.00 to the Department, nor 

any additional Detachment dues. 

 

The Department Paymaster will place the date he/she receives and processes the 

Transmittal. 

 

National HQ will place a date here when they receive and process the Transmittal. 

 

22. In the last section titled “SIGNED DETACHMENT ADJUTANT/PAYMASTER” place 

the signature of the Paymaster or the Adjutant / Paymaster. 

 

In the section titled “PRINTED NAME” print clearly the name of the Paymaster or 

Adjutant / Paymaster = to current person on ROI. 

 

In the section titled “ADDRESS” place the street address or PO Box # of the 

Paymaster or Adjutant / Paymaster = to current person on ROI 

 

In the section titled “CITY ST ZIP + 4” place the city or town, State and Zip+4 of the 

Paymaster or Adjutant / Paymaster = to current person on ROI. 

 

In the Section titled “Department Paymaster Name” please enter Department 

Paymaster’s Name, eMail and Phone Number. It will fit inside the little provided box 

digitally when creating the transmittal then the paymaster trying to hand write it. 

 

 

ALL BOXES MUST BE FILLED IN 

 

ALL Transmittals & Checks sent to the Department Paymaster. 
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Section 4 – Completing the Request for Transfer Form 
 
1. The Request for Transfer Form has TWO purposes. 

 

2. To Transfer a member from one Detachment to another Detachment. He/she is no 

longer a member of the old Detachment. 

 

To Transfer voting rights at the Department and National level. This is when a Member 

joins more than one Detachment. A Dual Member normally holds voting rights at 

whichever Detachment he/she joined first. A member MUST execute a Request for 

Transfer, Section 4 to update their voting rights to a new Detachment. 

 

3. NOTE: An electronic copy of the Request for Transfer Form which you can type into 

is in the National Website’s Library. It can be downloaded to your personal computer 

for your use. 

 

Filling out the Request for Transfer Form 

 

Part 1 – This section is TO BE COMPLETED BY THE MEMBER. The member must 

sign and date Part 1 and then provide the signed document to the Losing Detachment 

Commandant. 

 

Part 2 – This section is TO BE COMPLETED BY THE LOSING DETACHEMNT. The 

Losing Detachment Commandant must verify that the member is in good standing and 

not indebted to the Detachment. Please circle either “is” or “is not” in the (is/is not) 

section. The Commandant must also provide the membership expiration date or note 

Paid Life Member (PLM) status in place of the expiration date. The Losing Commandant 

should sign and date the document. The Losing Detachment Commandant can either 

provide the Request for Transfer back to the member to hand carry to the new 

Detachment OR mail it to the Gaining Detachment’s Official Mailing Address or Gaining 

Detachment Commandant’s home address. 

 

Part 3 – This section is TO BE COMPLETED BY THE GAINING DETACHMENT. The 

Gaining Detachment Commandant must approve or disapprove the Transfer. It is 

recommended that the new Detachment vote on ALL transfer members. Transfers 

shall not be automatic until they are reviewed by the membership, 

DD‐214/Discharge verified and voted on. Once the Transfer Member is approved by 

the Gaining Detachment, the Commandant should sign and date the Request for 

Transfer Form. The Commandant should then provide the Request for Transfer Form to 

the Gaining Detachment Paymaster so he can include it with his/her next Transmittal 

submission. 
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Part 4 – This section is FOR DUAL MEMBERS ONLY and should only be completed if 

the member intends to move his/her voting rights at Department and National 

Conventions to a new Detachment. The member should also fill out most of Part 1 

(Name, Member #, PLM # [if applicable], Address, Phone, D.O.B). 

 

Request for Transfer EXAMPLE on the following page. 

 

The Original Request Form Transfer Form MUST accompany a Transmittal 
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Section 5 – Completing the Report of Officer Installation Form 

 

The Report of Officer Installation Form should NOT be completed BEFORE the 

Installation takes place. The Installing Officer should refuse to sign the document 

unless it is filled out completely. 

 

NOTE 1: An electronic copy of the Report of Officer Installation Form which you can 

type into is located on National Website’s Library. Download newest version each 

time you need to complete this form. 

 

On the line after where it states “DET FEDERAL EIN: ____________________” 

Place the Detachment’s Federal Employee Identification Number (EIN). The EIN is 

unique to your Detachment and is what allows you to open a bank account (aka Tax 

Payer ID#). VERY IMPORTANT IT IS ACCURATE & SAME AS LAST YEAR 

 

On the line after where it states “DET INCORPORATION ID#__________________” 

Place the Detachment’s Kansas State Incorporation Number. The INC # is unique to 

your Detachment.  VERY IMPORTANT IT IS ACCURATE & SAME AS LAST YEAR 

 

On the line after where it states “DATE__________ ” Place the Date of your Kansas 

State Incorporation Number. This is the Date your Detachment was originally 

incorporated in the State of Kansas 

Follow the example on the following page but be sure to include the following: 

• Detachment Name / Detachment # 

• Date of Elections / Date & Place of Installation 

• Installing Officer & Title 

• Detachment Meeting Information 

• Detachment Official Email Address (NORMALLY COMMANDANT, suggest someone 

with computer able to share info same day. Checks daily) 

• Enter all Officers that are being Installed for the coming year. 

• Renewal Dues Amount (National HQ uses this $ for Detachment Dues Renewal Notices) 

• Submitted by name & title (The person filling out the form) 

• Signature of Installing Officer 

 

NOTE 2: If you change Officers mid‐year, especially if it is the Commandant OR 

Paymaster, you should file another Report of Officer Installation Form. This keeps the 

Department and National up to date and allows for the National to communicate with 

current person. 

 

ALL Report of Officer Installation Forms will be forwarded to the Department Adj. 
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Section 6 – Kansas Business Entity 

A Business Entity ID Number is not the FEIN (Federal Employer Identification 
Number). The Kansas business entity ID number is assigned by the Secretary of State's 
office to operate a business in Kansas. 

 Kansas Business Entity Record Search 

https://www.kansas.gov/bess/flow/main?execution=e1s4 

 

 

 

 
 

https://www.kansas.gov/bess/flow/main?execution=e1s4
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Filing annual report with the State of Kansas 

 

https://www.kansas.gov/annual-reports/index.do 
 

 
 

 

 

https://www.kansas.gov/annual-reports/index.do
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Section 7 – Completing the IRS 990 N 

 

Annual Electronic Filing Requirement for Small Exempt Organizations — Form 

990-N (e-Postcard) 

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-

small-exempt-organizations-form-990-n-e-postcard 

About filing: Form 990-N, Electronic Notice (e-Postcard) for Tax-Exempt Organizations 

Not Required to File Form 990 or Form 990EZ, must be submitted electronically. 

• The Form 990-N electronic-filing system moved from Urban Institute’s website to 

IRS.gov in February 2016. All filers must register at IRS.gov prior to filing their 

next Form 990-N. This is a one-time registration; you won’t be asked to register 

again when filing next year. 

• Form 990-N must be completed and filed electronically. There is no paper form. 

• Form 990-N filers may choose to file a complete Form 990 or Form 990-EZ 

instead. 

• Use the Form 990-N Electronic Filing System (e-Postcard) User Guide (PDF) 

while registering and filing. 

Most common problems can be avoided by following the User Guide. 

• For filing system and website issues, see How to File: Frequently Asked 

Questions. If site issues are unresolved, call TE/GE Customer Accounts Services 

at 877-829-5500. A representative will file your Form 990-N information. 

• Organizations should continue efforts to file, even if late. 

Who must file 

Most small tax-exempt organizations whose annual gross receipts are normally $50,000 

or less can satisfy their annual reporting requirement by electronically submitting Form 

990-N if they choose not to file Form 990 or Form 990-EZ instead.  

 

https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard
https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-n-e-postcard
https://www.irs.gov/pub/irs-pdf/p5248.pdf
https://www.irs.gov/charities-non-profits/annual-electronic-notice-form-990-n-for-small-organizations-faqs-how-to-file
https://www.irs.gov/charities-non-profits/annual-electronic-notice-form-990-n-for-small-organizations-faqs-how-to-file
tel:877-829-5500
https://www.irs.gov/charities-non-profits/gross-receipts-defined
https://www.irs.gov/charities-non-profits/gross-receipts-normally-25000-50000-or-less
https://www.irs.gov/charities-non-profits/gross-receipts-normally-25000-50000-or-less
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Form 990-N Filing Due Date 

Form 990-N is due every year by the 15th day of the 5th month after the close of 

your tax year. You cannot file the e-Postcard until after your tax year ends. 

Example: If your tax year ended on December 31, the e-Postcard is due May 15 of 

the following year. If the due date falls on a Saturday, Sunday, or legal holiday, the 

due date is the next business day.  

If your 990-N is late, the IRS will send a reminder notice to the last address we 

received.  

While there is no penalty assessment for filing Form 990-N late, organizations that fail 

to file required Forms 990, 990-EZ or 990-N for three consecutive years 

will automatically lose their tax-exempt status. Revocation of the organization’s tax-

exempt status will happen on the filing due date of the third consecutively-missed year. 

Information you will need when filing Form 990-N 

Form 990-N is easy to complete. You'll need only eight items of basic information about 
your organization. 

1. Employer identification number (EIN), also known as a Taxpayer Identification 

Number (TIN). 

2. Tax year 

3. Legal name and mailing address 

4. Any other names the organization uses 

5. Name and address of a principal officer 

6. Web site address if the organization has one 

7. Confirmation that the organization’s annual gross receipts are $50,000 or less 

8. If applicable, a statement that the organization has terminated or is terminating 

(going out of business) 

 

https://www.irs.gov/charities-non-profits/exempt-organizations-annual-reporting-requirements-filing-procedures-tax-year
https://www.irs.gov/charities-non-profits/automatic-revocation-of-exemption
https://www.irs.gov/charities-non-profits/information-needed-to-file-e-postcard
https://www.irs.gov/charities-non-profits/employer-identification-number
https://www.irs.gov/charities-non-profits/exempt-organizations-annual-reporting-requirements-filing-procedures-tax-year
https://www.irs.gov/charities-non-profits/gross-receipts-defined
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IRS WEBSITES 

Form 990 Overview course at StayExempt.IRS.gov 

https://www.stayexempt.irs.gov/home/existing-organizations/form-990-overview 

User Guide .PDF for Form 990-N Electronic Filing System (e-Postcard) 

REVIEW THIS DOCUMENT FOR MOST CURRENT INFORMATION 

https://www.irs.gov/pub/irs-pdf/p5248.pdf 

Tax Exempt Organization Search  

https://apps.irs.gov/app/eos/ 

 

 

 

https://www.stayexempt.irs.gov/Existing-Organizations/form-990-overview
https://www.stayexempt.irs.gov/home/existing-organizations/form-990-overview
https://www.irs.gov/pub/irs-pdf/p5248.pdf
https://apps.irs.gov/app/eos/
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Section 8 – Completing the Paid Life Member (PLM) Audit 

 

The Paid Life Member Fund is governed by the National Bylaws, Article Six, Section 

645. It is a separate monetary fund that is maintained by National Headquarters. The 

PLM Fund pays out Interest Dividends annually in the Spring. Each level receiving a 1/3 

disbursement (1/3 to National; 1/3 to the Department; 1/3 to the Detachment). In order 

for your Detachment to receive any money from the National PLM Fund you are 

required to complete a PLM Audit. 

 

1. National Headquarters will send your Detachment a “Life Interest Check List” 

sheet with your 30 June Detachment Roster. 

 

2. The Detachment should verify all LIVING Life Members. If a Life Member is 

recently deceased, annotate his date of death on the PLM Audit next to his 

name. NOTE: All deceased Life Members should have had a MCL “Notice of 

Death Form” submitted for them. The Notice of Death Form is available on the 

National website https://www.mcleaguelibrary.org/. A Notice of Death form & 

Transmittal entry “NOD” is the ONLY way to remove a deceased person from 

your Detachment Roster. 

 

3. The Detachment will receive a disbursement for each Life Member who has been 

a Life Member for MORE THAN 2 years as of the date on the PLM Audit sheet. 

Normally 30 June. (i.e. PLM Date 03/2012 would be eligible to receive a 

disbursement with the Spring 2016 payout; PLM Date, 4/2014 would NOT be 

eligible until 2017 Spring payout) 

 

4. The Detachment Commandant & Detachment Paymaster must SIGN & DATE 

the PLM Audit. Print your name under your Signature. 

 

5. The PLM Audit MUST be forwarded to the Department Paymaster by 15 

November. The Department Paymaster will forward to National HQ to meet their 

deadline of 31 December. If they are postmarked 31 DECEMBER or prior, 

they will be included in that years PLM Audit results at National HQ. Please 

see example.  

 

6. TAPS date on this form is the date MCL National informs Semper Fi Magazine of 

death. 
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Section 9 – Recommendations 

 

1. Keep good records that can be passed down to your successor. Hard copies 

and/or electronic files are acceptable. You can use computerized accounting 

software such as QuickBooks, Quicken, etc. If you keep all your documents and 

record keeping on a computer, make sure to have a back‐up on an external hard 

drive or cloud storage. 

 

2. PRINT or TYPE legibly on all documents. 

 

3. Detachment Paymasters should seek out the advice and assistance at the 

Department level before calling National Headquarters.  

 

4. Fill out all forms COMPLETELY. The Department Paymaster will check the 

documents and send them back to you if they are not correctly filled out. 

 

5. All Detachment banking accounts should have at least THREE (3) people listed 

on them. That way if one person becomes deceased, the other two can still 

access the accounts. 

 

6. All Detachment checks should have TWO (2) signatures on them. NOTE: The 

exception to this rule is dues checks made out to the Department of Kansas and 

dues checks made out to MCL National HQ’s. EXCEPT FOR Transmittals to 

Department. 

 

7. The National Website www.mcleaguelibrary.org has all the electronic forms 

available for you to download and utilize. Download each time you need a form to 

ensure you are using most current. 

 

8. By 15 November complete IRS 990 for your Fiscal Year (15 April if on Calendar 

Year). 

 

9. By 15 November complete PLM Audit and send to Department Paymaster. 

 

10. With Detachment Adjutant reconcile your Detachment Quarterly Roster to make 

sure your membership is current with their annual due’s renewal. Verify that 

National HQ’s has input every Transmittal you sent them. The National Roster is 

made available Quarterly (31 March, 30 June, 30 June, 31 December). 
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11. If a member chooses not to renew, ask why. Learning why a member leaves the 

MCL is important. Could your Detachment have done anything differently to keep 

this member? Encourage the member to join or transfer to another Detachment. 

 

12. DO NOT wait to send in Transmittals. Every member deserves to have his/her 

membership renewal processed in a timely manner. 

 

13. All Checks to the Department of Kansas should be made payable to: Dept of KS 

MCL. Write ONE (1) check to the Department per transmittal batch. 

 

14. All Checks to National Headquarters should be made payable to: National HQ, 

MCL, Inc. 

 

15. Only write ONE (1) check to National Headquarters per transmittal batch. 
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MCL DEPARTMENT OF KANSAS DETACHMENT ENITY NUMBERS 

Kansas Business Entity Search:  
https://www.kansas.gov/bess/flow/main?execution=e1s4 

Federal EIN Organization Search: https://apps.irs.gov/app/eos/ 

MT. SURIBACHI DETACHMENT MARINE CORPS LEAGUE 

(Detachment #105 / Smith Center, KS ) - Date of Formation in Kansas: 11/10/1958 / 0284117 

Smith Center, KS – Federal EIN: 48-6132215 

 

MARINE CORPS LEAGUE, SOUTHEAST KANSAS DETACHMENT INC.   

(Detachment # SEK #612)      Date of Formation in Kansas:  10/03/1986 / 0997866 

Independence, KS – Federal EIN: 48-1054639 

 

MARINE CORPS LEAGUE, DEPT. OF KANSAS INC.      

(Department of Kansas)      Date of Formation in Kansas:  04/19/1990 / 1735174 

Topeka, KS - Federal EIN: 48-6118106             ( Devil Dogs Federal EIN: 47-1145301 ) 

 

AIR CAPITAL DETACHMENT, MCL INC. 

(Detachment Air Capital #773)           Date of Formation in Kansas: 07/11/1994 / 2171858 

Wichita, KS – Federal EIN: 48-1151520 

 

THE TRI-RIVERS DETACHMENT MARINE CORPS LEAGUE INC. 

(Detachment Tri-Rivers #730) Date of Formation in Kansas: 10/30/1998 / 2662807 

Salina, KS - Federal EIN: 48-1207996          

 

MARINE CORPS LEAGUE, EDWIN A SCHUMACHER DETACHMENT 740, INC.  

(Detachment Edwin A. Schumacher #740)    Date of Formation in Kansas:  09/27/2000 / 2930154 

Hays, KS - Federal EIN: 80-0944971 (Note, reinstated number) 

 

GEN. LEWIS W. WALT DET. MARINE CORPS LEAGUE, INC. 

(Detachment Gen Lewis W. Walt #682)      Date of Formation in Kansas: 01/18/2001 / 2971984 

Topeka, KS – Federal EIN: 48-1072176  

 

MARINE CORPS LEAGUE INC. DET. 1025       

(Detachment Gen Larry Oppenheimer #1025)  Date of Formation in Kansas:  12/13/1999 / 2813525 

Lenexa, KS – Federal EIN: 48-1217467 

 

https://www.kansas.gov/bess/flow/main?execution=e1s4
https://apps.irs.gov/app/eos/
https://www.kansas.gov/bess/corp_search/descriptions.html#dateOfFormation
https://www.kansas.gov/bess/corp_search/descriptions.html#dateOfFormation
https://www.kansas.gov/bess/corp_search/descriptions.html#dateOfFormation
https://www.kansas.gov/bess/corp_search/descriptions.html#dateOfFormation

