
Arizona and Federal Requirements of Changes for a 
Nonprofit Organization Legal Contact Information



Requirements for Submitting Changes
Change of Legal Address
• Federal: The IRS allows waiting to update until the next federal filing 

(Forms 990, Forms 1099)
• State of AZ: The Arizona Corporation Commission (ACC) requires changes 

to address be updated within 30 days of the change.
• Best practice: The IRS may send notices to the old address which 

may be time sensitive. To avoid missed communications, and if more 
than three to six months until your next filing, the Organization can 
choose to update the address ahead of time with the 8822-B.

Change of Responsible Party
• Federal: The IRS requires update within 60 days of the change (Form 

8822-B).
• State of AZ: The ACC requires changes to ANY member of the board be 

updated within 30 days of the change.



Change of Address
• Nonprofit organizations are required to provide a means 

of legal address, primarily for the needs of legal 
document deliver and service.

• Both the IRS and the ACC requires the address to be a 
physical location maintained by the organization.

• It cannot be a PO Box unless the post office legally 
designated for your area does not deliver mail to your 
street address.

• Check “If you are a tax-exempt organization”
• Check Box 1 and 3, and complete Box 4-7, and 10.

The form must be hand signed and dated by a member of 
the board. It must be mailed in to the address provided on 
the form. It cannot electronic signature  or e-filed.

• Best Practice: When mailing, use tracking to confirm 
receipt of documents.

https://www.irs.gov/pub/irs-pdf/f8822b.pdf



Change of Responsible Party (1/2)
• Nonprofit organizations are required to have on file a 

‘responsible party’ with the Internal Revenue Service.
• A ‘responsible party’ for a nonprofit organization is 

considered the same as the “principal officer” as defined 
by the IRS in the Form 990 instructions.

• The individual who has ultimate responsibility for 
“implementing the decisions of the organization’s 
governing body, or for supervising the management, 
administration, or operation of the organization”

• While many nonprofit boards share this 
implementation equally, a single person must 
be named.

• If you are unsure of your organization’s ‘responsible party’, 
contact the IRS nonprofit line at (877) 829-5500

https://www.irs.gov/pub/irs-pdf/f8822b.pdf



Change of Responsible Party (2/2)
• Check “If you are a tax-exempt organization”
• Check Box 1 
• Complete all boxes except for Box 5 and 6

• Yes, you are required to provide a SSN for the 
responsible party. It is not public. It cannot be the 
organizations EIN or a management EIN.

The form must be hand signed and dated by a member of 
the board. It cannot be electronic signature. 

It must be mailed in to the address provided on the form. It 
cannot be e-filed.

Best Practice: When mailing, use tracking to confirm receipt 
of documents.

https://www.irs.gov/pub/irs-pdf/f8822b.pdf



602-230-2700
info@azcpa.com


