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Online Nonprofit Property Tax Exemption Renewals
	Overview
	The Department of Revenue offers an online program known as “My account” which, among other things, allows churches and nonprofit organizations to submit a property tax renewal declaration online. Using your “My account” as a portal, you can access the Nonprofit Exemption Application Renewal System (NEARS).



	Sign Up For a “My account”
	If you are not signed up for a “My account,” please:

· Go to DOR.WA.GOV
· Click on Register Now
Follow the instructions to create an account for your nonprofit organization.
Note: When you are creating your “My account,” you do not need to “add a business” to access the online renewal system.


	IMPORTANT UPDATE!
	A single “My account” can now handle multiple registration numbers.
Your eight-digit nonprofit registration number has two components. The first five digits identify your unique organization(s), the following three digits identify the location or locations of that organization. 
Example: A nonprofit school with a single location will have a single registration number: 15324-001. Should that nonprofit school open a second campus at a separate location, they will be issued a second registration number: 15324-002. The organization still has a single “registration number.” Please note that the first five digits (indicating the unique organization) remain the same.
The nonprofit online renewal system NO LONGER REQUIRES a separate “My account” for each unique organization. If you have multiple registration numbers, please follow the links provided on the “owners” screen to add your additional registration numbers.


	Who Do I Call?
	You will be using the Department of Revenue’s “My account” online system to access the online renewal system. This means you will be using two separate software systems.
· If you are having trouble creating or accessing the “My account” system, please call 1-877-345-3353 or use the online links for assistance.
· If you have successfully created and are currently logged into the “My account” e-file system and are experiencing trouble navigating to or using the Nonprofit Property Tax Exemption Renewal System, call your auditor at the number listed on your renewal notice postcard or call (360) 534-1400 for assistance.



Using the Nonprofit Property Tax Renewal System
	First-Time Users
	As a security precaution, first-time users of the Nonprofit Property Tax Exemption Renewal System must enter an access code to verify and activate their account. Upon return to your ‘My account,” the system will remember you and grant entrance without use of the access code.
Step

Action

Result

1
Go to DOR.WA.GOV and click Register Now to sign up for a “My account.”
As you complete the process, the “My account” page 3 is displayed inviting you to “add a business.”

Note: You do not need to add a business to access the renewal system. Select no and move to Step 2 now or select yes, and move to Step 2 after adding your business.
2
Click on More Services.
The “More Services” selection menu is displayed.
3
Click on Nonprofit Property Tax Renewal.
The registration page for the Nonprofit Property Tax Exemption Renewal System is displayed.
4
Enter the first five digits of your Registration Number in the space provided. 
Example: 12406
The digits are displayed as typed.
Note: Your Registration Number is printed on your notification postcard.
6
Enter your Access Code beginning with NPR in the space provided.
Example: NPR008977
The code is displayed as typed.
Note: Your Access Code is printed on your notification postcard.
7

Click on Continue.
The main page for the Nonprofit Property Tax Exemption Renewal System is displayed.



	Returning Users
	To access the online renewal system, returning users need to follow the steps below:
· From DOR.WA.GOV, log into “My account”

· Click on More Services
· Click on Nonprofit Property Tax Renewal


	To Begin
	Click on your registration number (displayed in blue) to begin working your online renewal. 

The system offers onscreen directions and help links to guide you through the renewal process.


	Upload & Download Feature
	Many nonprofit organizations are required to provide additional information. If your renewal requires an additional form, the system will allow you to download the form, fill out the information, and upload the completed form. If your renewal requests documentation, click attach located above the documentation categories to begin the download and upload process.
Note: The system will also allow you to upload required reports or other information such as residential listings, calendar information, or financial information.
Should you have trouble with the download/upload feature, simply indicate to the system your choice to mail in the additional documentation. Continue to work your renewal and submit. Please remember to include the cover sheet provided when mailing additional documentation.



	Pay Late Fee Online
	A renewal declaration submitted after March 31 is subject to a late filing penalty of $10 per month or portion of a month. This penalty cannot be waived. As you renew online, the system will calculate the correct late fee and enable you to pay the fee online with your checking account information. Payment via a bank or credit card is not available.
Note: If you have multiple renewals, you will need to return to the main page and work each separately. However, once all locations have been completed, it is possible to submit all locations together at the end of the process enabling you to pay all locations with a single check.


	Calculating Your Late Fee
	If your renewal is completed online or postmarked any time in:
Then your late fee is:
June
$30.00
July
$40.00
August
$50.00
September
$60.00
October
$70.00
November
$80.00
December (Mail-in Only)
$90.00


	
	A late fee is assessed for each location. Should you have multiple late renewals, multiply the late fee by the number of locations to calculate your grand total.
Note: The online renewal option is not available in December. To renew in December, simply print the renewal declaration, calculate the applicable late fee, and mail in the declaration with the late fee.


	Is My Renewal Complete?
	The online renewal process is complete when the system generates a confirmation number. Please print and keep the confirmation page for your records. If you have indicated in the system you are mailing additional information or a late fee, please remember to include the cover sheet provided. 


	Need Help?
	If you are unable to create an account for or access your “My account”

If you need help AFTER you have created or have successfully logged into your “My account”
Use the help links provided onscreen or 

Call 1-877-345-3353

Contact your Auditor (displayed onscreen) or

Call (360) 534-1400




	Request a Paper Renewal
	If you do not have internet access and would like to complete the renewal process via mail, please call our automated request line at (360) 534-1372 and follow the instructions.  Please have your registration number ready when you call. 
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