How to sign up for a FREE Canva Pro account
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Step 1 - Download the IRS document 501 (c) (3) letter.

501 (c) (3) is needed for verification of nonprofit status with Canva. To verify that your club is within the
limits to use Canva Pro for Non-Profits, login to Toastmasters International website and download the
determination letter. Download the letter by following one of the two options.

Option 1 - Direct link. Click here to download from d106tm.org.
Option 2 - Follow instructions below.

A. Login and access Leadership Central
B. Click on Legal and Tax Compliance
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Figure 1 - Login and Access Leadership Central

C. Scroll down to Related Resources and click on the 501(c)(3) Determination Letter title.
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Figure 2 - Scroll and locate the determination letter.
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Based on the information supplied, we rule that the nev subordinates
you recently submitted for addition to your g exesption roster ere
exempt from Federal income tax under section mc)(a) of the Internsl

Revenue Code, This ruling supplements your original group exemption
letter..

Each subordinate s required to file Form 990, Return of Organisa-
tion Exempt From Income Tax, iIf its gross receipts in esch year are
more than $35,000, If filing is required, and if you do not
include the subordinates , in & group return, each must (ile the Form 990

byr;.: 15th day-of the fifth month after the end of its annual accounting
pe .

The new subordinates are not required to file a Form 1120 inccme tax
return. Hovever, il they are subject to tax on unrelated business income
under section 511.of the Code, they must file Form 990-T.

The new subordinates are not liable for Federel unemployment taxes.
They are liable for socisl security taxes only if they have filed waiver
of exesption certificates, as provided in the Federal Insuresnce Contri-

butfions Act. (Your Distridt Director vill be glad to tell you more about
the latter point.)

Donors may deduct canfributions to vour naw suhordinates, as nro-

D. Download, Save or Print the document into PDF format

prm@d106tm.org | District 106 Toastmasters | www.d106tm.org


mailto:prm@d106tm.org

— 4+ ) E | [ Pageview AY Readaloud | (T) Add text Y Draw 'F Highlight & Erase

Pepartincat of the Treasury

Internal Revenue Service

Washingten, OC 20224
" oorgren | BRI

» Toastmasters International
¢/o Rovert T. Engle, Exs, Dir.
Figure 3 - Save, Download, or Print to PDF

Step 2 - Setting up your Pro account in Canva using Toastmaster’s Non-profit

status.

Create a Canva.com account using your Toastmasters Club email account and make sure whoever is
creating this account have access to your Club email account as the verification code is sent to that email
account. As part of the account set up you will be asked to choose what type of organization you are
representing. Choose Non-profits and you will see the screen as shown below to get started.

Click the Get started button.

Figure 4 - Get started
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Figure 5 - Fill in the information and click Continue.

Proceed with next steps for uploading the document you downloaded in Step 1 as shown below.
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Figure 6 - Upload or attach the determination letter.
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Figure 7 - Click continue.
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Step 3 - Extend the canva.com account to other Canva.com club member
accounts.

You can extend the Club Canva Pro account access to your other club members who will be contributing to
the content creation by clicking the add People as shown below pointing with red arrow.
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Figure 8 - Invite people

The email you registered with will receive 2 emails. One as confirmation Canva received, your submission and
timeframe for review of 7-10 business days. Second as confirmation the application has been approved. This
second email has links for hands on training, design, resources, and templates.

Have fun! Experiment! Enjoy!

From the Office of PRM @ d106tm.org

Links and Resources
Canva.com https://www.canva.com/
Legal and tax Compliance https://www.toastmasters.org/leadership-central /legal-and-tax-compliance
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