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Tennessee Charitable Registration Renewal  

Plain-language guide for nonprofit staff, EDs, Treasurers, and auditors 

Scope Tennessee charitable organization renewal registrations only; not initial registrations or exemption renewals. 

Primary users CWBK/bookkeeping team, backup staff, Executive Director, Board Treasurer, auditor/CPA, and tax preparer. 

Version date June 30, 2026 

Use case Annual renewal filing when Form 990 is ready, plus extension workflow when audit/990 is pending. 

Important note 
This is an administrative workflow and not legal advice. Confirm unusual facts with the Tennessee Secretary of 
State or legal counsel. 

What this filing is 
Tennessee charitable organization renewal is the annual state registration process that allows a nonprofit to keep its 
Tennessee charitable solicitation registration current. This is separate from the IRS Form 990, but the current Form 990 is 
usually needed to complete the Tennessee renewal. 

Why timing matters 
The Tennessee renewal is due by the last day of the sixth month after the nonprofit year-end. For a calendar-year 
nonprofit, that is June 30. For a fiscal year ending June 30, that is December 3. If the audit and Form 990 are not complete 
by that deadline, the safer workflow is to file a Tennessee extension before the renewal expires. 

What we need from you, the client 

Client Action List 
Done Owner Task / Evidence Required 

☐ Client Confirm the current Executive Director and Board Treasurer/chief fiscal officer. 
☐ Client Confirm any officer, address, or contact information changes. 
☐ Client Provide or authorize portal access for the filing. 
☐ Client Respond to extension or renewal signature requests within two business days. 
☐ Client Confirm payment approval for filing fees if applicable. 
☐ Client Tell the bookkeeping team immediately when the auditor or CPA updates the expected Form 990 

completion date. 

If the 990 is ready 
The bookkeeping team will prepare the Tennessee renewal filing, upload the current 990/public disclosure copy, route 
the filing for required review/signatures inside TNCaB/TINCap. Once signed, payment will be remitted and the 
confirmation and receipt will be saved in the compliance folder. 
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If the 990 is not ready because the audit is pending 
The bookkeeping team will prepare an extension memo. The memo explains that the audit is still in process and the Form 
990 is not complete yet. The memo includes the EIN and Tennessee CO number. The ED or Board Treasurer signs the 
memo, and the bookkeeping team uploads it through TNCaB/TINCap. IRS Form 8868 is attached when available. 

After the extension 
The extension is not the final renewal. Once the Form 990 is complete, the bookkeeping team completes the Tennessee 
renewal and saves the final confirmation in the compliance folder. 

Simple timeline 
Timing What happens 
45 days after year-end Bookkeeping team targets year-end close completion. 
90 days before TN renewal due date Bookkeeping team starts portal readiness and 990 status check. 
60 days before TN renewal due date CPA/auditor confirms whether 990 is expected before deadline. 
30 days before TN renewal due date If 990 is not expected, extension packet is prepared. 
5 business days before due date Internal submission target for renewal or extension. 

NOTE 
An extension is a normal compliance tool when the audit and 990 timeline runs longer than the state renewal timeline. It 
is not a failure. The key is filing the extension before the Tennessee deadline and keeping evidence of the submission. 

Source Notes 
Source Location Used for 
Tennessee Secretary of State - 
Charities FAQ 

https://sos.tn.gov/charities/faqs Renewal due date, extensions, fees, signatures, and 
charitable solicitation definitions. 

IRS - About Form 8868 https://www.irs.gov/forms-pubs/about-form-
8868 

Federal Form 8868 extension support for exempt 
organization returns. 

 


