
Creating Your Vision

A Plan for Incorporation and Development as a Nonprofit Organization 

The establishment of a tax-exempt 501(c)(3) nonprofit organization entails four major steps: 1) Organization; 2) Incorporation; 3) Tax-exemption; and 4) Operation.  This will cover the first three major steps, which are broken down into smaller steps.

	
ORGANIZATION


Step I.  Create a Steering Committee
(
Include likely Board members

(
Produce a draft mission statement

(
Develop draft core values

(
Layout the basics of the organization’s desired structure and manner in which it will conduct business

(
Appoint Board of Directors

	
INCORPORATION


Step II.  Steering Committee Works Toward Incorporation
(
Develop a time line for incorporation

(
Register corporate name

(
Prepare Articles of Incorporation

Step II-a.  Articles of Incorporation
1.  Registered agent

2.  Elected officers

3.  Statement of purpose

4.  Specific objectives

5.  Distribution of assets upon dissolution

6.  Biennial report

Step III.  Board of Directors Develops Bylaws
1.   Membership or nonmembership structure*

2.   IRS statement of purpose

3.   Specific objectives and purposes

4.   Directors

4a. Rules, e.g. voting, terminations, resignations, meetings, resolutions

5.   Officers

    
5a. Rules, e.g. number, election, term, removal, powers, salaries

6.   Contracts, loans, deposits, an checks

7.   Fiscal year

8.   Amendments

9.   Books and records

10. Dissolution or sale of assets

	
TAX-EXEMPTION


Step IV.  Nonprofit, Incorporated, Applies for Federal Tax-Exempt Status


1.  IRS Form 8718 (user fee)*

2.  IRS Form SS-4 (employer identification number)

3.  IRS Form 1023 (recognition of exemption)

4.  IRS Form 872-C (advance ruling request)


Step IV-a.  Employer Identification Number (EIN)
1.  Corporate name

2.  Agent



3.  Type of entity

4.  Reason for applying

5.  Employees

6.  Principle activity

7.  Clientele

Step IV-b.  Recognition of Exemption
1.   Corporate name

2.   Employer Identification Number

3.   Agent

4.   Fiscal year

5.   Date Articles of Incorporation were filed

6.   IRS Activity Code

7.   Previous corporate income tax filings

8.   Adopted Articles of Incorporation and Bylaws

9.   Detailed narrative of all activities

10. Anticipated sources of financial support

11. Contingency sources of revenue

12. Directors

13. Assets

14. Facilities management

15. Lease agreements

16. Membership or nonmembership

17. General public interests

18. Specific services provided and fees charged

19. Basis for public charity status

20. Successor organization*

21. Statement of revenue and expenses

22. Balance sheet

23.  Attachments (fee schedule, newsletters and publications, leases and contracts)

Step V.  Finalizing Tax-Exempt Status

1.   IRS grants exemption (“determination letter” received); or

1a. File appeal to IRS ruling; or

1b. File any additional information requested from IRS

2.   Notify State of Federal Tax-Exemption
3.   File corrective documents, as necessary
4.   State grants exemption; or

4a. Appeal State ruling
5.   Request State Certificate of Good Standing

6.   Apply for a property tax exemption

Incorporation and Tax-Exemption fees:
(
Corporate Name

   $25

(
Articles of Incorporation
   $75

(
IRS Form 1023

   $150

(
Certificate of Good Standing
   $2

(
Biennial report

   $15

