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How to Set Up a Nonprofit Organization in Virginia

1. Consult an attorney, certified public accountant or tax advisor that is familiar with the law of nonprofit and tax-exempt organizations.

State and local bar and accounting associations, as well as your organization’s board members can be good sources of information for obtaining low cost legal assistance for organizations with limited financial resources. 

Resources offered by the Virginia State Bar (VSB)

The VSB is the state agency that licenses attorneys practicing in Virginia

Website:   http://www.vsb.org/site/public/  Phone:  804-775-0500

TDD voice line for hearing impaired:    804-775-0502
Legal Resources for the Public:  http://www.vsb.org/site/pro_bono/resources-for-the-public/
The Virginia State Bar (VSB) publishes a number of reference guides for the public, such as Legally Informed, a free guide to legal and public service programs sponsored by local and specialty bars. This publication describes public service programs including community education clinics and pro bono (free) initiatives.  

VA Lawyer Referral Service (not pro bono) – http://www.vsb.org/site/public/lawyer-referral-service/  (Richmond area:  804-775-0808; Toll-free: 800-552-7977).  This VSB service can assist in connecting you with a licensed attorney in good standing in your community who has indicated an interest in handling issues relating to exempt organizations. You will be responsible for calling the lawyer to whom you were referred to schedule an appointment and you will be entitled to consult with the attorney for up to one half hour for a fee of $35. Be prepared to pay the fee at the time of the appointment.  If the issue requires more than a 30-minute consultation, you would be responsible for additional legal fees.  

Resources offered by the Virginia Bar Association (VBA)

The VBA is a voluntary membership organization for attorneys.

Phone: 804-644-0041          Website:  http://www.vba.org/index.html
The Community Tax Law Project™ (804-358-5855) -  www.ctlp.org
In addition to the programs it conducts for low-income taxpayers and their advocates, the CTLP provides representation to start-up organizations in Richmond and Central Virginia who are seeking to incorporate and apply for recognition of tax-exempt status, as well as technical tax assistance to existing tax-exempt organizations.  CTLP’s representation of tax-exempt organizations is limited to assistance with incorporation, drafting by-laws, and the application to IRS for recognition of tax-exempt status. Because CTLP’s primary mission is to serve low-income Virginia residents, CTLP restricts its “Nonprofit Initiative” services to organizations formed to assist low-income individuals.

Greater Richmond Bar Foundation’s Pro Bono Clearinghouse – (804-780-2600); www.grbf.org
The Pro Bono Clearinghouse was established to create a link between nonprofits and the legal community in the Richmond Metropolitan area.  The Clearinghouse responds to requests by nonprofits for legal advice in a number of areas including preparing and amending organizational documents (articles of incorporation, etc.)
Resources Offered by Virginia Society of Certified Public Accountants (VSCPA)

Toll-free: 800-733-8272; Richmond area:  804-270-5344

Website:  www.FinancialFitness.org
Nonprofit Resource Center of VSCPA - offers a wealth of information, including a series of free resource guides to assist nonprofit organizations with financial management issues, as well as programs to connect volunteer CPAs with your organization or company as a pro bono (free) community service. Pro bono services are offered only to qualified nonprofit or charitable organizations that file taxes in Virginia.
2. Determine business entity type and check availability of proposed organization name.

The VA State Corporation Commission (SCC), in collaboration with the VA Employment Commission (VEC) and the VA Department of Taxation (TAX), publishes a Business Registration Guide (http://www.scc.virginia.gov/clk/index.aspx ) which features a step-by-step guide for new businesses operating in the Commonwealth or deriving income from Virginia sources.  The Business Registration Guide includes a flowchart of the steps to follow in registering a new business with the SCC and other state and local agencies, as well as registration requirements, forms and fees.

State and local requirements will vary depending upon the type of business entity.  The following are the most common forms of business entities: Sole Proprietorship, General Partnership, Limited Partnership, Business Trust, Limited Liability Company or Corporation.  Under Virginia corporate law, corporations are classified as stock or non-stock and domestic or foreign. Many nonprofit organizations register as non-stock corporations.  

Contact the Clerk’s Office of the SCC (VA toll-free: 866-722-2551 or 804-371-9733 or website: http://www.scc.virginia.gov/clk/index.aspx) to check names for possible duplication.  It is advisable to file the Articles of Incorporation shortly after checking the name to make sure it is not used by another organization, or for a fee of $10, you may apply to reserve a corporate name for a period of 120 days.  

3. Write and file articles of incorporation.

Most nonprofit organizations incorporate as non-stock corporations and are required to file Articles of Incorporation with the Clerk’s Office of the SCC.  Contact the Clerk’s Office to obtain proper forms or download them from the SCC website or from the Business Registration Guide. 
There are two ways to file Articles of Incorporation in Virginia.  The first is using Form SCC 819 provided by the State Corporation Commission.  This form contains only the minimum number of provisions required by Virginia law and would most often be used by a non-stock corporation NOT seeking 501(c) (3) tax exemption status.  

Corporations seeking recognition by the IRS as a 501(c) (3) tax exempt corporation will use a different approach.  These organizations will need to write and file complete Articles of Incorporation with the SCC. Articles are difficult to amend and should be written in general terms.  

SCC guidelines require that complete Articles of Incorporation follow a specific format; they must be typewritten or printed on white, opaque paper 8 ½” by 11” inches in size, using only one side of a page.  A minimum of a 1” margin must be provided on the left, top and bottom margins of a page and ½” at the right margin.  

IRS Publication 557 Tax-Exempt Status for Your Organization provides suggested language for Articles of Incorporation.  See Step #6 below for information about obtaining this and other IRS publications.  

The sample format for Articles of Incorporation below is an example of provisions that address the requirements of both the Virginia SCC and the IRS.  This is not a legal document and you are advised to consult an attorney who is familiar with laws relating to exempt organizations:

Articles of Incorporation of (name of Corporation).  The undersigned, a majority of whom are citizens of the United States, desiring to form a Non-Profit Corporation under the Non-Profit Corporation Law of (name of state), do hereby certify:

· Article I

The Name of the Corporation shall be _________. Virginia law
specifies 
that the name of the corporation may not contain any word or phrase which 
indicates that it is organized for the purpose of conducting any business other 
than a business which it is authorized to conduct.  The name of the organization does not have to include “Inc.”
· Article II

The place in this state where the principal or registered office of the 
Corporation is to be located in the City or County of _______and the street address is___________. Virginia requires that the location of the registered office must be identical to the business office of the registered agent and must be a street address.   

· Article III

Purpose:  Said corporation is organized exclusively for charitable, 

religious, educational and scientific purposes, including, for such purposes, the making of distributions to organizations that qualify as exempt organizations under section 501(c)(3) of the Internal Revenue Code, or the corresponding section of any future federal tax code.

· Article IV

Members:  Virginia requires this information.  If the corporation is to have 
no members, include a statement to that effect.  If the corporation is to have one or more classes of members, describe the different classes and include the qualifications and voting or other rights of members in each class.  Or you can indicate that such membership provisions will be set forth in the corporation’s by-laws.
· Article V

Director Selection: Virginia requires this information.  Include a statement
about the way in which directors shall be elected or appointed, and a 
designation of ex officio directors, if any.
· Article VI
Registered Agent:  Virginia requires this information.  

· A. Provide the name of the corporation’s initial registered agent.  The corporation may not serve as its own registered agent. 

· B. Indicate the qualification of the registered agent.  Registered agent must be an individual who resides in Virginia AND is either an initial director of the corporation or a member of the Virginia State Bar OR the registered agent must be a domestic or foreign stock or non-stock corporation, limited liability company, or registered limited liability partnership authorized to transact business in Virginia.  No other person or entity may serve as the registered agent.

· Article VII
The names and addresses of the persons who are the initial trustees of 
the Corporation are as follows:  ________. Virginia requires this information.  If the registered agent’s status in Article VI-B is that of initial director, then the names and addresses of the initial directors must be included in the articles of incorporation.  A corporation can have directors immediately upon formation only if they are named in the articles.

· Article VIII
No part of the net earnings of the corporation shall inure to the benefit of, or be distributable to its members, trustees, officers, or other private persons, except that the corporation shall be authorized and empowered to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the purposes set forth in Article III hereof. No substantial part of the activities of the corporation shall be the carrying on of propaganda, or otherwise attempting to influence legislation, and the corporation shall not participate in, or intervene in (including the publishing or distribution of statements) any political campaign on behalf of or in opposition to any candidate for public office. Notwithstanding any other provision of these articles, the corporation shall not carry on any other activities not permitted to be carried on (a) by a corporation exempt from federal income tax under section 501(c)(3) of the Internal Revenue Code, or the corresponding section of any future federal tax code, or (b) by a corporation, contributions to which are deductible under section 170(c)(2) of the Internal Revenue Code, or the corresponding section of any future federal tax code.
· If reference to federal law in articles of incorporation imposes a limitation that is invalid in your state, you may wish to substitute the following for the last sentence of the preceding paragraph:  "Notwithstanding any other provision of these articles, this corporation shall not, except to an insubstantial degree, engage in any activities or exercise any powers that are not in furtherance of the purposes of this corporation."
· Article IX
Upon the dissolution of the corporation, assets shall be distributed for one or more exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or the corresponding section of any future federal tax code, or shall be distributed to the federal government, or to a state or local government, for a public purpose. Any such assets not so disposed of shall be disposed of by a Court of Competent Jurisdiction of the county in which the principal office of the corporation is then located, exclusively for such purposes or to such organization or organizations, as said Court shall determine, which are organized and operated exclusively for such purposes.

· Article X
Incorporator(s): Virginia requires this information.  One or more persons must sign the articles of incorporations in this capacity.  IRS suggested language: In witness whereof, we have hereunto subscribed our names this ____ day of ____, 20__.

Though not required by Virginia or IRS, additional provisions could include an Article that provides for the duration of the Corporation and whether it continues forever or has limited duration.  Another provision that is a good idea to have in writing, particularly for advocacy organizations, is a personal liability statement. 

The next step is to submit the original, signed complete Articles of Incorporation to the Clerk’s Office at the SCC.  Articles do not need to be notarized.  The fee for non-stock corporations is $75 ($50 charter/entrance fee + $25 filing fee) and checks should be made payable to the SCC and either mailed or delivered to one of the addresses below.  


Street Address
                        Mailing Address


Tyler Building, First Floor               
Post Office Box 1197


1300 East Main Street                      
Richmond, VA 23223


Richmond, VA 23219

4. Obtain federal Employer Identification Number (EIN), if required.

An Employer Identification Number (EIN), also known as a Federal Tax Identification Number, is a nine-digit number that the IRS assigns to business entities.  The IRS uses this number to identify taxpayers that are required to file various business tax returns.  EINs are used employers, sole proprietors, corporations, partnerships, nonprofit organizations, trusts and estates, government agencies, certain individuals and other business entities.  Most business entities, including corporations are required by law to obtain a federal EIN and banks require this number before an organizational account can be opened. You can apply for an EIN over the telephone, mail, on-line or using a 3rd party, such as an attorney or an accountant.  

APPLY ONLINE: http://www.irs.gov/businesses/small/article/0,,id=102767,00.html              The Internet EIN (I-EIN) application is one avenue for customers to obtain an EIN. Once all the necessary fields are completed on the online form, preliminary validation is performed and the taxpayer will be alerted to information IRS needs that may not have been included. An EIN will be issued after the successful submission of the completed Form SS-4 online.  Read SS-4 Form instructions carefully and provide all requested information to avoid rejection or delays, and from this link check out the “Top 5 Reasons for Rejection of an Application.”

APPLY BY TELEPHONE (Toll-Free):  Taxpayers can obtain an EIN immediately by calling the Business & Specialty Tax Line (1-800-829-4933). Hours of operation are Monday through Friday from 7:00 a.m. to 10:00 p.m. local time. An assistor takes the information, assigns the EIN, and provides the number to an authorized individual over the telephone.

APPLY BY MAIL:  The processing timeframe for an EIN application received by mail is approximately two weeks. Ensure that the Form SS-4 contains all of the required information. As of 4/15/06, Virginia taxpayers should mail their form to the following address:  *EIN Operations, Holtsville, NY 11742. This information is subject to change and should be confirmed prior to mailing.  Download forms at http://www.irs.gov/formspubs/index.html
3rd Party Authorization:  A 3rd Party designee, such as an attorney must fill out the SEC. 6103(c) disclosure information at the bottom of the Form SS-4. The Form SS-4 must also be signed by the taxpayer for the 3rd Party designee authorization to be valid. The Form SS-4 must be mailed or faxed to the appropriate service center. A 3rd Party designee may call for an EIN, however a faxed Form SS-4, with the taxpayer's signature, is still required.  IRS assistors will take the information over the phone from the 3rd Party designee and ask the 3rd Party designee to fax the completed Form SS-4 to them (to the IRS assistor's attention) at an administrative fax number. After receiving the faxed Form SS-4, the EIN will be assigned and faxed back to the 3rd Party designee, or given over the phone. The 3rd Party designee's authority terminates at the time the EIN is assigned and released to the designee. The third party must retain on file a completed copy of the Form SS-4 signed by the customer and the signed statement authorizing the third party to file the online application.

5. Write Bylaws.

The bylaws are fairly easy to amend and do not have to be perfect in order to file for 501(c)(3) tax-exempt status with the Internal Revenue Service (IRS).  Sample nonprofit bylaws are often difficult to find because they are usually very organization and mission specific, however the American Bar Association does provide a toolkit that includes sample bylaws on their website:  http://www.abanet.org/buslaw/committees/CL600000pub/abc/toolbox/governance/bylaws.html
In general, the following items should be addressed in the bylaws:

· Name and Purpose of the organization

· Membership – its composition, membership criteria, definition of non-voting categories of membership, criteria for termination of membership

· Meetings - how/when membership meetings occur, what notice is required for meetings, criteria/process for calling special meetings

· Board of Directors – role, size and composition, election procedures, meetings, term length (cannot be more than 10 years) and term limits, officers and their duties, what constitutes quorum, vacancies

· Committees – how appointed, standing committees (Executive, Personnel, Finance are examples of standing committees) vs. ad hoc (Public Relations, Special Event, Data Collection or other as needed), committee chair responsibilities 

· Fiscal Management – fiscal year, committee/officer responsibility

· Director and Staff – hiring process, role and duties of staff

· Amendments – how to amend bylaws

6. Obtain Tax-Exempt Status from the Internal Revenue Service (IRS). 
The IRS offers specialized assistance for tax-exempt organizations through its Exempt Organizations (EO) division.  Contact EO customer service toll-free at 877-829-5500 or EO website www.irs.gov/eo.

To request the following forms from the IRS, call toll free at 800-829-3676, or download forms from the IRS Web site at www.irs.gov/formspubs 
· Form 1023 Application for Recognition of Exemption under 501(c)(3) of Internal Revenue Code (Form 1023 was revised in October 2004 – be sure to use new form which eliminates the need for Form 8718)
· Form 8718 User Fee for Exempt Organization Determination Letter Request 
· Publication 557 Tax-Exempt Status for Your Organization
· Publication 4220, Applying for 501(c)(3) Tax Exempt Status
· Publication 4221, Compliance Guide for 501(c)(3) Organizations
Organizations should file the required forms within 15 months of incorporation.  Form 1023 requires a filing fee averaging $500 which must accompany Form 1023 in order to be processed and average processing time is 100 days. 
To file these forms, the organization must be able to provide a description of the exempt purpose and actual programs, whom the organization is serving and why, where will the organization’s funds originate, private vs. public support and a three year projected budget.  You must provide specific details about the purpose of your organization, as well as your past, present and future planned activities and the description should have specific easily understood terms.  Financial information should correspond with proposed activities.  Generalizations or failure to answer questions in Form 1023 application will prevent the IRS from granting the exempt status.  Form 1023 contains a helpful checklist at the end of the form.

The IRS tax specialist reviewing an application may request additional information in writing.  If all information received establishes that an organization meets the requirements for exemption, the IRS will issue a determination letter recognizing the organization’s exempt status and providing its public charity classification.  This is an important document and should be kept in the organization’s permanent record.

7. Determine whether your organization will be liable for Virginia Unemployment Tax and if so, register with VA Employment Commission (VEC)
If your business is a nonprofit organization and has four or more employees for some portion of a day during any 20 different weeks in a calendar year in Virginia, you will be subject to unemployment taxes. If your organization is subject to this requirement, complete VEC Report to Determine Liability for State Unemployment Tax (Form VEC-FC-27).  Questions should be directed the Employer Accounts Supervisor at 804-786-7159.  Once your employer account number has been assigned, the VEC will send you a packet of information that includes a copy of the Employer’s Handbook which will explain in detail the kinds of reports, notices, requests for information, or other communications you will receive from the agency.

Apply on-line at VEC website:  http://www.vec.virginia.gov/vecportal/ireg/file.cfm or download and print the most current forms and instructions from the VEC website: http://www.vec.virginia.gov/vecportal/employer/vec_forms.cfm.  

Forms should be submitted to one of the addresses listed below:

Street Address
\                                                               Mailing Address
VA Employment Commission

VA Employment Commission

P. O. Box 1358
                                                                  703 East Main Street

Richmond, VA 23218-1358
                                                  Richmond, VA 23219

8. Apply to VA Department of Taxation (TAX) for sales and use tax exemption.
Effective July 1, 2004, all Internal Revenue Code (IRC) § 501(c)(3) and charitable § 501(c)(4) organizations can qualify for a sales and use tax exemption.  The Virginia Department of Taxation administers the exemption qualification process, and nonprofit organizations no longer need to seek legislative action for their exemptions through the Virginia General Assembly. 

Any nonprofit organization that is seeking a new exemption must meet certain eligibility criteria.  Nonprofit organizations that held a valid exemption certificate issued by TAX prior to July 1, 2004 will remain exempt until their exemption expires, at which time they will be required to reapply for exemption under the new process.  

Legislation passed in the 2004 Virginia General Assembly provides two options for nonprofit churches to request a retail sales and use tax exemption.  Nonprofit churches may either continue to use the self -issued exemption certificate, Form ST-13A, or apply to the department for a tax-exempt number.

Option 1: Form ST-13A - Nonprofit churches may continue to use a self-issued exemption certificate, Form ST-13A. Churches using the self-issued exemption certificate will be entitled to the sales and use tax exemption available under the law, as it existed on June 30, 2003. The exemption also includes, church bulletins, programs, newspapers, and newsletters distributed outside the church, gifts distributed outside the church, baptisteries, food, disposable serving items, cleaning supplies, teaching materials used in the operation of a camp or conference center which are used in carrying out the work of the church. A nonprofit church electing to use Form ST-13A, may not purchase construction and building materials exempt of the tax. Nonprofit churches applying under the new process, if approved, will receive a tax-exempt number and may enjoy a broader exemption.

Option 2: Tax-Exempt Number - Nonprofit churches can enjoy much broader sales and use tax exemptions if they apply to TAX for a tax-exempt number.  Purchases made by churches will NOT be limited to tangible personal property purchased for use only in the public building and used in carrying out the work of the church and related ministries.

TAX now offers a service called Nonprofit Online which allows you to apply online for a Sales & Use Tax Certification of Exemption, print copies of the exemption certificate and send questions to a TAX Representative and receive a response in a secure environment.  To learn more about eligibility criteria, obtain forms and apply online, visit the website at www.tax.virginia.gov or contact the Nonprofit Exemption Team at (804) 377-3712 to request an application. Completed applications should be sent to the Department of Taxation, Nonprofit Exemption Team, P. O. Box 27125, Richmond, Virginia 23261-7125.

9. Prior to solicitation of charitable contributions, register with VA Department of Agriculture and Consumer Services (VDACS) Office of Consumer Affairs.  

Every charitable organization, except those specifically excluded from the definition in Section 67-48 of the Code of Virginia, that intends to solicit contributions within Virginia is required to file with VDACS Office of Consumer Affairs (use Form OCA-102, Registration Statement for a Charitable Organization), prior to any solicitation.  For more information, contact the VDACS Office of Consumer Affairs at (804) 786-1343 or download forms from the website: http://www.vdacs/virginia.gov/allforms.html#consumer
10. Satisfy local license requirements, if any.

Contact your county or city Commissioner of the Revenue to determine which licenses you will need within 30 days of starting your nonprofit corporation or business.  In addition, you should check with your local zoning or planning department to verify that you can operate your business at your desired site.  If the business is located in a town, contact the town administrator to determine what licenses are required.  The VA Department of Business Assistance (DBA) publishes a helpful License & Permit Guide which provides information on licensing and regulatory requirements, as well as links to directories of local Commissioners of Revenue and local zoning and planning commissions:  http://www.dba.virginia.gov/licenses/
11. Contact other state agencies to determine other requirements.

Depending upon the kind of activity being conducted by your nonprofit organization, there may be other required permits, licenses or registrations.  For example, childcare facilities, after-school youth programs, summer camps are regulated by the Virginia Department of Social Services.  Links to individual State agency websites can be found at www.vipnet.org.  Also see link to License & Permit Guide: http://www.dba.virginia.gov/licenses/ or SCC Business Registration Guide: http://www.scc.virginia.gov/division/clk/brg.htm
Important note for programs involving children or youth, criminal history and Child Protective Services (CPS) checks MUST be performed for any staff member or volunteer who will have contact or will be working with children or youth.  Link to Virginia State Police forms:  https://apps.vsp.virginia.gov/ncjis/publicforms.do
SP-230 Criminal History and/or Sex Offender and Crimes Against Minors Name Search  Pursuant to Section 19.2-389, the Code of Virginia permits specified entities to complete this form to receive conviction data on criminal record name searches for the purpose of employment and/or licensure for day care/home health care, foster care, adoptions, etc.
SP-266 Sex Offender and Crimes Against Minors Name Search
Section 9.1-912 of the Code of Virginia authorizes dissemination of the Sex Offender and Crimes Against Minors Registry information for screening of employees and volunteers, and protection of the public in general and children in particular. Please check the appropriate block to indicate the purpose of the search. The results of the search will indicate if an individual is registered for conviction(s) of sex offenses and/or crimes against minors, including substantially similar out-of-state conviction(s) if maintained in the Registry, pursuant to Section 9.1-902. 
12. Obtain DUNS Number – Toll free: 866-705-5711 

New policies went into effect October 1, 2003 that require all applicants for Federal grants to provide a Dun & Bradstreet Data Universal Numbering System (DUNS) number when applying for Federal grants or cooperative agreements. The Federal government has adopted the use of DUNS numbers to identify your organization and to track how federal grant money is allocated.  If your organization does not have a DUNS number, you may acquire one at no cost by calling the toll-free DUNS number request line above. The DUNS number will be given out by the end of the phone call. 

12a. Applies only if submitting electronic federal grant application using Grants.gov     Register with Central Contracting Registry (CCR) and Register Authorized Organization Representative (AOR) In order to submit grant applications electronically using Grants.gov, organizations must register with the Central Contracting Registry (CCR) and must register an Authorized Organization Representative (AOR).  This is a one-time process and can take one to three days depending upon the organization.  If your organization is not registered you may apply by phone (Toll-free:  800-227-2423) or register on line at http://www.ccr.gov.

13. Comply with financial requirements needed to maintain tax-exempt status and other state or local requirements.

IRS: In order to maintain tax-exempt status, newly-formed corporations must comply with specific accounting requirements and guidelines on business activities required by the IRS.  In addition, Federal Form 990, Return of Organization Exempt From Income Tax or Form 990-EZ must be filed by 501(c)(3) organizations (except purely religious organizations) annually with the IRS five and one-half months after the end of the organization’s fiscal year.  See IRS Publication 4221, Compliance Guide for 501(c)(3) Tax-Exempt Organizations, Publication 557, Tax-Exempt Status for Your Organization, and the instructions to Forms 990 and 990-EZ for more information. 

VDACS Office of Consumer Affairs: Annual registration renewal is required on or before the 15th day of the fifth calendar month following the end of the organization’s fiscal year unless the organization has been granted an exemption from annual registration as outlined in Section 57-60 of the Code of Virginia, (use Form OCA-100, Request for Exemption from Annual Registration). 

SCC: Approximately 75 days before the annual report and registration fee payment are due, the SCC mails an Annual Assessment Packet, containing a preprinted annual report form and notice of annual registration fee assessment, to the registered agent of each active domestic and foreign stock and non-stock corporation at the registered office address on file with the Commission. The annual registration fee of $25 for a non-stock corporation is due on the first day of the second month next preceding the month the corporation was incorporated or authorized to transact business in Virginia.  Payment of the annual registration fee must be received by the due date to avoid a penalty.

14. Consider Related Issues.

· Recruiting Board Members – How will the organization’s constituency be represented?

· Board Meetings – How often and how long will the board meet?

· Fundraising Plan – What amount of funds is needed and where will they come from?  What is the role of the board or staff in fundraising?  How much will come from foundation and corporate support, government grants, membership dues, and earned income?

· Accounting System – How will funds be tracked and reported?

· Staffing – What are the organization’s personnel policies, payroll procedures?

· Community awareness – What is the plan for publicity, brochures, mailing list, and outreach?

· Evaluation – How will the results of the organization’s work be assessed and reported?

· Insurance – Obtain business insurance.  Your members want some protection from legal liability (e.g. personal injury at workplace and property damage).
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