The Nonprofit Handbook, 2nd Edition, Gary Grobman

Advantages of Incorporating (Ch 1)
· Limited Liability

· Tax Advantages

· Structure, accountability, perpetuity, legally recognized authority

· Ancillary benefits (cheaper postage, free PSAs, access to media, volunteers)

· Strength of collegial decision-making

· Disadvantages

· Loss of centralized control

· Paperwork

· Money and time to set up

Steps to Incorporating (Ch 2)
· Choose incorporators (3)

· Choose a corporate name (name search)

· Choose purpose

· Choose to have members or no members

· Actions to come from the corporation not individuals

· Choosing to not engage in political activity

Bylaws (Ch 3)
· Provisions (p 25)

· Legal requirements of bylaws

· Quorum requirements

· Voting rights

· Selection of officers

· Executive committee (runs organization in interim)

Cannot fill vacancies on the board; adopt, amend, change bylaws;

and, cannot have powers inconsistent with the board

Nonprofit board of directors (Ch 4)
· Formation (number according to bylaws)
· Officers (Chair, President; vice-; secretary; treasurer)

· Getting good board members (expertise, diversity, backgrounds, clients?)

· Keeping good board members

· Board responsibilities

· Personnel

· Finance

· Fundraising

· Planning

· Development

· Public relations

· Advising
· Holding high quality meetings

· Meeting notice

· Start on time and finish on time

· Roberts Rules

· Tabling issues

· Chair’s report, executive director’s report

· Approval of minutes, financial report

· New business, old business

· Adjourn

Strategic Planning (Ch5)

· Insures that future is taken into account

· Periodic process

· Set goals and objectives over next year

· Danger: results may be at odds with agency founder/founding purpose

· Benefits

· Proactive

· Solving real problems

· Formal process for allocation of resources, seeking new sources

· Promotes board relationships

· Informs everyone on the board and staff direction of the agency

· Helps focus on the big picture, forest vs. tree

· Process: over time or retreat

Board Leadership (Ch 6)

· Provide staff support to prepare reports, budgets, audits, minutes, etc.

· Meetings have a definite beginning and ending

· Allow time for discussion but single issues don’t dominate time

· Committee chairpersons present reports

· Table issues that need to be examined further and new business items that haven’t been addressed before

· Real purpose of board is to keep the agency on line with its mission

· Outcomes based mission statements

· Provide independent living in the community vs provide services to help youth with independent living in the community 

· Staff provides the details for services, board looks to larger mission

· Be careful that funding sources don’t dictate mission of agency

· Board shouldn’t get into daily management of agency activities

· Staff performance evaluation

· Board policies - how the board operates

Nonprofit ethics (Ch 7)

· Nonprofits distinguished from for profits is in its mission and values vs. competition, survival, growth, bottom line emphasis

· Accountability to IRS and public as a 501c3

· Organizational resources for private interests is a conflict

· Provide accurate disclosure of  finances, donors, fundraising costs

· Surplus accumulation (rule of thumb: ceiling of 2X current year’s expenses)

· Staff persons receiving honorariums for speaking engagements on behalf of agency

· Restraint on excess salaries

· Be careful not to reward (bonus) executive director for mission accomplishment

501c3 Tax Exempt Status (Ch 8)

· Advantages include: not having to pay taxes, persons giving to agency can deduct on their taxes, funding sources require having this status

· Disadvantages include: man not engage in partisan political activity on behalf of political candidates, must not lobby or propagandize, file 990 tax forms

· To apply, first have nonprofit status, then complete several IRS forms, pay fee of $500

Insurance and Liability (Ch 9)
· No one can foresee catastrophic events; and it is basically impossible to totally protect a corporation from eventualities.
· Nonprofits should have basic general liability insurance to cover personal injury and property damage.
· Consideration should be given to purchasing directors and officers (D&O) insurance to protect their volunteer leadership from personal legal claims.
· A broader insurance with professional liability protects officers and staff.
· A policy protecting officers and staff who handle money should be considered as well.
Fiscal Issues (Ch 10)
· Decide the fiscal year. IRS 990 form is due 15th day after the fifth month at the end of the fiscal year.

· Decide when the audit should be done (usually by a CPA).

· The budget details both spending and income.
· Sometimes agencies have program budgets for the various programs provided. Funding sources may require a program budget.

· Expense reimbursement procedures for agency expenses (claims by staff for travel, etc.) and funding sources.

Personnel (Ch 11)
· Decide the policies for personnel of the agency (i.e., hiring and firing, sick leave, holidays, full and part-time status, insurance, pension, family and medical leave, telephone use)

· Be aware of the paperwork required of corporations: W-4, Form I-9 (certification of legal workers), Form 1099 MISC
Hiring and Firing (Ch 12)

· Before hiring a new employee, first plan for the job the person will perform: the job description.

· Consider hired staff or contract staff. Hired staff members have a greater stake in the organization. Consider also volunteers, temps, and outsourcing to another organization.

· Conducting the search for new staff persons: some agencies are required to post job openings in specific ways (i.e., in-house first, trade journals, etc.).

· Resumes, academic credentials, and licenses must be checked out. Most agencies today do background checks on their staff. 

· Be careful regarding interviewing prospective employees. 

· Firing: do advance planning to build the case for firing or not renewing a contract. Check with attorney regarding the process. 

· Let the person know in private: one-on-one.

Volunteers (Ch 13)
· Volunteers can be utilized to provide needed services and you don’t have to pay salary and benefits. They can also provide valuable feedback to the agency.
· Volunteers need places to work and telephone access.

· Volunteers need to be provided orientation to the agency.

· Volunteers should be rewarded and recognized for their work.
Charitable Solicitation Registration (14)

· Charities must register and provide reports that are made available to the public.
Fundraising (15)

· Agencies should have a reasonable budget plan.
· Have 3 budgets: low-end, middle-end, high-end.
· Some tips in asking for money:

· Board members should contribute

· Request from people how have money

· Pitch the request to the demographics of contributors: their motivations for giving

· Suggest an amount when asking for a donation

· Provide a written acknowledgement of contribution (if over $250 or donor requests)

· Charities must provide goods and services in exchange for contribution

· Funding sources:

· Umbrella fundraising groups (United Way)

· Foundations (providing written proposals)

· Direct mail (persons who have contributed in the past); some appeals:

Guilt, affiliation, self-interest, ego, idealism, religious need to give
· Businesses

· Telephone solicitation

· Government grants

· Other revenue-generating sources (newsletters)

· Hiring a consultant 
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