NON-PROFIT CHECKLIST

Client’s Name & File No.:










Proposed Name of Foundation: 










Private or Public Funding: 









________
Prepare Articles of Incorporation
· Foundation Purpose: 








· Director(s): 









· Address: 










· Executor of Articles: 








· Registered Agent: 









________
File Articles Online - attach Articles of Incorporation and $50 fee on CC
________
Obtain SS-4 - #________________________
· Social Security Nos.: 








________
Prepare Bylaws
· Annual Meeting: 









· Number of Directors: 








· Minimum________
Maximum________

· End of Fiscal Year: 








________
Prepare Consent in Lieu of Org. Meeting
· President: 










· Vice President: 









· Secretary: 










· Treasurer: 










· Bank & location: 









· Signers for Bank Acct: 








________
Prepare Charitable Organization Registration if Doing Fundraising
________
Letter to clients for signatures on SS-4 form, Bylaws & Consent

________
Conflict of Interest Policy & Resolution
________
Master Business Application
________
IRS Form 1023& Power of Attorney Form 2848



Date Completed and Mailed ______________

________
Copies of all documents mailed to Accountant to prepare 990 Form
________
IRS letter confirming 501(c)(3) Status **IMPORTANT**
________
Annual Report from Sec. of State signed & filed on __________________
________
Annual Minutes prepared and signed by Directors
