NONPROFIT INCORPORATION

&

TAX EXEMPTION CHECKLIST

Incorporation

____
Clear and reserve, if desired, the name of the corporation with the Secretary of State’s office.

____
Draft Articles of Incorporation and file them with the Secretary of State’s office.

____
Order the minute book to keep minutes of Board of Directors’ meetings.

____
Prepare minutes of first meeting of the Board of Directors
.

____
Draft and adopt bylaws for the Corporation at first meeting of the Board of Directors.

____
Apply for Employee Identification Number (EIN), Form SS-4.

Application for Exemption from the IRS

____
Completed Parts I through IV of Form 1023 and applicable schedules (and appropriate attachments).


____
Copy of Articles of Incorporation and bylaws (Part I, Line 10a).

____
Two copies of Form 872-C if applicable.

____
Attached Form 8718 & Check or Money order for the proper amount.

Application for Exemption from California Income or Franchise Tax

____
Complete FTB 3500 (and appropriate attachments).

____
Endorsed articles of incorporation and subsequent amendments if any (Item 7a).

____
Copy of bylaws, proposed bylaws, or other code of regulations (Item 7b).

____
Financial documents (Item 7c).

____
Statement of specific purpose (Item 7d).

____
Detailed description of programs and activities organization conducts or will conduct and how it will accomplish its purpose (Item 7e).

____
Detailed description of sources and types of funding and fund raising activity (Item 7f).

____
Statement of discontinued activities if any (Item 7g).

____
Copies of any leases (Item 7h).

____
Samples of literature the organization sells or distributes as well as samples of advertising (Item 7i).

____
Any documents required by Side 2, Item 8 through Side 5, Item 25.

____
Check or Money order payable to the Franchise Tax Board for $25.
� Alternatively, you can prepare an “Action by Unanimous Written Consent” of the Board of Directors adopting bylaws and taking care of other organizational matters, which must be signed by each board member.  If you get the Action by Unanimous Written Consent signed by each board member, you will not have to have a first board meeting.  See Documents #6 and #7 in this packet for sample First Board Meeting Minutes and Sample Action by Unanimous Written Consent.
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