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Checklist: Things to be Done When Starting a 501(C)(3) Nonprofit Organization


 		Form an Initial Exploratory Group. Group may be informal or a structured steering committee. Consider who needs to be involved from the beginning, this process can shape the organization and affect commitment levels later on.

 	       Research and Discuss Purpose and Feasibility. Hold initial planning meetings to build consensus on the purpose and form. Consider mission, vision, and underlying values, and assess the feasibility of the effort. Explore relationships with organizations that may be doing similar work and be sure about whether a new organization is really the best way to proceed.

 		Assign Responsibilities. Delegate responsibilities for work including drafting Articles of Incorporation and Bylaws, filing for incorporation, developing a program plan and budget, planning for fundraising, and building relationships with others in the community.

 	       Develop a Program Plan. What services will be offered to what clients, when, where, and led by whom?

 		Develop a Fundraising Plan.

 	       Establish a Record Keeping System. Use this system for retaining meeting minutes and other organization documents.

 	       Draft Bylaws & Conflict of Interest Policy. Model bylaws and policies are available from The  Alliance website. Samples from other similar organizations can also be helpful. A legal review of bylaws is advisable.

 	       Form Initial Board of Directors. The IRS and The Secretary of State Office require a minimum of three unrelated directors. A minimum of five directors is recommended by The Alliance. Be clear from the beginning about the roles and responsibilities of board members.

 	       Incorporate with the Secretary of State Office. Filing must be done online at www.sos.ms.gov and $50 one-time fee paid. Model three paragraph language must be included as part of articles of incorporation. A sample can be obtained from The Alliance. Contact the Secretary of State Office 601- 359-1633 or 1-800-256-3494 for additional information.

 		Hold a Formal Organizational Meeting. Install board, adopt bylaws, adopt conflict of interest policy, and elect officers (President, Vice President and Secretary, etc.) at this meeting.

 	        File for Employer Identification Number (no fee). Apply by either completing the EIN application on-line at www.irs.gov/EIN or complete a hard copy of SS-4 Form and faxing it to the IRS at 859-669-5987.

 	       Secure IRS Approval as Federal Tax-Exempt Agency. Nonprofits who expect income less than $50,000 yearly may complete the IRS on-line form 1023-EZ and pay a one-time $275 fee. If yearly income exceeds $50,000 you must complete longer Form 1023 and pay one-time $800 fee. Without IRS approval contributions to your organization are NOT tax-exempt.

 		Consider Joining The Alliance. Membership with The Alliance is open to all 501(c) agencies in the state of Mississippi. Membership fees range from $125 if agency budget is under $50,000 up to $625 (for large agencies). Associate membership is available to non 501(c)’s. Members receive nonprofit and philanthropic management information, networking and advocacy support, training and consulting discounts, and vendor discount benefits on services such as liability insurance.

 		Establish a Bookkeeping/Accounting System and open a bank account 		in the charity’s name.

 		Secure Secretary of State Approval to Raise Charitable Funds. Any Mississippi charity seeking to raise more than $25,000 per year in contributions, must register on-line at www.sos.ms.gov and pay $50 annual fee prior to launching fundraising efforts. If raising less than $25,000 per year, complete the “Notice of Exemption” online and pay $50 one-time fee. Contact the SOS Charities Division for more info: 601-359-1371.

[bookmark: _Hlk42319669] 		Read and become familiar with the Mississippi Charity Statutes and Rules found at https://www.sos.ms.gov/Charities/Pages/MS-Charity-Laws.aspx

		File Form 5768 (optional). If you plan to carry out any advocacy to influence legislation you must file this form.

 		Consider Requesting a Ruling on State Sales Tax Exemption. Under Mississippi law, rules are complex and very few nonprofits qualify for sale tax exemption. For guidance contact the MS Tax Commission at 601-923-7700.

 	       Obtain Liability Insurance. Evaluate what insurance you need, such as general liability, professional liability, and other coverage. 


 		Apply for Nonprofit (Bulk) Mail Permit. Apply at your local post office if mailing more than 200 pieces at a time. Requires an annual fee.

		Develop Personnel and Operational Policies. Most employment laws are the same for nonprofit and for-profit organizations. (501 (c)(3) organizations are exempt from Federal Unemployment Tax, and there are a few other minor differences).

 		Carry Out Fundraising Plans. (this is a continuing activity)

 	       Begin Program Activities. The Board of Director must determine when program actually begins. Staff may be hired, space rented, and program activities started any time, depending on the solidification of program plans and on receipt of a significant portion of the proposed funding.

 		Report Annually to the IRS on Form 990, 990EZ, or 990N. (unless organization is exempt, such as churches or government agencies)





Note: This checklist was prepared as a guide for persons who are considering forming a charitable nonprofit organization. Depending on the type of program and the sources of funding, further registration, reporting, or licensing may be required.

The Mississippi Alliance for Nonprofits and Philanthropy provides guidance to organizations on establishing 501 (c) (3) status through our nonprofit training. However, for professional, legal, or accounting advice, consult your attorney or CPA.

Adapted by the Mississippi Alliance for Nonprofits and Philanthropy from a checklist developed by the Accounting Aid Society of Greater Detroit, and the Center for Effective Nonprofit Management in New Orleans.
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