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A Message from Jackie
Congratulations! 

First, allow me to introduce myself.  I am a graduate 
of Wake Forest University Law School (1990).  I have 
co-authored and authored 11 books including How 
to Start a Business in North Carolina.  I have taught 
classes, seminars and workshops at Guilford College, 
Wake Technical Community College and several 
other colleges throughout the state.  My law practice 
includes helping non-profits obtain their 501(c)
(3) tax exemption.  I proudly serve on the board of 
several non-profit organizations.

Because I know firsthand the hard work and dedication 
it takes to start and run a nonprofit organization, I 
truly believe your decision to start a nonprofit should 
be applauded. 

The tips and suggestions included in this book are 
designed to make the road to starting and running a 
successful nonprofit easier to navigate. 

Since this book contains over 200 tips, don’t think you 
have to implement all of them at once. Do what you 
can do and disregard the tips that don’t work for you. 

And as you are reviewing the information in this book, 
keep in mind that the single most important thing you 
can do to grow a sustainable nonprofit organization is 
this: 



Stay encouraged and keep believing that the work you 
do matters and will make a difference.

Best of the best to you and your nonprofit organization,

Jacqueline D. Stanley
Attorney at Law

P.S.  I want to do more than just applaud your efforts, I 
also want to help you get your nonprofit organization 
off the ground.  That’s why I am offering a free 
telephone consultation to everyone who downloads 
this booklet.  See complete details on page 29. 
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Management Matters
Excellent organizations don’t believe in excellence—
only in constant improvement and constant change. 
– Tom Peters

1. Practice the 60-30-10 Rule: Spend 60% of your 
time fundraising, 30% furthering the mission of 
your organization and 10% on administrative 
tasks.

2. Consult with an attorney about the specific do’s 
and don’ts of running a nonprofit organization.

3. Follow the advice you receive from the lawyer.

4. Consult with an accountant about best prac-
tices for nonprofits.

5. Follow the advice you receive from the accoun-
tant.

6. Maintain good records.

7. File tax returns in a timely manner.

8. Keep copies of your organizing documents in 
your corporate notebook.

9. Maintain copies of board meeting minutes in 
your corporate notebook.

10. Review your by-laws on a regular basis.

11. Amend or modify your by-laws as needed.



7

12. Read Good to Great: Why Some Companies 
Make the Leap … and Others Don’t by Jim Col-
lins.

13. Read In Search of Excellence: Lessons from 
America’s Best-Run Companies by Tom Peters.

14. Read First, Break all the Rules: What the World’s 
Greatest Managers Do Differently by Marcus 
Buckingham and Curt Coffman.

15. Read Managing the Nonprofit Organization: 
Principles and Practices by Peter F. Drucker.

16. Read The Executive Director’s Guide To Thriving 
as a Nonprofit Leader by Mim Carlson and Mar-
garet Donohoe.

17. Read Managing a Nonprofit Organization in the 
Twenty-First Century by Thomas Wolf and Bar-
bara Carter.

18. Read Good to Great and the Social Sectors: A 
Monograph to Accompany Good to Great by Jim 
Collins.
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Execution Matters
Ideas are easy. It’s the execution of ideas that really 
separates the sheep from the goats. – Sue Grafton

1. Read Getting Things Done: The Art of Stress-
Free Productivity by David Allen.

2. Never let anyone in your organization outwork 
you.

3. Set yearly goals.

4. Set monthly goals.

5. Set weekly goals.

6. Set daily goals.

7. Review your goals regularly.

8. Link your daily tasks to your goals.

9. Make and use lists.

10. Identify the single most important task you 
must perform each day to grow your organiza-
tion. Make this the first task you complete each 
day.
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Board Meetings Matter
Coming together is a beginning. Keeping together is 
progress. Working together is success. – Henry Ford

1. Plan and prepare for meetings with board 
members.

2. Conduct board meetings as outlined in your 
bylaws.

3. Start your board meetings on time.

4. End your board meetings on time.

5. Send your board members a meeting agenda 
prior to each board meeting.

6. Follow the meeting agenda and adjourn meet-
ing.

7. Record minutes of each meeting.

8. Send board members a copy of the meeting 
minutes within 72 hours of the meeting.

9. Read Meet Smarter: A Guide to Better Nonprofit 
Board Meetings by Outi Flynn.

10. Gather feedback from board members about 
ways to make board meetings more efficient 
and productive.
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Board Members Matter 
Working together works. – Dr. Robert Gilbert

1. Select board members who are passionate 
about your mission.

2. Select board members who are smarter than 
you are.

3. Select board members who work well with others.

4. Select board members with management 
experience.

5. Select board members with fundraising experi-
ence.

6. Educate board members on their duties and 
responsibilities.

7. Educate board members on what they can to 
do to help grow your organization.

8. Delegate tasks to your board members.

9. Listen carefully to your board members.

10. Quickly resolve conflicts with and between 
board members.

11. Help your board members plan and prepare a 
presentation for potential donors/supporters/
sponsors.

12. Provide each of your board members with 
business cards and other marketing materials.
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13. Ask each of your board members to compile 
a list of everyone he/she knows that might be 
interested in working for—or volunteering 
with—your organization.

14. Ask each of your board members to compile 
a list of everyone he/she knows that might be 
interested in making a financial contribution to 
your organization.

15. Ask each of your board members to compile a 
list of everyone he/she knows that can provide 
expertise that might be beneficial to your orga-
nization.

16. Ask each of your board members to compile 
a list of everyone he/she knows that may have 
contacts that might be beneficial to your orga-
nization.

17. Contact every person on each of the above 
lists.

18. Lavish your board members with praise and 
gratitude.
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Employees/Volunteers Matter
The employer generally gets the employees he 
deserves. – J. Paul Getty

1. Select people who are passionate about your 
mission.

2. Hire people who are smarter than you are.

3. Educate your employees/volunteers on what 
they can do to do help grow your organization.

4. Trust the people you hire to do what you hired 
them to do.

5. Do not hire anybody you can’t fire.

6. Educate employees/volunteers on their duties 
and responsibilities.

7. Educate your employees/volunteers about the 
specific do’s and don’ts of working with a non-
profit organization.

8. Carefully cultivate a culture of caring for every-
one who works for or on behalf of your organi-
zation.

9. Quickly resolve conflicts with and between your 
employees/volunteers.

10. Respect your employees/volunteers time. Plan 
and prepare for meetings with them.

11. Listen carefully to what your employees/volun-
teers are saying.
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12. Gather feedback from employees/volunteers 
about ways to improve your work environment. 

13. Ask each of your employees/volunteers to 
compile a list of everyone he/she knows that 
might be interested in working with your orga-
nization.

14. Ask each of employees/volunteers to compile 
a list of everyone he/she knows that might be 
interested in making a financial contribution to 
your organization.

15. Ask each of your employees/volunteers to 
compile a list of everyone he/she knows that 
can provide expertise that might be beneficial 
to your organization.

16. Ask each of your employees/volunteers to com-
pile a list of everyone he/she knows that may have 
contacts that might be beneficial to your organiza-
tion.

17. Contact every person on each of the above 
lists.

18. Provide each of your employees/volunteers 
with business cards and other marketing mate-
rials.

19. Help your employees and volunteers plan and 
prepare a presentation for potential donors/
supporters/sponsors.

20. Lavish your employees and volunteers with 
praise and gratitude.
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Donors/Supporters/Sponsors 
Matter

No one who achieves success does so without 
acknowledging the help of others. The wise and 
confident acknowledge this help with gratitude. – 
Alfred North Whitehead

1. Call at least one donor each day and say “thank 
you.”

2. Develop a strong response to the question, 
“Why should I donate to your organization?”

3. Follow the Golden Rule. Treat your donors/sup-
porters/sponsors the way you would want to be 
treated.

4. Listen carefully to what your donors/support-
ers/sponsors are saying.

5. Listen carefully to what people who decline 
your request for donations are saying.

6. Gather feedback from donors/supporters/
sponsors about how to improve your relation-
ship.

7. Calculate the cost to acquire a donor/sup-
porter/sponsor.

8. Calculate the cost of losing a donor/supporter/
sponsor.
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9. Make certain everyone in your organization 
knows the cost of acquiring a donor/supporter/
sponsor.

10. Make certain everyone in your organization 
knows the cost of losing a donor/supporter/
sponsor.

11. Make certain everyone in your organiza-
tion understands the importance of retaining 
donors/supporters/sponsors.

12. Educate your donors/supporters/sponsors on 
every aspect of your organization.

13. Develop a strategy for retaining donors/spon-
sors/supporters.

14. Educate donors/sponsors/supporters on how 
they can help grow your organization.

15. Make it easy for people to donate time and 
money to your organization.

16. Quickly resolve conflicts with your donors/sup-
porters/sponsors.

17. Carefully plan and prepare for presentations to 
potential donors/supporters/sponsors.

18. Treat everyone you meet as a potential donor/
supporter/sponsor.

19. Commit to growing an organization that is wor-
thy of every donation you receive.
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Marketing/Fundraising Matters
Create like a god. Command like a king. Work like a 
slave. – Constantin Brancusi

1. Prepare a Marketing/Fundraising Plan.

2. Prepare a Marketing/Fundraising Budget.

3. Whenever you come across a fundraising letter 
or direct mail piece that catches your eye, save 
it. You can use them as inspiration when creat-
ing your promotional materials.

4. Follow the Rule of Five. Commit to doing at least 
5 things each day to promote your organization.

5. Follow up on every lead you receive on the 
same day you receive it.

6. Learn how to make your organization stand out 
from the crowd: Read The Purple Cow: Trans-
form Your Business by Being Remarkable by Seth 
Godin.

7. Remind yourself that fundraising requires com-
mitment.

8. Recognize that fundraising is the means, not the 
goal.

9. Don’t be bashful about announcing your 
achievements as your organization grows.

10. Read Rules for Revolutionaries: The Capital-
ist Manifesto for Creating and Marketing New 
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Products and Services by Guy Kawasaki and 
Michele Moreno.

11. Hire a professional to design a business card 
that reflects the image of your organization.

12. Keep business cards on you at all times.

13. Give away at least one business card each day.

14. Leave a business card lying around your den-
tist’s office, at the restaurant, on the bulletin 
board at your local coffee shop, at the post 
office and wherever else you go. 

15. Have a professional brochure created that 
includes a donation request and other ways 
people can help.

16. Read The Guerrilla Marketing Handbook by 
Seth Godin and Jay Conrad Levinson.

17. Hire a professional to develop a website that 
makes it clear what you do and how people can 
help. 

18. Learn to make something out of nothing: Read 
Zilch: The Power of Zero in Business by Nancy 
Lublin.

19. Write articles for local newspapers or maga-
zine and Internet sites.

20. Write a column for a local newspaper or maga-
zine or Internet site.
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21. Adopt the Three-Foot Rule: Talk to anyone and 
everyone you meet that comes within three feet 
of you about your organization.

22. Read Delivering Happiness: A Path to Profits, Pas-
sion, and Purpose by Tony Hsieh.

23. Develop strategic partnerships with other non-
profits.

24. Develop strategic partnerships with local for-
profit organizations.

25. Get free publicity by sponsoring a contest.

26. Get free publicity by sponsoring a poll or con-
ducting a survey that relates to your organiza-
tion.

27. Allow donors to make donations via credit and 
debit cards.

28. Take a class in marketing.

29. Offer something free to people who donate to 
your organization.

30. Get free publicity by writing a letter to the editor.

31. Create a camera-ready news or feature story 
about your organization and send it to your 
local media.

32. Follow the Rule of Seven: If you want people to 
take action and support your organization, you 
must connect with them at least seven times 
within an 18-month period.
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33. Maintain a list of everyone who interacts with 
your organization in anyway and develop a 
strategy to stay connected with everyone on 
your list.

34. Send a handwritten thank-you note to at least 
one person who works for—or on behalf of —
your organization each day.
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Networking Matters
You can make more friends in two months by 
becoming interested in other people than you can in 
two years by trying to get other people interested in 
you. – Dale Carnegie

1. Read Never Eat Alone: And Other Secrets to Suc-
cess, One Relationship at a Time by Keith Ferrazzi.

2. Network with other people who start or run 
nonprofits.

3. Network with other people who run successful 
for-profit businesses.

4. Let the key people in your community know 
what you do.

5. Let the key people in your community know what 
you need.

6. Make certain that your organization is listed on 
all appropriate directories.

7. Compile a list of everyone you know that might 
be interested in working for—or volunteering 
with—your organization.

8. Compile a list of everyone you know that might 
be interested in making a financial contribution 
to your organization.

9. Compile a list of everyone you know that can 
provide expertise that might be beneficial to 
your organization.
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10. Compile a list of everyone you know that may 
have contacts that might be beneficial to your 
organization.

11. Contact every person on each of the above 
lists.

12. Finds way to cooperate with and not compete 
against other nonprofit organizations.
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Relationships Matter
It seems essential, in relationships and all tasks, that 
we concentrate only on what is significant and most 
important. – Soren Kierkegaard

1. Learn to give instruction instead of criticism.

2. Always be honest.

3. Keep your promises.

4. Show up to meetings on time.

5. Promptly return phone calls.

6. Say “thank you.”

7. Say “please.”

8. Smile.

9. Express your gratitude.

10. Give people the benefit of the doubt.

11. Read How to Make Friends and Influence People 
by Dale Carnegie. 

12. Listen carefully when people speak to you.
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Personal Development Matters
Improvement begins with I. – Arnold H. Glasgow

1. Always do your best.

2. Accept full responsibility for what happens 
within your organization.

3. Learn from your failures and mistakes.

4. Do not try to do everything yourself.

5. Ask for help before you need it.

6. Trust your common sense.

7. Read The Seven Habits of Highly Effective Peo-
ple by Steven Covey.

8. Listen carefully to what your champions are 
saying.

9. Listen carefully to what your critics are saying.

10. Keep your mind open to new ideas.

11. Be willing to change your mind.

12. Accept that you don’t know everything.

13. Accept that you are not always right.

14. Identify your strengths.

15. Learn how to maximize your strengths.

16. Identify your weaknesses.
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17. Learn how to buttress against your weaknesses.

18. Make a commitment to being a lifelong learner.

19. Improve your public speaking skills by joining 
a local Toastmasters group.
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Health Matters
It is health that is real wealth and not pieces of gold 
and silver. – Mohandas Gandhi

1. Recognize that you are one of your organiza-
tion’s greatest assets.

2. Take at least one long 5–8 mile walk each 
week.

3. Make time to exercise on a regular basis.

4. Take time to eat well every day.

5. Develop strategies for managing stress.

6. Find ways to have fun.

7. Get plenty of sleep.

8. Drink lots of water.

9. Schedule time to relax and recharge.

10. Practice staying calm.

11. Read Food Rules: An Eater’s Manual by Michael 
Pollan.
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Insight Matters
A moment’s insight is sometimes worth a life’s 
experience. – Oliver Wendell Holmes, Jr.

1. Read Whatever It Takes: Geoffrey Canada’s 
Quest to Change Harlem and America by Paul 
Tough.

2. Read The Blue Sweater: Bridging the Gap 
Between Rich and Poor in an Interconnected 
World by Jacqueline Novogratz.

3. Read Half the Sky: Turning Oppression Into 
Opportunity for Women Worldwide by Nicholas 
D. Kristof and Sheryl WuDunn.

4. Read One Day, All Children…:The Unlikely Tri-
umph of Teach for America and What I Learned 
Along the Way by Wendy Kopp.

5. Visit www.lovetoknow.com. It contains lists of 
nonprofit organizations organized by interests 
and objectives. 

6. Visit the websites of other nonprofit organiza-
tions.

7. Visit www.Idealist.org.

8. Visit www.DoSomething.org.

9. Visit www.DressforSuccess.org.

10. Visit www.DonorsChoose.org.
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Creativity Matters
The heart and soul of a company is creativity and 
innovation. – Robert Iger

1. Read Think Better: An Innovator’s Guide to Pro-
ductive Thinking by Tim Hurson.

2. Set aside time each month to brainstorm vari-
ous ways you can promote your organization.

3. Set aside time each month to brainstorm vari-
ous ways you can raise money for your organi-
zation.

4. Set aside time each month to brainstorm vari-
ous ways to attract great employees and volun-
teers.

5. Set aside time each month to brainstorm vari-
ous ways to reduce administrative costs.

6. Set aside time each month to brainstorm vari-
ous ways to improve the management of your 
organization.

7. Carry a small notebook with you at all times to 
capture ideas.
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Inspiration Matters
Inspiration exists, but it has to find us working. – Pablo 
Picasso

1. Write down why you decided to start your non-
profit on a 3x5 index card. Place it in your wal-
let. Refer to it often.

2. Never give up.

3. Never back down.

4. Never lose faith.

5. Recognize that enthusiasm is the great hill 
climber. 

6. Recognize that delays are not denials.

7. Focus on what matters most.

8. Celebrate small victories.

9. Purge the word “can’t” from your vocabulary.

10. Purge the word “failure” from your vocabulary.

11. Keep moving forward.

12. Don’t waste time worrying about the economy. 
Believe that there is plenty of money available 
for every worthy organization on the planet.

13. Believe that you have what it takes to overcome 
whatever obstacle you face.

14. Read Dragon Spirit: How to Self-Market Your 
Dream by Ron Rubin and Stuart Avery Gold.
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Free Telephone Consultation
Got a question about who is eligible to serve on 
your board of directors?  

Not sure if your organization is eligible for IRS 
Section 501(c)(3) tax exemption status? 

Do you have a question about how to develop a 
conflict of interest policy?

Got a question about the IRS 501(c)(3) tax 
exemption application?

If you have these or other unanswered questions 
about starting or running a nonprofit please 
contact Jackie and schedule your free telephone 
consultation today:

Email: attorneyjackie@aol.com

Phone: 336-854-8667 (Direct Line)

Fax:  336-632-9476
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DO WORK THAT MATTERS!  
Micro Grant Application

What is the name of your organization?  ___________

What is your organizations address? ______________

_______________________________________________

What is your organizations phone number? _______

What is organizations email address? _____________

Primary Contact (director, officer or board 
member): _____________________________________

_______________________________________________

Date of Incorporation: ___________________________
State of Incorporation: __________________________

Does your organization have its 501(c)(3) tax 
exemption status? ______________________________

What kind of work does your organization do?  
(Please limit response to 25 words or less)

_______________________________________________

_______________________________________________

_______________________________________________

Why does your organizations’ work matter?  (Please 
limit your response to 5 words or less)

_______________________________________________
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We want to award DWTM Micro Grants to organizations 
that are committed to being creative in looking for 
ways to do more with less.   Your challenge is to 
imagine that your organization needs to develop a 
fundraising campaign that only has a $250.00 budget 
but will allow you to raise $2500.00 in less than 45 
days.   Use the space below to describe the campaign.  
Be sure to specify how the $250.00 will be spent. (If 
you are awarded a DWTM Micro Grant you will not be 
obligated to execute this plan.)

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________

Feel free to attach additional pages if necessary.

Have you read the Do Work That Matters! Micro Grant 
Guidelines on the website?  _________

Do you understand that by submitting this application 
you are agreeing to the terms and conditions outlined 
in the Do Work That Matters! Micro Grant Guidelines?   
_______________

DOWORKTHATMATTERS.ORG


