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YOUR FIRST 100 DAYS:   21 THINGS 
NONPROFIT FOUNDERS NEED TO 
DO 
 
 

Hello.  My name is Jackie Stanley.  Welcome to Your First 100 Days:  21 Things Nonprofit 

Founders Need to Do.   

 

One.  Carefully read and review a copy of the IRS’ Compliance Guide for 501(c)(3) Public 

Charities.  You can download a copy on IRS.gov or in the Free Resources section of my website.  

The guide contains the following information:  (1) What activities may jeopardize your 

organization’s tax exempt status (2) What annual returns and notices must be filed (3) What 

records you should keep and how long you should keep them (4) What governance procedures 

and practices your organization should consider adopting or have in place (5) How to report 

changes to the IRS and (6) What public disclosures are required.    

 

Two.   If your organization plans to solicit donations from North Carolina residents either 

directly or indirectly, visit the Charitable Solicitation Division on the North Carolina Secretary of 

State website and review the information regarding how to file for a charitable solicitation 

license.   

 

Examples of direct solicitations would include sending out fundraising letters or calling 

individuals and asking for donations.   An example of an indirect solicitation would include 

placing a “Donate Now” button on your website. 

 

If your organization receives less than twenty-five thousand dollars ($25,000) in contributions in 

any calendar year and does not provide compensation to any officer, trustee, organizer, 

incorporator, fund-raiser, or solicitor then you can file for an exemption. 
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The Charitable Solicitation Division is one place your potential donors may turn to determine 

whether or not your nonprofit is in good-standing with the state.   That’s why it’s important in 

order to achieve your fundraising goals that your organization remains in compliance. 

And beyond the practical considerations related to fundraising, if your organization fails to file 

for a charitable solicitation license or to obtain the exemption, it could result in both 

administrative and financial penalties. 

I would advise that you check with the Secretary of State’s office in any other state where you 

plan to solicit donations directly from individuals to ascertain their charitable solicitation 

licensing requirements. 

 

 

Three:  Contact the North Carolina Department of Revenue and get information regarding 

registering your tax-exempt organization with the state and the annual state filing requirements 

for 501(c)(3) tax exempt non-profit organizations. 

While the income nonprofits receive may not be subject to federal or state income taxes, you are 

required to pay employee taxes like social security and Medicare just like any other for-profit 

company. 

You will also be required to pay sales tax when you purchase items like office supplies, 

computer equipment and other things used in carrying out your non-profit work.   

 

However, the N.C. Department of Revenue will refund any sales taxes paid by your organization.  

You can find information regarding the process involved in obtaining a refund on the N.C. 

Department of Revenue website.  You should consult a CPA if you have any questions regarding 

state tax related matters.   

 

 

Four.  Open a bank account.  You will need to take a copy of your articles of incorporation and 

the IRS letter which contains your federal identification number with you to the bank.  If you 

shop around you may be able to find a bank that waives the monthly service fees for tax-exempt 

organizations.    I generally advise nonprofits to adopt a financial policy that requires the 

signature of at least two people for transactions over amounts larger than $100.00.  Your 

organization’s specific policy may vary but it is not a good idea to adopt a policy that only 
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requires the signature of one board member or officer. The key to success in terms of fundraising 

and in terms avoiding issues with the IRS are transparency and accountability.  And having some 

type of protocol or internal control in place that requires more than one signature on checks is 

good place to start. 

 

 

Five:  Compile your corporate notebook.  It should contain a copy of your IRS 501(c)(3) 

determination letter.  That is the letter you received from the IRS which granted your tax 

exemption, the IRS letter assigning your EIN or federal ID number, your articles of incorporation 

and the name, home and work addresses of your current board members.  You should also keep 

your board minutes, a copy of your bylaws and other policies inside the notebook.  The notebook 

should be maintained at your principal office.   

 

 

Six:  Carefully review your bylaws.  Since it is the document that governs the operation of your 

organization it is important that you familiarize yourself with each and every word included in it.   As 

your organization expands and evolves it is to be expected that your bylaws will change as well.  That’s 

why the board should amend by adding or removing any provision of the bylaws as needed to ensure the 

smooth operation of your organization.   Keep in mind your bylaws should be viewed as a tool and not a 

weapon.  There is no point in being out of compliance when you can modify them as needed.  For 

example, if your bylaws provide that your board should meet monthly but you actually meet 

quarterly then rather than operate outside the bylaws, modify them to reflect what you are 

actually doing.   

 

 

Seven:  Provide each of your board members with a copy of your bylaws and any other board 

policies that govern the operation of your nonprofit.   Make sure to inquire about whether or not 

they have any questions about what is included in each document.  Take whatever steps are 

needed to answer whatever questions they may have.   This might include consulting with a 

nonprofit attorney, a CPA or other consultants who have experience in nonprofit management.  

Once your board members are satisfied that they have a firm grasp on what is included in your 

bylaws, have each board member sign a statement indicating that he or she has read and fully 

understands them. 
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Eight:  Carefully review your conflict of interest policy.  Make sure you have a clear 

understanding of how to avoid and manage conflict of interest transactions.  The improper 

handling of conflict of interest transactions could result in a wide range of adverse consequences 

that include everything from the loss of your tax-exemption to criminal penalties.  That’s why it 

is important that you review the policy with each of your board members.   Make sure to inquire 

about whether or not they have any questions about what is included in the policy.  Take 

whatever steps are needed to answer whatever questions they may have.   This might also 

include consulting with a nonprofit attorney, a CPA or other consultants who have experience in 

nonprofit management.  Once your board members are satisfied that they have a firm grasp on 

what is included in your conflict of interest policy, have each board member sign a statement 

indicating that he or she has read and fully understands them.  

 

 

Nine:  Schedule a one-on-one meeting with each of your board members.   It is important that 

you express your gratitude for their service.  Encourage their participation and input at board 

meetings.  Seek their feedback on what needs to be done to fulfill your organization’s charitable 

purpose. Get clarity on what they feel is the best way for them to contribute to the growth of your 

organization.   

 

Ten:  Develop a one-page business plan.  Although you are a nonprofit organization, your 

organization is still a business and you need to view it that way.   Developing a business plan is a 

good place to start.   The plan should include the following:  A statement of your organization’s 

charitable purpose, a list of the specific activities and programs your organization plans to 

engage in, an explanation of how will you raise the money needed to engage in the activities and 

programs,  a list of ways you plan to publicize your activities and programs, a description of the 

methods you  will use to  measure the success of your charitable efforts, a list of the challenges 

you anticipate you will face and a strategy for overcoming those challenges. 
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Eleven:  Schedule an organizational board meeting.  This meeting can be conducted in-person, 

via telephone or video conference.  It is important that a majority of your board members 

participate in the meeting.  The purpose of the meeting is to formally adopt your bylaws and the 

appointment or election of your board members.   

 

Your bylaws can also be formally adopted and the board members can be appointed or elected 

without a meeting by the written consent of the incorporator or incorporators.   The incorporator 

is typically the nonprofit founder or whoever was responsible for filing or signing your articles 

of incorporation. 

The document containing the incorporator’s consent should be filed and maintained as part of the 

nonprofits official records. 

 

 

Twelve:  Create a yearly calendar that contains the time, date and place of your board meetings.  

Provide each of your board members a copy of the calendar.   Set up a system whereby you send 

out a reminder at least a few days prior to each meeting.  I have served on the board of the 

Women’s Resource Center in Greensboro for the past three years.   Our board meetings are held 

on the last Tuesday of each month.  And three days before each meeting we receive a friendly 

email reminder from the Executive Director.  She takes the time to send the reminders because 

she realizes we all have busy schedules and she doesn’t want the meetings to get lost in the 

hustle and bustle of our other commitments.  Board attendance is important because you will not 

be able to move forward with a board meeting unless a majority of your board members are in 

attendance.  That’s why you must do all you can to ensure that your board members show up at 

the appointed time and place.   

 

Thirteen:  Get clear, very clear about what needs to be done to grow your organization.  As the 

organization’s founder, it is your job to articulate the organization’s objectives and make sure 

you are taking the steps needed to achieve them.  For some organizations that may mean 

submitting grant applications and for others it may center around making direct appeals to 

individual donors.  Growing a nonprofit organization is not something that can be approached in 

a haphazard fashion.  If you plan to move your organization from where you are today to where 

you envision it being five, ten or twenty-five years from now, you will need to be deliberate, 

focused and strategic.   
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Fourteen:  Pull out your calendar and block out three hours each week to devote to doing what 

needs to be done to fulfill your charitable purpose.  Make sure that this time is given your highest 

priority.  Do whatever you need to do to eliminate or at least minimize distractions.  Do not 

spend this time engaging in busy work like surfing the web or rearranging your office furniture.  

During this time you should only do the work that matters by engaging in the activities and 

completing the tasks that will make the greatest impact on the success of your organization. 

 

 

Fifteen:  Spend some time finding out all you can about successful nonprofits like the Girl 

Scouts or the American Red Cross.  Or maybe, you might research other organizations that are 

doing work similar to what you are doing.  The goal of this exercise is two-fold: (1) you want to 

see if you can uncover the road map they followed in getting from where they started to where 

they are now and (2) you can seek to identify anything they have done or are doing that you can 

use to help your organization grow. 

 

 

Sixteen:  Host some type of official launch and celebration of receiving your tax-exempt status.  

Invite your family, friends board members, volunteers and potential donors.   You should also  

send out press releases to the local print media.   The celebration will provide you with an 

opportunity to share information about your organization’s charitable purpose and fundraising 

goals.    

 

 

Seventeen:  Generate a list of 100 fundraising ideas. If you are like most people if you sit down 

and try to come up with just one good idea it will create pressure and block your creativity.  The 

search for the “perfect” idea often leads to paralysis.  That’s why it’s best to go in search of 100 

ideas, that way you can relax and fill your list with ideas that are good, bad and stupid.  But there 

is a good chance that amidst that list you will find one really good idea.  And if you think about 

it, that’s all you really need.  I would encourage you to ask each of board members to make their 

own fundraising list.  That way you can share your lists and incorporate the best ideas into your 

future fundraising plans.   
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Eighteen:  Join a networking group that is comprised of nonprofit founders and other people in 

your community who might be able to assist you in growing your organization.   You cannot 

grow your organization alone, you will need help from others.   That’s why it’s important to 

cultivate a network of trusted professionals that you can consult when needed.  An attorney and 

an accountant with experience in representing nonprofits are essential members of your network.    

 

Nineteen:  Develop a high-tech and high-touch marketing plan.  There is no doubt that in our hi-

tech world social media is critically important.  However, reaching out to people via high touch 

methods are equally important.  You must take the time to make phone calls and to send out 

handwritten notes.   Research has shown that potential donors respond in greater numbers to 

direct mail appeals that contain handwritten messages and signatures than they do to one’s that 

don’t contain this personal touch.  When it comes to marketing and outreach, it’s best to follow 

the advice of the Girl Scouts, “make new friends but keep the old, one is silver and the other is 

gold”. 

 

 

Twenty:  Ninety days after you receive your tax exemption, go to IRS.gov and take a look at the 

Exempt Organizations Select Check.  It is an online search tool that allows potential donors and 

grant makers to verify your organizations tax exempt status.  Make sure that your organization 

appears on the database.  If it does not, contact the IRS about you need to do to have it added.   

 

 

Twenty-one:  Sit down with your board members and schedule a strategic plan for what you 

plan to accomplish during the next 100 days.  I said this before but it bears repeating:  If you plan 

to move your organization from where you are today to where you envision it being five, ten or 

twenty-five years from now, you will need to be deliberate. 

 

If you plan to do work that matters and make a meaningful difference in the world you will need 

to be focused. 

 

And if you plan to overcome the obstacles and confront the challenges that will inevitably come 
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your way you will need to be strategic.   

 

 

That brings me to the end of this presentation.   You can download a copy of a transcript in the 

Free Resources Section of my website.  Thank you so much for your time and attention.  If you 

have any questions or comments feel free to contact me.   Your feedback is welcome.   
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