Index

® Numbers

501(c)(3) classification (IRS code). See also
tax-exempt status
attributes, 26-27
benefits and obligations, 10-11
fundraising limitations, 211-212
and lobbying, 28
pending tax-exempt status and
fundraising, 22
pros and cons of starting, 20
public charities versus private
foundations, 56-57
statement of exempt purpose, 50
501(c)(4) classification (IRS code), 27
501(c)(5) classification (IRS code), 27
501(c)(6) classification (IRS code), 27
501(c)(7) classification (IRS code), 27
501(c)(9) classification (IRS code), 27
501(c)(13) classification (IRS code), 27
501(c)(19) classification (IRS code), 27
501(c)(23) classification (IRS code), 27
501(h) section (IRS code), 28, 58

o/ o

accountants, 82-83, 172
Accounting For Dummies (Tracy), 172
accounting period, defining, 59-60
accrual accounting system, 174-175
acronyms, 48
activities of the organization
(Form 1023), 58
administration committee, 98
administrative costs
indirect cost calculations, 164-165
isolating in budgets, 165-166
Web sites that analyze, 166
administrative positions, 114. See also
management needs
Adobe Acrobat software, 66

advance ruling (IRS), 60
advancement positions, 114
advertising job opportunities, 117. See also
mass media; publicity
advisory boards, 80
agendas (board meetings), 91
agent of the corporation, 51
Alliance for Nonprofit Management
consultant database, 131
locating capacity building organizations,
312
amending bylaws, 54
American Society of Association
Executives Web site, 115, 312
American Speech-Language-Hearing
Association Web site, 115
American Symphony Orchestra League
Web site, 312
AmeriCorps Web site, 101
annual gifts, 212
annual recognition events, 106
annual report. See also Form 990 (IRS)
defined, 327
financial statements in, 172
as marketing tool, 182
appendix materials (grant proposals),
284-285
Application for Recognition of Exemption
(IRS Form 1023)
advance ruling, 60
attachments, 61
components, 55
disclosure requirements, 64-65, 66, 69
Part IV, 58
Part 'V, 59
Part X, 57
articles of incorporation
content, 49-52
defined, 327
function, 47
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Arts and Business Council, Inc. Web site,
101
assets
evaluating from financial statements,
176-177
reporting requirements, 71
Association of Fundraising Professionals
Code of Ethics, 133
Donor Bill of Rights, 240
telemarketing policies, 241
attendance at board meetings, 90-91
audits
benefits of, 172
pro bono, 174
reading, 173

ol e

background information (grant proposals),
276-277
background sheets, 180-181
bake sales as fundraisers, 251
balance sheets. See financial statements
banks
lines of credit, 171
loans from, 172, 202
payroll systems, 113
real estate transaction fees, 293
beneficiaries of services (mission
statement), 37
benefits, employee. See fringe benefits
bequests
amounts given, 16
defined, 213
identifying donors, 236
soliciting, 15, 216
bereavement policies, 111
biweekly pay schedule, 113
Bly, Bob (Public Relations Kit For
Dummies), 191
board book, 54, 67
board of directors
board meetings, 67, 90-92
and capital campaigns, 294
chairman of the board, 81
commitment from, 89-90

compensation, 304
conflicts of interest, 67
donations from, 171
executive committees, 86
fiduciary responsibility, 78, 167
financial liability, 82
functions and responsibilities, 77-78
fundraising responsibilities, 82, 98,
231-233
governance responsibilities, 79-80
listing on Form 990, 72
naming in articles of incorporation, 51
officers, 85
orienting new members, 86-87
protecting from lawsuits, 206-207
recruiting members, 83-84
skills needed by, 82-83
staff members on, 88
standing committees, 85-86
telemarketing using, 242
term length, 83
versus advisory boards, 80
versus staff, 80-81
working with, 77
BoardSource
on responsibilities of boards, 79
Web site, 82
books and print resources, 325-326
borrowing for shortfalls, 171-172, 176
brochures, 180-181
Browning, Beverly A. (Grant Writing For
Dummies), 313
budgets and budgeting. See also costs of
operation; expenses; income
basic anatomy, 159
for capital campaigns, 291-293
direct costs, 163-164
and financial history, 161-162
for fundraising, 219-222, 316-317
importance, 158
including staff in drafting process, 167
indirect costs, 164-165
in-kind contributions, 162-163
models for, 161
as organizational planning, 157-158
and program planning, 149-151



reviewing frequently, 166-167

for special events, 252-254

versus cash flow projections, 168
building codes, 202
building fees, 293
bulletin boards, posting jobs on, 117
business plans. See also organizational

planning

advantages, 153

and application for tax-exempt status, 58
business sponsorship, 159
bylaws

defined, 327

function and content, 47, 53-54

importance, 13

requirements for board participation, 89

oo

calendars, media, 194-195
cancellation policies for independent
contractors and consultants, 133
CAN-SPAM law, 248
capacity building
defined, 327
organizations that help with, 311-312
capital campaigns
benefits and risks, 300
budget development, 291-293
for building new facilities, 201-202
case statements for, 229, 298-299, 327
defined, 327
function, 289
funding plans, 290
gift tables, 296-298
and naming rights, 215
preplanning, 290
“quiet phase,” 298
capital support, 264, 300, 327
case statements
for capital campaigns, 229, 298-299, 327
for private contributions, 226-229
cash accounting system, 174-175
cash flow
handling problems with, 170-171
projecting, 168-170

cash reserves, 161
Catalog of Federal Domestic Assistance Web
site, 217, 269-271
CD (included with this book)
contents, 332-338
installing and using, 331-332
troubleshooting problems with, 338-339
celebrity sports fundraisers, 252
Center on Philanthropy (Indiana
University), 313
certification requirements for employees,
115
certified public accountants (CPA),
172-173
challenge grants, 327
charitable contributions, 166, 241, 327. See
also fundraising
charitable sector, 12, 327
charities, public, 26, 28
Charity Lobbying in the Public Interest
Web site, 28
check writing, cautions about, 178
churches
automatic tax-exempt status, 55
fundraising, 212
IRS status, 28-29
circle of connection exercise, 230
clean-ups, sponsored, as fundraising
events, 251
cocktail parties as fundraising events, 251
committees (board of directors)
type and function, 85-86
volunteers on, 97-98
committee-written mission statements, 40
communicating
with customers, 182-183
with staff, 125
community foundations
defined, 328
fiscal sponsorship by, 33
giving by, 267-268
community funds, 328
company-sponsored foundations
defined, 328
function, 266-267
soliciting funding from, 285-286

Index 343
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compensation. See salaries
competition from other nonprofits, 138,
144
conflicts of interest
by board members, 67
listing in application for tax-exempt
status, 59
staff serving on board, 88
construction project budgets, 293
consultants
certified public accountants, 172-173
contracts with, 132-134
for direct mail solicitations, 236-238
fees, 133
for fundraising, 215
interviewing, 132
locating, 131
for long-range planning, 138-139
versus employees, 129-130
when to use, 128-129, 130, 311
contracts
for board members, 89
and budgeting process, 162
with independent contractors,
consultants, 132-134
contributions, private. See also tax-exempt
status
case statements for, 226-229
costs associated with, 221
identifying potential donors, 217, 229-233
as income, 159
mail solicitations, 236-240
major gifts, 233-236
motivations for giving, 226
for new organizations, 223
suggesting donation amounts, 235
telemarketing for, 240-243
types of, 16, 212-213, 228
coordinator for volunteers, 95-96
copying fees, 64
copyright laws, 134
corkage fees, 254
Corporate Foundation Profiles, 264
corporations. See also incorporation
corporate gifts, 16, 159, 212, 266-267
grants from, 17, 262, 328

soliciting funding from, 285
state laws regulating, 46
costs of operation. See also budgets and
budgeting; fees for services
Application for Recognition of Exemption
fee, 61
building new facilities, 202, 293
day-to-day expenses, 160-161
direct costs, 163-164
fundraising costs, 215, 219-222, 307
independent contractor or consultant
fees, 133, 160
indirect costs, 164-165
marketing, 190
moving and renovating facility, 200-201
online money collection services, 248
salaries and administrative costs,
reasonable, 307
special events, 248, 250-251
costume ball fundraisers, 252
Council on Foundations Web site, 64
court system as source of volunteers, 100
cover letters
for grant proposals, 276
from job applicants, 118-119
CPA (certified public accountants),
172-173
creditors, 170-171
customers. See also fees for services
providing service to, 182-184
supporters, 185

o e

data, for needs assessments, 149
databases

for fundraising activities, 319

supporter lists, 185-186
DBA (doing business as) name, 49
decision-making. See organizational

planning

degree requirements for employees, 115
deliverables (research projects), 286
demographic data

and long-range planning, 138

on supporters, collecting, 185-186



Index

demonstration grants, 328
department budgets, 163-164
designated funds, 328
development committee (board of
directors), 86
direct costs, 163-164
direct mail campaigns
costs, 215, 307
effectiveness, 236-240
directors. See board of directors; executive
director
disclosure requirements
Form 990 quarterly reports, 25
and increased scrutiny of nonprofit
sector, 68
public versus private information, 64-65
discussion groups (online), 314
dishonesty insurance, 208
dissemination (research projects), 286
distribution committee, 328
doing business as (DBA) name, 49
donations. See fundraising
donor advised or donor designated funds,
328
Donor Bill of Rights, 240
donors
approaching, 15-16, 233-236
expectations, 23, 317-318
funding restrictions, 328
identifying, 216-217, 229-233
limits on disclosure of, 65
recognizing and thanking, 228-229, 238,
243
double bottom line, 31

oF o

eBase database program, 319
education requirements (employees),
115-117. See also training
EIN (Employer Identification Number),
52, 70
electronic marketing, 243-248
“elevator test” for mission statement, 41
e-mail fundraising campaigns
building relationships, 244-246
pros and cons, 243-244

embezzlement, preventing, 177-178
employees. See also job descriptions
advertising for, 117
benefits and perquisites, 113
communicating with, 125-127
determining need for, 109-110
dishonesty insurance, 208
evaluating before starting up, 124
health insurance programs, 204
hire letter, 122
hiring process, 117-122
independent contractors, 128-134
managing effectively, 124-125
orientation process, 123
payroll systems, 113
personnel policies, 111-112
probationary period, 123-124
qualifications, 115
salaries, 115-117
severance pay, 128
termination process, 127-128
Employer Identification Number (EIN),
52, 70
Employer’s Supplemental Tax Guide (IRS),
130
endowments
defined, 213, 264, 328
as permanently restricted funds, 175, 177
pros and cons, 222
equipment grants, 264
ethical behavior, 68
evaluations and evaluation methods
describing in grant proposals, 278-279
of organization’s effectiveness, 31
planning for, 154-155
of programs/projects, 280-281
of staff and board, 124
types of, 153-155
using consultants for, 129-130, 155-156
events, fundraising
budgeting for, 221, 252-254
event committees, 255-256
high-priced, 252
invitations, 258
low-cost, 251
media coverage, 259-260
mid-cost, 251-252

345
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events, fundraising (continued)
for new organizations, 223
planning, 249
pros and cons, 213, 249
publicizing, 191-195
scheduling, 256
timeline for, 256-257
excise tax
defined, 328
on excessive compensation and
benefits, 67
executive committee (board of
directors), 86
executive director
hiring of, 79
naming in Form 990, 72
organization’s founder as, 121
relationship with board, 79-81, 89-90, 173
role and responsibilities, 125, 163, 168
salary, 25, 67, 304
supervisors for, 15, 124
exempt purpose
stating in articles of incorporation, 50-51
stating on Form 990, 72
expanding programs, case study, 150-151
expenses. See also budgets and budgeting;
costs of operation
actual, tracking continuously, 166-167
board of directors’ oversight
responsibility, 78
in budgets, determining, 160-161
and cash flow projections, 169-170
evaluating from financial statements,
176-177
stating in grant applications, 282

ofF e

facilitators. See also consultants

for developing mission statement, 43

for plan-writing meetings, 142
facilities

capital campaigns for, 201-202

costs of moving to, 200-201

free, pros and cons, 200

insuring, 202-208

locating, 198

owning or renting, 198-199
and space needs, 198
family foundations, 266, 328
FAQs (Frequently Asked Questions), 103
feasibility studies
for capital campaigns, 290, 293-296
seed funding for, 287
federal grants, 269-271. See also
fundraising; grants
Federal Register (U.S. Government), 271
federated campaigns and giving programs,
328
fees for services. See also costs of
operation
appropriateness of, 303
deciding to charge, 158
determining, 148
pros and cons, 183
and tax-exempt status, 56-57
fidelity bonds, 208
fiduciary responsibility, 78
FileMaker Pro database software, 319
finance committee (board of directors), 86
financial history, 161-162
financial management
board of directors’ role, 79-80
needs for, 177-178
financial planning
budgets and budgeting, 159-168
cash flow projections, 168-170
handling shortfalls, 170-172
versus Form 990 reports, 172
financial statements
accounting systems used for, 174-175
in Application for Recognition of
Exemption, 59-60
components, 175-176
reviewing, 176-177
versus budgets, 172
financing costs, 293
fiscal agents, 32
fiscal sponsorship
defined, 329
formal agreements/contracts, 32-33
pros and cons, 22, 31-32
when to use, 33, 62
Five Year Trend Line tool, 167
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501(c)(3) classification (IRS code). See also
tax-exempt status
attributes, 26-27
benefits and obligations, 10-11
fundraising limitations, 211-212
and lobbying, 28
pending tax-exempt status and
fundraising, 22
pros and cons of starting, 20
public charities versus private
foundations, 56-57
statement of exempt purpose, 50
501(c)(4) classification (IRS code), 27
501(c)(5) classification (IRS code), 27
501(c)(6) classification (IRS code), 27
501(c)(7) classification (IRS code), 27
501(c)(9) classification (IRS code), 27
501(c)(13) classification (IRS code), 27
501(c)(19) classification (IRS code), 27
501(c)(23) classification (IRS code), 27
501(h) section (IRS code), 28, 58
focus groups
assessing needs using, 21, 281
as evaluators, 155
for identifying constituency, 138
for organizational planning, 149
Form 990 (IRS)
administrative and fundraising costs on,
165-166
annual reporting requirements, 64
components, 71-73
disclosure requirements, 64
long form, when to use, 73
990-EZ return, 70
organizations exempt from filing, 70
quarterly reports, 25
submission date, 69, 73
versus financial statements, 172
Form 1023 (IRS)
attachments, 61
components, 55
Part IV, 58
Part 'V, 59
Part X, 57
Form 1099 (IRS), 129
forming a nonprofit, 45-49

formulas for indirect costs, 164-165
for-profit businesses run by nonprofits, 305
The Foundation Center
grant writing workshops, 313
grants library, 262
The Foundation Directory (Foundation
Center), 263
The Foundation Grants Index (Foundation
Center), 217, 263
The Foundation 1000 (Foundation Center),
264
foundations. See also grant proposals;
grants
community foundations, 268
defined, 329
fiscal sponsorship by, 32-33
identifying potential donors, 216-217, 262
independent, 265-266
partial funding by, 283-284
private foundations versus public
charities, 56
proposal directions, 285
reviewing Form 990s from, 265
seed funding, 223
free space, pros and cons, 198
freelancers. See independent contractors
Frequently Asked Questions (FAQs), 103
friends and colleagues as information
sources, 309-310
fringe benefits
as expenses, 160
reasonable, determining, 66-67
setting up, 113
functional expense statement, 175
The Fund Raising School, 313
funding. See also budgets and budgeting;
fiscal sponsorship; grant proposals;
fundraising
determining before starting up, 22-23
and organizational planning, 138
fundraising. See also capital campaigns;
contributions, private; donors; events,
fundraising; gifts; grant proposals
asking for money, 315
Association of Fundraising Professionals
Code of Ethics, 133
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fundraising (continued)
board responsibilities, 82, 98
budgeting for, 220-222, 316-317
case statements, 226-229
community foundations, 268-269
community loan and development
funds, 202
consultants for, 114-115, 130
corporate funding, 285-286
costs, 165-166, 291-293, 307
developing action plan, 218-220
effective presentations, 316
e-mail campaigns, 243-245
emphasizing outcomes, 316
general operating grants, 287
government grants, 268-272
mail solicitations, 236-240
need for, 15
for new organizations, 222-224
planning for, 214-218, 317
providing for easy responses, 318-319
record-keeping needs, 319
research projects, 286
telemarketing, 240-243
tips for, 17
and type of nonprofit, 16
types of donors, 228
Unified Registration Statement form, 212
using organization’s Web site, 246-248
furnishing and fixture costs, 293

oG o

general operating grants, 212, 264, 287
geography and salary levels, 115-117
gift tables (pyramids)
for capital campaigns, 296-298
defined, 329
as fundraising tool, 318
gifts
from board members, 294
as income, 159
in-kind contributions, 162-163, 255
major, 233-236
of property, pros and cons, 198
reporting on Form 990, 70
for volunteers, cautions, 106

goals

defined, 145-146, 278

for fundraising, 219

goal-based evaluations, 154, 156

for organization, realistic, 143
government grants

federal, 269-271

versus private funding sources, 268-269
grant proposals. See also fundraising

additional funding plan, 283-284

appendix materials, 284-285

background information, 276-277

budgets, 281-283

for capital projects, 299-300

checklist for, 285

conclusions, 284

content overview, 275-276

cover letter and summary, 276

defined, 329

evaluation criteria and methods, 280-281

goals, objectives and outcomes, 278

grant writers for, 131, 273-274

letter of inquiry, 273

project description, 278

Request for Proposals, 273

screening questionnaires, 274-275

statement of need, 277-278
Grant Writing For Dummies (Browning), 313
grants. See also foundations; fundraising

appropriate, locating, 216-217, 279

costs associated with, 220-221

defined, 212

federal, 269-271

final reports, 281

as fiscal sponsorship, 33

grantors and grantees, 329

identifying contact person, 265

as income, 159

for new organizations, 223

non-federal programs, 271-272

planning for, 261-262

reimbursement timelines, 170-171

reporting requirements, 72

researching giving criteria, 262

versus private funding sources, 268-269
The Grantsmanship Center classes, 313
grassroots marketing, 190



guerilla marketing, 190
The Guide to U.S. Foundations: Their
Trustees, Officers and Donors
(Foundation Center), 265
GuideStar Web site
database on, 66
foundation information, 264
resources for nonprofits, 26
viewing Form 990s, 217

o/ o

“h” designation (public charities), 28
handbooks for volunteers, 104
health insurance, 113, 204
help, sources of. See also board of
directors
books and print resources, 325-326
capacity building organizations, 311-312,
313-314
CD included with this book, 331-339
consultants, 311
education and training programs, 312-313
friends and colleagues, 309-310
funding organizations, 310
nonprofit support organizations, 311
online resources, 324-325
professional organizations, 312, 323-324
hiring process
determining qualifications, 115
hire letters, 122
job descriptions, 114-115
making a decision, 121-122
outlining in personnel policy, 112
reviewing references, 120-121
reviewing resumes and cover letters,
118-119
salary levels, 115
history of organization (grant
proposals), 276
holiday policies, 111
home base for organization
building new, 201-202
free, pros and cons, 200
insurance needs, 202-208
locating, 198
moving costs, 200-201

owning, pros and cons, 198
renting, pros and cons, 198-199
space needs, 198

house lists, house files, 236

Human Resources Kit For Dummies

(Messmer), 112

o]e
ice breakers for approaching donors, 234
Idealist Web site, 100
implementing long-range plans, 144-147
income
cash flow projections, 169-170
determining, 158-159
disclosure requirements, 71
estimating in application for tax-exempt
status, 59
reporting in grant applications, 282
from special events, estimating, 253
tracking throughout the year, 166-167
unrelated, IRS determinations of, 72
incorporation. See also corporations
articles of incorporation, 47, 49-52
bylaws, 47
decisions about, 13
defined, 46
members, 47-48
naming the corporation, 48-49
state laws regulating, 46
independent contractors
contracting with, 132-134
fees for, 133, 160
for fundraising, 215
interviewing, 132
locating, 131
versus employees, 129-130
when to use, 128-129, 130
independent sector, 12, 329
indirect costs, 164-165, 281-283
individual contributions. See
contributions, private
information sources. See also board of
directors
books and print resources, 325-326
capacity building organizations, 311-312,
313-314

Index 34 9
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information sources (continued)
CD included with this book, 331-339
consultants, 311
education and training programs, 312-313
friends and colleagues, 309-310
funding organizations, 310
nonprofit support organizations, 311
online resources, 324-325
professional organizations, 312, 323-324
in-kind contributions
acknowledging, 183-184
budgeting for, 162-163
defined, 212
for special events, 254-255
insurance needs
for board members and officers, 82,
206-207
health insurance programs, 204
identifying, 202-203
for independent contractors,
consultants, 133
liability insurance, 205-206
property and vehicles, 207-208
risk management insurance, 203
for volunteers, 105
workers’ compensation insurance,
204-205
Internal Revenue Service (IRS). See also
501(c)(3) classification (IRS code);
Form 990 (IRS)
administrative and fundraising costs,
165-166
advance ruling, 60
code sections 509(a)(1) and 509(a)(2),
56-57
determinations of unrelated income, 72
Form 1023, 55, 57-59
Form 1099, 129
Form SS-4, 53
Publication 15A: Employer’s
Supplemental Tax Guide, 130
Publication 557, 50, 64
state contact information, 46
tax-exempt status, 26
time period for determining tax-exempt
status, 62
Web site, 26
W-4 forms, 122

interns, 102
interviewing
consultants, 132
job applicants, 119-120
volunteers, 102-103
interviews (organizational planning)
during feasibility planning, 295
during need assessments, 21
introductions (grant proposals), 276-277
inurement, 78-79
invitations for special events, 258
IRS. See Internal Revenue Service (IRS)

o]o

jargon, 144
Jennings, C. Alan (Robert’s Rules For
Dummies), 92
job applicants
hiring, 121-122
interviewing, 119-120
references, 120-121
resumes and cover letters, 118-119
job descriptions
for board members, 89
for paid staff, 114-115
and salary levels, 116
for volunteers, 97, 104
job openings, announcing, 117
joint programs, 144

o/ o

lead gift (capital campaigns), 296-298
leadership needs, 23
legal concerns, 46-49
legislators, soliciting support from, 271
letter of inquiry, 273
letterhead, 180
Levinson, Jay Conrad (marketing
specialist), Web site, 190
liabilities. See also expenses
evaluating from financial statements,
176-177
reporting requirements, 71
liability insurance, 105, 205-206
licensing needs, 23
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lines of credit, 171
loans for shortfalls, 171-172
lobbying
defined, 329
listing when applying for tax-exempt
status, 58
restrictions on, 28
local governments
grants from, 272
reporting requirements, 73
location. See also home base for
organization
for home base, 198
for special events, 256
logos, 181
long-range planning. See organizational
planning
long-term disability insurance, 208

o o

mail solicitations
mailed package, 238-239
mailing lists, 239-240
process, 237-238
pros and cons, 236-237
mailing lists, 244-245
maintenance costs, 293
major gifts, 213
management costs, reasonable, 307
management needs. See also fundraising
day-to-day operations, 268
evaluating before starting up, 23
for financial systems, 177-178
manager responsibilities, 124-125
manager skills, 30, 305-306
record-keeping, 177-178, 319
for staff, 125-127
for volunteers, 103-106
marketing the organization
assessing current market, 185
consultants for, 130
costs, 190
electronic, 243-248
grassroots efforts, 190
identifying supporters, 185-186

identifying users and target groups,
188-190
importance, 17
letterhead, 180
outreach efforts, 190-195, 278
as marketing, 188-190
survey analysis, 186-188
mass media
contacting, 193-194
media lists, 191-192, 259-260
press releases, 191-192
public service announcements, 194-195
special event announcements, 259-260
working with, 190-193
matching gift and grant programs, 327, 329
maternity leave policies, 111
meetings, running, 91
membership fees, 71, 158
membership qualifications, 51-52
memos
fundraising using, 213
to staff, writing regularly, 126
Messmer, Max (Human Resources Kit For
Dummies), 112
methods, methodologies (grant
proposals), 278
mission statement
clarifying values and vision, 37-38
defined, 329
describing purpose of organization, 36
describing work methods, 37
developing with others, 40, 42-43
“elevator test,” 41
focusing, 38-39
function, 35-36
identifying beneficiaries, 37
importance, 13
length, 39
and organizational planning, 136, 137-138
and program planning, 152
reevaluating and revising, 43
well-written, characteristics, 36
money collection services, 247-248
monthly income and expenses, 167
monthly reports, 167
moving costs, 200-201, 293
multi-founder organizations, 42-43
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o\ o

naming rights, 215, 297
National Council of Nonprofit Associations
Web site
locating state associations, 116, 204, 312
services, 82
National Directory of Corporate Giving, 262
needs assessments
for program planning, 148-149
questionnaire for, 149
value of, 21
newsletters, 182
nominating committee (board of
directors), 86
nondiscrimination in employment
statement, 112
non-federal grant programs, 271-272
nonprofit capacity building organizations,
311-312
Nonprofit Finance Fund Web site, 291
nonprofit governance, 78
nonprofit organizations. See also 501(c)(3)
classification (IRS code); tax-exempt
status
accountability, 25
capacity building, 311, 327
defined, 329
earnings, 29-30
handling surplus income, 305
maintaining nonprofit status, 63-67
naming, 48-49
ownership of, 24, 306
political activities by, 28
as public benefit corporations, 24
running for-profit businesses, 305
salary levels, 116
set up, overview, 13-14
starting, pros and cons, 20
taxable income and property, 29
types, 26-27, 211-212
versus charities, 26
versus profit-making organizations, 10,
30-31, 306
Nonprofit Risk Management Center Web
site, 105, 203

nonprofit sector
diversity of, 307-308
public scrutiny of, 68
size, 12
typical activities, 11
nonprofit support organizations, 43, 311

o () o

objectives of the organization, 145-146, 278
officers. See board of directors
online fundraising, 243-248
online resources for nonprofits
access tips, 313-314
list of organizations, 324-325
online surveys, 186
operating costs, 160-161. See also budgets
and budgeting; costs of operation
operating foundations, defined, 268
operating support, proposals for, 287
opportunities (SWOT analysis), 141
OpportunityKnocks Web site, 117
organizational chart, 125
organizational culture, 116
organizational development
consultants, 130
organizational planning
budgets as, 157-158
consulting stakeholders, 139-140
determining before starting up, 21
evaluating external factors, 137-138
evaluating internal factors, 139
evaluating mission, 136-138
implementing plans, 144-147
importance, 135-136
modifying plans, 143-144
relationship to program planning, 152
SWOT analysis, 141-142
writing a plan, 142-143
organizing documents, 61
orientating new employees, 123
outcomes
defined, 145-146, 278
emphasizing during fundraising, 316
evaluating, 154, 330



outreach. See also marketing the
organization
describing in grant applications, 278
as marketing, 188-190
overhead costs, 165-166
ownership
of nonprofit organizations, 24, 306
of work done by consultants, 133-134
owning property, pros and cons, 198

oo

payroll system, 113
PDF formatting (Adobe), 66
penalties from the IRS, 67
performance evaluations, 106
performances, sponsored, as
fundraisers, 251
permanently restricted funds, 175, 177
permit feeds, 293
personnel policies, 111-112, 127
planned giving
costs associated with, 221-222
defined, 213
identifying potential donors, 236
using experts to solicit, 216
planning. See also organizational planning;
program planning
for board recruitment, 83
board’s planning responsibilities,
79, 82,121
for capital campaigns, 290
for evaluations, 153-154
for fundraising, 216-218
management responsibilities, 124, 127
for marketing, 179-184
for mass media advertising, 190-191
organizational plans, 134-144
prior to startup, 14, 23
for special events, 250
for volunteers, 96
pledges, telephone, 242-243
Points of Light Foundation Web site,
100-101
political participation
and IRS status, 28
limits on lobbying, 67-68
as nonprofit mission, 39

presentations (fundraising), 316
president (board of directors), 85
press releases. See also mass media
public service announcements, 194-195
tips for writing, 191
printing costs, 180, 181
pro bono audits, 174
probationary period
for new hires, 124
specifying in personnel policy, 112
problem statement (grant proposals),
277-278
process evaluations, 154
professional journals, posting jobs in, 117
professional organizations
getting help from resources, 312
listing of, 323-324
profit-making versus nonprofit
organizations, 30-31
profits, restrictions on, 10, 13, 29-30, 305
Program Announcements, 273
program committee (board of directors),
86, 98
program continuity, 284
program officer, 155, 290, 310, 330
program planning
budgetary factors, 149-151
building in evaluations, 153-154
case study, 150-151
evaluating organizational and staff
capacity, 151-152
importance, 212
needs assessments, 148-149
proposal letters, 147
relationship to organizational
planning, 152
team efforts, 152
program related investment grants, 264
programs
budgeting for, 163-164
special requirements, 148, 152
project budgets, 281-283
project description, 278
project grants, 212, 264
property insurance, 207-208
property taxes, 29

Index 353
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proposals, grant. See also fundraising
additional funding plan, 283-284
appendix materials, 284-285
background information, 276-277
budgets, 281-283
for capital projects, 299-300
checklist for, 285
conclusions, 284
content overview, 275-276
cover letter and summary, 276
defined, 330
evaluation criteria and methods, 280-281
goals, objectives and outcomes, 278
grant writers for, 131, 273-274
letter of inquiry, 273
project description, 278
proposal letters, 285-286
Request for Proposals, 273
screening questionnaires, 274-275
statement of need, 277-278
prospect list (fundraising), 216-217
PSAs (public service announcements),
194-195
public benefit corporations, 24, 25
public charities
defined, 330
establishing status as, 56-57
versus private foundations, 56
public records, 25-26
Public Relations Kit For Dummies
(Yaverbaum and Bly), 191
public service announcements (PSAs),
194-195
public trust, 78
publicity. See also customers; marketing
the organization; mass media
announcing location changes, 201
assessing current market, 185
board responsibilities, 98
costs, 190
and fundraising potential, 214-215
grassroots efforts, 190
identifying supporters, 185-186
identifying users and target groups,
188-190
importance, 17

letterhead, 180

public relations consultants, 130

survey analysis, 186-188

using mass media, 190-195
purpose of organization

in articles of incorporation, 50

in mission statement, 36
pyramids. See gift tables (pyramids)

oQo

qualifications
for membership, 51-52
for paid staff, 115
quarterly reports, 25, 167
questionnaires
grant screening questionnaires, 274-275
for needs assessments, 149
quorum, 54

o R e

radio spots, 260
read-a-thons as fundraisers, 251
real estate fees, 293
receptionist, importance of, 183
recognition activities
for direct mail donors, 238
for private donors, 228-229, 236
for telephone pledges, 243
thank you letters, 107, 183-184
for volunteers, 95-96, 106-107
record-keeping needs. See also Internal
Revenue Service (IRS); management
needs
financial management, 177-178
fundraising, 319
volunteer management, 104-105
recruiting
board members, 83-84
volunteers, 95
references, checking, 120-121
registration for telemarketers, 240-243
regulation of nonprofits, 68
reimbursement from grantor, planning for,
170-171
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religious organizations as source of
volunteers, 99
renovation or alteration costs, 201, 202
renting property, 198
reporting requirements
annual reports, 172, 182, 327
Form 990 (IRS), 25, 69-73
monthly and quarterly reports, 167
for state and local governments, 73
Request for Proposals (RFPs), 273
research projects, 286
resource development positions, 114
resources for nonprofits. See aiso board of
directors
books and print resources, 325-326
capacity building organizations, 311-312,
313-314
CD included with this book, 331-339
consultants, 311
education and training programs, 312-313
friends and colleagues, 309-310
funding organizations, 310
nonprofit support organizations, 311
online resources, 324-325
professional organizations, 312, 323-324
response rates
to direct mail solicitations, 237
to surveys, 186-187
restaurant nights, sponsored, 252
restricted funds
pros and cons, 175, 177, 222, 330
versus nonrestricted funds, 175
resumes, 118
Retired Senior Volunteer Project, 101
retreats
for long-range planning, 140
for staff, 127
Return of Organization Exempt From
Income Tax. See Form 990 (IRS)
revenues. See income
RFPs (Request for Proposals), 273
risk management, 203
Robert’s Rules For Dummies (Jennings), 92
Robert’s Rules of Order (Robert), 91-92

oS e

salaries
determining, 115-117
disclosing on application for tax exempt
status, 59
excessive, definitions of, 25
as expenses, 160
reasonable, 30, 66-67, 304
reporting on Form 990, 65
savings, 161
scheduling
special events, 256
volunteers, 95
schools as source of volunteers, 99
scope of work, 133-134
screening questionnaires (grant
proposals), 274-275
screening volunteers, 102-103
Search Engine Watch Web site, 247
secretary (board of directors), 85
security issues
fundraising databases, 319
reception area, 183
seed funding, 223, 264, 287
self-evaluation by board members, 89
semimonthly pay schedule, 113
ServeNet Web site, 100
service area, 10
service learning, 99
service providers, 114
service setup costs, 201. See also program
planning
Seton Hall University education and
training programs, 312
severance pay, 128
shortfalls, 170-172
signage, 181
social entrepreneurism, 330
Social Security tax, 113
socially responsible investing
resources, 202
sole-founder organizations, 42
space needs, determining, 198
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speakers for fundraising events, 252
special events. See events, fundraising
spending. See expenses
staff, paid. See also consultants; volunteers
benefits and perquisites, 113
on board of directors, 88
communicating with, 125-127
determining need for, 109-110
evaluating, 124
executive director, 81
health insurance programs, 204
hiring process, 117-122
including in budget-drafting process, 167
job descriptions, 114-115
managing effectively, 124-127
orientation process, 123
payroll system, 113
personnel policies, 111-112
probationary period, 123-124
qualifications, 115
salaries, 25, 59, 115-117
termination process, 127-128
training, 189
versus board of directors, 80-81
volunteer coordinator, 95-96
stakeholders
identifying, 24, 185
involving in long-range planning, 139-140
standing committees (board of directors),
85-86
startup process, 20-23. See also
incorporation
state governments
bylaw requirements, 53-54
grants from, 272
laws governing corporation, 46
payroll taxes, 113
reporting requirements, 25, 73
sending articles of incorporation to, 52
taxes on nonprofits, 29
Unified Registration Statements for
fundraising activities, 212
state nonprofit associations, 82, 204, 312
statement of activities (financial
statements), 175

statement of need (grant proposals),
277-278
statement of position (financial
statements), 175
strategies, defined, 145-146. See also
organizational planning
strengths, weaknesses, opportunities,
threats (SWOT) analysis, 141-142
success, evaluating. See evaluations and
evaluation methods
summary of proposal, 276
supervising volunteers, 95-96
support systems, 21-22
supporters, identifying, 185
surveys
assessing needs using, 21
design and analysis of, 186-187
uses for, 186
SWOT (strengths, weaknesses,
opportunities, threats) analysis,
141-142

o e

target group identification, 188-190
tasks
for volunteers, organizing, 97-98
in workplans, 147
tax-deductible contributions, 56. See also
fundraising
taxes
estimated, borrowing to pay, 172
and 501(c)(3) classification (IRS code),
10-11
payroll taxes, 113
unrelated business tax income (UBIT), 29
very small nonprofits, 29
W-4 forms, 122
tax-exempt status. See also 501(c)(3)
classification (IRS code)
advance ruling, 60
application fee, 61
applying for, 54-61
churches, 28-29
criteria for, 26



defined, 330
and funding approaches, 22
and limits on political activities, 27
organizations that don’t need to apply, 55
preserving, 25
retroactive, 62
time period for determining, 62
technical assistance grants, 264
technical costs, 293
TechSoup Web site, 247, 319
telemarketing, 240-243
telephone committee, 97
telephone communications, 182-183
telephone pledges, 243
television spots, 260
termination policy
implementing, 127-128
specifying in personnel policy, 112
test groups, 237-238
threads (online conversations), 314
threats (SWOT analysis), 142
timing donation requests, 235
titles (staff and board), 81
Tracy, John A. (Accounting For
Dummies), 172
training
for directors and managers, 312-313
need for before starting organization, 23
for new employees, 123
for telemarketers, 242-243
for volunteers, 95, 104
treasurer (board of directors), 85
trend analysis
and budgeting, 162, 167
and long-range planning, 138
and program planning, 148
tribute dinner timeline, 258

olf o

umbrella groups, 312

umbrella insurance, 208

Unified Registration Statements for
fundraising, 212

union membership, 116

United States Census Bureau Web site, 186
United Way
health insurance programs, 113, 204
loaned executive service, 101
unrelated business tax income (UBIT),
29, 72-73, 330
unsolicited proposals, 330

oo

vacation policies, 111-112
values, clarifying in mission statement, 37
vehicle insurance, 207-208
venture philanthropy, 330
vice president (board of directors), 85
Virtual Volunteering Project Web site, 100
vision statement, 38
voluntary sector, 12, 14-15
volunteer handbooks, 104
Volunteer Match Web site, 100
volunteers
budgeting for, 163
coordinating and supervising, 15, 95-96
day-to-day treatment, 107
FAQs for, 103
finding, resources for, 99-101
handling problems with, 105-106
importance, 14-15
insurance, 105
interns, 102
interviewing and screening, 102-103
job descriptions for, 97
motivations of, 15, 93-95
organizing volunteers, 97-98
recognizing and thanking, 95-96, 106-107
with special skills, 101
tasks for, 96
telemarketing using, 242
training, 104, 189

o[/ o

water cooler conversations, 127
weaknesses of organization (SWOT
analysis), 141

Index 357



358 Nonprofit Kit For Dummies, 2nd Edition

Web site of organization

creating, 181-182

fundraising using, 243

publishing Form 990s on, 66

Web sites, informational

administration cost comparisons, 166

Alliance for Nonprofit Management, 312

American Society of Association
Directors, 115, 312

American Speech-Language-Hearing
Association, 115

American Symphony Orchestra
League, 312

AmeriCorps, 101

Arts and Business Council, Inc., 101

Association of Fundraising
Professionals, 241

BoardSource, 82

Catalog of Federal Domestic Assistance,
217, 269

Charity Lobbying in the Public
Interest, 28

community loan and development fund
resources, 202

Council on Foundations Web site, 64

eBase database program, 319

Federal Register, 271

The Foundation Center, 313

Foundation Center grants library, 262

The Fund Raising School, 313

fundraising using, 246-248

The Grantsmanship Center, 313

GuideStar, 26, 66

Idealist, 100

Internal Revenue Service, 26

Jay Conrad Levinson marketing tips, 190

National Council of Nonprofit
Associations, 82, 116
Nonprofit Finance Fund, 291
Nonprofit Risk Management Center,
105, 203
online resources, 324-325
OpportunityKnocks, 117
Points of Light Foundation, 100-101
professional organizations, 323-324
Search Engine Watch, 247
ServeNet, 100
Seton Hall University, 312
TechSoup, 247-248, 319
United States Census Bureau, 186
Unified Registration Statement forms, 212
Virtual Volunteering Project, 100
Volunteer Match, 100
Youth Service America, 100
Web-based forums, 314
W-4 forms, 122
work methods, defining in mission
statement, 37
work plans, 146-147
workers’ compensation insurance, 105,
204-205

oyo

Yaverbaum, Eric (Public Relations Kit
For Dummies), 191

young volunteers, 99

Youth Service America Web site, 100

o/ o

Zoomerang online surveys, 186



