Steps to Creating a Non-Profit
· Form a Board of Directors

· Elect Officers 

· Establish By-Laws

· File for non-profit status

· Develop Business Plan

· Develop a Mission Statement

· Establish goals to carry out Mission

· Develop strategy to reach goals

· Set a meeting schedule

I. Creating the Corporation

Complete the “Initial Articles of Incorporation” form from the State of Ohio. For the most part, simply fill in the necessary blanks. There is some additional language you should add to the Third Section that will greatly simplify your life when seeking recognition as a public charity by the Internal Revenue Service. It is suggested that you attach a separate page with the following language:


Third:
The purpose for which this corporation is formed is to [insert one or two sentence description of your work here].

A. The organization is organized exclusively for charitable, religious, educational, and/or scientific purposes under section 501 (c)(3) of the Internal Revenue Code.
B. No part of the net earnings of the organizations shall inure to the benefit of, to be distributable to its members, trustees, officers, or other private persons, except that the organization shall be authorized and empowered to pay reasonable compensation for services rendered and to make payments and distributions in furtherance of the purposes set forth in the purpose clause hereof. No substantial part of the activities of the organization shall be the carrying on of propaganda, or otherwise attempting to influence legislation, and the organizations shall not participate in, or intervene in (including the publishing or distribution of statements) any political campaign on behalf of any candidate for public office. Notwithstanding any other provision of this document, the organizations shall not carry on any other activities not permitted to be carried on (a) by an organizations exempt from federal income tax under section 501(c)(3) of the Internal Revenue Code, or corresponding section of any future federal tax code, or (b) by an organization, contributions to which are deductible under section 170(c)(2) of the Internal Revenue Code, or corresponding section of any future tax code.
C. Upon the dissolution of the organization, assets shall be distributed for one or more exempt purposes within the meaning of section 501(c)(3) of the Internal Revenue Code, or corresponding section on any future federal tax code, or shall be distributed to the federal government, or to a state or local government, for a public purpose. 

II. Apply for an EIN

The IRS requires every corporation to have a unique Employer Identification Number. Simply call the IRS at (800) 829-4933 to obtain a number over the phone. They may require that you submit something in writing as well, but they should provide you the EIN right then and there. 

III. Name a Board of Directors

You now need to name an initial Board of Directors. We would suggest you begin with at least five Directors, each of whom is unrelated to one another. The Directors should then elect the officers of the corporation, namely, the President, Vice-President, Treasurer, and Secretary.

IV. Draft and Approve By-Laws

The By-Laws (or Code of Regulations) articulate the governance structure of an organization. You will need to make decisions such as how Directors are elected, are there members of the corporation, and what happens if the corporation should disband. 
V. Obtain Recognition as a 501(c)(3) Public Charity

Contact the IRS to obtain the Form 1023 packet (application for recognition as a tax-exempt charity) and Form 8718 (fee for Form 1023).

Form 1023 seems far more imposing than it really is, particularly if you have no assets. We strongly suggest that no money flow through the corporation until you receive this recognition from the IRS. If you have no asset history, the IRS has nothing to parse but your advance projections. Once you receive you first dollar, though, the IRS will demand substantially more documentation. If you have a donor who wants to make a gift before the IRS has recognized you as a charity, please let us know. The Marietta Community Foundation can assist with this situation. 

