Nonprofit Legal Checklist

Start-Up

· File Articles of Incorporation with Colorado Secretary of State
· Obtain Employer Identification Number (EIN) for IRS
· Obtain Unemployment Insurance Tax ID #
· Organizational meeting

· Elect Board of Directors and Officers

· Write and adopt bylaws
· Adopt organizational policies: non-discrimination, conflict of interest, etc.
· Set up record keeping system

· Keep track  of donations
· Provide documentation of donations over $250 to donors

· Track unrelated business income

· Track expenditures
· Register as a charity with Colorado Secretary of State

· Obtain business license from local government

· Apply for 501(c)(3) status with IRS – Form 1023

· Write and adopt employee policies

· Purchase Insurance

· Facility / Property
· Vehicle

· Workers Compensation

· Unemployment [State]
Yearly Tasks
· Colorado: File annual corporation report with Colorado Secretary of State
· Colorado: Renew solicitation registration.
· IRS: File 990 forms (990 to 990-EZ and for UBI: 990-T.  Note: For organizations with less than $25,000/year income: 990-N ( e-Postcard)
Annual Organizational Review

· Review Bylaws and Board Policies

· Review Tax Returns / Audits

· Develop Annual Budget

· Review Employee Policies
· Review Insurance

· Conduct an Annual Meeting – Elect Board Officers
· Maintain Board Membership per Bylaws
· Annual Review of Executive Director

