
ENCLOSURE #1


PLEASE PROVIDE US 


WITH THE FOLLOWING INFORMATION 


IN WRITING:

General Corporate Information
1. What is the name of the corporation (give 2 alternatives, in order of preference)?

_____________________________________________________________

_____________________________________________________________

2. How soon do you want the organization to be operational?

3. Who will be the agent for service of process (name and address -- must be a resident of the state of incorporation -- I will let you know whether I would recommend California or Nebraska)?

_____________________________________________________________

4. Who will be the incorporator?_____________________________

5. What will your principal office location be?  If using a post office box, also provide a street address.  

6. Do you want correspondence from us sent to this address?  If not, what address would you like us to use?

7. What is the telephone number of the organization?

8. What is the fax number of the organization?

9. What is the e-mail address of the organization?  Webpage address?

10. When will your annual corporate meeting be held?  Give a time and date or day (e.g. "7:30 p.m. on December 15" or "7:30 p.m. on the second Tuesday in December).

11. How many employees do you expect to have within the next year?

12. When do you expect to first pay them (give a date).

13. What is your accounting year?  

14. Have you already begun operations?  If so, when was the organization originally organized?  What name is it using?  Does it currently have any articles of association, bylaws, or other organizational documents?  If so, please provide copies.


Officers and Directors
15. Who will be the officers of the organization?

Chairman (optional): ________________________________

President:  _________________________________________

Vice President (optional): __________________________

Secretary:  _________________________________________

Treasurer:  __________________________________________

* If you have both a Chairman and a President, please indicate which one will be the Chief Executive Officer.

** Note:  Only officers generally needed:  CEO, Secretary and Treasurer.  The Secretary and Treasurer may be the same person.

16. What is the name and social security number of your principal officer (for purposes of application of an employer identification number)?

17. How many directors do you expect to have?  Specify if this number should be fixed or variable.   If variable, specify the range, as well as the initial number of directors you will have.

18. How often will directors be elected?  If not annually, what percentage will be elected each year?

19. Do you want to limit the number of terms directors may serve?   If so, please indicate.

20. What requirements, if any, must a director meet before he/she is qualified to serve?

21. List the names, addresses, background, compensation to be received and duties of each officer and director, and set forth any specialized knowledge, training, expertise or particular qualifications that they might have (include occupation).  NOTE: You may use the address of the organization for each director; whichever address is used will become a matter of public record once the federal exemption application is approved.

Name: _______________________________________________________________

Office Held:____________________________________________________________

Address: ______________________________________________________________

Background:___________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Compensation (if any): ___________________________________________________

Name: _______________________________________________________________

Address: ______________________________________________________________

Background:___________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Compensation (if any): ___________________________________________________

Name: _______________________________________________________________

Office Held:____________________________________________________________ Address: ______________________________________________________________

Background:___________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Compensation (if any): ___________________________________________________

Name: _______________________________________________________________

Office Held:____________________________________________________________ Address: ______________________________________________________________

Background:___________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Compensation (if any): ___________________________________________________

Name: _______________________________________________________________

Office Held:____________________________________________________________ Address: ______________________________________________________________

Background:___________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

Compensation (if any): ___________________________________________________

22. If there are any related directors, please set forth how they are related (e.g. blood or marriage).

23. If any directors are to be employed by the organization, describe their duties, responsibilities, qualifications and compensation in detail.  This should include their specific duties, and any other relevant information.  Make sure you state the amounts of compensation to be received by every director and/or officer of the corporation.

24. How and when can a director be removed? 

____ 
The Director misses _______ or more consecutive board meetings or meetings in a calendar year without cause.

____
The Director becomes physically incapacitated or his or her inability to serve is established in the minds of a majority of the Board.

____
An undisclosed and/or unapproved conflict of interest is found to exist between the Director and the corporation.

____
The Director is found to have engaged in activities that are directly contrary to the interests of the corporation.

____
The Director is found to be engaged in the  misrepresentation of the corporation and its policies to outside third parties, either willfully, or on a repeated basis.

____ 
Other: (specify) __________________________________________

Who removes the directors (e.g. majority of other directors or majority of quorum)?

25. Will you pay directors for their service as directors?  For other services rendered?

26. Do you want to require that the treasurer be bonded?

27. Do you expect to use committees?  If so, should any of these be permanent committees that are referenced in the bylaws?  Will any of these committees be working committees that have non-board members on them?

28. If the organization has already begun operations, please provide information about the current directors and officers:  who they are, how they are chosen, what their responsibilities are.


Corporate Members
29. Do you intend to have corporate members?  If so, will these members have any say in the operation of the corporation (such as electing directors), or will this be a fund‑raising device only?

30. If you do not intend to have corporate members, and the directors will be elected by a group other than the existing directors, please describe who will elect the directors.

31. If you intend to have corporate members, how will they be chosen?  Under what circumstances may they be removed?  How will you attract new members?

32. Describe any qualifications necessary for membership in the organization, the classes of membership and the voting rights and privileges received.  

33. For what reason can a member be removed (e.g. nonpayment of dues)?

34. Who determines whether the members are removed, or fail to continue to meet the qualifications (e.g. members or directors)?

35. How do you attract members/donors?  

36. What quorum requirements do you want?

37. Do you permit voting by proxy?  Will you want to be able to use written ballots?  Will you want to permit absentee ballots?

38. Do you wish to allow associate membership (non-voting)?


Activities of Organization
39. What are the specific purposes for which the organization is being formed?  Provide a brief history of the development of the organization, including the reason for its formation.  

40. Describe in detail the programs and activities that will be carried on by the organization and how they will accomplish the specific purposes of the organization.

41. What benefits, services or products will the organization provide related to its exempt function?

42. Will the recipients of services be required to pay for the organization's benefits, services or products?  If yes, explain and show how the charges are determined.

43. Will the organization limit its benefits, services or products to specific classes of individuals?  If so, how?

44. Does your organization intend to engage in lobbying or political activity?  If so, please describe in detail (Note:   Substantial lobbying may disqualify your organization from 501(c)(3), tax exempt status.)

45. How do you publicize your activities?   Attach copies of any advertisements, brochures, other publications.


Relationships with Other Organizations
46. Describe the relationship of your organization to other organizations.

47. Will the organization be controlled by any other organiza​tion, or is it an outgrowth of another organization?  If so, please explain, and attach information about the parent organization, including copies of their articles, bylaws and exempt determination letter(s).

48. Is the organization financially accountable to any other organization?  If so, please explain, and include the information about the organization to which this organization is accountable, including copies of their articles, bylaws and exempt determination letter(s). 

49. If your programs and activities include providing funds to other organization(s), please provide the name and address, and other pertinent information about these other organization(s) (what do they do?), and whether or not they have established their tax exempt status with the IRS as an organization exempt under section 501(c)(3) of the Internal Revenue Code.  

50. If funds are to be provided to organization(s) that have not established their exempt status under section 501(c)(3), please describe in detail what type of supervision will be provided to make sure that the funds are used for exempt purposes.

51. If funds are to be provided to other organization(s), please describe any relationship between this corporation and said organization(s), including any overlapping directors or officers.


Fundraising/Financial Support
52. What will be the organization's sources of financial support?  List in order of magnitude.

53. Explain in detail any fund‑raising activities or business enterprises that the corporation expects to engage in.  Will you use professional fundraisers?

54. What amount of income will be received each year from the incorporators, officers, directors or their families?

55. How much of the income of the corporation will be used for the personal living expenses of such individuals? 

56. Will any founder, member, or officer take a vow of poverty, transfer personal assets to the organization, or assign or donate income to the organization which will subsequently be used by or for the benefit of, or paid to the donor as salary, stipend or living allowance?

57. Do you intend to establish any type of endowment fund?  If  so, explain.


Assets of Organization
58. Will the corporation own or rent?  Please describe the physical layout of the facility and its use, and if renting, the relationship of the corporation with the owner, the terms of the rental agreement, and attach a copy of the rental agreement.

59. Describe the facilities that any of the directors intend to share with the organization (e.g. an office located in your home).  Do you receive any payment for the same? 

60. Describe any property to be rented, purchased or transferred from any of the directors to the corporation.

61. With what bank do you expect to establish an account?  (Include specific branch name.)  Do you expect to have accounts other than a checking account?  If so, please describe.

62. What assets, if any, does the organization presently have?


Dissolution
63. How would you want the assets of the organization to be distributed if the organization is dissolved (must be to another 501(c)(3) organization)?


Other
64. Please provide us with any additional information that you think would be relevant to establishing the corporation.


ENCLOSURE 2


PLEASE PROVIDE US 


WITH THE FOLLOWING: 

65. Budget showing expected income by source and areas of expenditures for the first three years of operation.

66. A copy of any leases that the corporation has or will enter into.

67. Samples of any literature sold or distributed by the organization and samples of any organizational advertising.

68. A copy of any agreements that you have that you expect to use in the operation of the corporation.  This would include any agreements with other organizations with whom you will be associated.

69. A description of any professional licenses held by employees, and if available, copies of the same.

70. A copy of any agreements that you have with your employees.

71. Copies of any other documents that you think would be helpful.

