
 

 



 

 

 

 

 

 

http://www.501commons.org/


 

 

 



 

http://nccs.urban.org/faq/


 

 

 

 

 

 

 

http://www.idealist.org/if/i/en/faqcat/26-24
http://www.form-a-corp.com/
http://www.mycorporation.com/
http://www.bizfilings.com/
http://www.corporate.com/


 

http://managementhelp.org/nonprofitfinances/index.htm#anchor1824012
http://www.501commons.org/resources/tools-and-best-practices/starting-a-nonprofit
http://www.501commons.org/resources/tools-and-best-practices/starting-a-nonprofit
http://www.tides.org/i-want-to/turn-my-vision-ideas-into-a-nonprofit-project/learn-about-fiscal-sponsorship-at-tides/
http://www.tides.org/i-want-to/turn-my-vision-ideas-into-a-nonprofit-project/learn-about-fiscal-sponsorship-at-tides/


 



 

 

 

 

mailto:charities@sos.wa.gov
http://www.sos.wa.gov/charities
http://www.irs.gov/publications/p557/ar02.html#en_US_2013_publink10002273
http://www.irs.gov/Charities-&-Non-Profits/How-to-Contact-the-Tax-Exempt-and-Government-Entities-Division
http://www.irs.gov/Charities-&-Non-Profits/How-to-Contact-the-Tax-Exempt-and-Government-Entities-Division
http://www.irs.gov/pub/irs-pdf/p557.pdf


 

 

 

http://www.irs.gov/uac/Publication-526,-Charitable-Contributions-1
http://www.irs.gov/uac/Publication-526,-Charitable-Contributions-1


 

 

 

 

 

 

 

 

http://wayfindlegal.org/tools/legal
http://www.standardsforexcellenceinstitute.org/dnn/Education/Resources.aspx
http://www.boardcafe.org/
http://www.boardsource.org/
http://www.managementhelp.org/boards/boards.htm
http://www.uwkc.org/partner-with-us/nonprofits/governance/
http://www.carvergovernance.com/
http://www.uwkc.org/partner-with-us/nonprofits/governance
http://www.uwkc.org/partner-with-us/nonprofits/governance


 

 

 

 

 

 

 

 

http://www.sos.wa.gov/corps/Trademarks.aspx
http://www.uspto.gov/
http://www.secstate.wa.gov/corps
http://bls.dor.wa.gov/startbusiness.aspx
http://www.sos.wa.gov/_assets/corps/NonProfitArticles2010.pdf
http://www.sos.wa.gov/corps/nonprofitinformation.aspx
http://apps.leg.wa.gov/RCW/default.aspx?cite=24.03.025
http://wayfindlegal.org/tools/legal
http://www.irs.gov/pub/irs-pdf/fss4.pdf
http://www.irs.gov/pub/irs-pdf/fss4.pdf
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-%28EIN%29-Online
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-%28EIN%29-Online
http://www.irs.gov/Businesses/Small-Businesses-&-Self-Employed/Apply-for-an-Employer-Identification-Number-%28EIN%29-Online


 

 

 

 

8. 

 

 

 

 

http://wayfindlegal.org/tools/legal
http://wayfindlegal.org/tools/legal
http://www.irs.gov/pub/irs-pdf/p557.pdf
http://www.irs.gov/pub/irs-pdf/f1023.pdf
http://www.dol.wa.gov/forms/700032.pdf
http://www.sos.wa.gov/office/Contact-Us.aspx
http://www.sos.wa.gov/


 

 

 

 

http://www.sos.wa.gov/_assets/charities/Summary-of-Washington-State-Charitable-Solicitations-Act.pdf
http://www.sos.wa.gov/_assets/charities/Summary-of-Washington-State-Charitable-Solicitations-Act.pdf
http://www.sos.wa.gov/charities/CharitiesFeeSchedule.aspx
http://www.seattle.gov/
http://www.seattle.gov/business-license-tax
mailto:tax@seattle.gov
http://www.seattle.gov/departments
http://www.kingcounty.gov/business/licenses.aspx
http://www.piercecountywa.org/index.aspx?NID=355


 

 

http://www.snohomishcountywa.gov/247/BusinessKennel-Licenses


 

 

 

 

 

http://www.mapnp.org/library/plan_dec/bus_plan/bus_plan.htm
http://www.ctcnet.org/resources/toc.htm
http://www.bulletproofbizplans.com/bpsample/Sample_Plan/sample_plan1.html


 

 

 

 

 

 

 

 



 



 

 



 

 

 

 

 

 

 

http://www.kingcounty.gov/Assessor.aspx
http://access.wa.gov/employment/workerrights.aspx
http://www.dshs.wa.gov/newhire
http://www.idealist.org/
https://services.philanthropynw.org/jobbank/
http://www.ndoa.org/
http://www.opportunitynocs.org/
http://www.thenonprofitnetwork.org/index.php?page=en_Home


 

 

 

 

 

 

 

http://www.snpo.org/nonprofitcareers/index.php
http://bellevuecollege.edu/careers/employers.html
http://www.seattleu.edu/student/cdc/
http://careers.washington.edu/


 

 

 The Frances Hesselbein Leadership Institute (formerly the Leader to Leader 

Institute):   

 The Nonprofit Center:   

 Center for Philanthropy and Nonprofit Leadership: 

 

 Free Management Library:  

 Minnesota Council of Nonprofits Information Center contains extensive 

information on governance:  

 CompassPoint is noted for quality of its research and information on best 

practices:   

 This site focuses on strengthening leadership and fostering inclusiveness and 

collaborations:    

 Nancy Bell Evans Center  -  Management  resources: 

 Capaciteria.org:   

 Northwest Development Officers Association:   

 Overview of nonprofit fundraising:  

   

http://www.hesselbeininstitute.org/
http://www.nonprofitcenters.org/
http://pnlc.rollins.edu/default.asp
http://www.managementhelp.org/
http://www.mncn.org/
http://www.compasspoint.org/
http://www.allianceonline.org/
http://evans.washington.edu/research/centers/nancy-bell-evans
http://evans.washington.edu/research/centers/nancy-bell-evans
http://capaciteria.org/
http://www.ndoa.org/
http://www.managementhelp.org/fndrsng/np_raise/fndraise.htm#anchor258174


 

 Idealist.org – Leading site for nonprofits.  Includes job listings, volunteers and 

consultants:   

 Guidestar.com – Make sure your organization is listed, and get info about 

potential partners:  

 Artist Trust - Artist Trust provides information on resources related to artists and 

arts organizations:   

 BoardSource (formerly The National Center for Nonprofit Boards): 

 

 United Way of King County:  

 The Nonprofit Center:   

 Nonprofit Good Practice Guide:   

 For grant information go to the Foundation Center at . 

They also have online library of resources for grantseekers and can direct you to 

books and articles that may be helpful:   

 Contains latest national data on giving and volunteering: 

  

 They are building a resource center with information for starting, running and 

funding an organization: 

http://www.idealist.org/
http://www.guidestar.com/
http://www.artisttrust.org/
http://www.boardsource.org/
http://www.uwkc.org/partner-with-us/nonprofits/governance/
http://www.nonprofitcenters.org/
http://www.npgoodpractice.org/
http://www.foundationcenter.org/
http://lnps.fdncenter.org/
http://www.independentsector.org/
http://www.npgoodpractice.org/


 

 King County Library System Nonprofit & Philanthropy Resources Center: 

 

 501 Commons provides bookkeeping, payroll, and tax services, as well as custom 

financial management consulting, in King and Snohomish Counties: 

 

 Washington Association of Accountants:  

 Accounting:   

 Management Help:  

 Nonprofit Resource Center:   

 MAP for Nonprofits:  

 Directory of pro bono legal services: 

  

 A lawyer referral service is available through the King County Bar Association 

(206-267-7100):   

 Washington Attorneys Assisting Community Organizations:  

 Washington Lawyers for the Arts:   

 A wonderful site covering every aspect of volunteer management: 

   

 People can find volunteer opportunities all over the country by zip code or area 

of interest:   

http://www.kcls.org/philanthropy/
http://www.501commons.org/
http://www.waa.org/
http://www.muridae.com/nporegulation/accounting.html
http://managementhelp.org/nonprofitfinances.index.htm
http://www.1800net.com/nprc/index.html
http://www.mapnp.org/library/finance/np_fnce/np_fnce.htm
http://apps.americanbar.org/legalservices/probono/directory.html
http://www.kcba.org/lrs/index.aspx
http://www.waaco.org/
http://www.thewla.org/
http://www.serviceleader.org/
http://www.volunteermatch.org/


 

 Volunteer Centers of Washington State:   

  

http://www.volunteerwashington.org/


 

 

 

 

 

 

 

 

 

 

 

 

http://www.nolo.com/article.cfm/objectID/F63DD4C1-456C-418F-A1066A3F3FBE05A5/111/262/ART/
http://www.nolo.com/article.cfm/objectID/F63DD4C1-456C-418F-A1066A3F3FBE05A5/111/262/ART/
http://www.irs.gov/pub/irs-pdf/p557.pdf


 

 

 

 

 

 

 

 

 

 

 

  

http://www.nolo.com/legal-encyclopedia/form-nonprofit-501c3-corporation-30228.html
http://www.nolo.com/legal-encyclopedia/form-nonprofit-501c3-corporation-30228.html
http://www.secstate.wa.gov/corps/forms/nonprofit.pdf
http://www.irs.gov/pub/irs-pdf/fss4.pdf
http://www.irs.gov/pub/irs-pdf/fss4.pdf
http://www.irs.gov/pub/irs-pdf/iss4.pdf
http://www.irs.gov/pub/irs-pdf/iss4.pdf
http://wayfindlegal.org/tools/legal
http://www.irs.gov/pub/irs-pdf/f1023.pdf
http://www.irs.gov/pub/irs-pdf/i1023.pdf
https://corps.secstate.wa.gov/ProfessionalServiceNonProfit/Pages/StartPage.aspx
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Section 1: BACKGROUND 

Purpose of this section: Describe what the organization is being formed to do.   

A. BACKGROUND 

Problem the organization has been created to address 

The cause of the problem 

Current situation concerning the problem 

B. MISSION 

What the organization will do to address the problem 

What evidence do you have that this is not already being done or is not available to the 

people you expect to serve?      

C. VISION 

What the client/community/world will look like if we are successful  

 

SECTION 2: ORGANIZATIONAL STRATEGY 

Purpose of this section: Define your “theory of change”. How will what you do bring 

about a solution to the problem? 

 

A. DESCRIPTION OF YOUR ORGANIZATIONAL STRATEGY 

Describe how what you will do will address the problem(s) your organization is being 

formed to address. Your organization’s strategies should explain the specific activities 

that will be carried out. 



 

B. KEY STRATEGIES   

Not more than 3  

STRATEGY 1 

Brief description 

What will be done to address the problem? When will this be done?  

What is the goal of the activity? 

 

STRATEGY 2…. 

  

STRATEGY 3…. 

 

HOW WILL YOU KNOW IF YOU ARE BEING SUCCESSFUL? 

Describe the outcomes you expect to generate.  Specifically, how will you 

measure results and what change do you expect to occur?  

 

GOVERNANCE 

Purpose of this  section – what will the organization do to realize the 

organizational strategy.  

A. BOARD OF DIRECTORS  

Must have at least 4 board members, including three not related to the 

founder.  Insert names, addresses , and positions/titles  of board members 

below. Be sure to note the name of the president, vice-president, secretary, 

and treasurer. Describe what types of board members  will be recruited.  



 

 

Name, addresses, titles Position / Title  

1.  President  

2.  Vice President  

3.  Secretary 

4.  Treasurer 

5.   

6.   

7.   

8.   

9.   

10.   

 

B. BOARD POLICIES 

 Conflict of interest Policy  

 Record Retention Policy  

 Whistleblower Policy 

 How ED salary will be established  

 

 

 

 

 

 



 

SECTION 4: OPERATING PLAN 

A. DESCRIPTION OF THE PROGRAM  

 

B. MULTI-YEAR STAFFING PLAN 

Note: a 1.0 Full-time Equivalent (FTE) is a person who works 40 hours a week or 2080 

hours a year. A .5 FTE is a half-time or 20/hr. per week position.  

     

Year 1 Year 2 Year 3 

Position 1 2 3 4 1 2 3 4 1 2 3 4 

Title1 .5 .5 .5 .5         

    .         

             

 

C. BUDGET: ESTIMATING START-UP AND OPERATING COSTS  

Part 1: Year 1 Salaries  

 

Position Salary % FTE Benefits 

(10-15%) 

Total 

Exec. Dir. 45k x .5 = 27,500 .5 2750 30,250 

     

     

Part 1 Total  



 

 

PART 2: STARTUP CAPITAL COSTS 

Determine what furniture, vehicles, or equipment you will need. Items needed may 

include furniture, fixtures and equipment, file cabinets, copy machine, computers, etc. If 

items are financed, include them under monthly costs below. 

  



 

Multi-Year Capital Costs  Year 1 Year 2 Year 3 

Vehicles    

Computers    

Furniture    

Equipment    

    

Total    

 

Year 1 Capital Cost  No. Price Per Total 

1.     

2.     

3.     

4.    

Part 2 Total     

 

PART 3: ONE TIME COSTS 

 

One Time Costs  Amount  

Remodeling  

Installation of fixtures and equipment  

Personnel recruitment   

Deposits with public utilities, telephone, intranet  

Legal and other professional fees  

Licenses and permits  

Other cash requirements  

Part 3 Total   

Total One Time Start Up costs (Part 1-3) = ___________ 

  



 

PART 4: ESTIMATED MONTHLY EXPENSES 

 

Monthly Expenses  Total 

Salaries  

Benefits   

Payroll taxes and expense  

Rent or lease  

Supplies   

Advertising/communications  

Telephone/ internet   

Utilities  

Insurance  

Property taxes  

Interest expense  

Repairs and maintenance  

Legal and accounting  

Payments for capital equipment and furnishings   

Website   

Miscellaneous  

TOTAL ESTIMATED MONTHLY EXPENSES  

Multiply by 12= Annual cost    

 

  



 

PART 5: SUMMARY OF COSTS  

Summary of Costs  Total 

One time capital costs   

First year operating costs  

Total first year cost    

 

SECTION 5: FUNDRAISING PLAN 

How much from which sources? Plan to raise initial money from individuals, not 

grants. For each source of revenue apply a discount percentage to recognize that not all 

fundraising requests will be successful.  For example: if $100,000 in grants are written, 

assume that you will get 10% or $10,000 in revenue since most grants are not funded. 

 

Sources Requests  Discount % Est. 

Revenue 

Memberships    

Corporate sponsorships    

Grants (corporate and private 

foundations) 

   

Individual donors (how many at what 

level) 

   

TOTAL     

 



 

SECTION 6: ACTION PLAN FOR 1-2 YEARS 

 

Action  Who is 

accountable 

Due Date  

   

   

   

   

   

   

 

 

 


