
There are more than 1 million nonprofit organizations in the U.S. Development and 
maintenance of an operating framework promotes efficiency, creates systems, 
reduces risk and sets up training manuals. Systems remove uncertainty and 

discretion – promoting excellence in service and ensuring sustainability.

Operating Framework – Business Model
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Documents, Systems
and Manuals

Legal and Governing
Documents

Primary(1)

Documents
Secondary
Documents

Articles of Incorporation
Bylaws
Filings - Local, State, Federal
(i.e., Sales Tax, Corp, Trade Mark, etc.)

Mission, Vision, Values Statements
IRS NonProfit Application#
IRS Letter of Determination#
IRS Form 990 Tax Returns#

Board Commitment Form
Rules of Order/Protocols
Nomination Process
Staff Job Descriptions
Board Job Descriptions
Business/Annual Plan
Succession Plan - CEO
Committee Mission Statements
Surveys - Member Satisfaction
Annual Report
Membership Systems
Emergency Contact/Passwords
Chapter Guidelines
Endorsements, Affinity Programs
Sponsor Opportunity Menu
Subsidiary Agreement Documents
    - Foundation 501(c)(3)

    - Political Action Committee (PAC)

    - For-Profit Corporation

Leadership Manual-Board Book*
Personnel Manual*
Procedures Manual*
Policy Manual*
Emergency Continuity Manual*
Style Communications Manual*
Software Licenses
Insurance Coverages
Strategic Plan
CPA's Audit, Review or Compilation
Annual Budget/Financial Reports
Performance Evaluation - CEO
Organizational Chart(s)
Minutes - Safeguarded (pdf)
Antitrust Avoidance Statement
Affiliation Agreements
IRS Policy Questions
- Conflict of Interest Statement

- Whistleblower

- Public Records

- Audit/Audit Committee

- Record Retention

- Compensation

Footnote 1 – Indication of primary and secondary refers to the order in which the documents are likely to be created; it does not mean 

that secondary documents are less important than primary or legal documents. *Indicates recommended operating manuals.

# Indicates public record documents; IRS help-line 877 829 5500.

Bob Harris, CAE, is the creator of the Association Self-Audit Process Manual® to improve performance and reduce risk. He offers seminars, strategic planning, board 

training and association audits. Many of the referenced documents and descriptions herein are available free at www.nonprofitcenter.com.

Contact bob@rchcae.com or 850-570-6000


