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NAMI Virginia Model A Guide Book
 June 2016 Page 1
 Model A Guide Book:
 A step-by-step checklist of activities to successfully navigate and complete NAMI
 Re-affiliation
 Steps
 1. Prepare Your Affiliate
 2. Incorporate in Virginia
 3. Secure a Tax Exempt Status with the IRS
 4. File with Virginia Department of Agriculture and Consumer Services
 (VDACS) so that you can Legally Fundraise
 5. Purchase Adequate Insurance
 6. Abide by State of Virginia, IRS & Organizational Requirements, Policies and
 Minutes
 7. Address Financial Oversight
 8. Develop Your Board of Directors & Public Interface Process
 9. Request for NAMI Virginia to Review Affiliate for Endorsement with NAMI
 Steps Broken Down
 1. Prepare Your Affiliate
 To begin pursuing Model A, your Affiliate will need to:
 1. Identify a Standards of Excellence (SOE) Project Lead and alert NAMI Virginia.
 This person is the point person for activities regarding SOE activities for the Affiliate
 and serves as the liaison with NAMI Virginia. This person is responsible for
 ensuring all aspects of the checklist are addressed by the Affiliate and proper
 documentation is collected and uploaded to the profile center.
 2. Research the model and educate your Affiliate. Review documents found on the
 Standards of Excellence Extranet. Please note if you do not have an online NAMI
 account you will need to create one (free) to gain access to many of the resources
 contained within this document. If this is your first time using NAMI’s Extranet,
 http://www.nami.org/standards
 http://www.nami.org/standards
 http://www.nami.org/standards
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 once you create your account, sign in, then click the “Extranet Access” link under
 “My Leadership Dashboard.” Once logged onto the Extranet, click the ‘NAMI State
 Organizations and NAMI Affiliate Leaders’ Box. The last link in this section is for
 the ‘NAMI Standards of Excellence’ and will provide access to pertinent documents
 from NAMI. If you do not have access to any of these links, reach out to NAMI for
 assistance by contacting Lynne Saunders at [email protected]. To access the
 resources linked in this document simply hold down your Ctrl key and click the
 hyperlinked items with your mouse. Key documents to review:
 NAMI’s Standards of Excellence - National NAMI expectations.
 Document Review Guide: NAMI’s guidance for state offices in how to review
 Re-affiliation documentation. This may help inform and guide your efforts. Let
 it be your check list.
 NAMI’s Affiliate Handbook - resources specifically for Affiliates.
 NAMI’s Affiliate Model Comparison – please note: only Model A is currently
 endorsed in Virginia.
 NAMI’s Affiliation Agreement - this is a legal contract that all Affiliates
 pursing Model A will be required to sign as the final step in the re-affiliation
 process.
 3. Work with NAMI Virginia to develop a plan of action to meet Model A
 requirements. NAMI Virginia and NAMI (national) expect all Affiliates to pursue
 re-affiliation efforts to the best of their current capacity. To be clear, at the present
 time there is no rush to be complete this process. If this changes and NAMI puts
 forth a deadline we will communicate that to you. NAMI Virginia wishes each
 Affiliate to take the time necessary to complete each step wisely, with thought for
 the Affiliate’s ongoing success in its community, but each Affiliate is expected to
 make progress.
 4. Become trained in using the Profile Center. The Profile Center is NAMI’s password
 protected online portal where Affiliates upload documents so that NAMI Virginia
 and NAMI can verify the required documents for Standards of Excellence (SOE) in
 the re-affiliation process and then ongoing. Maintaining accurate Affiliate
 documents in the Profile Center will be an ongoing requirement of re-affiliated
 Affiliates. As such, your Affiliate can utilize it as a backup storage location for your
 Affiliate’s critical documents- current and historical. This may be helpful during
 future leadership transitions within your Affiliate to prevent important documents
 from getting lost. Each Affiliate has its own Profile Center account on which to
 upload SOE documents. Once you upload a document to your Profile Center
 account, it can be viewed by you, NAMI Virginia, and NAMI. Affiliates receive
 their account login information directly from NAMI staff upon request. Documents
 mailto:[email protected]
 https://www.nami.org/getattachment/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/STANDARDSOFEXCELLENCEBODApprovedDecember2010-(1).pdf
 https://drive.google.com/file/d/0B051yQHM5FOvVVJ1XzlLYTFlcG8/view?usp=sharing
 https://drive.google.com/file/d/0B051yQHM5FOvVVJ1XzlLYTFlcG8/view?usp=sharing
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-Affiliates-Seeking-Re-affiliation-The-Nuts-an
 https://www.nami.org/getattachment/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-State-Organizations-and-Re-affiliation/NAMI-Affiliate-Model-Comparison-Chart.pdf
 https://www.nami.org/getattachment/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-State-Organization-Re-affiliation-Tools/NAMI-State-Organizations-and-Re-affiliation/INCORPORATED-AFFILIATE-AGREEMENT.pdf
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/Re-Affiliation-FAQs/NAMI-Profile-Center
 https://drive.google.com/file/d/0B051yQHM5FOvVVJ1XzlLYTFlcG8/view?usp=sharing
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 that must be uploaded to the Profile Center. You can begin to upload documents as
 soon as you receive your account information and complete training. Request
 training by contacting Sarah Steadman at [email protected]. Documents
 uploaded to the Profile Center should be the final versions that your Affiliate would
 like NAMI Virginia to review for endorsement. Drafts should be shared via email
 with NAMI Virginia.
 2. Incorporate in Virginia The term “nonprofit” is a state law concept, referring to provisions of Virginia law that
 authorize the formation of nonstock corporations. Virginia stock corporations have
 shareholders. Virginia nonstock corporations do not have shareholders so, technically, no
 one owns the organization. On the other hand, the public as a whole can, in some
 respects, be considered the de facto “owners” of the organization as they can challenge
 the actions and omissions of the organization and its leaders. The paradox is thus that, in
 a sense, no one owns the organization, but everyone owns the organization.
 Reasons for obtaining nonprofit status:
 a. It is the precondition for obtaining tax-exempt status (a federal designation).
 b. It provides personal liability protection of organizational leaders.
 c. It preserves the organizational name within the state.
 d. It is a requirement of many funding sources.
 To incorporate in Virginia, Affiliates will need to first file with the Virginia State
 Corporation Commission (SCC), then file with the Internal Revenue Service (see next
 section). Below is a list of documents and policies you will need to get started:
 1. Articles of Incorporation – This is the written document that establishes the
 organization. While the SCC offers a form (Form 819) to complete this process,
 NAMI Virginia recommends that YOU DO NOT USE FORM 819. The SCC
 form does not have sufficient information needed to gain non-profit tax status, and
 it can be confusing to insert such language onto the form. NAMI Virginia
 recommends that your Affiliate use written Articles of Incorporation and submit
 these to the SCC via their online document submission process “E-File.” Also,
 ensure you are including IRS requirements and language for tax exempt status in
 your Articles. You will want to ensure the IRS classifies your Affiliate as public
 charity, not a private foundation (which it automatically does unless you indicate
 otherwise). You can ensure this happens through your mission, ensuring it has a
 charitable focus, and including additional paragraphs in your Articles of
 Incorporation indicating your Affiliate’s plan to follow requirements for a 501c3.
 These include not having lobbying activities as the predominant activity of the
 https://drive.google.com/file/d/0B051yQHM5FOvVVJ1XzlLYTFlcG8/view?usp=sharing
 mailto:[email protected]
 https://www.scc.virginia.gov/
 https://www.scc.virginia.gov/
 https://sccefile.scc.virginia.gov/
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 Affiliate and indicating that the Affiliate is a public charity organized for the
 benefit of the public at large. Please use this template as a model for your Articles
 of Incorporation. If your affiliate needs help, please contact NAMI Virginia.
 Additionally, when you apply you will be asked to provide a Registered Agent
 and Registered Office for the organization. The key role of this person is to
 receive official mail and legal service on behalf of the organization. The
 Registered Agent must live at the Registered Office or be his/her place of business
 and cannot be a PO Box. The Registered Agent must be an individual, who is a
 resident of Virginia and a member of the organization, or a practicing attorney in
 Virginia, or the Affiliate can use a corporate service which will charge a fee to be
 your registered agent. One of the members or directors can be the registered agent;
 however, the Affiliate should decide if it is better to use a lawyer or a service (in
 case that chosen individual moves away or is no longer part of the organization).
 Quite often a law firm will agree to be the registered agent for a nonprofit for free.
 If the Registered Agent moves away or declines to serve as Registered Agent, you
 must file a notice with the SCC.
 Please note: The SCC requires an Annual Report and a $25 annual fee. You will receive
 a notice of such annual report via the registered agent. You can also sign up for email
 notifications to remind you to file your annual report through the SCC website. Should
 your Affiliate not file or pay for more than five years, the Affiliate will be formally
 closed. Until closed, the Affiliate will be viewed by the SCC as ‘inactive’ and will be
 able to become active without reapplying by submitting Articles of Restatement (form
 SCC889) and pay any unpaid fees. Should the Affiliate ever need to formally close,
 Articles of Dissolution (Form SCC904) are recommended and a $10 fee is required.
 2. Mission Statement - A mission statement communicates the Affiliate’s purpose,
 the group it serves, and how it plans to serve that group. It is a fundamental
 element in defining the nonprofit and clarifying its purpose. According to NAMI,
 an Affiliate mission statement must align with ‘the spirit of the NAMI mission.’ It
 does not need to be identical, but it needs to follow the spirit. You can also see
 NAMI Virginia’s for guidance.
 3. Bylaws - Bylaws are the documents that contain information about the rules and
 regulations that govern your Affiliate and the roles and duties of the board. They
 should not be overly particular as they are not intended to be changed frequently.
 Yet, if they do need to be changed, there must be a mechanism articulated in the
 bylaws to amend them. Instead of bylaws being overly proscriptive around
 policies and procedures, a better approach is to use your board policies to further
 https://drive.google.com/file/d/0B051yQHM5FOvRHc3NldHVEhlRFU/view?usp=sharing
 https://drive.google.com/file/d/0B051yQHM5FOvRHc3NldHVEhlRFU/view?usp=sharing
 https://sccefile.scc.virginia.gov/Business?as_fid=tMsLX34uIVFAWrmYOIJg
 https://www.scc.virginia.gov/clk/vanon_corp.aspx
 https://www.scc.virginia.gov/clk/vanon_corp.aspx
 https://www.scc.virginia.gov/clk/vanon_corp.aspx
 http://namivirginia.org/about-nami-virginia/the-three-levels-of-nami/
 http://namivirginia.org/about-nami-virginia/mission/
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 refine operations. Learn more about how to develop or enhance your bylaws by
 reviewing the guidelines and sample language provided by NAMI. For Re-
 affiliation, NAMI is requiring that all bylaws receive a written, signed legal review
 from an accredited lawyer. The review must find that the bylaws are aligned with
 the current nonprofit governing statute in the Commonwealth. Should Affiliates
 wish to save time and money in meeting this re-affiliation requirement, NAMI
 Virginia has created a bylaw template that meets the NAMI requirements and has
 a viable accompanying legal review letter. If this template is used and the content
 is not changed, except where indicated, the legal review will still be applicable.
 Please note: it is a best practice for a nonprofit board to review its bylaws periodically to
 make sure the document is current and accurately reflects the manner in which the
 organization actually operates and remains consistent with other organizational
 governance documents.
 4. Board of Directors and Officers. Most nonprofits corporations are run by a board of
 directors. The directors’ main role is to set policy for the nonprofit and oversee areas
 like finance, operations, and strategic planning. Within the board, officers are
 elected to serve critical leadership roles related to their legal and fiduciary
 responsibilities. At a minimum it includes a president, vice president, secretary and
 treasurer. Learn more here.
 Please note: You will need to upload your Mission Statement, Bylaws and Legal Review
 for your Bylaws, Board of Directors’ and Officers’ Contact List, Articles of Incorporation
 and Certificate of Incorporation (received from the SCC) to the Profile Center. You will
 need to update the Profile Center as changes occur (e.g. amending your bylaws or
 electing new board members and officers). This can be accomplished by simply
 uploading your new board and officer list or bylaws.
 3. Secure a Tax Exempt Status with the IRS
 The term “tax exempt” relates to the Internal Revenue Code for various organizations
 that are not required to pay Federal income tax. Most of the real benefits of being a
 nonprofit flow from your 501(c)3 tax-exempt status, such as the tax-deductibility of
 donations, access to grant money, and income and property tax exemptions. To
 understand the application process refer to the IRS Publication 4220.
 To pursue tax exempt status there are two options available:
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-Affiliates-Seeking-Re-affiliation-The-Nuts-an
 https://drive.google.com/file/d/0B051yQHM5FOvRDQtWUoyaGtmRnc/view?usp=sharing
 https://drive.google.com/file/d/0B051yQHM5FOvTlMzN3Uxa0xPNnM/view?usp=sharing
 http://namivirginia.org/affiliates/resources-for-affiliates/strengthen-your-board/
 http://www.irs.gov/pub/irs-pdf/p4220.pdf
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 1. Form 1023-EZ A shorter form designed for smaller organizations which have assets
 of $250,000 or less and annual gross receipts of $50,000 or less. See Revenue
 Procedure 2015-5, 2015-1 I.R.B. 186.
 2. Form 1023 A longer form for all other organizations.
 Both require the following items to be submitted:
 1. Employer Identification Number (EIN). This serves as your account number
 with the IRS and is required regardless of whether the organization has
 employees. Essentially it serves as the organization’s social security number.
 Most Affiliates have an EIN. It is listed next to your Affiliate name on the IRS
 Affiliate listing form, a copy of which may be secured from NAMI Virginia. If
 yours is a new Affiliate, complete and submit a Form SS-4 to register your
 Affiliate and to get your EIN.
 2. Formation Documents. A fancy word for your Articles of Incorporation —
 why you must incorporate with the SCC first.
 3. User Fee. In order for your application to be reviewed, a user fee must be paid.
 The fees are listed below, but please note that there may be changes to the fees,
 so always consult the IRS website to verify the fees:
 Form 1023 EZ: $400
 Form 1023:
 $400 for organizations whose gross receipts don’t exceed $10,000
 annually over a four-year period
 $850 for organizations whose gross receipts exceed $10,000 annually
 over a four-year period
 4. Financial Data. You will be asked to share financial documents. Specifically
 for Form 1023, you will need your Affiliate tax return information for the past
 five years. If your Affiliate has not been in existence for five years, you will
 need to provide current year financial information, plus projections based on
 good faith estimates of your Affiliates revenue and expenses for the remaining
 years.
 Please note: Affiliates are encouraged to apply for tax exempt status within 27 months
 of receiving confirmation from the SCC as a nonstock corporation. If after 27 months,
 Affiliates can still receive exemption status but your Affiliate’s exemption start date will
 not match the formation date as a nonstock corporation. The application process for
 http://www.irs.gov/uac/About-Form-1023EZ
 http://www.irs.gov/uac/About-Form-1023
 http://www.irs.gov/uac/Form-SS-4,-Application-for-Employer-Identification-Number-(EIN)
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 Form 1023 long form can take anywhere from six months to a year. The application
 process for the 1023 EZ usually only takes a few weeks.
 Once the IRS recognizes your Affiliate tax exempt status as a public charity, your
 Affiliate will be mailed a Determination Letter indicating such. This is an important legal
 document that must be kept indefinitely. Once you receive it, you will need to upload
 your IRS Determination Letter to the Profile Center. Tax exempt status requires only a
 one-time fee; however annual reporting is required. All tax-exempt organizations are
 required to file IRS Form 990, the shorter Form 990-EZ, or the Form 990-N e-Postcard
 each year. Reporting is due on or before the 15th day of the fifth month following the end
 of the organization’s tax year (e.g., May 15 for calendar year organizations).The Form
 990 exemptions list will determine which form your organization will need to complete.
 Late fees may be incurred and three consecutive years of not reporting will result in
 automatic loss of status.
 IRS Form 990
 The IRS Form 990 is the basic tax-exempt reporting form. All organizations must file this
 unless they meet one of the below options for shorter forms:
 IRS Form 990-EZ. Tax-exempt organizations with annual gross receipts for that
 year of less than $100,000 and total assets at the end of the year of less than
 $250,000 may file Form 990-EZ instead of the longer Form 990. Form 990-EZ is
 shorter and simpler to complete than Form 990.
 The 990-N e-Postcard. Tax-exempt organizations with annual gross receipts less
 than $50,000 are not required to file either Form 990 or Form 990-EZ. However,
 the Pension Protection Act of 2006 added a new filing requirement on these
 organizations. Form 990-N e-Postcard is a short, simple form that must be filed
 electronically by exempt organizations with gross receipts that are normally less
 than $50,000 per year. The e-Postcard is due every year by the 15th day of the
 fifth month after the close of its tax year.
 You will need a login and password. Only contact information is required. Failure
 to file for three consecutive years will result in automatic loss of tax-exempt
 status.
 A Form 990-T will need to be completed and submitted with payment of unrelated
 business income tax (“UBIT”). Basically, a tax-exempt organization will be taxed
 (at regular corporate income tax rates) on income derived from any trade or
 business that is regularly carried on and not substantially related to the
 organization’s tax-exempt purpose. UBIT issues are very fact specific and must
 always be closely examined on a case-by-case basis. This will rarely be an issue
 for affiliates but an important issue to be aware of.
 https://www.irs.gov/charities-non-profits/questions-about-the-annual-reporting-requirements-for-exempt-organizations
 http://www.irs.gov/Charities-&-Non-Profits/Annual-Exempt-Organization-Return:-Who-Must-File
 https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-e-Postcard
 https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-e-Postcard
 https://www.irs.gov/Charities-&-Non-Profits/Annual-Electronic-Filing-Requirement-for-Small-Exempt-Organizations-Form-990-N-e-Postcard
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 4. File with Virginia Department of Agriculture and
 Consumer Services (VDACS) So That You Can Legally
 Fundraise
 The Virginia Department of Agriculture and Consumer Services (Division of Consumer
 Protection) is charged with ensuring that all nonprofits (or nonstock corporations) in
 Virginia that engage in charitable solicitations are appropriately registered and disclosing
 information concerning contribution expenditures to ensure the consumers’ trust and
 safety. If your Affiliate wishes to fundraise in any capacity- including collecting dues
 - you must register with VDACS and keep your registration current.
 To file, Affiliates have two options:
 Form 100 - is an exemption form for Affiliates whose annual total revenue for the
 past three years was less than $5,000. The fee required for Form 100 is $10. If the
 Affiliate continues to make less than $5,000 each year, the Affiliate never needs to
 file, or pay, again. However, if the Affiliate’s revenue ever reaches $5,000 or
 more, it will have to file Form 102.
 Form 102 - is for Affiliates whose revenue meets or exceeds $5,000 in a given
 year. Form 102 must be filed each year. There is a $100 initial fee to file Form 102
 plus an annual fee determined by revenue. (If revenue drops below $5,000 for
 three consecutive years, an Affiliate may then apply for exemption with Form
 100.)
 Please note: Revenue, net income, and savings are different categories. Revenue is
 comprised of all contributions, dues, and other income (e.g. bank interest or rebates)
 received in a given year. (An Affiliates may have a large savings account comprised of
 income from past years. This is not revenue.)
 You will need to file your registration letter from VDACS to the Profile Center. This will
 need to be updated in the Profile Center each year if you file Form 102. Reach out to
 VDACS directly for more information.
 5. Purchase Adequate Insurance
 In this day and age, anyone can sue an organization over anything. Even if the charge is
 unfounded and the organization is found not guilty of the charge, the organization and its
 officers can be required to cover the legal fees to make their case in court. Such legal fees
 http://www.vdacs.virginia.gov/about-division-of-consumer-protection.shtml#solicitation
 http://www.vdacs.virginia.gov/about-division-of-consumer-protection.shtml#solicitation
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 can be costly and severely handicap or destroy an Affiliate’s monetary reserves intended
 for mission-related work.
 NAMI Re-affiliation initiative and other best practice models require two basic forms of
 insurance for all nonprofit organizations - no matter how big or how small:
 1. Directors & Officers
 2. General Liability
 Please note: These forms of insurance are required by NAMI even if the locations where
 an Affiliate holds its activities have their own forms of insurance. In other words, if your
 Affiliate holds programming at a local church or mental health center, and those agencies
 have their own insurance, NAMI is still requiring Affiliates (under Model A & C) to have
 its own Directors & Officers and General Liability policies.
 NAMI has procured a deal with a specific provider, Cooley & Darling, that can both
 provide Directors’ & Officers’ (D&O) and General Liability Insurance to Affiliates.
 D&O Insurance covers board legal costs should there be a claim of
 mismanagement of organizational funds.
 General Liability Insurance covers organizational costs should there be a claim of
 bodily injury by a participant at a NAMI sponsored event or property damage to a
 facility hosting a NAMI sponsored event.
 Please note: There are many different policy providers in your community for both D&O
 and General Liability Insurance. You are not required to use Cooley & Darling. We
 encourage your Affiliate to get estimates from providers in your area and, at the least,
 look around to get the most competitive rates possible. However, at the same time, be
 sure you are dealing with a reputable insurance company.
 Once purchased, the Affiliates D&O and General Liability policies must be uploaded to
 the Profile Center. The Profile Center must be updated each time your policy is renewed
 to reflect the current policy coverage.
 6. Abide by State of Virginia, IRS & Organizational
 Requirements, Policies and Minutes
 1. Financial Matters
 https://drive.google.com/file/d/0B051yQHM5FOvMUhPVEFGbjFlNWs/view
 https://drive.google.com/file/d/0B051yQHM5FOvaWgtZVI0RUZpY2c/view
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 When a nonprofit organization incorporates under state law, a new legal “person” is born.
 A nonprofit corporation can own property, enter into contracts, sue and be sued, and
 otherwise operate through its authorized representatives as a separate legal entity distinct
 from its individual officers, directors, members, employees, etc. To maintain this separate
 legal existence and enjoy the limited liability protection and other benefits of corporate
 status, the organization must faithfully observe proper corporate formalities, which
 include:
 a. Maintaining appropriate corporate documentation such as meeting minutes,
 resolutions, bylaws, and other documentation evidencing the separate legal
 existence of the organization.
 b. Abiding by the terms of your governing documents (bylaws and articles of
 incorporation) when authorizing and taking corporate action.
 c. Adopting and carefully implementing key policies and procedures to include a:
 conflict of interest policy; document retention policy; code of ethics;
 whistleblower policy; compensation review policy; and a diversity, inclusion,
 and non-discrimination policy found here. Other policies not required but
 encouraged, include expense reimbursement policy, social media policy, and
 Form 990 or Form 990 EZ board review policy.
 d. Filing appropriate tax reporting documents to the IRS to maintain tax-exempt
 status. If you do not file for three consecutive years, you will lose your tax-
 exempt status and must reapply. Depending on the size of your organization’s
 revenue and assets, there are three different versions of the form from which to
 choose. However, certain funders may require a more thorough report so make
 sure to investigate your funder’s requirements before filing anything.
 i. Form 990-N e-Postcard is a contact information only, electronic
 return that a nonprofit may file if its gross receipts are normally less
 than $50,000.
 ii. Form 990-EZ is a four-page return (unless extra schedules are
 required) that a nonprofit may file if its gross receipts for a tax year
 were less than $200,000 and assets were less than $500,000.
 iii. Form 990 is the "long form" that all other 990 filers must file and is
 for those organizations whose gross receipts were equal to $200,000
 or more or whose assets equaled $500,000.
 e. Meeting IRS disclosure requirements by making certain corporate and tax
 documents publicly available: the Affiliate’s Form 1023 or Form1023EZ, its
 IRS determination letter, and three most recent Form 990s, 990 EZs, or e-
 Postcards. For questions, call 1-800-TAX-FORM (1-800-829-3676).
 f. Making state documents such as Articles of Incorporation, Certificate of
 Incorporation, and bylaws available.
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-Affiliates-Seeking-Re-affiliation-The-Nuts-an
 https://www.irs.gov/charities-non-profits/annual-electronic-filing-requirement-for-small-exempt-organizations-form-990-N-e-Postcard
 https://www.irs.gov/uac/Current-Form-990-Series-Forms-and-Instructions
 https://www.irs.gov/uac/Current-Form-990-Series-Forms-and-Instructions
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 Please note: Many organization use their website to publicly share this
 information. If you do not, you must make the required documents available for
 public inspection and provide copies upon request. Requests made in person
 must be fulfilled immediately unless unusual circumstances exist. In no event
 may the delay exceed five business days. Written requests must be answered
 within 30 days of receipt. If, however, the organization requires advance
 payment of a reasonable fee for copying and postage charges, it may provide
 the copies within 30 days from the date payment is received, rather than from
 the date it received the initial request. A fee is reasonable only if it does not
 exceed the fees the IRS charges for copies of tax-exempt organization tax
 returns and related documents. This fee is currently $1.00 for the first page and
 $0.15 for each subsequent page.
 g. Meeting IRS disclosure requirement around donations. Organizations MUST
 provide written receipts for contributions of $250 or more. Written
 acknowledgment of all donations is preferable. When the donor makes an in-
 kind donation, only the current market value of the donation is deductible. In
 situations where donors receive something of value in exchange for their
 donations, the full dollar amount of the donation received cannot be claimed by
 the donor on his or her tax return as a donation. It is the duty of the Affiliate to
 notify the donor in such situations of the actual value of the donation. (e.g.
 Lunch is included. Only the dollar amount above the value of the lunch is
 deductible.)
 2. Board Meeting Minutes
 The purpose of Board meeting minutes is largely to formally document basic information
 such as an overview of issues discussed, questions raised, and actions taken/decisions
 made. Board meeting minutes should not contain everything that occurs but should be
 summarized carefully. More importantly, the minutes should document key items
 including:
 Board election results
 Changes in policy
 Financial matters such as decisions about large expenditures of funds or important
 financial issues
 In order to successfully go through the NAMI re-affiliation process you will need to
 upload Board minutes from the past 12 months into the NAMI Profile Center. Going
 forward, you should make it a practice to upload Board meeting minutes into the Profile
 Center after each meeting.
 http://namivirginia.org/about-nami-virginia/public-documents/
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 Should your meeting minutes from the past 12 months NOT accurately reflect actions
 and decisions of the past year, you will need to take the time at a future board meeting to
 revisit those actions and decisions of the past 12 months and re-affirm those actions and
 decisions so that they are appropriately documented and recorded in the minutes.
 Remember that key actions to include are Board election results, changes in policy,
 and financial matters.
 Please note: Do not simply re-write old minutes in an attempt to ensure that past
 decisions and actions have been documented. This can be considered tampering or
 creating a false record, and it is not a business best practice. Instead, simply take the
 time at a future board meeting to “reaffirm” past significant decisions/actions that
 have been taken, and record what those decisions/actions are in the minutes and take a
 Board vote to “reaffirm such past decisions/actions”.
 3. Board Operating Policies and Procedures
 You will also need to upload your Board Operating Policies and Procedures including,
 but not limited to (templates found here):
 Code of Ethics
 Confidentiality
 Conflict of Interest
 Compensation
 Document Retention
 Diversity, Inclusion & Non-Discrimination and
 Whistleblower Policies
 7. Address Financial Oversight
 Nonprofit organizations are required to take appropriate steps to ensure their financial
 management is in line with good stewardship of tax exempt organizations. Depending on
 the size of the Affiliate’s operating budget, various levels of independent (outside the
 Affiliate) third party financial oversight will be required. NAMI has set the following
 requirements and asks that Affiliates perform one of the following once every three years,
 unless you have a funder who requires more frequent reviews. Learn more here.
 Audit - If the organization has gross annual revenue of $500,000 or more
 Financial Review - If the organization has gross annual revenue of between
 $50,001 and $499,999
 Compilations - If the organization has gross annual revenue of $50,000 or less
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-Affiliates-Seeking-Re-affiliation-The-Nuts-an
 https://drive.google.com/file/d/0B051yQHM5FOvcm5wOUVBTU5Qdmc/view?usp=sharing
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 Please note: There is a financial cost attached to each of these financial services based on
 the size of your operating budget, complexity of your Affiliate’s operations and the
 sophistication of your financial management practices. In other words, if your Affiliate
 does a lot of different activities and does not keep very good records, your costs will
 increase. It also means that costs will vary greatly. NAMI Virginia cannot provide a
 reliable cost range because estimates depend greatly on an individual organization’s
 situation, but here is a potential range:
 Audit: $8,000-$12,000
 Financial Review: $6,000-$9,000
 Financial Compilation: $500-$800
 Please consult a local Certified Public Accountant (CPA) or CPA firm (required for
 Audits) for price comparisons based on your Affiliate’s unique financial situation. It
 would be prudent to ask around to find the best offer but be sure to use a competent firm.
 A crucial component of any financial review is your fiscal management. All financial
 activities of the affiliate should be recorded to ensure accounts can be balanced and
 money in and out can be tracked. The better this is done the easier (i.e. cheaper) a review
 can be provided by a CPA. Here are a few financial tracking program options to consider
 for your Affiliate:
 QuickBooks - This is for larger organizations requiring sophistication in managing
 their financial activities, especially payroll for staff. It is also the most expensive.
 Quicken - This is for medium organizations requiring less sophistication. It is also
 less expensive.
 Excel – Part of Microsoft Office, this format can be used by very small
 organizations. It is the cheapest. Here is a financial template devised by NAMI
 Virginia to use once you have purchased the product.
 *To get the discounts which TechSoup offers, you will need to register in advance by
 submitting a request in writing on your NAMI Affiliate letterhead and included your
 EIN number.
 Affiliates should also understand that these independent financial reviews are done to
 identify any mismanagement or risk practices that could lead to mismanagement of
 funds. An audit is the most intense at addressing these potential pitfalls. A compilation is
 least intense. It is encouraged, although not required by NAMI, that each Affiliate take
 steps to develop financial policies to guide monetary operations and safeguard against
 potential abuse. Here is a list of financial best practices from NAMI Virginia. NAMI also
 http://www.techsoup.org/quickbooks-made-easy
 http://www.quicken.com/
 http://www.techsoup.org/microsoft
 https://docs.google.com/spreadsheets/d/1EeqhC7gmqZWv8jB2hvMw4fN4o6V3_mS8tEPC_9Os4PQ/edit?usp=sharing
 https://docs.google.com/document/d/13sQ52C_qVtlQ0VSOUFdldakPb5Ge3ZV7RYYsLbMqvyc/edit?usp=sharing
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 offers financial practice recommendations here (see bullets 3-6 under Financial and Risk
 Management). This list is a starting point. Your Affiliate board is encouraged to do
 additional research and develop additional policies as it sees fit.
 Your financial review, audit, or compilation must be updated to the NAMI Profile Center
 annually.
 8. Develop Your Board of Directors and Public Interface
 Process
 Responsibilities of the board include orienting, developing, and recruiting new board
 members to ensure effective management and oversight of the organization as it pursues
 its mission. Please review the Board Basics to ensure your operations are up to standard.
 As shared previously, your board will be governed largely by your bylaws. Bylaws are
 not changed frequently and are intended to provide overarching guidance - not specifics.
 Board Operating Policies (also known as Personnel Policies, if there is actual staff on
 payroll) provide detailed processes around operations and activities. All nonprofits are
 required to have specific operating policies intended to ensure the best interest of the
 organization. These were listed above in the section concerning abiding by state, IRS and
 organizational requirements and policies. Additional policies may be enacted should your
 Affiliate board feel it helpful in promoting clear communication and efficient operations.
 Such documents are usually kept in a board manual, which can be updated and shared
 with new board members as part of an orientation.
 For the Re-affiliation process, Affiliates will also be expected to identify an Advocacy
 Lead (NAMI’s suggested job description) within the Affiliate to lead advocacy activities
 within the local community and ensure the affiliate’s policy platform is in line with
 NAMI and NAMI Virginia’s. This is something with which NAMI Virginia can assist.
 Check our website frequently for information to guide your local platform. Advocacy
 Leads are intended to ensure the essential component of advocacy is addressed by
 Affiliates.
 All Affiliates will be asked to ensure their Affiliate brochures, websites, membership
 form and newsletters reflect NAMI Branding. For the brochure and membership, use this
 template as a guide to ensure yours meets expectations around standardized dues. Having
 a website is not required, but, IF the Affiliate has a website (or social media presence), it
 is a requirement to use the approved NAMI logos and to keep content current and
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/Organizational-Development/Financial-and-Risk-Management
 http://namivirginia.org/affiliates/resources-for-affiliates/strengthen-your-board/
 https://docs.google.com/document/d/14s8WD3AAazgjQqI9-vuLQcYJgkM8iCikDTLZEhs0tb8/edit?usp=sharing
 http://namivirginia.org/advocacy/
 http://www.nami.org/identity/
 https://www.nami.org/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-Affiliates-Seeking-Re-affiliation-The-Nuts-an
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 relevant. If your Affiliate does not already have a website but wishes to have a web
 presence, NAMI is offering Affiliates access to a free NAMI Extended Profile. You can
 learn more about these by contacting NAMI.
 Please note: Your Affiliate logo, letterhead, brochure, newsletter template, website URL,
 website screenshot, PO Box address, phone number, email address, program list,
 membership form, advocacy platform and advocacy lead person will all need to be
 uploaded to the Profile Center. All affiliate board members must have active
 memberships in NAMI 360, and, if your affiliate has any staff, the staff must be listed in
 the ‘State/Affiliate Leaders’ section on NAMI 360. If anything changes to any of these
 documents, the updated versions must be uploaded.
 9. Request for NAMI Virginia Review Affiliate for
 Endorsement with NAMI
 As you complete the requirement and accumulated verifiable documentation, your SOE
 lead will need to upload these documents to the Profile Center for review by NAMI
 Virginia and NAMI. It is advised that you do not upload until you are sure they are ready
 because of the risk that some things will get outdated while you are waiting to go through
 the process. For example, if your proof of General Liability coverage expires by the time
 you go through the review process, you will need to go back and upload a new copy
 showing current coverage. That being said, there are going to be some materials (such as
 minutes) that can be uploaded as soon as they are ready, as those don’t have an
 “expiration” date. In short, we encourage you to complete and upload as much as possible
 without running the risk of having to go back and re-do things.
 Once you have assembled and uploaded all the necessary documentation, do a final
 review of the guiding document that NAMI has provided for all state organizations in
 what we will be using the vet your documentation. Then, formally alert NAMI Virginia
 of your desire for review.
 If there are items that NAMI Virginia believes need to be revised or things that are
 missing, NAMI Virginia will reach out to work with you to address them. Once all
 expectations are met, NAMI Virginia’s Board of Directors will vote on whether to
 formally endorse your Affiliate for Re-affiliation with NAMI. The endorsement (or lack
 thereof) will be communicated to your Affiliate. If endorsed, an endorsement letter and
 the NAMI Virginia Board of Directors minutes documenting the vote will be uploaded to
 the Profile Center, and NAMI will be notified to begin their formal review. Once NAMI
 approves your documents and the NAMI Virginia Board of Directors’ endorsement, then
 mailto:[email protected]
 https://docs.google.com/document/d/117QqOHp8Rgm90xsMrbbE0V9Q1MwGtT4Uy0a9CAma9is/edit?usp=sharing
 http://extranet.nami.org/ProfileCenter/default.aspx
 https://drive.google.com/file/d/0B051yQHM5FOvVVJ1XzlLYTFlcG8/view?usp=sharing
 https://drive.google.com/file/d/0B051yQHM5FOvVVJ1XzlLYTFlcG8/view?usp=sharing
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 the NAMI (national) Board of Directors will vote to endorse your Affiliate. That is the
 final step! However, please know that due to the volume of Affiliates from around the
 country seeking Re-affiliation and timing of NAMI board meetings (only four annually),
 formal recognition as a re-affiliated NAMI Affiliate may take some time. Once NAMI’s
 Board of Directors approves your Affiliate, everyone will be notified and NAMI will
 send formal documentation indicating such, which will include the Affiliation
 Agreement. All Affiliates are expected to sign this legal document as the final step. These
 items shall be uploaded and housed in the Profile Center.
 Questions? Contact Sarah Steadman at 804-285-8264 x203 or
 [email protected] or for financial sections, contact Deborah Michael at 804-
 288-0162 or [email protected].
 https://www.nami.org/getattachment/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-State-Organization-Re-affiliation-Tools/NAMI-State-Organizations-and-Re-affiliation/INCORPORATED-AFFILIATE-AGREEMENT.pdf
 https://www.nami.org/getattachment/Extranet/NAMI-State-Organization-and-NAMI-Affiliate-Leaders/NAMI-Standards-of-Excellence/NAMI-State-Organization-Re-affiliation-Tools/NAMI-State-Organizations-and-Re-affiliation/INCORPORATED-AFFILIATE-AGREEMENT.pdf
 mailto:[email protected]
 mailto:[email protected]
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