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BOARD OF DIRECTORS

From the Bylaws: The Board of Directors shall ashef the statewide President, Vice-President,
Secretary, Treasurer, the immediate Past Presiderdilable, and the Presidents of all affiliated
chapters, all of whose terms of office shall be paar, plus six Directors-at-Large elected by the
general membership of the society whose termsfmfeo$hall be two years. Three Directors-at-Large
shall be elected each year.

All members of the Board of Directors should:
* Be a member of NSPO.
* Familiarize themselves with the mission, policesd bylaws of NPSO.
» Serve on one or more State committees, if possible.
* Mentor new Board members.
» Communicate with local Chapter members about cotemitvork and NPSO activities.

President

Position Duration: One year.
Position Description: Preside over meetings and be spokesperson forgaaization.
Knowledge/Skills/Abilities Required: Good organizational, personal communication aeéting
facilitation skills.
Essential Functions:
» Facilitate the quarterly Board meetings, includieyeloping an agenda.
* Respond to inquiry letters, e-mails, telephonescals needed, and forward information to
the membership or committee chairs.
e Support and work with Board and committees.
* Work with attorney as needed on legal issues.
» Coordinate with Native Plant Conservation CampaktarthShare of Oregon, various
environmental groups on issues.
» Update a list of Committee chairs and members &dchnd distribute the list to the Board
and Committee chairs.
* When new Chapter Presidents are elected, oriemt gmetheir duties as a voting Board
member, such as attending Board meetings and pngvigharterly Chapter reports.
* Encourage Board members to serve on committees.
Optional Functions:
* Serve on one or more committees, such as the B@tgamittee.
» Be a speaker for other groups about NPSO.
» Attend meetings of different chapters whenever iptess
» Attend the EarthShare Oregon annual meeting (lattevy.



Vice President

Position Duration: One year.
Position Description: (from the Bylaws) The Vice President shall presidéhe absence of the
President and shall perform additional functionse@giired. He/She shall become President
immediately if the office of President becomes vdca
Knowledge/Skillg/Abilities Required: Good organizational, personal communication anctimgge
facilitation skills.
Essential Functions:

» Attend Board meetings and be an active, votingg@pant.

* Provide support and perform additional functionsesgiested by the President.

* Coordinate the annual report for the December Balle

Secretary

Position Duration: One year.
Purpose of Position: Elected voting member of the Board who keeps msateall meetings and
prepares directives and other documents as presicoypthe Board of Directors.
Knowledge/Skills/Abilities Required: Ability to take notes during Board meetings and
summarize them for later distribution; access taieand to a laptop computer for quarterly
meetings is recommended.
Essential Functions:
» Keep the minutes of all meetings of the Board oEBtors and the statewide annual
membership meeting.
» Write "Highlights of the State Board Meeting" foretBulletin issue that immediately
follows the Board meeting.
» Solicit electronic chapter and committee reporisrgo Board meetings.
* Maintain the NPSO archives.
» Maintain regular contact with chapter presidents ativer Board members.
» Keep email lists of the Board members (voting aod-woting).
* When new chapter presidents are elected, notifjvi@bership ChaiBulletin editor, and
Kalmiopsis editor.
* Report on Chapter status at the quarterly wintar8oneeting:

» Queryww. filinginoregon. com under the link “Business Name Search” for
the Native Plant Society of Oregon to obtain adisChapters that are currently
registered with the State of Oregon, Corporatiovi€ion.

= Queryww. st ate. or.us/cgi-bin/ O gQuery. pl forthe Native Plant
Society of Oregon to obtain a list of Chapters tratcurrently registered with the
State of Oregon, Department of Justice CharitalokevAies Section.

Treasurer

Position Duration: One year.
Position Description: Maintain the financial records.



Knowledge/Skills/Abilities Required: Accounting skills helpful. A professional can beehi to
handle annual IRS forms.
Essential Functions:

Serve on the Budget Committee.
Make deposits of checks as received.
Write checks, such as for budgeted items, to Cingpiagce a year and as requests are
received.
= Obtain Chapter treasurer names and contact infaymad send dues to Chapter
treasurer.
Reconcile bank accounts monthly.
Prepare financial statements quarterly.
Respond to special requests for financial infororati
Prepare year-end forms, such as 1099s, IRS 99Cahds, or prepare required
information for accountant.
Attend quarterly Board meetings and participata asting member.
Prepare reports for the quarterly Board meetings.

Immediate Past President

Position Duration: Until a new President is elected.
Position Description: Provides background, continuity, and assistantkgmew President and

Board.

Essential Functions:

Voting member of the Board.
Provide history, tradition, guidance to the Presidend the Board.

Director-at-Large

Position Duration: Two years.
Position Description: Voting member of the NPSO Board of Directors.
Essential Functions:

Attend Board meetings and actively participatelmBoard and in decision-making.
Stay informed about NPSO projects, activities amaninership concerns.

Chapter President

Position Duration: Generally one year (depends upon chapter bylaws)

Purpose of Position: Lead the Chapter and represent the Chapter toRr&ONBoard of Directors.
Knowledge/Skillg/Abilities Required: Preside over meetings and be a spokesperson for the
Chapter.

Essential Functions:

Serve on State NPSO Board as a voting member gentiajuarterly Board meetings.

Report on state Board activities and decisiontéachapter.

Provide a quarterly report to the state Board Sangreaind raise Chapter issues as needed to
the state Board.



Provide Chapter treasurer name and contact infeomé&t Board treasurer. Chapter fiscal
year should match the Board fiscal year, whiclhédalendar year.

Facilitate Chapter membership meetings and Ch&atard meetings.

Work with Chapter Board to coordinate field tripspgrams, publicity, and other activities;
delegate tasks, as needed.

Be accessible and responsive to communications @bapter members and the general
public by phone, post and email.

Work with Chapter Board to ensure all positionsfdied.

Encourage members to participate in chapter lehigers

Inform the State Board Secretary when a new Ch&ptsident is elected.

NON-VOTING BOARD MEMBERS

Five officers, who are appointed by the Presidedt@nfirmed by the Board, are non-voting the
Membership Chair, the editors of tBelletin andKalmiopsis, theBulletin Mailing Coordinator,
and the Web Site Coordinator. They are given eaticall Board meetings and have the right to
attend and participate at Board meetings.

Membership Chair

Purpose of Position: Maintain the roster of members, process duespavdilice address labels for
the monthlyBulletin mailings. Coordinate the work of the Membershipruttee.
Knowledge/Skills/Abilities Required: Specialized knowledge is required to use and ra@ithe
membership database.

Essential Functions:

Maintain the electronic Membership Database.

Receive dues payments from new and renewing merabdrdeposit to the NPSO bank
account.

Send a deposit report for each bank deposit ttNBH®O Treasurer.

Send welcome packets to new members and thanketteud to large contributors and ESO
donors.

Print standard (i.e., bulk) mailing labels for thenthly Bulletin, fill out USPS forms, and
deliver labels to the Mailing Committee.

Annually generate and send electronic file of mailiabel addresses for Kalmiopsis.
Generate and send various monthly or quarterly neeshipp reports to the Bulletin Editor,
Mailing Committee Chair, Chapter Presidents and\R&O Board.

Every other year (odd numbered years), generatenaido all active members a
Membership Directory (mailed from Portland).

Coordinate printing of membership renewal envelapssrted into the Bulletin once per
year.

Bulletin Editor

Position Description: Receive materials for the NPSO newsletter, ddapeut, and prepare the
publication for printing.
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Knowledge/Skills/Abilities Required: Computer, graphical software, and newsletter sarfivio
accommodate thBulletin template; email access.
Essential Functions:

Receive articles, announcements, and other infeomat
OrganizeBulletin layout.

Submit the electronic copy to the printer.

Submit a web version of the monthly calendar to Waster.

Bulletin Mailing Coordinator

Position Description: Coordinate the bulk mailing of the NPSO newsletter.
Knowledge/Skills/Abilities Required: Coordinate mailing of the monthly (11 times/yeu)letin
(coordinator should live near where tBdletin is printed).

Essential Functions:

Coordinate wittBulletin Editor on when th@&ulletin printing will be completed at the print
shop.

Coordinate date and time when Bdletin Mailing Committee meets.

Pick up printedBulletins from the print shop.

Pick up printed address labels from Membership Chai

AssembleBulletin Mailing Committee and supervise the applicatiomadress labels and
division of newsletters into trays including thdraxnewsletters that are sent to chapter
presidents.

Deliver newsletters to the Post Office with apprater bulk mail form, and pick up empty
trays for next time.

Gather postage receipts and coordinate mail acdands with NPSO Treasurer.

Check print shop bill for accuracy.

Kalmiopsis Editor

Purpose of Position: Edits all content and oversees the productiokabmiopsis.
Knowledge/Skills/Abilities Required: Computer, email access, and word processing sadtwar
Essential Functions:

Solicit articles forKalmiopsis.

Obtain books for review and recruit appropriatdeesers.

Edit articles with input th&almiopsis Editorial Board, and technical reviewers (as negded
Negotiate with authors for final form of manuscript

Coordinate th&almiopsis layout with the pagesetter, including PDF versionviebsite.
Coordinate production with publisher, including @ibtng bids, proofreading, and
arranging bulk mailing.

Respond to inquiries abokalmiopsis.

Keep track of expenses, submit all bills to NPS&durer, and submit an annual budget to
the NPSO Budget Committee.

Submit quarterly reports to NPSO Board.



Web Site Coordinator

Position Description: Maintains the NPSO web site under the directiothefBoard.
Knowledge/Skillg/Abilities Required: Knowledge and ability to maintain the NPSO web. site
Essential Functions:
* Maintain the NPSO web site, including the followipaiges: Chapter specific (one per
chapter) Bulletin archives Kalmiopsis;
» Coordinate with chapters to set up their own coteteweb sites.
* Post pdf version of thBulletin monthly, and archive the oBulletin.
» Update the calendar page monthly.
» Pay fees to retain the domain name and web has¢éingce, and submit bills to the
Treasurer.
* Post special information such as annual meetirgyimition, conference announcements,
and Occasional Publications announcements.
* Update the Positions and Policies pages as needed.
» Establish and keep current the Links pages.

COMMITTEES, CHAIRS, AND COORDINATORS

Budget Committee

Committee Description: Develop draft of the annual budget, and update éiag necessary.
Knowledge/Skillg/Abilities Required: Knowledge of NPSO income and expenses.
Essential Functions:
» Chair organizes the committee, which includes trea3urer.
* Develop draft of annual budget based, in part, ast pudgets and reports from individuals
responsible for major expenditures.
* Present budget to the Board at the January quanextting (State Board fiscal year
matches the calendar year).
* Review the Society’s finances throughout the ykeep Board up-to-date on changes.

Conservation Chairs (East Side and West Side)

Position Description: Coordinate regional conservation activities of 8oeiety.

Knowledge/Skills/Abilities Required: Knowledge of NPSQO'’s bylaws, policy positions, and

customs and a willingness to represent the sooietgonservation issues in a civil, thoughtful

manner; have a computer, internet connection, aralewillingness to spend 4-6 hours per week

on the position.

Essential Functions:

* Understand the mission and policies of NPSO ancesgmt NPSO through letters (e.g.,

letters of input that are civil and science-basedgrviews, and other means of
communication that are consistent with the missioa policies.




» Seek guidance and approval from State Board arsiderdg when representing NPSO by
letter or analysis of policy document. At least atieer NPSO person, such as a committee
member, the President, or another Board membeu)dipoovide input or evaluation.

» In general, NPSO communications on conservatiaressf statewide concern
should bear the signature of the President. Comgatians on issues of regional
concern should bear the signature of the appr@pEast Side or West Side Chair.

» Coordinate with local Conservation Chairs or Chaptesidents regarding issues of local
concern.

= Communications on local issues should bear theatiige of the appropriate
Chapter president.

» QOccasionally, issues that are local in geograptops may be of regional — or even
statewide — significance, and thus should be “budnyg# to the appropriate level.
In all cases, communication between potentiallg@#d levels should be the norm.

» Write detailed responses to scoping proposals,r&nriental Assessments, and
Environmental Impact Statements.

» Willingness to listen to and work with individuatsrganizations, and agencies (USFS,
BLM,

 ODA, USFWS, ODFW) whose activities affect nativarngbk and habitats.

* Provide the President, or other appropriate offiaéth copies of letters.

EarthShare Oregon Coordinator

Purpose of Position: Liaison between the NPSO Board and EarthShare @rego
Knowledge/Skills/Abilities Required: Knowledge of NPSO and willingness to learn abouDRS
Essential Functions:
» Coordinate preparation of the annual ESOR re-affdn package submitted in early March
* (includes collecting the NPSO Annual Report, budiggest IRS Form 990 and State Tax
filings, and the State Form CT-12).
» Coordinate direct contributions to NPSO, i.e., eashat the membership chair receives the
information from ESOR.
» Track volunteer points contributed by NPSO andrimfthe Board of deficiencies early
enough to ensure we meet our goal.
» Facilitate NPSO volunteers during the ESOR campségison, as needed.
» Attend the ESOR Annual Meeting, usually in March.
» Submit reports to the NPSO Board for each quartedgting and attend several Board
meetings each year.
* Ensure that those in charge of NPSO publicatioosive articles and logos (supplied by
ESOR) and other ESOR information for inclusionhinge publications, where applicable.
Optional Functions:
* Serve on at least one ESOR committee and hold @RESoard or senior level position, or
facilitate this for NPSO members, as positions bhezavailable.

Field Research Grants Committee

Position Description: To review field research grant proposals submittedeer the guidelines and
recommend to the Board which ones to fund. Alstuthes reviewing ad hoc and cost share
proposals outside of the field research grant pgabprocess.
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Knowledge/Skills/Abilities Required: Basic field research and budgeting experiencessalde.
Essential Functions:
» Solicit requests for proposals in the January agfardraryBulletins.
* Review proposals and make recommendations to thedBspring meeting) for funding.
* Ensure final reports from grant recipients are sttiechto NPSO for publication in the
Bulletin.
* This Committee administers the Leighton Ho Memdriald Botany Award and field
research grants (Willamette Valley Chapter admangsthe Jean Davis Memorial
Scholarship fund).

Friends of the Oregon Flora Project Chair

Position Description: Coordinate the outreach and fundraising effortiBSO for the Oregon
Flora Project.

Knowledge/Skillg/Abilities Required: Knowledge of the Oregon Flora Project and fundngisi
Essential Functions:

» Write grants, organize events, and solicit funds.

* Promote NPSO involvement in Oregon Flora Projeatestide by being liaison for
volunteer activities and encourage field work tthga data for Atlas database or Photo
Gallery.

* Provide outreach to non-NPSO audience through ptatsens, distribution of brochures,
posters, and written contributions to society netists or to newspapers.

Optional Functions:

» Establish an events calendar of general interesgtshops, lectures, field trips, and
entertainment for fundraising purposes; organizeiarplement the events.

» Serve as a contact with botanic gardens and orgtons to promote the Oregon Flora
Project.

Legislative Chair

Position Description: To follow the state legislative activity and nottfye Board on issues of
concern to NPSO; special attention is needed winetegislature is in session.
Knowledge/Skillg/Abilities Required: Knowledge or willingness to learn the state legigéa
system and the ability to follow developments wihiile legislature is in session.
Essential Functions:
* Serve as the liaison between NPSO and the Staislaege.
» Communicate with the R&E Committee, Conservatioi@h and interested NPSO
members on issues for presentation before the ladgyis.
* ldentify and communicate with other organizationthwimilar goals to strengthen cases
for presentation to the Legislature.
* Present information to the Legislature in a tinfalghion.
Optional Functions:
* ldentify issues of urgent concern to NPSO, andWliheir development in the Legislature.
» Foster relationships with key people in the Ledisiaand state/federal agencies to keep
information flowing.
» Testify, if appropriate, to present NPSO positionissues (i.e., lobby).
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* Actively communicate with the members of NPSO atieninvolved organizations on

actions needed (e.g., send email notices to listestablish phone trees for urgent action
items; write press releases).

List Serve Coordinator

Position Description: Oversee the NPSO list serve

Knowledge/Skillg/Abilities Required: Computer, internet and email access, and techskdéd to
handle the list serve.

Essential Functions:

e Delete outdated email addresses from the subsdisben the server.
e Assist list subscribers.

» Deal with any problems that may arise, seekingtifqfmum the President if needed.

Nominations Committee

Committee Description: Coordinate NPSO Board of Director elections
Knowledge/Skillg/Abilities Required: Powers of persuasion
Essential Functions:

» Solicit candidates for elected positions, and rev@md nominations to the President by
December 1st.

Fellows Committee

Committee Description: Coordinate annual NPSO Fellows nominations and dsvar
Knowledge/Skills/Abilities Required: None required.
Essential Functions:

» Solicit nominations and recommend nominees to tha&r@ at the winter Board meeting.
» Coordinate with nominator to write an article falmiopsis.

» Purchase award plague and present to awarde¢f® Ahnual Meeting.

REGULAR EVENTS & ACTIONS

How and When to Renew NPSO Non-Profit Status

NPSO Satewide Organization
General: Be knowledgeable of and comply with all state agutkfal rules and regulations.

US Internal Revenue Service
* The state NPSO organization is a 501(c)(3) noniprof

e Form 990 or 990EZ must be filed annually if anngralss receipts are in excess of $50,000;
otherwise the “e-postcard” Form 990-N must be fil¢& pro forma Form 990 prepared for
Earth Share does not need to be filed with the)IRS.
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State of Oregon
» Stateof Oregon, Corporation Division: Annually renew our business name registration
with the Oregon Secretary of State.
* Oregon Dept. of Justice: Annually in May, Form CT-12 must be filed with tR¥egon
Department of Justice, Charitable Activities Sattio

Nonprofit Mailing Status: The State NPSO non-profit mailing status is mairgdiby mailing at
least once every two years at each post office evtverhave a permit:

Eugene Bulletin monthly

Medford -Kalmiopsis once a year

NPSO Chapters
US Internal Revenue Service
« If a Chapter's annual gross receipts are greater $b,000, the Chapter must apply for IRS
recognition of its 501(c)(3) non-profit status.

State of Oregon
» Stateof Oregon, Corporation Division: Annually each Chapter must renew their business
name registration with the Oregon Corporation Dons The following Chapters are
registered and current (February 2011):
» Cheahmill Chapter
Corvallis Chapter
Emerald Chapter
Mid-Columbia Chapter
Portland Chapter
Siskiyou Chapter
Umpqua Valley Chapter
Willamette Valley Chapter
The following chapters are officially “dissolved”:
» High Desert Chapter (as of 11/17/2010)

Chapters that do not maintain a current registnatidth the Oregon Corporate Division

will be considered “inactive” by the state Boardfectors. At the October 23, 2010
Board meeting a vote was passed to hold a maxinfB2aD for each inactive chapter in
the state budget as start-up costs in case theechdgrides to renew active status. At the
January 22, 2011 Board meeting it was decidedpbaple submitting membership dues in
the geographic area of an inactive chapter willmhembers-at-large.”

* Oregon Dept. of Justice: Annually in May each Chapter must file Form CT-1i#wthe
Oregon Department of Justice, Charitable Activigestion.

State Quarterly Board Meeting Host Instructions

The NPSO state Board of Directors holds 4 meetoggs/ear. Usually one Board meeting is held
on the Sunday of the Annual Meeting weekend. Theameing three Board meetings are hosted by
NPSO chapters. The following describes the taskgianing for a chapter to host a Board
meeting.
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Find an appropriate meeting space (enough to acouolata 30-35 people) and reserve
space.

Considerations for space: available parking nearlnear public transport, bathrooms
available, centrally located.

ProvideBulletin Editor, Webmaster, Board President, and Secretahylacation
information in time for inclusion in thBulletin issue prior to the meeting.

Provide coffee, tea, juice, snacks.

Seek invitations from chapter members to house Bowmbers traveling a long distance.

Annual Meeting Host Chapter Instructions

Each year a different NPSO chapter organizes asts loe annual meeting. The following lists
tasks associated with hosting a meeting:

1.

Determine the geographic location for the meetdaeé not have to be held in the area of
the host chapter). Locate a facility that can acooatate around 120 people and that has an
attached kitchen or room for the caterer to prefaod; provide space for vendors.
Determine the dates for the meeting, and coordiplaies so as not to conflict with other
events that may be scheduled at the same time asuttte Siskiyou Field Institute.
Obtain information about lodging, including nearbgtels and campsites.
Arrange for catering (include option for vegetasan

Friday night: appetizers or dinner and beverage st bar)

Saturday: breakfast, sack lunches, and banqueg¢d({no host bar)

Sunday: breakfast; beverages and snacks for SuBwkyl meeting.
Select Saturday field trips and leaders: plan @r@pmately 9-12 field trips, each with 10-
15 people.
Find speakers for Friday (optional) and Saturdayts. The speaker for the Saturday night
banquet should be someone with a broad interegbetmembership; the state budget
includes a small speaker's stipend.
Provide an announcement for the Bulletin at leda®tda months prior to the meeting. If
possible, prior to the meeting, provide an artfolethe Bulletin on the flora of the area
where the meeting will be held.
Register attendees, including informing them dfifieip and lodging options, and keeping
track of meal and trip selections, payments, ahdranformation. Include Field Trip
Liability Waiver in registration packet.
Prepare registration packets and provide volunteersgister attendees upon arrival Friday
evening and Saturday morning (e.g. provide mekéts; name tags, field trip logistics, and
other information).
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APPENDIX

Chapter Information on Bylaws

The NPSO state bylaws (2002) Article IX has a sectegarding Chapter Organization. Section 7
states “Local chapters are authorized to adopt tvem by-laws, not inconsistent with those of the
Society.” The bylaws or their amendments musterg ® the secretary of the state Board of
Directors to be put on the meeting agenda of ther@®of Directors. At that time the Board will
check the chapter bylaws to ensure they are inrdance with the NPSO state bylaws. Chapter
bylaws are voted upon by the chapter members.

Organization Law, February 2011

Prepared by Dave Dobak

General
An excellent explanation to organizing a chaptdoisd at:
http://www.doj.state.or.us/charigroup/howtobe.shtml

Federal Law

Requirements

The organizations described in IRC Section 501J@(8 commonly referred to under the general
heading of "charitable organizations." Organizatidescribed in IRC Section 501(c)(3) ... are
eligible to receive tax-deductible contributionsarcordance with IRC Section 170.

The exempt purposes set forth in IRC Section 5¢3)aclude educational and scientific (and
many other purposes). The articles of organizatost limit the organization's purposes to one or
more of the exempt purposes set forth in IRC Sedi@l(c)(3) and must not expressly empower it
to engage, other than as an insubstantial pat$ ettivities, in activities that are not in funthece

of one or more of those purposes.

Assets of an organization must be permanently dégticto an exempt purpose. This means that
should an organization dissolve, its assets mudidtebuted for an exempt purpose described in
this chapter, or to the federal government or $tagée or local government for a public purpose. To
establish that an organization's assets will benpaently dedicated to an exempt purpose, the
articles of organization should contain a provismsuring their distribution for an exempt purpose
in the event of dissolution.

The organization must not be organized or operatethe benefit of private interests, such as the
creator or the creator's family, shareholders efdiganization, other designated individuals, or
persons controlled directly or indirectly by sucivate interests. No part of the net earnings of an
IRC Section 501(c)(3) organization may inure toltkeeaefit of any private shareholder or
individual.
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Any organization eligible to obtain recognitioneemption from federal income tax under
Section 501(c)(3), that has gross receipts in &adible year of normally not more than $5,000,
may be considered tax exempt under section 50} (eygh if it does not file an Application for
Recognition of Exemption. This means that so lasg Chapter remains within the $5,000 annual
gross receipts limit, and it acts in accordancé wie rules governing 501(c)(3) organizations, then
it is in fact a 501(c)(3) organization, even witheuplicit IRS recognition.

“ ... normally not more than $5,000 ...” is detared by averaging the Chapter’s gross receipts
over a three year period. If the Chapter’s greseipts even once exceed this threshold, then an
Application for Recognition becomes mandatory. sTdan happen if a Chapter receives a
substantial gift or bequest. It can also happeabse of the fees the Chapter collects when
sponsoring an Annual Meeting.

Application for Recognition

To apply for recognition by the IRS of exempt ssatis an organization described in section
501(c)(3) of the Code, use Form1023, ApplicationRecognition of Exemption and its
instructions. The application must be complete armbmpanied by the appropriate user fee. For
more information, see Publication 557, Tax-Exentpti® for Your Organization.

The organization must also have an employer ideatibn number, even if the organization does
not have any employees.

Except for ... public charities whose annual greseipts are normally less than $5,000,
organizations will not be treated as describecntien 501(c)(3) unless they notify the IRS that
they are applying for recognition of section 50{§¥status.

Some organizations are not required to file Fori@3L0These include ... any organization ...
normally having annual gross receipts of not mbeamt$5,000. These organizations are exempt
automatically if they meet the requirements of isecb01(c)(3). (Publication 557, page 18)

Publication 557, pp 6-7, describes the Group Exemptetter.

“If your organization is a central organization hvéffiliated subordinates under its control, it may
apply for a group exemption letter for its suboedées, provided it has obtained recognition of its
own exemption.” There follow two full pages of ingtions about how to apply and how to
maintain the group exemptions, with requirementsafmual reporting.

Filing Requirements

Tax-exempt organizations must file an annual infation return, Form 990 or 990EZ. Tax-exempt
organizations that have annual gross receiptsaroally in excess of $50,000 are required to file
the annual information return Form 990-N ( httgaéstcard.form990.org/ ) . If gross receipts are
between $50,000 and $200,000, Form 990EZ is redjuilfegross receipts exceed $200,000, Form
990 is required. These thresholds change from tintiene; consult the IRS.

NPSO is a participant in Earth Share. Earth Spargcipates in the Combined Federal Campaign.
All organizations participating in CFC are requitedile Form 990 with CFC. Earth Share
therefore asks each of its participants to pro#adeh Share with a Form 990, apparently to
facilitate consolidation of the individual reportslowever, CFC allows participant organizations to
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file a “pro forma” Form 990 with CFC, even thoudje torganization may file Form 990EZ or 990-
N with the IRS.

Helpful publications

Publication 557, Tax-Exempt Status for Your Orgatian.

Publication 4220, Applying for 501(c)(3) Tax-Exengatus.

Publication 4221, Compliance Guide for 501(c)(3x-Exempt Organizations.

Oregon Charities Law

Oregon law recognizes three types of nonprofit cafons: Mutual Benefit, Public Benefit, and
Religious nonprofit corporations. Public benebinprofit corporations include entities which hold
tax-exempt status from the Internal Revenue Seruicker Section 501(c)(3) and other groups
organized for public or charitable purposes. Putsinefit nonprofit corporations must include a
clause in their articles of incorporation stipulgtithat on dissolution of the corporation, its &sse
will be distributed to another entity organized &opublic or charitable purpose, to a religious
corporation, to the United States, to a stateg @ntorganization which is tax exempt under
Internal Revenue Code Section 501(c)(3).

All nonprofit, public benefit corporations organizender the laws of the state of Oregon for
charitable purposes must register with the Chdatalotivities Section of the Department of
Justice. All organizations registered must filaaal financial reports (Form CT-12).

Oregon Business Name
Each corporation must renew its business nametratyis annually, with the Secretary of State’s
office.

Summary of Required Documents

Articles of Incorporation

By-Laws

Employer Identification Number

Oregon Business Name Registration and Annual Report

Oregon Charities Registration and Annual Reports

IRS Letter of Recognition of 501(c)(3) Status (i€gter than $5000 annual revenue).
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