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Overview

Urgency
The “Incorporation Process” consists of 13 specific steps which are discussed here in four phases. Phases
A, B and C should be accomplished before launch. Phase D occurs after launch. Incorporation of the new
church is one of the first duties of the church planter. As soon as is possible and practical the planter
should complete the following tasks
(a) File the Articles of Incorporation
Incorporation gives the new church an official identity with the State. As a Kairos supported plant you are
asked to incorporate as a Church of Christ, which means having that name appear in your Articles of
Incorporation.
(b) Obtain a Federal Employer Identification Number (FEIN)
This must be obtained after incorporation and before opening a bank account.
(c) Open a Bank Account
After you have obtained the FEIN, a bank account needs to be opened for the new church. You will
typically need to take along your original articles of incorporation, your FEIN and the minutes from you first
Directors’ meeting.
These actions give the new church an official and allow the church to do business under its own auspices.
--------------------------------------- PHASE “A” -------------------------------------------------

STEP 1 CHOOSE A NAME
STEP 2 FILE INITIAL ARTICLES OF INCORPORATION
STEP 3 OBTAIN FEDERAL EMPLOYER IDENTIFICATION NUMBER (FEIN)
STEP 4 OPEN CORPORATE BANK ACCOUNT(S)
--------------------------------------- PHASE “B” ------------------------------------------------STEP 5 APPOINT INITIAL DIRECTORS
STEP 6 HOLD INITIAL BOARD OF DIRECTORS MEETING
STEP 7 ESTABLISH CORPORATE RECORDS BOOK
STEP 8 ADOPT INITIAL BY-LAWS
--------------------------------------- PHASE “C” -------------------------------------------------
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STEP 9 APPLY FOR FEDERAL TAX EXEMPTION (necessary for bulk mailing permit)
STEP 10 APPLY FOR STATE TAX EXEMPTION
STEP 11 APPLY FOR BULK MAILING PERMIT
______________________PHASE D: LAUNCH________________________
STEP 12 OBTAIN PERIL AND LIABILITY INSURANCE COVERAGE

Phase C items are covered in another procedures document. These items should be accomplished within
the first year of operation of the church plant, but are not critical to complete at this time.
There is no one method for successfully incorporating a church. The steps above constitute a reasonable
way to establish a church corporation. The goal of these steps is to bring the corporation into existence,
to “perfect” the corporation (establish corporate book, appoint Directors and Officers, provide initial
direction and authorization for Officers, obtain permits and tax ID numbers), and to obtain State and
Federal Exempt status.
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STEP 1 -- CHOOSE A NAME
The first step is to determine the state agency that handles incorporations. In most states it is the
Secretary of State, or it may be the Department (or Division) of Corporations, or some other title. The best
way to identify the responsible agency is to log on to the internet and research the government structure
for your state. This document will use the term “Secretary of State” to refer to the government agency.
Please substitute the responsible agency for your state in applying these instructions.
The Secretary of State will not accept a corporate name if it is the same as, or confusingly similar to a
name already on file. Typically you should be able to do a google search for the Secretary of State for your
state. You will probably be able to do a name search to identify a suitable name. If the name you desire is
already taken, you can usually modify the name in a manner that will allow you to use the name you want.
For example, if you wanted to use “Pathway Church of Christ” and it was already in use, you could name
your church “Pathway Church of Christ, Reno” and then your name would be unique and acceptable.
When you have decided on a name and have determined that it is available, most states will allow you to
reserve the name for a period of time. If that option is available, you should reserve the name to insure
that it will be available when you file the Articles of Incorporation.
Many states will also let you register online or download the registration forms. You will typically register as
a Nonprofit Corporation, with Members (if that question is asked).

STEP 2 – FILE THE ARTICLES OF INCORPORATION
There is no need for electing Directors or appointing Officers when you are filing the Articles of
Incorporation. The church planter, as incorporator, can take this step individually.
To incorporate, the incorporator (church planter) will prepare the Articles of Incorporation (see Appendix
1). These articles must be submitted with the appropriate fee to the Secretary of State (SOS). Your state
may allow incorporation online or in person. We encourage you to file the Articles in person, since you
may be able to complete the incorporation in a single day. In Oregon it takes about 45-60 minutes. You
will simply complete the form, attach your prepared Articles of Incorporation, pay the fee and walk out
with your certification sheet. If you are not near the responsible agency, try to send the Articles and a
cover letter to someone in the area who can personally deliver them on your behalf.
Upon receipt of the certified Articles of Incorporation, the church is incorporated. The application for
exemption, adoption of by-laws, and other steps occur at a later date.
A sample cover letter and Articles of Incorporation are shown in Appendix 1. You can modify these
documents and use them to incorporate your church plant.
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STEP 3 – FILE FOR THE FEDERAL EMPLOYER IDENTIFICATION NUMBER (EIN)
Go on the web and apply online at
http://www.irs.gov/businesses/small/article/0,,id=102767,00.html
You will complete the application using their fillable form, or you may print and fax the form. If the
application is faxed to the IRS, allow 4 working days for a reply. We recommend you apply via the internet.
When you complete the application you will receive your EIN electronically. Print the form SS-4 from the
review and keep it in your corporate records book.
Make certain to record your FEIN and keep it in a safe place with your corporate records. You will be
asked for this number on many occasions.
INSTRUCTIONS FOR FILING OUT FORM SS-4
Line 1 – Enter legal name of new Church
Lines 2 and 3 blank
Complete Lines 4-7
Line 8a -- Check the box for Church or church-controlled organization
Line 8b -- Enter the name of the state in which the church incorporated
Line 9 – Check the box for Started new business and enter “Church”
Line 10 – Enter effective date of your Incorporation
Line 11 – Enter “December”
Leave Lines 12-15 blank
Line 16a – Enter No (unless you have done this for a church before)
Lines 16b and 16c blank
Print name and title and sign the form
When you make application via the internet you will receive your FEIN via email the same day.
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STEP 4 – OPEN YOUR BANK ACCOUNT
Each bank will have slightly different requirements for opening an account. At the least, you will be
required to have a copy of your certified Articles of Incorporation and your FEIN with you. You may also be
asked to have the minutes of a Board of Directors meeting identifying those who will be signatories on the
account. Call your bank and ask them what documentation they require before spending the time on a
wasted trip.

------------------------------------------------PHASE B TASKS---------------------------------------STEP 5 – APPOINT INITIAL DIRECTORS
Upon receiving the requested certified copies of the Articles of Incorporation from the Secretary of State,
the Incorporator should prepare for the first meeting of the Board of Directors. In order to hold this
meeting, the Incorporator must appoint Directors.
There are no formalities required to appoint Directors, i.e., the incorporator simply prepares a document
stating that the Directors are appointed and files the document in the Corporate Binder. This document
names the Directors. These appointments will be sanctioned by the newly appointed Directors at the first
Board of Directors meeting, as they sanction all of the Incorporator’s activities which have preceded the
first meeting.
The best option for Directors is to use some of your core team members. You may also use helpers from a
sister church which may be in the area.
You, the planter, can be one of the Directors. In fact, the planter may be the only Director, but this is not
recommended. The usual circumstance is for the planter to be a Director, and to function as Chairman of
the Board.
A sample of the appointing document is provided in Appendix 2. No formalities are needed beyond
preparing the document, signing it, and filing it in the corporate binder. A copy is not required to be sent
to the Secretary of State. The appointing document, as used by recent Planters, also states an intent to
adopt Bylaws at the first meeting.
The incorporator is now ready to call the first meeting of the Board of Directors, which is Step Six.

STEP 6 – HOLD INITIAL BOARD OF DIRECTORS MEETING
The initial meeting of the Board of Directors (Board) is necessary:
1.
2.
3.
4.

For officers to be elected,
For the Incorporator to resign and assume his new position,
For the Incorporator’s actions prior to the first meeting to be sanctioned by the newly
appointed Directors,
For the Directors to authorize and direct the newly appointed officers to proceed with the
variety of activities required to get the corporation off the ground.

The corporation has been established via the filing of Articles of Incorporation with the SOS, and now is
the time to start acting like a corporation. Although filing Articles with the SOS brings the corporation
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into existence and makes it a legal entity, this is not enough to ensure that a court or the IRS will treat
the organization as a corporation. It is the general corporate status which allows the corporation to be
treated as an entity apart from its directors, officers and employees, and allows it to be taxed (or not
taxed), sue or be sued, on its own. It is the corporate entity that insulates the people behind the
corporation from taxes and lawsuits. Courts and the IRS do, on occasion, scrutinize the organization and
operation of a corporation, particularly if it is directed and operated by a small number of people who wear
more than one hat (fill director and officer positions, etc.). If the corporation doesn’t pay much attention
to the theory and practice of corporate life, a court may disregard the corporate entity and hold the
principals personally liable for corporate debts. This is known as “piercing the corporate veil”. Most states
have pretty much a hands-off approach to Churches, and there is little likelihood of a “random” or “routine”
examination of a Church’s corporate structure.
CALLING THE MEETING
All special meetings of the Board require that the Directors receive formal notice of the meeting or, in the
alternative, that Directors sign a “Waiver of Notice of Director’s Meeting.
For this initial meeting, the Incorporator can simply gather those he has decided to perform as the initial
Directors and, as a part of the meeting, have a “Waiver of Notice of Director’s Meeting” be signed by all
the Directors and placed in the binder, attached to the minutes of the meeting.
For future reference, notice of Director’s and/or Member’s meetings can be verbal from the pulpit, by
church bulletin, by sending a notice to the last known address, by posting a notice in a conspicuous
place, etc. The Notice should cite what’s on the agenda (meeting not limited to these listed items). A
copy of the notice should be attached to the minutes, or the minutes should state the method of notice.
Additionally, the Directors can adopt a resolution that the Board will hold regular meetings [when, where,
etc.] and avoid documenting the notice for regular meetings. And, again, the Directors can always sign
the form to waive the “notice” requirement.
Although it is the Board’s choice as to how many Directors constitute a quorum for the purpose of holding
a meeting, most corporate action taken at a director’s meeting must be taken by a majority of those
present, with each Director given one vote. A Director who is absent from a meeting should sign a
consent to the proceeding of the meeting.
INITIAL BOARD MEETING AGENDA ITEMS
In order to establish the corporate veil to protect the organizers of the church, there are many items which
should be addressed and, most importantly, documented in the minutes.
It is important to make a motion and approve the amount of the housing allowance for the planter (and any
ordained staff members). Housing allowances can only be adopted prospectively; never retroactively, and
are available only to persons ordained for ministry. You have already completed housing allowance forms
for Kairos and/or your sponsoring church. Reflect those amounts in your meeting minutes.
Kairos strongly recommends that Bylaws be adopted at this first meeting. A set of recommended Bylaws
are included Appendix 3. The Bylaws are not set in concrete and can be amended at any subsequent
meeting, as long as the changes are made using the procedures provided in the recommended Bylaws.
As to the agenda items for this initial meeting, a sample of an initial meeting’s minutes follows this page.
The items included in these minutes constitute the minimum which should be covered. This will establish
the corporate structure and authorizations for completing the remainder of the initial steps of the church
incorporation. As part of this meeting, the Directors should sanction all of the Incorporator’s prior
activities, i.e., the filing of incorporation papers and the appointing of the Directors.
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All future meetings should generally follow the format of this initial meeting, i.e., call the meeting in an
acceptable manner; waive, or provide formal notice; function via motions, seconds, and votes; prepare
minutes; etc.

STEP 7 – ESTABLISH CORPORATE RECORDS BOOK
A Corporate Records Book needs to be established.

The simplest form is a three ring binder.

This binder will keep all documents in an orderly fashion. These documents include Articles of
Incorporation, the notice of your FEIN, Bylaws, and Minutes of the Board of Director’s Meetings, at the
minimum.
Tabs in this binder may include:
Articles of Incorporation
Bylaws
Board of Directors Meetings (minutes)
Members Register
Certificates (501 c3, FEIN, Bulk mailing permit, etc.)
This binder should be kept at the principal office of the corporation at all times (which will probably be the
planter’s home office). At this point, the certified Articles of Incorporation should be placed in the binder.
Readings on this subject suggests that this binder should be available to Directors, Officers, and selected
staff, and should be accessible but separate from the Church’s general files.

STEP 8 – ADOPT INITIAL BY-LAWS
Bylaws are established to set forth the operating ground rules for the corporation. The Nonprofit Religious
Corporation Law defines the Bylaws of religious corporations as “the code or code of rules used, adopted,
or recognized for the regulation or management of the affairs of the corporation irrespective of the name or
names by which such rules are designated.”
Thus, in the words of the Select Committee for the Revision of the Nonprofit Corporations Code, the state
“recognizes that certain religions are governed in part by ‘canons’ or other ecclesiastical documents or
doctrines not contained in a document labeled ‘bylaws’.” So the provisions of law which apply to religious
corporations, and which would customarily be included in a corporation’s Bylaws, are considerably more
flexible than those which apply to other nonprofit corporations. Specifically, while they do state certain
fundamental rules regarding the operations of religious corporations, many of these apply only if the
corporation’s Bylaws, canons, etc., do not provide otherwise. The provisions of law can be considered
“default” provisions which are in effect for religious corporations which do not address the same individual
subject in adopted Bylaws or its established Canon.
It seems, therefore, that a church will take advantage of the flexibility afforded it in the law, by determining
the rules of conduct and operation which will best promote success for the purposes of the church’s
existence, and memorializing these rules in the Bylaws.
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As the church grows, and becomes more complex in its formal and informal operations, and as the
diversity of ideas and opinions begin to exert pressure on basic moors and practices…… it becomes
increasingly important that the foundational rules are clear and documented. It also becomes very
important that the methodology for revising those basic rules should be formal, visible, and cumbersome.
Such is the value of documenting foundational rules in the Bylaws.
The “whereas” clauses in the minutes of the initial Board meeting are very significant, but these minutes do
not replace the Bylaws. The Bylaws should be a stand alone document which constitutes the rules of the
corporation, and in effect is a statement of “who we are”, “what we believe”, and “how we function.”
MEMBERS
The law provides for specific and formal activities of “legal” members in a “membership corporation”, i.e.,
electing Directors, and playing an active role in the corporate activities. Most churches however take
advantage of the flexibility the law provides to religious corporations, and they establish a non-formal
membership, i.e., a congregation. The congregation can contribute financially to, or participate directly
in, the religious purposes of the church corporation. Non-formal members (individuals who are not given
the technical legal status of “members” in the Bylaws) still can be called members and participate in the
programs, services and events of the corporation.
Appendix 3 contains a sample Bylaws and a sample certification of the Secretary. Both of these
(whenever Bylaws are adopted or revised), should be placed in the Binder.
At the time this manual was prepared, virtually all new churches were adopting the attached Bylaws
sample, with little or no change.
This sample set of Bylaws recognizes the importance of establishing the method of operation of the
Corporation, i.e., the Church. These Bylaws also demonstrate to all within, and without, the corporation,
that the Church intends to function as a nonprofit religious corporation, and is not operated by one or
more “individuals”. The Bylaws also clearly demonstrate that many functions emanate from church
doctrine, and most states have clearly accepted this as proper for religious organizations incorporated in
the State.
Planters should be aware that most states issues regulations on how corporations may function. Some
states, however, has found it impossible to write regulations for churches, which take into account all of
the various denominations of churches….. And to deal with the Canons of the churches vs. State laws
and regulations. Therefore, most states have given churches great latitude to operate as they wish…… as
long as each church recognizes the basic laws that protect the income and property of the church from
inuring to an individual’s benefit…….. And as long as any property remaining, for a failed church, is passed
along to another church.

STEPS 9 – APPLY FOR FEDERAL TAX EXEMPT STATUS
Application for Federal Tax Exempt Status is not necessary for a church to operate. Churches are immune
(exempt), as long as they meet the 1) organizational and 2) operational test found in the 501(c)(3) code,
that is "organized and operated exclusively for religious purposes," (and this "purpose" must be so stated in
the churches Articles of Incorporation), and the 14 common law criteria.
There are three distinct advantages, however, for you to file for tax exempt status:
1.

To obtain a Bulk Mailing Permit from the postal service, they will require you to furnish an IRS
Determination Letter. If you don’t have a letter, you cannot have a bulk mailing permit.
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2.

Being able to get the church property off the tax rolls; [Some tax assessors require the church to
produce a "Determination Letter," and yet some do not. Check in your area to see what is
required.

3.

Having solid assurance for your members and contributors that their contributions will be
recognized as to a religious organization for their personal tax purposes.

We recommend that you use the service provided by Cindy Trout to apply for your tax exempt status:
Cindy Trout
One Stop Biz Help
8457 Rogers Ln
Wichita Falls, Tx 76305
ctrout@ntbroadband.net
http://www.onestopbizhelp.com
(940) 237-1309
Cindy is quick, easy to work with, and will help you get your tax exempt status. The cost runs about $300.
Timing – You can expect to take up to 6 months to apply for and receive your 501 (c)(3) status. After
completing and filing your application the IRS has 120 days in which
List of Documents Needed For Application Processing
1. Articles of Incorporation Including any and All amendments. With State Certification of Filing.
2. Bylaws and/or any other rules of operation. Including any and All amendments.
4. Mission Statement & Vision
5. Explanation of Services - See Samples Provided in Appendix 4
6. Compensation detail ( If applicable )
List each Officer, Director, and Trustee.
List the 5 highest paid employees (over $50,000)
List the 5 highest paid contractors (over $50,000)
7. Brochures, Ads, Fliers, or copies or any other form of advertising for functions.
Add a description of the activities each copy advertises.
Include description of other activities which were not advertised of for which copies do not exist.
Include a description of planned activities and, if available, the ads that will be used.
8. Fundraising
Describe activities for the purpose of fundraising, either past or planned.
List each State and local jurisdiction where fundraising is held, either for yourself, or you raise for others,
or others raise for you.
9. Detailed financial data
Has the organization been in existence four or more years?
Yes. Attach the financial statements for the last four years.
No. Attach all the financial statements through the current year and budgets for the next years, to total

Page 10 of 10

four years. Use the growth/financial sheet you developed with Kairos.
Include as much detail as possible regarding the activities that provide the sources of revenue.
Segregate expenses as much as possible by line item.
Include Balance Sheet reconciliation's per account.
10. SS4 EIN Number
11. Survey questions that Cindy will ask for

STEP 10 – APPLY FOR STATE TAX EXEMPT STATUS

Each state has a different process for applying for tax exempt status. Check on requirements with your
state government online or in person as you file your articles of incorporation.

STEP 11 - OBTAIN BULK MAILING PERMIT
Urgency
Although the church has been incorporated, there are still a few steps that need to be accomplished as
soon as practical.
(a) Obtain Bulk Mailing Permit (Step 5)
It is important to obtain a non-profit bulk mailing permit at an early date in order to reduce the cost of
postage for mailing postcards to the community surrounding your meeting place. Refer to Exhibit F.
(b) Hold Board of Directors Meeting
Several activities can be completed at the first official meeting of the corporation. Refer to Exhibit G (Step
6) for the establishment of the official Corporate Records Book; Exhibit H (Step 7) for the initial meeting of
the directors; Exhibit J (Step 8) for appointment of the initial directors; and Exhibit K (Step 9) relating to
adoption of by-laws.
A Bulk Mail Permit is obtained to secure reduced mailing fees for large mailings. There are two kinds of
Bulk Mail Permits, i.e., the standard permit is available to anyone willing to pay an annual fee, who is
willing to sort the mail by zip code, and who is willing to adhere to a basic set of rules about the mailing .
. . and then there is the permit for “non-profits” which is available only to those who qualify for that
classification.
The decision to obtain a standard bulk mail permit is simply an economic determination. Because there
are fees and costs involved, there must be enough mailing activity to make the cost of the permit
economically viable.
Two (2) forms must be completed and submitted to the Post Office: PS Form 3624 (Application to Mail at
Nonprofit Standard Mail Rates) and PS Form 3615 (Mailing Permit Application and Customer Profile).
A permit to mail at the Nonprofit Standard Mail rates involves:
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1.

Qualifying as a nonprofit organization within the guidelines established by the postal service.
(Churches obviously qualify)

2.

Filing a PS Form 3624 with the Bulk Mail Clerk at the Post Office where the mailings will be made.
You may obtain this form by going to www.USPS.com When you get to the web site, Enter “Form
3624” in the Search Box located in the upper right-hand corner of the webpage. Then, scroll down
to Form 3624 and download the form. Also, see Page 3 of this Exhibit for help in how to fill out the
form.

3.

Providing evidence (supporting documentation) that the organization is a nonprofit and that none of its
income inures to the benefit of any private stockholder or individual.

4.

Agreeing to abide by the rules established for mailing items under the Permit.

After you have completed PS Form 3624, (a) take the form to the post office where the church will be
doing its mailings, (b) go to the bulk mail clerk, and (c) ask for PS Form 3615 to obtain a Bulk Mailing
Permit Number. You will need a check for $150, a one-time fee for setting up the Bulk Mailing Account
for your church.
Experience suggests that most Post Offices have a Bulk Mail Clerk, who handles the applications from
nonprofits, and that the Nonprofit will have an ongoing relationship with that Bulk Mail Clerk.
Experience also suggests that all Bulk Mail Clerks dance to different drummers, i.e., the type of evidence
which will be accepted with the Nonprofit Application at one post office, will be rejected by another. The
prime example is the need for a Federal Tax Exemption. Some Bulk Mail Clerks will accept a letter from
an attorney (speaking to the fact that the organization qualifies for nonprofit status), or will accept financial
statements prepared by an independent entity (such as Kairos) who attests to the nonprofit status -- and
other clerks will not. The clerk who will not accept this type of evidence will demand a Federal Exemption
Letter before processing the application.
The principal similarity among these clerks involves their insistence on Articles of Incorporation and a set of
Bylaws, plus examples of the mailings the church expects to undertake.
Evidence also suggests that the way the bulk mail is actually handled can vary dramatically from one post
office to another. Some post offices are trustworthy and efficient, while other post offices have horror
stories told about their handling of these items. The horror stories include mailings going out very late, as
well as stories about mailings never going out at all. This clearly suggest that the Planter should establish
an up-close and personal relationship with this clerk, and attempt to achieve a relationship in which the
clerk takes a special interest in the handling of the Planter’s mailings, i.e., the clerk would not want the
mailings for such a fine person to go awry.
The usual practice is for Kairos to provide a letter for the Planter, addressed to the bulk mail clerk. This
letter will speak to the nonprofit qualification. If the clerk will not accept this letter, but insists on a
Federal Exemption Letter, there appears no alternative than to wait for the exemption letter. This is
another reason for making the application for a Federal Exemption Letter a very high priority after Bylaws
are adopted.
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COMPLETING FORM 3624, Application to Mail at Nonprofit Standard Mail Rates.
Questions 1-5

Fill in the identification information for your church.

Question 6

Check “(01) Religious”

Question 7

Check “No”

Question 8

Check “Yes” (exempt from tax)
Check “No” (application pending)
Check “No” (IRS denial or revocation)

Question 9

Check “No”

Question 10

Check “No”

Question 11

Enter address of post office where mailings will be made

Questions 12-14 Sign and enter your title and date
Take the completed Form 3624 to the local post office where you will be taking your bulk mail. The post
office should have a “Bulk Mail Clerk.” Give the Form 3624 to the clerk and work with him/her to get the
permit.
Be sure to request a bulk mail letter from Kairos prior to taking the form to the post office. The letter from
Kairos should help resolve any issues that arise in your discussions with the postal clerk. To obtain the
letter from Kairos, contact either Stan Granberg or Larry Deal.

Take the following documents/information with you, and plan to leave these with the clerk:
Copy of certified Articles of Incorporation
Copy of Bylaws
Copy of the Declining Balance Spreadsheet (budget)
Copy of any announcements, mailing, brochures, or newsletters which you have published. This
is partly to prove you are a functioning church, and partly to show what your mailings will be.
An original letter from Kairos (see above).
The clerk may be sending the request to another office, so the permit may be delayed until the other office
approves the request.
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STEP 12 – OBTAIN CHURCH INSURANCE
Peril and Liability insurance is a necessity for your new church to safely operate. You will need two types
of insurance coverage: 1) Peril, which covers loss, theft, accidents and other types of physical damage
and 2) Liability, which covers you and your church leaders as clergy and employees.
You must purchase your own insurance policy. We use Church Mutual, but they are only as good as their
local agent. Use your contacts and you should be able to find a good provider in your city.
Your policy should cover the following:
Multi-Peril Personal property protection – theft, loss, medical injury
Commercial General Liability – properties used for church functions
Multi-Peril Liability – general liability for clergy and employees, sexual misconduct, professional
liability (counseling)
When you conduct public services, the facility you rent may request you to show proof of insurance. You
must have the event(s), date(s), activities, address of the property, expected number of participants and
address of the requesting party.
STEP 13 LEGALLY OPERATE THE CORPORATION
There are three critical processes for legally operating your new church as corporation:
1)
2)
3)

Maintain adequate corporate minutes in a corporate record book
Develop good financial practices
Provide financial contribution receipts to all donors at year end

Corporation Minutes
Experienced church service providers indicate that 90% of churches fail to keep adequately written
Corporate Minutes. Minutes are the memory of the corporation, and if there are no minutes – there is no
memory/or defense in legal situations or with the IRS. 80% of the churches they work with never have an
organizational meeting.
Maintain a corporate records book. This can be a 3-ring binder or other binding system. Your record book
should contain the following:
a. The initial Board of Directors meeting allowing you to incorporate as a legal entity
b. EIN Application with attached EIN number from the Federal Government.
c. Articles of Incorporation
d. Receipt of your Articles of Incorporation with the filing date stamped by the Secretary of State
and any other paperwork received during the Incorporation process.
e. Church By-Laws with your EIN number on the upper right hand corner of every page
f.
501 (c)(3) Application form
g. IRS Tax exempt letter received upon successful application for 501 status.
h. Bulk Mail Permit
i.
Any and all subsequent corporate meeting minutes.
Corporate Meetings should be held at least once each year and filed in your corporate records book. You
will also need to have Corporate Meetings when you make any changes in people who hold legally
recognized offices or for decisions which have legal and financial impact. This would include
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a.
b.
c.
d.
e.

adding or deleting signatories on your bank account
hiring/firing staff
purchasing land or buildings
making rental agreements for your Sunday services or church offices
changing church officers

Every Corporate Meeting should be recorded in offical Corporate Minutes and placed into your corporate
record book. Remember, these minutes have legal importance and may be used in court if a situation gets
to that point. Make your minutes clear, accurate and follow the pattern provided in Appendix 2.
Financial Practices
An immediate area of ministry you need to set up is your financial system. This system begins with two
primary parts:
1)
2)

Receiving, banking, and reporting financial contributions to the church plant and
Maintaining accurate, protected accounts of your finances

Kairos recommends that you use Quickbooks Online for your accounting software. This service will cost
you about $30/months. With Quickbooks we will be able to help your treasurer set up your chart of
accounts, learn how to enter in contributions, generate reports, print year end contribution letters, set up
budgets and other financial practices your church will need to learn to operate effectively.
Year End Contribution Statements
You are legally required to provide each donor who has made any single contribution over $250 with a
record of their donations by December 31 of each year (see sample letter Appendix 5). We recommend
that you send this letter to anyone for whom you have records as contributing to your church as a good
financial practice.
Kairos provides this contribution report for you for contributors who give towards your salary or work fund
through Kairos. Kairos does not generate these reports for contributions which come directly to you or
your church plant. This is your responsibility.
As a Kairos planter we will help you set up your accounts with Quickbooks Online and Church Community
Builder so you can generate your year end contribution letters accurately.
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APPENDIX 1 – ARTICLES OF INCORPORATION

ARTICLES OF INCORPORATION OF
[NAME OF CHURCH]
1. Name.
The name of this corporation is [Name of Church].
2. Purpose.
This corporation is a RELIGIOUS CORPORATION and is not organized for the private gain of any
person. It is organized under the Nonprofit Religious Corporation Law exclusively for religious purposes.
The specific purpose of this corporation is to be a Christian church which will engage in such
ministries as church services, schools and education, music, sports, community services, public programs,
and as many ministries as the church can envision and God will endow to be of benefit to the people of
the City of [Name of City] and the County of [Name of County].
The corporation is organized exclusively for religious purposes within the meaning of Section
501(c)(3) of the Internal Revenue Code (or the corresponding section of any future federal internal revenue
law).
Notwithstanding any other provision of these articles, the corporation shall not, except to an
insubstantial degree, engage in any activities or exercise any powers that are not in furtherance of the
purposes of this corporation, and the corporation shall not carry on any other activities not permitted to be
carried on (a) by a corporation exempt from federal income tax under Section 501(c)(3) of the Internal
Revenue Code (or the corresponding section of any future federal internal revenue law), or (b) by a
corporation, contributions to which are deductible under Section 170(c)(2) of the Internal Revenue Code
(or the corresponding section of any future federal internal revenue law).
3. Initial Agent.
The name and address of the corporation’s initial agent for service of process are as follows:
[Name of Church Planter]
[Street Address]
[City, State, ZIP]

Page 17 of 17

4. Tax-Exempt Status.
(a) Said organization is organized exclusively for religious, charitable, educational, and scientific
purposes, including, for such purposes, the making of distributions to organizations that qualify as exempt
organizations under section 501(c)(3) of the Internal Revenue Code, or corresponding section of any future
federal tax code.
(b) No part of the net earnings of the organization shall inure to the benefit of, or be distributable
to its members, trustees, officers, or other private persons, except that the organization shall be authorized
and empowered to pay reasonable compensation for services rendered and to make payments and
distributions in furtherance of the purposes set forth in the purpose clause hereof. No substantial part of
the activities of the organization shall be the carrying on of propaganda, or otherwise attempting to
influence legislation, and the organization shall not participate in, or intervene in (including the publishing
or distribution of statements) any political campaign on behalf of any candidate for public office.
Notwithstanding any other provision of this document, the organization shall not carry on any other
activities not permitted to be carried on (a) by any organization exempt from federal income tax under
section 501 (c)(3) of the Internal Revenue Code, corresponding section of any future federal tax code, or (b)
by an organization, contributions to which are deductible under section 170 (c)(2) of the Internal Revenue
Code, or corresponding section of any future federal tax code.
(c) Upon the dissolution of the organization, after paying or adequately providing for the debts
and obligations of the corporation, the remaining assets shall be distributed for one or more exempt
purposes within the meaning of section 501 (c)(3) of the Internal Revenue Code, or corresponding section
of any future federal tax code, or shall be distributed to the federal government, or to a state or local
government, for the public purpose. Selection of such purposes or organizations shall be made from those
entities nominated by this corporation in its Bylaws. Any such assets not disposed of shall be disposed of
by the Court of Common Pleas of the county in which the principal office of the organization is then
located, exclusively for the purposes or to such organization or organizations, as said court shall
determine, which are organized and operated exclusively for such purposes.
Executed on [Month, Day, Year].

________________________________
[Name of Church Planter], Incorporator
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APPENDIX 2 – FIRST BOARD MEETING MINUTES

ACTION BY UNANIMOUS WRITTEN CONSENT
OF THE BOARD OF DIRECTORS OF
Name of Church
A Name of State Nonprofit Religious Corporation
The undersigned, constituting all the directors of Name of Church, a Name of State nonprofit religious
corporation (The “Corporation”), held their first meeting at time on month day, year, at street address, City,
State, and did thereby adopt the following resolutions by unanimous written consent.
1.

Articles. Whereas, the undersigned have reviewed the Articles of Incorporation attached hereto
as Exhibit “A”: and approve of the same without modification:

IT IS RESOLVED THAT the Articles of Incorporation attached as Exhibit “A” are hereby approved.
2.

Officers. WHEREAS, the following individuals have been proposed as the initial officers of the
Corporation, and the undersigned approve of their appointment to the office designated:
IT IS RESOLVED THAT the following officers are elected to the office specified before their
respective names:
President:

Name of Church Planter

Secretary:

Name

Treasurer:

Name

WHEREUPON, the incorporator resigned as incorporator and assumed his position as President of
the corporation.
3.

Principal Office. WHEREAS, the undersigned approve of street address, city , state, as the
Corporation’s principal place of business:
IT IS RESOLVED THAT street address, city, state, is hereby located and fixed as the principal
office of the Corporation in the State of Name of state.

4.

Expenses of Incorporation. WHEREAS the undersigned, to pay the expenses of incorporation and
organization, adopt the following resolution:
IT IS RESOLVED THAT the President of the Corporation is hereby authorized and directed to pay
the expenses of the incorporation and organization of the Corporation.

5.

Tax Exempt Filings. WHEREAS, the undersigned desire to authorize the filing of applications for
tax exemptions.
IT IS RESOLVED THAT the President is hereby authorized to take all necessary steps to execute
all necessary instruments to apply for federal and state tax exemptions as a charitable nonprofit
organization.
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6,

Contract Authority. WHEREAS, the undersigned desire to enable the President to enter into
contracts related to the Corporation’s business:
IT IS RESOLVED THAT the President is hereby authorized to enter into agreements for the benefit
of the Corporation in amounts not to exceed $10,000 in the aggregate for any single transaction
or series of related transactions.

7.

Tax Accounting. WHEREAS, the directors wish to adopt the cash method of accounting:
IT IS RESOLVED THAT the Corporation shall use the cash method of accounting for all tax
reporting requirements unless required otherwise by law.

8.

Bank Accounts. WHEREAS, the undersigned desire that the officers establish such bank
accounts as they deem appropriate:
IT IS RESOLVED THAT the President and Chief Financial Officer are hereby authorized to open
bank accounts as necessary for the Corporation, requiring one signature for withdrawals of
$5,000 or less and two signatures for withdrawals exceeding $5,000, with such signatories as he
or she deems appropriate, and that any required resolution establishing the selected bank as the
depository is hereby adopted.

9.

Employer I.D. WHEREAS, the Corporation must secure a federal employer identification number
for use on certain tax returns and statements:
IT IS RESOLVED THAT the officers of the Corporation and each of them are authorized and
directed to make such filings and applications as necessary to secure for the Corporation a
federal employer identification number.

10. Bulk Mail Permit. WHERAS, the Corporation should obtain a nonprofit mailing permit:
It is resolved that the officers of the Corporation and each of them are authorized and directed to
make such filings and applications as necessary to secure a nonprofit mailing permit for the
Corporation.

This consent may be executed in one or more counterparts, each of which shall be deemed an original
and all of which shall constitute a single document.
DATED: month and day, year

NAME OF CHURCH (IN CAPS)
A Name of State Nonprofit Religious Corporation
By:

_____________________________________
Name, Director

By:

_____________________________________
Name, Director

By:

_____________________________________
Name, Director
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APPENDIX 3 – BY-LAWS
NAME OF CHURCH (as named in the Articles of Incorporation)
By-Laws
ARTICLE 1

NAME
The name of this corporation is Name of Church.

ARTICLE 2

PURPOSE

Section 1

Primary Purpose
The primary purpose for which this organization is formed is to glorify God by forming a
local congregation of the church of Christ which will carry out the great commission of
the Lord Jesus Christ as revealed in the New Testament of the Word of God (Matthew
28:18-20 and Mark 16:15-16). This congregation will provide opportunity for Christian
people to continue steadfastly in the apostles’ teaching, fellowship, breaking of bread
and prayers (Acts 2:42), and prepare them for works of service (Ephesians 4:12).

Section 2

Secondary Purpose
A secondary purpose for the formation of this organization is to meet the legal
requirements necessary for a church organization to own, acquire, and to dispose of real
property. For this reason this congregation is incorporated according to the laws of the
State of Name of State and these By-Laws are drawn to include regulation of the
congregation as a corporation as well as to govern its chosen procedure in carrying out
its work as a church of Christ.

ARTICLE 3

STATEMENT OF FAITH



We believe in one God, creator of all things, infinitely perfect and eternally existing in a united
community of three persons: Father, Son and Holy Spirit.

We believe Jesus Christ is true God and true man. Jesus had a virgin birth, lived a sinless life,
died on the cross as a sacrifice for our sins, arose bodily from the grave and ascended to heaven
where he is our Advocate.

We believe the ministry of the Holy Spirit is to convict people of sin, regenerate the believing
sinner, indwell, instruct, and empower the believer for Godly living and service.

We believe the Bible is the inspired word of God, accurately communicating His intent, and is the
final authority in the life and doctrine of God’s people.

We believe God’s saving grace is His free gift and that the death of Christ on the cross is the only
sufficient payment for our sins. Salvation is available for any who puts their trust in Christ as
Savior, responding to him with faith, repentance, confession, baptism, and a new life and ministry
through the Holy Spirit.

We believe the church is the body of Christ on earth, empowered by the Holy Spirit to continue
the task of reaching the lost and discipling the saved, helping all people become fully devoted
followers of Christ.

We believe that Christ will one day return and reign forever in the bodily resurrection of all
humankind.
ARTICLE 4
ORGANIZATION
Section 1
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Autonomous Organization

This organization is and shall always be an autonomous nondenominational church of
Christ. This church is not, nor ever shall be, subordinated in any way to any outside
organization such as a state board, ecclesiastical headquarters, council of churches,
missionary society, denominational body, etc. Therefore, all affiliations with other

Section 2

President of the Corporation
The Senior Pastor is hereby designated as the President of the Corporation.

Section 3

Secretary of the Corporation
The Secretary shall be appointed by the Senior Pastor. The Secretary (or his or her
delegate) shall be responsible for recording and maintaining the minutes of all corporate
meetings.

Section 4

Treasurer of the Corporation
The Treasurer shall be appointed by the Senior Pastor. The Treasurer (or his or her
delegate) shall be responsible for the counting and depositing of contributions, making
payment of salaries and other expenditures, maintaining financial records, issuing
financial reports, and filing tax returns and other information required by the state and
federal government.

Section 5

Board of Directors
The Board of Directors shall be the legal representatives of the corporation. All property
of the church or corporation, both real and personal, is vested in the congregation, but
is held in the name of the corporation. All transfers of titles, signature of notes,
mortgages, deeds and all legal papers of every character to the signed on behalf of the
corporation, shall be executed by the Board of Directors and shall be signed by the
chairman and as many directors as required. No notes, deed or mortgages of any
character shall be signed by anyone, on behalf of the corporation, until such action has
been properly authorized and approved by the Church Board. No contract of purchase
or sale of the real property of the corporation shall be binding unless duly authorized by
the Church Board and approved by a two-thirds majority vote by the active membership
of the corporation present at a properly called meeting and executed by the Church
Selection.
Except at the time of incorporation, directors shall be appointed by the Church Board
and shall serve for a term of five years.
Removal from Office.
A director may be removed from office at any time by a simple majority vote of the
Church Board.

ARTICLE 5

ELDERS (CHURCH BOARD)

Section 1

Selection
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Elders shall be elected by the congregation following the criteria as laid out and

Section 2

Responsibilities
The Elders are the final authority for this corporation. They shall:
Function as the Church Board of the corporation;
Be the spiritual leaders of the congregation, including the resolution of any
disputes;
Meet with and counsel members of the congregation, as appropriate;
Select and hire a Senior Pastor, subject to approval by the congregation at a
congregational meeting under the provisions of Article 11;
Execute and enforce the By-Laws of this corporation;
Adopt a Mission Statement, compatible with Article 2, to provide general vision
and direction to the Senior Pastor;
Adopt a statement of Executive Limitations to establish limitations upon the
authority of the Senior Pastor;
Appoint deacons whenever they determine it is appropriate and for whatever
term of office they determine; and
Select one of the elders to serve as Chairman of the Church Board.

Section 3

Qualifications
The qualifications for elders of this congregation shall be in accordance with those listed
in Chapter 3 of the first book of Timothy and Chapter 1 of the book of Titus. Additionally,
an individual shall not be elected or appointed to the position of Elder unless that
individual has been a member of the congregation for at least one year.

Section 4

Nomination
The Elders shall nominate candidates for the ministry of Elder and the nominees shall be
elected by the congregation by a designated nomination process which will identify the
criteria for selection.

Section 5

Term of Office
An elder shall serve for a specified term of office which ends with the next
nomination/selection period. Elders will be appointed anew during each selection
process.

Section 6
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Removal from Office

Whenever the Elders determine that an elder should be removed from his ministry as an
elder, they shall notify the Senior Pastor and members of the congregation within seven
days of their decision.
Section 7

Filling of Vacancies
If an elder resigns or is removed from office, his position will remain unfilled until the next
selection process.

Section 8

Leadership Team
During any period in which there are less than two elders, the Senior Pastor shall
appoint a leadership team to serve as the Church Board until two or more elders have
been selected.

ARTICLE 6

SENIOR PASTOR

Section 1

Responsibilities
The Senior Pastor is responsible for each staff member and all day-to-day operations of
the organization, subject to the Mission Statement and Statement of Executive
Limitations adopted by the Church Board under Section 2 of Article 5.

Section 2

Qualifications
The qualifications for the Senior Pastor shall include those listed in Chapter 3 of the first
book of Timothy and Chapter 1 of the book of Titus. Any other qualifications shall be
determined by the Church Board.

Section 3

Selection
The elders or their designees shall nominate a candidate for the position of Senior Pastor
and he shall be selected by the congregation at a Special Meeting called for that
purpose. To be selected by the congregation, the nominee must receive a positive
response as determined by the elders or their designees.

Section 4

Removal from Office
Whenever the elders determine that the Senior Pastor should be removed from ministry
as the Senior Pastor, they shall notify the Senior Pastor and members of the
congregation within seven days of their decision.

ARTICLE 7

ASSOCIATE PASTORS

Section 1

Responsibilities
The responsibilities of each Associate Pastor shall be defined by the Senior Pastor and
shall be given to each Associate Pastor in writing.

Section 2

Qualifications
The qualifications for an Associate Pastor shall include those listed in Chapter 3 of the
first book of Timothy and Chapter 1 of the book of Titus. Any other qualifications shall be
determined by the Senior Pastor.
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Section 3

Selection
The Senior Pastor shall select all Associate Pastors, after consultation with the Church
Elders.

Section 4

Removal from Office
The Senior Pastor may remove an Associate Pastor from office, after consultation with
the Church Elders.

ARTICLE 8

NONPASTORAL STAFF

Section 1

Responsibilities
The responsibilities of each staff member shall be defined by the Senior Pastor (or his
delegate) and shall be given to each staff member in writing.

Section 2

Qualifications
The qualifications of each staff position shall be determined by the Senior Pastor (or his
delegate).

Section 3

Selection
The Senior Pastor (or his delegate) shall select all nonpastoral members of the staff.

Section 4

Removal from Office
The Senior Pastor may remove a nonpastoral staff member.

ARTICLE 9

ORDINATION OF MINISTERS
The Church Elders may ordain or commission into Christian ministry anyone qualified and
accepted for ministry in accordance with Titus and 1 Timothy, and any additional
requirements for ordination as may be adopted by the Church Elders.

ARTICLE 10

MEMBERS OF THE CONGREGATION

Section 1

Responsibilities
Each member of the congregation is expected to attend worship services, study the Holy
Bible, contribute financially according to their ability, and be involved in (or preparing for)
one of the ministries of the congregation.

Section 2

Qualifications
All members must have accepted Jesus Christ as Lord and Savior, demonstrated through
baptism by immersion, and agree with the Statement of Faith as set forth in Article 3.

Section 3

Selection
An individual who is of acceptable age and meets the qualifications of Section 2, shall
be recognized as a member of this church.
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Section 4

Removal from Membership
An individual may be removed from membership by personal choice or by the Church
Elders.

Section 5

Records of Membership
The Secretary of the Corporation (or his or her delegate) shall maintain a membership
roll.

ARTICLE 11

FINANCES

Section 1

Establishment of Bank Accounts
The Treasurer of the corporation is authorized to open bank accounts on behalf of the
corporation, as needed.

Section 2

Development of Annual Budget
The Senior Pastor is responsible for developing a proposed Annual Budget and
presenting it to the Church Elders no later than November 15 of each calendar year.

Section 3

Approval of Annual Budget
The Annual Budget shall be approved by the Church Edlers.

Section 4

Approval of Budgeted Expenditures
The Senior Pastor (or his delegate) is responsible for approval of all expenditures, except
as provided in Section 5.

Section 5

Approval of Unbudgeted Expenditures
Unbudgeted expenditures which exceed 10 percent of the approved Annual Budget must
be approved by the Church Elders.

Section 6

Financial Reports
The Treasurer (or his or her delegate) shall prepare monthly and annual reports of income
and expenditures and shall submit such reports to the Senior Pastor and the Chairman of
the Church Elders.

Section 7

Audit of Financial Records and Procedures
The Church Elders shall periodically, at their discretion, hire (or appoint) an auditor to
audit the financial records and accounting procedures of the church.

ARTICLE 12

CONGREGATIONAL MEETINGS

Section 1

Annual Meetings
Beginning in the fourth calendar year following incorporation, the congregation shall
meet at least once each calendar year to conduct organizational business.
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Every member shall be notified by mail or through general announcement at the primary
weekly meeting of the annual meeting, including a list of topics on the agenda, not less
than ten days prior to the annual meeting.
The Chairman of the Church Elders (or his delegate) shall prepare the agenda and shall
conduct the meeting.
Section 2

Special Meetings (General)
Special meetings of the congregation may be called only by the Church Elders.
Every member shall be notified by mail of each special meeting, including a list of topics
on the agenda, not less than ten days prior to the special meeting.
The Chairman of the Church Elders (or his delegate) shall prepare the agenda and shall
conduct the meeting.

ARTICLE 13

REAL PROPERTY
This corporation shall not purchase, sell, or exchange real property unless such action is
approved by a majority vote of those present at a congregational meeting called in
accordance with Article 12.

ARTICLE 14

DISSOLUTION

On the winding up and dissolution of this corporation, after paying or adequately providing for the debts
and obligations of the corporation, the remaining corporate assets shall be distributed to Kairos: Church
Planting Support, an Oregon corporation that is exempt from taxation under Section 501(c)(3) of the
Internal Revenue Code. In the event that Kairos is not in existence or is not a qualified distribute or is
unwilling or unable to accept the distribution, the Church Elders shall distribute the remaining corporate
assets to another fund, foundation or organization organized and operated exclusively for the purposes
specified in Section 501(c)(3) of the Internal Revenue Code.
ARTICLE 15

AMENDMENT OF BY-LAWS

These By-Laws may be amended at any meeting of the congregation if each of the following has
been satisfied:
The agenda for the meeting listed Amendment of the By-Laws as a topic of the meeting,
and
The written notification to members included the text of the proposed amendments.
Any change in By-Laws must receive a positive vote by two-thirds of those members present, and
shall take immediate effect.

[Planter’s Street Address]
[Planter’s City, State, ZIP]
[Planter’s Telephone Number]
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[Date]
[Name of Responsible Agency]
[Department or Division]
[Street Address]
[City, State, ZIP]
Dear Secretary of State, [or responsible agency]
Enclosed are the original and three (3) copies of the proposed Articles of Incorporation for [Name of Church
Plant], a proposed [Name of State] nonprofit religious corporation.
Please file the enclosed original Articles of Incorporation. After filing, please return to me, at the above
address, two of the enclosed copies of the Articles, compared and certified by your office.
A check in the amount of [$______], made payable to your office for filing the Articles, is also enclosed.
Sincerely,

_________________________________
[Name of Church Planter], Incorporator
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APPENDIX 4 – 501 (C) (3) SERVICES SAMPLE

ABC OF FLORIDA, INC.
PROGRAM NARRATIVE

ABC of Florida, Inc. is a non-profit organization established for the purpose of bringing relief to the local
community by providing vocational training that will increase the number of job-ready candidate in the
workforce; low-incoming housing to make home ownership a reality to individuals and families who
continue to just dream of owning their own home; and economic development to find ways of raising the
social status of some of the less fortunate among the citizens in our communities.
Each of the desired programs is in its infancy stage. The research is ongoing to determine the best way to
achieve ABC's goals of vocational and economic enhancement.
It will be necessary for the directors of the organization to form alliances with federal, state and local
agencies in order to develop comprehensive programs and receive the needed funding to implement the
programs. It will be ideal if the programs can be offered to citizens at low or no cost to them. The
vocational education program will seek to provide skills that can be immediately utilized in today's job
market, such as computer skills, typing, word processing and construction trades. For some of the courses
it will be necessary to collaborate with local contractors and other educational agencies. The goal is to
deliver these services to those who may feel left out and neglected, especially people with disabilities and
physical challenges.
We will develop a marketing plan involving the distribution of flyers and community announcements to
advertise the services provided by ABC of Florida, Inc. When funds become available the appropriate
counselors and other qualified staff will be hired to assist in the mission of the organization. For the time
being, the President will spend at least 20 to 30 hours per week developing and building the capacity of
the organization.
The low income housing program will require the services of outside contractors. Most federal grants
require the use of the competitive bidding process in choosing vendors to complete the projects. We will
follow the recommended procedures.
ABC of Florida, Inc. looks forward to providing the highest level of service to the community in which it
serves and seeks to uplift the citizens to the best quality of life that can be achieved with the resources
provided.
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APPENDIX 4 – YEAR END TAX DONATION FORM LETTER

Generous and Healthy Contributor
1162 Hidden Ridge #2323
Irving, TX 75038

January 24, 2007

The following donation(s) have been received by (your church name) (EIN ID #xx-xxxxxxx)
during the 2006 calendar year:
12/15/06

$1000.00

Thank you for the donation(s) to help our church planters fulfill our ministry commitments It should
be noted that no material benefits were received in return for the above donation(s).
Sincerely,

James Jones
(church name) treasurer
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