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7	  October	  2016	  



• Frequently	  Asked	  Ques9ons	  
(FAQs)	  	  
• Why	  Become	  a	  501c(3)	  
• A	  Process	  to	  Become	  a	  
501c(3)	  

2	  

USNAAA	  Chapters	  &	  Parents’	  Clubs	  
Agenda	  



•  What	  are	  the	  costs?	  
– One-‐Time:	  	  ~	  $475	  
•  Obtaining	  a	  name:	  	  ~	  $70	  (state)	  
•  Federal	  Filing:	  	  $400	  

– Annual:	  	  no	  more	  than	  $100	  
•  State:	  	  ~	  $60	  	  
•  If	  Amendments:	  	  $35	  
– Change	  board	  members,	  name	  or	  ar9cles	  

– Penalty	  
•  Penalty	  Fee	  if	  late	  filing:	  	  $400	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
FAQ	  #	  1:	  	  Costs	  of	  a	  501c(3)	  



•  What	  are	  the	  9me	  requirements?	  
–  Establishing	  the	  501c(3)	  
•  Reviewing	  &	  submiXng	  documents	  
•  ~	  10-‐20	  hours	  

– Annual	  Renewal	  
•  Going	  on	  line	  to	  pay	  your	  annual	  fee	  
•  ~	  1-‐2	  hours	  

–  End	  of	  the	  Year	  Tax	  No9fica9ons	  
•  For	  all	  that	  paid	  dues,	  made	  dona9ons,	  etc.	  
•  ~	  5-‐10	  hours	   4	  

USNAAA	  Chapters	  &	  Parents’	  Clubs	  
FAQ	  #	  2:	  	  Time	  Requirements	  for	  a	  501c(3)	  



•  How	  long	  is	  the	  501c(3)	  Process?	  
–  State:	  	  ~	  4-‐6	  weeks	  
–  Federal:	  	  ~	  2-‐3	  months	  

5	  

USNAAA	  Chapters	  &	  Parents’	  Clubs	  
FAQ	  #	  3:	  	  501c(3)	  Process	  Length	  



•  Does	  the	  registered	  agent	  need	  to	  be	  an	  
aaorney	  or	  CPA?	  
– No	  
–  It	  is	  just	  an	  individual	  designated	  to	  do	  the	  
501c(3)	  organiza9on’s	  filing	  

–  If	  you	  have	  an	  aaorney	  or	  CPA	  on	  your	  
board	  and	  are	  designated	  as	  your	  
registered	  agent,	  recommend	  they	  do	  it	  
“pro	  bono”	  not	  to	  be	  in	  conflict	  of	  interest.	  	  	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
FAQ	  #	  4:	  	  The	  501c(3)	  Registered	  Agent	  



•  Do	  501c(3)’s	  need	  to	  file	  income	  taxes?	  
–  Yes,	  must	  be	  filed	  every	  year	  
–  The	  IRS	  monitors	  compliance	  with	  Federal	  
law,	  while	  the	  state	  with	  state	  law	  

–  EXAMPLE:	  	  The	  Orlando	  Chapter	  has	  filed	  
every	  year	  since	  becoming	  a	  501c(3),	  but	  
has	  never	  had	  to	  pay	  any	  taxes	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
FAQ	  #	  5:	  	  Filing	  Income	  Taxes	  



•  Is	  turnover	  a	  problem	  in	  a	  501c(3)?	  
– No,	  but	  an	  amendments	  must	  be	  filed	  at	  	  	  
~	  $35	  for	  a	  change	  in	  board	  members	  

– Recommenda9ons	  
•  Deputy	  registered	  agent	  
•  Create	  an	  turnover	  checklist	  of	  what	  the	  
registered	  agent	  needs	  to	  do	  annually	  

•  Turnover	  501c(3)	  required	  files	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
FAQ	  #	  6:	  	  Turnover	  in	  a	  501c(3)	  



• Frequently	  Asked	  Ques9ons	  
(FAQs)	  	  
• Why	  Become	  a	  501c(3)	  
• A	  Process	  to	  Become	  a	  
501c(3)	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
Agenda	  



•  For	  away	  football	  games	  there	  are:	  
–  Pre-‐game	  banquet	  &	  tailgate	  

•  Some	  fees	  include:	  
–  Tent,	  hotel	  /	  facility,	  food	  service	  and	  
banquet	  expenses	  

•  What	  about	  the	  taxes?	  
–  Taxes	  could	  be	  in	  the	  thousands	  of	  dollars	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
EXAMPLE	  #	  1:	  	  Away	  Football	  Games	  

501c(3)	  organiza9ons	  do	  not	  have	  to	  pay	  taxes.	  



•  Purpose:	  	  	  
–  An	  evening	  to	  honor	  the	  young	  men	  and	  women	  of	  Central	  Florida	  aaending	  USNA,	  
USMA,	  USAFA,	  USCGA	  &	  USMMA	  

•  501(c)(3)	  Tax-‐Exempt	  Status	  Used	  For:	  	  	  
–  Invi9ng	  individuals	  and	  businesses	  to	  express	  apprecia9on	  for	  those	  who	  are	  training	  
for	  leadership	  in	  our	  Country’s	  Armed	  Forces	  with	  cash	  dona9ons	  or	  services	  to	  be	  
used	  in	  the	  silent	  auc9on	  that	  evening.	  

•  DonaJons	  Used	  For:	  	  	  
–  Offered	  as	  a	  prize	  in	  the	  very	  successful	  Silent	  Auc9on.	  All	  monies	  raised	  go	  directly	  
to	  the	  suppor9ng	  of	  programs	  associated	  with	  the	  Academy	  for	  our	  Midshipmen.	  

•  Types	  of	  DonaJons	  Received:	  	  	  
–  Cash	  Dona9ons,	  Local	  Restaurant	  and	  Merchant	  Gip	  Cards,	  Hotel	  Accommoda9ons,	  
Services	  from	  Merchants,	  Theme	  Park	  Tickets,	  Professional	  Sports	  Team	  
Memorabilia,	  Handmade	  Items	  è	  Money	  Earned:	  	  $4,500	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
EXAMPLE	  #	  2:	  	  Joint	  Orlando	  Alumni	  Chapter	  /	  Parents’	  Club	  

2014	  Military	  Ball	  

Star9ng	  with	  being	  for	  Service	  Academies	  got	  in	  the	  door.	  
Sta9ng	  we	  were	  a	  501c(3)	  Tax	  Exempt	  Organiza9on,	  companies	  wanted	  to	  donate.	  



•  For	  the	  local	  alumni	  
–  Fees	  and	  Dona9ons	  are	  FULLY	  Tax	  Deduc9ble	  

§  Annual	  membership	  fees	  
§  Any	  associated	  event	  fees	  
§  Other	  dona9ons	  

•  For	  the	  alumni	  chapter	  
–  Free	  banking	  
–  No	  event	  fee	  taxes	  
–  Cheaper	  sopware	  (www.techsoup.org)	  	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
Why	  Become	  a	  501(c)(3)	  Non-‐Profit	  OrganizaJon	  

PRIMARY	  GOAL	  FOR	  MONEY	  COLLECTED:	  
Provide	  tui?on	  assistance	  to	  poten?al	  USNA	  candidates	  



•  Advocate…	  the	  Academy’s	  mission	  and	  its	  hugely	  posi9ve	  net	  
impact	  
–  outreach	  into	  local	  government,	  business,	  and	  educa9on	  network	  
–  sharing	  your	  experiences	  individually	  and	  at	  group	  events	  
•  Sustain...	  the	  con9nuing	  quality	  of	  USNA	  alumni	  
–  providing	  tui?on	  assistance	  to	  deserving	  Summer	  Seminar	  and	  STEM	  
students	  

–  teaming	  with	  local	  Parent’s	  Club	  and	  Blue	  &	  Gold	  Officers	  

•  Connect…	  with	  Shipmates	  (old	  &	  new),	  expand	  your	  reach	  into	  
our	  Orlando	  community,	  and	  stay	  up	  with	  USNA	  affairs	  	  
–  engaging	  in	  wide	  range	  of	  connec9ve,	  enriching,	  and	  fun	  ac9vi9es	  
–  enjoying	  ac9ve	  rela9onships	  with	  USNA	  and	  USNAAA	  key	  representa9ves	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
EXAMPLE:	  	  Orlando	  Chapter	  Value	  ProposiJon	  



The	  Chapter	  is	  organized	  exclusively	  for	  charitable	  and	  
educa9onal	  purposes	  including,	  for	  such	  purposes,	  the	  
making	  of	  distribu9ons	  to	  organiza9ons	  that	  qualify	  as	  
exempt	  organiza9ons	  under	  sec9on	  501(c)(3)	  of	  the	  
Internal	  Revenue	  Code,	  or	  the	  corresponding	  sec9on	  of	  
any	  future	  federal	  tax	  code.	  Goals	  include,	  but	  are	  not	  
limited	  to,	  support	  of	  the	  United	  States	  Naval	  Academy	  
Alumni	  Associa9on	  (USNAAA),	  the	  United	  States	  Naval	  
Academy,	  its	  candidates,	  students	  and	  alumni.	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
EXAMPLE:	  	  Orlando	  Chapter	  Purpose	  



• Frequently	  Asked	  Ques9ons	  
(FAQs)	  	  
• Why	  Become	  a	  501c(3)	  
• A	  Process	  to	  Become	  a	  
501c(3)	  
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USNAAA	  Chapters	  &	  Parents’	  Clubs	  
Agenda	  



USNAAA	  Chapter	  &	  Parents’	  Clubs	  
Created	  501(c)(3)	  Checklist	  

1)  Review	  Documents	  
2)  Select	  Name	  
3)  Develop	  Chapter	  

Documents	  
4)  Establish	  a	  Board	  of	  

Directors	  
5)  Prepare	  Conflict	  of	  

Interest	  Statements	  

6)  Contact	  Informa9on	  
7)  Create	  a	  File	  Center	  
8)  Prepara9ons	  for	  

Filing	  
9)  Filing	  
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Developed	  from	  the	  Orlando	  Chapter’s	  lessons	  learned.	  



USNAAA	  Chapter	  &	  Parents’	  Clubs	  
Process	  Flow:	  	  IniJal	  Steps	  

START	  
STEP	  1	  
Review	  

Documents	  

STEP	  2	  
Select	  
Name	  

Name	  
Available?	  

A	  

No	  

Yes	  



• Federal	  Documents	  
– F1023	  Checklist	  

• State	  Documents	  (FL	  example)	  
– Chapter	  617,	  Florida	  Statutes:	  	  
Corpora9ons	  for	  Non-‐Profit	  
– Available	  at	  www.sunbiz.org,	  
Division	  of	  Corpora9ons	  	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  1:	  	  Review	  Documents	  

Material	  available	  to	  “walk	  you	  through	  the	  process”	  



• Decide	  on	  your	  organizaJon’s	  
name	  
–  Confirm	  available	  by	  “Look	  Up	  

Business	  Name”	  link	  
–  In	  STEP	  9,	  file	  to	  become	  a	  non-‐

profit	  (FL:	  	  $70	  +	  $8.75)	  
–  Need	  name,	  loca9on,	  mailing	  

address,	  purpose,	  officer’s	  
names	  and	  addresses,	  and	  
registered	  agent	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  2:	  	  Decide	  Your	  OrganizaJon’s	  Name	  



USNAAA	  Chapter	  &	  Parents’	  Clubs	  
Process	  Flow:	  	  PreparaJon	  

A	  
STEP	  5	  

Conflict	  of	  
Interest	  

STEP	  6	  
Contact	  

Informa9on	  

STEP	  4	  
Establish	  
Board	  

STEP	  3	  
Chapter	  

Documents	  

STEP	  7	  
Create	  

File	  Center	  

STEP	  8	  
Preps	  for	  
Filing	  

B	  



•  Drap	  the	  organiza9on’s	  “Ar9cles	  of	  
Incorpora9on”	  
–  Establishes	  the	  not-‐for-‐profit,	  

incorporates	  the	  named	  organiza9on,	  
and	  details	  the	  organiza9on	  

–  Art	  I	  –	  Name	  &	  Loca9on,	  Art	  II	  –	  Mission,	  
Art	  III	  –	  Purpose,	  Art	  IV	  –	  Ac9vi9es,	  and	  
Art	  V	  –	  Dissolu9on	  

•  Develop	  organiza9on’s	  Bylaws	  	  
–  State	  reviews	  Ar9cles	  of	  Incorpora9on	  
–  IRS	  scru9nizes	  Bylaws	  
–  I	  –	  Name	  &	  Loca9on;	  II	  –	  Chapter	  

Membership;	  III	  –	  Chapter	  Board	  of	  
Directors;	  IV	  –	  Nomina9ons	  /	  Elec9ons;	  	  	  
V	  -‐	  Amendments	  	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  3:	  	  Develop	  Your	  Chapter	  Documents	  

Ar?cles:	  	  hPp://orlando.usnachapters.com/purpose.html	  and	  
Bylaws:	  	  hPp://orlando.usnachapters.com/pdf_files/bylaws.pdf	  	  



President	  
Kirk	  Michealson	  ‘79	  

Vice-‐
President	  
John	  Kaiser	  ‘79	  

Event	  Coord	  
Comm	  
Vickie	  DiGiovanni	  	  
AC	  BGO	  NE	  FL	  

Business	  
Networking	  

Eric	  Reinhold	  ‘88	  

Fund	  Raising	  
Comm	  

Open	  

Secretary	  
Dave	  Shikada	  ‘79	  

Membership	  
Comm	  
John	  Barnocky	  Jr	  ‘90	  

Outreach	  
Comm	  

Open	  

Communica9ons/	  
Brand	  Mgmnt	  
Valerie	  Kay	  ‘81	  

Webmaster	  
Stan	  Clark	  ‘79	  

Treasurer	  
Ray	  Jones	  ‘60	  

Assistant	  
Treasurer	  

Open	  

Audit	  Comm	  
Ray	  Simmons	  ‘77	  

Board	  Members:	  	  Chapter	  Officers	  (gold),	  Commiaee	  Chairs	  (blue)	  &	  Advisory	  Directors	  (white)	  
Advisory	  Directors:	  	  USNA	  Liaisons:	  	  AC	  BGO	  NE	  FL	  –	  Vickie	  DiGiovanni	  ,	  USNA	  Parents’	  Club	  –	  Tim	  &	  Theresa	  Willings,	  	  

USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  4:	  	  Establish	  a	  Board	  of	  Directors	  (Example)	  

A	  strong,	  energe?c	  
Chapter	  Board	  is	  essen?al	  



• Required	  for	  all	  members	  of	  the	  
Board	  of	  Directors	  
• Retained	  with	  all	  non-‐profit	  
documents	  	  
• Orlando	  Chapter	  COI	  includes	  
Art	  I	  –	  Purpose,	  Art	  II	  –	  Defini9ons,	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
Art	  III	  –	  Procedures,	  Art	  IV	  –	  Records	  of	  
Proceedings,	  Art	  V	  –	  Compensa9on,	  	  
Art	  VI	  –	  Annual	  Statements,	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
Art	  VII	  –	  Periodic	  Reviews,	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  	  
Art	  VIII	  –	  Use	  of	  Outside	  Experts	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  5:	  	  Prepare	  a	  Conflict	  of	  Interest	  (COI)	  Form	  

Signed	  annually	  

  

ORLANDO	  CHAPTER	  

UNITED	  STATES	  NAVAL	  ACADEMY	  ALUMNI	  ASSOCIATION	  
INC	  

CONFLICT	  OF	  INTEREST	  POLICY	  
	  

Article	  I	  
Purpose  

The  purpose  of  the  conflict  of  interest  policy  is  to  protect  this  tax-‐exempt  organization’s  
(Organization)  interest  when  it  is  contemplating  entering  into  a  transaction  or  arrangement  that  
might  benefit  the  private  interest  of  an  officer  or  director  of  the  Organization  or  might  result  in  
a  possible  excess  benefit  transaction.    This  policy  is  intended  to  supplement  but  not  replace  any  
applicable  state  and  federal  laws  governing  conflict  of  interest  applicable  to  nonprofit  and  
charitable  organizations.  The  intent  is  complete  compliance  with  all  requirements  necessary  to  
maintain  federal  501  c  3  tax  exempt  status.  

  

Article	  II	  
Definitions  

1.   INTERESTED  PERSON  
Any  director,  principal  officer,  or  member  of  a  committee  with  governing  board  delegated  
powers,  who  has  a  direct  or  indirect  financial  interest,  as  defined  below,  is  an  interested  
person.  

2.   FINANCIAL  INTEREST  
A  person  has  a  financial  interest  if  the  person  has,  directly  or  indirectly,  through  business,  
investment,  or  family:  

a.   An  ownership  or  investment  interest  in  any  entity  with  which  the  Organization  has  a  
transaction  or  arrangement,  



•  If	  not	  already	  done,	  establish	  
– An	  official	  mail	  –	  USPS	  –	  address	  (Orlando	  is	  President’s)	  
– A	  website	  address	  (hap://orlando.usnachapters.com/)	  
– An	  e-‐mail	  address	  (Orlando’s	  is	  the	  President’s;	  also	  have	  
usnaorlando@gmail.com)	  

•  The	  USPS	  address	  must	  be	  a	  street	  address.	  	  	  
• PO	  Boxes	  will	  not	  be	  accepted	  by	  the	  government.	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  6:	  	  Establish	  Contact	  InformaJon	  

Contact:	  	  kirk.michealson@1979.usna.com	  	  



•  Store	  all	  legal	  status	  documents	  and	  all	  the	  follow-‐up	  
documents	  with	  your	  financial	  records.	  
•  The	  Orlando	  Chapter	  retains	  a	  copy	  of	  all	  significant	  
legal	  documents	  at	  two	  different	  loca9ons	  (two	  board	  
members’	  homes:	  	  Treasurer	  &	  President).	  	  	  
• Any	  arrangement	  with	  proper	  safety	  /	  security	  
considera9ons	  which	  works	  for	  you	  should	  suffice.	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  7:	  	  Create	  a	  File	  Center	  

The	  Chapter	  Treasurer	  is	  the	  primary	  
“owner”	  of	  our	  non-‐profit	  documents.	  



• Documents	  needed	  
– Board	  Minutes	  with	  the	  non-‐profit	  vote	  
– Conflict	  of	  Interest	  declara9ons	  
– List	  of	  Board	  Members	  (9tles,	  home	  addresses)	  
– Ar9cles	  of	  Incorpora9on	  
• Designate	  a	  Registered	  Agent	  
– Individual	  designated	  to	  perform	  the	  filing	  
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USNAAA	  Chapter	  &	  Parents’	  Clubs	  
STEP	  8:	  	  PreparaJons	  for	  Filing	  

For	  the	  Orlando	  Chapter,	  
the	  treasurer	  is	  the	  registered	  agent.	  



USNAAA	  Chapter	  &	  Parents’	  Clubs	  
Process	  Flow:	  	  Actual	  Filing	  

B	  
FLORIDA	  

Acknowledges	  
2-‐3	  weeks	  

STEP	  9	  
Filing	  

FLORIDA	  
Uploads	  

Documents	  

FEDERAL	  
Acknowledges	  
30	  days	  

Verifies	  
Correct?	  

CHAPTER	  
Sends	  

Update(s)	  
No	  

Yes	  



•  File	  for	  state	  corpora9on	  name	  
–  In	  Step	  2,	  you	  checked	  for	  name	  availability	  
–  Filing	  fees	  to	  become	  a	  non-‐profit	  (FL:	  	  $70	  +	  $8.75)	  
–  Need	  name,	  loca9on,	  mailing	  address,	  purpose,	  officer’s	  
names	  and	  addresses,	  and	  registered	  agent	  

•  Employee	  Iden9fica9on	  Number	  &	  Corporate	  Bank	  
Account	  
–  Obtain	  an	  Employee	  Iden9fica9on	  Number	  (EIN)	  
–  In	  Florida,	  there	  are	  banks	  that	  grant	  “no	  fees”	  accounts	  for	  
non-‐profits	  

•  Filing	  Federally	  
–  Federal	  filing	  needs	  EIN,	  corporate	  bank	  account	  &	  approved	  
state	  corpora9on	  name;	  File	  federally	  with	  form	  F	  1023	  
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STEP	  9:	  	  Filing	  	  

30	  days	  for	  acknowledgement	  of	  receipt	  of	  forms	  



• 501(c)(3)	  Orlando	  Chapter	  non-‐profit	  exemp9on	  
leaers	  	  
– State	  of	  Florida	  	  	  
– IRS	  Na9onal:	  	  hap://orlando.usnachapters.com/images/IRS.pdf	  	  
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Current	  Lejers	  



USNA	  ALUMNI	  ASSOCIATION	  
Chapters	  and	  Parents’	  Clubs	  

	  
	  

Any	  QuesJons?	  

Kirk	  Michealson	  
USN	  Class	  of	  ’79	  

kirk.michealson@1979.usna.com	  	  
(407)375-‐3440	  


