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ONEplace provides general information and guidance based upon commonly-observed situations. This information should not 

be considered as legal advice. Consult a licensed professional for advice for your organization. 04/19/2018 

Consulting is defined as a temporary relationship to provide assistance to a person, group, organization 

or community wanting to build their capacity, accomplish a task or achieve a goal. 
From Lukas, C.A. (2001) Consulting with Nonprofits: A Practitioner’s Guide. Saint Paul, MN: Amherst H. Wilder Foundation. 

 

General Process for Working with a Consultant 

Selection process 

• Internally, clarify the project’s scope and the consultant’s role (be specific) 

• Send Request for Proposal (RFP) to potential consultants 

• Review proposals & eliminate those not to be considered 

• Check references of those to be considered 

• Learn from former clients about the individual’s style and approach 

• Hold interviews with candidates – clarify approach & style; will s/he provide what you need? 

• Make your selection 

 

Internal conversations prior to first meeting with a consultant 

• Ensure you have involved the proper people from your organization 

• Discuss expectations of those involved 

• Discuss the time table 

• Develop a desired outcome 

 

Initial meeting 

• Provide background information – don’t hold back 

• Exchange any necessary information to give a better synopsis of the problem or issue (documents, 

potential roadblocks, etc) 

• Learn from the consultant 

• Lay out a tentative plan 

• Schedule the next meeting  

 

Maximize the experience 

• Do what you say you will 

• Communicate progress periodically to all stakeholders 

• Work with, not against, the consultant 

• Be open to develop and try new solutions 

• Enjoy the work 

• Appreciate the outside perspective 

• Don’t think of the consultant as staff 

• Avoid “scope creep” – keep focused 

• Stick to the written agreement 

• Offer feedback to the consultant  
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As good stewards of an organization, Boards of Directors regularly ask, “Are we in compliance?” 

 

Here’s a brief overview of what every board should have documented and periodically reviewed: 

1. Articles of Incorporation 

2. Board calendar (meetings and organizational events) 

3. Board Resolutions/Minutes Book 

4. Bylaws (include board liability and indemnification language) 

5. Compensation documentation (executive and other staff) 

6. Executive evaluation plan 

7. Liability insurances (director and officer, general, volunteer, etc) 

8. Risk evaluation and management systems 

9. Board member handbook (policies and procedures including, but not limited to) 

a. Advocacy and lobbying 

b. Attendance and dismissal 

c. Audit process and auditor selection 

d. Communication during a crisis 

e. Conflict of Interest Policy 

f. Whistleblower Policy 

g. Document Retention Policy 

h. Executive succession/transition plan (emergency and planned) 

i. Committees (purpose, structure, goals, and activities) 

j. Board transition (term limits, recruitment, selection) 

k. Orientation, training and evaluation of board members 

 

 

Every 501(c)(3)must file a Form 990 every year. If you do not file Form 990 for three consecutive years, 

you will lose your 501(c)(3) status. 

• If gross receipts are $50,000 or under, you may file Form 990-N, Electronic Notice( E-Postcard) 

• If gross receipts are under $200,000 and total assets are under $500,000, you may file Form 990-EZ 

 

 

Congress continues to work on legislation to increase transparency and accountability for 501(c)(3) 

organizations. For updates on recent changes or those being considered, visit: 

https://www.irs.gov/charities-non-profits/charitable-organizations  

 

 

ONEplace offers training opportunities and services tailored for boards of directors. For more 

information, contact ONEplace staff: oneplace@kpl.gov or 269.553.7899. 
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