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CORPORATE SERVICES




Operations Guide 
 




CONFIDENTIAL
Information and Contact Inventory for ________
Knowing where your organization’s key information is located is critical so that if an emergency should occur, you can continue to work in the most efficient and effective way. This document should be held in confidence by the executive director and by one to two board members, typically the president and the treasurer. It is the responsibility of the executive director to update this document regularly (every time a password is changed) and share it regularly with key board members.
Organization Address
P.O. Box: 
Physical: 

Phone: 
Fax:

Organizational Contact Email: 
Web address:

Executive Director personal contact information:
Who has keys to the building:
Nonprofit Status list onsite storage place and where/how named for electronic storage
IRS Determination Letter



IRS Form 1023 (tax exempt application)



Bylaws



Mission Statement

 
Board Minutes


ALL current files


Laptop

Password

Cell phone or phone system information
Financial Information list onsite storage place and where/how named for electronic storage
Employer Identification Number (EIN) #: 
Form 990s



Current and previous
audited financial statements


Blank Checks



Donor Records

Vendor Records
 
Accountant 

Name: 
Address:
Phone Number: 
Email: 
Password to online access:  
Bank

Name: 
Branch Address:
Account Numbers: 
Checking: 
Money Market: 
Debit Card#: 
Credit Cards:

Online Banking access: 
Branch Representative(s): 
Phone Number: 
Card Cancellation numbers:
Who are the authorized check signers?
Names of all staff with credit/debit cards
Human Resources Information list onsite storage place and where/how named for electronic storage
Employee Records/
Personnel Info



I-9s


Payroll

Company Name: 
Account Number: 

Access Code for tax forms: 
Rate: 

Payroll Rep: 
Phone Number: 
Website: 
Employer password: 
Facilities Information 

Office Lease Contact:  
Lease agreement location:
Rate: 
Last Paid:
Contact Name: 
Phone Number/Email: 

**Conference Room Scheduling: 
Insurance Information

Directors & Officers Insurance
Company/Underwriter: 
Address: 

Policy Number: 
Local Agent Name:
Local Address: 

Local Contact email/phone: 
Rate:                                      Last Paid: 
Business Operations- Liability/Workers Comp

Company/Underwriter: 
Address: 
Policy Number:  
Local Agent Name: 
Local Address: 
Local Contact email/phone:
Rate:                                                Last Paid:
Health Insurance 

Company/Underwriter:

Address:

Policy Number:

Local Agent Name:

Local Address:

Local Contact email/phone:

State Unemployment Insurance Account/Dept Labor 
Contact information:
Employer Account Number (EAN): 

Administrative access:
Database
Website url:

Sign-in Name: 

Org ID: 

Program: 
Payment Option: 
Access: as of x/xx 
PWs: (for all users)

Process to lock out users:
List all users and passwords and procedures to lock out users

Secretary of State
Login:

Password:

Who has access:

Annual report is due:

State Workers’ Compensation Account
State information  
State Tax Commission Withholding
Account #: 
Issued: 
Mailing Information

Post Office Box Account
Box number: 
Station address:
Rate: 

Last paid:
Nonprofit Standard Mail Approval
Issue date:
Authorization #: 

Category: 

Hard copy, electronic location:  
Organizational Accounts

Google/Gmail
Administrator account: 
PW: 
Administrator: 
PW: 

Generic account:  
Account name: 
PW: 
Quickbooks
Product: 
Purchased: 
License: 
Product #: 
Login/Password:
Login tips: 
Zipcode used on original purchase is 
Survey Monkey account
User Name: 

PW: 
Payment Option: 
Techsoup
Association Code: 

Authorized users: 

Member Name: 
Login: 
PW: 
Customer Service: 
Web Domain Source
Company Name:

Customer Service: 
Purchased services:
Customer ID#: 
Login name:    PW:     Pin: 
Domain Names: 
Renewal Date: 
Web Hosting Service
Company Name:

Customer Service: 
Purchased services:
Customer ID#: 
Login name:    PW:     Pin: 
Renewal Date:

Administrator:

Account email:

PW:

Purchased plan

Rate:

Last Paid:
List all users with ability to add or change content; procedure to block access

Phone/Cell Information
Company:

Contact information:

Customer Service: 
Purchased services: 
Account #: 
User ID#: 
Password: 
Tips: 
Monthly bill process: 
Facebook
Account: 

Login: 

PW: 
Administrator: 
List all users and passwords for those who have access or admin
LinkedIn
Web: 
Administrator: 

Account email: 
PW: 
List all users and passwords for those who have access or admin
Guidestar
Web: 
Administrator: 
Account email: 
PW: 

Credit Card Processing Company
Web: 
Administrator: 
Account email: 

PW: 

Annual Business Website Plan:  
Organizational Memberships/Subscriptions
Organization Name: Idaho Nonprofit Center
Address: 

Rate: 

Last Paid:
Login:
PW: 
Contractors
Company:
Contact:

Address: 
Services:

Contract dates:

Emergency Contacts for staff:
Other items to consider:

- Building Maintenance Contact

- Housekeeping Contact
- Snow Removal Contact
- Utilities Contacts (if the answer isn’t obvious)

- Location of board contact list

- Location of staff contact list

Add whatever it takes to run your business—the things that no one else knows!
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