
Dear Seed Project Manager,
 
Happy Fall! The Board of Directors for The Seeds Project hopes that you and your project are having a good year. These are potent times with tremendous change occurring worldwide. This email is a reminder about your project’s annual reporting, due in January, and a request for your immediate help so all our projects can more easily qualify for grants and large donations.
HOW YOU CAN HELP

Several large grantors have asked for ALL of our projects’ descriptions, and for photos and stories of your work. Large donors often use this to verify our non-profit activity. We ask that you send some text describing the impact of your project and at least one picture for us to include on our website ASAP. Please go to www.seedsprojectnonprofits.org/update-project-info/ to submit your project information to be published on our website. 
Also, please email us at Accounting@seedsprojectnonprofits.com to let us know if you have access to the Excel software. We are working on getting common accounting software for everyone.
ANNUAL REPORTING REMINDER
Your project’s annual reporting and fee is due by January 31st. We are happy to announce that our web site – www.seedsprojectnonprofits.com - is up and running with all the necessary information to support your reporting process. We are still updating some information so don’t worry if the date still refers to last year. The only important change is the mailing address for your fee payment. It is now The Seeds Project, 2110 South Bascom Ave., Suite 201, Campbell, CA 95008. 
USE THE WEBSITE

To start your annual report process, go to our website at  http://www.seedsprojectnonprofits.com. Click the “Project Administration” tab (this page has everything for our projects), then click the “Annual Reporting” tab. All of the information mentioned in this letter and further details is listed there. The following is only a reminder of the requirements so be sure to use the website for your reporting.
REQUIREMENTS

Every seed project has three requirements to maintain active nonprofit status: 

1. Email us all required accounting records. Descriptions and details for all of these categories are on the web site under “Annual Reporting” tab. 
2. Email us your project’s annual report of the year’s activities. You must use the Annual Report Form and Instructions on the web site. 
3. Mail your project’s annual fee payment (mail it to The Seeds Project, c/o Teri Fernandes, 2110 South Bascom Ave., Suite 201, Campbell, CA 95008. As we informed you last year, the fee is now a flat 2% of your past year’s income.
PROBLEMS SCANNING ACCOUNTING DATA

If you cannot transfer your accounting journals or checkbook register into legible electronic form please contact our accounting office at Accounting@seedsporojectnonprofits.com for support. Please contact our accounting office as soon as you receive this letter if you are having a problem filing your accounting electronically. 
FILE EARLY

Mail your project’s fee early enough so we will receive it before January 31st. Email all the rest to us before January 31st. We cannot maintain your project’s status if you do not send us all three items by January 31st. If you have difficulty emailing your accounting documents please email us immediately at Accounting@seedsporojectnonprofits.com. 
If you will be out of town during January you need to file BEFORE you leave. For instructions please go to: www.seedsprojectnonprofits.com/annual-reporting/#FilingEarly
All three requirements must be received before January 31st, 2010. Please get them to us as early as possible. If your project is late in filing ANY of the requirements you will need to reactivate your status. Minimum fee to cover administrative costs for reactivation is $50.
Please let us know if you do not receive an email confirming that we received your reporting and your fee payment. Sometimes things do get lost in the mail – even email. Contact us if you don’t get a confirmation within 10 days after you mailed your fee payment. Email should arrive quickly but your payment may require more than a week to be received because of postal service. 

NEW FEE SCHEDULE
Fees are now a flat rate of 2% of the previous year’s income, except for our minimum fee of $50 for projects that have little or no income for the year. This means you will pay 2% of your 2009 income as your fee due by January 31st, 2010. This is your fee for membership for 2010.

Some umbrella nonprofit corporations charge 20% of your income for administration fees. Most charge at least 12%. We hope you will appreciate that our fee of 2% is far below the average similar organizations charge. All our Board Members and staff are volunteers, and have been donating their own money to cover some corporate expenses. This flat rate 2% fee will allow us to reduce these contributions from our volunteer Board and staff.

We promise to continue to keep your fees at a minimum. We want your project to have the maximum available for the work that you are doing. By the way, you can always donate more than your annual requirement. We deeply appreciate any additional contributions to support our services to you!
HELP US HELP YOU

If you do not file your Project Report and your full year’s accounting and pay your fee by January 31st -the 3 requirements - we are required to terminate your project’s nonprofit status. Please, file early to avoid any problems! For your convenience we will usually send you a reminder like this one each year. Please remember your project’s compliance is your responsibility. It is due every January. Don’t rely on any reminder from us. 
 
We wish you all personal and organizational growth, balance and community throughout the coming year. May the New Year bring greater understanding to all of us, and may it bring Peace!

Sincerely on behalf of the Board of Directors,
Ann Marie Holmes
Project Facilitator, The Seeds Project
808-823-8382
ProjectFacilitation@SeedsProjectNonProfits.com
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