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                                                      Guide to Claiming or Creating 

a Nonprofit Search Profile 
 
 

Central Florida Foundation is excited to share the new and improved platform for Nonprofit 
Search! 
The updated nonprofit profiles offer enhanced features, including an interactive map tool, a 
dedicated space to link directly to your donation page, and a customizable banner section. 
 
If you had a profile on our previous platform 
 

� You will need to claim your profile on the new site. To do so, send an email to Susan Ponce 
at nps@cffound.org with your name, title, organization’s name, and preferred email for 
login.  

� A Foundation team member will set up a username and password for you, connect your 
account to your organization’s profile, and provide step-by-step instructions for accessing 
and updating your profile for publication. 
 

If you are new to Nonprofit Search 
 

� To set up a new profile, email Susan Ponce at NPS@cffound.org and include the following 
details: 

• Your name 

• Your role 

• Organization’s name 

• Organization’s EIN # 

• Organization’s website or social media handle 

• Your preferred login email address 
� Once the Foundation validates your information (verifying your 501c3 Public Charity status 

and learning about your work in the Central FL region) you will receive an email with your 
username, password and instructions. 

 
Before you Begin  
To make the process smoother, it's helpful to gather key information and documents in advance. 
Below are the required documents and graphics you’ll need to upload: 
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- Logo and Banner images 
- Board Attendance Sheet 
- Plans: Fundraising, Strategic Plan, Continuity of Operations Plan, Technology Plan, 

Nondiscrimination Policy, Directors and Officers (D&O) Insurance Policy, Management 
succession / training plan, Policies and Procedures, Document Destruction Policy, 
Whistleblower Policy. 
*You have the option of selecting Under Development, if you are still working on these 
plans. 

- 990 forms 
- Balance Sheets and Profit & Loss statements 
- Audit documents 
- IRS Letter of Determination of Tax-Exempt Status 
- State Charitable Solicitations permit issued by the Department of Agriculture 

 
Navigating your Profile 
 
Your organization’s profile is organized into four main tabs to help you manage and update your 
information efficiently. 
 

• Dashboard Tab 
This tab provides a snapshot of important metrics, including your profile completion 
percentage, total profile views, expiration date, and the number of users associated with 
your account. If any listed users are no longer active, please notify us. 
 

o If you click on View My Profile, you can see the profile currently looks in preview 
mode.   

o You’ll also find a notifications area here—this will alert you to any outstanding items 
that need to be completed before your profile can be approved. 

 
• Organization Profile Tab 

This tab includes all the key sections that must be completed for your profile to be 
approved and published on our site. Your profile is organized into five main sections: Basic 
Information, Governance, Management, Financials, Donations 
 

o Click the drop-down option to the right and select All Fields to expand each 
section. 
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o For each section, review the information in every field and make any necessary 
edits or additions. Once completed, click the Save and Submit button to send the 
section to CFF for approval.  

 
1. Basic Information: Provide general details about your organization, including your 

official name, mailing address, EIN (Employer Identification Number), and mission 
statement. Be sure to include accurate contact information and select the appropriate 
service categories that best describe your work. 
 

New in this section!  
o Banner Image for Profile Page. Pay attention to the sizes allowed. 

 Logo: Upload in .jpg or .gif format. File should be 150 pixels by 150 pixels. 
 Banner: Upload in .jpg or .gif format. File should be 1000 pixels by 380 pixels. 

The photo should be wider than it is tall with an approximate aspect ratio of 
6:2. 

o Map View feature: You must put a physical address for your organization to show 
on the Map view. Once the profile is published, you will see this under the Region 
tab of your Published profile page 

 
2. Governance: Enter information about your Board of Directors and governing practices. 

This includes the number of board members, board meeting frequency, conflict of 
interest policies, and other key governance standards. This section demonstrates your 
organization’s accountability and transparency. Remember to add the Board 
attendance sheet from the previous year. 

 
3. Management: Share details about your leadership team and staffing. Include titles and 

bios for key personnel such as your Executive Director/CEO and senior staff, along with 
a description of how your team supports your mission and day-to-day operations.  
 
Note: The CEO/Executive Director’s compensation question is not viewable to the 

public. 
 
4. Financials: Upload the last 3 years of financials (990 forms and Audit documents if 

available). If you file a 990N or 990EZ, upload a Profit & Loss Statement and a Balance 
Sheet. Accurate and current financial data is critical to building trust with potential 
donors and partners. 
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Note: Make sure your 990s do not include Schedule B. You do not need to complete the 
Financial Info section; the Foundation team will pull these numbers from your 990s and 
financial documents. 

 
Upload your IRS Letter of Determination of Tax-Exempt Status. This is an official 
document issued by the Internal Revenue Service (IRS) that confirms your organization 
has been granted tax-exempt status under the Internal Revenue Code.  

 
 

5. Receive Donations: New! You can include a link straight to your donations page on 
your website.  Add the State Charitable Solicitations Permit issued by the Department 
of Agriculture.  

 
Note: The Solicitations permit is not the same as the Consumer’s Certificate of 
Exemption which allows tax-exempt organizations to purchase goods and services 
without paying sales tax. See graphics at the end of this guide to learn more. 

 
 

• Programs Tab 
This tab allows your organization to showcase the key initiatives, services, or projects you 
deliver to the community. For each program, you can provide a clear, concise description 
that highlights its purpose, target population, and measurable outcomes. This section is 
critical for helping donors, funders, and the public understand how your mission translates 
into action. 
 
Please review and complete each field of the Programs area. Even if you are not entering 
information in a particular field and it is not marked with a red asterisk, you must still click 
Save and Submit to ensure the section is recorded. 
 
Important: All program fields are required to be completed. There are 19 sections in total 
that must be reviewed and submitted. 
 

Helpful Tips 
 

� Organizations Accomplishments will now be listed under Impact Statement 
� CEO compensation and phone number are both required, but not externally visible 
� You must put a physical address; this is for the new Map feature. 
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� Check every field, even if it's marked Approved, and update or complete the content 
where necessary. 

� When listing your organization’s Needs, be specific. What do you need, why, and how 
much will it cost? 

� Organization Profile Tab: On the right side under the purple ribbon, there is a drop-down 
menu where you can change how you view the fields you are updating. The options are All 
fields, To be Saved, Saved, Pending, Approved, and Rejected.  

� Complete optional fields to make your profile stand out. 
� Click on the “?” bubble in each field to guide your answers. 
� Once you add information to a field, click the Save and Submit button. This will submit the 

information entered to the Foundation for review and approval.  You can do this 
individually or Submit All at the bottom of the page.  

� Narrative fields, such as the Impact Statement (formerly Accomplishments) and Program 
Descriptions, should be clear, concise, and engaging. Ask yourself: “Would a donor read 
this and easily remember it?” 

 
Required and Optional Fields 
 
Some fields in Nonprofit Search are optional, and other fields are required. Required fields will 
have a red asterisk (*). Before your organization receives “Reviewed by Your Community 
Foundation” status, you must complete all required fields. A “required field” means that your 
organization must address that question. For instance, if you do not have a strategic plan, you 
may simply answer “no” in the “strategic plan” field or choose “Under Development” and later, 
come back and update. If you have a Strategic Plan, you must answer “yes” and upload your plan 
so Foundation staff can verify that you have the document. 
 
Congratulations! You’ve made it to the finish line! 
 
We’ll review your information and follow up if we have any questions. In the meantime, if you need 
help or want to update anything, feel free to reach out. Thanks for being part of the Nonprofit 
Search community! 
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Help with Determining Documents 



   
 

   
 

 


