CHECKLIST:  INCORPORATING A NON-PROFIT

To obtain Letters Patent of incorporation you must file these documents with the Corporations Directorate of Industry Canada:

1. An application for Letters Patent

2. An affidavit or statutory declaration of one of the applicants, sworn before a commissioner for taking oaths and stating that the contents of the application are true

3. A $200 filing fee (cheque payable to the Receiver General for Canada)

4. A Canada-biased NUANS name search report for the proposed name, done within the past 90 days, OR a $15 filing fee per search so that the Corporations Directorate may conduct the NUANS search or searches. A bilingual name normally requires two searches. Applicants may wish to consider adopting a bilingual corporate name if they intend to carry on business in a bilingual region.

5. One copy only (unsigned) of the proposed by-laws of the corporation with IDENTIFIER, if applicable

6. A covering letter specifying the street address of the head office of the corporation

Non-profit by-laws must deal with at least the following matters:

1. Conditions of membership

2. Whether and how members may withdraw 

3. Mode of holding directors' meetings (including provision for notice, quorum and voting rights) 

4. Mode of holding members' meetings (including provision for notice, quorum and voting rights) 

5. Mode of holding executive committee meetings (including provision for notice, quorum and voting rights) 

6. Directors 

· Their appointment or election

· Their term of office

· Their powers

· Their remuneration

· Their removal

7. Officers 

· Their appointment or election

· Their term of office

· Their powers

· Their remuneration

· Their removal

8. Committee members 

· Their appointment or election

· Their term of office

· Their powers

· Their remuneration

· Their removal

9. Auditor to be appointed by the members at each annual meeting to audit the books for report to members at the annual meeting 

10. Mode of repealing or amending by-laws, including a clause stating that no repeal or amendment shall be enforced or acted upon until it has received the approval of the Minister of Industry 

11. Custody of the corporate seal (With which officer?) 

12. Mode of certifying that a particular document is a document of the corporation (Who signs on behalf of the corporation?)

If the application is accepted, you receive:

· A Letters Patent, with one of the original applications attached, dated as of the date of receipt of the application in the Department of Industry. Copies of the approved by-laws are not returned to you.

If the application is not accepted, you receive:

· A form letter explaining that the date of receipt of the application will continue to be the effective date, providing that the date of the returning application remains the same

· A checklist identifying the unacceptable provisions with an "X"

· The original pages to be corrected
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