
How to complete this form for your organization 
 
Thank you for requesting to add your organization to the website. We are a community guide to 
help those who are interested in helping find 501c3 nonprofits that engage volunteers. 
 
To best help your organization there are 6 pages of information to define your organization. You 
do not need to complete all of the information, however some is required. Please review this 
document so you are prepared to fill out the form as best as possible. 
 
Step 1 Find your Organization 
 
Enter EIN or Name and State of the nonprofit. Note the form will automatically remove dashes 
from the EIN but leading 0’s need to be removed by you to find the organization for the EIN 
number 
 
04-2081870 needs to be 42081870 
 

 
 
Or search by name 
 

 
 
  



Once you have entered a name it will ask for the State to refine the search. Select a State from 
the list. 
 
 

 
 
If there are multiple matches you will see a list with addresses. Select the correct organization, 
otherwise you will go directly to the “Organization Form” for verification. 
 

 



 
 
When the organization is found, or you select one from the list, you get the following verification 
to be sure it is the correct organization. Check that the information is correct. Note, the IRS 
database name and address may be different than how the organization is named or located 
today. You can suggest the current name and location. If your organization is a chapter of a 
national organization and does not have its own EIN number, then enter a Chapter Name while 
using the National Organization's EIN number. 
 
 

 
 
 
Use the “CHANGE EIN AND CLEAR DATA” button to enter a different nonprofit if this is not the 
one you wanted, this is how you go “Back”.  
 
 
  



Step 2 Enter Your Information 
 
Information is collected on who is suggesting the changes, so we can contact you to confirm 
your listing is published. 
 

 
 
Step 3 Enter Web Information  
 
The minimum information is the website (all in lowercase) and the contact email address at the 
organization. It is strongly recommended to include as much information as possible about the 
organization. 
 



 
Step 4 Mission and About Us  
 
It is required to enter the Mission Statement” for the organization and an “About Us” section on 
how they started and what they do in general. If there is a Volunteer page and you will enter 
“evergreen” (general or long term) ways to help in the next section, then you will want to enter a 
description of how volunteers help this organization in general in the "How you Help" field. 
 
 
 



 
 
  



Step 5 Adding One or More Ways To Help  
 
Adding a "Way to Help". If there are no volunteering opportunities at the moment then you can 
“Skip” this section. 
 
 

 
 
  



When you select “ADD A WAY TO HELP” you will get a popup form. Enter a “Title” for the 
volunteering activity and a “Description” of the activity. Please enter data in all categories about 
the volunteering opportunity. Note, the “Specific Way to Help Address” is optional, but this may 
indicate a different location from the nonprofit address for the volunteering opportunity. 
 



 
 
When “Save” is selected you will see your data as it will appear on the site, make sure all 6 
categories of information have data in them. You can always edit the “Ways to Help” entry once 
you “Save” it. 



 

 
 
  



Step 6 Adding SDG, Causes, and Images.  
 
Select all causes that apply to your organization. This will allow your organization to be selected 
by filtering on a cause. 
 
Select one UN Sustainable Development Goal that best fits your organization. By selecting 
“Learn More” by this field you will get a description on all 17 goals. 
 
You will have the ability to crop the images that you upload. At least one image of volunteering 
is required to be able to “Submit” the prior entered information. 
 
The “Organizational Logo” image must be at least 300x300 pixels and it is best to fill the square 
area as much as possible. “Featured Image” must be at least 424x424 and should show a 
representative image of a volunteer helping an organization. “Volunteering Images” must be at 
least 420x387 pixels and are examples of volunteers engaged in helping at the organization. 
 
 

 
 
 
  



Here is an example of Causes, UN SDG, and the various image types. 
 

 
 
Once all the information is entered, you can “Submit” the form to be reviewed and approved. 


