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Community Affiliation Packet

Community Type:  Center
Revised Version:  July, 2018
Welcome!

Thank you for your interest in becoming a new member community with the Centers for Spiritual Living (CSL).  In response to your request, we are happy to send you this material which should help you get started with the application process and support you in your journey. This material is designed to assist you whether you are an existing organization wishing to affiliate with CSL or if you are starting a new organization. 
CSL currently has four categories of member communities—(1) Center, (2) Teaching Chapter (3) Focus Ministry and (4) Virtual Ministry.  The material in this packet will assist you in becoming affiliated with CSL as a Center.  
Separate packets are available for the other types of member communities.  In addition, CSL also offers a non-member community option of becoming licensed with the organization as a “study group” which has a separate application.  Please contact our international CSL Home Office for more information on these other options. 
Overview of the Center Application Process

There are two phases towards becoming a spiritual center member community affiliated with CSL: 

· Phase 1 – Submission of intent 

· Phase 2 – Completion of all legal documentation
In the first phase, we request that you submit to us documents which outline your intention for your ministry.  These plans allow us to see how you are planning to bring the teachings of Science of Mind and Spirit to individuals in a new way or a new location as well as what your plans are for growth and financial viability.  Details on what is required in this first phase are contained further in this packet. 
Upon review and approval of this phase 1 aspect of the application, you will be given a notice that allows you to begin operation as a CSL Center and what that means. At this point, the center will be listed on the Find A Center page of csl.org., and ourcsl.org.
You will then start working towards meeting your Phase 2 legal documentation requirements.  These are detailed further in this packet. It is expected this material will be submitted to CSL within 60 days of Phase 1 approval.  
Upon approval of your Phase 2 documentation by our CSL Leadership Council you will receive confirmation of approval and then a signed copy of your CSL Member Community Affiliation Agreement!
Documents Contained in this Packet

Within this packet, you will find informational documents designed to give you more detailed information or specific forms which will be needed as a part of this process:
· Advantages of Becoming a CSL Member Community

Phase 1
· Phase 1 Application Process

· Center Affiliation Application Form (Phase 1)

· Determining Your Community Name
· Preapproval Name Request Application

· CSL Community Contact documentation

· Letter of Recommendation from CSL Regional Support Coordinator and your sponsor and mentor if you are not yet ordained. 
· It’s not too soon to begin to look into Liability Insurance for the center. 
Phase 2
· Center Application Form (Phase 2)

· Sample Community Articles of Incorporation

· Sample Community By-laws

· Member Community Leadership Council/Board of Trustees Roster Form

· Sample Minister’s Letter of Call

· CSL Affiliation Agreement – Provided Separately 
· CSL Pledge Commitment Form

· 501(c)3 Group Exemption Form

· Certificate of Liability Insurance
· CSL Policies and Procedures Concerning Centers

· $350 Affiliation Application Fee

In addition, there may be other required documents (such as the CSL Member Community Affiliation Agreement) which will be provided you separately.
Charter Status

Once a member community who has been approved for affiliation as a center achieves an average weekly attendance greater than 50 participants over a period of three months or longer, such center can apply for “charter status”.  These centers, upon approval, will receive a member Community Charter and will be eligible for greater representation at our annual business convention.  Leadership of centers interested in approval for charter status should contact our international headquarters for more information.
Further Assistance
We want you to be successful in this process!  There are important resources available to assist you.

First, please know that we have an ordained minister who works in support of our ministries in your area.  This individual is our CSL Regional Support Coordinator (RSC).  Their name and contact information should have been provided to you with this packet.  We encourage you to contact them early in your planning process.  You should share with them your intention and ask them for their feedback on it.  They will be able to serve as a support resource as you move through this process.  A letter of recommendation from them should be requested and included with your Phase 1 submission.

Secondly, staff in home office is available to guide you through this application process.  You should have been provided the name and contact information of our Licensing and Credentialing Coordinator specializing in Community Affiliations as a part of receiving this packet.  Please contact them if you have any questions.
Note that all application submissions should be sent to:

Rev. Julie Lobato

Centers for Spiritual Living
Department of Licensing and Credentialing
573 Park Point Drive

Golden, CO 80401

Thank you for your interest in establishing a new center with our organization.  We look forward to working with you!
Some Advantages of Becoming a CSL Member Community

One of your first questions might be---why become a member community with the Centers for Spiritual Living?

Here are some advantages of membership:

· You become part of an international network of spiritual centers with locations throughout the world that are working collectively to transform the lives of hundreds of millions of individuals.

· You are supported through our Educational Department with high quality curriculum that assists you in teaching the Science of Mind and Spirit.

· You can teach certificated Science of Mind and Spirit classes which are centrally registered and whose credits are transferable among our centers.

· You are certified to teach our Practitioner curriculum which leads individuals towards licensing with our organization.

· You are available as a community for any of our licensed spiritual Practitioners to serve no matter where they were trained.

· You gain access to materials specifically designed to support youth and the growth of youth programs within your center.

· You become covered in the United States by our 501(c)3 non-profit status that allows you to accept tax deductible contributions.

· You are listed in our global directories, both published and on the internet, which point interested individuals to your community.

· You are able to use our trademarked intellectual property, including using the phrase “Center for Spiritual Living” in your community name, which gives your center branded name recognition.

· You are provided a trademarked “starburst” logo for use in your advertisements, signage and other materials.

· You are able to tap into a community of trained and licensed ministers who may serve as spiritual leader in your community.

· You gain access to a local support network of trained and licensed Ministers, Practitioner and laity whose role is to support the growth of CSL communities in their area. 

· You are able to gain a voice in setting the direction of our organization by means of having a vote at our national convention business meetings.

Phase 1 Application Process

In the first phase, we request that you submit to our Department of Licensing and Credentialing the following:

Phase 1 Application

A copy of this application is enclosed in this packet.  This details who is starting the ministry (including the minister’s qualifications), where your center will be geographically located, your proposed name, contact information needed for directory listing and a description of how your ministry will be expanding the teachings of the Science of Mind and Spirit to the world.

Business Plan 
You would create this document.  There are numerous books and online resources that are designed to assist you in preparing a quality business plan.  We would suggest that you do an online search of the phrases “sample business plans”, “writing business plans”, “church business plans” etc.  A couple of online resources that you might find useful are the following:
http://www.bplans.com/
http://www.ehow.com/how_6391569_write-church-business-plan.html
Demographic Report 
You would create this document.  This report would include information about the proposed location of the new center and why it is a smart choice.  It should include relevant maps, economic and center profiles of the community you are targeting as well as any other information deemed to be relevant.  We suggest that you also include as a part of your analysis a listing of any other New Thought centers which may be in the geographical area and how your ministry will especially serve that segment of the population.  There are also excellent online resources available to assist you in this analysis.

Preapproval Name Request Application

All new CSL centers and teaching chapters are required to use “Center for Spiritual Living” in their name.  To ensure consistency with our branding requirements and to help you in choosing a proper name for your new ministry, please see the page entitled “Determining Your Community Name”.  You will need to complete and submit as a part of your Phase 1 application the “Preapproval Name Request Application” included in this packet. Note: There is more information on Branding by logging into the internal website at ourcsl.org. Then click on Business and Administration. 
Documentation of Courtesy Contacts with Other CSL Centers
Although CSL does not prohibit the establishment of new CSL centers that are near other existing centers, we do request that you consider your proposed center’s location in coordination with any of our current locations.  It is the intention of CSL that all of our member communities will work to serve unique populations and geographical areas.  It is also our intention that all of our communities will work together and support one another.

It is with these intentions in mind that we request that as a critical step in the creation of your community with CSL that you reach out and have a courtesy conversation about your intentions with any other CSL communities who may be in your geographical area. Although there are no hard and fast rules around how broadly you should reach out, as a general rule of thumb, please consider a 50-mile radius of the area in which you are intending to locate.  This radius can be larger or smaller based on the density of the population in the area. 

This conversation with the leader of these other communities should serve to (1) advise the other community about your intention; (2) to allow you to learn from them what communities or populations they are serving; (3) to gain knowledge on the support mechanisms that may be available to you both within CSL and outside of CSL in that area that will enhance your success; and (4) to begin a relationship of cooperation and support that can continue beyond your successfully becoming a CSL member community.
We ask that as a part of your Phase 1 application package you submit any documentation in support of these courtesy contacts.  These can be letters of support, copies of emails, or a written report of your conversations.

Regional Support Coordinator Recommendation

As indicated previously, you should contact your area’s RSC.  Please include in your Phase 1 application package a Letter of recommendation from your geographical area’s RSC. If you don’t know who that is, contact your affiliation coordinator. 
Submission:  All of the above material may be submitted electronically to CSL home office at the address listed at the beginning of this packet.
Post Approval:  Upon submission of this material, it will be reviewed for completion and submitted to our Affiliation Review Committee. Upon their successful review of your Phase 1 submission and approval by our Leadership Council, you will be given a notice that allows you to begin operation, provides further details on what it means to be as CSL center and you will be listed in our directories.   You will then start working towards meeting your Phase 2 documentation requirements. 
Liability Insurance: Even though liability insurance for your center isn’t required to be in place until phase 2 of your application, it is suggested that you begin to look into the cost and types of coverage for the center while you are applying for phase 1. 
You might begin with contacting the company you have your own insurance with. Your minister colleagues will be a valuable resource for you as well. 
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	Personal Information

(detail as you wish to have listed in our directories)

	Name of Minister:
	Date:

	Proposed Name of Center:

	Business Address:

	City:
	State:
	Zip:

	Minister’s Home Address:

	City:
	State:
	Zip:

	Center Phone:

Center web site:   

Center Email Address:
	Minister Home Phone:

Minister Cell Phone:

Minister email: 

	Sponsoring Minister name (if not ordained):

Contact Email:


	Mentor Minister name (if not ordained):

Contact email:

	Intention Statement

	Please describe your intention for this Center and how it will bring the Science of Mind to new population or geographical area:

	

	

	Minister’s Qualifications

	Please describe the proposed spiritual leader for this Center and their qualifications. If not ordained, include the sponsoring and mentor minister’s names. 

	


	Attachments

	Please include the following documentation with this application.

	Document
	Received by CSL

	A three to five year business plan in narrative form
	

	A demographic report of intended audience
	

	Documentation of courtesy contacts with nearby CSL community leaders.
	

	Preapproval Name Request Application 

	

	Regional Support Coordinator Recommendation
	


Determining Your Community Name

All new CSL centers and teaching chapters are required to use the trademarked words “Center for Spiritual Living” in their name.  The recommended and preferable format is “Center for Spiritual Living” followed by a geographical designator (example “Center for Spiritual Living Philadelphia”).  As an alternative, and with justification, you may be approved with the geographical descriptor being placed before the words “Center for Spiritual Living” (example “Detroit Center for Spiritual Living”).

Where you live in an area where another CSL community may already be using a more broadly based community name, you may want to consider matching your city name with other words that show your unique area being served (examples:  CSL East Boston, CSL Downtown Louisville, CSL Northern Atlanta, etc.) or use a well known and more geographically defined neighborhood name.
Except in the case of Focus/Virtual Ministries, it is recommended that you avoid words and phrases as a part of your name that are not geographically based.  Geographically based centers that use other phrases as a part of their “CSL” name need to provide a justification and still may not be approved. 
It is required that as a part of your letter of intention you include your preferred name and your rationale for proposing it.  You may also include several potential names that you are considering. 
Please see the Preapproval Name Request Application for submitting the necessary information. 
If you have questions about choosing a name, please contact Rev. Julie Lobato at jlobato@csl.org 
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Senior Minister’s Name_____________________________________________

Location of Affiliated Community: City____________ State:_______________

Is this an existing community?  
_________Yes






_________No

If “yes,” what is the community’s current legal name? ______________________

Is the community “doing business as” (d/b/a) another name?  ____yes  
____no

If “yes,” what name?________________________________________________

Centers for Spiritual Living brand identity policy suggests that a community’s name be in the format of “Center for Spiritual Living,” followed by a geographic designator.  If you are an established community, there are possible exceptions to this policy.

What are your top three choices for names, in order of preference?

1._______________________________________________________________

2_______________________________________________________________

3.______________________________________________________________

Please include a map of your region, indicating the location of your community.  

If one of your name choices is a regional name that is not designated on the map, please indicate the parameters of this area.  For example, if you are located in Davenport, Iowa, and you want to take the name “Center for Spiritual Quad Cities,” please indicate where the “Quad Cities” are.

As a part of your name request, please include the following items:

· A copy or screen shot of Secretary of State’s [or appropriate government agency] website page, showing the availability of all three of your options for your chosen name in your state.
· A map of your geographic region, highlighting the location of your community.
· A brief description of your location and rationale for your choice of names.
Please send the completed Preapproval Name Request Application form and the documents listed above to Rev. Julie Lobato, jlobato@csl.org Electronic copies are requested but not required. 
If mailed, send to the attention of:  
Rev. Julie Lobato

Centers for Spiritual Living
573 Park Point Drive

Golden, CO  80401
Phase 2 Application Process

After Phase 1 approval, we request that you submit to the Department of Licensing and Credentialing the following Phase 2 documentation within 60 days:

Phase 2 Application Form

This is included with this packet and will guide you in successfully documenting all of the requirements needed for Phase 2 of your application.

Application Processing Fee

You will need to enclose an application processing fee of $350 paid via personal check made out to “Centers for Spiritual Living”.  This payment covers the administrative costs of processing both your Phase 1 and Phase 2 applications.
Projected Financial Budget

Please provide a projected budget document of your own creation which outlines your expectations on income and expenses for your ministry over the next one to two years.

Articles of Incorporation
You will need to incorporate your organization under your local geographical government laws.  In the United States, incorporation is based on state law.  You may want to seek appropriate legal assistance in setting up your corporation under state law, but it is not required.  There are many online resources available to assist you in this process.  Consider doing an internet search on terms such as “creating a corporation” to obtain more guidance.  You may also want to add your state or governmental name to your search phrase.  Most states have a state governmental department website that assists you in incorporating within your state.  In addition,  Here is one general article that may be useful:
http://www.ehow.com/how_7497364_steps-creating-corporation.html
After you have successfully incorporated your organization, please submit to CSL a copy of your articles of incorporation.

By-Laws
Your organization must have by-laws which govern your actions.  A sample set of by-laws is included in this packet.  A copy of the ones that are approved by your leadership council or board of trustees must be submitted to CSL as a part of your Phase 2 application.
List of Leadership Council or Board of Trustees
Please provide the names and contact information of your leadership council.  See the included template in this packet to facilitate this.
Minister’s Letter of Call or Employment Agreement
Please request the current CSL sample draft from our L & C Assistant.
Certificate of Insurance
All CSL centers must carry appropriate insurance to cover any liability issues which your ministry might encounter.  A copy of your certificate of insurance must be included in your Phase 2 submission.
CSL Member Community Affiliation Agreement
As a final step in the approval process for your new CSL community, both CSL and your local community will maintain a copy of a community agreement that is signed by both your leadership and by CSL leadership.  This is our agreement of support of one another and serves as our legal agreement.  This document will be provided you separate from this packet.  Your leadership will sign two copies and submit them as a part of your Phase 2 package.  Upon final approval, CSL leadership will sign both copies, keep one on file and return one to you.
CSL Pledge Commitment Form

All CSL member communities are required to financially support the larger CSL organization.  Please include a completed pledge commitment form with your submission giving the annual amount you are committed to for the remainder of the year you are applying.  Request a blank copy if not included in this packet.
501(c)3 Group Exemption Form

If you are going to be covered under CSL’s 501(c)3 Group Exemption for Federal tax purposes, please complete and submit the form included in this packet.

In addition, you may need to take action in connection with your state government.  Guidance as to individual state laws on tax exemption status will need to be found on your state government website.  You can also find information at the following link: http://www.cslintegrationdocs.org/pdf/page02/State_Exemption_Tax_Filing_Information_Memo.pdf
It is expected that the above Phase 2 materials will be submitted to CSL within 60 days of Phase 1 approval. Please contact Rev. Julie Lobato at jlobato@csl.org if you need more time. 
Upon approval of your Phase 2 documentation by our Affiliation Review Committee, your application will be submitted to the CSL Leadership Council for final approval of your application. You will receive a notice of formal approval which will include the signed copy of your CSL Member Community Agreement.
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	Personal Information



	Name of Minister:
	Date:

	Approved Name of Center:

	Business Address:

	City:
	State:
	Zip:

	Minister’s Home Address:

	City:
	State:
	Zip:

	Center Phone:

Center web site:   

Center Email Address:
	Minister Home Phone:

Minister Cell Phone:

Minister email: 


	List of Supporting Documents Included

	Please include the following documentation with this application.

	Document
	Received by CSL

	Application Processing Fee
	

	Articles of Incorporation
	

	Copy of community by-laws
	

	Projected Financial Budget Document
	

	List of Leadership Council or Board of Trustees
	

	Minister’s Letter of Call or Employment Agreement
	

	Certificate of Insurance
	

	2 Copies of Signed CSL Member Community Agreement
	

	CSL Pledge Commitment Form
	

	501(c)3 Group Exemption Form
	


Sample Community By-laws
Obtain a copy at ourcsl.org by logging in for minister resources, then going to Business and Administration. Scroll down for CSL Sample Center bylaws. Note: Ask about the new CSL Sample Bylaws that are being created. 
Member Community Leadership Council/Board Roster Form

Name of Organization: ________________________________________________________________

Address 



Street




City


State

Zip

	Name
	Position Held
	Term Expires

Suggest Staggered Dates
	Home Address (City, State, Zip)

And daytime telephone number with area code

	
	President/Chair
	
	

	
	Vice President/Vice Chair
	
	

	
	Secretary
	
	

	
	Treasurer
	
	

	
	Trustee/Council Member
	
	

	
	Trustee/Council Member
	
	

	
	Trustee/Council Member
	
	

	
	Trustee/Council Member
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Sample Minister’s Letter of Call

[Request this from CSL Licensing] 

COMMITTED GIVING FORM

January 1, 2018 – December 31, 2018
Name of my spiritual community: _______________________________________________________________

Address: ___________________________________________________________________________________________

Email: ____________________________________________Website:_________________________________________

Phone:____________________________________________/_________________________________________________

        Office or Direct



        Mobile

Senior Minister: ____________________________________________________________________________________

       Please Print

Council Chair or Board President: ________________________________________________________________

       Please Print

We as a community honor this financial commitment to supporting and creating a healthy, harmonious, and joyful world that benefits everyone.

Our 2018 annual dollar commitment to Centers for Spiritual Living will be:

$_____________________________________________

Senior Minister or Council Chair or Board President’s signature: 

_______________________________________________________________________________________________________

501(c) 3 Group Exemption Form

	

	

	

	

	Date: 


	

	Center/Member Community Legal Name: 


	

	DBA: 


	

	Mailing Address: 


	

	


	

	Physical Address (if different): 


	

	


	

	Email: 


	

	Telephone: 


	

	Web Address: 


	

	Federal Tax Number (EIN): 


	

	Senior Minister/Director: 


	

	Email: 


	

	Telephone: 


Cell: _____________________________


CSL Policies and Procedures Concerning Centers

Member communities are required to be aware of abide by all CSL policies and procedures.  These policies are contained in a policy manual which is available online at www.ourcsl.org by logging into the internal site and clicking on Business and Administration. 
Although Center policies are contained throughout the document, you will want to familiarize yourself especially with Section 6, “Member Communities Structure, Roles and Support”.
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