United Way of Central Oklahoma

New Partner Agency Admission Application Form Instructions
General Information
This document provides detailed instructions for completing the New Partner Agency Admission Application Form.
Electronic completion and submission of the application form is preferred. If necessary, applications can be manually typed. No hand written applications will be accepted.

Complete one application form for each program for which the agency is requesting funding.

The spaces on the application form are sized intentionally to keep responses brief and to the point. Should additional space be needed, only one page (letter size sheet) of additional information may be included as an attachment.

The fiscal year used for funding, budgeting, and financial and program reporting for United Way of Central Oklahoma Partner Agencies is the fiscal year July 1 through June 30. Please round all figures in all financial fields to the nearest dollar.
See the Application Procedures contained in the New Partner Agency Admissions Guidelines document for more information on due date, required attachments and how to submit the application.

Questions and technical assistance related to completing the application form should be directed to: Crystal Stuhr, Sr. Director of Community Investment, (405) 523-3536 or cstuhr@unitedwayokc.org.
Application Form Instructions
Part I - Agency Information

Part I of the application form is requesting information about the agency as a whole.

Date of application:  The submission date of the application.

Agency Name:  Provide the agency's legal name.

Agency's Physical Address, Agency Phone Number, Fax, CEO Name & Title, CEO Email Address:  Self-explanatory.


Contact (if other than CEO), Contact's Email Address:  If someone other than the CEO is the primary contact for any follow-up questions, scheduling a site visit, or other information needs United Way may have, please include the individual's name and email address.

Agency's Website Address:  Self-explanatory.

Year agency was established in central Oklahoma, Year agency became a 501(C)3:  Self-explanatory.

Agency Mission Statement:  Please enter the agency's mission statement as approved by the Agency's Board of Directors. Vision Statement may also be included in this section.
How many individuals are employed by your agency?  Enter numbers into appropriate boxes (Full-time, Part-time, etc.).  The Totals in both sections should match.
List all agency programs and approximate number of unduplicated participants/clients in each:  Provide the names of all programs the agency offers and include how many clients were served in each this past fiscal year.
What percentage of the Board of Directors annually contributes financial support to the agency?  Answer should be in a percentage format.
Why does the agency want to become a United Way Partner Agency?  Provide reasons that are important to the agency leadership as to what value being in a funding relationship with United Way will bring, e.g., increase funding base, put agency in front of new audience, etc.
List and describe all major fundraising activities of the agency to occur during the fiscal year. Include the proposed date(s) of solicitation.  Agencies are asked to give a description of agency fundraising activities for the upcoming fiscal year. Examples include sustaining membership campaigns, benefits and special events, activities conducted by outside organizations, and corporate solicitation for merchandise.
Part II - Program Information

Part II of the application form is requesting information about the individual program for which United Way funding is requested.

1.
Program Name, Amount of Request:  Self-explanatory.
2.
What is the Program Goal/Purpose and Community Problem Addressed:  Describe the goal and purpose of the program and specifically state what community problem the program is designed to address.
3.
Program Background (Year started; Any relevant history of the program):  Self-explanatory.
4.
Target Population (Description of Clients to be Served):  Describe who the program is intended to serve, e.g. Teens living in the Oklahoma City Public Schools District.
5.
Current annual budget for this program:  Self-explanatory. Use whole number.
6.
List other current funding sources, and amounts, for this program:  List all significant revenue sources that support program operations.
7.
Does this program currently receive funding from other United Ways? If so, which ones?  Self-explanatory.
8.
Are any other funding sources being sought for this program (present or future)? Please explain.  List what other funding sources the agency will or has requested funding from in support of this program (not necessarily already secured sources, previous supporters as listed in question 6). Include the amount of the request and any other pertinent information.
9.
Explain specifically how United Way funding will be used (e.g., which budget line items).  Include whether the funding will help add new services or supplement funding to maintain the current level of services. Provide very specific explanation about the intended use of the funding, e.g., portion of program coordinator's salary and benefits. If possible, include actual estimated dollar amounts for each specific item and note which program budget line item to which the funding will be applied. Also, explain if the addition of United Way funding will allow the program to expand or if the funding is needed because of a loss of another funding source.
10.
# of unduplicated clients served by this program (in past year) by City; # of unduplicated clients served by this program (in past year) by County: Enter the actual total number of unduplicated clients served by this program for the past year indicated into the TOTAL line. Then, break that number out by city of residence. Enter the total number of clients served who do not reside in any of the metro area cities listed on the “Other” line. If city data is not collected, enter the total number on the Unknown line. Also, break the number down by county of residence and enter the data as described above. These two sections should match back to the TOTAL entered above. Then, estimate the total for the current fiscal year and also how many additional clients could be served the next fiscal year in addition to the number previously estimated, if funded, above the current year estimate.
11.
Approximate # not served in this program last year because of limited resources:  If there were people turned away for program services due to lack of funding, manpower, supplies, etc., who would have otherwise qualified, enter that number here. Go on to explain how that number was derived, e.g., tracking of clients turned away, estimate of population groups, etc.
12.
Total units of service provided for this program in the past year; Define what a unit of service is for this program.  Enter the actual number of units of service provided to program clients for the past year indicated on the line. In the box below, provide a definition of what a unit of service is, e.g., an hour of counseling, a day of child care, etc.
13.
How many volunteers will be utilized annually for this program and approximately how many hours will they serve?  If volunteers are utilized in this program, provide a number of how many volunteers and an estimate of annual hours of volunteer service they will provide. An explanation of the types of volunteer opportunities may also be included.
14.
What local agencies, United Way Partner Agencies or other private/government organizations, do you consult or cooperate with or refer clients to in carrying out this program?  List other non-profit, governmental, or private organizations that the agency works in cooperation with in order to deliver the program, not referrals for other program services.
15.
How does this program vary from similar programs offered by other agencies or private organizations in the community?  Explain what makes this program unique and different from other similar programs that may be offered in the community. What is your competitive advantage?

16.
Are clients charged for this program; Fee scales; If clients are not charged, why not? Check all the boxes that apply concerning whether or not clients are charged a fee to receive program services and how those fees are determined. If the agency has decided not to charge fees to clients, explain what influencing factors went in to that decision.
17.
What arrangements are made for clients who cannot pay? If a fee is charged for the program, explain what would happen if a client could not pay for the service.
18.
What percentage of the clients served by this program receive financial or other aid such as TANF, WIC, SSI, free or reduced lunch, other government benefits, etc.?  Self-explanatory.
19.
If you do not receive the FULL amount requested from United Way what, and how much, specifically could be cut, and how would it affect this program?  Describe how the program could be scaled back if United Way was only able to fund a portion of the request. What would be cut first, second, and so on. United Way may have funding for only certain pieces of the program and needs to understand the agency’s priorities. Explain how cutting back would affect the ability to provide services. If possible refer to the program budget line items to be affected.
20.
If you applied to United Way for funding of this program previously, what if any changes have been made due to United Way's feedback concerning why it wasn't funded? If the United Way Subcommittee made any recommendations or observations about why they could not fund the program previously, how have you addressed the recommendations or made improvements to the program because of that feedback.
21.
Use this space to provide additional information about this program (e.g. statistics to support your request).  This space may be utilized to explain any other important information to support the funding request. Further information about the agency's financial need for United Way's support, or further explanation about the community's need for the program is recommended.
22. 
Complete the following section to provide United Way with information about the program's outcomes.
Desired Outcomes (from logic model):  List the Desired Outcomes that are being measured/to be measured in this program. This information will likely come from a program logic model. List the outcomes in their appropriate boxes, either “Initial,” “Intermediate,” or “Long-term.”  An outcome is defined as the benefit for a participant during or after their involvement with the program relating to their knowledge, skills, attitudes, values, behavior, condition, or status. (Example: for a Teen Mother Parenting Program...Teens are knowledgeable of prenatal nutrition and health guidelines.)
Indicators (Information to be collected e.g., # and % that...): List the indicators that are tracked to measure the program success on outcomes. Outcome indicators are specific observable, measurable characteristics or changes that represent achievement of an outcome. There is typically more than one indicator for each outcome. They are typically stated as the specific statistic(s) that summarizes the level of achievement such as the number and percent attaining the outcome. (Example: # & % that are able to identify food items that are good source of major dietary requirements).
Measured Outcomes (Results of Data Collection):  Report the data obtained from conducting your outcome measurement here (i.e., the results of your data analysis). This generally will be reported as the # and % of participants that achieved the particular improvement being measured. (Example: 21 of the 28 participants, that is 75% were able to identify accurate food items as good sources of major dietary requirements).
Description of Outcome Measurement Process for this Program (Methods; Data Sources; Frequency of Data Collection; Date of Last Data Collection): Explain how the information was collected and describe procedures used. List where or who you get the data from for each indicator (i.e., records, program participants, tests/scales). This explanation should also include when data were collected and how often, by whom, number of potential respondents, number of actual responses, etc. (Example: In this program we give the girls a survey to complete after their second week in the program. They also do weekly weigh-ins and complete daily checklists on smoking and food intake. The latest results were compiled 10/1/2011.)
Lessons Learned:
A.
What do the outcome results say to you? (Implications; Interpretation in terms of meeting goals/objectives): Explain your interpretation of what the data analysis means to the program and the agency, e.g., do the results identify program improvement needs and strategies? Do they provide support for the agency's short-term or long-term planning activities? Do they provide budget guidance? Do they focus attention on policy or programmatic issues? (Example: We are happy to see that 72% of teens are delivering healthy babies, but wish to get that outcome much closer to 100%. One area of concern is the difference between measures on the smoking indicator, with girls self-reporting at a higher rate than teacher observation results. This causes us to wonder about validity of 100% self-reporting daily prenatal vitamin intake.)
B.
Discuss influencing factors that affect the outcome results (internal and external barriers and constraints):  When outcome findings do not meet expectations, there may be internal/external causes for this result. Include information here that tells readers of the probable reasons why the outcomes look unusually high or low. (Example: Many of the participants are living alone or in households with single parents. Their ages range from 13 to 17. Family and parental support may be weak, thus strongly influencing the out-of-school time behavior of the girls. Typical adolescent peer pressure is also a factor influencing diet/smoking behaviors.)
C.
How do you use the program outcome results? (Program changes; Communi-cating with stakeholders; Organizational changes; Setting targets): How will you/are you using the results?  Describe a specific example of how the findings were used either internally or externally. Or explain recommendations derived from this process and how you are implementing or will implement those recommendations. Consider or report if the results suggested setting outcome targets for the future. (Example: Research shows that reducing smoking during pregnancy improves birth weights so we will put new emphasis on smoking cessation in the program. A partnership with the regional Smoking Prevention Network will be developed to bring in new trainers and curricula.)
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