UNITED WAY OF CENTRAL OKLAHOMA 

NEW PARTNER AGENCY ADMISSIONS GUIDELINES

POLICY

The purpose of the Agency Admissions Guidelines policy is to establish guidelines and criteria by which agencies can apply to become a Partner Agency with United Way of Central Oklahoma (United Way). Applications will be accepted throughout the year.  Those submitted prior to February 1, will be reviewed for possible inclusion in the spring allocation process, for funding to begin July 1 of that same year. Award notifications are made in late June of the application year.
New Partner Agency admission decisions are made at the sole discretion of the United Way Board of Directors. The Board of Directors receives recommendations for new Partner Agency membership from the Community Investment New Agencies and New/Expanded Programs Subcommittee.  Agencies are considered Partner Agencies with United Way immediately upon Board approval in June of the application year and are required to sign and adhere to the Memorandum of Understanding between the agency and United Way (see sample copy). Once a new agency receives Partner Agency status they will not be eligible to present another program to the New Agencies & New/Expanded Programs Subcommittee for funding consideration until a minimum of two full years of successful Partner Agency status have been achieved unless the agency has sought and been given specific approval from United Way.
MEMBERSHIP CRITERIA

Any agency wanting to become a Partner Agency with United Way should meet the following minimum criteria:

1.
Render valid human service programs which meet a genuine community need.
2.
Be a nonprofit, tax-exempt corporation as defined under Section 501(c)(3) of the Internal Revenue Service Code.

3.
Be established and functional for a preferred minimum of two years.

4.
Meet the on-going criteria for membership in the United Way of Central Oklahoma as set forth in the United Way Partner Agency Memorandum of Understanding and Partner Agency Policies & Procedures Manual.

5.
Have an annual audit performed by a qualified and independent auditor. (In the event of annual revenues of less than $100,000, a CPA review may be substituted for the audit and a certified financial statement will be required. If the agency becomes a Partner Agency and has a year where revenues reach or exceed $100,000, the agency will then be required to have an annual audit performed.)
6.
Meet the criteria, as defined therein, for admission into the Combined Federal Campaign and the Oklahoma State Charitable Campaign. (Application criteria listed at the end of this document.) 

APPLICATION PROCEDURES
1. Contact the United Way office and speak to the Senior Vice President, Blair Schoeb, (405) 523-3532 to ensure the agency meets criteria to make application. A face to face meeting is generally recommended.
2. Following meeting with the Senior Vice President, the agency must submit a letter of application for membership to the Community Investment New Agencies and New/Expanded Programs Subcommittee.  The letter of application should state that the agency’s Board of Directors has reviewed the sample Memorandum of Understanding between a Partner Agency and United Way and would, as a Partner Agency, agree with the conditions set forth in that Memorandum.
3.
Along with the letter of application, the application submission must contain the following information:
A. The completed New Partner Agency Admission Application Form. See New Partner Agency Admission Application Form Instructions for further information about completing the form.
B. One copy of the IRS Determination Letter certifying the agency as a non-profit corporation, tax-exempt under Section 501 (c) (3) of the Internal Revenue Service Code.
C. One copy of the agency’s By-Laws.
D. One Board of Directors roster. Board members must serve without compensation.  This roster should identify the officers of the board and include elected terms, board attendance record (% of meetings attended within the past year), address including state of residency, telephone number, place of employment, job title, and e-mail address.
E. Three budgets, one copy of each, (showing all revenue and expense line items) as follows:

a.
One current fiscal year budget for the overall agency;

b.
One current fiscal year budget for the specific program for which United Way funds are being sought; and
c.
One proposed fiscal year budget for the specific program for which United Way funds are being sought. 
F. Two copies of the most recent annual audit by a qualified and independent auditor (or CPA review, if revenues less than $100,000, and a certified financial statement). If the auditor issued a Management Letter, please include two copies of the Management Letter along with two copies of the agency’s written response to that letter. See Partner Agency Policies & Procedures Manual, Section II. Membership, E. Audit Policy.
G. Fifteen copies of the most recent Annual Report to the agency’s Board of Directors.
H. Two copies of the current signed IRS Form 990. Reporting year should match that of the annual audit and signature must be that of an official from the agency (not that of an outside preparer). A 990 EZ form is insufficient documentation for membership.
I. One copy of the agency’s non-discrimination policy. See Partner Agency Policies & Procedures Manual, Section II. Membership, D. Non-Discrimination Policy.
J. One copy of the agency’s certificate of insurance. See Partner Agency Policies & Procedures Manual, Section II. Membership, B. Insurance.
K. One copy of the agency’s internal financial control policies & procedures. See Partner Agency Policies & Procedures Manual, Section III. Community Investment Process, 3. Finance and Accountability, a. Encourage Sound Policies and Procedures.
4.
Submit one complete hard copy of the letter of application and application form with all attachments by the due date, February 1. Late/incomplete applications may not be considered. In addition to the hard copy, e-mail an electronic copy of the completed application form and any attachments which are available in an electronic format to: cstuhr@unitedwayokc.org.


For the hard copy submission, do not staple the pages together. Please use a paper clip, binder clip, folder, etc. Annual Reports and Audits may be submitted in their original printed format.


The hard copy may be mailed to ATTN: Community Investment, United Way of Central Oklahoma, PO Box 837, Oklahoma City, OK 73101-0837. Or, hand-deliver the hard copy to 1444 NW 28th Street, Oklahoma City, OK 73106.

5.
Complete packages will be forwarded to the Community Investment New Agencies and New/Expanded Programs Subcommittee for review. The Subcommittee may then choose to meet with selected agencies for further review and consideration.  The New Agencies and New/Expanded Programs Subcommittee formulates its recommendation considering the agency’s demonstrated ability to receive and provide benefit through a funding relationship with United Way. New Partner Agency admission decisions are made at the sole discretion of the United Way Board of Directors based upon recommendations made by the Community Investment New Agencies and New/Expanded Programs Subcommittee. 
6.
Applicants receive notification letters by U.S. mail in late June of the application year.
Questions and technical assistance related to New Partner Agency Admissions Guidelines, Application Process, or completing forms should be directed to: Crystal Stuhr, Sr. Director of Community Investment, 523-3536 or cstuhr@unitedwayokc.org.

Application Criteria for the Combined Federal Campaign (CFC)
Agencies wanting to become a Partner Agency with United Way must be able to meet the criteria for admission into the Combined Federal Campaign (CFC). (This section is provided as information only in reference to United Way Membership Criteria, Item 6. above. The CFC is a separate application process and the following qualification/materials are not required as a part of the United Way New Partner Agency Application. CFC application would occur following receipt of United Way Partner Agency status.)
In addition to having IRS 501(c)(3) status, providing a human health or welfare service, having an annual audit and IRS form 990, an applicant for admission into the annual CFC must:

1.
Provide an Employer Identification Number (EIN) number that is specific to the local agency.  The EIN number cannot be from a national / parent organization. If only an EIN from a national / parent organization is available, the local agency must provide a letter from the national / parent organization dated within one year of the CFC application that says the local agency is a bona-fide chapter or affiliate in good standing and is allowed use of the national EIN number.

2.
Provide a report that includes a full description of actual services, benefits, assistance, or program activities provided by the agency.
3.
Have a dedicated phone line and address (not a P.O. Box) and be open for business at least 15 hours per week.

4.
Certify the agency utilizes GAAP (Generally Accepted Accounting Principles) and GAAS (Generally Accepted Auditing Standards).

5.
Certify the agency utilizes an accrual method of accounting.  Additionally the IRS Form 990 may not be completed using Cash accounting method unless revenue is less than $100,000.

6.
Calculate and report the agency’s overhead (administration and fundraising) rate.

7.
Certify that the agency is governed by an active and responsible Board of Directors, whom serve without compensation and have no material conflict of interest.

8.
Certify that contributions will be utilized for the announced purpose of the agency.

9.
Certify that the agency does not knowingly employ or fund terrorists.

10.
Submit a 25-word statement describing the agency’s program activities to be used for the Charity Guide publication.
Application Criteria for the oklahoma state charitable campaign (sCC)
Agencies wanting to become a Partner Agency with United Way must be able to meet the criteria for admission into the Oklahoma State Charitable Campaign (SCC). (This section is provided as information only in reference to United Way Membership Criteria, Item 6. above. The SCC is a separate application process and the following qualification/materials are not required as a part of the United Way New Partner Agency Application. SCC application would occur following receipt of United Way Partner Agency status.)
In addition to having IRS 501(c)(3) status, providing a human health or welfare service, having an annual audit and IRS form 990, an applicant for admission into the annual SCC must:
1.
Provide an Employer Identification Number (EIN) number.

2.
Submit a 25-word statement describing the agency’s mission, programs and services to be used for the Charity Guide publication.
3.
Calculate and report the agency’s overhead (administration and fundraising) rate.

4.
Calculate and report that a substantial percentage of the agency’s annual budget is received from public solicitation within the State of Oklahoma.
5.
Provide a report that includes a full description of activities and services provided by the agency.
5.
Provide a list of Board of Directors with state of residency indicated (majority of the board members must be residents of the state of Oklahoma).
6.
Provide documentation of current Charitable Organization Registration and Registration Identification Number (through Secretary of State)
7.
Provide documentation of incorporation to do business in State of Oklahoma (through Secretary of State).

8.
Certify the agency utilizes GAAP (Generally Accepted Accounting Principles).

