UNITED WAY OF CENTRAL OKLAHOMA

PARTNER AGENCY POLICIES & PROCEDURES MANUAL
I. INTRODUCTION

A.
Mission & Vision

United Way of Central Oklahoma

Thoughtful 


Resourceful


Responsive

Mission

To improve the health, safety, education and economic well being of individual families in need in central Oklahoma by connecting community resources with responsive and accountable health and human service agencies.

Vision

To build a stronger, healthier, and more compassionate community.
B.
Purpose

In publishing these Policies and Procedures, the United Way, in cooperation with its Partner Agencies, intends to facilitate positive relationships. These relationships are built on mutual trust and a strong desire and need to be accountable to the contributing public, to clients served and to one another. These policies should be consulted for the authoritative statement of management of United Way policy. As policies and procedures are adopted and updated, copies of changes will be sent to all Partner Agencies and this manual will be revised accordingly.
C.
Geographical Service Area

Our service and campaign area is broadly defined as central Oklahoma.  The United Way of Central Oklahoma serves metro Oklahoma City, Moore, Edmond, Yukon, Mustang, Guthrie, Midwest City, Del City, and all or parts of Oklahoma, Cleveland, Canadian, Logan, Lincoln, Kingfisher and Pottawatomie Counties.
D.
Community Investment Oversight

The Community Investment Committee is the final authority on Partner Agency relations and Partner Agency allocations, subject to approval by the United Way Board of Directors. 
Each year, the total sum available for allocation to Partner Agencies is determined by the Finance Department of United Way for the upcoming fiscal year, subject to approval by the United Way Board of Directors.
E.
Partner Agency Autonomy

United Way and its Partner Agencies are fundamentally individual and autonomous organizations that have joined together to reach mutually desirable goals. United Way recognizes the right and legal responsibility of each of its Partner Agencies to manage its own internal operation. However, United Way will exercise its responsibility and obligation to the community and its contributors to ensure that dollars raised and allocated are used to optimize the delivery of service to those in need. This includes fair and just implementation of United Way policies and procedures as well as observations and recommendations that may be offered to Partner Agency leadership regarding areas of concern and suggested courses of action.
II.
MEMBERSHIP

The following sections provide details of the policies and procedures that Partner Agencies are expected to implement and comply with, in recognition of their United Way membership.
A.
Criteria

Partner Agencies 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 herein.

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 preformed.)

6.
Meet the criteria, as defined therein, for admission into the Combined Federal Campaign and the Oklahoma State Employee Campaign. 
B.
Partner Agency Insurance

United Way Partner Agencies are required to have sufficient insurance appropriate to protect their Directors, employees, facilities and agency funds.
C. 
Partner Agency Operating a Business Enterprise

A Partner Agency supported by the United Way should not exist for the sole purpose of operating a business enterprise. If a business is operated by a Partner Agency, its Board of Directors should review the operation regularly to be assured that:

1.
It does not jeopardize its 501(c)(3) status, and

2.
The profit is used to support the Partner Agency’s general operating budget (unrestricted fund).
D.
Non-Discrimination Policy

United Way Partner Agencies will make employment decisions to further the principle of equal opportunity by:

1. Recruiting, hiring, training and promoting persons in all job classifications without regard to race, color, religion, sex, age, national origin, disability, or any other characteristic protected by law.
2.
Ensuring that all personnel policies such as compensation, benefits, transfers, layoffs, terminations, returns from layoff, company-sponsored training, education, tuition assistance, social and recreational programs are administered without regard to race, color, religion, sex, age or national origin, or one’s status as a special disabled veteran or a veteran of the Vietnam era.
E.
Audit Policy

Each Partner Agency is required to submit annually an audit conducted in accordance with Generally Accepted Accounting Principles from a qualified and independent auditor. If a management letter is issued, a copy of the letter, as well as the agency’s written response, should also be submitted. (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 preformed.)
F.
Conflict of Interest

Partner Agencies are expected to adopt a policy and implement appropriate safeguards and procedures to prohibit a conflict of interest or its potential among its employees, Board of Directors and volunteers regarding financial matters.
G.
Public Disclosures of Partner Agency Information

Partner Agency budgets, financial reports and audits are held in confidence by the United Way. Any public request for such information will be referred to the Partner Agency in question. It is the responsibility of the Partner Agency to decide if information requested will be provided.
H.
United Way Identification

United Way Partner Agencies shall identify their affiliation with the United Way in every reasonable manner. This includes displaying the United Way logo on all envelopes, letterhead and literature with the phrase “United Way Partner Agency;” including in all public service announcements, news releases, online materials, articles, etc., wording specifying that the Agency is a “United Way Partner Agency;” and posting a “United Way Partner Agency” sign in a prominent place at each Agency facility/location.

United Way will provide its logo in an electronic format (color and black & white) to the Partner Agency. Guidelines for using the logo include:

1. The logo must be used in its entirety exactly as it appears. The words “United Way” cannot be separated from the hand, rainbow, and figure. Changes to the logo are not permitted according to brand standards required by United Way of America.

2. Most of the time, United Way recommends use of the logo version that says “Partner Agency.” However, due to space limitations, use of the logo without the wording is allowed.

Should you need further instruction concerning use of the United Way logo, please contact the Senior Director of Marketing Operations.
United Way may also make available signage to Partner Agencies.  Signage includes such items as window clings and plastic identification signs. It is recommended that signage be displayed prominently at all locations.
I. Audit of Membership Criteria

During the course of the annual Community Investment process, the Community Investment Subcommittee will have the authority and responsibility to audit a Partner Agency’s compliance with United Way Membership Policies and Procedures (Part II, A through L of this document). Should the Subcommittee have sufficient concern that membership criteria is not being met, the audit may be conducted. The Partner Agency will be informed of the audit and will be asked to provide documentation to verify compliance with United Way Policies and Procedures.
J.           Definitions of Partner Agency Criteria
Background:

Throughout its 84-year history, the United Way of Central Oklahoma has served the community by funding work through locally based nonprofit organizations, referred to as Partner Agencies. Although the funding to agencies is actually directed to specific programs, the public’s perception is that we fund agencies. Therefore, it is paramount that partner agencies not only perform at the highest levels of accountability, but that they should in fact be the best agencies in our community at performing the services they provide.

The Community Investment process is a well-defined one. The roles of volunteers and staff are set out in the materials distributed each year to the 200 plus volunteers who lead and participate in this annual review of agency performance.

We enter the process expecting our agencies to be performing well and to have data and anecdotal stories to support their good performance. In every case, the volunteers always have questions on the financial and program results reported by the agencies they review.

Occasionally, even the best agencies are challenged by internal issues that may threaten their ability to sustain great performance. Unless the issues are so severe that they require immediate termination of United Way funding, it has been our practice to assist the agency in question by providing the means and the time to resolve the problem issues. Most of the time, these things can be quickly addressed without changing the agency’s status as a partner. Occasionally, stronger corrective action must be taken. This must be done to achieve the promise of accountability we make to our donors.

To further clarify our relationship to our partner agencies, in good times or in bad, the following definitions of agency partner status have been developed and approved by the United Way Board of Directors.

Partner Agency in Good Standing – the agency is successfully meeting all expectations for accountability and performance. They are listed in the annual United Way campaign materials and funds are raised on their behalf, to be allocated through the annual Community Investment process.

Partner Agency on Probationary Status – one or more issues of accountability and/or performance have arisen during the Community Investment process that requires correction or justification. Typically, the agency’s funding is held flat at the previous year’s funding level, an improvement plan is jointly developed and agreed upon with specific timelines and benchmarks, and the improvement plan is implemented and results are monitored and evaluated. The agency is still listed in the campaign materials and funds are raised on their behalf, but the agency is made aware that the lack of corrective action will endanger their funding level and inclusion in the partnership going forward.

Partner Agency on Suspended Status – either the issues of accountability and/or performance are so severe that the agency’s inclusion in the campaign may negatively affect the campaign’s results, or the agency has not completely met the probationary requirements. Suspended agencies will not be listed in the campaign materials, funds will not be raised on their behalf, and they will be informed they must reasonably correct any remaining deficiencies within a defined period of time, not to exceed 12 months. Failure to comply will lead to complete loss of partnership status. On the other hand, compliance will permit the agency to return to good standing without resubmitting for admission as a partner agency.

Non-funded Agency Status – issues of accountability and/or performance have not been adequately addressed within reasonable, agreed upon time limits, or they are so egregious that the agency’s continued involvement with United Way will significantly affect United Way’s image and ability to raise funds. To be reinstated as a partner, the agency must permanently correct all issues and must reapply as a partner agency through the New Agencies and New and Expanded Programs Subcommittee.

Venture Funded Agency – the agency has applied for admission as a new partner and the volunteers are reasonably impressed with what they see in reviewing the agency’s application. Since being a full partner agency is a highly esteemed status in the community, the volunteers wish to see the agency perform with program funding to analyze how well the agency will perform in the future. Venture funding is granted for one year. It is not repeatable, but may result in full partner agency funding the following year. Venture Grants may also be recommended for community initiatives where at least two or more non-profits are working in collaboration or for pilot projects that emphasize best practices. If a current United Way Partner Agency is involved, United Way will award the grant to that Partner Agency as fiscal agent as long as that agency is a Partner Agency in Good Standing.
K.
Termination of Membership

Voluntary Withdrawal

United Way Partner Agencies may voluntarily withdraw from the United Way by giving written notice 60 days prior to withdrawal. Proof of an affirmative vote by a majority of the Agency’s Board of Directors is required for a voluntary withdrawal.

For Partner Agencies that wish to voluntarily withdraw from United Way, a process for termination shall be negotiated to minimize hardship to either party (the Partner Agency or United Way). The appropriate Community Investment Subcommittee shall negotiate withdrawal proceedings. Such arrangements shall be implemented with the approval of the Community Investment Committee and United Way Board of Directors.

Involuntary Withdrawal
United Way reserves the right to discontinue a relationship with a Partner Agency by giving written notice 60 days prior to discontinuation. Such action can be brought about by failure of the Partner Agency to continue to meet United Way requirements for continued participation, live up to the spirit and intent of policies and procedures or other reasonable grounds that would warrant dissolving the funding relationship.

The procedure to be used is outlined in the Resolution of Differences section of this manual (Part III, M).  An affirmative vote by the majority of the United Way Board of Directors is required to dissolve a Memorandum of Understanding.
L.        Memorandum of Understanding
In a funding relationship, it is important that the expectations and responsibilities of both parties are clearly documented and understood. The Memorandum of Understanding (“Memorandum”) serves as a mechanism to reinforce and remind the United Way of Central Oklahoma (United Way) and the Partner Agencies (Agencies) funded by the United Way of their mutual obligations and accountability to one another, to contributors, to clients and to our community. The Memorandum is not intended to be a legally binding document.

The Memorandum will be reviewed and discussed annually by the United Way and the Agencies. A sample copy of the Memorandum of Understanding is enclosed as Exhibit A to this Partner Agency Policies and Procedures Manual.
III.
COMMUNITY INVESTMENT PROCESS

A.
Permitted Use of United Way Funding

United Way allocations are to be used for operating purposes as outlined in the Partner Agency’s budget, and the annual allocation award letters from the United Way of Central Oklahoma.  

United Way allocations are not meant to finance fixed assets or capital expenditures, such as new or major renovations in buildings, vehicles or similar undertakings. Partner Agencies may include maintenance and repair in their operating budget for United Way’s consideration.
B.
Funding Principles
Partner Agency funding calls for strategies that provide clear direction to Community Investment Volunteers in their deliberations concerning funding recommendations. To facilitate a clear understanding of the Community Investment criteria by Partner Agencies, the principles are as follows:

1. Allow volunteers to be responsive to United Way contributors and give contributors confidence that dollars are being distributed to those Partner Agencies providing high quality services to residents of our community;

2. Provide volunteers with a mechanism for understanding the degree to which the agency’s programs are focused on areas of greatest need; and

3.
Empower volunteers, as representatives of the contributors, to ensure accountability as stewards of their financial gifts.
C.
Community Investment Principles and Funding Criteria
The following criteria are guidelines for Community Investment Volunteers to use as they develop funding recommendations that address health and human service needs in our community.

1. Community Needs

a. Support Health and Human Service Needs in Our Community

· Fund specific health and human services that are prioritized in accordance with long term community needs as may be identified by a community needs assessment.

· Fund programs that are preventative or developmental as well as those which respond to emergency or remedial needs.

b. Address Geographic/Demographic Distribution of Services

· Support efforts that strengthen the service delivery system in the United Way of Central Oklahoma service area. Our Service and campaign area is broadly defined as Central Oklahoma.  The United Way of Central Oklahoma serves metro Oklahoma City, Moore, Edmond, Yukon, Mustang, Guthrie, Midwest City, Del City, and all or parts of Oklahoma, Cleveland, Canadian, Logan, Lincoln, Kingfisher, and Pottawatomie Counties.

· Support efforts that provide access to services in our community and greater inclusiveness of our community’s diverse populations.

c. Encourage New Responses to Community Problems

· Fund new and/or expanded programs and new agencies’ programs that allow the United Way to respond strategically to efforts that address the health and human service needs of our community.

2. Program Impact and Performance

a.
Support High Quality Programs

· Fund programs that have written goals and objectives that allow Community Investment Volunteers to assess their level of attainment.

· Fund successful attainment of program goals and objectives in relation to measures established by the Partner Agency and other similar organizations.

· Fund programs that measure and consistently demonstrate the positive impact of their services on clients and target groups.

b.
Promote Cost Effective Services

· Fund programs that deliver a unit of service for a price/fee appropriate to the user of the service and comparable to other providers of similar services.

c.
Encourage Collaboration

· Fund Partner Agencies that actively coordinate with other service providers in a manner that promotes efficiency and effectiveness.

d.
Promote Program Funding

SYMBOL 183 \f "Symbol" \s 10 \h
Direct United Way allocations to specific programs as the primary method of distributing contributed dollars.

SYMBOL 183 \f "Symbol" \s 10 \h
Fund programs that are consistent with the mission and strategic vision of the Partner Agency.

SYMBOL 183 \f "Symbol" \s 10 \h
Funding should recognize that human service agencies require a stable organizational infrastructure to maintain the capacity to provide effective services and attract other program specific funding.

3.
Finance and Accountability

a.
Encourage Sound Policies and Procedures

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that have financial and administrative policies and procedures that safeguard agency assets, promote sound business practices and encourage professional development and the retention of staff.

b.
Secure Accurate Information

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that provide, in the spirit of partnership, timely and accurate information which is responsive to the information needs of United Way volunteers and staff.

c.
Encourage Efficient Use of Partner Agency and United Way Funds

SYMBOL 183 \f "Symbol" \s 10 \h
Support Partner Agencies that use all financial resources and opportunities available in support of the operating budget including fundraising efforts, interest income and endowment income.

SYMBOL 183 \f "Symbol" \s 10 \h
Acknowledge the use and establishment of a Partner Agency operating reserve fund that exists to ensure adequate operating capabilities and that is not unduly or ambiguously restricted as to its use.  United Way of Central Oklahoma recommends a three month operating reserve.

SYMBOL 183 \f "Symbol" \s 10 \h
Ensure that United Way funding is used for operating purposes.

d.
Address Agency Financial Need

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that demonstrate a genuine need for United Way funds for operating purposes.

e.
Respond to Contributor Desires

SYMBOL 183 \f "Symbol" \s 10 \h
Consider contributor desires in the distribution of allocations to Partner Agencies and programs they provide.

SYMBOL 183 \f "Symbol" \s 10 \h
Distribute designated dollars to United Way Partner Agencies as directed by the contributors. 

f.
Ensure Accountability

SYMBOL 183 \f "Symbol" \s 10 \h
Support Partner Agencies that adequately address suggestions resulting from independent audits, Community Investment Subcommittee recommendations, and regulatory or accreditation reviews.

g.
Support Management and General Expenses

SYMBOL 183 \f "Symbol" \s 10 \h
Monitor funding for management and general expenses and payments to affiliate organizations to ensure that they are commensurate with peers and the nature of services provided.

4.
Partner Agency Leadership

a.
Encourage a Strong Agency Board of Directors

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that have a Board of Directors that is diversified, broad-based and active in its support of their management team, ensure the establishment and implementation of operating policies and procedures and is actively involved in fundraising activities.

b.
Promote Effective Partner Agency Management

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that have a strong management team with the experience and tenure appropriate for the stated goals and objectives of the agencies.

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies whose management team cooperates and coordinates with other United Way Partner Agencies, service providers and community organizations.

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies whose management team establishes and implements effective evaluation, incentive and benefit programs for its employees.

c.
Encourage Internal Planning

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that prepare, implement and monitor a strategic plan which includes both long-term and short-term agency goals and objectives.

d.
Support the Mission of United Way

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that actively cooperate with United Way through their advocacy, volunteer service and conduct of an effective internal campaign.

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that adhere to United Way Policies and Procedures.

SYMBOL 183 \f "Symbol" \s 10 \h
Fund Partner Agencies that promote their affiliation with United Way.
D.
Outcome Measurement for United Way Funded Programs

In 2002 the United Way Board of Directors approved a policy requiring Partner Agencies to measure outcomes for all programs funded by United Way.  This requirement was accomplished through a training process that was completed by existing Partner Agencies in December 2007.

a.
Partner Agencies will:

1.
Demonstrate through the annual Community Investment process, results of current collection and evaluation of measurable outcomes for programs that receive United Way funding.

2.
Describe pertinent information regarding the collection of data, including the size and type of sample group, method of collection, indicators for the measurements, key results, and how the agency utilizes the information.

3.
Continually evaluate impact on program participants by measuring outcomes.

b.
After January 1, 2007, agencies that apply for membership to the United Way will be expected to:

1. Demonstrate results of current collection and evaluation of measurable outcomes for programs where United Way funding is being requested; and
2. Describe pertinent information regarding the collection of data, including the size and type of sample group, method of collection, indicators for the measurements, key results, and how the agency utilizes the information. (Forms for presenting this information are included with the New Agency admissions packet and should be included with proposals for funding by February 1 of each year.)
All information must meet the approval of the United Way as a part of expectations for funding, OR
1. The applying agency will participate in Outcome Measurement training provided by United Way. United Way will select and approve the training. 

2. Training and implementation for Outcome Measurement must begin in January of the year immediately following agency admittance to the United Way partnership, and should be completed by December of that same year. 

At the completion of the training, and annually thereafter, agencies are expected to meet criteria D. a. 1.-3. from above.
E.
Community Investment / Partner Agency Timeline 

	Month
	Partner Agency Activity
	Volunteer Activity

	January
	Budget Form Training; 

Preparation to complete Allocation Request Packets (Proposed Budgets) 
	Volunteer Training

	February
	Partner Agency Leadership Meeting; Preparation of Allocation Request Packets
	Subcommittee initial meeting, orientation, and training

	March
	Allocation Request Packets due March 1;
Answer, in writing, subcommittees questions about Allocation Request Packets
	Subcommittees meet to review Proposed Budgets and send questions about Proposed Budgets to the agencies

	April
	Community Investment Site Visits 
	Community Investment Site Visits

	May
	
	Final Subcommittee meetings to make funding recommendations

	June
	Receipt of Award Letters;

Participate in Pacesetter Activities, if applicable
	Exit Conferences;

United Way Board of Directors meeting;

Send Award Letters

	July
	Appeals due;

Preparation of Revised Allocation Request Packages (Revised Budgets);

Conduct Pacesetter Campaign, if available
	

	August
	Revised Budgets due August 15;

Conduct Pacesetter Campaign, if available
	

	September
	Attend Campaign Kick Off;

Support of Campaign Activities;

Conduct Campaign, if not Pacesetter
	Subcommittees meet to review Revised Budgets

	October
	Days of Caring;

Receipt of Revised Award Letters;

Support of Campaign Activities;

Conduct Campaign, if not Pacesetter
	Send Revised Award Letters;

Volunteer recruitment

	November
	Support of Campaign Activities
	Volunteer recruitment

	December
	
	Volunteer recruitment


F.
Allocation Payment Policy

The United Way allocation is to be paid in one-twelfth (1/12) allotments on the 1st of each month.  All payments are electronically transmitted to the respective Partner Agency’s bank account.

All net designations from the consolidated campaigns (CFC, State, etc.) are paid in one-twelfth (1/12) allotments on the 15th of each month.  All payments are electronically transmitted to the respective Partner Agency’s bank account.

Venture Grant payments will be handled on an individual basis.
G.        Designation-only Status Guideline
From time to time, a Partner Agency may receive only the funding that is designated to the agency through the annual campaign. This can occur for several reasons:

1. The agency chooses to be designation-only for purposes that are mutually agreed to by both United Way and the Partner Agency.

2. The agency’s designation amount is greater in that funding year than the agency’s proposed funding request.

Designation-only status should be evaluated annually on a case-by-case basis by the Community Investment Subcommittee and the Partner Agency leadership. An agency having this status is not limited from requesting additional dollars in future proposed budget requests in order to maintain, enhance or expand the funded program. It is important to note, the amount an agency requests in its’ Allocation Request Package is the maximum amount of funding that a Subcommittee can recommend. Partner Agencies are encouraged to request program funding based upon financial need.
IV.
FUNDRAISING POLICIES

A.
Partner Agency Fundraising Policy
The Fundraising Policy establishes the guidelines for direct agency fundraising by Partner Agencies that have signed a Memorandum of Understanding (of any type) with the United Way.  The purpose of this Policy is to permit the greatest amount of flexibility to Partner Agencies in conducting their own fundraising and, at the same time, to ensure the best possible results for the annual United Way Campaign.

Activities Not Requiring Prior United Way Approval

Partner Agencies are encouraged to use to the fullest extent the following sources for revenue: fees for services; private, non-corporate foundation and government grants; service-related memberships; investment income; bequests, memorial funds, and unsolicited donations; revenue from program activities and use of facilities; and out-of-area contributions.  

Activities Requiring Prior United Way Approval

The following fundraisers require United Way approval prior to their initiation: sustaining membership campaigns; benefits and special events; activities conducted by outside organizations, and corporate solicitation for merchandise.

A Fundraiser Approval Form (Exhibit E) must be submitted to the Community Investment Committee for each new activity.  

Guidelines for Review of Proposed Activities

United Way will determine the acceptability of proposed fundraising activities based on this Policy and guidelines suggested by this Policy.  When planning fundraising activities, Partner Agencies should consider several additional factors including the impact on their current activities and on the activities of other agencies in the community.

Restricted Times

All fundraising activities, all advertising and promotion of fundraising activities, all sales of tickets and collections of funds, and all use of mass media for fundraising are strictly prohibited from Labor Day through Thanksgiving of each year to avoid conflicting with the United Way Campaign. Exceptions may be made for activities that were previously approved.

Prohibited Activities

Partner Agencies are prohibited from:

(
Soliciting employee groups;

(
Mailing unordered merchandise;

(
Receiving funds through payroll deduction;

· Soliciting financial contributions from United Way donors who designated their contribution to the agency; and

(
Campaigning for designations through the general United Way Campaign.

Activities of Associated / Unassociated Groups

Fundraising by a Partner Agency, by its auxiliary, associated group, club, or by an unassociated group or company which proposes to raise funds in the name of the Partner Agency, is subject to all of United Way’s restrictions on fundraising and is considered to be fundraising by the Partner Agency itself for the purpose of applying all such restrictions. The Partner Agency is responsible for assuring that all such fundraising follows United Way policies and protects the mutual interest of United Way and the Partner Agency.

Procedures for Securing United Way Approval

A completed Partner Agency Fundraiser Approval Form (Exhibit E) should be submitted to the Community Investment Committee. 

In addition, the Partner Agency Fundraising Activities Form (contained in the Allocation Request Package) is to be filled out annually when Partner Agencies submit their allocation request for the review by their Community Investment Subcommittee. Partner Agencies are to provide a comprehensive listing and description of their fundraising activities for the upcoming fiscal year, the amount to be raised, date(s) of the solicitation/event and to indicate if this is a new project.

Any Partner Agency denied permission to conduct an activity, and wishing to appeal, may present its argument for the proposed activity in writing to the United Way Board of Directors. The Partner Agency will be notified of the Board’s decision as soon as possible after a written appeal is received.

Sanctions

It is expected that all Partner Agencies will comply with this Fundraising Policy. Failure to comply will result in a reduction of the United Way allocation by an amount equal to the gross income of any non-complying fundraising activities. The gross neglect and reckless disregard of this Policy, or a pattern of failure to comply with other United Way policies and with obligations contained in the Memorandum of Understanding, may be grounds for termination of a funding relationship, or withholding of allocation payments until the relationship is once again in good standing.
B.
Capital Campaign Policy

Background

The United Way of Central Oklahoma recognizes the necessity for Partner Agencies to raise funds for capital needs. The success of a capital campaign is a joint effort and concern of United Way and the Partner Agency. Adequate planning is of paramount importance. To help Partner Agencies carry out effective, successful capital campaigns and to maintain the integrity of United Way’s stewardship role, this policy establishes the guidelines and procedures to be utilized.

Definition

A capital campaign is defined as “the solicitation of funds for a new building, major renovations/changes in building designs, purchase of vehicles and similar improvements.”

Policy Guidelines

1. Partner Agencies are permitted to conduct capital campaigns and to solicit funds for capital purposes only after obtaining approval from the United Way Community Investment Committee. (A Capital Campaign Approval Form is enclosed in this manual as Exhibit F.)

2. Major activities of a capital campaign are not to take place between Labor Day and Thanksgiving.

3. An approval of a capital campaign does not imply approval of higher operating costs, nor does it commit United Way to a higher level of financial support in any given year.

4. Recognizing that capital campaigns may take a number of years for pledges to be paid out, timing is critical. It is important that Partner Agencies’ capital campaigns do not overlap and adversely affect one another.

5. To avoid misunderstanding, fundraising material must clearly state that the campaign is for capital needs.

6. A report on the financial results of the capital campaign is to be filed with the United Way. An update form is to be submitted every six months throughout the capital campaign. (An update form is enclosed as Attachment G.) A written narrative should be submitted no later than 60 days following the approved termination date of the campaign.

Procedure

1. Partner Agencies are to complete the Capital Campaign Approval Form (Exhibit F).

2. The completed application should be submitted to the Chair of the Community Investment Committee.

3. The request to conduct the capital campaign will be honored as long as the proposed capital campaign does not conflict with the policy guidelines as stated above.

4. The Partner Agency will submit regular (every 6 months) updates on the status of the capital campaign using the update form (Attachment G). A final report will be provided in a written narrative format upon completion of the capital campaign.

Sanctions

It is anticipated that all Partner Agencies will comply with this Capital Campaign Policy. Failure to comply will result in a reduction of the United Way allocation by an amount equal to the gross income of any non-complying fundraising activities.  The gross neglect and reckless disregard of this Policy, or a pattern of failure to comply with other United Way policies and with obligations contained in the Memorandum of Understanding, may be grounds for termination of a funding relationship, or withholding allocation payments until the relationship is once again in good standing.
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