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United Way of Denton County

 New Member Agency Application Process

(Policy Approved January 23, 2003)

Step 1.
 Request to Apply
Upon receipt of a request from an agency, United Way staff will prepare a packet for the agency.
Step 2. 
Read the Membership Criteria, Policies, and Guidelines

Please read the Agency Eligibility Requirements, Policies, and Guidelines (shown below) fully before attempting to complete an application.

Membership Criteria: 

· The agency services must be consistent with the mission of United Way.

The United Way of Denton County serves as a catalyst to facilitate the organized efforts of the community to identify and address the existing and emerging needs of its peoples. 

· The agency service must address community needs and fit within the current United Way Impact Areas.

· Help Children and Youth Succeed

· Strengthen Families

· Promote Health and Wellness

· Provide Emergency and Disaster Relief for the Hungry and Homeless

· Increase Self Sufficiency

United Way Member Agency Policies:

An agency that wishes to become a member of the United Way of Denton County will be required to provide proof that the following policies are being adhered to within the organization.

· Policies are defined as “an absolute,” a “must,” a “non-negotiable” requirement.

· All ten (10) policies must be in place and operative before the Agency Evaluation Committee can make its recommendation regarding the applicant.

1. The applicant must have been in operation with a physical presence in the local community for at least four (4) years at the time of application for membership in UW of DC.

2. The applicant organization must provide human services, which meet a genuine community need and are of a high priority to UW of DC. 

3. The organization is incorporated as a private, non-profit corporation under federal and state statutes and regulations.

4. The organization has on file written determinations from the Internal Revenue Service and appropriate state authority certifying its 501 c 3 exempt classification and exemption number. 

5. The applicant organization must have a written statement reflecting its mission and general goals in health and/or human services in the geographic area served by the United Way of Denton County, Inc. 

6. The organization conducts its business and maintains financial records in compliance with the accounting auditing procedures required by Financial Accounting Standards Board (FASB).  The AICPA guide to Audit and Accounting Guide for Not for Profit Organizations combined with FASB Statements are the models.

7. The organization annually files its 990 forms and other required federal, state and local reports including:

a. A copy of the organization’s last four (4) 990’s forms

b. Copies of the organizations audits by an independent firm of certified public accountants and resolution of any identified problems with accompanying notes for the past two years, and documentation of any identified problems. 

c. Copies of current and previous two years IRS 941 form

d. W-4’s, I-9’s, and copies of W-2’s for each employee

e. The applicant organization must demonstrate financial stability of the local agency for the past two (2) years

8. Actions of the Board for the past (2) years must be recorded in official minutes signed by authorized officials of the organization. 

9. The organization must have a physical presence within Denton County and be open to the public a minimum of twenty (20) hours a week. 

10. The applicant organization must have written personnel policies in place and practice.

Agency Guidelines:

Agency Guidelines are not absolutes for membership.  In reviewing an application for membership in the United Way of Denton County, Inc., though not required, the Committee will look more favorably toward an agency that demonstrates the following guidelines are operative within the agency. 

1. The local Board should have at least twelve (12) members. 

2. The local Board should have policies on composition and rotation of Board membership

3. A quorum of the local Board should meet at least six (6) times throughout the year, with written minutes of each meeting including Board attendance. 

4. The applicant should have defined procedures that it follows for the preparation, adoption, and implementation of an annual operating budget. 

5. The applicant should provide basic liability, property, and Directors and Officers insurance coverage. 

6. The applicant should identify its grievance procedures for receiving suggestions and/or complaints about its services. 

7. The applicant should collaborate with other community agencies in meeting health and human service needs in the community. 

8. The applicant organization should have evidence of:

a. A written program with anticipated outcome measurements and 

b. An evaluation process that measures outcomes.

Step 3
The Application.

1. Complete the Request for Materials form and affix signature accepting the packet.  (Appendix A)
2. Begin compiling materials necessary for submission in a 3-ring binder.
3. Prepare An abstract, not to exceed five (5) pages, describing the agency, service or services for which the agency will be seeking United Way funding. The abstract shall include program goals, objectives, and measurements used; the United Way Community Impact area in which funding will be sought; needs which the program or programs address; a description of the characteristics of program clients, evidence of consultation and cooperation with established agencies in the same or related fields, and why United Way support is being sought.  This will serve as the description of the agency.

4. Compile materials necessary to meet the Policies for Organizational Membership.  See Checklist in Appendix B for needed materials.

5. Compile materials to help meet the Guidelines.  See Checklist in Appendix C for needed materials.

Step 4.
Submit Application

1. Complete and return the Binder to the President and C.E.O. of United Way of Denton County.  Checklists are included to facilitate the compilation.

2. Members of the Agency Evaluation Committee as warranted will make on-site visitations. 

3. With the support of the United Way Staff, the Agency Evaluation Committee will study the application material with respect to the written evidence submitted and the collected on-site evidence regarding Admission Policies and Guidelines. 

4. The Agency Evaluation Committee will make its recommendation to the Board of Directors for acceptance or rejection of the applicant on the basis of the agency’s ability to contribute to the assessed needs of the Community as determined by the Board of Directors of the United Way of Denton County, Inc.

5. Any new agency accepted as a member will be required to sign a Memorandum of Agreement with the United Way of Denton County.

6. New agencies may participate in all activities afforded members, but are not guaranteed funding for up to three years after acceptance.

Appendix A

United Way of Denton County

Application for Consideration for Agency Membership

Request for Materials

Date Requested ____________________________________

Incorporated Name of the Agency_________________________________________________

Familiar Name of Agency (DBA) _________________________________________________

What is the Primary Mission of the Organization? __________________________________

I acknowledge that I have received the Application Materials and have been informed of the procedures to be followed in completing the documentation required.

I understand that the Board of Directors of the United Way of Denton County, Inc.  Is under no obligation to approve of my agency’s application for membership.

Signed: ______________________________________________________

Position with Agency: ____________________________________________________

Form to be retained by United Way of Denton County.

Appendix B

Application Materials Necessary

Notebook

Overview of Agency:

An Abstract, not exceeding five pages, describing the agency, service or services for which the agency will be seeking United Way funding.  The abstract shall include program goals, objectives, and measurements used; the United Way Community Impact area in which funding will be sought; needs which the program or programs address; a description of the characteristics of program clients, evidence of consultation and cooperation with established agencies in the same or related fields, and why United Way support is being sought.

Material Evidence that the Agency meets United Way Policies:


1. The organization is incorporated as a private, non-profit corporation under federal and state statutes and regulations.

Evidence:  

State record of incorporation

2. The organization has on file written determinations from the Internal Revenue Service and appropriate state authority certifying its 501 © 3 exempt classification and exemption number.

Evidence:  

Internal Revenue Service Determination Letter

3. The applicant must have been in operation with continued physical presence in the local community for at least four (4) years at the time of application for membership to United Way of Denton County.

Evidence:  

One or a combination of the following covering the past 4 years would constitute evidence of meeting this requirement:

Certificate of Occupancy

Copies of insurance policies

Lease agreement

Cancelled checks for rent

Bank statements

Utility statements

Tax statements

SECC participation

Audits

Notarized statement from partner agency/organization if the agency is housed within another agency

4. The organization annually files its 990 forms and other required federal, state and local reports including:

Evidence:

a. A copy of the organization’s last four (4) 990’s forms

b. Copies of the organization’s audits by an independent certified public accountant with management letters and accompanying notes for the past two (2) years.  Include documentation of any corrections made.

c. Copies of current and previous two years IRS 941 forms.

d. W-4’s, I-9’s and copies of W-2’s for each employee.

e. Proof of agency stability for the past two (2) years as determined by a Task Force Committee appointed by the Chair of the Agency Evaluation Committee.  The Task Force Committee will be comprised of at least two (2) members with experience in financial review (i.e., loan officers, budget officers, C.E.O.s) who are not affiliated in any way (have no conflict of interest) with the agency being evaluated.

5. The applicant organization must provide human services, which meet a genuine community need and are of a high priority of United Way of Denton County. 

Evidence:

The programs must meet the most current community impact targets for United Way of Denton County to the satisfaction of the committee or should be in response to a RFP (Request for Proposal) issued by United Way of Denton County.

These documents, which are required for Item 7, would also be assessed for this item.

a. Long range plan including goals and objectives

b. Board-approved mission statement

c. Last organizational plan

d. Program descriptions, service counts and outcomes for the past two (2) years.

6. The organization’s physical presence within Denton County must be open to the public a minimum of 20 hours a week.

Evidence:

Listing of hours

Posted hours at the location

7. The applicant organization must have a written statement reflecting its mission and general goals in health and / or human services in the geographic area served by United Way of Denton County. 

Evidence:  

a. Long range plan including goals and objectives

b. Board-approved mission statement

c. Last organizational plan

d. Program descriptions, service counts and outcomes for the past two (2) years.

8. Actions of the Board for the past two (2) years must be recorded in official minutes and signed by authorized officials of the organization.

Evidence:

Copies of the official minutes for the past two (2) years and signed by authorized officials of the organization

9. The applicant organization must have written personnel policies in place and in practice.

Evidence

Copy of the written personnel policies

10. The organization conducts its business and maintains financial records in compliance with the accounting and auditing procedures required by Financial Accounting Standards Board (FASB)  The AICPA guide to Audit and Accounting Guide for Not-for-Profit Organizations combined with FASB Statements are the models.

Evidence:

Most recent copy of the letter (less than 19 months old) from their Auditor stating compliance with said guidelines.

Appendix C

United Way of Denton County

Agency Guidelines:

Agency Guidelines are not absolutes for membership.  In reviewing an application for membership in the United Way of Denton County, Inc., though not required, the Committee will look more favorably toward an agency that demonstrates the following guidelines are operative within the agency. 

1. The local Board should have at least twelve (12) members.

Evidence:

A Roster of current Officers and Board members with term of office and length of service.   

2. The local Board should have policies on composition and rotation of Board membership.

Evidence:

Copy of Governance Guidelines and/or Bylaws addressing above.

3. A quorum of the local Board should meet at least six (6) times throughout the year, with written minutes of each meeting including Board attendance. 

Evidence:

Copies of Board minutes for at least the prior two years. 

4. The applicant should have defined procedures that it follows for the preparation, adoption, and implementation of an annual operating budget. 

Evidence:

a. A copy of the procedure for preparation and adoption of the annual budget, including the timeline, who is responsible at what level, in what format and to whom the proposed budget would be submitted for approval. 

b. A copy of the Board approved budget for the past two (2) years and the current year should also be attached. 

5. The applicant should provide basic liability, property, and Directors and Officers insurance coverage. 

Evidence:

a. A statement that the policies are in effect, the amount of coverage for each, and with whom the policy is held.  

b. Agencies that provide transportation for staff or clients should show amount of coverage and with whom.

6. The applicant should identify its grievance procedures for receiving suggestions and/or complaints about its services. 

Evidence:

A copy of the policy indicating ways in which suggestions and/or complaints are received (complaints/issues form: satisfaction survey, phone calls, in-person contact) and to whom each one is routed should be included.  The policy should indicate within what timeframe an evaluation, decision and response would be made.  Copies of any comment cards, surveys, etc used should be attached.

7. The applicant should collaborate with other community agencies in meeting health and human service needs in the community.

Evidence:

a. Copies of collaborative grants/funding 

b. Verification of participation in networking and /or community meetings/Boards/committees. (minutes from those meetings)

8. The applicant organization should have evidence of:

a. A written program with anticipated outcome measurements and 

b. An evaluation tool that can effectively measure outome

Evidence:

a. Copy of written program, goals and anticipated outcomes

b. A copy of the evaluation tool used

c. A written statement regarding effectiveness of the program for the previous year.
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