Instructions for Completing the United Way Funding Application

United Way of Greater Knoxville (UWGK)

www.unitedwayknox.org

2012-2013 Funding Year

General Information

· Please note that you must complete a separate application for each program for which you are requesting funding.

· Please provide twenty-five (25) copies of the proposal (cover sheet and Sections 1-4) in your funding request packet.

· You will only need to provide one copy of the “Checklist for Agencies Submitting United Way Requests” (Section 5) and the items on that list, regardless of the number of program applications submitted for funding.  Place the completed checklist and articles together in a separate packet.

· All proposals are due by September 27, 2011 at 5 p.m. No late proposals will be accepted.
· Definitions and examples of focus areas: 

· Income--promotes financial stability and independence by providing stable employment & access to job skills training, maximized income, increased savings, and financial assets for long term stability.  An example would be a program that provides job skills training to individuals in order to improve their income and build assets.

· Health--creates opportunities to improve people’s health such as maternal health & infant well-being, healthy lifestyle behaviors, health care coverage & preventive health and mental health.  An example would be a program that provides medical services to low income working persons.
· Basic Needs--resources given through human service networks providing emergency services, food & clothing, critical support services, and shelter & utilities.  An example would be a program that provides shelter and emergency services to clients in crisis.
Funding Application:
Cover Sheet  (page 1)

· Please remember that applications are not valid without the signatures of the Board President/Chair and the CEO/President/Executive Director.
· Be sure to choose the focus area (health, income, or basic needs) that most closely describes your program.  If you believe that your program fits more than one, please select the focus area that reflects the major part of your work.  Your quarterly report outcome indicators can also be reviewed to help determine the proper focus area.  If you are still unsure, please contact a UWGK staff member.

Section 1:  Program Overview & Outcome Measurement
Program Overview  (page 2)
· The Program Overview should be no more than two typed pages.
· Think of the six questions in the Program Overview as a way to provide key information about your agency and the program requesting funding.
Program Logic Model (page 3)
· Please construct and complete a Program Logic Model for the program requesting funds.

· For tips about completing the Logic Model, please refer to the following website: http://www.uwex.edu/ces/pdande/evaluation/evallogicmodel.html
Program Success Indicators Form for April through June 2011 (page 4)
· Please include a copy of your quarterly report from April through June 2011. 
· This is the program report that was submitted to United Way in late July 2011.
· This report should show the completed April-June column as well as the completed Year to Date and Goal columns. 
· As always, be sure your report has included the appropriate number of outcome indicators for your program based on the level of funding that you 
are currently receiving.  The table below can be used as a reference:
	Level of UW funding for the program
	Number of indicators required

	$0-24,999
	2

	$25,000-99,999
	3

	$100,000-249,999
	4

	$250,000 and above
	5


Quarterly Report Form (page 5)
· Please include a copy of your quarterly program report for the period from April 1, 2010 through March 31, 2011 that you submitted to United Way at the end of April 2011.   
Section 2:  Program Finances  (page 6)
· Please note that there is a 2 page maximum for this section.  This does not include the budget narrative attachments required under Question #9.
· Under Question #9, please attach a separate budget narrative sheet with answers to the five questions.  Please number your responses.
· Under Question #9 (#1), please provide an explanation of all program line items in Section 3 (both revenue and expenses) that increase or decrease in excess of 10% using the format in the following example:
Line Item               Explanation

4200                      Expected increase from new fundraising event in Sept.
Note:  Any variance in excess of 10% but under $500 need not be explained.
· Under Question #9 (#3), please list the specific amount of funding received from each United Way (other than UWGK).
Section 3:  Program Budget Form  (page 7)
· Refer to the “Chart of Accounts,” available on our website under “Partner Tools,” for detailed line item definitions.

Section 4:  Composite Agency Budget Form  (page 8)
· Refer to the “Chart of Accounts,” available on our website under “Partner Tools,” for detailed line item definitions.

Section 5:  Checklist for Agencies Submitting United Way Requests  (page 9)
· Please note that we no longer require copies of your articles of incorporation, constitution and bylaws if your agency is currently funded by UWGK AND there have been no changes this year.

· If your agency is participating in the Combined Federal Campaign (CFC), submitting your tax-exempt letter is optional.

· Please mark each item included with your proposal on the checklist with an X.
· Note that you may bring extra materials/brochures to the February conferences. 

Note:  United Way application and budget forms can be found on our website:  www.unitedwayknox.org by clicking on “Partners” at the top of the homepage, then by clicking “Applications for Funding” on the left side.
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