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United Way of the Lowcountry, Inc.

P.O. Box 202

Beaufort, South Carolina  29901-0202

(843) 982-3040

Overview and Instructions for Completion of Community Investment Application for Investment

Step 1 – Submission of draft attachments B, C, D and E for review (Optional) 
Agencies may submit drafts of Attachment B – Organizational Overview, Attachment C – Program Overview, Attachment D – Agency Budget, and Attachment E – Program Budget in electronic format by 4:00pm on Friday, January 27, 2012.  The submissions should be sent to cturner@uwlowcountry.org
Step 2 – Review Process 

The attachments B, C, D, and E submitted by the agencies will be provided to the Community Investment Committee to review for completeness, accuracy, and quality of information.  The reviewed attachments, with feedback, will be returned to the agencies on Monday, January 30, 2012.  
Step 3 - SUBMISSION OF APPLICATION FOR INVESTMENT  

Submission of an original and 12 copies of the final application is due by 4:00pm on Wednesday, February 15, 2012 to the United Way office in Ridgeland, Bluffton or Beaufort, in accordance with the following instructions.

The original and all 12 copies must include:
 FORMCHECKBOX 

Request for Funding Cover Page

 FORMCHECKBOX 

Attachment A 
Signed Partnership Agreement

 FORMCHECKBOX 

Attachment B
Organization Overview (2 pages maximum)
 FORMCHECKBOX 

Attachment C
Program Overview

 FORMCHECKBOX 

Attachment D
Agency Budget Forms (pgs. 1 – 7)
 FORMCHECKBOX 

Attachment E
Program Budget Forms (pgs. 1 – 6)
 FORMCHECKBOX 

Attachment F
IRS Form 990

 FORMCHECKBOX 

Attachment G
Organization’s most recent Balance Sheet (must be within past 12 months)
 FORMCHECKBOX 

Attachment H
CPA certified audit, review, or report (most recent audit, MUST be within last 24 months)

 FORMCHECKBOX 

Attachment  I
Roster of Organization’s Board of Directors

The following documents need to be provided with the original only.

 FORMCHECKBOX 

Attachment J
Copy of IRS 501(c)3 Certification Letter

 FORMCHECKBOX 

Attachment K
Copy of S.C. Dept. of State Certification Letter re: Solicitation of Charitable Funds Act

 FORMCHECKBOX 

Attachment L
Signed Counterterrorism Compliance Form

The original and all 12 copies MUST be 3-hole punched (on the left side) and each copy paper-clipped separately (do not bind, staple or place in separate envelopes).  Faxed or electronically submitted applications will not be accepted.   Incomplete applications or applications that do not follow the above guidelines will NOT be considered for investment funding.  

The 2013 Community Investment Request for Investment application is due by 4:00 p.m. on Wednesday, February 15, 2012.  Submissions must be received by and in the possession of United Way of the Lowcountry by this date and time (not postmarked).  
Applications may be mailed to (please allow enough mailing time to ensure that the application is delivered prior to Wednesday, February 15, 2012, at 4:00 p.m.):


United Way of the Lowcountry, Inc.

United Way of the Lowcountry, Inc.

Attn:  Chrystie Turner



Attn: Jo Smith

P.O. Box 202




P.O. Box 3708

Beaufort, SC  29901-0202


Bluffton, SC 29910
Or applications may be delivered to Chrystie Turner, Jo Smith, or Myra Collins at the following physical addresses:

United Way of the Lowcountry, Inc.  United Way of the Lowcountry, Inc.  United Way of the Lowcountry, Inc.

2266 Boundary Street

       1538 Fording Island Road, 

306 Third Avenue

Beaufort, SC  29902

       Suite 107



Ridgeland, SC 29936

 Bluffton, SC 29910
INSTRUCTIONS FOR COMPLETING THE REQUEST FOR FUNDING APPLICATION PACKAGE

All United Way Request for Investment forms have been emailed to your agency and will be available on the United Way of the Lowcountry website www.uwlowcountry.org.  Forms have been created in Microsoft Word or Excel.  Templates in Excel will calculate totals.

Cover Page (Microsoft Word document)

Complete each section, using the cover sheet as the check-off list.  This ensures all required documentation is provided, and the application can be considered for funding.  
Under funding requested section, you will note there are 4 lines provided.  Please list all of the programs for which you are seeking United Way funding.  You will also be asked to choose what area of need the program addresses.  Since you can only choose 1 area of need, select the one that best relates to the program’s goals.  
Attachment A – Signed Partnership Agreement (PDF document)

The partnership agreement must by signed by the agency Board Chairperson and the agency’s Executive Director. By signing this partnership agreement, the Board Chairperson and the Executive Director are not only acknowledging all requirements set out in the partnership agreement, but are also affirming receipt and thorough understanding of United Way’s Fundraising Policies and Procedures and Community Investment’s Policies and Procedures.  

Attachment B – Organizational Overview (Word document)

The organizational overview questions should be answered directly below each question.  The document is a form, which does not allow alterations.  The document will expand as text is typed, and should not exceed two (2) pages.

Attachment C – Program Overview (Word Document) 

Complete each section, paying attention to the specific type of information being requested (qualitative, quantitative, narrative, etc).  A program overview form must be submitted for each program requesting funding.   
Beginning with the 2010 application process, outcomes are required for all agency programs funded by United Way of the Lowcountry.  Therefore, if United Way operational funding supports the operations of the ENTIRE organization, program outcomes for all programs must be submitted.

Attachment D – Agency Budget Forms 1 – 7 (Excel document)

The first tab (Budget Cover Page) is optional and has been provided at the request of the agencies.  This should be used to allow a description of any unusual or distinctive accounting practices to be provided to the panel members before they review the budget information.  

Numbers should be provided for each line item.  Totals will be automatically calculated.  Budget Forms 3 (Detail Revenue) and 4 (Detail Expense) will carry totals forward to the Budget page 2 (summary page, Agency Revenue and Expenses).  In an effort to reduce inconsistencies found in the Agency budget forms, the summary page is protected and totals cannot be manually altered. Full disclosure is critical.  Transfers in and out of building funds, board reserves, etc. should be fully reported.  A variance explanation MUST be provided for any variances greater than 10%. 
Ensure that all numbers presented are accurate, that the totals balance with the information provided, and tie back to financial statements and requested dollars. 

Attachment E – Program Budget Forms 1 –5 (Excel document)

Numbers should be provided for each line item.  Totals will be automatically calculated.  Budget Forms 2 (Detail Revenue) and 3 (Detail Expense) will carry totals forward to the Budget page 1 (summary page, Agency Revenue and Expenses).  In an effort to reduce inconsistencies found in the Agency budget forms, the summary page is protected and totals cannot be manually altered. Full disclosure is critical.  
Ensure that all numbers presented are accurate, that the totals balance with the information provided, and tie back to financial statements and requested dollars. 

Attachment F– IRS Form 990

Copy of the most recent IRS Form 990 and type or handwrite Attachment F on the top, left hand corner.

Attachment G – Copy of agency’s most recent Balance Sheet

Include a copy of the agency’s most recent balance sheet (must be within the last 12 months).
Attachment H – CPA Certified Audit, Review or Financial Report 

Include a copy of the agency’s most recent audit or financial report according to guidelines on page 11 of the Community Investment Policies and Procedures document.  Type or handwrite Attachment H on the top, left hand corner.  The financial report, review, or independent certified audit may not be more than 24 months old. 
Attachment I – Roster of Agency Board of Directors’

The roster of board members should include addresses and phone numbers.  Indicate Attachment I on the top, left hand corner.

Attachments J, K, and L– IRS 501 (c) 3 Letter, SC State Certification Letter, Counterterrorism Compliance Form. Please indicate the respective attachment letter on the top, left hand corner of the document.

Questions may be addressed to Chrystie Turner at (843) 982-3040 or cturner@uwlowcountry.org

