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UNITED WAY OF SAULT STE. MARIE

APPLICATION FOR ADMISSION

This document is designed to assist agencies seeking admission in the United Way in the preparation of a written application.  All information and documentation requested below should be included.  Agencies may provide any additional material which would assist in a fuller appreciation of their operation.

Documents

Provide the following:

(1) Date of incorporation

(2) Constitution and bylaws (at least one copy)

(3) Charitable Organization Number

(4) Board of Directors – names, addresses, occupation, length of service

(5) Most recent Audited Financial Statement

(6) Most recent annual report – provincial, national reports, if applicable.  

(10 copies)

Application

Using the following format prepare written application document.

Background Information

· Name of Agency

· Address

· Telephone Number

· Name and Title of Contact Person

· Geographic Area Served

· Hours of Service (evenings, weekend, holiday, emergency services)

· Describe Facilities (own/rent, type of facility)

Historical Development

· Describe how the organization came into being

Objectives and Services Provided

· Describe the objectives of the organization

· Describe the services provided by the organization

· What services are provided, and unit cost

Community Need/Problems Met by Agency Services

· The United Way of Sault Ste. Marie funds programs which address the community priority issues of health, employment, poverty and youth

· Provide a description (using relevant statistics available) of the community priority issue which the organization addresses

· Describe any research carried out by organization to identify needs

· How does the organization respond to these needs

Organizational Description

· Provide a copy of organizational chart showing board, staff, volunteers, committees

· Staff – number, qualifications and experience, job descriptions (in brief), salary ranges

· Board – how selected, length of time, number of meetings/year, percentage attendance

· Committees – name, task description, number of meetings/year, percentage attendance

· Describe the nature of any Provincial/National Affiliations – degree of local autonomy, role of Provincial/National offices, services provided, basis of financial support

Financial

· Complete budget showing 3 years using prescribed form (consult with United Way staff)

· Explain how the organization is presently financed

· Describe any assured or possible ongoing sources of funding other than the United Way

· Explain any fee for service procedures used by the organization

· Report on successful and unsuccessful attempts to acquire funding for services

· Describe financial control procedures (monthly financial statements, auditors, who handles accounts)

Volunteers

· How are volunteers used by the Organization

· How many volunteers are involved

· Describe procedures for recruitment, training and supervision of volunteers

Statistics and Outcomes
· Describe results of organization’s services in relation to stated objectives

· Explain how Outcomes are measured and evaluated (include a copy of the organization’s program outcome logic model)
· Provide statistical results of organization activities by service (previous year, anticipated this year, next year)

Examples:
Number of people served, Number of cases, Number of                       

                    
referrals

· Provide a profile of clients served by organization (age, sex, marital status, income, occupation, geographic area)

Service Co-ordination

· Describe other organizations providing similar services in the community

· Describe how the organization works with these other bodies

· Explain what is unique about the organization

· Describe what alternative resources are available to the clients served by the organization

Immediate and Future Needs

· Project for five years the type and level of service to be provided by the organization

· Describe in order of priority expanded or new services which should be implemented to fulfill the organization’s objectives

· Describe the level of financial support required from the United Way within the next five years
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