Year-End Agency Report  2011-14
Agency Name:  [insert name]

United Way of Central New York 2011 – 2014 Community Program Fund

Year-End Agency Report Form

Due on August 15* 
(if this day falls on a holiday or weekend, due on the next business day).

REPORTS MUST BE SUBMITTED WITH AN ORIGINAL SIGNED COPY OF THIS COVER SHEET

	Period covered:  July 1, [type here] – June 30, [type here]

	Agency Name: 
	 MACROBUTTON NoMacro [type here]

	Address (Main Office): 
	 MACROBUTTON NoMacro [type here]

	Telephone: 
	 MACROBUTTON NoMacro [type here]
	Fax: 
	 MACROBUTTON NoMacro [type here]

	Web Site: 
	 MACROBUTTON NoMacro [type here]

	Executive Director: 
	 MACROBUTTON NoMacro [type here]

	Executive Director Telephone: 
	 MACROBUTTON NoMacro [type here]

	Executive Director E-Mail: 
	 MACROBUTTON NoMacro [type here]

	Board President: 
	 MACROBUTTON NoMacro [type here]


*Reports may be submitted electronically to United Way’s Community Impact Division at ciadmin@unitedway-cny.org; however, an original signed cover sheet must also be received by the deadline at the United Way offices.  
Please check below to indicate that necessary attachments are included.  Excel Workbooks are available from United Way’s website at www.unitedway-cny.org. Samples are included in Part 3 of this manual.  
· Board roster 

· Board meeting schedule

· Annual report (if available)

· Long-term plan (including updates)

· Agency Actual Income Worksheet (Agency’s Fiscal Year)

· Agency Actual Expense Worksheet (Agency’s Fiscal Year)

By signing below I affirm that I have reviewed and approved all sections of this report and that, to the best of my knowledge, this report is complete and accurate.

	Executive Director Signature / Date
	
	Board President Signature / Date


Please provide complete responses to the requests for information below.

	Agency Overview


Please include the following as attachments:
- current agency Board roster, including member’s names, affiliations, and Board tenure 
- a list of Board meeting dates/times/places for the most recently reported calendar year 
- a copy of the agency’s most recent annual report

· Provide a 25-word statement describing the agency’s primary activities within the last 12 months.

	 MACROBUTTON NoMacro [type here]


· Provide information regarding changes or vacancies in Board positions within the last 12 months. 

	 MACROBUTTON NoMacro [type here]


· Discuss any significant changes or vacancies in any agency senior management positions within the last 12 months.

	 MACROBUTTON NoMacro [type here]


· Describe any factors that have or will impact the agency’s provision of service over the next six to 12 months, including (but not limited to) agency staff changes or restructuring, collaborative efforts, legislative impacts, federal/state/local funding, and/or other community factors.

	 MACROBUTTON NoMacro [type here]


	Agency Participation With United Way


Please attach examples of the use of the United Way’s logo, such as newsletters or other documentation demonstrating the agency’s support for United Way’s annual campaign and United Way sponsored activities.

· Describe the agency’s participation with United Way, including participation in Speaker’s Bureau, and any public recognition of United Way, etc.

	 MACROBUTTON NoMacro [type here]


· Identify additional supports or resources provided by United Way that were utilized during the report period (e.g. Gifts-In-Kind, 1-800-Volunteer.org, Technical Assistance, etc.)

	 MACROBUTTON NoMacro [type here]


	Agency Planning and Development


Please include the following attachments: 
- Agency’s long-term plan (including updates)

· Describe the agency’s process for reviewing agency and program United Way monitoring information; include the frequency of review and the role of any relevant committee(s) in the review process.

	 MACROBUTTON NoMacro [type here]


· Discuss the agency’s strategy to maintain mission focus and viability in both financial planning and program planning processes. 

	 MACROBUTTON NoMacro [type here]


	Agency Funding Information


Using the Excel workbook available at www.unitedway-cny.org, please include the following attachments for the most recently completed agency year. 

- Agency Actual Income Worksheet

- Agency Actual Expense Worksheet
Please answer the following questions or indicate not applicable (N/A):

· Discuss any deficits/surpluses between actual agency income and actual agency expense.

	 MACROBUTTON NoMacro [type here]


· Identify significant changes or shifts in agency income and expense during the past 12 months.

	 MACROBUTTON NoMacro [type here]


· Please describe any potential or current plans for capital projects or other significant fundraising initiatives.

	 MACROBUTTON NoMacro [type here]


· Detail the management letter recommendations or findings from the most recent agency financial audit (if applicable) and discuss internal changes to address the identified areas of improvement.  Please note if a management letter was not issued.

	 MACROBUTTON NoMacro [type here]


· Discuss significant changes/improvements to the agency’s financial processes.

	 MACROBUTTON NoMacro [type here]


	Memorandum of Understanding Compliance


Please indicate your agency’s compliance with the following provisions as laid out in the 2011 - 2014 Memorandum of Understanding between United Way of Central New York and the agency. Answers should reflect the funding-year time period.
Indicate Yes or No with an “x” in the appropriate area. Any “No” response requires an explanation. Please attach any responses, numbered appropriately to correspond with the question. 

	Agency Management

	1. Agency has maintained status as a 501(c)(3) tax-exempt organization in compliance with federal, state, and local laws.
	YES (  )  NO (  )

	2. Agency is governed by an active, rotating volunteer structure which is representative of the community and which meets at least quarterly.
	YES (  )  NO (  )

	3. Agency complies with applicable Federal and New York State nondiscrimination laws.
	YES (  )  NO (  )

	4. Agency complies with applicable Federal PATRIOT Act laws.
	YES (  )  NO (  )

	5. Agency provides services in Onondaga County or to residents of Onondaga County.
	YES (  )  NO (  )

	6. Agency directs United Way dollars into the specific United Way funded program(s).
	YES (  )  NO (  )

	Agency/Program Reporting

	7. Agency submitted a Six-Month Agency/Program(s) Report.

Date of most recent Six-Month Report:  MACROBUTTON NoMacro [type here]
Period Covered:  MACROBUTTON NoMacro [type here]
	YES (  )  NO (  )

	8. Agency submitted most recent Annual Audit with management letter and agency response.

Date of most recent Audit:  MACROBUTTON NoMacro [type here]
Period Covered:  MACROBUTTON NoMacro [type here]
	YES (  )  NO (  )

	9. Agency submitted Internal Revenue Service Form 990.

Date of most recent 990:  MACROBUTTON NoMacro [type here]
Period Covered:  MACROBUTTON NoMacro [type here]
	YES (  )  NO (  )

Not Required by IRS (   )

	10. Agency/Program submitted most recent Qualified Status Reports (if applicable).

Date of most recent Qualified Status Report:  MACROBUTTON NoMacro [type here]
Period Covered:  MACROBUTTON NoMacro [type here]
	YES (  )  NO (  ) 

N/A (  )

	11. Operating budget and delivery systems for United Way funded programs remain consistent with those agreed upon at initiation of funding in July 2011 or subsequently negotiated with United Way.
	YES (  )  NO (  )

	Agency Promotion & Fundraising Participation

	12. Agency participated in the promotion of United Way through the display of the United Way logo on all written communications and print materials related to funded programs.
	YES (  )  NO (  )

	13. Agency publicly displayed United Way logo signage.
	YES (  )  NO (  )



	14. Agency participated in Speakers Bureau training and presentations (as requested and feasible) during most recent campaign. 
	YES (  )  NO (  )

	15. Agency provided United Way with testimonials/success stories for programs funded.
	YES (  )  NO (  )

	16. Agency recognized United Way at all public events.
	YES (  )  NO (  )

	17. Agency conducted an annual United Way campaign among the agency’s employees during the most recent United Way campaign.
	YES (  )  NO (  )

	18. Agency participated in United Way events and activities (kick-off, achievement celebration, special events) during the period covered.
	YES (  )  NO (  )

	19. Agency refrained from payroll deduction solicitation as a fundraising method beyond the community campaign administered through United Way.
	YES (  )  NO (  )

	20. Agency opened bidding for any building and renovation projects to qualified bidders including building contractors who employ union labor building trades.
	YES (  )  NO (  )

N/A (  )

	21. Agency provided & updated volunteer opportunity information to United Way’s Volunteer Center.
	YES (  )  NO (  )
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