United Way of Greater New Haven, 2010 Community Investment Process
INCOME APPLICATION AND INSTRUCTIONS
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OVERVIEW

Please read all of the information provided on the 2010 community investment process before submitting an application. 
The 2010 community investment process is a competitive RFP process open to organizations that:

· Are incorporated 501(c)3 organizations or have contracted with a fiduciary
· Serve residents in our twelve-town service area (Bethany, Branford, East Haven, Guilford, Hamden, Madison, New Haven, North Branford, North Haven, Orange, West Haven, Woodbridge)    

· Can demonstrate their program’s alignment with the UWGNH desired results and strategies in the areas of Success By Six and Income, and how the people they serve will be better off as a result of services funded by UWGNH
Successful applicants will show how their program aligns with the specific strategies and desired result outlined in the UWGNH Agenda for Change.  Organizations may submit multiple program applications for FY11 funding (July 1, 2010 through June 30, 2011). 
All applications are due on March 25, 2010 by 4:00 p.m.  Applications received after that deadline will not be considered for funding. 

All applications must be submitted through eCImpact – no hardcopy applications will be accepted.  The application can be accessed from www.uwgnh.org, or directly at https://agency.e-cimpact.com/login.aspx?org=08290U
Questions:

· Please email questions on how to access and use the online application tool, eCImpact, to investments@uwgnh.org.  
· Income applicants please contact Jan McCray at jmccray@uwgnh.org or (203) 691-4216 with questions regarding program design and application content.  
We encourage you to use the resources available on at www.uwgnh.org in completing your application.

ECIMPACT KEY TERMS 
To follow is information on how to save your application and a glossary of eCImpact terms to help you navigate the system and successfully submit your application(s).

Saving the application: The screens in each section provide three “Save” options.  Use the one most appropriate for you as determined by the extent to which each screen has been completed:

· Save as Draft - Used when some – but not all – information has been entered and the screen/application must be left for a period of time.

· Save As Draft And Return – Used when the information is to be saved and you would like to return to the previous screen.

· Save and Validate – Used when the information is to be saved and you want to ensure that all required information has been provided.  When you have completed a particular form and do not need to make any other changes, you must click the “Save and Validate” link at the bottom of the screen. This will verify that all “required” questions on the form have been completed and will change the status of the form from “Draft” to “Completed.” (At this point you may still go back and edit the form, if necessary, but once again you must click “save and validate” to make the status of the form “Completed.”
· Export to Adobe PDF – Used to save the completed application in entirety to your desktop, hard drive, removable storage to have a copy (read only) for your use. If you’d like to you can also copy and past the form question to Microsoft word and save them in that manner also. 

Status: The status column of this table tells you what stage you are at in completing the application. If you have input some information, the status will change from “Initial” to “Draft.” Once the section has been completed, the status will change to “Completed.”  Once your entire application has been completed and submitted to United Way, the status will read “Submitted”.

When you have completed a particular form and do not need to make any other changes, you must click the “Save and Validate” link at the bottom of the screen. This will verify that all required questions on the form have been completed and will change the status of the form from “Draft” to “Completed.” (At this point you may still go back and edit the form, if necessary, but once again you must click “save and validate” to make the status of the form “Completed.”)

To submit the final version of your application you must “Save and Validate” each form, changing the status of each form to “Completed.” This applies to all forms, even those that may be optional for particular applicants. 

Once the forms are in a “Completed” status click the “Back to Application Overview” link at the bottom of the screen.  This will bring you back to the screen that shows the program(s) you are applying for in this investment. 

For agencies applying for one program: Make sure that the status of your program is “Completed” and click on the “Submit Application” link at the bottom of the screen.  Follow directions below to complete the submission process. 

For agencies applying for more than one program:  The status of each program you are applying for must be “Completed.” If the status of your other program is “Draft,” you must finish completing the forms for each program and then proceed with the submission process. If you do not wish to complete the application for a particular program, you must deactivate that program making the status “inactive.” To do this, remove the check next to the word “active” and click “Save/Update.”  Then, click “Submit Application” and follow the directions below to complete the submission process.

Once you have entered all of the required information, you will submit the entire proposal electronically to UWGNH.  All program packets must have a status of Complete (or Inactive) in order to submit the required materials.  Individual program applications cannot be submitted independent of the total agency proposal.  To get to the submission page, click on the Submit Application icon.

Once the proposal has been successfully submitted to UWGNH, the status of the agency and program packets will change from Completed to Submitted. 

Certification page: You will be asked certify that your Executive Director or organization representative has reviewed and approved the forms. Once you have done this page, your application is submitted.

Important note: Once your agency’s proposal has been submitted, it will become a “read only” file, meaning that you will no longer be able to make changes to the information.

Confirmation email: Finally, you will receive an email confirming the submission of your application. 

Printing your forms: At any time during the process, use the “Export to Adobe PDF” button at the bottom of the page to print out the forms with that you have input so far. At the end, you may wish to print out a copy for your records.
Completing and SUBMITTING Program Applications 
Getting Started: 
Agencies can access the application from www.uwgnh.org/investments , or directly at https://agency.e-cimpact.com/login.aspx?org=08290U. Only applications completed using eCImpact will be accepted for review.
· Agencies will be prompted to create an account. 
· Agencies must register using their federal Employer Identification Number (EIN), which can be found on IRS documentation such as the Form 990. 

· Once the agency’s account is approved (you will receive an email that indicates approval) the agency can login and view the welcome page.  

Welcome Page: 

· To begin completing your program application, select an application from the box titled, “Assign Program to Investment Process.”
· To submit a program application to the Income funding opportunity, select “Click Here For FY11 CI Income App.”

· Your agency may submit multiple program applications for the Success By Six or Income funding opportunities.  Each program application must assigned to your agency and have completed the submission and verification process to be reviewed.

Application Page:

Agencies need to complete the Agency Packet and the FY11 Income packet for a program application to be complete and submitted. 

The “Agency” packet will provide us with information on your organization:

· Edit the “Form” to provide us with your agency’s contact and governance information 
· Upload packet attachments to provide us with the required financial information for your agency or fiscal agent

The “FY11:Financial Stability” packet is where you enter information about your program.  The program packet consists of five forms, all of which need to be saved and verified for your application to be complete.
Advancing the Application:

Please note:

· You must save drafts of forms before you are able to advance to the following form.
· The space provided to answer each question has a limit on the number of characters that can be entered.  Check below each answer box to find the character limits.  Characters entered that exceed the limits will not be included in your application. 
· Pages 5-9 allow you to preview all of the questions included in the program packet, and provide instructions on completing and advancing forms. 
Income Application Questions
AGENCY PACKET
ORGANIZATION OVERVIEW

Select “Edit” to complete the information for the “FY2011 INCOME APPLICATION FOR FUNDING: Organization Overview”

Organization   












Executive Director 












Mailing address 












City 



 
State 

  
Zip 




Lead Contact










Lead Contact Title 









Lead Contact’s Phone (including area code)  




Lead Contact’s Email  







Organization Description (mission and goals):

Anticipated 2010-2011 organization total budget: $


Provide a list of your organization’s board of directors, indicating if board members are community residents and/or consumers of the program’s services. 
Provide the roles and qualifications of key personnel (staff, consultants, volunteers) responsible for implementing the program.

APPLICATION DOCUMENTS
Upload the following documents for your organization or fiduciary:  

· Current operating budget 
· Current IRS 990
· 501(c)3 determination letter 
· Organizations with revenue of $100,000 or more must provide a copy of their most recent audit or review by an independent auditor 
· Organizations with revenues of $100,000 or less must provide a financial report for the most recent fiscal year (available at http://www.uwgnh.org/investments/application) 
form 1: program information
Program Name  












Address of Program Site 











City 




State 


Zip 



UWGNH FY11 Funding Request  $


Program Description: (500 character limit) 
FORM 2: COMMUNITY NEED AND TARGET POPULATION(S)
Describe the need for the program.  Use data to make your case, and indicate the specific need(s) the program will address (4000 character limit). 
Which population(s) will the program or service reach?  Is the population(s) losing ground, gaining ground, or holding steady against the selected UWGNH result(s)? How do you know? (4000 character limit).
Provide a description of the organization’s relationship with the community and population(s) it intends to serve (4000 character limit).   

Discuss how the target population(s) and community to be served will be involved in the planning, development, and implementation of the proposed program or service (500 character limit).
FORM 3: PROPOSED SERVICES AND ASSESSMENT

Discuss the program’s relationship to the selected UWGNH desired result(s), and how the program supports the selected strategy(ies) (4000 character limit).
Describe how the program will result in the people served being better off.  What is your theory of change? (4000 character limit).
Describe the key services/activities of the program for which you are seeking funding.  Specify whether the proposed program and services are new or ongoing activity (4000 character limit).  

Describe the program’s strategic partnerships with organizations or people (e.g. parents, legislators, residents, etc.) (4000 character limit).  
Describe why funding is needed from UWGNH and how dollars invested would be leveraged.  Please include information on other available sources of funding, including any restrictions that may apply, and the potential for matching funding, utilization of volunteers, etc. (4000 character limit).
FORM 4: PROGRAM MEASURES
GOALS
Select the United Way Result(s) (goal) your program aligns with from the drop-down box.

	Investment Area
	United Way Result (goal)

	Economic Opportunity


	Families and individuals achieve greater financial success


	Housing
	Families and individuals live in stable, affordable housing


Note: Only one goal may be selected at a time.  A program can align with multiple goals.
STRATEGIES
Please select the strategy(ies) your proposal supports in the Economic Opportunity and/or Housing investment areas. 

	Investment Area
	Strategies

	Economic Opportunity
	(  Support workforce development opportunities 

(  Increase access to benefits

(  Enhance financial education opportunities 


	Housing
	(   Support services to help people access and maintain housing 
(   Advocacy to support adequate housing development for low-income individuals and families and vulnerable populations


Note: Only one strategy may be selected at a time.  A program can align with multiple strategies.
PERFORMANCE MEASURES: QUANTITY OF SERVICE
Select “Quantity of Service” and “Continue” to advance to the “Add New Quantity of Service” form.
Select “Quantity of Service” from the drop-down menu.

Provide estimates of the quantity of services you will provide during the grant period.  Examples include estimates on number of individuals to be served, number of sessions held, activities concluded, etc. 
(500 character limit)
	Activity/Service

	

	

	


Note: You may add additional performance measures by clicking the “+ Save and Add New Indicator” link.
Note: Click “Save and Return to the Previous Page” to advance to enter “Quality of Service” and “Better Off” measures.
PROGRAM MEASURES: QUALITY OF SERVICE

Select “Quality of Service” and “Continue” to advance to the “Add New Quality of Service” form.

Select “Quantity of Service” from the drop-down menu.

Provide estimates for the quality of the services you will provide. Measures related to the quality of your services help us understand how well the program performs, how well the strategy is implemented,  and if your customers will be better off because of your efforts.  Quality measure examples include:
· Timeliness (e.g. % of response for assistance made within 24 hours)
· Attendance (e.g. % of parents completing jobs class)
· Satisfaction (e.g. % of customers satisfied with how they were treated) 

· Costs per unit (e.g. $400 per session held)
· Standards (e.g. child to teacher ratio in reading readiness class)
(500 character limit)
	Quality Measure

	

	

	


Note: You may add additional performance measures by clicking the “+ Save and Add New Indicator” link.
PROGRAM MEASURES: BETTER OFF MEASURE
Select “Better Off Measure” and “Continue” to advance to the “Add Better Off Measure” form.

Select “Better Off Measure” from the drop-down menu
How will you measure if your customers are better off because of the proposed program?  Ways to measure customers being better off include:

· Behaviors change (e.g. #/% of new hires who report to work on-time)

· Attitude/Opinions change (shift in the #/% of parents who support universal Pre-Kindergarten)

· Circumstances change (e.g.  #/% of residents with jobs with paid benefits)

· Knowledge increases (e.g. #/% of children assessed ready to enter kindergarten)

· Skill increases (e.g. #/% of residents who can facilitate a group)
(500 character limit)
	Better Off Measure

	

	

	

	


Note: You may add additional performance measures by clicking the “+ Save and Add New Indicator” link.
FORM 5: FINANCING AND USE OF FUNDS
Please complete the itemized budget for the program for which you are seeking funding. (Please do not include your organization's overall budget). 
	Revenue Source
	Amount

	Proposed investment from UWGNH
	$

	Contributions (e.g. from individual donors)
	

	Special Events
	

	Grants from Foundations

	

	Grants from Federal Agencies

	

	Grants from State Agencies

	

	Grants from Municipal Agencies
	

	Membership Dues
	

	Program Service Fees and Net Incidental Revenue
	

	Miscellaneous Revenue 
	

	Total Revenue

	Expenses
	

	Salaries
	

	Employment Benefits (e.g. employee insurance, retirement and other fringe benefits)
	

	Payroll Taxes
	

	Professional fees
	

	Supplies
	

	Telephone
	

	Postage and Shipping
	

	Occupancy
	

	Equipment
	

	Printing and Publication 
	

	Travel and Transportation
	

	Conferences, Conventions and Meetings
	

	Specific Assistance to Individuals
	

	Membership Dues
	

	Insurance
	

	Miscellaneous Expenses
	

	Administrative Expense (if not included above)
	

	Total Expenses
	

	Total Expenses

	Excess (Deficit) of Total Support

	Excess/ (Deficit) of Total Support
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