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United Way of Greater Kansas City
2011 Agency Certification Questionnaire

Agency:

Address:

City:






State:


Zip Code:

Contact Person (for questions about this document):

Email:





Phone:

Chief Executive Officer:

Email:





Phone:

Brief description of the organization’s purpose:

	Documentation Checklist

	The following documents should be submitted with the agency’s Certification Questionnaire.  Indicate whether each item is included by checking the appropriate column below.

	Document Description
	Is the document included with your submission?

	
	Yes
	No

	Attachment 1
	Most recent financial audit or review (REQUIRED)
	
	

	Attachment 2
	Management letter (if applicable)
	
	

	Attachment 3
	Most recent annual report (REQUIRED)
	
	

	Attachment 4
	Current FY operating budget (REQUIRED)
	
	

	Attachment 5
	Current board of directors roster (REQUIRED)
	
	

	Attachment 6
	Most recent IRS Form 990 (REQUIRED)
	
	

	Attachment 7
	501(c)(3) IRS determination letter (REQUIRED)
	
	


PLEASE NOTE:  Additional supporting documents referenced on the questionnaire should NOT be submitted with the organization’s funding proposal.  If the program is awarded funding, the additional documents will be collected from the agency in January 2011.

This form should be submitted via email with your organization’s Community Impact Fund proposal.  There is NOT a web-based version of this form in United Way’s online application system that you are required to complete.  This form will only be submitted with the email version of your proposal. 
United Way of Greater Kansas City
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Agency Certification Questionnaire

Respond to all questions below.  Add additional comments when needed to clarify a response to any question.  This is particularly important if the organization is not in compliance with a standard.

	Management and Governance Standards

	1
	The agency is incorporated as a nonprofit corporation in either the State of Missouri or Kansas (except in the case of a local chapter whose national organization is incorporated in another state) and submits an annual corporate report, if required.

How compliance with standard will be assessed: agency submits copy of incorporation document as Attachment A and copy of corporate annual report as Attachment B.

Do you attest to compliance with this standard?
	Yes/No

	
	In what state is your agency incorporated?

Has the agency submitted its annual corporate registration to all states with which it is required to file?

List the states with which it is required to file:


	

	
	
	

	2
	The agency has nonprofit, IRS Section 501(c)(3) status.

How compliance with standard will be assessed: agency submits copy of 501(c)(3) determination letter as Attachment C.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	3
	The organization has bylaws that govern the agency’s operation. The board and staff adhere to the agency’s bylaws in exercising their governance authority. The agency has submitted a conformed copy of the bylaws with the IRS.
How compliance with standard will be assessed: agency submits copy of agency bylaws as Attachment D.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	4
	The agency has a volunteer board of directors, or other governing/advisory body that is responsible for policy setting, fiscal guidance, planning and ongoing governance.
How compliance with standard will be assessed: agency submits copy of board roster as Attachment E and discusses the board during the onsite review. 

If the agency’s governing body is national, a local advisory board or equivalent body assists the board of directors in fulfilling its oversight role, particularly as it pertains to the agency’s local services and finances.

How compliance with standard will be assessed: agency submits advisory board roster as Attachment E to demonstrate existence of local body and certification team reviews meeting minutes to ensure its involvement in local oversight of programs, finances and policy matters.

Do you attest to compliance with this standard?
	Yes/No

	
	Is the agency’s governing body local or national?  (National/Local)
	

	
	If national, describe the agency’s local advisory body:



	
	

	
	Board of Directors Roster:  The board roster should include the following information.  Please indicate whether each item is included:

Yes

No

Year to which the roster applies?

Board officers by office held?

Address for board members?

Affiliation of board members (employment or other)?

Term of service of board members, indicating the years of their current term?


	

	`
	
	

	5
	The agency’s board of directors, or other governing/advisory body, exercises responsible oversight of the organization’s operations and staff, and, as such:


	

	5a
	Meets at least four times a year, with a quorum in attendance.

How compliance with standard will be assessed: certification team reviews minutes for previous 12-month period on-site at the agency.

Do you attest to compliance with this standard?
	Yes/No

	
	What is the number of board meetings held in the last twelve months?

What is the number of meetings in which a quorum was achieved?

How do the agency’s bylaws define a quorum? 


	

	
	
	

	5b
	Has a minimum of five board members that are elected for specific terms and a rotation which provides for new members. (Term limits may be used to achieve board rotation but are not a requirement.) 

How compliance with standard will be assessed: agency submits copy of bylaws and current board roster.  Certification team reviews bylaws and board roster to ensure the minimum number of members is met and reviews agency’s explanation below of how rotation is ensured.

Do you attest to compliance with this standard?
	Yes/No

	
	What is the number of board members stipulated by the agency’s bylaws?

What is the current number of board members?

Describe actions taken by the agency to ensure rotation of board members:

Does the agency limit the number of terms a board member may serve?

Due to expired terms or other circumstances, what is the number of members who have rotated off the board in the last three years?

What is the number of new board members who have joined the board in the last three years?


	

	
	
	

	5c
	Board members are not compensated, except to the extent that the agency’s chief executive officer (or other senior staff) may serve on the board in an ex-officio, non-voting capacity.  In that event, compensated board members do not represent more than ten percent of members (or one person for boards under ten in membership.)

How compliance with standard will be assessed:  agency attests to compliance with the standard; certification team reviews board roster and IRS Form 990.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	5d
	Maintains minutes that include a record of board members in attendance and a record of action taken.

How compliance with standard will be assessed:  certification team reviews board minutes for previous 12-month period on-site at the agency.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	5e
	Conducts a regularly scheduled written appraisal (at least every two years) of the CEO’s performance.

How compliance with standard will be assessed: agency attests to compliance of this standard and reports date of last CEO review. 

Do you attest to compliance with this standard?
	Yes/No

	
	What is the date of the last CEO review?


	

	
	
	

	5f
	Reviews and approves the annual agency budget in advance of each fiscal year. 

How compliance with standard will be assessed: agency flags board minutes that include budget approval; review team reviews board minutes.

Do you attest to compliance with this standard?
	Yes/No

	
	What is the date of the board meeting at which the current year budget was approved?


	

	
	
	

	5g
	Regularly reviews the agency’s year-to-date financial statements.

How compliance with standard will be assessed: certification team reviews board minutes for previous 12-month period on-site at the agency to ensure that the board (or finance subcommittee) reviews and discusses financial statements.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	5h
	Establishes and periodically reviews the organization’s financial, personnel, and other management policies.

How compliance with standard will be assessed: agency attests to compliance and provides at least one example of board meeting minutes during the onsite review reflecting action taken to establish and/ or update agency policies.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	6
	The agency is in compliance with all Federal, state and local rules, regulations and codes and all applicable licensing requirements governing its operation. This policy includes, but is not limited to, tax filings (including submission of the IRS Form 990), employment law, the Americans with Disabilities Act (if applicable), and health and safety regulations.

How compliance with standard will be assessed: agency attests to compliance and submits copy of IRS Form 990 as Attachment F.  Agency provides a written report (in management questions section below) of any noncompliance with applicable rules, regulations, codes or licensing requirements and actions being taken to address them.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7
	Written polices, adopted by the board, and management practices are in place to help ensure accountable and effective operations, including, but not limited to, those listed below.  The agency demonstrates that it adheres to the policies and practices it has established.


	

	
	
	

	7a
	A policy that addresses conflicts of interest involving board members, other volunteers and staff.

How compliance with standard will be assessed: agency submits copy of conflict of interest policy as Attachment G.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7b
	Personnel policies and procedures (for agencies with more than one employee) to ensure efficient and accountable operations.

How compliance with standard will be assessed: agency submits copy of personnel policies and procedures as Attachment H.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7c
	A policy of nondiscrimination in hiring, board member recruitment and client participation in services.

How compliance with standard will be assessed: agency submits copy of nondiscrimination policy Attachment I.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7d
	If the agency has a religious affiliation or operates any programs with religious content, a policy that ensures there is a clear separation between religious programs and social service programs, that establishes that participation in religious activities is not a requirement to receive services and that affirms that programs are open on an equal basis to people of all faiths.

How compliance with standard will be assessed: agency submits copy of religious separation policy as Attachment J.

Do you attest to compliance with this standard?
	Yes/No/NA

	
	Does the organization operate under religious auspices or have a religious affiliation of any kind?  If so, briefly describe the affiliation and any religious activities or programs of the agency.


	

	
	
	

	7e
	If the agency charges fees for its services, a policy that ensures a consistent method for determining fees for those clients with no ability, or limited ability, to pay the fees.

How compliance with standard will be assessed: submission and review of fee policy as Attachment K.

Do you attest to compliance with this standard?
	Yes/No/NA

	
	
	

	7f
	For direct service programs serving individuals, a policy establishing a mechanism and procedures for client grievances.

How compliance with standard will be assessed: agency submits copy of client grievance policy as Attachment L.

Do you attest to compliance with this standard?
	Yes/No/NA

	
	
	

	7g
	A policy to address privacy concerns of donors that allows both new and continuing donors to inform the agency if they do not want their name and address and other personal information to be shared outside the organization.  The privacy policy is made available to the public upon request, via website, or other means of accessibility.

How compliance with standard will be assessed: agency submits copy of donor privacy policy as Attachment M. 

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7h
	A policy that establishes protocols for document retention and destruction.

How compliance with standard will be assessed: agency submits copy of document retention and destruction policy as Attachment N.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7i
	A policy that establishes a code of ethics for staff and board members.

How compliance with standard will be assessed: agency submits copy of code of ethics policy as Attachment O.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	7j
	A policy that establishes whistleblower protections for the reporting of illegal actions or actions that violate the organization’s code of ethics or other policies.

How compliance with standard will be assessed: agency submits copy of whistleblower policy as Attachment P.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	8
	The agency’s board and staff leadership engage in periodic planning and assessment of organizational performance to establish future direction with regard to the agency’s mission, programs, finances, and overall management.

How compliance with standard will be assessed: agency submits copy of plan as Attachment Q and/or describes planning efforts.

Do you attest to compliance with this standard?
	Yes/No

	
	Describe your agency’s planning efforts, including who is involved, the period of time covered, a description of the process and how it is documented:

	

	
	Do you have a planning document available for submission?  Yes/No


	

	
	
	

	9
	The agency has current insurance coverage to protect the public interest and safeguard the assets of the organization. Such coverage may include a blanket fidelity bond, general liability insurance, real and personal property insurance, officers and directors liability insurance (which may be extended to include the agency’s chief executive officer), and applicable professional liability insurance.


How compliance with standard will be assessed: agency provides evidence of insurance policies during the onsite review meeting.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	10
	The agency demonstrates a commitment to diversity at all levels in the organization, including board of directors, management and other staff, to ensure involvement by a broad array of people who are representative of the community it serves.

How compliance with standard will be assessed: agency provides written statement of actions taken to ensure diversity and review team discusses the issue with agency representatives at onsite review meeting.

Do you attest to compliance with this standard?
	Yes/No

	
	Describe efforts taken by the agency to strive for diversity within the organization:


	

	
	
	

	11
	The agency ensures the accessibility of its programs and services to the people it serves. This commitment to accessibility is demonstrated not only in the physical accessibility of its facilities, but also in how the agency addresses other barriers that program participants may face. This may impact the hours of operation and location of programs, outreach and intake methods and specific accommodations made to ensure that those in need and eligible for services are able to access them.

How compliance with standard will be assessed: agency provides written statement of actions taken to ensure accessibility and review team discusses the issue with agencies at onsite review meeting.

Do you attest to compliance with this standard?
	Yes/No

	
	Describe efforts by the agency to ensure the accessibility of its services:


	

	
	
	

	12
	The agency obtains feedback from its constituents, which may include program participants, volunteers, and other supporters.

How compliance with standard will be assessed: agency provides written statement (below) of actions taken to obtain constituent feedback and review team discusses the issue with agencies at onsite review meeting.  In addition, supporting documents that demonstrate efforts are submitted for review by the certification team as Attachment R.

Do you attest to compliance with this standard?
	Yes/No

	
	Describe efforts by the agency to obtain feedback from its constituents:
	


	Additional Management and Governance Questions

	Please provide the number of board members, management staff and other staff in each gender and ethnic group below:

Board Members

Management Staff

Other Staff

Male

Female

Male

Female

Male

Female

African American

Asian

Caucasian

Hispanic

Native American

Other

TOTAL



	
	
	

	Describe any significant changes in the agency’s board leadership or management staff during the past three years (e.g., resignations, terminations, retirement, restructuring, etc.): 



	
	
	

	Is the agency involved in any pending legal issues, including litigation, labor negotiations, fraud or embezzlement activity, etc.?



	
	
	

	Has the agency had any significant staff expansion or reductions that will affect the agency’s ability to operate in the future or are any such changes planned in the next year?


	
	
	

	Is the agency considering or negotiating a merger or affiliation with any other organization?



	
	
	

	List active committees of the board of directors of your organization: 


	
	
	

	Describe any noncompliance with applicable rules, regulations, codes or licensing requirements faced by the agency currently or in the recent past.  Also, report on actions being taken to address them.  



	Financial Accountability Standards



	Budget and Financial Reporting

	F1
	The agency prepares an annual line item budget outlining projected revenue and expenses by program, fund raising and administration. The budget is finalized prior to the start of the agency’s fiscal year. The budget is consistent with the major line items and programs in the audited financial statements. 

How compliance with standard will be assessed: agency submits current fiscal year operating budget as Attachment S and reports the date on which it was approved by the agency’s board of directors.  

Do you attest to compliance with this standard?
	Yes/No

	
	What is the organization’s fiscal year?


	

	
	
	

	F2
	The agency prepares periodic financial statements (at least quarterly), including a statement of financial position (balance sheet), a statement of activities (income and expenses), and a statement of functional expenses. The statement of activities and statement of functional expenses are consistent with the organization’s budget (i.e., include the same natural income and expense categories) to enable the management and board members to track progress with regard to budget projections.

How compliance with standard will be assessed:  agency submits most recent year-to-date of financial statements and last FY unaudited financial statements (if audited statements are not yet available) as Attachment T.

Do you attest to compliance with this standard?
	Yes/No

	
	Is the budget prepared by functional classification (administration, program, fundraising)? Yes/No


	

	
	If yes, list the classifications in your organization’s budget:


	

	
	Does the organization’s statement of activities including a report of expenses by function (administration, fundraising, program)?  Yes/No


	

	
	How frequently are the agency’s year-to-date financial statements prepared?

	

	Audit or Review

	F3
	The agency annually obtains an independent audit or review of its financial statements. For agencies with annual revenue over $250,000, an independent audit of the agency’s financial statements by a Certified Public Accountant is completed annually no later than nine (9) months after the close of the fiscal year. For agencies with annual revenues under $250,000, an independent review of the agency’s financial statements by a Certified Public Accountant is completed no later than nine months after the close of the fiscal year. 

How compliance with standard will be assessed: agency submits most recent audit report or review as Attachment U.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	F4
	The agency receives an unqualified opinion in its independent audit report. If the audit opinion is qualified or adverse, or if the auditor issues a disclaimer of opinion, the agency’s board and management take prompt and appropriate action to address the issue that resulted in the modified opinion.

How compliance with standard will be assessed:  if applicable, agency reports on action taken to address concerns raised by audit.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	F5
	The agency’s board and staff leadership considers the concerns identified in the management letter accompanying the audit report and prepares a written response, which may outline actions planned to address any identified problems or clarify the agency management’s position with respect to any issues raised by the auditor.

How compliance with standard will be assessed:  if applicable, agency submits management letter (as Attachment V) and written response (as Attachment W) describing action taken to address issue raised in the management letter or clarifying agency management’s position with respect to any issues raised by the auditor as.

Do you attest to compliance with this standard?
	Yes/No

	
	What period is covered by the agency’s most recent financial audit?


	

	
	Was the auditor’s opinion qualified, unqualified?  Qualified/Unqualified/No opinion


	

	
	Did a management letter accompany the agency’s most recent audit? Yes/No


	

	
	If applicable, briefly describe actions taken to address concerns raised by the audit or review (if applicable, you may refer to written response to audit submitted with documentation in lieu of a providing a response here):


	

	
	Did agency management prepare a written response to the management letter or other concerns cited in the audit? Yes/No


	

	Fiscal Oversight

	F6
	The agency utilizes its annual budget as a tool to manage the organization. Significant variances in budgeted revenues and expenses, should they occur, are discussed and understood by agency management and board leadership. Appropriate action is taken to address revenue shortfalls or expense overages.

How compliance with standard will be assessed: review team examines financial statements and discusses with agency representatives agency performance in meeting budget targets.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	F7
	The agency maintains sufficient cash flow to ensure the timely payment of obligations and strives to maintain appropriate cash reserves. 

How compliance with standard will be assessed: review team examines financial statements and discusses cash flow management with agency representatives.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	F8
	The agency uses debt financing only after careful planning and deliberation, with a clear plan to satisfy debt obligations. 

How compliance with standard will be assessed:  review team examines financial statements and discusses debt management with agency representatives.

Do you attest to compliance with this standard?
	Yes/No

	
	Is the agency current on debt payments?  Yes/No/NA  If no, provide an explanation:


	

	Financial Policies and Practices

	F9
	The agency is in compliance with generally accepted accounting principles or an other comprehensive basis of accounting.

How compliance with standard will be assessed:  review team reviews financial audit report.

Do you attest to compliance with this standard?
	Yes/No

	
	Is the agency on an accrual basis of accounting?  Yes/No  If no, provide an explanation for why the organization is not on an accrual basis of accounting:


	

	
	
	

	F10
	Policies and procedures are in place to ensure sound financial management.  Examples of areas addressed by financial policies and procedures include:

· financial reporting,

· internal controls,

· creation and maintenance of an operating reserve,

· management of investments.
How compliance with standard will be assessed:  agency submits financial policies for review as Attachment X.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	F11
	Administrative and fundraising costs are reasonable, generally not exceeding 25% of total revenues. In the event that such costs exceed 25%, the agency is able to explain why its costs are justified.

How compliance with standard will be assessed:  agency reports administrative and fundraising expenses as a percent of total revenues based on most recent IRS Form 990.

Do you attest to compliance with this standard?
	Yes/No

	
	Based on the agency’s most current IRS Form 990, what are the total administrative and fundraising expenses as a percent of total revenue?  ___%


	

	
	If the agency’s administrative costs are above 25%, provide a justification:


	

	F12
	The agency adheres to funding restrictions and has a reliable system in place to account for the use of such funds in accordance with any restrictions.

How compliance with standard will be assessed:  during onsite review, agency representatives discuss how the agency tracks restricted funds.  Review team examines financial statements for the presence of restricted funds.

Do you attest to compliance with this standard?
	Yes/No

	
	
	

	F13
	The agency makes timely filings and payments with all appropriate tax authorities, including local, state and federal agencies.

How compliance with standard will be assessed:  agency attests to compliance or reports on circumstances surrounding lack of compliance.  Review team checks filing date of IRS Form 990.

Do you attest to compliance with this standard?
	Yes/No

	
	What is the date that the organization’s most recent IRS Form 990 was filed?  










__/__/__

If the IRS Form 990 was not filed by the 15th day fo the 5th month after the end of the agency’s fiscal year, was a an extension filed with the IRS?










Yes/No


	

	
	Is the agency current on the filing and payment of payroll taxes?  If not, please provide an explanation of why this has occurred and steps being taken to address the situation.

Yes/No


	

	
	
	

	F14
	The agency engages in ethical fundraising practices, and as such: 

· ensures that fundraising solicitations accurately disclose the intended use of funds, 

· provides donor acknowledgments in accordance with IRS requirements, 

· honors donor restrictions on contributions, 

· complies with requests by donors who wish to remain anonymous, 

· safeguards the confidentiality of information about donors that they would reasonably expect to remain private, and 

· refrains from compensating fundraising personnel on a percentage of the amount raised or other commission basis.

How compliance with standard will be assessed:  agency provides written report of systems in place to ensure compliance with the standard.

Do you attest to compliance with this standard?
	Yes/No

	
	Describe systems in place in your agency to ensure ethical fundraising practices outlined above.


	

	
	
	

	F15
	If the organization operates under religious auspices, it separates its budget for its social service programs from its religious activities. This separation is clearly distinguishable in the agency’s audited financial statements.

How compliance with standard will be assessed:  agency attests to compliance with the standard, if applicable.  Review team examines financial audit.

Do you attest to compliance with this standard?
	Yes/No/NA

	F16
	The agency publishes an annual report that provides an account of activities for the previous fiscal period, including: the organization’s purpose; a report of the agency’s service delivery for the previous fiscal period; a list of the agency’s board of directors; and information about financial activities and financial position. This report is made available to stakeholders and constituencies and is prepared within nine months of the end of the agency’s previous fiscal year.

How compliance with standard will be assessed:  agency submits copy of annual report as Attachment Y.

Do you attest to compliance with this standard?
	Yes/No

	
	What is the fiscal year covered by the agency’s most recent annual report?


	

	Additional Financial Questions

	Did the agency experience a surplus or deficit at the end of the most recently completed fiscal year?      
Yes/No


	Do you expect the agency to experience a surplus or deficit at the end of the current fiscal year?

Yes/No


	Does the agency have an endowment? 



Yes/No



	If so, how much is in the fund?  



	Does the agency have an operating reserve of cash and/or investments designated for the purposes of operating reserves?


Yes/No  



	If yes, what is the amount?



	Does the agency have cash and/or investments not specifically designated as a reserve, but available for use in the event of unforeseen budgetary circumstances?  



Yes/No



	If yes, what is the amount?



	How many months’ operating expenses are cash and/or reserves and investments equal to?



	Is the agency currently engaged in any capital campaign efforts or are any planned for the upcoming year? If so, please indicate the amount of the campaign goal and the progress toward achieving it.  




�
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