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I.   UNITED WAY MISSION STATEMENT AND CORE VALUES 
 
The mission of United Way of St. Joseph County, Inc. (UWSJC) is “People Helping People in Need Today” 
in an efficient and accountable manner that unites the community on behalf of, and for, the people of St. 
Joseph County. 
 
This critical role requires that all of us involved in the UWSJC, who foster such an essential public good, 
must assume the responsibility of earning public trust.  As a leader in the health and human services sector, 
and as a major resource to the people of St. Joseph County, we must build trust through all that we do.  
This bond of trust goes far beyond legal or regulatory requirements to include our core values and ethics. 
 
To fulfill this special role, the following core values provide the foundation on which we base our actions and 
decisions.  We strive for: 
 
1.  INTEGRITY:   We act with integrity that inspires the highest trust. 

 We stand “united” in the relentless pursuit of instilling and promoting public 
confidence and trust. 

 We maintain the highest standards of excellence and accountability, including 
prudent use of finances, and fair, accurate, and honest disclosures of information. 

 
2.  IMPACT:  We make a positive difference and have a measurable impact of enduring  
   consequence. 

 We improve lives. 
 We are accountable that our work will create sustainable change. 
 We are committed to a United Way that is relevant to our community, its people 

and the times. 
 
3.  VOLUNTEERISM: We are relevant and effective through the spirit of volunteerism. 

 We believe that the most powerful form of philanthropy is through community 
volunteerism. 

 We believe that the most effective modes of service and standards of excellence 
are created through the leadership and mobilization of volunteers. 

 
4.  INCLUSIVENESS:  We are strong only when we are inclusive. 

 We believe in a movement built from the rich diversity and gifts of all people. 
 We act in ways that respect the dignity, uniqueness, and intrinsic worth of every 

person in our community: recipients of benefits, the donors, our own staff and 
families, boards, volunteers and collaborative impact partners. 

  
5.  LEADERSHIP:   We provide leadership for community building to effect positive change. 

 We are effective educators and conveners of significant issues bringing the 
community together to promote individual well being and the common good. 

 We are leaders of a process that multiplies the impact of people’s innate desire 
and capacity to care for one another. 

 We help transform visions of compassion and giving into dynamic reality 
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II.   UNITED WAY OF ST. JOSEPH COUNTY ORGANIZATIONA L CHART 
 
 
This organizational chart reflects the relationship between the Community Investment division within United 
Way of St. Joseph County, its Board of Directors, the United Way agencies, and community volunteers. 
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III.   ORGANIZATIONAL AFFILIATIONS 
 
There are two types of relationships that can exist between United Way of St. Joseph County (UWSJC) and 
other organizations: Funded Partners or Collaboration Partners. 
 
Collaboration Partners:   
These are organizations working with United Way of St. Joseph County on community problems where the 
scope of work to be addressed is greater than that pursued by any of the collaborators working individually. 
(The full description is in Section XI.)  
 
 
Funded Partners:  

  
A. Agency programs are eligible to receive funding through United Way of St. Joseph County’s 

Community Investment program allocations review process and through Donor Designations. To 
receive funding they must: 

1.   Be compliant with United Way of St. Joseph County’s policies (Sec. V, VI) 
2.   Be compliant with United Way of St. Joseph County’s eligibility requirements (Sec. VIII) 
3.   Sign an annual Memorandum of Understanding to be returned to United Way of St. Joseph 
 County by December 31 annually. (Appendix A) 
4.   Agencies, which are approved to receive programmatic funding, must sign a Contract 
 (Appendix B,) which is applicable for each identified funding cycle. 

 
Failure to comply with United Way of St. Joseph County policies contained herein will result in the 
defunding of an agency program or programs. These proceedings will be addressed through the 
non-compliance process (Section VII) and become effective with the action of the United Way of St. 
Joseph County Board of Directors. 

 
 The United Way of St. Joseph County’s Board’s decision is final and may not be appealed. 
 
 
B.  Agencies that do not receive program funding, will be deemed Unfunded Agencies.  

 1. They will maintain this status for up to two years.  
 2.  During that period of time, they may reapply for program funding, if they believe their 

 programs fit the identified funding criteria. 
 3.  If, after a two-year period, the agencies with whom United Way has a funding 

 relationship but fall out of alignment with funding priorities and there are considered 
 ineligible for current program funding,  will loose the Unfunded Agency status.  

 4. If the agency chooses to apply for funding in the future, it must go through the 
 Agency Eligibility Approval Process (Sec. IX) before being considered for funding. 

 
Agencies are expected to actively participate in monthly Agency Executive Directors Association 
meetings. 
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IV. FUNDED PARTNER  RELATIONSHIPS  
 
 
The relationship between United Way of St. Joseph County and its Funded Partners is mutual and based on 
open and honest communications. In this relationship, both parties are accountable for their identified 
actions: 
 

A. United Way of St. Joseph County will conduct mandatory trainings for Funded Partner personnel. 
Funded Agency’s Board of Directors are strongly encouraged to attend these trainings. The 
trainings will be scheduled when significant changes occur in processes, agency-related policies, 
procedures and/or funding issues that impact UWSJC or Member organizations and/or programs. 

 
    New Funded Partner Directors will receive individualized training and orientation to United Way of 
    St. Joseph County within the first 60 days of their tenure, unless otherwise determined by both 
    parties. 
       

1. It is the responsibility of all individual representatives and Funded Partners to ensure that 
 they understand the content of materials provided in training sessions, before, during, and 
 after training.  
 
2. It is the responsibility of agency participants to communicate that information from the 
 training to all appropriate parties involved with that organization. 

 
3. Failure to attend a mandatory training session results in non-compliance and will be 
 addressed through United Way of St. Joseph County’s non-compliance policy (Section VII.) 

 
B. United Way of St. Joseph County and its Funded Partners, have an established relationship 

through the Agency Executive Directors Association, which is designed to serve as the key 
communication pathway between all parties.  While these meetings are not mandatory, UWSJC 
and its Funded Partners have responsibilities as active participants in their respective roles. These 
are as follows: 

 
1. UWSJC and all Funded Partners are responsible for having a representative from their 
 organization actively participate by attending the monthly meetings. 
 
2. It is the responsibility of participants to communicate the information that was discussed in 
 the meeting(s) to all appropriate parties involved with their organization. The Funded 
 Partner will define the appropriate parties. 

 
3. If an organization is unable to have someone in attendance, it is the responsibility of that 
 organization to obtain information that was discussed in the missed meeting(s.) 

 
4. Every two years, the Funded Partner Executives elect three key leaders to represent and 
 lead the Association, when appropriate. The leadership positions are President, Vice 
 President and Secretary. 

 
5. Annually, agency leadership, with United Way of St. Joseph County Vice President of
 Community Investment, develop a mutually agreed upon meeting schedule and agenda. 
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V. FUNDED PARTNER  ELIGIBILITY REQUIREMENTS 
 
Agencies wishing to have a program funding relationship with United Way of St. Joseph County must meet the 
requirements, as outlined by the Board of Directors. These include: 
 

A. Must have been established and providing services for a minimum of one (1) year. 
 
B. Primary mission must include the direct provision of health and/or human service programs. Bylaws of the 

agency must define the basic purpose, framework, and constraints within which its affairs are conducted. 
 
C. Comply with all applicable federal, state and local laws, rules and regulations; meet applicable state and local 

standards for licensing and certification within its specific discipline; and conduct its affairs in such a manner 
so as to remain exempt from federal income tax under the provisions of Section 501(c)(3) of the Internal 
Revenue Code and shall have been notified by the Internal Revenue Service that it is not a private foundation 
as defined in Section 509(a) of the Internal Revenue Code. 

 
D. Conform to generally accepted accounting principles with regard to the agency’s financial records, including an 

annual independent, certified audit. 
 

E. Submit to United Way of St. Joseph County, by the established due dates, quarterly program budget reports. 
Additionally, by the established due date, one copy of the annual certified independent audit of the agency’s 
financial records.  

 
F. Maintain expenses connected with lobbying and/or attempts to influence voting or legislation at the local, state 

or federal level within the limitations that allow them to be classified as a tax-exempt agency under 26 U.S.C. 
501(h). 

 
G. Function under the leadership and direction of an active, local volunteer board of directors; employ or maintain 

responsible management; and insure sound administrative and fiscal practices. 
 
H. If the organization is the local arm of a statewide or national organization, directed by a state or national 

governing board, or if it fulfills a specific mission of a local multi-mission organization directed by a governing 
board, the organization must have its own local governing body or advisory board; employ or maintain 
responsible management; and insure sound administrative and fiscal practices. 

 
I. Demonstrate a commitment to a philosophy of nondiscrimination. Maintain written personnel policies including 

a written affirmative action/non-discrimination policy governing employment practices. Provide programming to 
the community in a non-discriminatory manner. 

 
J. Coordinate programs/services and cooperate with other health and human service providers to best meet the 

needs of the community and to avoid redundancy. The agency must be able to demonstrate program 
successes.  

 
K. The programs seeking funding must align with the funding priorities and issues as identified through United 

Way of St. Joseph County’s Community Needs Assessment. 
 
L. The agency must be able to demonstrate program successes. 

 
M. Publicly identify itself as a certified United Way of St. Joseph County agency and include the United Way of St. 

Joseph County logo on its program related materials, as appropriate.     
 
N. Attend UWSJC sponsored events. 
 
O. Designate an agency representative to attend and participate in the monthly Agency Executive Directors 

Association meetings. 
 
P. Conduct an annual United Way of St. Joseph County fundraising campaign among its employees utilizing 

good faith and strong effort. 
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VI.   FUNDED PARTNER ACCOUNTABILITY AND COMPLIANCE 
 
 
Funded Partners are health and/or human service organizations which have applied for and been approved 
to receive programmatic funding and donor designated dollars through the community volunteer-based 
allocations process. The organizations deemed to be Funded Partners and Unfunded Partners must 
annually sign the attached Memorandum of Understanding (MOU) (Appendix A)  that certifies the receipt, 
understanding, and agreement with the responsibilities and expectations of  Funded Partners status.  This 
MOU describes the requirements to remain a Funded Partner or Unfunded Partner which includes 
fundraising activities, recognition, reporting requirements and other compliancy related conditions.   
 
 
 
 A. Agency Accountability:  
 
 Agencies whose programs are approved for funding by United Way of St. Joseph County during the 
 allocations process are  required to sign a Contract (Appendix B) that specifies the use of dollars and 
 any contingencies that could preclude an agency program from receiving continuation of funding. 

 
 Agencies that require additional time to comply with the Contract conditions must make 
 arrangements, in advance, to establish a mutually agreed upon compliance extension due date.  
 Written requests for an alternate due date or extension must be received at United Way of St. Joseph 
 County prior to the established due date. 

 
 Any agency that does not comply with the conditions of the Contract will be held accountable for 
 non-compliance through actions taken by its agency staff and/or volunteers, up to and including 
 termination of funding and disaffiliation from United Way of St. Joseph County. 
 
  If an agency is no longer receiving any program funding, the agency will have a two-year grace period 

 whereby they are designated as an Unfunded Partner. During this two-year period, the agency may 
 reapply for consideration of program funding. If, after the two-year period, they are not eligible for 
 program funding, the Unfunded Partner status will dissolve. If the agency chooses to apply for funding 
 in the future, it must go through the Eligibility Approval Process before being considered for funding. 
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B.   Areas Monitored For Compliance:  
 
  During the routine funding review process and through the contractual period of funding, United Way 
  of St. Joseph County will routinely monitor items that are required for compliancy purposes. Those 
  include: 
 
Reporting 
Requirements 

Annual Audit Requirements:  
 
The following list identifies key requirements for audits submitted to 
United Way of St. Joseph County including special United Way of St. 
Joseph County requirements. 
 

(a) Audits prepared in accordance with generally accepted 
accounting principles (GAAP). (Special Note on Donated 
Goods/Services: Because it is difficult to place a monetary 
value on donated goods and services, their values are not 
usually recorded. Donated goods and services may be 
included only if specific GAAP guidelines are followed in 
determining the value of these items.); or 

(b) An external audit performed in accordance with 
Government Auditing Standards. 

(c) A copy of the Management letter/letter of reportable 
conditions from the auditing firm. 

 
 

Must be 
received prior to 
the end of the 
next fiscal year 

  
Quarterly reports as identified by United Way of St. Joseph County   
(30 days after the close of the quarter - identified dates or last Friday 
of the given month.) 

April 30 
July 31 
October 31 
January 31 

 Program Application on United Way of St. Joseph County forms 
including  
 -    Presentation of program(s) seeking funding to volunteer panel 
 -    Written application for each program seeking funding 
 -    3 years of program financials  
- List of Board of Directors 
- Annual Success Story for each program seeking funding 

 

January 15 

 
Any changes to the Agency and/or programming which may 
negatively impact outcomes or indicators of the funded program 

Within 30 days 
of making  the 
determination 



Agency Manual – 2007 Revision    10 

Fundraising 
Requirements 

1. The Funded and Unfunded Partner agrees to conduct an annual 
United Way of St. Joseph County fundraising campaign among its 
employees and write letter of support for United Way campaign to 
its Board members  

 
2. The Funded and Unfunded Partner agrees to join with United Way 

of St. Joseph County and other organizations in community-wide 
efforts to raise funds to meet community needs within United Way 
of St. Joseph County’s funding priorities. 

 
3. Support undesignated giving to United Way of St. Joseph 

County’s annual campaign. This includes not soliciting in the 
workplace for designated contributions through the United Way of 
St. Joseph County Donor Designation Program or for payroll 
deduction gifts independently of United Way of St. Joseph County, 
and not advertising or promoting the United Way of St. Joseph 
County campaign as a vehicle for designated contributions. 

 
4. Not participate in or be the beneficiary of any payroll deduction 

efforts of employees in workplace other than the Agency’s. 

 

Legal 
Compliance 

1. Comply with applicable federal, state and local laws and 
regulations 

 
2. Director, officer, employee or agent will not violate any law while 

acting in an official capacity 

 

 
  
C.  Agency Relationship Marketing Requirements  
 

To conform to United Way of St. Joseph County’s requirements, a Funded Partner and an Unfunded 
Partner must publicly identify its relationship to United Way of St. Joseph County. The following 
requirements for marketing are: 

 
 1.  The statement  “Some (name of agency) programs are funded, in part, by United Way of St. Joseph 
  County”   must be used on: 
  a) Annual reports  
  b) Printed brochures  
  c) Agency website 
          d) Communications with the media (TV, radio, newspaper, journals) 
 
 2. Attend UWSJC sponsored events. 
  
 3. Designate an agency representative to attend and participate in the monthly Agency Executive  
  Directors Association meetings. 
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VII.   FUNDING ADJUSTMENTS 
 
Funded Partners have agreed to the terms and conditions as outlined by United Way of St. Joseph County 
in the Memorandum of Understanding (Appendix A) to be considered a Funded Partner and therefore are 
eligible for approved funding. There are situations in which funding adjustments could occur. These are:  
 
 
A.   Extraordinary Circumstances  
Funding could be adjusted if there is an occurrence of any circumstance or condition beyond the control of 
United Way of St. Joseph County which may significantly alter, impair or prohibit the payment and receipt of 
United Way of St. Joseph County’s outstanding campaign pledges, which are the revenue basis of the 
funding contract. 
 
 
B.   Non-Compliance with Stated Requirements  
Funding will be withheld for each month that an agency does not meet the specified indicated requirements, 
which includes the following:  
 

1. Providing quarterly financial reports within 30-days after the close of each quarter. Exception would 
be a written letter specifying why this deadline will not be met. UWSJC Vice President of Community 
Investment with Member Agency Executive Director will determine the exception date. 

2. Notification to United Way of St. Joseph County of changes to the Member Agency and/or 
programming which may negatively impact outcomes or indicators of the funded program within 30 
days of making that determination. 

3. Failure to conduct a United Way of St. Joseph County campaign. 
4. Failure to comply with applicable federal, state, local laws and/or regulations. 
5. Failure to complete the annual Memorandum of Understanding. 
6. Failure to complete the Contract. 

 
All compliance issues will be addressed by the following process: 
 

Step 1:   
United Way of St. Joseph County Community Investment staff person contacts the Funded Partner 
Executive Director (ED) to discuss the Agency’s compliance issues and remind the Agency of United 
Way of St. Joseph County’s requirements.  UWSJC Community Investment Staff and Funded 
Partner ED agree on a plan to achieve compliance with the Contract, including a date for Funded 
Partner to provide proof of compliance to United Way of St. Joseph County is identified.  United Way 
of St. Joseph County confirms the terms of the agreement in writing to the Funded Partner. 

 
Step 2:   
If the Agency misses the agreed upon deadline for compliance, a “Violation of Contract” letter is sent 
via certified mail to Funded Partner ED and Agency Board Chair from UWSJC Vice President of 
Community Investment.  A copy of this letter goes to the UWSJC Community Investment Cabinet 
Chair and the Chair of United Way of Joseph County’s Community Building sub-committee. 

 
 This letter indicates that until evidence of compliance is received by United Way of St. Joseph 
 County: 

·  Subsequent funding checks are held in escrow, and 
·  All requests for proposals (RFP’s) are withheld, eliminating eligibility for new funding, and 
·  Agency may be placed on Conditional Funding Status which could result in an agency being 

placed on probationary status OR forfeiture of allocation payments. 
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 Conditional Funding Status:  If an Agency’s contract is not terminated after the review process 
 stated above, it could be placed on Conditional Funding status. This means the agency is not  
 eligible for allocation payments until such time that the Agency complies with the outlined terms  and 
 agreement.  
 
 The funds that are not held in escrow, and therefore not being allocated to the program or programs 
 in this agency, will be placed back into the funding issue from which the program received its 
 allocation. These funds will be redistributed to remaining programs in that funded area which are in 
 full compliance.  
 
 The timeframe for reallocation of the unused funds will be based upon the severity of the non-
 compliance issues and response by the Agency Executive  Director. 
 

 
 Step 3:  
 Failure to comply with the conditions of the Contract within a reasonable timeframe, determined by 
 United Way of St. Joseph County Vice President of Community Investment, will initiate the 
 termination of program funding by United Way of St. Joseph County and may result in the 
 termination of the Contract. If the agency is receiving no other United Way program funding, the 
 aforementioned actions would terminate the relationship between United Way and the agency. 

 
 Vice President of Community Investment recommends termination of a Contract to the Community 
 Volunteer Cabinet and United Way of St. Joseph County’s Community Building Board Sub-
 Committee (CBC) who, in turn, recommends termination of the Contract to United Way of St. Joseph 
 County’s Executive Committee and United Way of St. Joseph County’s Board of Directors who make 
 final determination for termination of the Contract. 

 
 
The United Way of St. Joseph County Board’s approval of funding adjustments, including the termination of 
a Contract is final and may not be appealed. 
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VIII.   AFFILIATE MEMBER ELIGIBILITY REQUIREMENTS 
 
Affiliate Member agencies are health and/or human service organizations which have been approved to 
receive donor designated dollars only through the United Way of St. Joseph County campaign.  
 
Current Affiliate Members will be expected to decide if they want to pursue Agency Program Funded status 
with United Way of St. Joseph County by the 2008 funding application deadline date for the contract year 
2008-2009. If they elect not to pursue Agency Program Funded status, the relationship between this United 
Way and those agencies will cease December 31, 2008. 

 
An Agency Must:  
 

A. Have been established and providing services for a minimum of one (1) year. 
 
B. Have as its primary mission the direct provision of health and/or human service programs. Bylaws 

must define the basic purpose, framework, and constraints within which its affairs are conducted. 
 
C. The agency must provide programs and/or services that align with the funding priorities as identified 

through United Way of St. Joseph County’s Community Needs Assessment. 
 
D. Comply with all applicable federal, state and local laws, rules and regulations; meet applicable state 

and local standards for licensing and certification within its specific discipline; and conduct its affairs 
in such a manner so as to remain exempt from federal income tax under the provisions of Section 
501(c)(3) of the Internal Revenue Code and shall have been notified by the Internal Revenue 
Service that it is not a private foundation as defined in Section 509(a) of the Internal Revenue Code. 

 
E. Conform to generally accepted accounting principles with regard to the agency’s financial records. 

 
F. Maintain expenses connected with lobbying and/or attempts to influence voting or legislation at the 

local, state or federal level within the limitations that allow them to be classified as a tax-exempt 
agency under 26 U.S.C. 501(h). 

 
G. Function under the leadership and direction of an active, local volunteer board of directors; employ 

or maintain responsible management; and insure sound administrative and fiscal practices.  
 
H. If the organization is the local arm of a statewide or national organization, directed by a state or 

national governing board, or if it fulfills a specific mission of a local multi-mission organization 
directed by a governing board, the organization must have its own local governing body or advisory 
board; employ or maintain responsible management; and insure sound administrative and fiscal 
practices. 

 
I. Demonstrate a commitment to nondiscrimination. Maintain written personnel policies including a 

written affirmative action/non-discrimination policy governing employment practices. Provide 
programming to the community in a non-discriminatory manner. 

 
J. Coordinate programs/services and cooperate with other health and human service providers to best 

meet the needs of the community and to avoid redundancy. 
 

K. Conduct an annual United Way of St. Joseph County fund raising campaign among its employees 
utilizing good faith and strong effort, and submit a written report of the results of said campaign to 
the United Way of St. Joseph County. 
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IX.   NEW AGENCIES APPLYING FOR CONSIDERATION OF PR OGRAM FUNDING  
 
 
Any organization meeting the basic eligibility requirements (Sec. V)  may complete and return the 
appropriate application with required documentation to United Way of St. Joseph County. The application 
and documentation will be reviewed by United Way of St. Joseph County Community Investment VP and 
the Community Investment Cabinet. The Cabinet will make a recommendation to the Community Building 
Committee (CBC) who will make a recommendation to United Way of St. Joseph County’s Board of 
Directors Executive Committee who will make a recommendation to the full Board. The final decision 
regarding eligibility to be a United Way Program Funded Agency is made by the United Way of St. Joseph 
County Board of Directors. 
 
 A.   The Procedure To Apply For Being A Funded Par tner Is As Follows: (Appendix C & D)  
 

1. An application form will be sent to the inquiring agency to determine if the agency fits the 
eligibility requirements for consideration to be a United Way of St. Joseph County Funded 
Partner.  The application will be reviewed by the Community Investment Division of United 
Way of St. Joseph County with the Community Investment Volunteer Cabinet.  

 
2. If it is determined that the agency is a strong candidate for consideration, a site visit will be 

conducted by United Way of St. Joseph County Vice President of Community Investment 
and the Volunteer Cabinet. Points to be covered will include basic requirements for 
admission, community need for the program for which funding is being sought, United Way 
of St. Joseph County policies and procedure, agency program and financial information.  

 
3. After the site, the Community Investment Volunteer Cabinet with United Way of St. Joseph 

County Vice President of Community Investment will review the application and site visit 
findings to determine if the agency is eligible to be considered for agency program funding.  
If approved, the Community Investment Volunteer Cabinet will make a recommendation for 
approval to United Way of St. Joseph County’s Community Building Board Sub-Committee 
which will, in turn, make a recommendation to United Way of St. Joseph County’s Executive 
Committee and United Way of St. Joseph County’s Board of Directors in September of the 
applying year. The applying agency will be notified of the final decision by October 1. 

 
 
4. An Agency approved as a Funded Partner will: 

a. Be assigned to a community-based volunteer panel. 
 
b. The volunteer panel will make its initial agency visit within 6 weeks of notification for 

the purpose of becoming familiar with agency programs, management, its financial 
condition, etc. Visits will conclude by December 10  

 
5. Approved Funded Partners will submit a funding application form for consideration for the 

next contract period.  
 

6. For agencies that receive final Board approval, Membership takes effect July 1 . 
 
 
 

An Agency that is not approved will receive written notification by November 1.  
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X. ORGANIZATIONS NOT ELIGIBLE FOR UNITED WAY OF ST.  JOSEPH COUNTY  
 FUNDED PARTNER CONSIDERATION   
 
 
 
The following organizations are not eligible to be a United Way of St. Joseph County Funded Partner: 
 

A. 501(c)(3) organizations that have been in existence and providing services less than one full fiscal 
year.   

 
B. Churches, educational institutions, hospitals, governmental entities (city, township, county, state and 

federal) and private foundations.   
 
C. Private organizations: the sole purpose of which is to provide lobbying, transportation, recreation, 

cultural events, formal education, environmental, religious or fund raising activities.   
 
D. Organizations that allow payment of commissions, finders fees, percentages, bonuses, or similar 

practices for conducting general solicitations of the public in connection with their fund-raising 
activities.   

 
E. Organizations that conduct publicity and promotional activities which are not based upon the actual 

programs and operations of the organization.   
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XI. COLLABORATION PARTNERS  
 
 
These organizations work with United Way of St. Joseph County on community problems where the scope 
of work to be addressed is greater than that pursued by any of the collaborators working individually. The 
organizations do not necessarily have a fiscal relationship with United Way of St. Joseph County. They do 
not necessarily receive programmatic funding nor donor designated dollars from United Way of St. Joseph 
County’s annual campaign. 
 
The partner organizations are not limited to health and human service organizations but represent a broader 
reach into the community to address the community’s most pressing issues. 
 
It is expected that an organization with whom United Way of St. Joseph County has a partnership must: 
 

A. Provide programs and/or services that align with the funding priorities, as identified through United 
Way of St. Joseph County’s Community Needs Assessment. 

 
B. Are affected by and/or can affect change pertaining to the issue identified through United Way of St. 

Joseph County’s Community Needs Assessment 
 
C. Comply with all applicable federal, state and local laws, rules and regulations; meet applicable state 

and local standards for licensing and certification within its specific discipline; and conduct its affairs 
accordingly. 

 
D. Conform to generally accepted accounting principles with regard to the agency’s financial records. 

 
E. Maintain expenses connected with lobbying and/or attempts to influence voting or legislation at the 

local, state or federal level within the limitations that allow them to be classified as a tax-exempt 
agency under 26 U.S.C. 501(h). 

 
F. Maintain written personnel policies including a written affirmative action/non-discrimination policy 

governing employment practices. Provide programming to the community in a non-discriminatory 
manner. 

 
G. Conduct an annual United Way of St. Joseph County fundraising campaign among its employees 

utilizing good faith and strong effort, and submit a written report of the results of said campaign to 
the United Way of St. Joseph County. 

 
 
United Way will enter into a Memorandum of Understanding with organizations where it has a formal 
collaboration.  Any violation of the above mentioned partnership requirements could lead to dissolution of 
the collaboration or withdrawal of involvement by United Way of St. Joseph County pending review by its 
Board of Directors.  
 
The United Way of St. Joseph County’s Board decision is final.



Agency Manual – 2007 Revision    17 

 
 
 
 
 
 
 
 
 
 
 
 

APPENDIX 
 
 
 
 
 
 
 
 
 
 
 



Agency Manual – 2007 Revision    18 

APPENDIX A 
 

 
This Memorandum of Understanding is to be signed annually by both the Agency Executive 
Director and the Chairman of the Agency’s Board of Directors. Signing this document does not 
guarantee funding or funding eligibility.  Completing this Memorandum of Understanding is 
required to be eligible to be considered for receipt of United Way of St. Joseph County funding 
through the normal allocations and/or donor designation process.   

�

Agency Name: 

Address: 

 

Phone:                                                                                      Fax: 

Website: 

Agency Director:                                                                     E-mail: 

Chairman, Board of Directors:                                                E-mail: 

Nature of the Relationship  
(check one) Full Member  Affiliate Member  

CERTIFICATION:   I certify that I have read and understand the statements and terms of agreement 
for affiliation with United Way of St. Joseph County. We, the Board President & Agency Executive 
Director accept and agree to abide by the terms of agreement. 

Executive Director: Board President: 

Date: Date: 

 
When returning this page, email only this page, not the entire document to: 
 
 United Way of St. Joseph County 
 3517 E. Jefferson Blvd. 
 South Bend, 46615 
 ATTN: Community Investment   
 
Or, if you send electronically, it must be clearly indicated that the Board President has signed off 
on this document. 
The signed Memorandum of Understanding page must be  returned to United Way of St. 
Joseph County no later than close of business Decem ber 31 of each year.  This form is on 
the Agency website. 
 

Organizational Affiliation  
Memorandum of Understanding 
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APPENDIX B  
 
 
 
 
 
 
 
 
This Contract is entered into by and between United Way of St. Joseph County, Inc. (hereafter referred to 
as United Way) and (agency name) (hereafter referred to as Partner Agency) to carry out, as part of a 
network of health and human service organizations, a formal fundraising and service delivery relationship to 
meet community needs. The spirit of this Contract is one of partnership and cooperation. It sets forth 
responsibilities of each party. It supersedes and replaces all other agreements, whether written or oral, 
concerning the subject matters herein. 
 
 
TERM: 
During this contract period July 1, 2007 – June 30, 2008, (Name of agency)  has been approved to receive 
a total of (dollar amount)  for the programs operated with United Way funds. This dollar amount does not 
include Donor Designated dollars. If there are contingencies that currently affect or could affect allocation 
payments during this contract period, they are noted in the Contingency column. 
 
 

Programs Approved 
Funds Contingencies 

Name of program $ amount i.e.  Continuum of Care plan due to 
United Way  12/31/07  

 
 
Allocation payments begin July 1, 2007 and continue monthly through June 30, 2008 with each containing 
one-twelfth (1/12) of the total amount. Please note that allocations may be adjusted based on performance 
issues or significant events which may significantly affect payment and receipt of United Way’s campaign 
pledges. 
 
Either party may terminate the Contract before the term expires by giving at least 30 days written notice. 
Procedures for termination are defined in United Way of St. Joseph County Community Investment 
Organization Affiliation Policy & Procedure Manual. 
 
I. BOTH UNITED WAY AND THE UNTED WAY PARTNER AGENCY AG REE TO: 

A. Maintain status as a 501(c)(3) tax exempt, charitable, not-for-profit organization in compliance 
  with federal, state, and local laws. 

 
 B.   Be governed by an active, rotating volunteer structure which is representative of the     
  community and which meets at least quarterly. For those instances where an    
  organization's Board fulfills an advisory role to another organizational Board (Governing  
  Body), the Advisory Board will have strong input related to the process for developing the  
  budget, programming, and administration, plus have oversight responsibilities for the local  
  organization's finances, programming, and administrative functions.  The Governing Body  
  shall assume and fulfill the responsibility of managing the United Way Partner Agency's  
  affairs within the scope of their respective by-laws, mission, and this Contract.  The   
  Governing Body must be represented at panel review process. 
 

 

Community Investment Contract 
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     C.   Provide needed programs on a non-discriminatory basis.  
 
 D.  Cooperate and coordinate actively with each other in advancing the cause of human care  
   programs in St. Joseph County.  
 
 E.  Recognize and respect each other’s autonomy while working cooperatively in the best  
    interests of each other and the community. 
 
 
II.    UNITED WAY PARTNER AGENCY AGREES TO:  
 
 A.    Fundraising  
 
  1.  The Partner Agency agrees to conduct an annual United Way fundraising campaign  
   among its employees and Board members. 
 
  2. The Partner Agency agrees to join with United Way and other organizations in   
   community-wide efforts to raise funds to meet community needs within United Way’s  
   funding priorities: Basic Needs, Life Management and Stable Homes & Relationships. 
 
  3. The Partner Agency agrees to support undesignated giving to United Way’s annual  
   campaign. This includes not soliciting in the workplace for designated contributions  
   through the United Way Donor choice Program or for payroll deduction gifts   
   independently of United Way, and not advertising or promoting the United Way   
   campaign as a vehicle for designated contributions. 
 
  4. If an agency fails to comply with these requirements, the Community Investment   
   Volunteer Cabinet will review agency’s non-compliance, taking into consideration the  
   nature and seriousness of the violation and the existence and nature of past violations. 
 
  5. After review of the situation, the agency will receive a written reprimand that may   
   include but is not limited to: 
    * Placed on Probationary status 
    * Forfeit or hold of allocations payments 
 
  
 B. Conditions of Funding  
 
  1. A Partner Agency, in accepting an allocation, agrees to adhere to the current   
   Community Investment Organization Affiliation Policies and Procedures, which involves  
   meeting annual reporting requirements: 
    * Providing accurate and detailed information on the impact of services   
       provided 
    *  Submitting required financial documents, as outlined in the Policies and  
       Procedures manual 
    *  Continuing to meet qualifications criteria for funding 
 
  2. All agencies will provide information within appropriate investment areas and strategies  
   as well as information regarding outcomes based on the funding level. This includes a  
   program logic model documenting the agency’s continuum of care plan.  
 
  3. The program information provided by the agency will be used for the purposes of   
   ensuring accountability and for marketing to United Way donors, the community   
   benefits made possible by our partnership. 
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 C. Relationship Recognition  
   
  The agency agrees to identify its relationship to United Way using the identified   
  marketing requirements outlined in the Community Investment Organization Affiliation  
  Policy & Procedure Manual. 
 
 
 D. Notification of Changes to United Way  
  
  1. Partner agencies must notify United Way of St. Joseph County within 30 days if there  
   is a change in Executive Director or other changes that significantly impact the   
   Contract or Community Investment policies.  
 
  2. If the agency is planning to merge or disaffiliate with another public charity, the agency  
   shall provide written notification with a timeline for completion of activity to United Way  
   within 30 days of beginning talks. Once the merger or disaffiliation is complete, the  
   agency may be required to sign a new agreement and provide revised by-laws, Articles  
   of Incorporation and board list for the new organizational structure. 
 
 
III. UNITED WAY AGREES TO: 
 
 A.  Develop its annual fundraising objectives giving consideration to the financial needs of the  
  programs proposed by the United Way partner agencies, community resources, economic  
  conditions and trends. 
 
 B. Organize, direct, and conduct an aggressive annual United Way fundraising campaign  
  seeking maximum community support and leadership involvement. 
 
 C. Operate a review and allocation process conducted by community volunteers for the purpose of 

allocating and distributing the proceeds from the annual United Way fundraising campaign. In the 
allocation process, the volunteers consider criteria such as compliance with United Way's 
policies and procedures, the program's service levels, method of program delivery, objectives 
and measurable outcomes, and other criteria outlined in advance of the process. 

 
 D. Engage an independent certified public accountant to examine and report on its financial 

statement annually. 
 
 E. Provide consultation and assistance to the United Way partner agencies when appropriate and 

feasible. 
 
 F. Administer a community problem based priority assessment of human care needs on a periodic 

basis. 
 
 
IV. TERMINATION OF FUNDING 
  
 If a funded Agency fails to meet the requirements listed above and/or as outlined in the Community 
 Investment Organization Affiliation Policy & Procedure Manual during the course of the allocation 
 year, United Way can discontinue funding at which time the Policy on Defunding will be 
 implemented. 
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IV. BOARD APPROVAL  
 
 This Contract must be approved by the Partner Agency’s Board of Directors. 
 
 Date approved by the Board:        
 
 
 
(NAME OF AGENCY) 
 
 
               
Chief Professional Officer    Chief Volunteer Officer 
 
 
Date Signed:       Date Signed:     
 
 
 
UNITED WAY OF ST. JOSEPH COUNTY, INC. 
 
 
 
               
Chief Professional Officer    Chief Volunteer Officer 
 
 
Date Signed:       Date Signed:     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
INDEMNIFICATION 
Grantee hereby agrees to defend, indemnify, and hold free and harmless, United Way of St. Joseph 
County, its agents and employees from any and all claims of any nature which may be brought by any 
person pertaining to, arising out of or in connection with the performance of the Agreement by Grantee, 
excepting for claims arising out of the sole negligence or internal misconduct of United Way of St. Joseph 
County, its agents, volunteers and employees. 
 



 

APPENDIX C - APPLYING FOR UNITED WAY OF ST. JOSEPH COUNTY AFFILI ATION 

Open Open Open Open SEPT

Community 
Investment 
Volunteer 
Cabinet 
(CIVC) with 
VP 
Community 
Investment 
review (VPCI) 

YES = Site 
visit by  VPCI 
and CIVC w/ 
focus on 
issue 
alignment 
 

2nd Review from 
site visit with VPCI 
& CIVC = 
recommendation  
to UWSJC’s  
Community 
Building Board 
Sub-Committee 
(CBC) 

Agencies 
inquire 
about 
affiliation 
with United 
Way of St. 
Joseph 
County 

Agency 
completes 
eligibility 
application 
& returns 
to UWSJC 

OCT Next 
Funding 
Cycle 

AUG 

Agencies 
notified 
regarding 
application & 
issue under 
which they 
would apply. 

VP 
Community 
Investment 
sends out 
eligibility 
application to 
inquiring 
agency 

= Agency activities 
 

= Community Investment 
Cabinet Activities 
 

CBC reviews & 
makes 
recommendation 
to the UWSJC 
Board of 
Directors 

CIVC makes 
recommendation  
to UWSJC’s  
Community 
Building Board 
Sub-Committee 
(CBC) 

CBC reviews & 
makes 
recommendation 
to the UWSJC 
Board of Directors  

Agency 
applies 
for 
program 
funding 

Agencies 
notified 
regarding 
application 
denial 

NO = No site 
visit by  VPCI 
and CIVC  

= Community Building 
Committee (CBC) 
 

The following flow chart represents the process that is used when an agency applies for consideration of an affiliation with United 
Way of St. Joseph County. 

= Staff activities  
 

Open 
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Date:      

 
Legal Name of Agency:            
 
Address:            
 
City:           State:        Zip Code:    
 
Telephone:         FAX:         
 
Name of Chief Executive Officer:           
 
Chief Executive Officer Title:          
 
CEO Phone:         CEO Email:        
 
Address of Contact Person (if different from above):          
 
Contact Phone:       Contact Email:       
 
Chief Volunteer Officer:        Term of Office:      
 
Chief Volunteer Officer Title:          
 
Date Organized:       Date Incorporated:       
 
Mission Statement (Purpose) of Agency:            
 
               
 
               
 
Previous Funding, if any, from United Way of St. Joseph County:       
 
 
This Application Submitted by: 
 
 
              
Chief Volunteer Officer    Chief Professional Officer 
 

 

UNITED WAY OF ST. JOSEPH COUNTY 
PROGRAM FUNDING APPLICATION 

For Office Use Only 
Date Reviewed:     



 

 
 
Please provide the following information for each program that you want United Way of St. Joseph 
County to consider for funding eligibility. 
 
 
PROGRAM NAME:         
 
United Way Priority Area:      United Way Issue:      
 
Unit of Service:       Target Population:       
 
 
PROGRAM INFORMATION: 
 
 A.  Program Description:  
 
 
 
 
 
 B. Identify current goals and objectives of each program for which United Way funds are sought. 
 
 
 
 
 
 
 
 C. Define outcomes for each program. 
 
 
 
 
 
 
 
 D.  Describe selected indicators used to achieve program results for each program. 
 
 
 
 
 
 
 E.  List activities conducted to achieve results for each program. 
  1. Specify time allotted for each activity pre session 
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 F. Identify the measurement being used to measure results for each program. 
  1.  How frequent are you measuring results? 
  2. Explain how you have been able to assist your clients’ in changing their behavior and/or  
   conditions. 
  3.  List projected results for the next 12 months. 
  4. Briefly describe how you plan to sustain results. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Executive Director and Board of Directors of this agency have discussed United Way of St. Joseph 
County and its potential impact upon the agency’s program operations. The Board understands that 
submission of this application does not guarantee funding but is a necessary step for alignment. The 
Board understands that submission of this application binds an agency to accept agency program funding 
policies and procedures associated with United Way of St. Joseph County. Furthermore, the Board 
understands that program funding is a separate decision-making process. 
 
The Board of Directors of this agency has voted to pursue program funding with United Way of St. 
Joseph County, Inc. 
 
 
 
               
Executive Director (Signature)    Board President (Signature) 
Chief Agency Officer      Chief Volunteer Officer 
 
 
               
Print Name       Print Name 
 
Return to: United Way of St. Joseph County 
  3517 E. Jefferson Blvd. 
  South Bend, IN 46615 
  ATTN: Community Investment   
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