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City of Charlottesville, County of Albemarle and United Way-Thomas Jefferson Area

Funding Application Forms

Overview and Instructions for Completion 

Applications for the City of Charlottesville and/or the County of Albemarle are due Tuesday, October 13, 2009 at 4:00 p.m.  Applications for the United Way-Thomas Jefferson Area are due Thursday, January 21, 2010 at 4:00 p.m. 

City/County applications should be submitted to:

Charlottesville/Albemarle Commission on Children and Families

Suite C
Albemarle County Office Building- Fifth Street

1600 Fifth Street, Extended

Charlottesville, Virginia  22902

Telephone:  434-872-4545

United Way applications should be submitted to:

United Way-Thomas Jefferson Area

806 East High Street

Charlottesville, Virginia 22902

Telephone:  434-972-1701

1.  Introduction
The City of Charlottesville, County of Albemarle and the United Way-Thomas Jefferson Area provide a common application form for human service agencies requesting program funding from any or all of these entities.  The FY11 application was modified to simplify questions, streamline the application process and capture program outcome and budget data. 

The application form for the FY11 cycle requests information about outcomes achieved in FY09, as well as requesting FY11 projections.  Because the application is to be submitted before the end of FY10, only FY10 outcome projections are required, not FY10 actual outcomes, which will be requested in the FY12 application. 
This application, requirements and process have been modified this year in several ways.  Please read the instructions completely.
New for FY11, there are separate application Word documents-- one for programs requesting ongoing funding and another for programs requesting new or first-time funding.

Effective with the FY10 application process, the City of Charlottesville and Albemarle County changed the process for applications.  

1. Programs that receive more than $10,000 annually from either locality and have been rated Solid or Exemplary for at least the last two consecutive years may elect to submit a full application every two years, if not requesting more than a cost of living adjustment.   Programs that receive less than $10,000 annually from both localities and have been rated Solid or Exemplary for at least the last two consecutive years may elect to submit a full application every four years, if not requesting more than a cost of living adjustment.   Programs selecting a multi-year option will be required to submit a progress report during the year(s) an application is not required.  Requesting a specified amount as a cost of living adjustment does not guarantee that the agency will be awarded that amount.  The City and County will determine the amount of any funding increase or decrease.  The United Way-Thomas Jefferson Area will continue to require an annual application.
2. Programs rated Adequate or Poor, new programs, programs with contingent funding in the previous year, or other programs requesting more than a cost of living adjustment must submit a full application annually.
3. Agencies with multiple programs may have programs in two or three of the categories described.  They may elect to use the applicable category for each program.  
In FY09, after an extensive community planning process for the City of Charlottesville and Albemarle County, two service-oriented community priority areas have been identified and endorsed by the City Council and County Board of Supervisors as funding priorities. New or expanded programs addressing these areas will be given priority for any new and/or additional funding (should there be any available).  This does not mean that programs addressing priority areas are guaranteed funding, or that programs not addressing the priority areas are precluded from new or additional funding. 
The priority areas are (please go to www.ccfinfo.org to view the whole report):  
· Expanding programming and access to affordable, early care and education for children from birth through age 5, which meets an agreed upon minimum standard of quality.
· Expanding programming and access to affordable youth development services during out of school hours, including during the summer, and activities including mentoring.
The priority area(s) which the program addresses must also be evident in the logic model and at least one of the outcomes. Thus, programs requesting new or expanded funding by way of addressing one or both of the priority areas, must clearly show how they are directly addressing the priority area(s).
Excel budget forms are available in two separate formats, one which automates the Total Budget Sheet and a second that does not.  An additional budget form is available for agencies that are applying for funding for a single program.  
The budget and program report package is designed as a tool for both providers and funders.  Providers are equipped with standardized forms for reporting and projecting financial data as well as program outcome data.  Funders have the information needed for making wise investment decisions in programs that demonstrate results for individuals and families.

Agencies are requested to use the training material and attend the orientation meeting that is scheduled prior to the submission deadline.

Specific changes to FY11 application content and process
Please note that all application changes are in response to recommendations from applicant agencies, the Charlottesville City Council, the United Way Program Review and Funding Committee, and/or the Agency Budget Review Team. 

1. The City of Charlottesville and Albemarle County have adopted the “Conditions of Eligibility Form” used by the United Way.  These, along with the cover sheet, are contained in a separate work document.

2. There are several changes to the Program Context Section.  All questions have been simplified for clarity.  Question Three asks for specific details about collaboration.  Question Five requests specific information as to how participants are engaged in planning, development and oversight of programs.
3. Programs requesting first-time funding will complete a different application Program Narrative form and Budget Narrative.  
4. The Charlottesville and Albemarle program evaluation tool have been modified.  
5. Instructions have been modified and expanded to provide more clarity.  An asterisk (*) denotes places where the instructions were clarified or modified.
2.  Application and Submission Requirements
The application packet includes:

1. Instructions

2. Program Application Forms  (Word)
3. Program Outcome Forms (Excel)

4. Budget Application Forms (Excel):  Three different sets; one for agencies with a single program; one for agencies with five or fewer programs; and one for agencies with six to ten programs.
The funding application packet consists of the following sections, which must be presented in this order with consecutively numbered pages:

· Application Conditions of Eligibility
· Cover Sheet 
· Program Description Forms: Context-1, Logic Model-2 

· Program Outcome Forms
· Program Budget Forms:  Budget-1, Program Revenue and Beneficiaries-2, Program Budget Changes-3, Program Budget Explanation Form-4, Other Revenues and Expenditures Work Sheet.  The Program Budget Explanation form is a Microsoft Word document.  Other budget forms are in Microsoft Excel.

· Total Agency Budget Forms:  Agency Budget-1, Total Program Beneficiaries-2 

Submit 18 copies of the application for City/County requests and 18 copies of the application for United Way requests.  
In addition to printed copies, local government applications should be emailed to lrahman@albemarle.org and United Way applications should be emailed to lfrazier@UnitedWayTJA.org. 
Applications must be copied double-sided on three hole-punched paper.  All pages must be numbered consecutively (this may be done manually).
Do not submit letters of support, position descriptions, resumes, or other materials not outlined in these instructions unless specifically requested.*
Prior applicants strongly recommend printing the application prior to the due date.*
Program Context narrative must be written in Times New Roman, 12-point font, with 1 inch margins. (This does not apply to logic model or program outcomes.)*
3.  Forms

A.  Conditions of Eligibility and Application Cover Page
· Complete and submit one form per agency.

· For City and County, indicate whether each program addresses a priority area by checking the associated box.
· For United Way, state the primary Impact Area each program addresses.

The cover page must be signed by both the Executive Director and the volunteer Board Chair.
B.  Program Description and Program Budget Forms
· Complete and submit one set of program description and program budget forms per program.

· Program name and number should be consistent with the cover page.

· Present entire sets of program description and program budget forms consecutively for each program.  Total agency budget forms should be attached at the end of the completed application.  Each page in the entire application must be numbered consecutively (this may be done manually).

1) PROGRAM DESCRIPTION 1- Program Context 
 In order to fully explain a program, it is important to describe it within the context of the greater community. Specific information to be provided for each question includes:  

1.  Describe the community needs addressed by your program.  How wide-
ranging and serious are the needs?  What community factors or trends contribute to the problem being addressed?  Provide specific local demographics or statistics about these factors.  Failure to provide local data may adversely effect funding.
2.  Who does this program serve?  What population is the focus?  What do these individuals need?  What are their strengths?  Provide specific local descriptive and demographic information about those being served.

3.  Once community needs and intended beneficiaries are determined, programs    devise plans to address them.  What is the program doing to address these needs?  Provide a brief description of the program approach.  Explain how you collaborate with other community programs.  Describe any significant programmatic or organizational changes.*
4.  Present evidence that the approach this program uses is effective.

a. Describe current outcomes that indicate that this approach is the most effective.  It is recommended that programs not use client specific stories or anecdotes as the only means to describe accomplishments.*
b. If applicable,  explain how the program uses research or best practices. *
c. First time programs, describe the agency’s expertise and experience.
5.  Please describe how you engage those served in program planning, implementation, and oversight.
6.  For prior year applicants, specifically describe what your have done to address comments made by the Agency Budget Review Team and/or the Program Review and Funding Committee during last year’s funding process and the results, or explain why your organization did not address the comments or recommendations.
7. [OPTIONAL]  If this program has faced significant obstacles or barriers, this year, please describe them.

8. [OPTIONAL]  The City, County and the United Way are requesting your assistance to plan for future local community needs.  If you have observed local demographic or social trends that may impact the community, provide specific information or data about your observations.  Describe any local systemic or community barriers that inhibit your organization’s ability to achieve desired outcomes.

Complete the first five questions within a two-page limit to establish the relationship between this program and the community and the role the program serves.  Note that you are required* to include the application questions in your narrative; however, they may be abbreviated or the font size may be decreased to provide more space for your response (in 12-point font) within the two-page limit.  Questions 6-8 may be answered on a third page.  You should respond to all questions individually.

2) PROGRAM DESCRIPTION 2-Program Logic Model 
The Logic Model is optional for programs requesting ongoing funding.

The Logic Model is required for programs requesting new funding.
· Sample formats are provided in the training manual – A Practical Approach to Measuring Program Outcomes and on the CCF website (www.ccfinfo.org). However, you may use whatever format accurately presents the program and which conveys the logical linkages between the various program components.  The logic model should not exceed two pages.
· Any priority area addressed must be clearly reflected in the program’s logic model, and thus clearly linked to program outcomes.  Please highlight (i.e., bold, italicize, circle) where the priority area appears in the logic model.

3) PROGRAM OUTCOME MEASURES
 Report the projected and actual number of anticipated beneficiaries for FY10.  Complete for each projected outcome.  There are two separate spreadsheets, one to report on discontinued outcome measures and one to report ongoing or new outcome measures.  Do not include discontinued and new/ongoing outcomes on the same spreadsheet.
· All outcomes measured must be included in the logic model.  Language used in the outcome measurement section to identify outcomes should be identical to language in the logic model.*
· Provide a maximum of 5 outcomes with 3 indicators each, and a minimum of 2 outcomes with 1 indicator each.

· In the section labeled “Outcome”, note the outcome projected for FY10 from your FY10 application.
· In the section labeled “Indicators”:
· In the first column, list the FY10 projected indicators as presented in your FY10 application.
· In the second column, list the FY08 projected outcomes from your FY10 application.
· In the third column, list the FY08 actual results (showing numbers and percentages of beneficiaries).
· In the fourth column, list the FY09 projected outcomes from your FY10 application.
· In the fifth column, list the FY09 actual results (showing numbers and percentages of beneficiaries).
· In the sixth column, list the FY10 projected outcomes from your FY10 application.
· In the seventh column, list any changes in the FY10 projected outcomes.

· In the eighth column, list the FY11 projected outcomes.
· All indicators should be reported as both a number (#) and percentage (%) of beneficiaries.*
· Please note that the outcomes and indicators have been numbered for ease in referencing.  You do not have to use all five outcome spaces or all three indicator spaces – you may delete any unused spaces, or add more as needed (i.e., in the discontinued outcomes section).

· In the section labeled “Comments”, you may provide information about changes in projected outcomes, mitigating circumstances, or other data that may be helpful to the review team.  This cell will expand to accommodate longer comments.*  If there are no comments, you may leave this section blank or write “not applicable”.
· If an outcome is discontinued, please provide an explanation in the Comments box.*
· For applicants addressing a priority area, at least one projected outcome and indicator must be directly related to the priority area.  Clearly note in the Comments section which outcome/indicator meets this requirement. This outcome may not be in addition to the maximum of 5 Outcomes.

Budget Forms
Based on applicant recommendations, there are now two sets of budget forms available.  The version labeled “autotab” automatically tabulates the Total Agency Budget Form.  It provides for the use of the optional “Other Revenues and Expenditures Work Sheet” if an agency has additional programs for which it is not requesting City/County/United Way funding.  The second version labeled “manual” does not automatically calculate the Total Agency Budget Form.  In this version, the totals must be entered manually.  Use of the “Other Revenues and Expenditures Work Sheet” is not required.

4) PROGRAM BUDGET 1- Program Budget Request Form 

· Complete this form for each program.
· Enter data only in yellow-shaded boxes.  Green-shaded boxes calculate automatically between Program Budget forms and are linked to the Total Agency Budget Form.

· Current Year Budget should indicate amounts that were granted, not amounts requested.   

· Current funding requests are entered in the column for Proposed Year Projection.

· The change in dollar and percent is automatically calculated in the computerized version.  Numbers inputted in the yellow-shaded cells are entered automatically on PROGRAM BUDGET-2 Beneficiaries.  Calculate changes manually if using a paper copy.

· The percent of total agency budget will calculate when all budget forms are completed.

· Refer to Budget Revenue and Expense Line Item Descriptions at the end of this document for definitions of individual account items. 
5) PROGRAM BUDGET 2- Program Revenue and Beneficiaries by Localities 
· Complete this form for each program.

· Enter data only in yellow-shaded boxes.  Green-shaded boxes calculate automatically between Program Budget forms and tabulate to the Total Budget Form.
· Provide a clear description of how the program beneficiaries are defined in the space provided.  
· Provide an unduplicated count of the program’s primary or direct beneficiaries.  The number of primary or direct beneficiaries corresponds to the number of individuals receiving direct services as defined by your organization.  Do not include secondary or indirect beneficiaries in the total.  If a beneficiary receives multiple services, that individual should only be counted once.
6) PROGRAM BUDGET 3- Program Budget Explanation Form - Changes 

· Complete this form for each program.

· Enter data only in yellow-shaded boxes.  Green-shaded boxes calculate automatically between Program Budget forms and tabulate to the Total Budget Forms.
· Explain changes of 5% or more.  Explain increases in budget revenues or expenses when there is no projected increase in the number served and, conversely, explain projected increases in service on a reduced budget.

· Explain or identify large grants, gifts, or unexpected donations from other funding sources.
7) PROGRAM BUDGET 4- Program Budget Explanation Form Explanations (Rich Text Format Word document)

· Respond to each question, if applicable, for each program.
· Clearly and concisely describe the ultimate goal of any increased funding request, so that it may be quickly understood by the reviewers.

· If local funds are specifically targeted within a program, please describe how these funds will be utilized.  Examples would include requests limited to the purchase of educational materials or to fund a staff position serving a subset of your client population.  Do not detail the use of funds if your request is for general operating support or a variety of program expenses.

· If Miscellaneous Revenues or Expenses exceed 10% of the program budget, please provide a brief explanation. 

· For applications addressing a priority area, describe how the new or expanded funding requested is directly linked to programming in the priority area.

7a) Other Revenues and Expenditures Work Sheet (optional- for use on autotab version only).
· This form is intended to allow agencies to add revenues and expenditures not reported on program budget forms so that the Total Budget Form will calculate accurately.
· Enter data only in yellow-shaded boxes.  Green-shaded boxes calculate automatically to the Total Budget Form.

8) TOTAL BUDGET - Total Agency Revenue and Expense Report 

· Enter data only in yellow-shaded boxes.  Green-shaded boxes calculate automatically between Program Budget forms and to the Total Budget Forms (Note:  Totals will automatically calculate on the “autotab” version.)  Totals must be entered manually on the “manual” version.
· “Current Year Budget” should show amounts that were granted, not amounts requested from funding sources.  
· Current funding requests are entered in the column for “Proposed Year” projection.
· Explain the reason for any significant surplus or deficit on the lines provided at the bottom of the form.
· Provide information about funds raised for a capital campaign or a reserve fund, rather than ongoing operations.  There are separate lines for this information and it should not be included in the operational budget.*
· Refer to Budget Revenue and Expense Line Item Descriptions (below) for definitions of individual account items.
9)  TOTAL PROGRAM BENEFICIARIES- Unduplicated Number of Beneficiaries for Programs in Application

· This form does not automatically calculate from other spreadsheets.
· Figures should reflect the unduplicated number of beneficiaries for all programs in the application.  For example if Joan Doe was a beneficiary of Program 1 and Program 3, she would only be counted once on this form.
· For the “Prior Year,” provide actual numbers and for the “Current and Proposed Years” provide projected numbers.
· The number of primary or direct beneficiaries corresponds to the number of individuals receiving direct services as defined by your organization.  Do not include secondary or indirect beneficiaries in the total.

D. Budget Revenue and Expense Line Item Definitions
	Revenue Items

	Line
	Item
	Description

	1
	Albemarle County
	Accounts 1-6 - Report funds requested for FY11 under “Proposed Year” and funds granted in FY10 under “Current Year” from each locality.

	2
	City of Charlottesville
	

	3
	Fluvanna
	

	4
	Greene
	

	5
	Louisa
	

	6
	Nelson
	

	7
	United Way
	Report funds requested for FY11 under “Proposed Year” and funds granted in FY10 under “Current Year” from the United Way.

	8
	Albemarle County 
	Report other funding from this locality.  Describe on PROGRAM BUDGET-4, #2.

	9
	City of Charlottesville
	Report other funding from this locality.  Describe on PROGRAM BUDGET-4, #2.

	10
	State Funding 
	Report funds received/requested from the Commonwealth of Virginia (not including fee-for-service, see Items 13 and 14).

	11
	Federal Funding
	Report funds received/requested from the Federal Government (not including fee-for-service, see Items 13 and 14).

	12
	Grants: Foundation and Corporation
	Report funds received/requested from a private or corporate foundation.

	13
	Fees: Program Service
	Report fees for services: 1) paid by client, or 2) paid on behalf of client by non-governmental third party sources (i.e. insurance companies).

	14
	Fees: Government
	Report payments received from governmental sources to reimburse the agency for the cost of specific services.  Fees such as this are often on a per diem or purchase of service basis.  Includes Medicaid, Medicare and similar types of government funding.

	15
	Fundraising/ Gifts and Bequests
	Report funds raised: 1) special fundraising events/efforts such as dinners, golf tournaments, bake sales, raffles; and 2) donations and bequests received from donors.  Describe in PROGRAM BUDGET-3.

	16 
	Investment Income/ Transactions
	Report interest, dividends and all other investment income.

	17
	Miscellaneous Revenue
	Any other sources of income not included in the above categories.

	18 
	Total Revenue
	Automatically calculated in Excel file.


	Expense Items

	Line 
	Item
	Description

	19
	Personnel (Salary/Benefits)
	Report personnel costs for full or part-time employees (all persons for whom the agency is responsible for Social Security taxes).  Include professional and clerical/support.  Include cost for all related expenses (benefits) purchased for agency employees.

	20
	Professional Fees
	Report fees for consultants who are not employees of the agency and who are engaged as independent contractors for specific services on a fee-for-service or contractual basis.

	21
	Occupancy
	Report all costs associated with agency’s occupancy, buildings and offices such as rent utilities, telephone, and equipment rental/repair.

	22
	Supplies
	Report cost of materials or other supplies including printing, postage and shipping, food and beverage, linen and janitorial, and office supplies.

	23
	Equipment
	Report costs for equipment items.

	24
	Direct Distribution of Funds 
	Report all funds distributed directly to or on behalf of beneficiaries.

	25
	Miscellaneous Expenses
	All other expenses not included in the categories above.

	26
	Subtotal
	Automatically calculates in Excel file.

	27
	General & Management (G&M)
	Report for program budgets any G & M expenses prorated to a program.  G & M expense includes overhead/administrative cost.

	28
	Total
	Automatically calculates in Excel file.
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