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APPLICATION DEADLINE:   4:30 p.m. Monday, March 16, 2009
Applications must be submitted on the 2009 Program and Financial Review Forms provided and must be received at the United Way office by the deadline stated above.  
2009 Budget & Allocations Program and Financial Review Form

CHECKLIST & INSTRUCTIONS
Application Checklist:

1.  The following table/checklist specifies the documents and the number of copies of each required for the Budget and Allocations review process by County.  Please note that the application documents are listed in the order in which they are to be arranged in your copies for the original, the financial reviewers, and the other B&A reviewers.  If your agency/programs are reviewed in more than one county, please separate your application and program review packet by County so we can ensure the reviewers receive the correct information.
	Application

Documents

and Order
	Application Documents – Number of Copies Required

	
	Original
	Montgomery County
	Houston County
	Stewart County

	
	
	Financial Reviewers
	B&A Reviewers
	Financial Reviewers
	B&A Reviewers
	Financial Reviewers
	B&A Reviewers

	Program and Financial Review Form (Parts I-IV)
	1
	3
	7
	2
	6
	2
	6

	Form 990 (most recent)
	1
	3
	
	2
	
	2
	

	Audit  and  Management Letter  (for organizations with revenues in excess of $100,000 annually)

or Financial Review (for organizations with revenues less than $100,000 annually)
	1
	3
	
	2
	
	2
	

	Board of Directors List (indicating officers and county of residence)

	1
	3
	7
	2
	6
	2
	6

	Annual Report (most recent)
	1
	3
	7
	2
	6
	2
	6

	Tennessee Division of Charitable Solicitations Letter (most recent)
	1
	
	
	
	
	
	

	Patriot Act Compliance Form for 2009 (completed and signed)
	1
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Page Two
2009 Budget & Allocations Program and Financial Review Form 

Checklist and Instructions

Application Instructions:
1.   Do not submit your program and financial review form and your organization’s budget until your Board or governing body has reviewed and approved it.  

2.  The Original of your application is retained in your Partner Agency File at the United Way.  The complete Original file copy should include the original, signed copy of your Program and Financial Review Forms. 
3.   Each copy of your application for the Financial Reviewers should be labeled:   Financial Reviewers.  
4.   Please submit the most recent documents as requested.  The Audit Report (or Financial Review) and the Form 990 submitted should cover the same fiscal year.
Additional Documentation that may be required:
In the event any changes have been made requiring a change in the following documents, please submit one (1) copy of the updated or revised document(s) in your original application copy:

· Bylaws

· Constitution

· State of Tennessee Non-Profit Corporation Charter

· Updated 501(c)(3) registration approval or exemption certification letter from the Internal Revenue Service and/or any other documentation regarding any change in your agency’s non-profit status
United Way of Clarksville


and Montgomery County


serving Houston, Montgomery 


and Stewart Counties and the


Fort Campbell area











