2012-13 FUNDERS CONSORTIUM

APPLICATION INSTRUCTIONS
Step One:
Read the Funders’ Criteria thoroughly. If you apply to the wrong funder for your services, you will not be funded. 
Step Two:
Review the process: Read through all of the instructions before you start, even if you have applied before—there may be changes. Your final product should be as follows, and as explained below:


3 Total applications, each consisting of:

· MainPage (on top), followed by:
· AgencyNarrative packet with attached AgencyData and any additional requested documentation (Board member documentation, IRS Form 990,  2 year Summary Balance Sheet), followed by:
· ProgramNarrative packet with attached ProgramData and any additional requested documentation (Sliding fee scale, Outcomes Measurements that will not fit on the application), followed by:
· Additional ProgramNarrative packets as described above—one for each program for which you are requesting funds

· DO NOT INCLUDE ANY EXTRANEOUS MATERIAL, COVERS, TABS, BINDING, LETTERS OF SUPPORT OR ANYTHING ELSE NOT REQUESTED in the application.
Step Three:
Download the files:
1. Add a new folder on your computer to store your application documents.

2. On the web site, select the first file to access. A box will be displayed asking if you want to ‘Open’, ‘Save’ or ‘Cancel’.   Select ‘Save’ and then browse to your new folder. Select ‘Open’ to open your folder and then ‘Save’ to save the document in your new folder. 
3.  Repeat for each of the files you need. If you need more than one “ProgramNarrative” file,  make a copy from the file in your folder.  If your original downloaded file is accidentally saved with information, you can download it again, but make sure they are named differently so you don’t replace your completed form with a blank copy.
Step Four: 
Individual File Instructions:
1.  “MainPage.”  When you open your “MainPage” file, you can immediately start typing in information. Tab to continue through the form. Totals will calculate automatically. Save and print.

 2. “AgencyNarrative.” Tab through and enter information the same way you did in the “MainPage” file. Answer all questions. If a question does not apply to your services, explain why. Pay attention to limitations, drop down boxes, formatting instructions, etc. Save and print.
3. “AgencyData.” Complete this form the same as the others, by tabbing through it. Make sure you fill in all cells requested, especially in Section III. Financial  Management. Save and print. Attach to “AgencyNarrative” .

4. “ProgramNarrative.” Complete the same as “AgencyNarrative”. Save and print. Remember, you need to submit one for each program for which you are requesting funds.
5. “ProgramData.” Complete the same as “AgencyData, making sure you include agency and program names where requested. Save and print. One for each program and attach this form to the “ProgramNarrative” that applies to the same program.
Step Five.
Review your documents to ensure that all information has been completed, saved and printed.

Step Six. 
Copy and prepare for delivery.  Print or make 3 copies of each form. Attach supporting documents that are requested in the application to the appropriate form. DO NOT attach anything else. You should then have 3 sets of packets arranged as follows. Do not add covers, tabs, binding, letters of support or any material other than what has been requested to the packets. 

1.   MainPage

2.   AgencyNarrative with attached AgencyData and requested supporting documents

3.   A ProgramNarrative with attached ProgramData and any additional requested documentation.


4.   (Additional ProgramNarratives/ProgramData, each with applicable attachments)
Step Seven: 
Delivery.  Submit hard copies only. No electronic copies will be accepted. No later than the deadline of January 27, 2012 at 3:00 p.m., deliver 3 hard copies of your total application to:

Fox Valley United Way


44 E. Galena Blvd.
Aurora, Illinois 60505
Step Eight: 
Contact us if you have questions:

Questions on Application Content


Please contact your main funder as follows:

Michael Meyer



Jerry Murphy


Christina Campos

United Way of Fox Valley

708 INC



Aurora Township


Phone: 630-896-4636


630-896-4636


630-897-8393

Email: www.uwfoxvalley.org

jerrym@incboard.org

www.auroratownship.org
Technical Questions
Marti Cross 
Phone: 630-892-5456

Email: marti@incboard.org







