
OVERVIEW: 
To become a certified Partner Agency, nonprofits must meet specific eligibility criteria. Please review our 
eligibility requirements listed in this document to determine if your organization may qualify.  

There is no cost to becoming a Partner Agency with UWEC. Certification is valid for one year, and 
organizations must reapply annually to maintain their partnership status. You may find a list of benefits here. 

Applications open on Monday, October 21, 2024 and will be accepted through December 6, 2024 at 5pm CST. 
Please note that late, incomplete, or inaccurate applications will not be considered.  

YOU SHOULD ASSUME ALL QUESTIONS ARE REQUIRED unless otherwise stated!!  A “no” response to 
any of the questions in red text below will result in an automatic denial. Some responses to questions will open 
a additional field requiring for more information – those are highlighted in yellow. Choosing not to provide 
additional information will result in an automatic denial. 

A NOTE FROM OUR TEAM: 

We want you to succeed! We value our partnerships and believe in the power of collaboration. This is a 
thorough process, but it is not our intent to exclude any organizations. WE STRONGLY ENCOURAGE YOU to 
review all attachments before submission. Please note that, due to the high volume of submissions, we do not 
offer courtesy reviews. Your application will be evaluated based on the documents you submit with your online 
application.  

In addition to the application questions, you will need to upload several documents to the website. You may 
find it helpful to use this document as a guide. Consider saving your answers here before transferring the 
information to the website and uploading your documents. 

We recommend gathering all necessary documentation in advance to streamline the submission process. It 
may be helpful to review your documents and save them with clear, appropriate titles to ensure accurate 
submission. Double – better yet, triple! – check that your documents are current and valid, as outdated 
documents will not be accepted. Unfortunately, uploading an old 990, an expired tax-exempt form, or wrong 
document is likely to result in denial. To assist you, we have provided several examples of required documents 
to help ensure you are attaching the correct items. 

IF YOU HAVE ANY QUESTIONS: 

Please contact our Director of Impact, Deborah Lawson at deborah@united-way.org or (850)812-3386. 

We look forward to receiving your application! 

https://www.united-way.org/certification
mailto:deborah@united-way.or


United Way Emerald Coast 
2025 Partner Agency Application 

**You must submit your application online at: www.united-way.org/2025PartnerAgency  

Agency Information 
1. General Contact Information

 Agency Legal Name
 Agency DBA (if applicable)
 Executive Director/CEO Name
 Executive Director/CEO Email
 Executive Director/CEO Cell Phone
 Agency Physical Address
 Agency Mailing Address (if different than above)
 Secondary Contact Name (optional)
 Secondary Contact Job Title (optional)
 Secondary Contact Phone (optional)
 Secondary Contact Email (optional)

2. Year organization was established
3. Website
4. Social Media URL/handles (Facebook, Instagram, LinkedIn, TikTok, other) (optional)
5. Logo in jpeg format
6. Mission statement
7. Agency overview and focus

Attestations 
1. Does your organization offer programs/services within Okaloosa and/or Walton counties? Yes or No
2. Does your organization comply with all federal, state, and local laws and regulations and are you current

with all required filings? Yes or No
3. Do you understand UWEC will calculate your Administrative and Fundraising Rate (AFR) based off

submitted financials and an AFR of 33.3% or less is expected? To calculate your AFR, we will
divide the agency’s total Management Expenses and Fundraising Expenses from Part 9 of the 990, by the
total Revenue listed in Part 8. In other words, Part IX, Item 25, Columns C+D / Part VIII, Item 12, Column
A. If your organization filed a 990 N or 990 EZ, you will be expected to provide this percentage. Yes or No

4. Does your organization agree to host a United Way workplace campaign between 1/1/2025-12/31/2025 to
support the Community Investment Fund? This offers your employees (and/or Board of Directors) the
opportunity to learn about UWEC and consider personal commitments through financial contributions,
volunteerism, or advocacy/awareness. Please note, there is no minimum gift amount expected, and it is
against partnership standards to request designations to your organization. Yes or No

5. United Way’s 211 Northwest Florida is a 24-hour helpline and online database that connects individuals
with crisis, health, and human services resources in our community. Do you agree to create and/or
maintain an accurate profile with 211 Northwest Florida? (If you need to create a profile, or make changes,
please email resources@uwwf.org.) Yes or No

Legal Requirements 
1. Can you confirm that your organization does NOT engage in discrimination against any individual or group

in your hiring and employment practices, codes of conduct, programs, services, or in any other operational
aspects? Yes or No

2. In compliance with the Patriot Act and other counterterrorism laws, UWEC requires that each agency
annual certify the following: “I hereby certify that all United Way funds and donations will be used in
compliance with all applicable anti-terrorist financing and asset control laws, statues, and executive
orders.” Do you agree with this statement? Yes or No

3. Currently, or in the past three years, have there been any pending or threatened litigation, regulatory
actions, formal complaints, penalties, or investigations by government agencies for violations of local, state,
or federal laws? Yes or No



 If “yes” response: Please note: A "yes" response does not automatically result in application denial; 
however, additional information is required for consideration. Please provide additional details. 

4. Currently, or in the past three years, has your organization experienced or suspected any fraud, theft, or 
improper allocation of resources or assets? Yes or No  

 If “yes” response: Please note: A "yes" response does not automatically result in application denial; 
however, additional information is required for consideration. Please provide additional details. 

5. In the past 12 months, has your organization experienced an incident that was deemed to be a “data 
breach”? Yes or No 

 If “yes” response: Please note: A "yes" response does not automatically result in application denial; 
however, additional information is required for consideration. Please provide additional details. 

 
Governance  
1. Does your organization have a responsible governing board with no material conflicts of interest, where the 

majority of members serve without compensation? Yes or No  
2. Are meeting minutes maintained for all governing board meetings? Yes or No 
3. Have your bylaws been reviewed within the last 3 years? Yes or No 
4. Does the board approve the organization’s annual budget? Yes or No   
5. Does the board, or board-delegated committee, review financial statements on at least a quarterly basis? 

Yes or No 
6. Does your board review the independent annual audit (or financial review) and management letter and is 

the audit (or review) presented to the board by the auditor or finance/audit committee chair? Yes or No 
If any questions in this section receive a “no” response: Please note: A "no" response may not automatically 
result in application denial; however, additional information is required for consideration. Please provide 
additional information for any “no” response(s) in this section.   
 
Financials 
1. Please select your annual contributions for your most recently completed fiscal/calendar year from the 

options below: 
 Organization received $1 million or more in annual contributions.  
 Organization received at least $500,000 but less than $1 million in annual contributions.  
 Organization received less than $500,000 in annual contributions. 

2. For this application period, the IRS Form 990 and corresponding financial statements/audit must cover a 
period ending on or after June 30, 2023. Do your financial documents cover a fiscal period ending on or 
after June 30, 2023?  Yes or No 

 Please note: A "no" response does not automatically result in application denial; however, additional 
information is required for consideration. Please provide the beginning and ending dates for the 
time period covered by your most recent Form 990 and audit. Additionally, explain why your 
organization’s Form 990 and audit have not been completed in the past 18 months.   

3. Was the auditor’s opinion unqualified/unmodified (i.e., a “clean” audit)? Yes or No 
 Please note: A "no" response does not automatically result in application denial; however, additional 

information is required for consideration. Please explain the concern(s) and corrective action step(s) 
taken in response.   

4. How many months of expenses do your organization’s operating reserves (cash or cash equivalents) 
represent? Calculate this using the organization’s annual expense budget, dividing by 12 to determine one 
month’s expenses. Divide the operating reserves by one month’s expense to determine the number of 
months the reserves will cover.  

 0-3 months 
 3-6 months 
 6+ months 

5. Which Form 990 did you organization most recently file? 
 Form 990 required if gross receipts or total assets are more than $200,000 
 Form 990-EZ accepted by organizations with gross receipts between $50,000 and $200,000 
 Form 990-N accepted by organizations with gross receipts less than $50,000 

 
 
 



Attachments  
1. Charitable Solicitation Letter verifying current registration with the Florida Department of Agriculture and 

Consumer Services (FDACS)  
2. Current Consumer’s Certificate of Exemption (Form DR-14) from Florida Department of Revenue 

(commonly known as a tax-exempt form) 
3. Annual budget for the current fiscal year or 2025 calendar year (this should include anticipated revenue as 

well as expenses) 
4. Most recently filed IRS Form 990. As a reminder, unless an exception was requested above, this should 

cover a period ending on or after June 30, 2023. You must attach the FULL document. If your organization 
is legally exempt from filing a 990, please upload a document that confirms this. 

5. Verification of 990 extension, if applicable 
6. Based on the annual contributions you disclosed under Financials, you are required to submit: 

a. Organization received $1 million or more in annual contributions.  
i. REQUIRED: Financial statements audited in accordance with GAAP by an independent 

certified public accountant (or another professional who prepares such forms or 
schedules in the ordinary course of his or her business). Attach the FULL document 
including the Management Letter from your auditors, if one was prepared. 

b. Organization received at least $500,000 but less than $1 million in annual contributions.  
i. PREFERRED: Financial statements audited in accordance with GAAP by an 

independent certified public accountant (or another professional who prepares such 
forms or schedules in the ordinary course of his or her business). Attach the FULL 
document including the Management Letter from your auditors, if one was prepared. 

ii. ACCEPTED: Financial statements reviewed in accordance with GAAP by an 
independent certified public accountant (or another professional who prepares such 
forms or schedules in the ordinary course of his or her business). Attach the FULL 
document. 

c. Organization received less than $500,000 in annual contributions. 
i. PREFERRED: Financial statements audited in accordance with GAAP by an 

independent certified public accountant (or another professional who prepares such 
forms or schedules in the ordinary course of his or her business). Attach the FULL 
document including the Management Letter from your auditors, if one was prepared. 

ii. ACCEPTED: Financial statements reviewed in accordance with GAAP by an 
independent certified public accountant (or another professional who prepares such 
forms or schedules in the ordinary course of his or her business). Attach the FULL 
document. 

iii. ACCEPTED: Year-end financial statements reviewed and approved by the Board of 
Directors. This includes: 

1. REQUIRED: Statement of Financial Position, sometimes called a Balance Sheet 
from the end of your most recently completed fiscal/calendar year. 

2. REQUIRED: Income Statement, sometimes called a Profit & Loss/P&L or 
Statement of Activities, from the end of your most recently completed 
fiscal/calendar year. 

3. REQUIRED: Board Meeting minutes showing where the financials you submitted 
above were reviewed and approved. 

7. Did you submit financials for an umbrella organization, parent company, or similar entity at the state, 
national, or global level? Yes or No 

 If yes: You must submit additional documents for your local branch/operations including:   
1. REQUIRED: Statement of Financial Position, sometimes called a Balance Sheet, from the 

end of your most recently completed fiscal/calendar year for your local branch/operations. 
2. REQUIRED: Income Statement, sometimes called a Profit & Loss/P&L or Statement of 

Activities, from the end of your most recently completed fiscal/calendar year for your local 
branch/operations. 

3. REQUIRED: Board Meeting minutes showing where the financials you submitted above 
were reviewed and approved. 



8. If 990 EZ or 990 N were selected above, UWEC may not be able to calculate your AFR based on your 
attachments. Please use your organization’s internal financial documents to determine your Administrative 
and Fundraising Rate (AFR), or “overhead rate.” What is your AFR or overhead rate %? _____% 

 
Additional Information 
1. Do your budget, Form 990, and/or submitted financials show a deficit for your current or most recently 

completed fiscal year? Yes or No 
 Please note: A "yes" response does not automatically result in application denial; however, 

additional information is required for consideration. Please provide additional information to explain 
the deficit as well as any strategies or corrective actions you have implemented in response.  

2. OPTIONAL: ACH is our preferred payment method for designations and grant awards. Would you like to 
provide us with your banking details now? If you choose not to provide them now, you will have the option 
to provide them in the future if you are selected for funding, however, payments may be delayed. Yes or 
No 

 Financial Institution: 
 Routing # (9-digit number that identifies your bank or credit union): 
 Account #: 

 
Optional area for additional comments/explanations:  
 
Signature by authorized representative 
  



EXAMPLES 
 
Attachment #1: Charitable Solicitation Letter verifying current registration with the Florida Department of 
Agriculture and Consumer Services (FDACS)  

 
  
  



Attachment #2: Current Consumer’s Certificate of Exemption (Form DR-14) from Florida Department of 
Revenue (commonly known as a tax-exempt form) 

 
  



Attachments 4 and 6: For examples of FULL audited financials and 990s, please visit our website here. 

Attachments 6ciii: Statement of Financial Position, sometimes called a Balance Sheet  

 
 
 
Attachments 6ciii: Income Statement, sometimes called a Profit & Loss/P&L or Statement of Activities 

  

https://www.united-way.org/mission-vision-financial-info



