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A Black Hawk
County Alliance






Instructions for Completing the Metro Funders 
Annual Agency Profile

Metro Funders

Metro Funders is a voluntary alliance of Black Hawk County public, private, corporate and family funders, originally formed in 1989. Our main purpose is to collect information, evaluate operations, provide funding coordination, and prioritize information for funding and to develop financial resources for service providers (grant seekers).  We meet on a regular basis in an ongoing effort to foster a positive, productive relationship between area funders while fulfilling the funding needs of Black Hawk County.
History

In an effort to streamline and simplify the grant-seeking process for local non-profit agencies, Metro Funders developed a Common Grant Application form in 2003. This form was accepted by a dozen independent Funding organizations at that time, and was intended to lessen the burden on grant-seekers by providing a single format for seeking grant funds in Black Hawk County. 

Annual Agency Profile

With heightened scrutiny on charitable non-profit organizations, Metro Funders recognizes its role in helping to create an environment that is conducive to accountability, transparency and efficiency within the non-profit sector. Not only is it the role of Funders to ask questions that get at the heart of non-profit governance and management; it is also the role of Funders to facilitate increased capacity of those non-profits to be efficient and effective. Metro Funders aims not to create more hoops through which agencies must jump, but to combine many hoops into one, so that agencies can complete basic organizational profiles once per year, and submit it to all local Funders. Individual members of Metro Funders may still have specific grant applications procedures for their own funds, but will also make every effort not to duplicate the requirements of this Agency Profile. 
Instructions

The Metro Funders Annual Agency Profile is intended to provide all relevant Agency information that local Funders need in a single document. Agencies should fill out this document once annually, and submit it IN ADDITION to any specific application  materials that individual Funders may require. Do not skip any section- incomplete Agency Profiles will be sent back for completion, and may cause application delays. Take note of the checklist of required submissions on Page 6- those items should be submitted along with this document.

Call or email Carolynn Sween, Metro Funders Coordinator with any questions: 319-287-9106, csween@cfneia.org. 
Annual Agency Profile
Please Complete Annually for Funding Requests submitted to 
Any Member of Metro Funders (www.metrofunders.org)
Date Completed:______________________
(Complete once annually and submit with any Black Hawk County funding request)
Name of Agency:  











Mailing Address:












City:



State:


Zip Code:




Telephone: 





Fax:






Agency Web-site Address (if applicable): 
www.





 
Employer Identification Number:







 
Location of Other Branches or Locations in Northeast Iowa:





Agency’s Fiscal Year End:__________________________________________________

Agency Mission Statement: 
Please indicate whether your agency has a National Affiliation? 
Yes ______No

(If yes is checked, then briefly describe the context of your relationship with your national affiliate.)

Agency Staff:




Number of Paid Full–time  


  
Number of Paid Part-time  



Number of Seasonal Employees  


 Number of Unpaid Staff  _________

Total # of Employees


Overall Agency Administration:

Please indicate whether your agency currently has…

General Liability Insurance 



Yes


No


Directors and Officers Insurance 



Yes


No


Vehicle Insurance 





Yes


No


Principles & Practices of Non-Profit Excellence:

Please indicate whether your agency has…


Adopted a Board Resolution approving voluntary compliance with the “Principles &

Practices for Charitable Non-Profit Excellence”

_____ Yes
_____ No

OR

Staff Trained by the Iowa Non-Profit Resource Center in the “Principles & Practices for
Charitable Non-Profit Excellence”

            _____ Yes
_____ No

    Website for more information: http://nonprofit.law.uiowa.edu/updates/P&Pweb.pdf 
Agency Contacts:
Executive Director/CEO:









Date Executive Director/CEO assumed this role:






Executive Director/CEO’s E-mail Address: 





______
Primary Liaison (if other than the Executive Director/CEO): 




Primary Liaison’s E-mail Address: 








Current Board Chair:






____________
Board Chair E-mail Address:








Board Chair Mailing Address:










Board Chair Phone number:









Authorized Agency Contacts (if other than the Executive Director) for:

Outcome Measurement Reports:









Financial Reports:











Funding Requests:






____________

Program/Project Reports:








Stewardship / Financial Management

Individual Members of Metro Funders may require an additional review of financial management and/or may follow up on responses.  Checking no on any of these items does not automatically disqualify your organization for funding consideration. 
Board Governance:












Yes
No
1. Board meetings are held at least once per quarter in accordance 



      with agency by-laws.








____
____

Number of meetings per year


Number of Quorums per year




2. Minutes are recorded, distributed, and maintained.




____
____
3. The Board annually approves the agency’s organizational budget.


____
____
4. The agency has written internal control procedures.




____
____
5. Checks are signed by at least one board member in addition to staff.

____
____
6. Finance Committee regularly reviews finances of the agency.


____
____
7. Findings in audits or financial reviews are presented to the full board.

____
____
8. The following documents are available at the agency site:




Board Minutes









____
____

Finance Minutes and report







____
____
Please check all the following policies and procedures your organization has in place.  

 

Invoicing and receiving documentation accompanies checks presented for signatures



Receipts are sent for unsolicited contributions



Documentation is kept for accounts receivable journal entries and write-offs



Checks require two signatures for amounts over set spending limit



Person signing checks is also not the payee except for payroll 


Person signing checks is not the receiver or has physical access to the bank statements until they have been reconciled



Person signing checks is not also the person reconciling the bank statements


At least one check signer verifies that the checks being signed follow the sequential numbering


Mail duties are frequently rotated or are performed by two or more staff or someone other than those writing and signing checks actually sends out checks  


Account receivable postings and bank reconciliations are not preformed by the mail opener


Account receivable postings and bank reconciliations are not preformed by the same person



Spending limits are set in terms of who can sign checks and approve invoices



Voided checks and blank checks are kept in a secure location 



Cash receipts are kept in a secure location


Cash management products or tools are utilized (pre-numbered check stock, safety paper, micro printing, artificial watermarks, etc.)



IRS 990 is filed annually
Please list the value of each reserve, endowment, or foundation that is associated with your agency as of fiscal year end:

Annual Funding Requests:

Please list each project/program for which you are seeking funding this calendar year (as of the date you are filling out this form), the amount of funding being sought, and from whom, as below:
Example:
Program Name         Amount   Requested from (Funder)    % of Program Budget
       Pending/Approved 
	School-Based Prog.
	$10,000
	Community Foundation
	10% of program budget
	Approved

	“               “      “
	$25,000
	McElroy Trust
	25% of program budget
	Pending

	“               “      “
	$50,000
	United Way
	50% of program budget
	Pending

	Summer Program
	$8,000
	United Way
	50% of program budget
	Pending

	Transportation
	$3,000
	Veridian Credit Union
	10% of program budget
	Approved


CHECKLIST OF REQUIRED ATTACHMENTS
Annual Documents to attach:



Annual Audit or Financial Review 


Management Letter that accompanied the most recent audit or Documentation of Internal Financial Control Procedures



Agency Budget (most recent Board approved organizational budget)


Date Approved



Discuss any key changes (losses or gains) in sources or levels of revenue or expenses.  
What are the plans to address any issues?


Current Board of Directors List with board position titles, mailing addresses, date they joined the board and when their terms expire.


IRS 990
One Time Submissions: (unless altered or significantly updated)

(Submit these documents only once to each Funder)


Agency By-Laws


Proof of 501 c 3 Tax-Exempt Status

We certify that the required documents have been provided, that the information provided 

herein is accurate,  and that the agency’s Board of Directors has approved the submission 
of funding requests for each of the above programs. We understand that the information within

this Profile will be used by members of Metro Funders and their volunteer committees.  
Executive Director/CEO Signature:



______Date:
   _/
_/

Board Chair Signature:





_Date:
   __/____/________
Important Notes:  
Agencies should visit the Metro Funders website and/or websites of individual Funders for additional, funder-specific application/submission guidelines.
www.metrofunders.org
Additional comments are welcome; please feel free to insert comments on this form where necessary. Also, be sure to explain any omissions.
This Agency Profile (pages 2-7) must be submitted to any Member of Metro Funders when applying for funding, in addition to each Funder’s specific grant application materials. The profile should be completed 

once annually.
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