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	Intermountain CFC 

2012 Application Instructions

for Local Independent Charities or Federation Members


	


2012 Application deadline:  March 28th
Courtesy review deadline: March 14th
Introduction: 
Welcome to Intermountain CFC! You, the charitable agencies, are the heart of our campaign and the reason why we have a CFC drive each year. Thank you for your service to the community.

The Combined Federal Campaign (CFC) is the largest workplace charitable giving campaign in the nation, each year raising more than a quarter of a billion dollars for charities. The campaign is 100% for federal employees who designate, primarily via payroll deduction, to non-profit agencies of their choice. CFC is the only authorized charitable solicitation of federal employees in the workplace.

Serving approximately 55,000 federal employees, Intermountain CFC is a great way for your organization to raise funds. There is no application fee; however, you must apply to participate each year. 

These step-by-step instructions are intended to supplement the instruction found on pages 1-8 of the CFC application itself and make it easier for you, the applicant. If you have any questions about the application, please call or e-mail Intermountain CFC Headquarters: 801-399-5584, ext. 104 (Bruce) or 100 (Debbie); or email bjacobs@uwnu.org. Please note that admittance to the CFC does not guarantee donors will choose to support your organization. 
Before you Apply:
· Step 1. Make sure you meet the basic CFC Eligibility Requirements, as set forth in Federal Regulations Part 950.

Checklist:
· Does your organization have a 501(c)(3) tax-exempt status from the Internal Revenue Service (IRS)? If not, you are not eligible to apply for CFC funds.

· Did your organization report more than $100,000 in revenue on its latest Form 990 submitted to the IRS (and Attachment D of this application)? If so, you MUST:

· Have undergone a successful outside audit (not a “review”) with prepared financial statements from a licensed independent public accountant (IPA) for your most recent fiscal period ending no earlier than June 30, 2010. If you did not, your CFC application will not be successful.

· If you reported more than $250,000 in revenue you must also provide a copy of the audited financial statements.
· Demonstrate that you account for your funds using the ACCRUAL method of accounting in accordance with Generally Accepted Accounting Principles (GAAP). Please see page 11, part XI of your 2010-11 IRS Form 990. If anything other than the “Accrual” box is checked, your CFC application will not be accepted.
·  Is your organization “open for business” a minimum of 15 hours per week, with a dedicated phone and address specific to that organization?

Negative answers to the above questions are the most common reasons for denial. However, there are more criteria that must be met, so please read these instructions and the application carefully to make sure your organization qualifies. 

· Step 2. Call the IRS at (877) 829-5500 right now and make sure your organization is currently on the IRS Master List of 501(c)(3) organizations. Do not assume your organization is still on the IRS list, even if you have a recent IRS 501(c)(3) letter of determination. There are multiple reasons why you may have been removed without your knowledge (for example, if you have changed addresses within the last few years). Here’s a shocker: the IRS sometimes makes mistakes! Please make sure you’re on the IRS list.
· Why is this so important? After we accept all the charities to the Intermountain CFC, OPM will do a comprehensive cross-reference between our accepted charities and the IRS Master List. If you’re not there, OPM will deny your admittance to the campaign, and you will not have enough time to fix the problem before we finalize the local list of charities.
· Step 3. Do NOT skip Step 2. We’re serious. Taking for granted your 501(c)(3) status with the IRS may jeopardize your ability to participate in the CFC. Sadly, it seems that every year this happens to an organization that is otherwise eligible. You have been warned.
How to Complete the Application:

P. 9 – Basic Information
· Step A. Fill out page 9 of the application, which is where the paperwork starts. 
· Enter the legal name of your organization (as it appears on your IRS 501(c)(3) letter of determination). 
· Enter your employer identification number (EIN) as it appears on your latest IRS Form 990 and IRS 501(c)(3)letter of determination (be sure those two numbers match!)
· Enter your 5-digit CFC code if you participated in the campaign last year. Don’t know what it is? Visit www.intermountaincfc.org and search for your name under “Donors→2011 Charity Lookup .” If you’re new to the campaign, write in “New.”
· List your organization’s physical address. This may NOT be a P.O. Box number. 
· Check the box below if this is a NEW address than previously submitted to CFC.
· List your organization’s telephone number (home or cell numbers are not valid).
· List your organization’s contact person (the person who should receive CFC updates/messages)
· List contact person’s address only if different than the physical address you just entered.
· List the contact’s phone, fax and email address. Please include all of these if possible.
· List your organization’s Website (required if available). 
· List your organization’s disbursement address (where the checks will be sent). 

· If you haven’t already, we strongly recommend you sign up for automatic deposits – you’ll get the money faster and it’s less hassle for everyone. How do you do this? Fill in the bank and routing information right on the application, and include a deposit slip or voided check.
P. 10-14 – Application Items
· Step 1-A. (Page 10-11)
· Check one of the three boxes on page 10-11 under Item 1.

· If you serve a local community within the Intermountain CFC campaign boundaries (see http://www.intermountaincfc.org/cfcabout.html), then check the first box

· List your organization’s service address ONLY if different than the address entered on p. 9

· List your organization’s hours of operation (Must be a minimum 15 hours per week. If your hours are irregular, we recommend you include an explanation in Attachment A explaining how, in any given month, your average operating time is at least 15 hours per week.)
· List your organization’s dedicated phone number (should NOT be a personal or cell phone number. Sometimes the CFC Eligibility Committee calls to check!)

· List the county and state where your office (HQ if multiple offices) is located

· If you operate outside the Intermountain CFC campaign boundaries (see link above), but your organization is within an adjacent CFC campaign that touches our borders, then check the second box. 

· (Not recommended). If your organization has a substantial statewide presence in Colorado, Idaho, Utah or Wyoming, you may check the third box. Note: Checking “statewide presence” does not provide any preferential status in the CFC Charity List. Checking this box does mean you must provide more information in Attachment A to justify statewide presence. Most charities are better off just checking “Local” presence.
· Check one of the three boxes on page 10-11 under Item 1.

· Step 1-B. (Page 10-11) 

· Prepare Attachment A. This will be the first attachment to your application – please be sure it’s clearly marked “Attachment A.” (Put all attachments behind the application section. We recommend you include tabs for your attachments so our reviewers can easily find them.)
In Attachment A, we are looking for services you delivered in 2011, not the services you “offer” on an ongoing basis. We highly recommend you download the “Attachment A Guidance & Sample” document available at http://www.intermountaincfc.org/cfcAppsninstruct.html 

Use this document as a template for filling out Attachment A. 
· Step 2. (Item 2: Page 11) and Attachment B
· Check the box under Item 2 to certify your organization is recognized as tax-exempt by the IRS.
· Prepare Attachment B by attaching a copy of your most recent IRS 501(c)(3) determination letter. These letters have no expiration date so it’s OK if the date on the letter is several years old, as long as it’s still in effect. 
· Important: Check to make sure the name on your IRS determination letter exactly matches the name on your IRS Form 990 and audited financial statements. If the name is different, you must include documentation from the IRS or state government authorizing your DBA (Doing Business As) or name change in Attachment B.

· Important: If you are part of a group exemption (see step 3), then Attachment B must include a copy of the IRS letter granting the group exemption, as well as the list of subordinates that are covered by the group exemption.  Make sure your organization’s name is on that list!

· Important:  If you are a bona-fide chapter/affiliate of a larger organization (see step 3) and operate under the national organization’s IRS determination letter, then Attachment B must include a copy of the national organization’s IRS letter AND a certification letter signed by the CEO (or equivalent) of the national organization stating that your local organization operates as a bona-fide chapter or affiliate in good standing and is covered by that national organization’s 501(c)(3) tax-exemption.
· Step 3. (Item 3: Page 11)
· Check one of the three boxes under Item 3.

· If you are NOT a chapter of a larger national organization and you have your own 501(c)(3) determination letter from the IRS that does NOT cover multiple subordinate groups, then check the first box. This is the box that a majority of local charities check.

· If you operate under a GROUP exemption letter from the IRS (your charity is a subordinate group under one IRS letter of determination that covers multiple affiliated organizations) then check the second box.  You must provide, in Attachment B, a copy of the IRS letter granting the group exemption, as well as the list of subordinates that are covered by the group exemption. (See requirement for Attachment B under Step 7.)
·  If you are a bona-fide local chapter of a national organization, then check the third box. Attachment B must include a copy of the national organization’s IRS letter AND a certification letter signed by the CEO (or equivalent) of the national organization stating that your local organization operates as a bona-fide chapter or affiliate in good standing and is covered by its 501(c)(3) tax-exemption. (See requirement for Attachment B under Step 2.)
· Step 4.  (Item 4: Page 11)

· Check the box under Item 4.

· Step 5. (Item 5: Page 11-12)

· Check one of the three boxes under Item 5.

· If you reported more than $250,000 in revenue Part VIII (Statement of Revenue), Line 12, Column A (Total Revenue) of your most recent IRS Form 990, then check the first box.  You are required to have an outside audit performed by an independent accounting firm. You certify that you do have an audit performed and that you account for your funds on an accrual basis in accordance with Generally Accepted Accounting Principles (GAAP).
· Include as Attachment C a copy of your most recent independent auditor’s financial statements for a fiscal period ending no earlier than June 30, 2010. Make sure this report’s fiscal period matches the fiscal period of your IRS Form 990.
· If you reported between $100,000 and $250,000 in revenue on your most recent IRS Form 990, then check the second box. You are required to have an outside audit performed by an independent accounting firm, but you are NOT required to submit a copy of the auditor’s report & financial statements, unless asked to do so by the Eligibility Committee or OPM. You certify that you do have an audit performed and that you account for your funds on an accrual basis in accordance with Generally Accepted Accounting Principles (GAAP).
· If you reported less than $100,000 on your most recent IRS Form 990, then check the third box. You are not required to have or submit an outside audit, nor are you required to account for your funds on the accrual basis. You certify that you have adequate accounting controls in place.
· Step 6. (Item 6: Page 12)

· Check one of the two boxes under Item 6.
· If your organization prepared and submitted an IRS Form 990, please check the first box and attach a copy of your most recent 990, (including Schedule A) as Attachment D. The 990 must be for a fiscal period ending no earlier than June 30, 2010.
· Please make sure that your 990 includes the following:

· A valid signature in the box marked “Signature of Officer” (P. 1, Part II, Form 990. The PREPARER’s SIGNATURE IS NOT SUFFICIENT!
· A list of your Board of Directors and their compensation (p.7, Part VII, IRS Form 990). Note that a majority of your Board members must be uncompensated in order to qualify.

· The CFC Eligibility Committee will compare the number of voting members disclosed in Part I, Line 3 with the number of individuals that have the ‘individual trustee or director’ or ‘institutional trustee’ position selected in Part VII, Column C.  If the number in Part I is more than the number in Part VII, you must provide an explanation for the difference. 
· If your organization is not required to prepare and submit a Form 990 to the IRS, check the second box. However, for the CFC application you MUST still complete and submit a Pro Forma 990 and include it as Attachment D. In other words, you are filling out “pretend” 990 just for the purposes of this CFC application and providing us with a snapshot of your fiscal records. (The Pro Forma 990 must be for a fiscal period ending no earlier than June 30, 2010.) See p. 5 of the OPM CFC application (the “instructions” section) on how to fill out your Pro Form 990.
· Step 7. (Item 7: Page 12)

· Check the box for Item 7 and make sure to include your organization’s administrative and fundraising rate (AFR) in the blanks provided. You MUST use the formula provided to compute your AFR, using your IRS Form 990 or Pro Forma 990. Please double check your math carefully and be sure to round the AFR to the correct tenth of a percent. For example, an AFR of 10.56% should be rounded off to 10.6%.

· Step 8. (Item 8: Page 12)
· For Item 8, please ensure this statement is true for your organizations and check the box. Your IRS Form 990 should include a list of your Board of Directors and their compensations, if any. Note that a majority of the board must be uncompensated.
· Step 9. (Item 9: Page 12)

· For Item 9, please ensure the statement is true for your organization and check the box.
· Step 10. (Item 10: Page 12)

· For Item 10, please ensure the statement is true for your organization and check the box.
· Step 11. (Item 11: Page 12)

· For Item 11, please ensure the statement is true for your organization and check the box.

· Step 12. (Item 12: Page 13)
· For Item 12, please make sure the statement is true for your organization and check the box. You’re basically certifying that you’re not affiliated with or sending money to any illegal or terrorist groups.

· Step 13. (Page 13)

· For Item 13, we request that you both affix Attachment E (your 25-word descriptive statement for the Intermountain CFC Charity List) to the back of the application AND e-mail it to Debbie Noseworthy dnoseworthy@uwnu.org.  Email Attachment E in the Excel template found at http://www.intermountaincfc.org/cfcAppsninstruct.html.   
· The 25-word statement may NOT be longer than 25 words. If it is, we will edit until it is 25 words (we’ll do our best, but you’re better served by complying with this requirement). 
· As part of Attachment E, please include at least one but no more than 3 alphabetical letters corresponding to the taxonomy codes listed in the application instructions. See p. 7 of application. This is optional but we recommend you include these codes as another way of classifying your organization, as many donors search for charities using these codes.
· Step 14. (Page 14)

· Complete the “Certifying Official” section at the end

· Sign and date the application

· Step 15. Go back and make sure you have checked a box for every numbered item (1-13) in the application. If you leave a box unchecked, we must assume you do not certify that item, which puts your application in danger of disqualification. 

· Step 21. Submit your application as soon as possible.
· If you are a member of a charitable federation — such as United Way, Community Shares, Community Health Charities, or Caring Connection — you should have received the application and these instructions from the federation to which you belong. Please submit your application to your federation’s point of contact by the deadline they gave you.

· If you are an independent local charitable organization (In other words, you are NOT a member of a federation such as United Way, Community Shares, etc.), please submit your application to Intermountain CFC by March 28 at the following address:
Intermountain CFC - Applications
2955 Harrison Blvd., Suite 201
Ogden, UT 84403

· If your organization is eastern Idaho (east of, but not including, Twin Falls) or Montana, please send the application to:

CFC Applications

ATTN: Jan Ogilvie

U.S. Department of Energy

M/S 1240
1955 Fremont Ave.
Idaho Falls, ID 83415 
· If your organization is western Idaho (west of and including Twin Falls) or Oregon, Washington or the Idaho panhandle, please send the application to:

CFC Applications

ATTN: Robynn Browne
P.O. Box 7963 

Boise, Idaho 83707

We’re sorry, but late applications will not be considered for inclusion in the campaign.
FAQ:

When/how will we be notified about our CFC fundraising results?

The CFC drive takes place in the fall of each year. If you participated in the 2011 drive, you will be notified of your organization’s 2011 CFC results via e-mail, no later than March 15, 2012. If you do not receive an e-mail notification, it is probably due to lack of, or faulty, e-mail address for your organization. Please contact Debbie Noseworthy at dnoseworthy@uwnu.org after March 15 if you have not received your CFC totals. CFC 2012 results will be sent by March 15 of 2013.
How can we maximize our CFC contributions from federal employee donors?
Inclusion in the annual CFC Charity List is the only official way to promote your organization via CFC. However, there are several other things you can do as part of the campaign that will help boost awareness of your organization among federal employees who donate via the campaign. Please visit www.intermountaincfc.org and click on “Charities” for details.
When will we receive CFC funds?

We will send your first CFC disbursement no later than the first business day in April for the first quarter of the year, and quarterly thereafter.
How are CFC funds distributed?

CFC Funds are distributed primarily, and preferably, by automatic deposit into your organization’s bank account. We also distribute checks via U.S. mail in cases where automatic deposit is not possible.
