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APPLICATION

1) General Information

Name of Organization:


Address:


Address:


City:
State:
Zip:


Phone:
Fax:


Email:
Web Site:


2) Contact Information

Please Provide Names, Addresses, Phone Numbers and Email addresses of all officers or persons responsible for the organization:

Primary Contact Person:

Name:
Title:


Address:


Address:


City:
State:
Zip:


Phone:
Fax:


Email:


Name:
Title:


Address:


Address:


City:
State:
Zip:


Phone:
Fax:


Email:


Name:
Title:


Address:


Address:


City:
State:
Zip:


Phone:
Fax:


Email:


Name:
Title:


Address:


Address:


City:
State:
Zip:


Phone:
Fax:


Email:


3) Memberships

Approximately how many members to you have?


Do you collect dues?
If yes, how much?
If there are different categories, please list them here:

4) Purpose of Organization

Please enter your organization's mission statement, or if you do not have a formal mission statement, state the purpose of the organization.

5) Work Plan

On a separate sheet of paper please list activities you plan to undertake in the next twelve months.

6) Budget

On a separate sheet or sheets, please provide a budget from now to June 30 of this year and the next twelve months. The budget should include:

a) Projected income and the sources of that income:

i) Memberships

ii) Individual Contributions

iii) Corporate Contributions

iv) Grants – Foundation

v) Grants – Government

b) Projected itemized expenses using the following item lines:

i) Consulting

ii) Supplies

iii) Communication (telephone, computer, etc.)

iv) Postage

v) Printing

vi) Meetings (travel, meals, etc)

vii) Insurance

viii) Furniture/Equipment

Please remember that the budget should balance!

7) Signature

Printed name of person(s) filling out this application:


I/we hereby submit this application and indicate by my (our) signature(s) that to the best of our knowledge the information is true and accurate. Further, I (we) indicate that I(we) have received, read and agree to follow the attached Financial Management Standards, the Fee Statement, the Protocols for Deposits and Disbursements, and the Procedures for Entry into the NYPCA Canalway Trail Fiscal Agent Program for Canalway Trail Groups (CTFAP)
Signature and Title(s) of person(s) filling out this application:


Date:


Attachments

1) Financial Management Standards

These standards apply to all client organizations participating in the NYPCA Canalway Trail Fiscal Agent Program. (CTFAP)

The Purpose of CTFAP is to help nurture fledgling volunteer organizations, whose mission is to help develop, maintain and manage the Canalway Trail, by providing them with access to nonprofit status at a time in their development where their energy can be best put to programmatic issues. It is expected that eventually, as these organizations grow in size and experience, they will obtain their own non-profit status. CTFAP is also intended to assist Canalway Trail volunteer organizations to be faithful stewards of funds entrusted to them. Participating organizations are expected to exercise prudence in their financial practices; maintain accurate records; comply with generally accepted accounting principles; be respectful of the intent and desire of members, donors and prospective donors; and act in ways that ensures that the organization's financial resources are used solely in furtherance of its mission.

Client organizations should observe the following standards:

a) Financial Accountability

· Operate in accordance with the annual budget that has been submitted to and approved by NYPCA prior to the beginning of each fiscal year.

· Submit financial statements, including the comparison of actual to budgeted revenue and expense at the end of each fiscal quarter.

· Submit and maintain internal financial policies governing the following:

· Internal control procedures for handling donated funds.

· Purchasing practices

· Petty cash

· Receipt and treatment of charitable gifts and grants

· NYPCA will provide a financial statement quarterly and an annual statement at the end of its fiscal year (June 30)

b) Fundraising Activities

· Fundraising costs should be reasonable in terms of a percentage of total revenue collected.

· Fundraising methods should promote the public's trust in the stewardship of funds collected.

· Solicitation, promotional materials, and grant applications should be accurate, honest and ethical. All such materials should clearly identify the organization, its mission, and the intended use of solicited funds.

· Any known intentions of a donor or grant source should be followed to the greatest extent possible with respect to the use of the funds. All correspondence from the funding source related to intent and use of funds must be submitted to NYPCA. Participating organizations are expected to fully comply with all donor/grantor requirements and to do so with complete accuracy.

· All statements an organization makes in its fundraising activities or grant applications about the use of the funds should be honored or renegotiated.

· Organizations should only use the services of professional fundraisers who are registered with the Office of New York State Attorney General, Charities Division. Consultants should not be paid on a percentage of amount raised or other commission formula.

· Organizations shall maintain control over any volunteers, consultants, contractors or other organizations, businesses that are known to be soliciting contributions on the behalf of the organization.

c) Donor Relationship and Privacy

· Organizations shall respect the privacy of donors and safeguard the confidentiality of information that a donor would reasonable expect to be kept private.
· Organizations should provide individual donors with an opportunity to maintain anonymity.
· Organizations should receive written permission from donors before including any information about them in any mailing lists that are sold, rented or exchanged and should respect the requests of donors to curtail mailings or telephone solicitations from in-house lists.
· Solicitations should be respectful and free from coercion, undue influence or excessive pressure.
2) Fee Statement

· NYPCA will charge 10% of each deposit as a fee for operating the CTFAP program and for maintaining the organization as a client. This fee includes all bookkeeping and tax services rendered.

3) Protocols for all CTFAP Organizations

a) Deposits

· Deposits should be dropped off at or mailed to Fiscal Agent Program, NYPCA, 29 Elk Street, Albany, NY, 12207 for deposit to the organization's account.

· Checks should be made out to NYPCA with the Organization's name on the memo line.

· Do not mail cash

· The standard deposit transmittal form should accompany all deposits. All individual contributions of $250 or more must be clearly itemized and identified. A copy of the deposit slip will be mailed to the client organization verifying the actual deposit.

b) Disbursements

· Reimbursements are requested by completing the standard check request form. All information on the form must be completed and signed by the person identified by the organization in the Memorandum of Understanding, as having that authority must sign the form. Attach pertinent information such as invoice, receipt or other.

· Petty Cash. Petty cash is limited to $150.00 total. When the client organization wishes to reimburse their petty cash, a check request form must be filled out, as above, with all supporting receipts. The limit may only be changed in writing by the Executive Director of NYPCA.

c) Grants

· All grant applications must be submitted to NYPCA's executive director for approval.

· NYPCA must receive a copy of all grant contracts, including the complete grant budget.

d) Contact Information

· For all inquiries regarding the FAPCT program please contact David-Iman Adler at 518-434-1583 or dpadler@nypca.org.

4) Procedures for Entry into the NYPCA Canalway Trail Fiscal Agent Program for Canalway Trail Groups (CTFAP)

i) Read all the attachments to the application.

ii) Completely fill out the CTFAP application and sign.

iii) Develop budget as specified in the application.

iv) Submit application and proposed budget to:

CTFAP Program

New York Park and Conservation Association

29 Elk Street

Albany, NY 12207

v) Your application will be reviewed by the NYPCA Executive Director and if approved will be submitted to the NYPCA Board of Directors for review and vote.

vi) If the NYPCA Board of Directors approves your application a written Memorandum of Understanding (MOU) will be drafted for your organization and a meeting will be arranged for signatures.

vii) After the MOU is signed you may transfer funds to NYPCA for deposit as outlined in the procedures for deposits.

