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Welcome to the 2017-2018 Combined Funding Process Part 1: Letter of Intent

Log In

e Open the email you received from jointrfpinfo@dayton-unitedway.org.

e Please read the entire log in email.

e At the bottom of the email Click on the word ONLINE LOG IN (it is blue and underlined)

e Save this email where you will find it easily or mark as “keep as new”. You will this email
to log in to Andar.

e You may also bookmark the Andar page when you log in so you can continue to gain
access to Andar easily. Some computer will ask you for your log in and password if you
save this log in to your bookmark.

If you are unable to access Andar or if the Andar system asks you to enter a log in and
password please go back to your original log in email and try again.

If you are still unable log in please send an email to jointrfpinfo@dayton-unitedway.org

Letter of Intent Package Screen
When you log into Andar from your Log in Email you will see 3 Letter of Intent (LETTER OF
INTENT) Package types on the Package Screen. Each Letter of Intent type has it’s own Package.

e Letter of Intent: Core Safety Net Services
e Letter of Intent: Frail Elderly Supported Services
e Letter of Intent: General Supported Services

Packages

Due Date Description Status
Mar 4, 2017 5, Ey Lefter ofintent Core Services Cutstanding

Mar 4, 2017 By Letter of Intent: Frail Elderly Supported Services Cutstanding

&
Mar 4, 2017 g @ Letter of Intent: General Supported Services Cutstanding

If you click on Combined Funding Application Phase 1: LETTER OF INTENT on the the Main
Menu this will also take you to this package screen.

B My Output(s)
¥ Logof

PLEASE NOTE THE DUE DATE ON THE PACKAGE SCREEN IS NOT CORRECT.
The due date for the Letter of Intent Process is March 3, 2017 at 5:00 pm. The Andar
System will be turned off at this time. The package screen reads March 4 because Andar
runs on a 24 hour clock. Applicants will have access to the system until 5:00 pm on March
3" (The system would shut off at 12:01am on March 3, 2017 if we listed March 3" as due

date)
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Important Things to Remember

e To submit more than one Letter of Intent of the same type you must use the EAdd a
form button in front of the form name to access additional forms.

e BESURE TO TYPE IN ALL DATA AND NOT USE THE AUTO COMPLETE FIELDS
YOUR COMPUTER OFFERS YOU. If you do use the auto complete field answers you
run the risk of mulitple forms having the same answers. This can start to become
confusing.

e There is no limit on the number Letter of Intent packages an Agency can submit.

e There is no limit on the number of forms you can add to accommodate submitting multiple
packages of the same Letter of Intent type.

e There is no constraint on completing multiple types of LETTER OF INTENT packages.
(IE: One agency may choose to submit 1 LOI Frail Elderly and 2 LOI General Supported
Services.)

e Always use the ACCII button at the bottom of every screen to return to the prior
screen. Depending on how your online system has been set up, you may or may not be
able to use the back arrow to return to a prior screen, while you are logged in to the Andar
System. If you get an error message while using the back button, please click the refresh

button at the top of your screen, to the left of your address bar C . If you are still unable
to get back into the Andar System please close all screen and return to your log in email to
log back in.

e Please remember to click : at the bottom of your forms. With inactivity your
system may time out (this is a setting on your individual computer, please see your
Information Technology Staff to adjust your computers settings if your online forms are
timing out too quickly)

e If you copy and paste responses from word/excel into the online forms please review the
PDF document of the completed form PRIOR TO SUBMITTING the form. Many times
an online database system will not read all characters equally. For instance, in Internet
Explorer a? is often read asa [__1. Please review each form in a PDF format to ensure
the characters are all correct and any character or spelling errors are fixed prior to
submission. You can print a PDF of any form or of the whole package by clicking the &
printer button.

e Click CeBEESINM when you are completely done with a form and the form has been
approved by your Agency/Program leadership. Once you click submit you cannot

make any changes to the responses in that form. If you accidentally hit Submit
please send a request to jointrfpinfo@dayton-unitedway.org to have form unlocked.

e IFAPACKAGE HAS MULTIPLE FORMS OF THE SAME TYPE THE PACKAGE
WILL ALWAYS READ OUTSTANDING.




Letter of Intent — Core Safety Net Services

Click on the link in the Log In email you received from jointrfpinfo@dayton-unitedway.org

When Andar opens you will see your name at the top of the Package Screen on the right.

e Click on the Letter of Intent: Core Services Package

Welcome Melonya

Packages
Due Date Dessoipsnn / Status
Mar 4.2017 S 5 Ledercfinent Cose Sarvice Qutstanaing
Mar 4, 2017 O W) Leserctineot Fras Eviery Succoned Services Outstandion
Mas 2. 2017 8 8§ Lemecinieot Gessrl Siaconed Seniies Quitstanang
Now you are in the Letter of Intent: Core Services Package.
|:_\L»attna.-r of Intent: Core Services - Package -
House of Happiness - Agency
T Stabis

* Section
& & Lemerctvmen Gore Satets bl Servees «
B B Z017-2018 Fropowsd agency Budcet

a8 5

Sigraturs Faage - Cons Satete et Secnces FRNT SIGH and EMAIL o Hand Detr

A

Click on form 1: Letter of Intent Core Safety Net Services

e Answer all questions about your agency, program, and funding requests.

Program Name: *
AGENCY INFORMATION
Name of Organization
Main Address *
Fax Number =
Executive Director Name *
Executive Director Phone Number *
Executive Director Email Address =
Agency Primary Contact Person Name (if other than Executive Director)
Agency Primary Contact Phone Number

Agency Primary Contact Email address

Cutstanding
Outstanding

AEsndrg

HAPPY DAYS FOR HOUSI

united way of the greater d;
33 west first street. suite 50
037-225-3074

Melonya Cook
0372253058
melonyac@dayton-unitedw
Tracy Sibbing
9372253031

tracys@dayton-unitedway.«

e Save your responses often by clicking on the save button at the bottom of the form.
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Continued: Letter of Intent — Core Safety Net Services

e To make changes to any form click the '** ' update form button. You must have saved
your responses into the form by clicking the save button before clicking the update
form button to see the changes you made to the form you were most recently working
in.

e When all responses are entered and reviewed save one more time.
e Click the &= printer button beside the form name.

e Click on the download button when a new screen appears. This button is an arrow with a

line under it.

e Save the PDF on your computer, in a folder you can find easily. Be sure to give your file a
correct file name. | would suggest following this example: Agency name. LOI Core
services. Date (house of happiness LOI core services 1.31.17)

Form Report - Letter of Intent: Core Safety Net Services

Letter of Intent: Core Services - 2017
For

House of Happisess (2579183) - Agency

Program Narme YAPP'Y DAYS F OR HOUSING PROGIRAM
AGENCY INFORMATION
Name of Oganizason: unded wary of e greater dayion area
Man Adoress. 33 west frst sroet sute 500
Fax Numger. 937-225-3004
Executive Dvecior Name Metonya Cook
Exocustivn Dvecicr Phone Nusber: 1072253058

Excutive Drecicr Emad AGtress: melonyac@dayton-Lntedway oy
Agency Primary Contact Person Name (f other #an Executive Director): Tracy Stting
Agency Primary Contact Prone Nusber. S372253001  ©
Agency Primary Contact Emal adiress. UaCysSdayton-unitedway o
TYPE OF ORGANIZATION

PROGRAM INFORMATION
Program Contact Name: i Engel
Program Contact Phone Number. (337) 226-3081
Program Cortact Emat L ae@ayion-untedway o9

—

= = _ = _ ___E % 3
» Computer » O-CommunttyPartnerships (O) » C12017 » RFP » Final documents for 2017 funding process

(LR ormReport o]
Save as type  Adobe Acrobat Dec

. Browse Folders — | Seve | Cancel

e Review all responses on this pdf document. Make sure your Agency/program leadership
has approved all the responses.

e Make any updates needed to the responses by logging back into the online forms and click
the update form button beside the form you want to update. Continue to print and review
each Letter of Intent Core Services form until you are sure you do not need to make any
more changes.

e Click 2eBEESliN when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.
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How do | submit Multiple Letter(s) of Intent for Core Services?
e Click on the Letter of Intent: Core Services Package

NOTICE: The first Letter of Intent form you completed is now the name of the program you
entered on the original form. See below — the form name is no longer Letter of Intent Core
Services — it is the name of the program I entered as my Program Name response. On the
top of the form you will notice it continues display the original form name.

e Click the E Add a Form button beside the first form you completed.

Letter of Intent: Core Services

To delete a Letter of Intent form

change the first question response
\ Form to DELETE and send an email to
= &, & | HAPPY DAYS FOR HOUSING PROGRAM iointrfpinfo@dayton-unitedwa\/.orq

and request for a form to be deleted.
Include your phone number in the
email. Deletions will only be made
while a user is on the phone.

e This will add an empty Letter of Intent form to the
package.

e Complete this form just as you did the first form.

e Save your responses often by clicking on the save button at the bottom of the form.

Return

e Each Letter of Intent form you add will display the Program name as the form name once
you have clicked Save and clicked the update form button.

e To make changes to any form, click the ' " 'update form button in front of the form name
for which you want to make changes/add responses. You must have saved your responses
into the form by clicking the save button and the update form button to see changes. If
you have multiple versions of the same form YOU MUST CLICK THE PENCIL —
UPDATE FORM button after clicking save. Just clicking the save button will NOT
show you the newly entered responses even when they are saved in the system.

e Click the E Add Form button beside the first form in the package until you have
completed a form for each program for which you intend to request funds.

o Enter responses for each form question just as you did in the first form.
e Save your responses often by clicking on the save button at the bottom of the form.
e When you finished entering all of your responses click the & button beside the form name.

e Follow the instructions for downloading under the Letter of Intent Form page of this
manual. When you are sure you do not need to make any more changes to this form click
the submit button at the bottom of the form like you did in the first form.

e Click 2etBEsis when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.
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Agency Budget

Click on Form 2: 2017-2018 Proposed Agency Budget

House of Happiness - Agency

Section Status
Dy =) Letterof intent Core Safety Net Serices Cutstanding
é ﬁ] 2017-2018 Proposed Agency Budget _ Qutstanding
B %] Signature Page - Core Safety Net Services (PRINT, SIGH, and EMAIL or Hand Deliver Outstanding

2] Retum
Users may want to click the excel button beside the Agency Budget form to see all the budget line
items and enter dollar amounts in this excel document prior to entering responses into Andar. This
will allow you to be sure your calculations are correct — and provide the person(s) preparing the
Agency Budget to see all line items available in the form.

e Enter all dollar amounts in the 2017-2018 Proposed Agency Budget form.

Item Description Amount Side
Total Supported Services Revenue 51.500.00 Income
.
1.5 | Total Frail Elderly Revenue 5120000  ncome

2 Total United Way Revenue (including designations) $15.00 Income

3 All Government $16.00 Income

¢ Notice the Andar System will calculate the total revenue and expense.
e You will find the totals and any surplus/deficit of the Agency Budget at the bottom of the
form.

Total Income $275,000.00
Total Expense $275,000.00
Total Surplus/Deficit $0.00

e When you have entered and saved all responses in the budget form, please click the &
button beside the form name.

e Click on the download button when a new screen appears. This button is an arrow with a

line under it.

e Save the budget PDF on your computer, in a folder you can find easily. Be sure to give your
file a correct file name. | would suggest following this example: Agency name. BUDGET
Date (house of happiness BUDGET 1.31.17)

¢ Review all responses on this pdf document. Make sure your Agency/program leadership
has approved all the responses.

e Make any updates needed to the responses by logging back into the online forms and
clicking on the budget name Continue to print and review the budget form until you are
sure you do not need to make any more changes.

e Click CetBElslis when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.
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Required Organizational Documents

e Please submit all Organizational Documents by email to jointrfpinfo@dayton-
unitedway.org

Please use this check list to ensure you have submitted every document required.

Audit - Most recent audited Financial Statements. Service Providers are expected to obtain an
audit of their Financial Statements within six months of the end of their fiscal year. The audit
is expected to be done within Generally Accepted Accounting Principles. The Audit must
have a year-end no older than 12/31/2015. If your agency does not complete an audit, please
provide a written explanation.

Management Letter — If the most recent audit had a management letter (also known as
internal control deficiency letter) with it, please submit a copy of that management letter and
organization’s formal response. (A management letter is a detailed letter from the auditor that
Is usually addressed to the board of directors or the audit committee. It presents weaknesses
identified during the audit and offers recommendations to address them.

Tax Return - Most recent IRS Form 990 or 990EZ. The tax return must have a year-end no
older than 12/31/2015).

NOTE: You MUST SUBMIT an IRS Form 990/990EZ unless your organization is a church
or other house of worship, and thus not required by the IRS to file a return. This exemption
DOES NOT apply to general faith-based nonprofit service organizations.

Current Budget - Most current Board-approved budget with comparison of previous year and
current year-to-date actual revenues and expenditures.

Board Roster — Most current roster of your Board of Directors indicating those who are
officers, members of the Executive Committee, and all standing committees.

Unaudited Financial Statements — Most recent financial statements, no earlier than December
2016, should include a Statement of Financial Position (Balance Sheet) and Statement of
Activities (Income Statement).

Patriot Act Compliance — If the Service Provider receives United Way funds and donations,
in compliance with the USA PATRIOT (Uniting and Strengthening America by Providing
Appropriate Tools Required to Intercept and Obstruct Terrorism) Act and other
counterterrorism laws, the United Way requires that each Service Provider certify that United
Way funds and donations will be used in compliance with all applicable anti-terrorist
financing and asset control laws, statutes, and executive orders.

Disclosures — Please list any major changes and/or circumstances, fraud, litigation,
investigation, or other related occurrences since your most recent audit that would affect the
financial health of your organization. If there are not any disclosures, please indicate such
when completing the form online.

IRS Determination Letter - Most recent IRS determination letter. This document is required
only if an applicant agency is not currently receiving funding from Montgomery County or
United Way.
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Signature Page

Each Agency needs one signed Signature Page regardless the number programs for which your
Agency is intending to request Core Safety Services funds.

e Click the & button beside the 3" form: (there are no online responses needed in this form)

Letter of Intent: Core Services - PHGHEEE

House of Happiness - Agency

Saction Status
0 5y Leoerofinent Cf e.-.:*— Pl Series -
8 8 0172018 Procos :.e.':.u T Ouiskanding

ﬂ B 5y Srgtun Page - Cooe Syt Wl Secrices (FRINT. SKIN, god EMAIL o bgnd Deinagr Cutssindng

e Click on the download button when a new screen appears.

Form Report - Signature Page - Core Safety Net Services (PRINT, SIGN, and EMAIL or Hand Deliver) 1/

LOI Signature Page - Core Safety Net Services - 2017

I.Olsiwwnl’apl Core Safety Net Servicos.

n-

CERTIFICATION OF INFORMATION AUTHENTICITY

1 certify 10 the best of my knowledge that information in this Letier of Intent is cormect and tis document has been duly authorized by the goverming
body of the Agency submitting this letter of Intent
Lmo«mml«vmmumnwmmnnmsmmmmw&ocmwokummmmy be received no later
than March 3, 2017 at 5:00 p.m. Please print this form and email the iecdway.or by March 3, 2017 at 5:00 p.m.

This signed form may aiso be hand delvered to v-wmomu.:awaurwsuun Sulte 500, Dayton. Ohio 45402 1o later than March 3, 2017
215,00 p.m. No receipts will be provided delivered Authenticity
vmemmmamzsmmu(cuwimzcrmrwnmwmmmwm print and sign thei full
name. and date

e Save your Signature Page PDF document on your computer in a place you will be able to
find it.

e Print the signature page

e Obtain all signatures required. These written responses can be anywhere in the white part
of the page. BE SURE PRINTED NAME AND DATE ARE LEGIALBE.
o Print name of the Executive Director/ President / CEO of the Agency
o Signature of the Executive Director/ President / CEO of the Agency
o Date of the Signature of the Executive Director/ President / CEO of the Agency

e Scan the signed signature page and email it to jointrfpinfo@dayton-unitedway.org or hand
deliver to 33 West First Street, Suite 500, Dayton, Ohio 45402. There will be no receipts
given for hand delivered documents.
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Print Your Completed Letter of Intent: Core Services Package

e Click on the Main Menu or use your return button to get back to the Package Screen

Welcome Melonya

Packages
Main Menu =
» Combined Funding Application
[z DELLS. Due Date Description Status
My Cutpui(e) Mar 4, 2017 By | Letter of Intent Core Services Cutstanding
Logoff
= Mar 4, 2017 &) | Letter of Intent: Frail Elderly Supported Services Cutstanding
r——— M# Bl | Letter of Intent General Supported Services Cutstanding

e Click the Printer Button =2 beside the Letter of Intent Core Services Package

e Click on the download button when a new screen appears.

e Be sure to give your file a correct file name. 1 would suggest following the example in the
photo below. Agency name complete core services LOI date (house of happiness complete

core services loi 1.31.17)

e Save the PDF of the COMPLETE LETTER OF INTENT CORE SAFETY SERVICE
PACKAGE in a folder you can find easily on your computer.

House of Happiness - CB Package Detail Report

Letter of Intent: Core Services - 2017

Fer Howse of Happiness (2579183) - Agency

cgram Name: HAPPY DAYS FOR HOUSING PROGRAM
AGENCY INFORMATION
Name of Organization: united way of the greater dayton area
Main Address: 33 west first sireet. sule 500

File name: Agency name. program name.loi.date FOR EXAMPLE: United Way Community Impact LOI 1.30.17 h

Save as type: | Adobe Acrobat Document

= Hide Folders

e IFAPACKAGE HAS MULTIPLE FORMS OF THE SAME TYPE THE PACKAGE
WILL ALWAYS READ OUTSTANDING.




Letter of Intent — Frail Elderly Supported Services

e Click on the link in the Log In email you received from jointrfpinfo@dayton-

unitedway.org

e You will see your Name at the top of the Package Screen on the right.

e Click on the Letter of Intent: Frail Elderly Supported Services

Welcome Melonya
Pa ckages

Y Y
n Menu

r Combwed Furding Spplcaton
[Phass 1:

B

- Due Dats Eesrigton

ey M &, 2017 O & Leecfiient Geeergl Socopned Seniies

Now you are in the Letter of Intent: Frail Elderly Supported Services Package

Letter of Intent: Frail Elderly Supported Services - Package g

House of Happiness - Agency

Section
& &y Letter of IntentFrail Elderly Supported Services

&, Ej 2017-2018 Proposed Agency Budast

& @E] Signature Page - Frail Elderly Supported Services (PRINT. SIGN. and EMAIL or Hand Deliver)

Click on form 1: Letter of Intent Frail Elderly Supported Services

e Answer all questions about your agency, program, and funding requests.

Program Name: * HAPPY DAYS FOR HOUSI
AGENCY INFORMATION

Name of Organization * united way of the greater d;
Main Address * 33 west first street. suite 50
Fax Number = 937-225-3074

Executive Director Name * Melonya Cook

Executive Director Fhone Number = 0372253058

Executive Director Email Address = melonyac@dayton-unitedw
Agency Primary Contact Person Name (if other than Executive Director) Tracy Sibbing

Agency Primary Contact Phone Number 9372253031

Agency Primary Contact Email address tracys@dayton-unitedway:t

e Save your responses often by clicking on the save button at the bottom of the form.
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Continued: Letter of Intent — Frail Elderly

To make changes to any form click the '** ' update form button. You must have saved
your responses into the form by clicking the save button before clicking the update
form button to see the changes you made to the form you were most recently working
in.

When all responses are entered and reviewed save one more time.
Click the = printer button beside the form name.

Click on the download button when a new screen appears. This button is an arrow with a

line under it.

Save the PDF on your computer, in a folder you can find easily. Be sure to give your file a
correct file name. | would suggest following this example: Agency name. LOI Frail
Elderly. Date (house of happiness LOI form Frail Elderly 1.31.17)

Form Report - Latter of Intent-Frail Elderly Supported Services

Letter of Intent: Frail Elderly - 2017
For

Houne of Happineas (25T9143) - Agency

Program Mame: senscrs.
AGENCY INFORMATION
Mame of Organzason. semons

@ Save hs

:_j\ [l « C12m7 + RFP + Final documents for 2007 funding process

LDV OLE ouse of happiness seniors fradl dlderly 1.31.17]

Save & types .Mnbe Acrobat Document

Review all responses on this pdf document. Make sure your Agency/program leadership
has approved all the responses.

Make any updates needed to the responses by logging back into the online forms and click
the update form button beside the form you want to update. Continue to print and review
each Letter of Intent LOI Frail Elderly form until you are sure you do not need to make any
more changes.

Click 2am=CEull when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.

11
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How do | submit Multiple Letter(s) of Intent for Frail Elderly?
e Click on the Letter of Intent: Frail Elderly

NOTICE: The first Letter of Intent form you completed is now the name of the program you
entered on the original form. See below — the form name is no longer Letter of Intent Core
Services — it is the name of the program I entered as my Program Name response. On the
top of the form you will notice it continues display the original form name.

e Click the E Add a Form button beside the first form you completed.

Letter of Intent: Frail Elderly To delete a Letter of Intent form change the

first question response to DELETE and send
Form an email to jointrfpinfo@dayton-
= &, E seniors unitedway.org and request for a form to be

deleted. Include your phone number in the
email. Deletions will only be made while a

e This will add an empty Letter of Intent form to the user is on the phone.
package. Complete this form just as you did the first
form.

e Save your responses often by clicking on the save button at the bottom of the form.

Return

e Each Letter of Intent form you add will display the Program name as the form name once
you have clicked Save and clicked the update form button.

e To make changes to any form, click the '** 'update form button in front of the form name
for which you want to make changes/add responses. You must have saved your responses
into the form by clicking the save button and the update form button to see changes. If
you have multiple versions of the same form YOU MUST CLICK THE PENCIL —
UPDATE FORM button after clicking save. Just clicking the save button will NOT
show you the newly entered responses even when they are saved in the system.

e Clickthe E Add Form button beside the first form in the package until you have
completed a form for each program for which you intend to request funds.

e Enter responses for each form question just as you did in the first form.

e Save your responses often by clicking on the save button at the bottom of the form. When
you finished entering all of your responses click the &4 button beside the form name.

e Follow the instructions for downloading under the Letter of Intent Form page. When you
are sure you do not need to make any more changes to this form click the submit button at
the bottom of the form like you did in the first form.

e Click 2eBEsis when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.

12
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Agency Budget

Click on Form 2 in the Letter of Intent Frail Elderly Supported Services Package:
2017-2018 Proposed Agency Budget

Letter of Intent: Frail Elderly Supported Services - Package

House of Happiness - Agency

Section

&, | & Letter of IntentFrail Elderly Supported Services

2017-2018 Proposed Agency Budagst _

Signature Paqge - Frail Elderly Suppaorted Services (PRINT. SIGN. and EMAIL or Hand Deliver)

Return

Users may want to click the excel button beside the Agency Budget form to see all the budget line
items and enter dollar amounts in this excel document prior to entering responses into Andar. This
will allow you to be sure your calculations are correct — and provide the person(s) preparing the
Agency Budget to see all line items available in the form.

Enter all dollar amounts in the PROPSED AGENCY BUDGET.

Item Description Amount Side

Total Supported Services Revenue $1500.00 Income

Total Frail Elderly Revenue 5120000 Income
Total United Way Revenue (including designations) 51500 Income

All Government $16.00 Income

Notice the Andar System will calculate the totals of revenue and expense for you.
You will find the totals and any surplus/deficit of the Agency Budget in the bottom of the
form.

Total Income $275,000.00
Total Expense $275,000.00
Total Surplus/Deficit $0.00

You can print the form in PDF to check all budget form responses.

You can also open the form in excel and check responses or change responses in excel to
ensure the calculations you made are correct.

Save your responses often by clicking on the save button at the bottom of the form.

When you finished entering all of your responses click the & button beside the form name.
Follow the instructions for downloading under the Letter of Intent Form page. When you
are sure you do not need to make any more changes to this form click the submit button at
the bottom of the budget form.

Click 2m=Esulis when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.

13
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Required Organizational Documents

e Please submit all Organizational Documents by email to jointrfpinfo@dayton-
unitedway.org

Please use this check list to ensure you have submitted every document required.

Audit - Most recent audited Financial Statements. Service Providers are expected to obtain an
audit of their Financial Statements within six months of the end of their fiscal year. The audit
is expected to be done within Generally Accepted Accounting Principles. The Audit must
have a year-end no older than 12/31/2015. If your agency does not complete an audit, please
provide a written explanation.

Management Letter — If the most recent audit had a management letter (also known as
internal control deficiency letter) with it, please submit a copy of that management letter and
organization’s formal response. (A management letter is a detailed letter from the auditor that
Is usually addressed to the board of directors or the audit committee. It presents weaknesses
identified during the audit and offers recommendations to address them.

Tax Return - Most recent IRS Form 990 or 990EZ. The tax return must have a year-end no
older than 12/31/2015).

NOTE: You MUST SUBMIT an IRS Form 990/990EZ unless your organization is a church
or other house of worship, and thus not required by the IRS to file a return. This exemption
DOES NOT apply to general faith-based nonprofit service organizations.

Current Budget - Most current Board-approved budget with comparison of previous year and
current year-to-date actual revenues and expenditures.

Board Roster — Most current roster of your Board of Directors indicating those who are
officers, members of the Executive Committee, and all standing committees.

Unaudited Financial Statements — Most recent financial statements, no earlier than December
2016, should include a Statement of Financial Position (Balance Sheet) and Statement of
Activities (Income Statement).

Patriot Act Compliance — If the Service Provider receives United Way funds and donations,
in compliance with the USA PATRIOT (Uniting and Strengthening America by Providing
Appropriate Tools Required to Intercept and Obstruct Terrorism) Act and other
counterterrorism laws, the United Way requires that each Service Provider certify that United
Way funds and donations will be used in compliance with all applicable anti-terrorist
financing and asset control laws, statutes, and executive orders.

Disclosures — Please list any major changes and/or circumstances, fraud, litigation,
investigation, or other related occurrences since your most recent audit that would affect the
financial health of your organization. If there are not any disclosures, please indicate such
when completing the form online.

IRS Determination Letter - Most recent IRS determination letter. This document is required
only if an applicant agency is not currently receiving funding from Montgomery County or
United Way.

14



mailto:jointrfpinfo@dayton-unitedway.org
mailto:jointrfpinfo@dayton-unitedway.org

Signature Page

Each Agency needs one signed Signature Page regardless of how many programs for which your
Agency is intending to request funds.

Click the & button beside the 3 form: (there are no online responses needed in this form)

Letter of Intent: Frail Elderly Supported Services - Package

House of Happiness - Agency

Section

i%j Letter of Intent:Frail Elderly Supported Services
i%j 2017-2018 Proposed Agency Budaet
% %} Signature Page - Frail Elderly Supported Services (PRINT. SIGN. and EMAIL or Hand Deliver)

Return

e Click on the download button when a new screen appears.

Form Report - Signature Page - Frail Elderly Supported Services (PRINT, SIGN, and EMAIL or Hand Deliver)1 / 1

LOI Signature Page - Frail Elde u rted Servi - 2017
Form

LO! Signature Page - Frail Eidecly Supported Seevices
Yoar o7

CERTIFICATION OF INFORMATION AUTHENTICITY
1 condy 5o the best of my knowledge that informatin in this Letier of intent i COmect and this document has boen duly aumhorzed by he goveming
body of the Agency submising his lotier of intent

N . e —
P e ———— - — -

,\/\/ [ » Computer » melonyac (\\uwaddl\personalS) (V) » v|4 U

|

e Save your Signature Page PDF document on your computer in a place you will be able to
find it.

LORIONNE 5 of hapoiness frail eiderty 1311 h

Save as type | Adobe Acrobat Document

e Print the signature page

e Obtain all signatures required. These written responses can be anywhere in the white part
of the page. BE SURE PRINTED NAME AND DATE ARE LEGIALBE.
o Print name of the Executive Director/ President / CEO of the Agency
o Signature of the Executive Director/ President / CEO of the Agency
o Date of the Signature of the Executive Director/ President / CEO of the Agency

e Scan the signed signature page and email it to jointrfpinfo@dayton-unitedway.org or hand
deliver to 33 West First Street, Suite 500, Dayton, Ohio 45402. There will be no receipts
given for hand delivered documents.
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Print Complete Letter of Intent: Frail Elderly

Click on the Main Menu or use your return button to get back to the Package Screen

Welcome Melonya

Packages
Main Menu ~
» GonlmedFuni’lgﬁppiwmn
Thes o Due Date Description status
» My Qutput(s) Y .
Mar 4, 2017 L) | Letter of Intent: Core Services Cutstanding
Logoff
= Mar 4, 2017 %} Letter of Intent: Frail Elderly Supported Services Cutstanding
e o 2 Mar 4, 2017 @ Letter of Intent: General Supported Services Cutstanding

Click the Printer Button = beside the Letter of Intent Frail Elderly Package
e Click on the download button when a new screen appears.
e Be sure to give your file a correct file name. | would suggest following the example in the
photo below. Agency name core services date (house of happiness Frail Elderly 1.31.17)
e Save the pdf of the COMPLETE LETTER OF INTENT PACKAGE in a folder you can
find easily on your computer.

Form Report - Letier of Intent:Frail Elderly Supporied Services

Letter of Intent: Frail Elderly - 2017

For House of Happiness (2579183) - Agency

Program Name: seniors
AGENCY INFORMATION

Mame of Organization: seniors

Main Address: seniors

€ SaveAs —
e — —

e
l\_/‘u | .« CI2017 » RFP » Final documents for 2017 funding process

ZICNE Cllhouse of happiness seniors frail elderly 1.31.17

Save as type: [Adobe Acrobat Document

~ Browse Folders

o |F APACKAGE HAS MULTIPLE FORMS OF THE SAME TYPE THE PACKAGE
WILL ALWAYS READ OUTSTANDING.
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Letter of Intent — General Supported Services

e Click on the link in the Log In email you received from jointrfpinfo@dayton-
unitedway.org

You will see your name at the top of the Packages Screen on the right.
e Click on the Letter of Intent: General Supported Services

Welcome Melonya
Packages

Main Menu

Due Date
Mar 4 2017

Mar £, 2017

Mar 4 2017

Now you are in the General Supported Services Package.

In the photo below you will see 3 forms that must be completed to submit a letter of intent for a
General Supported Services Project.

Letter of Intent: General Supported Services - Package

House of Happiness - Agency

Section

&, = Lefter of Intent General Supported Services

& =
& =

Program Collaborator Identification

LOI Signiture Page - General Supported Services

Click on form 1: Letter of Intent General Supported Services

e Answer all questions about your agency, project, and funding requests.
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Continued - Letter of Intent — General Supported Services
Please note: In this form you will choose the Focus Area and Priority the Project will focus on.

Below are the focus areas and the Priority Areas you can choose from for each of the focus areas.

Focus Area Priority
Education and Life Skills Kindergarten Readiness

3" Grade Reading Proficiency
8" Grade Math Proficiency
High School Graduation

Career Ready/Post-Secondary Credentials

Health and Safety Food Access
Domestic Violence/Intimate Partner
Violence

Income and Stability Stable Employment

The first question under Project Information asks: With which Focus Area and Priority Area does
this Project Align?

e Click on the drop down menu and chose the focus area. When you have chosen the focus
area a new box will ask you to choose the Priority Area.

PROJECT INFORMATION

Education and Life Skills »

L]

Kindergaren Readiness

e Respond to each question in the form.

e Save your responses often by clicking on the save button at the bottom of the form.

ubmit

Feturn

e To make changes to any form click the ' 'update form button. You must have saved
your responses into the form by clicking the save button and then ALWAYS click on
the update form button to work in a new form or to see the changes you made to the
form you were working in. You will not see changes you saved to your forms until you
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Continued - Letter of Intent — General Supported Services

e When you finished entering all of your responses save them one more time and click the
update button so you can see the changes to your responses. .

e Click the = button beside the Letter of Intent form that now reads your Projects Name.
e Click on the download button when a new screen appears.

e Save the PDF in a folder you can find easily on your computer.

Form Report - Letter of Intent: General Supported Services

Letter of Intent - General Supported Services - 2017

Form Letter of Intent - General Supported Services
Year 2017

> Save As
e ——

U |l;5/ v Computer » melonyac (Vwuwad0lypersonal$) (V) »

[ZENET Rl elonyas House LOI General Supported Services 1.31.17)

Save as type: [Ad obe Acrobat Document

~ Browse Folders

e Review all responses on this pdf document. Make sure your Agency leadership has
approved all the responses

e Make any updates needed to the responses by closing the PDF and returning to the online
forms or logging back in to your the online forms and following the instructions for
updating for the form.

e Continue to print the form until sure you do not need to make any more changes to this
form. Don’t forget to click save and update form after each update you make to your

responses.

e Click CeBEESINM when you are completely done with a form and the form has been
approved by your Agency/Program leadership. Once you click submit you cannot

make any changes to your data. If you accidentally hit Submit please contact send a
request to jointrfpinfo@dayton-unitedway.org unlock the form.
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How do | submit additional Letter(s) of Intent for General Supported Services?
e Click on the Letter of Intent: General Supported Services

NOTICE: The first Letter of Intent form you completed is now the name of the program you
entered on the original form. See below — the form name is no longer Letter of Intent Core
Services — it is the name of the program I entered as my Program Name response. On the
top of the form you will notice it continues display the original form name.

Click the E Add a Form button beside the first form you completed. This will add an empty

Letter of Intent form to the package.
Letter of Intent: General Supported Services

Melonya's House (5339387 - Agency

Letter of Intent - General Supported Services h

\ Form Status.
T h Outstanding

B o B By Buiding Youth Together

e Complete this form just as you did the first form.
Save your responses often by clicking on the save button at the bottom of the form.

Return

e Each Letter of Intent form you add will display the Program name as the form name once
you have clicked Save and clicked the update form button.

e To make changes to any form, click the " 'update form button in front of the form name
for which you want to make changes/add responses. You must have saved your responses
into the form by clicking the save button and the update form button to see changes. If
you have multiple versions of the same form YOU MUST CLICK THE PENCIL -
UPDATE FORM button after clicking save. Just clicking the save button will NOT
show you the newly entered responses even when they are saved in the system.

e Continue to click the E Add Form button beside the first form in the package until you
have completed a form for each PROJECT for which you intend to request funds.

e Enter responses for each form question just as you did in the first form. Save your responses
often by clicking on the save button at the bottom of the form.

e When you finished entering all of your responses click the &4 button beside the form name.

¢ Follow the instructions for downloading under the Letter of Intent Form page. When you
are sure you do not need to make any more changes to this form click the submit button at
the bottom of the form like you did in the first form.

e Click 2=BEESuIM when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any
changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form. (FOR
INSTRUCTIONS ON DELETING A FORM SEE THE NEXT PAGE)
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Program Collaborator Identification

e Click on Form 2: Program Collaborator Identification

e Lead Agency’s completing a Letter of Intent for Supported Services must submit a
Program Collaborator form identifying their program(s) that intend to request funds in this

PROJECT.

Letter of Intent: General Supported Services - Packa

House of Happiness - Agency

Section

Letter of Intent: General Supported Semvices

8 =
& B Program Collaborator Identification H
& @E] LOI Signiture Page - General Supported Senvices

To delete a Letter of Intent form change the
first question response to DELETE and send
an email to jointrfpinfo@dayton-
unitedway.org and request for a form to be
deleted. Include your phone number in the
email. Deletions will only be made while a
user is on the phone.

e The first question in the form is the name of the Agency whose program is collaborating

on the Project.

e Once you enter an Agency Name in the form, save your response, and click the update
form button, the form name will change to the name of that Agency.

e In this form you must indicate what Focus Area and Priority Area the PROGRAM

COLLABORATOR will focus on in the PROJECT.

e Choose from the drop down fields like you did in the Letter of Intent Form.

Foem
*_I E-I $ Program Collabcrator identdcation

COLLABORATION: Collaboraan 5 3 SRansd dedision-making. shaned resourtes and shaned cccuniabilty among parip
Erecly rilales b he collecth cact outtomes. Pleass include all condrmed PROGRAM a @
QFuEst @ any b a yashong by their laad agent

Program Mama
Pragras F and Priceity Afed

Does this PROGRAM have an existng parngrship with Tw ead agency of his project?

Whates the rolé of the PROGRAM in the progscr?

Esmata miber o | plicated s b be 5 froem ] B

al PFROGRA omed Serioes Request
Total FROGRAM Uniled Way Regquest



https://epledge.dayton-unitedway.org/uwday/servlet/eAndar.CBPackageDtl?p=2B2150643E61676045277E3E&d=5062485E626749475E387E3E&a=515A333D3B366A706C3E7E3E
https://epledge.dayton-unitedway.org/uwday/servlet/eAndar.CBPackageDtl?p=2B2150643E61676045277E3E&d=5062485E626749475E387E3E&a=515A333D3B366A706C3E7E3E
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Continued - Program Collaborator Identification

e Answer all questions for the PROGRAM that is Collaborating on the PROJECT.
e  Save your responses often by clicking on the save button at the bottom of the form.

e AFTER you have saved all the responses in the form and clicked the Update Form Button so
all your responses will show in the form click the =i button beside the form name.

e  Save a copy of this PDF to your computer.

"orm Report - Program Collaborator Identification

Program Collaborator Identification - 2017
o Identfication

Fe Program Collaborator
2017

COLLABORATION: 2 snared and shared )
GFOupS. It 5 3N ONGING, COBIBOrAivG efior that drectly retates 10 the colloctve IMPAct OuCOMes. Pleass Inclde all corfimod PROGRAM
Colabaoraton fegardiess of N Intentian 10 $eek HOQMAM AuNds I Bis process. Afly PN Nt (6GUESING s Shoukd angwer all QUESSONS of
Frovide answers 10 a QuUestions 10 hex kead 3gency bul % Not required 15 submit the agencyMnancal documents.
Agency Name:
Program Name
Program Focus and Priorty Area
Does this PROGRAM have an existing parinership with the leadd agency of this project?” oYes aNo
What is the role of the PROGRAM in the project?

Estimated number of Unduplicated Clieets 10 b served rom July 1, 2017 - June 30, 20187
Total PROGRAM Supported Senvices Request

Save 5 type: | Adobe Acrobat Document

e Review the completed form responses to ensure they are correct.

e Send a copy of this PDF to your contact at your Collaborating Program to ensure they also
agree with all responses.

e Log back into the online forms or use the return button to go back to the package screen and
open the Program Collaborator Identification Form to make any changes in the responses.

e Save your responses often by clicking on the save button at the bottom of the form.

e When you finished editing responses, click the &= button beside the form name and and
continue to make updates until you are sure all reponses are correct. Remember each Program
Collaborator and your own Agency CEO/President/Executive Director must sign off on each
General Support Services LETTER OF INTENT submission. So you need to be SURE all
responses have been approved by all parties.

e Click CeBEESUIM when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any changes

to your responses in that form. If you accidentally hit Submit please send a request to
jointrfpinfo@dayton-unitedway.org to unlock the form.
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How do | submit additional Program Collaborator Forms?

e To add additional Program Collaborator forms click the E Add a Form button beside the
first Program Collaborator Form you completed. Remember this form will have the name of
the Agency Name now.

e Lead Agencies must also submit a Program Collaborator form for the program(s) that will
seek funds in the PROJECT.

To delete a Letter of Intent form change the
Program Collaborator Identification first question response to DELETE and send |
an email to jointrfpinfo@dayton-
unitedway.org and request for a form to be
deleted. Include your phone number in the
email. Deletions will only be made while a
user is on the phone.

Melonya's House (5338387 - Agency

Program Collaborator Identification

Form Status
C*O"‘:J 2 | B | 5 | House ofHappiness ? Outstanding
COLLABORATION: Collaboration is a shared decision-making, shared resources and shared accountability amang participating organizations and groups. Itis an ongoing, collaborative effort that
directly relates 1o the collactive impact oUltomes. Please inciude all confirmad PROGRAM Collaborators regardiess of their intantion 1o Seek program fUnds in Mis process. Any parnar not requesting
funds should answer all UeSions or provide answers to all questons 1o their lead agency but are not required to sUbMIt the agency/Mnancial documents
Agency Name: ﬁ- House of Happiness

e Complete this process until there is a Program Collaborator form for each Agency with a
a program that is going to collaborate on this PROJECT. (including the Lead Agency’s
Program(s) in the Project.) This includes any agencies that are not requesting funds
from this process but are collaboring with your PROJECT.

e Save your responses often by clicking on the save button at the bottom of the form

e Click the “* 'update form button in front of the form to make changes/add responses.
You must save your responses into the form by clicking the save button. ALWAYS click
on the update form button to see the changes you made in a form. If you have
multiple versions of the same form YOU MUST CLICK THE PENCIL — UPDATE
FORM button after clicking save. Just clicking the save button will NOT show you the
newly entered responses.

e When you finished entering and reviewing all of your responses click the &4 button beside
the form name.

e Follow the instructions for downloading under the Letter of Intent Form page of this
manual.

e Click CeBEESUIM when you are sure all responses have been approved by your
Agency/Program leadership. Once you click submit you cannot make any

changes to your responses in that form. If you accidentally hit Submit please send
a request to jointrfpinfo@dayton-unitedway.org to unlock the form.
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Continued — Additional Program Collaborator Forms

Remember there are no rules on the number of Program Collaborators in a PROJECT.

Remember a successful PROJECT will have Program Collaborators who are providing
services/measuring outcomes across focus areas.

Below is ONE example of a Collective Impact Project Design. There are no limits on the
number of different Collective Impact Project Designs. THE ONLY CONSRTAINT IS
EVERY PROJECT MUST HAVE A MINIMUM OF ONE COLLABORATOR
PROGRAM. NO SINGLE PROGRAM WILL RECEIVE FUNDS IN GENERAL
SUPPORTED SERVICES.

EXAMPLE OF A COLLECTIVE IMPACT PROJECT

Lead Agency A submits PROJECT —KIDS SUCCEED

Focus: Education;

Priority: 3" Grade Reading.

Agency A's program in the Project: READ4SUCCESS

Focus: Education;

Priority: 3rd grade reading;

Goal: To Expand quality of out-of-school (after school and summer) learning opportunities;

Evidence Based Strategy - provide the evidence based reading curriculum READ FOR SUCCESS to
children K-3" grade.

Benefit/Outcome: Kids read at grade level in the 3™ grade.

Funds Requested: United Way and General Supported Services

Agency B’s program in the Project: HEALTHY KIDS

Focus: Health and Safety

Priority: Food Access

Goal: Improve access to nutritious food

Evidence Based Strategy: - provide an evidence based obesity/diabetes prevention curriculum kids, parents,
and youth workers

Benefits - increase knowledge of good nutrition (health); better attendance at school (education) and work
(income stability) ; access to quality programming (education)

Funds Requested: General Supported Services only

Agency C’s program in the Project: BEFREE:

Focus —health;

Priority- Domestic Violence/Intimate Partner Violence;

Goal - Reduce domestic violence homicides;

Evidence Based Strategy - provide an age appropriate evidence based violence prevention curriculum to
elementary and middle school youth

Benefits: kids do not engage in violent behavior (health); Kids have knowledge of resources to keep them
safe at school

Funds Requested: No funds requested
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Required Organizational Documents

Please submit all Organizational Documents by email to jointrfpinfo@dayton-unitedway.org
Documents may be delivered to United Way at 33 West First Street, Suite 500, Dayton, Ohio
45402

Use this check list to ensure you have submitted every document required.

NOTE: Program Collaborators NOT requesting funding DO NOT submit their Organizational
Documents. Every Agency with a program applying for funds must sumbit the documents below.

Audit - Most recent audited Financial Statements. Service Providers are expected to obtain an audit of
their Financial Statements within six months of the end of their fiscal year. The audit is expected to be
done within Generally Accepted Accounting Principles. The Audit must have a year-end no older than
12/31/2015. If your agency does not complete an audit, please provide a written explanation.

Management Letter — If the most recent audit had a management letter (also known as internal control
deficiency letter) with it, please submit a copy of that management letter and organization’s formal
response. (A management letter is a detailed letter from the auditor that is usually addressed to the
board of directors or the audit committee. It presents weaknesses identified during the audit and offers
recommendations to address them.

Tax Return - Most recent IRS Form 990 or 990EZ. The tax return must have a year-end no older than
12/31/2015).

NOTE: You MUST SUBMIT an IRS Form 990/990EZ unless your organization is a church or other
house of worship, and thus not required by the IRS to file a return. This exemption DOES NOT apply
to general faith-based nonprofit service organizations.

Current Budget - Most current Board-approved budget with comparison of previous year and current
year-to-date actual revenues and expenditures.

Board Roster — Most current roster of your Board of Directors indicating those who are officers,
members of the Executive Committee, and all standing committees.

Unaudited Financial Statements — Most recent financial statements, no earlier than December 2016,
should include a Statement of Financial Position (Balance Sheet) and Statement of Activities (Income
Statement).

Patriot Act Compliance — If the Service Provider receives United Way funds and donations, in
compliance with the USA PATRIOT (Uniting and Strengthening America by Providing Appropriate
Tools Required to Intercept and Obstruct Terrorism) Act and other counterterrorism laws, the United
Way requires that each Service Provider certify that United Way funds and donations will be used in
compliance with all applicable anti-terrorist financing and asset control laws, statutes, and executive
orders.

Disclosures — Please list any major changes and/or circumstances, fraud, litigation, investigation, or
other related occurrences since your most recent audit that would affect the financial health of your
organization. If there are not any disclosures, please indicate such when completing the form online.

IRS Determination Letter - Most recent IRS determination letter. This document is required only if an
applicant agency is not currently receiving funding from Montgomery County or United Way.
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Signature Page

Each Agency must submit a one Signature Page for every Project for which they intend on
requesting funds.

Each Signature page must contain every Collaborating Program’s Agency President/CEO/
Executive Director’s printed name, signature, and date.

Click the & button beside the 3" form: (there are no online responses needed in this form)

Letter of Intent: General Supported Services - Package

House of Happiness - Agency

Section

Letter of Intent: General Supported Services

1%] Program Callaborator Identification

LGl Signiture Page - General Supported Services H

Return

e Click on the download button when a new screen appears.

Form Report - LOI Signiture Page - General Supported Services LA

LOI Signature Page - General Supported Services - 2017
v“' 1’.:‘- ’li'wu Page - General Supported Services

CERTIFICATION OF INFORMATION AUTHENTICITY

1 ety 10 the ekt of my KNOwhedge $iad information in this Lattor of intert is Correct and s Cocument has boen duly SURGAzed by P goveming
body of the Lead Agency submitting INs leler of intert &3 wed a3 the Agency CEOPresidentExecutive Direcior of each confimed Program
Cotaborator.

Lotior of kntiont onling forms must Be SuSaaed in T Andar Sysien and i $ignod Conicasion of INfrmason aulhenticlly must be received ro Lt
than March 3, 2017 a 500 p.m. Please prnt this Soem and omad e signed copy 10 jokerinfo@dayton-untedwary org by March 3. 2017 at 500 p m
This signed form mary also be hand delivered 10 the UWGDA Ofice at 33 West First Street, Susle 500, Dayton, Ohio 45402 o later Shan March 3, 2017
98500 p.m. NO Fecopts wil Do provided for hand Seivered Auhentcly e,

In the space below the CEOPRESDENTEXECUTIVE DIRECTOR om the Lead Agency and each Collatarating Program must st thei agency
name. print and sign their A name. and date. If s project is selected 10 SubMt 3 it AppAcation each ColabOMBNG PIOIAm will SN an indidual

mdwumw&qmnmbuhw
G‘ 50?-5

(L) 198 » Computer » melonyac (\\uwaddl\personal$) (V) »

File name:  melonyas house general support services LOI

Save as type: | Adobe Acrobat Document

e Save your Signature Page PDF document on your computer in a place you will be able to
find it.

e Print the signature page

e Obtain all signatures required. These written responses can be anywhere in the white part
of the page. BE SURE PRINTED NAME AND DATE ARE LEGIALBE.
o Print name of the Executive Director/ President / CEO of the Agency
o Signature of the Executive Director/ President / CEO of the Agency
o Date of the Signature of the Executive Director/ President / CEO of the Agency

e Scan the signed signature page and email it to jointrfpinfo@dayton-unitedway.org or hand
deliver to 33 West First Street, Suite 500, Dayton, Ohio 45402. There will be no receipts
given for hand delivered documents.
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Print Complete Letter of Intent: General Supported Services

Click on the Main Menu or use your return button to get back to the Package Screen

Welcome Melonya

Packages
Main Menu ~
» Gonlll'ledFuni\gﬁppMm
Thes o Due Date Description status
» My Qutput(s) Y .
Mar 4, 2017 L) | Letter of Intent: Core Services Cutstanding
Logoff
= Mar 4, 2017 %} Letter of Intent: Frail Elderly Supported Services Cutstanding
e o 2 Mar 4, 2017 @ Letter of Intent: General Supported Services Cutstanding

Click the Printer Button = beside the Letter of Intent Core Services Package
e Click on the download button when a new screen appears.

e Be sure to give your file a correct file name. | would suggest following the example in the
photo below. Agency name core services date (house of happiness core services 1.31.17)

e Save the PDF of the COMPLETE LETTER OF INTENT PACKAGE in a folder you can
find easily on your computer.

‘'orm Report - Letter of Intent: General Supported Services

Letter of Intent - General Supported Services - 2017
:o: % of Intent - General Supparted Services

G Save As
- L

&) VL{ -?omputrv » melonyac \'\‘.w:ﬂ)ﬁp«t«\ali) V) »

< 6o Ml Séorch e
LT Melonyas House LOI General Supported Senices 1311 h

Save as type | Adobe Acrobat Document

o |IFAPACKAGE HAS MULTIPLE FORMS OF THE SAME TYPE THE PACKAGE
WILL ALWAYS READ OUTSTANDING.
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