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PARTNER AGENCY ~ REQUIRED FORMS CHECKLIST
Agency: 











Contact Name: 











Telephone: (____)



 E-mail: 




 

Your initials below indicate that you have uploaded each required form with your Agency Application & Budget Review Packet. 
1. 

 Internal Revenue Service tax-exempt 501(c) (3) IRS Determination Letter
2. 

 Current copy of By-Laws
3. 


 List of Board of Directors (includes names and addresses of all officers and directors; indicate
 those with voting privileges)
4. 

 Copy of Agency Organization Chart
5. 

 Copy of current Certificate of Fidelity/Employee Dishonesty Insurance
6. 


 Copy of Certificate for Solicitation
 (Issued by Division of Public Charities; if expired,  copy of Form PC Application in progress)
7. 


 Copy of Annual Audit (Annual budget greater than $100,000) OR Year-end Financial 
 Statement (Annual budget less than $100,000) 
8. 

 Copy of IRS Form 990 (pages 1 – 11)
9. 


 Copy of minutes from most recent Annual Meeting
10. 


 Annual Report (current year or most recent)
11. 

 Copy of Agency’s Affirmative Action Plan (updated to include requirements of the ADA)
12. 


 Form ST-2, Certificate of Exemption (if applicable)
13. 

 Date set for Annual Employee Giving Campaign presentation (Date: 


)
14. 

 Other; indicate type of form(s): 
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