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                   UNITED WAY OF THE LOWER EASTERN SHORE 

               AGENCY SITE VISIT GUIDELINES

Purpose:
To provide the visiting team from the Community Investment Committee with a direct view of the agency’s operation and have the opportunity to ask questions regarding the submitted budget and need for United Way funds.

Time Frame: 
April – May.  Each site visit will be approximately 2 hours structured into three parts: 1) Agency Presentation-45 minutes; 2) Questions-60 minutes and 3) Agency Tour-15 minutes.
Participants:
Attending the site visit will be a 3-5 member team from the United Way Community Investment Committee.  Each agency must have in attendance at least 2 Board members (preferably the Board President as one) and the Executive Director. Additionally, the person responsible for completing the budget application must attend if it was not the Executive Director.
Tips & Suggestions:

1. Prepare your presentation plans.  Ensure each of your participants knows his/her role ahead of time.  Start with a concise recap of your agency’s mission and program highlights and then an explanation of your budget request and detail as you see appropriate.

2. Visual guides may prove helpful.

3. Be prepared to respond to how your agency followed any United Way recommendations made during the previous community investment process.  

4. Present how you spent United Way funding during the past year and how you would like to spend it in the coming year.

5. Prioritize your agency’s request if asking for funding for more than one program.

6. Plan a presentation that demonstrates the importance of the United Way funding to your agency.

7. Ensure budget presentations both verbally and in writing are clear, accurate, and well prepared.

8. If appropriate, and you believe it may be helpful, have a client also share at the presentation portion of the site visit.

9. Do not provide the Community Investment Team with any additional materials.

10. Be confident!  If your budget presentation is sound and well founded, it should stand up under close review.  Good presentations are the result of sound, year-round fiscal planning, a realistic approach to financing a program, and active Board involvement.


Please keep in mind, the Community Investment Committee will have difficult decisions to make and close attention will be focused on 1) how critical United Way dollars are to your program(s) and 2) measurable impact on peoples’ lives.








