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Applicant Contact Information:
	     

	Organization Name

	                                                                                                                        
	     
	     
	     

	Street Address
	City
	Zip Code
	County  

	     
	
	     
	     

	Organization Phone Number
	
	Fax
	Web Site

	                                                                                      
	     
	     
	     

	Organization Contact Person, Title
	Email
	Finance Director/Banking Confirmation Contact person
	Email

	     

	Audit Preparer (Contact, Company Name, address, email and phone of contact) 


Length of Time in Existence: Provide the Date of Incorporation: ___________________

Mission Statement of the Organization:

Write the Organization’s mission statement as approved by the Board of Directors and reflected in your application for 501(c)(3) status or updated mission filed with the IRS in box below. Include the date adopted or amended by the board of directors/trustees, whichever is more recent.
	


Organizations should be mindful that the SCFD Board is interested in confirming organizations’ financial viability and service to the residents. The Qualification Application provides clarity on the sustainability of applicants comparing the qualifying income to the Tier II Threshold, while the Certification Application (available under separate cover with deadline of July 12, 2010) provides opportunities for applicants to outline how they primarily serve the District residents. 

Request for Tier II Qualification 
This application is a request by the organization above for Tier II Qualification for Distribution Year 2010.  
	

	Authorized Executive’s Digital Signature1 and Title                                                        Date     

	1   by inserting a digital facsimile of your signature you confirm the accuracy of the contents of this filing.  


Tier II Qualification Application Checklist
SUBMIT ONE CD or Flash Drive before deadline – 5 p.m. Tuesday, June 1, 2010
Hand deliver or mail CD or Flash Drive to SCFD but media must be received at SCFD 
prior to deadline.

Please check boxes to confirm:
  FORMCHECKBOX 
 Organization representatives have attended a 2010 Tier II Orientation – either Friday, February 19th at 10 a.m. at the

       Aurora History Museum or Friday, March 12th at 2 p.m. at the Colorado Chautauqua Association
  FORMCHECKBOX 
 Organization has reviewed the 2010 Tier II CALENDAR
Reminder: Submit One Qualification Application using One CD.

CD should contain the following required forms and attachments in PDF format:
---------------------------------------------------------------------------------------------------------------------------------------- 
SCANNED ITEMS uploaded to the CD/Flash Drive all as PDF-formatted attachments
 FORMCHECKBOX 
 2010 Tier II Qualification Application (page one) and Checklist (this page)
 FORMCHECKBOX 
 Organizational Audited Financial Statements of most recently completed fiscal year   
 FORMCHECKBOX 
 IRS Form 990 most recently filed, including all schedules, Form 990T if applicable  
 FORMCHECKBOX 
 IRS tax status ruling letter dated within the last five years 
UPLOAD COMPLETED FORM A: Annual Operating Income Matrix (use only the 2010 version) 
 FORMCHECKBOX 
 Independent Auditor’s Report Verifying Form A 
 FORMCHECKBOX 
 Form A: Annual Operating Income Matrix 
     Applicable Supporting Detail Schedules as attachments:

 FORMCHECKBOX 
 Net Assets Released 
 FORMCHECKBOX 
 SCC Income 
 FORMCHECKBOX 
 Rental and Scientific/Cultural Residency Income
 FORMCHECKBOX 
 Other Unrelated Business Income as reported on 990T
 FORMCHECKBOX 
 Transfers from Endowment to the Tier II Organization’s operations
UPLOAD COMPLETED FORM B: Annual Paid Attendance 
 FORMCHECKBOX 
 Independent Accountant’s Report Verifying Form B 

 FORMCHECKBOX 
 Form B: Annual Paid Attendance 

Applicable Detail Schedules:

 FORMCHECKBOX 
 Qualifying Performance/Exhibit fundraising benefit activities

 FORMCHECKBOX 
 Other Qualifying Attendance

 FORMCHECKBOX 
 Non-Qualifying Performance/Exhibit fundraising benefit activities
 FORMCHECKBOX 
 Other Non-Qualifying Attendance

UPLOAD COMPLETED FORM C (if applicable)
 FORMCHECKBOX 
 Form C: Joint Venture Form  to report collaborations within all Tiers
 FORMCHECKBOX 
 Uploaded supporting documents 
ADDITIONAL ASSURANCES:
 FORMCHECKBOX 
 The organization will promptly notify the SCFD Board of Directors through SCFD Executive Director or
      Tier II Program Manager of any material change to the organization’s leadership, finances, mission,
      programming or other functions.

 FORMCHECKBOX 
 The organization operates with a Board-approved, comprehensive nondiscrimination policy matching the
      newly adopted SCFD policy, see:
      http://www.scfd.org/downloads/Board/SCFD%20Nondiscrimination%20Policy%20Oct09.pdf
      If the organization’s policy does not yet fully align with the SCFD policy, confirm it will by the close of the current FY.

 FORMCHECKBOX 
 The organization is in compliance with the ADA and the Fair Labor Standards Act    

 FORMCHECKBOX 
 Organization acknowledges SCFD support with logo placement and text such as 
     “With appreciation to the Citizens of the Scientific and Cultural Facilities District”

 FORMCHECKBOX 
 Organization has submitted an Economic and Social Activity Report (ESAR) by separate email to
      scfd@scfd.org by 06/01/2010. ESAR forms are available from Sheila (sheila@scfd.org).
 FORMCHECKBOX 
 CD or Flash Drive being submitted is labeled with the Organization’s name

Please attend training sessions being offered for the Tier II application process – see details above of on next page.
 Additionally, contact SCFD Program Manager at ext. 113 or Executive Director at ext. 111 for assistance.
TIER II 2010 QUALIFICATION APPLICATION DIRECTIONS
Attend a Qualification & Certification Training Session: 

Friday, February 19th at 10 a.m. at the Aurora History Museum or
              Friday, March 12th at 2 p.m. at the Colorado Chautauqua Association

Submit ONE CD or Flash Drive to SCFD – Media should have folders organized with required forms and attachments, each item in PDF format, which include: 

Part 1: Document folder
· The Tier II Qualification Application (cover page of this packet) signed by the authorized executive and scanned into a pdf document. No other cover letter is necessary.
· Checklist to ensure a complete application. 
Note: APPLICATIONS WITHOUT ALL SUPPORTING DOCUMENTATION WILL NOT BE ACCEPTED AFTER THE DEADLINE OF 5:00 P.M. TUESDAY, JUNE 1, 2010.
Part 2: Organizational Attachments folder containing:

· The most recently filed IRS Form 990 including all schedules and Form 990T, if applicable. For first time applicants, if this form is for a prior year, since filings run behind other reporting such as audits, then the organization’s audit for the year matching the Form 990 must also be submitted. Repeat applicants’ prior year financial statements are on file at SCFD so another set is unnecessary.   

· IRS tax status determination letter dated within the last five years, or more recent if substantial changes have taken place at the organization requiring reporting to the IRS. 
· Organization’s Audit of the most recently completed fiscal year. This must contain the Audit Letter, the Management Letter, balance sheet, statement of revenues and expenses and auditor’s notes to the financial statements.  For clarification, the ‘Audit Letter’ is signed by the auditor verifying that an audit of the organization’s finances have been conducted in accordance with GAAP or GASBE. The ‘Management Letter’ is prepared by the auditor for the organization’s board of directors as part of the traditional audit process. It addresses the organization’s internal control mechanisms and accounting practices, typically noting any irregularities or reclassifications of note, etc. It tells the organization’s board, and SCFD, what things need to improve in order for the organization to obtain a “clean” Management Letter.  
Part 3:  Completed Qualification Forms Folder containing Forms A, B, C with the related auditor’s letter and detail schedules. 
· Use directions to complete spreadsheet Forms A, B, and C which are available under separate cover as a document named, “2010 Tier II Qualification Forms.” 
· After completing forms and adding Independent Auditor’s/Accountant’s reports, save in PDF format and group these into one folder.  
Form A: Annual Operating Income Matrix
The District has revised Form A, the matrix form on which to report annual unrestricted operating income which is the total income from all sources per audit less the exclusions. Exclusions were changed in 2009 and are discussed in the following paragraphs. 2010 Form A is required for qualification; prior year’s forms will not be accepted and will disqualify the application. Form A must be verified by an independent auditor, and  the Independent Auditor’s Report along with other documents as outlined on the Checklist and in these directions, all of which will be submitted in PDF format. 
Form A has two parts: Total Unrestricted Annual Operating Income and Total Qualifying Income which must equal each other. A thorough review of the qualification and certification process including how to complete Form A, is offered at training sessions and a seasonal meeting of the SCC.  It is the applicant’s responsibility to attend training and to contact the SCFD for assistance. These directions will outline tips and provide notes to assist you in completing Form A. Refer to the sample Auditor’s Report provided on page 8. 
Tips for entering unrestricted audit figures onto FORM A, the matrix:

· Rename the column headings to match the categories used in your audit. Add columns as needed. 

· Remember to fill in row 1 with subtotals from the audit

· Rows A-H of the matrix are Revenue figures excluded from qualifying income; 
· Rows I-V of the matrix are Revenue figures included to establish qualifying income;
· This matrix spreadsheet is designed to calculate across rows and also down columns 
· Save your work on calculating spreadsheets, do not format into PDF until all tabs are complete;

· Combine detailed schedules into a PDF to relate to Form A asterisked categories if you have entries in any of these lines or columns: Net Assets Released (if listed on the financial statements, attach details of the original source of the asset (i.e. foundation, corporate, individual, etc.), SCC income, In-kind (if from related party as in governmental agencies); Rental, Residency or Unrelated Business income, Endowment transfers.

· Total Annual Operating Income and Total Qualifying Income will be equal.
Tier II 2010 Qualifying Annual Operating Income

In 2009, the SCFD Board of Directors instructed staff to relax the Tier II annual operating income analysis with respect to some excluded forms of income. Effective again for application year 2010, staff will exclude the following forms of income from its calculation of annual operating income (AOI). Underlined items are required to be excluded per the statute. 
Exclusions are:

1. Capital construction fund income 

2. Designated funds raised for the purchase of specified capital needs 

3. Income for endowment corpus 

4. Funds received from the SCFD  
5. SCC income if posted as income

6. Unrealized capital gains or losses 
 

7. In-kind income, unless provided by a related party and reported on audit or IRS Form 990  
8. Sales and Seat tax revenue unless reported on Form 990

These exclusions reflect items specified by statute along with accounting industry standards applicable to IRS reporting by non-profit organizations. SCFD works to assist groups in being able to adhere to IRS guidelines. 

Again, as in prior years, organizations will be asked to fully report all sources of income and the matrix Form A will be used to separate out the exclusions for determining the qualifying AOI relative to the annual threshold.  Additionally, SCFD will instruct organizations to track changes in their income from non-mission related business income, special events income, etc., to assist the Board’s ongoing analysis of the effects of threshold and economy on the members of Tier II, and to monitor eligibility.  

While the Board desires to assist groups to remain in the Tier by relaxing certain exclusions, the need for organizations to remain cognizant of SCFD core eligibility components including primarily serving the residents of the District through cultural missions and cultural programming, is strongly stressed. For example, significant amounts of unrelated business income and income from private events could jeopardize an organization’s nonprofit status as well as its SCFD eligibility. The statute requires an organization’s programs and activities to primarily benefit the residents of the District, i.e., the public living in the 7-county District.    

Total Qualifying Income is all income - except the exclusions (#1-8) outlined above, and may include:
Earned (and passive) Income:


Ticket sales (net of seat and sales taxes)   
Memberships





Tuition





Concession/gift sales (net of sales tax)


Income from Rentals 



Income from Scientific or Cultural Residencies  
 
Unrelated business income 


Interest income  


Other income 
Contributed Income:
Support from Individuals 


Corporate support

Charitable foundations



Income from endowment  
Government funding, exclusive of SCFD 
Special events

Clarification Notes related to possible sources of income: 

Ticket sales and other sources of taxable income are to be recorded net of sales and seat taxes since taxes are passed through the organizations and therefore are not actual income.

Concession sales sold by direct control of the qualifying institutions are qualifying income.
Concession sales sold through outside concessionaires shall be reported at net.
Rental income and Special Events income are now allowable by direction of the SCFD Board. Attach detailed schedules. Special Events are often reported as net income on IRS Form 990; attach details to reconcile any discrepancy between Form A, the matrix and Form 990 and/or audited financials.
Scientific or cultural residency in general terms, is an opportunity for an individual or group of individuals to enhance their participation in a scientific or cultural organization's programs through residence in facilities owned and managed by the qualifying institution.
Interest - report all realized interest income on this line, except interest earned from endowment.
Unrelated business income as reported on IRS Form 990T is now allowable by direction of the SCFD Board. Attach a detailed schedule.
Other income may include, for example, royalty earnings, program services revenue, paid outreach, etc. 
 In-kind income - the value of third party contributed goods and services which provide budget relief is excluded except when certain criteria is met, usually only valid for agencies of local government. For those not agencies of local government, the in-kind income figure is recorded as an excluded amount on Form A line G. For an agency of local government, the value of the in-kind income must be from a related party, it must be audited and a detailed description of the contributed goods and services and the related party donor information must be provided as a detail attachment to Form A. An example is when a local government cultural agency receives overhead support by another agency in the same government (related party) and official budget documents show the value of that support as $22,000 for phones, utilities, etc. which becomes integrated into the cultural agency’s audited statements, then the cultural agency can list an in-kind value of $22,000 on Form A line P ‘Other income’ or line U ‘Government, exclusive of SCFD’. 
Income from endowment which was formally transferred to operations should be counted once toward an organization’s qualifying revenue. Applicants should take care that qualifying revenue does not include contributions to an endowment or unnecessary transfers between endowment and operating funds.  SCFD will audit any unusual endowment activity.
Government funding (exclusive of SCFD) – report other grants, awards or contracts.
SCC revenue is not SCFD revenue. It should be reported as excluded on Line E (SCC Income) of Form A if it is posted as income and not as a reimbursement. The SCC is a cooperative effort of the Tier II organizations, administered by them, and should not be confused with formula and discretionary funds received directly from SCFD. SCC is supported only with members’ SCFD discretionary funds therefore funds received from SCC may not be treated as income. The only exception to this statutory rule is when an organization’s SCC income exceeds its payment to the SCC. Under those circumstances, the net increase may be reported as income.  

  Form B: Annual Paid Attendance Form Directions
The statute provides that paid attendance means the total annual paid attendance at all programs as verified by annual audit reports. The District Board has established Form B to report all attendance and highlight the annual paid attendance, which is required to be verified by an independent auditor and accompanied by their report on applying agreed upon procedures. See page 8 for a sample report. SCFD recognizes that procedures to verify attendance may vary widely therefore suggests to organizations and their auditors to re-evaluate their process for attendance tracking, reporting and verification, annually. Key points to test for confirming qualifying paid attendance are: 


1. Attendee has paid to enter or participate in the activity. 


2. Activity is mission-related. 


3. There is open public access to the activity (they can select to buy a ticket). 
Complete the upper section of Form B using the organization’s verified Total Paid Attendance which also includes tickets sold. This could include:    
Subscriptions/Memberships  
     
Individual/General/Full Price Admissions (tours, exhibits, performances, etc.)
     
Reduced rate admissions
     
Qualifying performance/exhibit fundraising activitites 

    
Paid course enrollment

    
Other qualifying attendance 
For organizations supported through subscriptions, count the number of subscriptions (tickets) sold, not the actual attendance of who showed up, as paid attendance. For organizations supported through memberships, count the attendance by members each time they visit as paid attendance. A qualifying fundraising event (benefit performance or gala evening for example) is an activity whereby attendees have paid admission and a mission-related performance or exhibit is central to the event and the public could elect to attend by buying tickets. Attach a detailed schedule outlining events, dates and number of attendees. Participants in paid classes and workshops will be counted for each class session within a series.  That is, if a participant enrolls for a class that meets four times, that participant will be counted four times.  Other qualifying paid attendance such as paid school groups or paid volunteer activities must be documented with an attached schedule outlining the income and attendance.

Complete the lower section of Form B using the organization’s verified Total Unpaid/Non-Qualifying Attendance figures. This could include:
Complimentary Admissions (free events, performances)  



Free Tours  
Non-qualifying performance/exhibit fundraising activities  

Free Outreach activities

Other non-qualifying attendance (such as volunteer activities)
All Free admissions are excluded, whether pertaining to regular programming or outreach, with or without public access. Please list outreach separately, if possible. Tour group attendance is excluded unless a payment per person is made. A non-qualifying fundraising activity is a fundraising event that either a) does not include a scientific or cultural mission-related performance/exhibit component, or b) includes a scientific or cultural component that is secondary to the fundamental nature of the benefit. Free admission volunteer activities are also excluded.  Any other unpaid attendance must be documented with an attached schedule. Complete the lower line for Total Attendance at All Activities and remember to attach schedules for all asterisked items on Form B and as noted above.

Examples of qualifying paid vs. non-qualifying paid attendance:
1. Corporate sponsored events. When a corporation underwrites an event in exchange for a set 
number of tickets for its employees, attendance by those employees is counted. Attendance 
resulting from group tickets purchased by a corporation at reduced rates is counted.
2. Social events. Attendance at non-mission related, social events with an entrance fee, is not qualifying.
3. A wedding at a cultural facility is non-qualifying because while there is a fee paid, the public access and mission-related focus is lacking;

                                                          Form C: Joint Venture Form Directions 

Joint Venture reporting on Form C is required when Tier II institutions collaborating on activities, where certain amounts of risk are shared and/or organizations function equally, sharing responsibilities as, for example, co-producers of a tour. The Form provides details about the activity, and is useful for allocating income and attendance to each of the participating institutions. Joint Ventures are to be reported for collaborations within the Tier (excluding SCC projects) and with organizations of Tier I and/or Tier III. Each joint venture should be recorded on a separate form and should reflect activities from the most recently completed fiscal year. Form C is not required for rental arrangements between organizations regarding physical space or equipment or for instances when a larger entity simply hires a smaller one, etc. 

After the Form is completed, each organization should insert its corresponding income and attendance figures into the appropriate categories on its Form A: Annual Operating Income Matrix and Form B: Annual Paid Attendance. 
Reminder: For each Form, incorporate supporting data into notes outlining the joint venture and attach copies of the related contracts.    
Example of Notes to Attach to Form C: Joint Venture Form
NOTE (1)   Basis of Presentation: 
 Museum A, is a multi-disciplinary art center, which was established as a focal point for cultural and educational activities.  The major artistic goals of the Museum are to present quality events, provide opportunities for the public to attend arts events, provide artists with opportunities to work and provide opportunities for personal growth and expression to citizens and artists of this community and the surrounding region. The Museum is a recipient of funds from the Scientific and Cultural Facilities District (District).    
 Museum B is a contemporary visual art museum, which was established to preserve and exhibit contemporary art of American-born artists.  The major artistic goals of the Museum are to present the highest quality exhibits and related events for both artists and the public.  Museum B is a recipient of funds from the Scientific and Cultural Facilities District (District).   
 Together Museum A and Museum B collaborated on a joint touring exhibit which visited venues across the seven counties from [this date] to [that date]. Corporate sponsorships assisted the effort and entrance prices were kept low to further serve the residents. Working together the effort had more positive results of increased _____% of attendance and ______more visits from student groups and produced less strain on resources than if the participating organizations had mounted the exhibit individually.                                   
NOTE (2): Provide copies of contracts and information covering the responsibilities of and benefits to each participant.
EXAMPLE OF REPORT ATTACHED TO FORM A: Annual Operating Income Matrix 
                                                                       INDEPENDENT AUDITOR’S REPORT

The Boards of Directors


Tier II Applicant Example Museum


Scientific and Cultural Facilities District:

We have audited the accompanying Tier II Annual Operating Income Form and Tier II Joint Venture Form (Forms) for the Tier II Applicant Example Museum (the Museum) for the year ended June 30, 2009, in accordance with the requirements and definitions of the Scientific and Cultural Facilities District.  These forms are the responsibility of the Museum’s management.  Our responsibility is to express an opinion of these Forms based on our audit.

We conducted our audit in accordance with generally accepted auditing standards.  Those standards require that we plan and perform the audit to obtain reasonable assurance about whether the Forms are free of material misstatement.  An audit includes examining, on a test basis, evidence supporting the amounts and disclosures in the Forms.  An audit also includes assessing the accounting principles used and significant estimates made by management, as well as evaluating the overall presentation of the Forms.  We believe that our audit provides a reasonable basis for our opinion.

The accompanying Forms were prepared for the purpose of complying with the requirements of the Scientific and Cultural Facilities District as described in Note 1.  Therefore, they are not intended to be a complete presentation of the revenue of the Museum or a presentation in conformity with generally accepted accounting principles.

In our opinion, the Forms referred to above present fairly, in all material respects, the operating and qualifying income of the Museum for the year ended June 30, 2009, determined on the basis of accounting practices specified by the Scientific and Cultural Facilities District, as described in Note 1.

This report is intended solely for the information and use of the Board of Directors and management of the Museum and the Scientific and Cultural Facilities District and should not be used for any other purpose.

A-OK Auditing, Inc.

May 3, 2010
EXAMPLE OF REPORT ATTACHED TO FORM B: Annual Paid Attendance  
INDEPENDENT ACCOUNTANT’S REPORT ON APPLYING AGREED-UPON PROCEDURES

The Board of Directors


Tier II Applicant Example Museum

Scientific and Cultural Facilities District:

We have performed the procedures enumerated below to the accompanying Tier II Paid Attendance Form and Tier II Joint Venture Form (Forms) for the year ended June 30, 2009. These procedures, which were agreed to by you and the management of the Museum, were applied solely to assist you in evaluating the accuracy of the Forms.  This engagement to apply agreed-upon procedures was performed in accordance with standards established by the American Institute of Certified Public Accountants.  The sufficiency of the procedures is solely the responsibility of the specified users of the report.  Consequently, we make no representation regarding the sufficiency of the procedures described below either for the purpose for which this report has been requested or for any other purpose.

The procedures and the associated findings are as follows:

1. We obtained the admission summary reports for all exhibitions and performances and computed the attendance totals and found them to be in agreement with the Forms.

2. We selected twenty exhibition or performance dates held during the year and obtained the admission detail reports, recalculated the ticket prices by buyer type (i.e., full price, member, etc.) and found them to be in agreement with the Museum’s ticket receipts record.

3. We selected twenty classes held during the year and obtained the admission detail reports, compared the number of participants to the individual class rosters, and agreed the payments made by one participant in each class to the Museum’s education payment record.

4. We observed that the seating capacity of the Museum’s performance hall equaled or exceeded the totals of attendance for each individual performance.

We were not engaged to, and did not perform an audit examination, the objective of which would be the expression of an opinion on the specified elements, accounts, or items.  Accordingly, we do not express such an opinion.  Had we performed additional procedures, other matters might have come to our attention that would have been reported to you.

This report is intended solely for the use of the specified users listed above and should not be used by those who have not agreed to the procedures and taken responsibility for the sufficiency of the procedures for their purposes.

A-OK Auditing, Inc. 

May 3, 2010
                           SCIENTIFIC AND CULTURAL FACILITIES DISTRICT        


                       2010 tier II Qualification Application


                   DELIVER OR MAIL ONE CD or Flash Drive to 


                SCFD, 899 Logan Street, Denver, CO  80203  


                     Deadline to submit: 5:00 p.m. Tuesday, June 1, 2010


                                    Late submissions, incomplete applications or paper copies will not be accepted








� An increase/decrease in the value of a � HYPERLINK "http://financial-dictionary.thefreedictionary.com/Security" �security� that is not "� HYPERLINK "http://financial-dictionary.thefreedictionary.com/Real" �real�" because the security has not been sold. Once a security is sold by the � HYPERLINK "http://financial-dictionary.thefreedictionary.com/Portfolio+manager" �portfolio manager�, the � HYPERLINK "http://financial-dictionary.thefreedictionary.com/Capital+gain" �capital gains�/� HYPERLINK "http://financial-dictionary.thefreedictionary.com/Loss" �losses� are "realized" by the fund, and any payment to the � HYPERLINK "http://financial-dictionary.thefreedictionary.com/Shareholder" �shareholder� is taxable during the tax year in which the security is sold.
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