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2015 State Combined Charitable Campaign 
Application Instructions 
 
Health and human services charities interested in being part of the Louisiana State Combined Charitable Campaign 
(SCCC) for employees paid through the state’s central payroll system (LaGov HCM) must submit an annual 
application.  The application and supporting documentation will be reviewed by the State of Louisiana Office of 
State Uniform Payroll (OSUP) and the Louisiana Association of United Ways (LAUW) who serves as the Principal 
Combined Fundraising Organization (PCFO).  Applicants must meet all requirements set forth in LA R.S. 
42:456(A)(3) and the Louisiana Administrative Code, Title IV, Part III, Chapter 11 (herein referred to as the Rule). 
 
The application deadline is March 2, 2015.  Completed application forms and all required attachments must be 
received in our office by close of business on March 2, 2015.  Hand delivered applications, at our address 
below, are accepted between the hours of 8:00 a.m. and 4:30 p.m., Monday through Friday. 
 
Mailing Information: 
 

Mailing Address: Physical Address: 
Office of State Uniform Payroll Office of State Uniform Payroll 
Attn: BFA Unit Claiborne Bldg, Ste. 3-210 
P O Box 94095 1201 North 3rd Street 
Baton Rouge, LA 70804-9095 Baton Rouge, LA 70802 
Telephone: 225-342-0713  

 
Note: UPS/Fed Ex will not deliver to a P O Box.  Use the physical address when using these services. 
 
The campaign will decline applications that are NOT COMPLETE by the due date of March 2nd.  Before 
submitting your application, please check to make sure all information is accurate and all attachments are 
included.  No exceptions will be allowed. 
 
Prior Review: 
If you wish to consult with SCCC staff regarding your application’s completeness, you must formally submit your 
application and contact us with your request for an early review prior to February 13th. 
 
Application Submission 
 

• 1 Original and 1 Copy of the entire application packet including all attachments must be mailed or hand 
delivered.  Applications will not be accepted by fax or email. 
 

• Please do not use binders or submit documents that are professionally bound. 
 

• The application form and instructions are available on our website at: www.lasccc.org 
 

• The burden of demonstrating eligibility rests with the applicant. 
 
Notification 
The Louisiana Combined Charitable Campaign will assess applications for compliance and completeness before 
making recommendations for approval or denial.  All applicants will receive notification of approval/denial on or 
before June 30th. 
 
Charitable organizations are required to submit a completed application with all attachments regardless of 
whether the organization is a new applicant or a re-applicant.  All information on the application must be 
completed and all attachments must be included.  If any information is omitted, the application will be considered 
incomplete and declined for inclusion in the campaign. 
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PART A APPLICANT INFORMATION 
  
Legal Name of Organization 
The name of the applicant charity as it is listed with the Louisiana Secretary of State.  Please indicate which name 
you would like illustrated in campaign materials. 
 
Other Name (DBA or Program Name) 
Some organizations are considered DBA (Doing Business As), which typically means that the organization is 
operating under a name other than the legal name.  If applying as a program within an organization, please give us 
the program name.  Please indicate which name you would like illustrated in campaign materials. 
 
Federal Tax ID Number 
Provide the Employer Identification Number (EIN) from the Internal Revenue Service. 
 
Organization Mailing Address, Phone Number, Fax Number, Website 
List the mailing address, phone number, fax number and website address of the organization headquarters.  
Website address will be used in campaign materials. 
 
Social Media Information 
Provide any Facebook and/or Twitter URL for your organization. 
 
Name/Title of Organization CEO/CPO, Phone Number, E-Mail Address, Mailing Address 
Provide the name of the organization’s Chief Executive Officer or Chief Professional Officer and the CEO/CPO 
phone number, e-mail address and mailing address. 
 
Primary Contact’s Name/Title, Phone Number, E-Mail Address, Mailing Address 
Provide a name, title, telephone number, e-mail address and mailing address for the Primary Contact Person for 
communication about the SCCC.  All official campaign correspondence will be sent to the identified Primary 
Contact. 
 
Description of Services 
Provide a brief 30-word description of the organization’s programs and services.  This description cannot exceed 
30 words to assure placement in our 2015 Campaign materials. 
 
 
PART B FUNDRAISING & ADMINISTRATIVE COSTS (FRA) 
The FRA is the total support and revenue (restricted and unrestricted) that an organization allocates to fundraising 
and administrative expenses.  You must use your most current IRS Form 990 to calculate your FRA and complete 
this section with those figures. 
 
PART C ATTACHMENTS 
 
Attachment A  Resolution from Board of Directors 
A Resolution from the board of directors, signed by a board officer, requesting inclusion in the campaign and 
certifying compliance with the SCCC eligibility standards and the Rule must be included with your application.  The 
resolution must be on organization letterhead.  Note: As of 2015, all SCCC proceeds must be used in the community 
and must not be used for Fundraising and Administrative expenses. 
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Attachment B  CPA Audit or Review 
Campaign regulations require the submission of the most recent audited financial statement conducted by a CPA 
within the last 12 months at the time of application.  
 
Attachment C  Annual Budget 
A copy of the organizations most recent annual budget (12-month period) must be included. 
 
Attachment D  LA Registration 
Proof of registration with the LA Secretary of State is required.  Please forward a copy of your original certificate 
issued by the LA Secretary of State.  If you do not have an original certificate issued by the LA Secretary of State’s 
office please send a copy of the page displaying your organization’s name as listed in the database on the LA 
Secretary of State’s website: 
http://www.sos.la.gov/BusinessServices/SearchForLouisianaBusinessFilings/Pages/default.aspx as backup for 
this requirement.  If you possess a congressional charter, documentation of this charter may be submitted in lieu of 
this requirement. 
 
Attachment E  IRS Form 990 
Your application must include your most current IRS Form 990 signed by an authorized agent or officer from your 
organization.  A CPA or accountant’s signature will not satisfy this requirement.  If your organization is not 
required by the IRS to submit a Form 990, you must still complete pages 1, 2, 9, and 10 in order to fulfill this 
requirement.  You may write at the top of the first page of Form 990 “For SCCC Purposes Only”. 
 
Attachment F  501(c)(3) Proof 
Provide a copy of your approved IRS application for 501(c)(3) exemption. 
 
Attachment G  List of Member Organizations (For Federations Only) 
Submit a list of your member organizations.  Information will not be used in campaign materials. 
 
Attachment H  List of Board Members 
Submit a list of your current board members. 
 
Attachment I  Value of Services Provided in Louisiana 
Submit written documentation outlining the dollar value of health and human services provided in the state of 
Louisiana during the previous calendar year. 
 
Attachment J  Parishes Served 
Submit an alphabetical list of the parishes in Louisiana where you provide services. 
 
Attachment K  Affidavit 
Include a signed statement indicating your organization has no outstanding debt owed to any state agency as of the 
date of this application.  This statement should be on organization letterhead and signed by a member of the board 
of directors.  This statement does not need to be notarized.  
 
Attachment L  Digital Copy of Organization Logo 
Email a digital copy of your organization’s logo in JPG or PNG format to LAUW at SCCC@launitedway.org. 
 
Attachment M  Application Fee 
Include a non-refundable application fee in the form of a check or money order made payable to the Louisiana 
Association of United Ways in the amount of $250.00. 
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PART D CERTIFICATIONS 
The State Combined Charitable Campaign requires that all organizations applying for admission certify compliance 
with the requirements as outlined in the Campaign Application, as well as, LA R.S. 42:456(A)(3) and the Louisiana 
Administrative Code Title 4, Part III, Chapter 11.  Mark each item to indicate certification. 
 
PART E SIGNATURE 
Date and sign your application.  The signatory must be an authorized agent of the organization. 
 
Please do not use binders or submit documents that are professionally bound. 
 
Submit 1 Original and 1 Copy of your entire application packet including all required attachments and 
certifications to: 
 

Mailing Address: Physical Address: 
Office of State Uniform Payroll Office of State Uniform Payroll 
Attn: BFA Unit Claiborne Bldg, Ste. 3-210 
P O Box 94095 1201 North 3rd Street 
Baton Rouge, LA 70804-9095 Baton Rouge, LA 70802 
Telephone: 225-342-0713  

 
Note: UPS/Fed Ex will not deliver to a P O Box.  Use the physical address when using these services. 
 
Questions should be directed to: 
 

Robin Taylor, Director of Communications Paula Rotolo, Payroll Manager 
Louisiana Association of United Ways Office of State Uniform Payroll 
(225) 218-2613 (225) 342-5337 
E-Mail: SCCC@launitedway.org E-Mail: _doa-osup-bfa@la.gov 
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