
[11/00] 
NEW YORK STATE OFFICE OF CHILDREN & FAMILY SERVICES 

 
REPORT OF INQUIRY FOR NEW RHY PROGRAMS 

 
AGENCY:_________________________________________________________________________ 
   
PROGRAM:__________________________________________  
COUNTY:_________________________________ 
   
 

Authorized Agency - Report of Inquiry 
 
All agencies proposing to board out or care for runaway and homeless youth on a residential basis must first be 
designated as an “authorized agency” and incorporated as such.  While the Department of State approves all 
incorporations and incorporation amendments, the New York State Office of Children and Family Services (OCFS) 
must approve the incorporation of an “authorized agency.”  The Office of Youth Development is responsible for 
obtaining a Report of Inquiry from the County Youth Bureau in order to make recommendations to OCFS Counsel’s 
Office that an agency has the corporate capabilities to provide residential services to youth. 
 

DIRECTIONS 
 
Upon receiving a request from the Youth Development Specialist for a Report of Inquiry, the County Youth Bureau 
must utilize this checklist to collect from the program the documents noted in Section I.  Upon review, County Youth 
Bureau must send the signed checklist and documents to the Youth Development Specialist. 
 
When an agency receives the proper incorporation papers designating it as an “authorized agency,” additional 
documents must be submitted to the County Youth Bureau if it wishes to become an “approved runaway program.”  
The Office of Children and Family Services Application for an Approved Runaway Program checklist details 
these requirements. 
   

Program 
    Youth 
    Bureau 

 
   YDS 

     
A. Specific Description of Nature and Purpose of Program    
    1. Information and data establishing public need [  ] [  ] [  ] 
    2. Location [  ] [  ] [  ] 
    3. Type of program [  ] [  ] [  ] 
    4. Number of youth to be served [  ] [  ] [  ] 
    5. Ages of youth to be served [  ] [  ] [  ] 
    6. Number and characteristics of clients served in past and 

present programs 
[  ] [  ] [  ] 

    7. Services to be provided or arranged [  ] [  ] [  ] 
    8. Itemized maintenance and operating budget [  ] [  ] [  ] 
 
B. Background of Agency    
    1. Organizational history                                                                  [  ] [  ]   [  ] 
    2. Copy of most recent annual report      [  ] [  ]   [  ] 
    3. Financial Information:      [  ] [  ]   [  ] 
     
 Existing Corporation    
 a. Copy of most current fiscal audit report and evidence 

      that any deficiencies noted have been corrected 
   [  ] 

 
[  ] 

 
  [  ] 

 



 
Program 

 

Youth 
Bureau 

 

 
 YDS 

 b.   Include balance sheet, revenue and expense statement 
      and changes in fund balance 

     [  ] [  ]   [  ] 

 b. If there is a deficit fund balance, a plan must be 
      submitted to liquidate the deficit 
 

     [  ] [  ]   [  ] 

 New Corporation    
 a.   Submit a budget of projected fund raising costs      [  ] [  ]   [  ] 
 b. Indicate total funds to be raised to establish the 

       corporation 
     [  ] 

 
[  ]   [  ] 

 c. Demonstrate that the proposed program will be 
       established  within five years 

     [  ] [  ]   [  ] 

     
C. Documentation that the program is administered by a 

program director with experience in the operation of 
residential an/or non-residential youth service 
programs  

     [  ] [  ] [  ] 

     
D. Proof of Current Charities Registration (if not-for-

profit) 
   

    1. Filing receipt from Charities Registration Bureau 
or 

      [  ] [  ] [  ] 

    2. Letter on agency le tterhead stating agency is exempt as a 
religious organization 

or 

      [  ] [  ] [  ] 

    3. Charities Registration Number:  _________       [  ] [  ] [  ] 
     
E. Board of Directors     
    1. List of members of the Board of Directors (minimum 7).       [  ] [  ] [  ] 
    2. Documentation that Board members have experience 

and/or training in the legal, fiscal, and service aspects of 
youth programs. 

      
      [  ] 

 
[  ] 

 
[  ] 

    3. Notarized statement, signed by the chief executive officer 
of a municipality or president of the Board of Directors 
stating that, to the best of his/her knowledge, no member 
of the Board or its advisory bodies is directly or indirectly 
engaged in any business activity which conflicts with the 
discharge of his/her duties as a member of the Board. 

       
 

      [  ] 

 
 

[  ] 

 
 

[  ] 

     
 
Submitted by:  County Youth Bureau Director                     __________________________ __________ 
                                Signature                   Date 

Reviewed by:  Youth Development Specialist                    __________________________ __________ 
                                Signature       Date 

Approved by:  Youth Development Project Director     __________________________ __________ 
                           Signature                   Date 

Approved by:  Assistant Commissioner                                 _________________________ __________ 
                         Office of Youth Development                                        Signature                          Date 


