WHAT YOU NEED TO KNOW TO CAPTURE

YEAR-END OR ANNUAL REPORT GRANT INFORMATION
· Understanding what each field, and code within each field, represents is imperative to implementing proper searches, which leads to an accurate report.
· Being aware of items occurring at the end of the year to be sure they are included is important.
· Grants are defined within Sectors that the program staff uses when preparing the grant budget.  This information is contained in the Program Area code, found in the coding section of each record. 
· Another coding field to be aware of is the Fund code.  All types of grants are included unless this field is selected.  If you want just those that are part of the Sector’s budget, Regular should be selected.  
· Other Fund codes one may want to search on without sorting by Program Area (Sector) are:  Directed Giving, Bradley Prize Selector Grants, Donor Intent awards, Bradley Fellows, PRIs or loans.
· The date range is self-explanatory and should be used as part of the search criteria, or you’ll have 23 years of grants listed.

· Another way to adjust the search, in the case of Bradley Prize nominations or PRI’s for example, is to start by selecting the Type and/or Status field.  This is found in the right hand column of the selection criteria screen.

· Depending on which standard report you are running (by selecting the report icon), be sure to watch whether or not the grant amount is the original amount or an amended amount. 
· Ad-hoc reports can be run simply by searching and arranging columns and sort criteria to your satisfaction on the screen.  Formatting styles, fonts etc. are adjusted when printing.

· Search information on your screen can also be exported to an Excel file with one click of the mouse.

· Grant Commitments need to be manually entered or removed from your final report because the award dates differ from the date authorized (which is used as the award date in Gifts).  If a Commitment was authorized in one year but not activated until a future year, two things must happen.  The full amount of the grant would need to be removed from the current year report, and then manually entered in the year it was activated.

· While editing the project descriptions, we should:
· Never include an individual’s name;
· Avoid even the appearance of political activity;
· Use a more generic description, such as “to support public education”  in the event a grantee request that the project we have funded not be made public;

· Be consistent with our terminology:  Do we say support scholarships or scholarship programs?  If we support a scholarship, the public could interpret that to mean the Foundation just paid for the education of a Director’s child, without mentioning a name.  Including the word “program” indicates we did not select the recipients.
· In sum, many factors should be considered to ensure that complete and accurate information is actually being captured.  The best way to do this is to become familiar with the reports and coding system, understanding what each actually represents.
