PREPARING MISCELLANEOUS ACTIONS 

PAGE FOR BOARD AGENDA BOOK
June 22, 2011

1. It is important to maintain notes on an ongoing basis in regard to changes made to grants.  Activities such as an award increase or decrease, refunds, transfers, cancellations, commitments activated, emergency grants authorized by poll of directors via telephone, email, memo, and off-cycle grants need to be reported at the next board meeting via the Miscellaneous Actions page.  A file folder containing a “note for the file” is kept for this purpose in the bottom left drawer of the Grant Administrator’s desk.  Place a copy of every “note for the file” created in this folder.  A “note for the file” is also placed in the monthly reports notes folder (located next to Misc Actions folder) and in the grantee’s closed agency file.

2. This report (which comprises a tab in Section 5, Informational Material) needs to be prepared about five days prior to the books being distributed to the directors, which is usually 10 days prior to the Board meeting.  
3. Open the previous meeting’s file (i.e. “H:\WPDATA\year\MISC actions [date].doc;”) and save as, changing the date part of the name to the current meeting date, and change the date content of the page.
4. Present information in following order:  
A. Grant Commitments Activated/Challenges/Matches Met

B. Refunds, Cancellations, Transfers, Adjustments 
C. GCC Grants (Directed Giving).

D. Miscellaneous

5. For GCC information, search Gifts database for appropriate time-frame; print, work from this list to type in the table on the Misc Actions page.  Be sure to change the totals accordingly.
6. Enter any other data that might be needed.
7. This page should be given to the VP-Finance, along with the Director Affiliations page and its back-up, for approval – after which you will provide these pages to the President for approval, and then give to the Office Assistant to be copied for the agenda books.
H:\Admin\Instructions-Grant Process\Misc Actions Page.doc

