USE OF THE QUARTERLY SPREADSHEET
December 17, 2013
The Quarterly Spreadsheet provides a method of tracking the many requirements of each grant recommended on the agenda.  A weekly comparison with the Gifts database will let you know when changes, additions or deletions have been made by the Program Staff; you will need to make the changes on this spreadsheet as well. It works best when the Program Assistant informs you of changes as she is informed by the Program Officers.
1. The Grants Administrator prepares an Excel spreadsheet (H:\WPDATA\2014 Board\A-2014.xls) for the year that contains a tab for each board meeting.
2. As each meeting approaches, the Program Staff informs the Program Assistant of the recommendations.  The Program Assistant lists these items on the appropriate Sector Tab in the Budget Worksheet.  She also applies the “Staff Recommend” code to the status type field on Page 1 of Gifts, completes the amount recommended and the meeting date field. 

3. When recommendations have been coded “Staff Recommend” in Gifts, the Grants Administrator runs an alphabetical list of these items.  [See Exhibit A]
A. Search using criteria “Program Area = (choose one-at-a-time: IDEAS, IMP, LEG, IRA) “Status = Staff Recommends” and “Meeting Date = mo/dt/year.”  

B. From the “view” menu in Gifts, select and apply “Quarterly SS info.”  
C. Select all and print each of the four reports.
D. After running the reports, return to the “A Regular” view in Gifts.

4. Using these Gifts reports, enter the organization name in the first column of the appropriate quarter’s tab of the Quarterly Spreadsheet; then the ID #, Program Area, Staff, and Amount Recommended.  Update the spreadsheet as additional items are added to the agenda, or as changes are made.  [Exhibit B]
5. Working with one recommendation from the list at a time, the next step includes scheduling the payment, completing the coding in Gifts, updating the organization’s tax record, printing the Charity Check report, and looking for Director Affiliations.  Each task is recorded on the spreadsheet so you know where to continue.  It cannot be accomplished in one day; besides, additional items will be added later.  To accomplish all of these steps:

A. Search Gifts for the request ID# [Exhibit C] as noted on the spreadsheet.
B. Focus on the request; move to the organizations tab [Exhibit D].  
C. Double-click to open the organization record; move to Tax Status tab [Also Exhibit D].  
D. Copy the Tax ID number [Exhibit D].  
E. Open Guidestar and log in.  Guidestar is located at http://www2.guidestar.org/Home.  [Exhibit E]
F. Paste the Tax ID number in the search box and enter [Exhibit E].   (If the tax ID number is not recorded in Gifts, search by name instead.)

G. When the results appear for the correct organization, click on “Check Today’s Charity Check Report” on the right side of the screen [Exhibit F].
H. When the report comes up, choose PDF.  To print, click on the software’s print icon at top left of the screen.  Close out (x) of the report just printed, leaving Guidestar open for the next item. (Or, choose print, then print-depending on printer’s view.)
I. Set the printed copies aside until the Yellow Checklists have been prepared, at which time you will staple the corresponding Charity Check report to the Yellow Checklist.  
J. Most of the following fields in the organization’s tax screen are probably complete, but some will need to be updated at this time [Exhibit H].
a. Organization’s legal name

b. Employee identification number (EIN)-referred to as the tax ID in Gifts
c. Registration date, which represents the most recent determination letter we have on file; if this field is empty (and the organization is not foreign), place a note in payments field of Gifts to remind you to request it in the award letter;  then change the “Yes” to “No” in the “Det Let On File” column of the Yellow Checklist, making a notation that one will be requested
d. Last Verified by (select your name from the pull down menu)

e. Last Verified on (current date – F3 will insert current date into any date field in Gifts; this date will pull into the Yellow Checklist when merged)
f. Next Verification on (insert current date, but change year to next year)
g. Each tax status code found on the determination letter, followed by the date of either the original or current determination letter

h. If not publicly supported, note the tax status code of POF, PF or International in the notes column of the Spreadsheet and be sure the “Exp-“ code is used in the “Internal Program” field on the coding sheet for the organization (also, when you return to the request tab, verify the code carried through to the request)
K. If the organization’s determination letter has not been received, check the determination letters that have been set aside in the alpha file as the proposals were being logged.  
a. If you locate a determination letter [Exhibit I], or any time a new or updated determination letter is received, enter the information in the organization’s tax record, stamp the letter with the red “Entered” stamp, highlighting the name with yellow marker, and scan using .tif or .cpy format.  Open the file that arrived in your email; save as (using the full name of the organization as the file name) in the Grants\IRS directory [Exhibit J].  Place the hard copy alphabetically in the bottom drawer of the lateral file, stapling the new pages to the previous pages of the corresponding organization.
b. If not found, check to see if it is available through “Guidestar” (it seldom is, but if found, print for our files as noted in “a.” above)
c. If not found through “Guidestar,” place a note in the payment notes field of the request “req det let” to remind you to include the request when preparing the award letter
d. When a more recent letter than we have on file is received, which will be discovered as you review the new letters passed on by the Program Assistant as she logs the proposals, or when cleaning out the hold IRS det let folder after the quarterly meeting, or directly from the grantee, follow the procedure outlined in “a.” above
L. Verify Charity Check’s exempt status with the organization’s tax record in Gifts, which comes from the most recent determination letter we have on file.  
M. Move to the organization’s code tab to see if any director is affiliated with the organization.  If found, verify the name is listed in the appropriate column of the spreadsheet for that request and also shows up in the Conflict field of the request.
N. Close the organization record; focus on the organization and move to the requests tab [Exhibit K].

O. Locate a recent grant similar to the recommended grant.  Focus on it and move to the payments tab to see when and how it was paid [L]; this will give you an idea of when to schedule payment of the new grant.  Also, keep in mind the usual payment scheduling criteria.  [See Grant Payment Scheduling]
P. Return to the list of requests for the organization [M]; double click to open the current recommended request. Copy the project description and move to Page 2; paste the project description here and move any payment notes to “Evaluation-long” field.
Q. Proceed to the payment tab [Exhibit M].  Click “new” to create a payment(s) equal to the amount recommended, referring to the timing you reviewed for the organization’s previous grant and the payment scheduling guidelines [see Payment Scheduling Guidelines];  change status to “hold.” If the organization was found in Guidestar, add a note to request the determination letter in the award letter.
R. Move to the requirements tab [Exhibit N]; click on “new” to create the requirement “Charity Check” from the pull-down list; mark it done.  Save and close the requirement.
S. Move to the code tab of the request [Exhibit O].  The three bold fields require coding be complete in order for the grant to be awarded.  In each case, click on the field, then on add and select from the list.  Code as follows:
a. The Program Assistant will have already completed the “Program Area” field according to Sector when the request was originally logged

b. If the “Fund” field has not been coded and this is a grant to be awarded by the board, use the “Regular” code

c. The “Population Served” field refers to which annual report the grant will be listed in; if a local grant, use WI code; if not local, use AR code (all WI codes are used along with the AR code for the full annual report)
T. If a director’s name was discovered in the organization’s code field, but not in the request’s code field:

a. Enter it now in the request code field
b. Inform the assigned Program Officer so they can update the GPR form
c. Include the director name in the conflict column of the quarterly spreadsheet

d. Later in the process you will place these names on the Director Affiliations page that goes in the board agenda book
U. No matter what order you complete steps Q through T in, be sure to “save and close” the request before moving on to the next recommended item.

6. Prepare the Yellow Checklists [Exhibit P] using the merge correspondence feature of Gifts, selecting Yellow Checklist from the pull-down menu, and merging each batch as one document.  Note the date the Checklist was prepared in the appropriate column of the Spreadsheet for every request in the batch.  Later, when more Charity Check reports have been printed, run another batch of Checklists until all have been completed prior to the meeting.  Record the date these were prepared on the Spreadsheet.  Sometimes, information on the Spreadsheet can be helpful as you edit the Checklists.  [See Preparing Yellow Checklists] 
7. Periodically verify that the recommended amounts equal the scheduled payment amounts.  The Program Assistant will try to keep the Grants Administrator apprised of any changes to the recommendations so the spreadsheet and payments scheduled can also be updated as items change.
8. When the grant agreements are mailed, note the date they were mailed in the “Mailed GA” column.  This is tracked because occasionally some contracts go out earlier than others, and some are held for a while.
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