LIST OF ACTIONS FOR BOARD MINUTES

August 12, 2011

1. At least a week after the board meeting, after each item on the agenda has been officially disposed of (awarded or declined) in the database, and the contracts have been sent and therefore the database project descriptions updated, run the “Grants - Alpha List by Program Areas 1 and 2" report from the Reports section of Gifts.  Use selection criteria Award Date is (date of award).  Print the report.  
2. Enter the grant information (grantee name, project title, grant amount) from the Gifts report into the meeting minutes according to the agenda Sectors and order of appearance on the agenda of the subsectors.  
3. Review Director Affiliations page from board agenda book and add which directors abstained from voting on affiliated grants, i.e. “Mr. Grebe abstained from voting. “
4. Add the Miscellaneous Actions where indicated at the end of the minutes; much can be copied and pasted from the Miscellaneous Actions file page used for the meeting agenda.
5. From the draft minutes just updated, run a tape total of each sector and compare with the Gifts report.  If the totals agree, give a copy of the Board minutes with the tape totals attached, the Gifts report of grants by Sector awarded at the meeting, and a copy of the Director Affiliations page to the VP-Finance for review.
6. The VP-Finance will let you know when to give a copy of the draft minutes to the President and VP-Program.  

7. Make any changes they request, and give updated minutes along with requested changes to the VP-Finance.

8. She will direct you when to send the minutes to the Secretary of the Foundation for signature.  Include a memo asking him to sign the last (signature) page and return it to you to add to a fresh print-out of the previous pages, thereby completing the original minutes.
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