CHARITY CHECK PROCESS

October 28, 2011
1. Search Gifts for the request ID# [Exhibit C] of the grant you want to verify.
2. Focus on the request; move to the organizations tab [Exhibit D].  
3. Double-click to open the organization record; move to Tax Status tab [Exhibit D].  
4. Copy the Tax ID number [Exhibit D].  

5. Open Guidestar and log in.  Guidestar is located at http://www2.guidestar.org/Home.  [Exhibit E]
6. 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.)

7. 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].

8. 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.

9. File the Report [Exhibit G] in the grant file folder.  If the Yellow Checklist is needed, prepare it and staple the Charity Check report to it.  

10. Return to the organization’s tax record screen in Gifts.  Most of these fields are probably complete, but some will need to be updated at this time [Exhibit H].  Verify or update:
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 the payments field of the request to remind you to ask for it in the award letter or check transmittal letter.

D. Last Verified By (select your name from the pull down menu).
E. Last Verified On (F3 will insert current date into any date field in Gifts); this date will also pull into the Yellow Checklist, if it is needed.
F. Next Verification On (insert current date, but change year to next year).
G. On each line, enter from the pull down menus, each tax status code found on the most recent determination letter [I], followed on each line by the date of the original determination letter, or current letter if original date unknown.
11. Close the organization record; focus on the organization and move to the requests tab.

12. Focus on the request you are working on [Exhibit Q] and move to the requirements tab.
13. Click on “new” (the blank page icon at the top of the screen) to create the requirement [Exhibit R].  
14. From the new screen [Exhibit S], insert your name in “Staff” field and select “Type”  “Charity Check” from the pull-down menus.  To mark the requirement done, insert current date in “Rec’d” and “Done” fields by using the F3 key, or choose Action, Done from the menus at the top of this new screen.  Save and close the requirement.
NOTE:  

Additional information on incorporating this process with other items required for Board recommendations can be found in the Quarterly Spreadsheet tab of the Board Meeting Preparation Section.
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