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1. Certain grants require Expenditure Accounting Responsibility (EAR) to be in compliance with IRS regulations.

2. The process to identify these grants begins when the Grants Administrator prints the Charity Check report and discovers the tax status of the organization is that of a private foundation, private operating foundation, or foreign organization.

3. Those identified as requiring Expenditure Accounting are coded accordingly in the organization and request record of the database, and noted on the yellow checklist.
4. At the end of each year an Expenditure Accounting log is prepared by the Grants Administrator using data gathered from the grants database.

5. The Grants Administrator prepares a letter, signed by the VP-Finance, requesting the Expenditure Accounting form be completed and returned.  There is more than one standard letter.  If the grantee has not responded to previous requests, a more strongly worded letter is sent.
6. The requests are sent semi-annually until the grantee returns all requested information.

7. When the completed form is returned by the grantee to the Foundation, the VP-Finance reviews the form and gives it to the Grants Administrator to note the information in the database and on the Expenditure Accounting Log, which is used in preparation of the Foundation’s tax return.  The completed form is stamped in blue ink “Exp Acctg Report Do Not Remove From File,” top-hole punched, and given to the Office Assistant to attach to the corresponding grant file folder in the closed agency files.
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