HOW TO PREPARE THE YELLOW CHECKLIST
October 22, 2013
The yellow checklist is used to document due diligence in respect to grantee compliance of tax exempt status.  Some understanding of tax and grant compliance matters is necessary.  The yellow checklist template contains many default answers which, in a few instances, will need to be changed.
1. Open the “yellow checklist” template in the admin module of Gifts.  Update the award date and date sent to correspond with the current meeting.  Save and close.  (If unable to do this, after all are merged into one document, use Word’s search and replace feature by searching for the date being used on the checklists and replacing with the appropriate date.)
2. Print the Quarterly spreadsheet to refer to when editing.
3. When all recommendations have been coded in Gifts as Staff Recommend, search from the request tab by Sector for those included in the upcoming meeting.  (Sector = xxxx , Status = Staff Recommend, Meeting Date = current meeting date.)
4. Choose the “Yellow Checklists” view.  Select all records on screen. Choose print. Type appropriate title; remove subtitle one. Select landscape. Print. This report is a double-check of what should already be on the Quarterly Spreadsheet. Use this report to see if any information needs to be edited from the standard answers placed on the form, such as director affiliations and non-public charities.
5. Select all records on screen.  Select “Gifts Plus” from the top menu; choose “add requirements.”  From the new screen, select yellow checklist from the pull-down menu at “type” and select “due-one day before meeting date.”  Click on “add,” “finish,” close.
6. Select all records on screen.  Click on the “send correspondence” icon; select “yellow checklist” from the pull down menu.  As you move through the correspondence wizard, be sure to select “record activity” and “save file to disk” so any of the checklists may be edited or reprinted in the future; complete the merge. Verify against the previously run report. You will be able to see which organizations are not publicly supported and which directors are affiliated with these grantees; update the checklist accordingly.  Also adjust for foreign grants.  Sometimes you may find it necessary to refer to the quarterly spreadsheet for data as well.  Print the completed forms on yellow paper.
7. If an organization is not found in Guidestar, some things need to be changed in the “Tax Exempt Status” portion of the checklist.  Change the “charity check report printed” “Yes” to “No”.  If we do not have the determination letter on file, replace the “yes” with “no” and beneath, type “will request.”  If uncertain whether or not the organization is “publicly supported,” place three “?” after the entry asking for “type.”  This information may be updated and the page reprinted if further documentation is received.  This information also becomes part of the Compliance Memo for the VP-Finance.
8. Select all records on screen, focus; move to the requirements tab.  Scroll down to where the “yellow checklist” requirements list begins. Click on the first one, scroll to the bottom to include all the yellow checklist requirements; hold the “shift” key and click on the last one to select all of them. From the top of the screen, choose “action” and “mark as done.” Close.
9. Attach the corresponding “Charity Check” report previously printed from Guidestar to the back of each proposal’s yellow checklist.  
10. Check each “yellow checklist” off on the Quarterly spreadsheet, update as needed.

11. When completed, place in the open agency filing area for the Program Assistant to file.
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