GRANT ITEMS NEEDED FOR THE ANNUAL AUDIT
April 20, 2012
A Copy of all Committee and Board Minutes
The document Minutes Record.xls is used to record receipt of the various committee meetings and board meeting; be sure to keep it updated as minutes are received.  Make copies as follows:
Sector Committees:  IRA, Legacy, Implementation & Impact, Ideas & Institutions, Encounter
1 Quarterly copy for Mandy (verifies attendance for paying fees)
2 Copies for auditors (one for early November, the other for following March)
2 Copies to for agenda and board verification process

Finance and Audit Committees

1 Quarterly copy for Mandy (verifies attendance for paying fees)

2 Copies for auditors (one for early November, the other for following March)

1 Copy for VP-F, requesting which items should be included in the Synopsis booklets

Board of Directors Meeting
1 Quarterly copy for Mandy (verifies attendance for paying fees)

2 Copies for auditors (one for early November, the other for following March)

1 Copy for VP-F, requesting which items should be included in the Synopsis booklets

Reports to Run from Gifts and Save to File
Schedule of Appropriations & Payments at 10/31, 12/31
Name of Report to Run:  Schedule of Appropriations and Payments, version 6
Criteria:  Fiscal Year is at least 2011 (current year)

Header:  As of (auto populates with the month end date)

Payments Due Report at 10/31, 12/31
Name of Report to Run:  Payments Due Schedule, by Program Area 1
Criteria:  None

Header:  None

Donor Intent Grants

Name of Report to Run:  Grants – Alpha List by Fund

Criteria:  Approval date = (year needed) & Fund = Donor Intent

Header:  Donor Intent Grants – YEAR 

Annual Gifted Education Grants 

Name of Report to Run:  Schedule of Appropriations & Payments, version 6
Criteria:  Fiscal year is at (current year) & Request Type of Support Code = Gifted Ed.

Header:  Gifted Education Grants – YEAR 

All Gifted Education Grants from Beginning of Foundation

Name of Report to Run:  Schedule of Appropriations & Payments, version 6
Criteria:  Use all of the various Gifted Ed Program Area codes; place an “or” (instead of “and”) so you can include the current tracking code of Type = Gifted Ed.
Header:  Complete List of Gifted Education Grants
List of Foreign Grants at 10/31, 12/31

Name of Report to Run:  Schedule of Appropriations & Payments, version 6
Criteria:  Fiscal Year = at least (current year) “and” Internal Code = Exp Resp – Foreign “or” 
Country is not USA
Header:  Foreign Grant Activity (YEAR)
Director Conflicts

Name of Report to Run:  From Requests Tab of Gifts, select and apply view “Year End Director Affiliations” which automatically includes the search criteria
Criteria:  Included with view: Request Code “Conflict” = (select each current director)
Header:  Director Affiliations for YEAR Grants Awarded
To Print:  Select all, then printer icon.  In this dialogue box, replace any title or subtitle text with the title “Director Affiliations for YEAR Grants Awarded” and move to the Page Setup tab to select “landscape” and “repeat title on each page.”
Grant Reconciliation at 10/31 and 12/31

Save the reconciliation worksheet (FILE NAME) to the Audit-Grants directory at these dates

Grant Commitments at 12/31
Save the worksheet (FILE NAME) to the Audit-Grants directory at these dates

Non-Gifts Reports to Copy to the Audit Grants Directory
Refunds, Cancels, Voids, Replacements
Keep track of these changes as they occur throughout the year.  They will appear on the monthly grant reconciliation and you must list them on this tracking page (see attached).  At year end, place a copy of the report in the Audit Grants directory with the other reports.
Grant Commitments Worksheet in Excel

Other Items to Expect
Answer questions posed by Auditors 

Provide Auditors with all original Director Conflict Forms

Pull grant files for review as requested by Auditors

Prepare Audit Verification Letters to grantees selected by Auditors:

Prepare using the correspondence merge feature of Gifts.

Search, find and highlight the requested grants.

Select the Audit Verification Letter, be sure to select “record activity” and “save to file”.

Verify merged information is correct; remove or change anything that occurred since 

year-end that may have been inserted and affected the 12/31 position.
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