
HOW TO PREPARE GRANT CHECK TRANSMITTAL LETTERS

February 18, 2011
Starting in the Payments tab of Gifts, search for (paid date( equals (date checks were cut: today, yesterday?).

Right mouse click and select all.  Review the Grant Payment Detail Record (provided by the Accountant) for notes that may require editing of the standard letter, or require selecting only some of the payments in order to use a different transmittal letter for others (like for GCCs).

If notation was made to use GCC letter, highlight only those and choose (Check Cover Letter for GCCs( from the pull-down menu of the create-new-letter (envelope) icon.  Be sure to select Record Activity and Keep Document, assigning a file name according to type and date paid (i.e. (checks03-10-2010GCC"). 

Repeat the letter preparation process by selecting all non-GCC noted payments from the list displayed in the Requests tab and choose (Check Cover Letter( from the pull-down menu.  Again, be sure to select Keep Activity and Keep Document, assigning an appropriate file name. 

Select all of the payments made; focus; move to requests tab.  Select all requests; focus; move to affiliations tab.  Affiliations noted as (cc( will need to be added to the check letters when editing.

Editing is always required of the check transmittal letters.  Use the search and replace feature to change (To support( to (to support( and remove duplicate (..(s.  

WHERE THE MERGED TEXT READS: 

If you are transmitting the only payment of the grant, the merged text reads as follows, but should be changed as noted below:

This payment represents the 1 installment of a $XXX grant which was awarded by our Board of Directors To support general operations.



(The text to be removed is noted in italics above.)

CHANGE IT TO READ:

This $XXX grant was awarded by our Board of Directors to support general operations.  (change To to to)
In other cases, WHERE THE MERGED TEXT READS: 

This payment represents the (any number other than 1) installment of a $XXX grant which was awarded by our Board of Directors To support general operations.  

CHANGE IT TO READ:

This payment represents the third of four* installments of a $XXX grant which was awarded by our Board of Directors to support general operations.  *Basically, spell out the numbers and check the payment sequence.  You may need to use final, or second of three, etc.; check the Grant Payment Detail Report for this information.

Bradley Fellow merge letters are set up to include the professor’s name in the project title area and as a cc at the bottom of the letter.  The letters may need additional editing.  If the letter is addressed to the professor, remember to remove the cc from the bottom of the page.  
GCC/Directed Giving merge letters are set up to include in the body of the letter the name of the staff or director initiating the grant.  The cc is also set up to include the initiator at the bottom of the letter.  

When all the letters have been edited, place Dan Schmidt(s letterhead (VP-Program) in the printer and print the document.  Give the letters to Dionne (Program Assistant) for Dan(s signature.  When the letters are signed, make two copies (one for the chron file and one for the agency file).

Prepare envelopes by merging the same contacts with the envelope template and print an envelope for each letter.

Take time to make sure the correct check is matched with each letter by comparing the check number noted at the bottom of the letter with the check inserted.  (When more than one check is cut for the same organization, sometimes their order is reversed from the order in which the letters were produced.)  Place check and letter in envelope and take to the mail room.

Next, place one copy of the transmittal letter in the appropriate file folder located in the open agency files and removed the file to be purged before being sent to be filed in the closed agency files.  If the payment is not a first or only payment, the subsequent payment should be two-hole punched at the top and placed in the closed agency filing bin to be added to the file folder.
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