MONTHLY GRANT RECONCILIATION REPORTS TO PREPARE
December 16, 2010

REPORT:
VERIFICATION (H:\Records\Grants\Budget\2010\Verification (month).xls)

Update, balance & verify Budget Worksheet with Database, Spreadsheet, and 
Agenda; use VERIFICATION form, keep back-up (can be done day prior) [Tab 7]
REPORT:
PAYMENTS DUE SCHEDULE BY PROGRAM AREA 1


[Tab 8]

  Criteria:
None
Use this report to complete the Summary of Payments Due by Program 
Area 1 found at (H:\Records\Grants\Grt_Rec\2010\PayDue(month).xls;

Subtract Grant Commitments accordingly

REPORT:
SCHEDULE OF APPROPRIATIONS AND PAYMENTS, V. 6

[Tab 2]
  Criteria:
Fiscal Year at least (current) [Print 3 extra pages of last page]
REPORT:
GRANT COMMITMENTS SCHEDULE 




[Tab 9]
  Criteria:
None
   Title:

Grant Aging, Tab 9
REPORT:
GRANTS ALPH LIST BY FUND





[Tab 3]
  Criteria:
Grant date = (Month) (will include BFs, if any)
   Title:

Grants Awarded [Month, Year]

REPORT:
GRANT SUMMARY BY FUND





[Tab 3]


Grant date = (Month) & YTD) plus:

Criteria:
None (date range only)
  Title:

Grant Summary – Awarded [date range]
Criteria:
Fund = current year Bradley Fellows 

  Title:

Current Year Bradley Fellows Awarded [date range]


[Tab 5]
Info:  Attach to Bradley Fellow logs (continuously updated), located at 

H:\Records\Grants\Bradley Fellows\10-11\BFPA10-11.xlsx

REPORT:
PAYMENTS MADE BY MONTH



$3,230,106 
[Tab 4]
 Criteria
Paid date = Current Month




  Title:

Grant Payments [Month, Year] 


Info:  This detail report includes payments, voids, reissues and refunds
REPORT:
SUMMARY OF PAID PAYMENTS BY PAYMENT FUND

[Tab 4]


Paid date = (Month) & (YTD) plus:
 Criteria:
Status = Paid
(or No Refunds, No Voids)


$3,356,250
  Title:

Gross Grant Payments [Date range] 



October example
Info: Includes payments, reissues

Criteria:
Status = No refunds





$3,231,250*

  Title:

Grant Payments Made [Date range]



October example


Info: Includes voids (-) and reissues (+), but no refunds
Criteria:
Status = None selected




$3,230,106 
  Title:

Net Grant Payments [Date range]



October example
Info: Includes payments, voids, reissues and refunds
Criteria:
Status = Void
  Title:

All Voided Payments – [Date range]
Criteria:
Status = Refund
  Title:

All Refunds – [Date range]

REPORT:
AD HOC FROM PAYMENTS TAB





[Tab 4]


Paid date = (Month) & (YTD) plus:
 Criteria:
Status = Void 
Select YE-reg view, print all-landscape
  Title:

Detail of Voided Payments [Date range]

 Criteria:
Payment Notes = Contains: Reissue
  Title:

Detail of Reissued Payments [Date range]


Select YE-reg view, print all-landscape

Criteria:
Status = Refunds
  Title:

Detail of Refunds [Date range]
Select all, print using YE-reg view-landscape

Criteria:
Wire = Yes
  Title:

Payments Made by Wire [Date range]
REPORT:
PAYMENT STATUS SUMMARY, BY FUND



[Tab 10]
Monthly payments scheduled; used for cash flow prep
 Criteria: 
Schedule date = each month till end of year as separate reports;
for December, run 1-30 as December, and 31st as pending 
  Title:
Each report uses name of the month represented

PREPARE:
GRANT RECONCILIATION

 



[Tab 1]

GRANT SUMMARY (formerly in Flashreport, now used for Board books)  [Tab 1]
CASH FLOW: Use current month paid amount; Payment Status Summary by Fund reports; search in Gifts payments tab for pending agenda items schedule date 
for this year and then next year   





[Tab 10]
GRANT COMMITMENTS SCHEDULE (H:\Records\Grants\Grt_Commit\GRTCOM10.xls)

Update and print for Tab 6
Remember to check file folder in desk drawer of activities that may affect financial reports

ATTACH REPORTS TO RECONCILIATION IN THE FOLLOWING ORDER:
Grant Summary

2-page Lead Sheet

Gross Grant Payments (paid only):  Month, YTD

Voided Payments:  Month, YTD

Refunds:  Month, YTD

Summary of Pay Due

Grant Aging-last page

Grant Payments (no criteria): Month/YTD

Detail of Voided Payments (if needed)
Detail reports
Detail of Refunds (if needed)


for Judy
Detail of Reissued Payments (if needed)
only?
Grant Payments by Wire (Month, YTD)

Net Payments (no refunds):  Month, YTD
Budget Worksheet-Summary w/Verification Page

Grant Commitments

Cash Flow

