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In 2002 the Foundation established a Donor Intent Program whereby unrestricted contributions are received from independent donors.  Donors are permitted to recommend that grants be made to organizations that are tax exempt under Section 501(c)(3) of the Internal Revenue Code in an amount up to the donor(s contribution.  Contributions to the Donor Intent Program are irrevocable and all donor recommended grants must be reviewed and approved by the Foundation’s President.
Process
1. Grants recommended by the Donor are entered as pending requests in the Gifts database.  

Prepare as usual, but use the following codes:  
A. Page One Tab 

a. Type = Donor intent

b. Status = (name of donor).  A Status code will need to be entered in the 

administrator module using the Donor’s last name
c. Project title usually = general operations (unless otherwise noted).

d. Request date is current date.

e. Recommended amount is the amount requested by the Donor.

B. Coding Tab 
a. Program Area = None

b. Fund = Donor Intent Program
c. Population Served = No

d. Type = general operations 
e. Geographical Area = United States

f. Internal = Regular
C. Payment Tab

a. Schedule full payment for a non-regular check or wire processing date, 

as determined, using Status = Scheduled instead of Hold because there are 

no requirements to wait for.
2. When the proposal entries are complete, run a search for them in Gifts, select all and 

move to the Organizations tab in order to proceed with verification of exempt status.  

(See Charity Check Process).  
A. Open each organization’s record and proceed to verify the tax exempt status using 

Charity Check.

B. Print each Charity Check report for the grant file.  
C. Update Gifts database as usual.  
D. If an IRS determination letter is not on file, make note in the Notes field of the 

Payment record as a reminder to request it.
3. Run a report of the grants recommended by the donor; the President (or his appointee) 

will review the list for agreeableness with Bradley purposes.  
4. The President will send this list to the Donor requesting confirmation of the grants and 

amounts to be awarded.  
5. When all is verified, the grants are awarded in Gifts.

A. Use the current date as grant date.

B. Place the Donor’s name in the Meeting Minutes field on the approval screen.
6. The Finance staff will deposit the Donor’s check and notify you when it has cleared the 

bank so payment can be released.
7. When checks have been cut and signed, prepare the check transmittal letters, specific to 

the Donor Intent Program, to be signed by the President.  

8. A contract is not used, so this requirement can be removed.  The only item left in the 

requirements tab is Final Report, which is not required, but frequently submitted.  
9. Prepare the official receipt for signature by the VP-Finance.  The receipt will be enclosed 

with the President’s thank you letter, which you will also draft.  Then, draft the 

Qualifying Distributions letter for signature of the VP-Finance, and prepare the Excel 

list of grants in specific format, which will be included with the Qualifying Distributions 

letter.  (These items can be prepared from letters of the previous year and should be saved 

in the appropriate directory.)
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