REGULAR, BOARD-AWARDED GRANTS
1. When a request for funding (proposal) is received, the Vice President for Program determines what program sector the proposal falls into.
2. Program Assistant enters the proposal into the database, creates a file folder, and sends a letter of acknowledgement on behalf of the VP-Program.  If tax information is sent in with the proposal, it is set aside for the Grants Administrator.
3. File is given to appropriate program staff member for research and evaluation.
4. Program Staff evaluates and presents a recommendation of award or declination to the designated Committee.
5. The Committee reviews and determines recommendations to the Board.
6. Proposals being recommended for award are placed on the Board agenda being prepared by the Program Assistant.
7. Program Staff prepares a Grant Proposal Record (GPR) for inclusion in the Board agenda book.
8. The Grants Administrator verifies the tax exempt status of the organization using Guidestar’s Charity Check.  She prints the Charity Check Report and places it to be filed into the proposal’s file folder, which is then filed by the Program Assistant.
9. For foreign grants, the Grants Administrator vets the organization again the IRS lists of terrorist organizations and persons that is provided by the grants database Gifts for Windows.
10. Any non-compliance situations discovered during this process are directed to the Vice President for Finance.  A copy of the report is printed out and filed in the request file folder by the Program Assistant.
11. The organization’s EIN, each tax status code, and date of determination letter is entered into the database by the Grants Administrator.
12. If the organization has not yet provided their determination letter to the Foundation, the Grants Administrator will request it when the grant is paid or will print it from Charity Check if it is available.

13. A copy of each organization’s IRS determination letter is kept alphabetically in the designated file cabinet.  A copy is also scanned to a .pdf or .tiff file and stored on the computer network for easy access and permanency. 
14. After the Board meeting, the Grants Administrator awards the pending proposals in the database and they become grants.

15. Any proposals that were declined are changed from pending to declined in the database by the Program Assistant.  She then prepares a letter of declination under the signature of the assigned Program Staff that informs the requestor of the Foundation’s decision.

16. A letter of award requesting the enclosed Grant Agreement be signed and returned to the Foundation is prepared by the Grants Administrator for each grant.  The letter and agreement are signed by either the VP-Program or the Director of Academic, International and Cultural Programs depending on the grant’s program area.
17. When the signed Agreement is received from the grantee, the Grants Administrator notes the requirement as complete and changes the payment status in the database from Hold to Scheduled so payment can be released on the scheduled date.  
18. The check is transmitted to the grantee under cover of a letter from the VP-Program prepared by the Grants Administrator.
EXPENDITURE ACCOUNTING RESPONSIBILITY
1. Certain grants require Expenditure Accounting Responsibility (EAR) to be in compliance with IRS regulations.

2. This process to identify these grants is started as early in the process as possible, generally when the Grants Administrator prints the Charity Check report.

3. At the end of each year and log is prepared by the Grants Administrator using data gathered from the grants database.

4. A letter requesting the Expenditure Accounting Responsibility form be completed is sent to each grantee coded as such.  There is more than one standard letter.  If the grantee has not responded to previous requests, a more strongly worded letter is sent.
5. When the completed form is returned by the grantee to the Foundation, the Grants Administrator notes the information on the EAR Log and in the database.

6. This information is used in preparation of the Foundation’s tax return.

BRADLEY FELLOWSHIP PROGRAM
1. The Board awards a grant of $1.5 million for Bradley Fellowships.  The dollar amount is not attached to specific organizations at that time.  Grants are awarded opportunistically during the course of the year.  Each award is not to exceed $25,000.
2. The Director of Academic, International and Cultural Programs sends a letter of invitation to professors outlining what needs to be done if they choose to participate in the Program.
3. In response to the invitation a professor sends a letter of request, in a specific style, a sample of which had been included in the invitation letter.
4. The request letter prompts a letter of award from the Foundation to the grantee, which needs to be counter-signed by the University and returned to the Foundation.

5. The Grants Administrator verifies the organization’s exempt status by printing and filing the organization’s Charity Check report.

6. Any non-compliance situations discovered during this process are directed to the Vice President for Finance.

7. Before payment can be released, the counter-signed letter and the professor’s report on the prior year’s fellowship must be received, if applicable.

GCC / DIRECTED GIVING PROGRAM FOR STAFF AND DIRECTORS
1. Each staff member is allowed to recommend a grant(s) up to $2,000 per year and Directors are allowed to recommend up to $5,000 in grants for each year; both require the approval of the President or Vice President for Program.  Grants cannot fulfill pledges.
2. Staff and Directors send a written request to the Grants Administrator indicating the grantee name, contact information, grant amount and purpose of the award.
3. The Grants Administrator prepares the database entry, creates a file folder, verifies tax exempt status using Charity Check.  If not already on file, she will request a determination letter when the check is sent.  

4. Any non-compliance situations discovered during this process are directed to the Vice President for Finance.

5. She then creates the GCC form that needs to be signed by the requestor (staff or director) and the President.

6. When the signed form is returned to the Grants Administrator, payment is released to the grantee on the next grant check cutting day.

BRADLEY PRIZES PROGRAM
1. The process begins with the President inviting persons prominent in their fields to nominate deserving individuals.

2. The nominations are reviewed by the President and Director of Academic, International and Cultural Programs.

3. The nominations are then sent to the Selection Committee.

4. When the winners are selected, the President discusses the $250,000 payment plan with each of the (usually four) winners.
5. The President informs the Grants Administrator of each individual’s payment schedule, which is then set up in the grants database as part of the $1,000,000 Bradley Prize award and paid accordingly to each individual.
6. The President or Finance Staff sends a letter to each winner requesting the W-9 form (or foreign form) be completed and returned to the Foundation’s Controller.
7. Form 1099 is issued by January 31.

BRADLEY PRIZE SELECTOR GRANTS
1. Individuals appointed to the Bradley Prize Selection Committee are allowed to designate, with the President’s approval, a grant(s) totaling $20,000.

2. Each selector completes a form indicating their choice(s), which is also signed by the President.

3. When this form is provided to the Grants Administrator, a database entry and file folder are created and the grant is awarded.

4. The Grants Administrator verifies the organization’s tax status using Charity Check and notes the information in the grants database.

5. Any non-compliance situations discovered during this process are directed to the Vice President for Finance.

6. Payment is released to the selected grantee.

DONOR INTENT PROGRAM
1. The Donor provides a list of potential grantees to the President.

2. The President reviews the list for agreeableness with Bradley purposes.

3. Grants recommended by the donor are entered into the database by the Grants Administrator.
4. The Grants Administrator verifies tax exempt status by searching Charity Check; this information is then noted in the database.

5. Any non-compliance situations discovered during this process are directed to the Vice President for Finance.
6. A list is run from the database in order for the donor to review and confirm grantees and amounts.

7. When approved by the Donor and President, the grants are awarded.
8. When the Controller confirms to the Grants Administrator that the Donor’s check has cleared the bank, a transmittal letter is prepared and the checks are mailed to each grantee.

9. A thank you letter is sent from the President enclosing a receipt from the VP-Finance.

10. A letter regarding the donor’s tax deductible amount is sent to the Donor by the VP-Finance.

