BRADLEY FELLOW RESPONSIBILITIES
	Create 2-tab Excel document 



	Update renew / invite / non-renew letter templates 


	Prepare renew / invite / non-renew letters as directed by Dianne



	Update E-Tapestry w/ dropped, new 


	Update Gifts w/ dropped, new


	Update Excel lists of professors (add/remove)


	Add current year Fund code in Gifts Admin


	Process request letters, initial batch and then as they come in


	Verify tax status of BF grantees (ongoing)


	Process and track report letters in Gifts (to allow payment)


	Enter report information into BF database


	Verify disciplines in database w/list



	Answer questions from professors, etc.


	Keep up with both tracking documents (.wpd & .xls)


	Follow up on BF prof w/o requests


	BF approval in minutes/print page for booklet


	Inform DJS of BF Balance remaining


	Cancel unassigned slots as directed by Dianne


	Add all current year BF grants to BF database
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