DONOR INTENT PROGRAM
MIKE KEISER
Enter list of Keiser requested grants into Gifts
MWG will verify list with Keiser

Make changes as requested

Verify tax exempt status

Verify Gifts listing with Keiser amount

Run final list

Prepare check transmittal letters

Copy check transmittal letters

Create blue file folders for each grant

Place check transmittal letters in file

Prepare receipt to come from CF
Prepare MWG thank you letter to Keiser enclosing receipt from CF

Prepare IRS letter from CF listing the grants

File receipts and reports as they come in
H:\Finance\Grants\DONOR INTENT.doc

