NEW PROCEDURE FOR UPDATING CONTACTS IN GIFTS
When a contact of a grantee organization is replaced by a new person, the new person’s name and contact information is entered into Gifts as affiliated with the grantee organization.  If he becomes the primary contact of the organization, that won’t change the prior person’s affiliation with any grant requests.  Here’s where the procedure needs to be changed.  
The prior contact is most likely affiliated with one or more requests of the organization.  We need to look at all of the organization’s requests that have any payment outstanding, which of course would mean we will have future correspondence relating to the grant.  Each of those grants will need two changes made:  the affiliation of the prior contact should be changed to “original requestor” in the affiliations tab, and the new contact needs to be entered as the primary contact (on page 1) so any correspondence will go to the new employee of the grantee organization.
We need to be aware, even when a new proposal is sent in and the contact name is different from the previous grant’s contact person, the new person’s name must replace the previous person in each of those unpaid records.  Grants completely paid would not need the update because any report that would need to be acknowledged would be addressed to the person sending in the report.
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