WHAT YOU NEED TO KNOW TO CAPTURE

ANNUAL REPORT GRANT INFORMATION
· Be aware of items occurring at the end of the year (BF cancellations, additional GCCs, Grant Commitments).
· Use a Gifts report that sorts by Program Area level 2.
· Remember to include Fund code = Regular in your search criteria so as not to pull in other non-sector grants.
· Grant Commitments need to be manually entered or removed from your final report because the award dates differ from the date authorized (which is used as the award date in Gifts).  If a Commitment was authorized in one year but not activated until a future year, two things must happen.  The full amount of the grant would need to be removed from the current year report, and then manually entered in the year it was activated.
· While editing the project descriptions:
· Never include an individual’s name;
· Avoid even the appearance of political activity;
· Use a more generic description, such as “to support public education”  in the event a grantee requests the project we have funded not be made public;

· Be consistent with terminology:  Do we say support scholarships or scholarship programs?  (If we support a scholarship, the public could interpret that to mean the Foundation just paid for the education of a Director’s child, without mentioning a name.  Including the word “program” indicates we did not select the recipients.)
