BIF
Job Duties
Contact persons for Wells Fargo
Provide officer/trustee information for changes in officers and trustees

Is an Authorized representative to receive statements and tax information regarding the donors
Provide information to WF for:

· Modifications to governing instruments

· Report information to WF for all assets and transactions held outside the fund such as: Assets, values, grants, K-1’s, compensation

Administrative and Operational

Arrange board/committee meetings

Tax Returns

· Review and sign returns before filing

· Provide information to prepare return including acts that trigger penalties

Audit

· Obtain proposals

· Coordinate audit with auditors

Responsible for document retention

· Maintains record of meeting approvals

· Board/committee meetings

· All legal documents and agreements with vendors

Maintain relationships with vendors
· Legal firm used for solicitation Filings

· Insurance

· Talk to agent regarding insurance needs

· Corporate, director/officer, cyber, business 

· Banking relationship

· IT relationship

Employee operating manual

· Develop manual for procedures for backup personnel

Order paper, envelopes, supplies
Pay bills

Balance checkbook
Develop and maintain records on donor giving and grant recommendations

Develop and maintain data bases relevant to the DAF and donors

Donor Relationship

Respond to donor questions

Update donors on initiatives
Update website
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