PREPARING DIRECTOR AFFILIATIONS
PAGE FOR BOARD AGENDA BOOK
October 26, 2011
1. To retrieve information to prepare the Director Affiliations page for the agenda book:
A. Start in the Requests tab of Gifts.

B. Search criteria:  Request Type and Status = Staff-Recommend; Meeting Date On = board date of the upcoming meeting.

C. From the View menu, choose Apply/Edit Views, select “Director Affiliations” then Apply View.  Select all; print the report (portrait) using an appropriate title.     [See Exhibit A]
D. The conflict column contains names that need to be on the Director Affiliations page.  The information on your screen also provides the grantee name, project description and amount recommended, all of which are included on the Affiliations listing.
2. Open the previous meeting’s Affiliations page located in the current year directory in H:\WPDATA and “save as” the current meeting Affiliation’s page (change date).  Delete entries and replace with current meeting information from report of recommendations just printed (above).      [See Exhibit B]
3. Now, run a report of all director affiliations for the year.  To do this:

A. In Organization tab, select View, Apply/Edit, Director Affiliations, Apply View.  This view automatically runs the search for all Director Affiliations.  Print this report (portrait).     [See Exhibit C]
B. Return to the Requests tab.  Compare the report of all affiliations that you just printed to the recommended items still on your screen to verify the information on the Affiliations page you have just prepared.
4. Give the Affiliations page prepared for the agenda book [Exhibit B], the list of recommendations on the agenda [Exhibit A], and the current list of all director affiliations [Exhibit C] to the VP-Finance for review.
5. When approved by VP-Finance, give only the Director Affiliations page being included in the agenda book to the President for approval.  
6. After approval by the President, give to the Office Assistant to copy and insert as a tab in Section 5 (Informational Material) for the agenda book. 
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