MONTHLY GRANT RECONCILIATION
November 1, 2013
For ease, run these Gifts reports in the following order:
1.
Payments Due Schedule, by Program Area 1

Criteria:  None

Title:  Payments Due
[Use sector totals to update:  H:\Records\Grants\Grt_Rec\2013\PayDue(month).xls]
2.
Schedule of Appropriations and Payments
Criteria:  Fiscal year at least 2013 (current year)

Title:  None; it is inserted automatically
Print three additional copies of the last page – one will be “Lead Sheet” for current month, one will be set aside in the file to be used with next month’s reconciliation, and one for the complete year file.
3.
Grants Alpha List by Fund 

Criteria:  Approval date = this month
Title:  Grant Awards – Month Year

4.
Grant Summary by Program Area 1
Criteria:  Approval date = this month 
(for use with budget verification)
Title:  Grant Summary – Awarded Month, Year
5.
Grant Summary by Fund
Criteria:  Approval date = this month
Title:  Grant Summary – Awarded Month, Year
6.
Grant Summary by Fund 
Criteria:  Approval date = this year

Title:  Grant Summary – Awarded YTD
7.
Payments Made by Month 
(detail list)
Criteria:  Paid date = this month
Title:  Grant Payments – Month, Year
8.
Summary of Paid Payments by Fund

Criteria:  Paid date = this month; Status = paid [Info: Includes reissues]
Title:  Gross Grant Payments – Month, Year
9.
Summary of Paid Payments by Fund 

Criteria:  Paid date = this year; Status = paid [Info: Includes, reissues]
Title:  Gross Grant Payments – YTD
10.
Summary of Paid Payments by Fund 

Criteria:  Paid date = this year & Status = no refunds
Title:  Net Grant Payments – YTD
11.
Summary of Paid Payments by Fund 

Criteria:  Paid date = month & Status = no refunds
Title:  Net Grant Payments – Month, Year
12.
Summary of Paid Payments by Fund 

Criteria:  Paid date = month & Status = Refund
Title:  Refunds – Month, Year
13.
Summary of Paid Payments by Fund 

Criteria:  Paid date = this year & Status = Refund
Title:  Refunds – YTD
14.
Summary of Paid Payments by Fund 

Criteria:  Paid date = this year; Status = Void
Title:  Voided Payments – YTD
15.
Summary of Paid Payments by Fund 

Criteria:  Paid date = this month; Status = Void
Title:  Voided Payments – Month, Year
16.
Summary of Paid Payments by Fund 

Criteria:  Paid date = month & Advanced: Payment Notes Field contains “reissue”

Title:  Reissued Payments – Month, Year
17.
Summary of Paid Payments by Fund 

Criteria:  Paid date = this year, go into Advanced: Change current month to Jan (01/01) and keep

Payments Notes Field contains “reissue”

Title:  Reissued Payments – YTD 
18.
Payments made by Month

Criteria:  Paid date = this year & Wire transfer = yes
Title:  Grant Payments by Wire – YTD
19.
Grant Commitments Schedule

Print entire report plus two additional copies of last page, which will show agreement with
 “Summary of Payments Due” (item #1 above)
Title:  Grant Commitments Schedule

20.
Payment Status Summary by Fund 
[for cash flow projection]
Criteria:  Date range of each month from next through end of year (Dec = 1-30; Pending = 31st)

Title: (Name of Each Month, accordingly)
Current month paid amount (report previously run)

Reports not run from Gifts to prepare:

1.
Grant Reconciliation
Update H:\Records\Grants\Grt_Rec\2012\Grant Reconciliation 2012.xls. Copy previous month tab and
place as next tab; rename tab to current month. Using these reports, insert numbers accordingly.

2.
Lead Sheet
On the last page of the Schedule of Appropriations and Payments, write the name of the month to the left of the column totals, and “Lead Sheet” at the top left margin.  Using the additional copy of the last page of the “Schedule of Appropriations and Payments” report set aside from last month, write last month’s column totals beneath the current month’s column totals; subtract and write difference under each column.   
These should be done the day before so there is time to fix anything that does not agree:
3.
Budget Worksheet-Summary and Verification 

First, be sure to update H:\WPDATA\2013 Board\BUDWKS13.xls by verifying that the GCCs, Bradley Fellows, etc. have been included. (Helpful to also verify recent agenda changes with the Program Assistant.) Then make sure the Budget Worksheet agrees with the Quarterly Spreadsheet for recommendations. Then run sector reports of recommendations to verify with the Quarterly Spreadsheet.  Reports previous run will confirm grants awarded by sector. Next, complete the verification page (H:\Records\Grants\Budget\2013\Verify-xxx) indicating the Worksheet balanced with Gifts and the Excel spreadsheet.  Attach all reports used for verification.
4.
Grant Commitments
Update H:\Records\Grants\Grt_Commit\GRTCOM12.xls
Remember to include Bradley Fellows.

5.
Cash Flow Projections
Update H:\\Records\Grants\Cash flow\13CSH-Fl.xls by replacing the current month’s estimate with the grants paid from reports run for the reconciliation. Then use the monthly “Payment Status Summary – by Fund” reports to fill in the estimates. Keeping in mind when the Board meets, include figures to represent potential grant payments in months after meetings. Adjust projections to match the budget.  

Provide to VP-Finance in this order:
1.
Grant Reconciliation

2.
Lead Sheet

3.
Grant Summary (page that goes in the Board agenda book)
4.
Grant Summary – Awarded Month
5.
Grant Summary – Awarded YTD

6.
Summary Bradley Fellows Awarded – YTD

7.
Current Year Bradley Fellows Awarded Month & Year, with both tabs of updated BF log 


attached (H:\Records\Grants\Bradley Fellows\10-12\BFPA11-12.xlsx)
8.
Gross Grant Payments – Month
9.
Gross Grant Payments – YTD 

10.
Voided Payments – Month
11.
Voided Payments – YTD 
12.
Reissued Payments – Month 
13.
Reissued Payments – YTD

14.
Refunds – Month
15.
Refunds – YTD 

16.
Net Grant Payments – Month
17.
Net Grant Payments – YTD 

18.
Grant Payments by Wire – Month
19.
Grant Payments by Wire – YTD

20.
Grant Aging 


21.
Summary of Payments Due


22.
Grant Commitments

23.
Budget Worksheet-Summary 

24.
Cash Flow

These will be returned to you when approved.  Then make appropriate copies and distribute: 
VP-Finance:  
Return only the Reconciliation, Lead Pages, and Grant Summary

Controller:
Reconciliation, Lead Pages, Grant Summary (advance copy of cash flow)
Accountant:
Grant reconciliation, Lead Pages, Grant Summary, all summary reports previously 



provided to VP-Finance

Bind:  

In 3-ring binder using index and tabs 1-10, bind the grant reconciliation, including all 



detail and summary reports
H:\Admin\Instructions-Grant Process\Financial\Monthly Grant Reconciliation.doc
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