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The Organizations’ tab contains information relating to the grantee organization.  Search and  

double-click to open the record.
A. Organization is the first screen within Organizations.  
1. Name

2. Address (Spell everything out; no abbreviations)
3. City, State, Zip, (Country, if not USA)
4. Phones (Enter as 10-digit number; system will format)
5. Email

6. Website
7.
The Primary Contact field identifies the main contact of the organization by attaching the contact’s record to the organization’s record, and vice versa.  Type in last name; tab.  A list of all of those last names will appear. If correct contact is found, select; if not found, escape and complete the new contact screen (see Contact Codes fields and Contacts Update file).  If changing the primary contact, choose Action, Clear Contact and proceed with new entry as above.  This will not change or delete any other affiliations of the contact or of the organization.
B. The next tab is the tax status screen.  These fields will be completed only if a grant is awarded, and will continue to be updated as additional grants are awarded or if tax status changes.  
1. Legal Name = the name as listed on the organization’s IRS determination letter.  The default is the organization name used on the first tab, but this may be edited, for example, to include “Foundation” after a university’s name.  
2. The Tax ID number = the EIN (Employer Identification Number).   Enter from determination letter or other documentation; having this number will also simplify the Charity Check process.
3. Registration date = Date of the most recent IRS tax-exempt status determination letter that we have on file.  If this field is empty, that means we do not yet have a copy of the determination letter.
4. Financial Report Date = used for the date of the organization’s most recent financial report.  It is not required, but is entered if known; this gives us a clue to the organization’s fiscal year – helpful when scheduling payments.
5. Notes can be anything noteworthy.  
6. Be sure the box at the bottom left of the screen (Charitable Organization) is checked.  This action opens up the tax status fields on the right side of the screen.  
7. Previously, the Cumulative Index field recorded the year of the Index Book and page number the organization was listed on in the Cumulative Index, IRS Publication 78.  Currently, Guidestar’s Charity Check report is run and printed for each grant made, so this line is no longer used.  
8. Last verified by = the person who checked the current exempt status (pull-down menu available).
9. The next line indicates on what date it was verified

10. The third line denotes when the next verification is due (one year from verified on date).  
11. Several lines are available for tax status.  
12. The first status selected should always be 501(c)(3).  
13. Within that status are sub-categories.  The 509(a)(1) or 509(a)(2) or 509(a)(3) should be the next status listed.  
14. If there is further delineation, i.e. like frequently used 170(b)(1)(A)(vi), that should be on the third line.  
15. The dates next to each of the exempt status should be the date on which the IRS approved the status, if not available, the date of the most recent determination letter on file will suffice.
C. The background screen was designed to contain a brief description of the organization and its work.  It could potentially be pulled into any correspondence.
1. We use it for notes, or to record a previous address, or record physical v. mail addresses.  
2. The a.k.a. (also known as) field should contain any other names the organization is known by, or perhaps the organization’s acronym.  
3. The Sort As field will populate itself with all capital letters of the name of the organization as listed on page one of the record.  However, make changes as needed.

4. Spell out Saint when page one lists St. (and vice versa) 
5. If an organization’s name starts with “The,” move it to the end, preceded by a comma.  Any other alphabetizing should be made clear here.  
6. The vendor number will be automatically assigned by the accounting software when the first payment is made.  
7. Annual budget field is not used.
8. The United Way box should never be selected.
D. Wire transfer tab is available to record banking information if payment will be made by wire.  Currently, the finance department has chosen not to use this record.
E. The coding tab is important for searching and retrieving specific types of information.  

1. The coding fields used in the organization tab will be the default codes when requests for the organization are created.  
2. The most important codes for the organization are Conflict and Internal Program because they stay the same for each request; other codes change according to the request.
3. From the Conflict field, select any director affiliated with this organization (information comes from annual Disclosure forms sent by the President and subsequently entered into this field).  
4. The Internal Program field is usually Regular Grant, unless the organization is a foreign entity or needs Expenditure Accounting.  Note also if the organization is a 509(a)(3)-Type 3 entity.  
F. The affiliations record is automatically populated by Gifts as names are added to the organization through the Requests or Contacts tabs.

G. Subsidiaries are seldom needed; this action creates a parent/child relationship between two organizations.
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