TAX RETURN – GRANT ITEMS NEEDED
October 30, 2013
Paid Grants List For Tax Return
Starting in the payments tab of Gifts, select the view “Payments made for tax return” which includes the search criteria (paid date = last year” and “status does not = refund”).  Select all; click on the printer icon. Remove subtitle 1; change title to Payments Made 20yr. Chose the “preview report” icon. When the file is fully loaded, select file, export to Excel.  The grant descriptions for this report pull from page 2 of each grant’s record and therefore were used in the annual report. 

Save the file to H:\Records\IRS Tax Grants\year\ Paid YEAR and Refunds YEAR.

Edit project descriptions as necessary (see below).  Indicate tax exceptions by adding a column at the very left edge of the Excel reports and place an asterisk there for each grant of an organization whose tax status is Private Foundation, and a double asterisk for all other grants requiring expenditure accounting. The Expenditure Accounting Log contains this information, as well as the “Tax Exceptions” document.  Taxes are filed in November; editing may be done as time is available throughout the year. 
Update Expenditure Accounting Log (Excel document) and copy to the Tax directory 
The EAR log has been in use all year.

List of Tax Exceptions (Word document)
Info comes from the EAR log:  Organization, Date Paid, Amount Paid.
Refunds, Cancels, Voids, Replacements List, copy and move to Tax directory (Word doc)
This list is created and updated monthly throughout the year.  Verify for accuracy.
Grants Approved for Future Payment (Excel document)
Using the Sched of App & Pay from Gifts run for 12/31, save as Future Payments and delete unnecessary columns.  Delete grants that do not show a balance due (which is the last column of the report) and remove brown lines. Leave a blank line between grants for ease of viewing. Using previous year as example, copy header and style to the current report and edit accordingly. Set payment amount column to currency-no decimals by formatting the cells.  Add each grantee’s complete street address (may need to check Guidestar for grantee’s 990 to get a street address).  Review each grant description and edit as needed.
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-- PREVIOUS PROCEDURE --   

Report of Grants Paid and List of Refunds from Gifts Reports:
Starting in the reports section of Gifts, choose financial reports; select “Tax Return Payments (USE)” report.  From the top menu, select tools and then report template.  The template will open in Crystal Reports.  Click on the header and change the year of the report.  Select report expert and move to the tab entitled disposition date; change the selection criteria to the appropriate year.  Save and close.  Use this updated report for the following:
When running the Grants Paid report:

Title:  

Grants Paid Calendar Year 20XX

Criteria:
Paid Date = last year and Status does not = refund
Note:

Remove replacement checks by referring to the (RefVoidCanReplace-220yr.xls) list updated and maintained throughout the year.

When running the Refunds report:

Title:

Refunds for Calendar Year 20XX

Criteria:
Paid Date = last year & Status = refund
To Edit Grant Descriptions of Payments and Refunds (the above reports) 

· Remove any individual names; modify using the position or title instead
· Regarding Bradley Fellow grants, remove professor name and department so the purpose reads:  To support the Bradley Graduate and Post-Graduate Fellowship Program

· To support scholarships should be changed to support the scholarship program
· Delete dollar amounts in the descriptions allotting funds to different programs

· If any questions arise, consult the annual report and/or the program officer
· New procedure: add full address to each grant listed in both reports
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