THE LYNDE AND HARRY BRADLEY FOUNDATION, INC.

2010 Annual Report & Report to Wisconsin

Timeline

	ITEM
	PERSON
	EST DATE
	NOTES
	DONE

	Ask if any style or text changes to the AR
	YE
	6/30
	
	

	Provide style or text changes for AR to YE
	MWG
	7/31
	
	

	Ask if any style or text changes to the WI-R
	YE
	7/15
	
	

	Provide style or text changes for WI-R to YE
	MWG
	8/15
	
	

	Text and style changes completed for AR
	YE
	8/15
	
	

	Text and style changes completed for WI-R
	YE
	8/31
	
	

	See TF re: bids for printer of AR
	YE
	7/20
	
	

	Contact other printers to request quote
	YE
	7/31
	
	

	Contact LithoPrint to verify availability & request quote
	
	7/31
	
	

	Other printer quotes received
	
	8/15
	
	

	LP quote received by YE
	LP
	8/15
	
	

	
	
	
	
	

	Balance AR with 12/31 numbers
	YE
	
	
	

	Run tape total of AR grants
	YE
	
	
	

	Run tape total of WI-R grants
	YE
	
	
	

	Run WI-R grants report from Gifts
	YE
	
	
	

	
	
	
	
	

	Request BP & Symp write-ups from DJS/MH
	YE
	
	
	

	Run AR Grants awarded report from Gifts
	YE
	
	
	

	Bradley Prizes write-up completed; to YE
	DJS
	
	
	

	Symposium write-up completed; to YE
	MH
	
	
	

	Director photo provided to YE
	TF
	
	
	

	Request cover samples from LP
	YE
	
	
	

	Receive cover samples
	LP
	
	
	

	Determine BP & Symp. pictures to use
	MWG/TF/YE
	
	
	

	Determine quantity of AR and WI Report
	TF/YE
	
	‘08=1500/1200
	

	Determine cover stock & color
	TF/YE
	
	
	

	Determine inside stock & color
	TF/YE
	
	
	

	Select foil and ink colors
	TF/YE
	
	
	

	Determine how many enclosure cards are needed
	TF
	
	
	

	Contact LP with paper/cover selections, etc.
	YE
	
	
	

	Request Mueller media list for WI-R
	TF
	
	
	

	Request updated GMC, DF, MMAC mailing lists
	TF
	
	
	

	Ask MWG if he wants a cover letter sent with WI Rept; provide last year’s as sample
	TF
	
	
	

	Receive GMC, DF, MMAC mailing lists
	YE
	
	
	

	Update GMC, DF, MMAC mailing lists 
	YE
	
	
	

	AR draft mailing list prepared  & distributed to DK for circulation to P.S.
	YE
	
	
	

	WI-R draft mail list prepared & distributed to DK for circulation to P.S.
	YE
	
	
	

	AR draft mailing list to MWG
	DK
	
	
	

	WI-R draft mailing list to MWG
	DPS, DJS, MH
	
	
	

	Enter 2010 grants into AR document
	YE
	
	
	

	Provide AR draft to DK for distribution to P.S.
	YE
	
	
	

	Return AR draft to YE with changes to be made
	MWG/DPS/CF/MH/TF
	
	
	

	Provide WI-R draft to DK for distribution to P.S.
	YE
	
	
	

	Return WI-R draft to YE with changes to be made
	MWG/DPS/CF/MH/TF
	
	
	

	Review/proof cumulative grant list for webmaster
	MH
	
	
	

	
	
	
	
	

	Provide financial highlights to YE
	CF/MLH
	
	
	

	Send AR grant list to webmaster
	MH
	
	
	

	Financial highlights entered; draft to CF/MLH
	YE
	
	
	

	Run grant tape total; check all grants entered
	YE
	
	
	

	Receive media lists
	YE
	
	
	

	Return AR mail list changes to YE
	MWG/DPS
	
	
	

	Return WI-R mail list changes to YE
	
	
	
	

	Verify postage in mail account for both; add if needed
	SR
	
	
	

	Grant listing completed on website
	MH
	
	
	

	Approve sample of embossed cover
	YE
	
	
	

	Compare AR draft to website
	MLH/YE
	
	
	

	Reconcile website with pre-audit grant totals
	MLH
	
	
	

	Final draft to MWG, DPS, CF, MH, TF, RG, DT
	YE
	
	
	

	Send AR mailing list to printer (remove titles)
	YE
	
	
	

	Send WI-R mailing list to printer (remove titles)
	YE
	
	
	

	Return recommended AR changes to YE
	MWG, DPS, CF, MH, TF, MLH, RG, D&T
	
	
	

	Final WI draft to MWG, DPS, CF, MH, TF, RG, DT
	YE
	
	
	

	Send AR file and hard copy to printer
	YE
	
	
	

	WI Report changes returned to YE


	MWG, DPS, CF, MH, TF, MLH
	
	
	

	Receive and proof printers proof for AR
	YE
	
	
	

	Sign AR approval form; indicated changes; return to LP
	YE
	
	
	

	Send WI report file and hard copy to printer
	YE
	
	
	

	Advance copies (30 Annual Reports) to YE for MWG
	LP
	
	
	

	Annual Reports mailed
	LP
	
	
	

	Receive and proof printer’s proof of WI report
	YE
	
	
	

	Sign WI approval form; indicated changes; return to LP
	YE
	
	
	

	Report to Wisconsin mailed
	LP
	
	
	

	Verify AR & WI Report grant totals with website and post-audit numbers
	MLH
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