
After more than 50 years of 
building relationships with 
nonprofits and our region’s 
philanthropists, we bring not 
only expertise in grantmaking 
and private foundation support 
services, but also experience 
bringing good people together 
to do big things.
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Private Foundation Relationships: 
Scope of Services
What does the Quad Cities Community Foundation offer?
The Community Foundation offers the leverage of its core 
philanthropic, grantmaking, administrative, financial, communication 
and stewardship functions to select private foundations to ensure 
the purpose and legacy of the private foundation continues to have 
meaningful and transformative charitable impact. This arrangement 
takes the burden of administration of a private foundation off the 
Trustees while fulfilling the donor’s intent in perpetuity. 

Why choose to partner with the Community Foundation? 
By developing these partnerships, the Community Foundation 
perpetuates and stewards the legacy of a private foundation with a 
menu of professional services. Identifying a scope of services and to 
what degree a private foundation wishes to engage our philanthropic 
expertise is a first step. 



Grantmaking Services
Research and development
•	 Develop and support foundation mission, goals, 

grantmaking strategy, granting guidelines, policies and 
procedures.

•	 Relationship building and communications with 
nonprofits and applicant organizations.

•	 Identification of collaborative and innovative grantmaking 
opportunities within the foundation’s fields of interest.

•	 Research, evaluation and guidance in responsive and 
proactive grantmaking. Monitor issues of interest to the 
foundation and bring them forward for discussion.

•	 Preparation and presentation of information, programs 
and materials, and coordination of activities responsive 
to special requests related to grantmaking and the 
foundation’s philanthropic efforts.

Coordination and ongoing maintenance
•	 Notification to applicants of granting decisions. 

Coordination with foundation’s bank to issue grant 
payments accompanied by grant correspondence prepared 
by the Community Foundation on behalf of the foundation.

•	 Maintenance of historical applicant and grantee records, 
foundation correspondence files and other records related 
to the foundation’s grant making. 

Tracking and evaluation
•	 Receipt and acknowledgment of funding proposals as well 

as logging, tracking and final disposition of proposals.

•	 Arrangement of site visits, interviews or other pre-grant 
inquiries to evaluate funding proposals, including first-
time organization requests.

•	 Completion of proposal screening and evaluation process 
to fulfill the stated policies and interest of the foundation, 
including access to the Community Foundation’s 
online grant application and review system through the 
Foundation online platform. 

•	 Preparation of proposal recommendations and evaluation 
summaries for review by the foundation trustees.

When it comes to the grantmaking 
process, let us do the heavy 
lifting. The Community Foundation 
provides many grantmaking 
services that can help further 
the philanthropic efforts of your 
foundation.



General administration
•	 Professional management and oversight of all foundation activities with adherence to National 

Standards for Community Foundations as set forth by the Council on Foundations.

•	 Preparation of grant information, schedules and other information as needed for the 990 Private 
Foundation tax return and audit.

•	 Preparation and completion of other reports and special projects as directed; prepare reports for the 
Council on Foundations and other membership organizations.

•	 Receipt and management of foundation correspondence, phone and other inquiries.

•	 Maintenance of a secure system of digital data recordkeeping and offsite backup system.

•	 Arrangement, coordination and staffing of foundation board meetings, including preparation, 
meeting minutes, printing, packaging and delivery of materials for the foundation’s meetings. 

Budget and finances
•	 Preparation of the foundation’s annual operating budget and pledge payment schedule, monitoring 

of grant expenditures, expenses and funds available in relation to the grantmaking program. 

•	 Oversight of investments.

•	 Accounting services that include financial statements on a quarterly basis. Foundation can choose 
access to financial and grant information on online portal.

•	 Fulfillment of accounts payable with foundation authorization.

•	 Solicitation of bids for services or equipment needed by the foundation.

Marketing
•	 Creation of letterhead and envelope templates for foundation printed material, and provide storage 

for Foundation supplies

•	 Creation, maintenance and/or updates of the foundation’s web pages.

•	 Preparation, distribution and promotion of news releases and story placement to inform the region’s 
public of foundation granting activities and community impact, including responses to inquiries 
from the press.

Human resources
•	 Facilitate training and orientation of current, new and next generation board members, as requested.

Administrative and Support Services
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