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Grant Processing 

Grant request (directive) comes in through a variety of ways (phone, email, MyFund, etc.), 
eventually becoming a written directive used for processing and documentation of proper fund 

holder authorization. 

 

The directive goes through a due diligence process required before entering the grant into the 
system, which includes some of the following: 

o Verification that the recommended grantee is a 501c3 organization or other charitable 
entity. If not, further steps regarding expenditure responsibility are required. 

o Confirm the type of grant being requested, and that the intent of the grant is charitable. 
o Verification that the grant avoids any benefits the donor may receive. Further 
communication with donor and/or grantee may be necessary to rewrite or deny grant. 
o Verification the grant is in compliance with the original donor intent of the fund. 

o Proper treatment for Endow Iowa Eligible funds is also done. 

 

Program Associate enters grants into the grants system. For larger grant requests, grant cycles 
and programs, and scholarship payments, programs staff will work directly with finance staff to 
ensure funds are moved properly. Once entered, grants are reviewed by Director of Programs for 

accuracy. 

 
Grant letters are created indicating the purpose of the grant as well as the fund it is coming from. 

Staff will determine whether or not the grantee is signed up for ACH transfer payments. If so, 
additional steps are taken. Additional special instructions are added to the letter if necessary. 

Specific language is added for funds held by Affiliate Foundations. 

 

Once created, all letters are sent to the Finance department for payment creation. Checks are 
printed and added to the letter.  They are then signed by the CEO and returned to Programs to be 

mailed. ACH transfers are created and made when approved by the CEO and VP of Finance. 
Signed letters are returned to Programs to be mailed and emails are sent by Finance informing 

grantees the transfer has been made. 

 

 

The Board of Directors is responsible for  approving all grant recommendations.  They have 
delegated that authority to the staff for all donor advised and designated funds.  The Finance 

department provides the Board with a list of all grants recommended since the last board meeting 
for their final approval.   


