How to Make Grants on the Donor Portal

Please utilize this process for making one or more grants from your Fund.

34 Steps
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Home 34 Steps (4

STEP 1

A. Log into your Portal account and click on FOR DONORS
B. Click on MY FUNDS

GUIDANCE AND RESOURCES

A
HOME |l
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STEP 2

Select the Fund you would like to make a grant(s) from

N

\ Q BHILIP ANTHRORY = | DONATE
\C '/r' FOUNDATION

Welcome, Philip Anthropy!

Select Your Fund

STEP 3

A. Click on Grant in the navigation bar
B. Click on Grant to Nonprofits

If you would like to make one quick grant, you are welcome to press "Recommend A Grant"
found under your Fund Balance and follow a similar process.
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SEATTLE HOME | FORDONORS~ | GUIDANCEANDRESOURCES | CONTACTUS | Q@ | PHILIP ANTHROPY ~ -
FOUNDATION

Funds Grant Contribute Invest Histol
Philip Antnropy Famiy Fund Support your favorite Nonprofits. Donate to Your Fund Review Investments

ry Requests
Access transaction istory and statements

Request updates or changes to your fund or profile.

Grant to Nonprofits |

My Fund's Disbursement Schedules
Welcom  woan: fl

My Grant Recommendations

Philip Anthropy Family Fund

Available to Grant Fund Balance Your Philanthropic Advisor

Molly Judge
$0.00 $0.00

m judge@seattlefoundation.org

- - o

Announcements

tion Fundholder

Sign up today 1o join our Fundnolder Newsletter! Stay up to date with the latest events, reources, and opportunities as a valued member of our community. Click
Here to learn more!

You're making a $0.00 $0.00 Update Your Fund
Aiffaranna .

STEP 4

Click on MAKE A GRANT

SEATTLE HOME FORDOMORS ~ | GUIDANCE AND RESOURCES | CONTACTUS | Q | PHILIP ANTHROPY ~ -
FOUNDATION

Home > Fund D. > Mak

Make Grant Recommendations

Available to Grant
$0.00

Grant Recommendations

Reguest Date & Qrganization

Amount Grant Purpose
11 4 Casa Latina $10,000.00 To provide general support @
Total $10,000.00

SEATTLE
FOUNDATION
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STEP 5

Select the magnifying glass to search for the organization you would like to
grant to

Please note, if you are granting to an organization you have granted to in the past, you can
press "Past Grant Recipient” and the system will filter through the organizations in your Fund's
grant history. If you are granting to a new organization, you will need to provide the name of
the organization and the website.

@ Create

Grantee Information

Grant Recipient Type
O Past Grant Recipient
O New Grant Recipient

Organization *

Additional Information

Grant Purpose *

Select

Special Instructions for Nonprofit Recipient

S5 Erion 5 of 28



STEP 6

Search for the organization you would like to grant to

@ Create

Lookup records

ﬂ Casa Lating|

Choose one record and click Select to continue
If you create a new organization, please search and select it in the grid.

QOrganization
Organization Name (Fiscal EIN (Fiscal
Organization Preferred Sponsor Sponsor |
Name 4 Name Organization) QOrganization) W

100 Black Men
of Seattle Inc

Ben Bridge
Jeweler, Inc.

sazor ReMOVE VALLE
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STEP 7

When the organization comes up, confirm it is the correct organization by
reviewing it's information (City, State, EIN)

If the organization does not come up, please press NEW and add the name and website of the
organization

Organization
Qrganization Name (Fiscal EIN (Fiscal
Organization Preferred Sponsor Sponsor
ame Name Organization) Organization) W

Casa Latina Casa Latina

REMOVE VALLE
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STEP 8

Once you have confirmed the organization, Click on SELECT

Lookup records

Casa Latina

Choose one record and click Select to continue
If you create a new organization, please search and select it in the grid.

Organization
QOrganization Name (Fiscal EIN (Fiscal
Organization Preferred Sponsor Sponsor
< Name 4 Name Organization) Organization) W

[« Casalatina Casa Latina

CANGEL ] REMOVE VALUE

STEP 9

Select the Grant Purpose from the drop down menu

Grant Recipient Type
O Past Grant Recipient
O New Grant Recipient

Organization *

Casa Latina

Additional Information

Grant Purpose *

|l To provide general support

Special Instructions for Nonprofit Recipient
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STEP 10

A. Optional: Include Instructions for Nonprofit Recipient (this will be included
in the grant transmittal letter to the organization)

B. Optional: Include Notes to Seattle Foundation Staff (this will stay internal to
Seattle Foundation)

AuuIIuLar vt iauun i

Grant Purpose *

To provide general support

.Special Instructions for Nonprofit Recipient

.Noies to Seattle Foundation Staff

Keep the fund name anonymous *
OYes O No
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STEP 11

Specify your Anonymity Preferences for your Fund Name

NOTES 10 seattie Foungation starr

Keep the fund name anonymous *
O Yes @No

Keep the donor name anonymous *
OYes ONo

Share donor contact information with grantee *
OYes ONo

STEP 12

Specify your Anonymity Preferences for Donor Name

Keep the fund name anonymous *
OYes ®No

Keep the donor name anonymous *
O Yes (®@No

Share donor contact information with grantee *
OYes ONo

Grant Information

le thie a muti_naumant Arant Ar a ransorrina Aarant?
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STEP 13

Specify if you would like to share your contact information with the grantee
within the grant transmittal letter

If you press yes, a dropdown menu will appear and you will be asked to provide your preferred
contact information (email, phone number or address) with the organization in the grant
transmittal letter.

Keep the fund name anonymous *
OVYes @ No

Keep the donor name anonymous *
OYes ®No

Share donor contact information with grantee *
®@ves ONo

Please provide the contact information you would like to share *

phil.anthropy@gmail.com|

Grant Information

Is this a multi-payment grant or a recurring grant?

One-Time
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STEP 14

Please specify whether this grant will be a one-time grant or recurring

This grant is an example of a multi-payment grant.

@ Create

RS T I I A R A RIS A TR R G G

phil.anthropy@gmail.com

Grant Information

Is this a multi-payment grant or a recurring grant?

ll Quarterly

Amount *

|

Start Date *

‘ M/D/YYYY

Number of Disbursements *

m

End Date

@ SEATTLE
FOUNDATION
.
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STEP 15

A. Type Amount
B. If you are setting up a multi-payment grant, please provide a Start Date

A "

Grant Information

Is this a multi-payment grant or a recurring grant?

‘ Quarterly v‘

Arnr.unt *
s || 1000 ”

Start Date *
®
H M/D/YYYY ‘l H

Number of Disbursements *
| |

End Date
**End Date will be calculated based on start date and number of disbursements entered
M/DIYYYY ‘ =

Total Amount
**Total Amount will be calculated based on amount and number of disbursements entered
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STEP 16

For multi-payment grants, please specify the Number of Disbursements

Amount *

S | 1000

Start Date *

‘ 12/1/2024

Number of Disbursements *

Total Amount
**Total Amount will be calculated based on amount and number of disbursements entered

s|o

Acknowledgement and Representation *
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STEP 17

The system will automatically generate an End Date and Total Amount for your
multi-payment grant. Please review.

Ji=d

Sidie o duun

Is this a multi-payment grant or a recurring grant?

Quarterly

Amount *

$ | 1000

Start Date *
| 127172024

Number of Disbursements *

[4

End Date
**End Date will be calculated based on start date and number of disbursements entered
| MDY =

Total Amount
**Total Amount will be calculated based on amount and number of disbursements entered
s|o0
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STEP 18

A. Please acknowledge the statement
B. Click on Submit

consistent with its charitable purposes. | rep
used to satisfy a pledge, purchase a table or
more than an incidental benefit to donors, dc
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STEP 19
A warning will pop up, Click OK

Submit

If total amount exceeds total balance available this grant recommendation may

not be processed.

STEP 20
To make another grant, Click on MAKE A GRANT

ViaKe Lrant Recommendaatons

Available to Grant
$0.00

Grant Recommendations

Reguest Date 4 Organization Ameunt Grant Purpose

114642024 Casa Latina $1,000.00 To provide general support [~
9/11/2024 Casa Latina $10,000.00 To provide general support [v)
Total $11,000.00
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STEP 21

Select the magnifying glass to search for the organization you would like to

grant to

G Create

Grantee Information

Grant Recipient Type
O Past Grant Recipient

O New Grant Recipient

Organization *

Additional Infermation

Grant Purpose *

Select

Special Instructions for Nonprofit Recipient

SEATTLE
FOUNDATION
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STEP 22

Search for the organization
@ Create

Lookup records X

ﬂ 100 Black Men of Seattld ] Q }

Choose one record and click Select to continue
If you create a new organization, please search and select it in the grid.

Organization
Qrganization Name (Fiscal EIN (Fiscal
Organization Preferred Sponsor Sponsor
Name 4 Name EIN Organization) Organization) W

100 Black Men 82-

of Seattle Inc 1221541

Ben Bridge
Jeweler, Inc.

SELECT REMOVE VALUE

STEP 23

A. Review the information to confirm it is the correct organization (City, State,
EIN)
B. Click on SELECT

If the organization does not come up, please press NEW and add the name and website of the
organization
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100 Black Men of Seattle Q

Choose one record and click Select to continue
If you create a new organization, please search and select it in the grid.

Organization

QOrganization Name (Fiscal EIN (Fiscal
Organization Preferred Sponsor Sponsor
¢ Name 4 Name .m Organization) Organization) Web
[«] 100 Black Men 82-
of Seattle Inc 1221541
4 »

@ |- CANCEL [ REMOVE VALUE

STEP 24

Select the Grant Purpose

@ Create

Additional Information

Grant Purpose *

l[ To provide general support

Special Instructions for Nonprofit Recipient

Notes to Seattle Foundation Staff
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STEP 25

Optional: Include Instructions for Nonprofit Recipient (this will be included in
the grant transmittal letter to the organization)

wuredle x

Additional Information

Grant Purpose *

To provide general support v

Special Instructions for Nonprofit Recipient
|

Notes to Seattle Foundation Staff

Keeo the fund name anonvmous *
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STEP 26

Optional: Include Notes to Seattle Foundation Staff (this will stay internal to
Seattle Foundation)

SEATTLE
@ FOUNDATION

Notes to Seattle Foundation Staff

Keep the fund name anonymous *
O Yes O No

Keen the donar name anonymotis *

OYes O No

Share donor contact information with grantee *
OvYes ONo
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STEP 27

A. Specify your Anonymity Preferences for Fund Name
B. Specify your Anonymity Preferences for Donor Name

@ SEATTLE
FOUNDATION
.

Keep the fund name anonymous *
A,
O Yes L@No

Keep the donor name anonymous *
O Yes @No

Share donor contact information with grantee *
OYes ONo

23 of 28



STEP 28

Specify if you would like to share your contact information with the
organization grantee

If you press yes, a dropdown menu will appear and you will be asked to provide your preferred
contact information (email, phone number or address) with the organization in the grant
transmittal letter.

@& Create
Keep the fund name anonymous *
OYes ®No

Keep the donor name anonymous *
OYes ®No

Share donor contact information with grantee *
O Yes (®)No

Grant Information

Is this a multi-payment grant or a recurring grant?

One-Time v
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STEP 29
Type Amount

Share donor contact information with grantee * -
OYes ®No

Grant Information

Is this a multi-payment grant or a recurring grant?

| One-Time V|

Amount *

3 |] 5,000 ]

Acknowledgement and Representation *

| understand that Seattle Foundation has final authority to approve this grant recommendation,
consistent with its charitable purposes. | represent that this recommended grant will not be
used to satisfy a pledge, purchase a table or ticket for a fundraising event, or otherwise provide
more than an incidental benefit to donors, donor advisors or related parties.

O Yes

STEP 30

A. Review the grant information

@ Create

Share donor contact information with grantee *
OYes ®No

A
Grant Information

Is this a multi-payment grant or a recurring grant?

‘ One-Time

Amount *

] ’ 5,000

Acknowled and Rep ion *

| understand that Seattle Foundation has final authority to approve this grant recommendation,
consistent with its charitable purposes. | represent that this recommended grant will not be
used to satisfy a pledge, purchase a table or ticket for a fundraising event, or otherwise provide
more than an incidental benefit to donors, donor advisors or related parties.

@ Yes
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STEP 31

Please acknowledge the statement and Click on Submit

G Create

Share donor contact information with grantee *
Oves ® No

Grant Information

Is this a multi-payment grant or a recurring grant?

One-Time

Amount *

$ | 5000

‘Acknowledgement and Representation *

| understand that Seattle Foundation has final authority 1o approve this grant recommendation,
consistent with its charitable purpeses. | represent that this recommended grant will nat be
used to satisfy a pledge, purchase a table or ticket for a fundraising event, or otherwise provide
more than an incidental benefit to donors, donor advisors of related parties.

®Yes

STEP 32

A warning will pop up, Click OK

reate

Submit

If total amount exceeds total balance available this grant recommendation may
not be processed.
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STEP 33
Please review all of your the grant recommendations and Click on Submit All
Grant Recommendations

Viake Grant kecommenaatons

Available to Grant
50.00

Grant Recommendations

Reguest Date & Organization Amount Grant Purpose

11/6/2024 100 Black Men of Seattle Inc $5,000.00 To provide general support E:
11/6/2024 Casa Latina $1,000.00 To provide general support [::
9/11/2004 Casa Latina $10,00000 To provide general support ~
Total $16,000.00

STEP 34
Click on OK

Submit

Are you sure you would like to submit all grant recommendations?
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the heart & science of philanthropy
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