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Doris Duke Charitable Foundation
Grants Process
December 31, 2009
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The mission of the Doris Duke Charitable Foundation (DDCF) is to improve the quality of
people’s lives through grants supporting the performing arts, environmental conservation,
medical research and prevention of child maltreatment, and through preservation of the cultural
and environmental legacy of Doris Duke’s properties.

Grant Development and Approval

Grants are either competitively awarded through Request for Proposal (RFP) processes or are
initiated by the Foundation. Grants and proposed grant competitions are presented to the Board of
Trustees at one of the four meetings that take place during the year. All grants must be approved
by the Board of Trustees with the exception of the Program Fund, Trustee recommended grants,
and grants to be selected through competitive, peer-reviewed program initiatives. In the latter
case, the Board approves a total amount for the program initiative and delegates to DDCF’s
President Edward Henry the authority to approve grants recommended through the peer-review
selection process. The Board has authorized the Medical Research Program’s career-ladder
award competitions (Clinical Scientist Development Awards, Distinguished Clinical Scientist
Awards) to be conducted, with funding requested from the Board following the competition for
the number of grants recommended by review panel (in accordance with the MRP budget).
Authority for Program Fund (PF) grants is sought from the Board each November for the
following year. PF grants must be for purposes that are in keeping with the mission of the
Foundation; the amount of these grants is limited both on a per-grant basis ($100,000 or less) and
cumulative annual basis for each program (up to 5% of each Program’s annual payout budget
may be awarded as Program Fund grants). Additionally, the Board authorized the President to
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approve up to $500,000 in Program Fund grants for the Climate Change Initiative and for the
African Health Initiative (with individual grants totaling no more than $100,000), with funding to
come each initiative’s annual grants budgets. All Program Fund grants are developed by staff,
undergo routine due diligence review, and are approved by the President. Each Program Fund
grant totaling $50,000 or more is discussed at a Staff Program Review meeting prior to approval.
Finally, in 2009, one Trustee of the Foundation recommends grants totaling up to $100,000
annually for projects that are consistent with the mission of the Foundation and three Trustees
recommend grants up to $100,826.63; the projects and organizations must be vetted by staff and
approved by the Board Chair prior to grant award.

Edward Henry (President) is actively involved in the entire grants cycle. Prior to performing all
the research on a potential grantee, the Program Director discusses the organization or proposed
project with Mr. Henry. Based on this discussion, the research will begin or the project will be set
aside.

Once a completed grant application is returned to DDCF, the Program Director and staff
members review it to ensure that the organization meets DDCF requirements and that the
program description is in line with DDCF’s mission and program objectives. The application is
also reviewed by the Grants Manager and Program Associate for Grants Administration to ensure
that all the proper documentation has been received and the organization is a qualified not-for-
profit. Each proposed grant is entered into GIFTS for Windows, the Foundation’s grants
management database.

Once all the submitted application has been reviewed and approved, the Program Director
compiles a docket for presentation to the Board of Directors that describes the potential grantee
organization and its proposed use of funds. Prior to the Board meeting, the Program Director
presents the information to senior management and program staff at a Program Review session
and at a “practice” session for the Board meeting. During the meeting the senior staff critiques the
written summary and the presentation, and the appropriate changes are made.

At the next Board meeting, the docket will be presented to the Board for their approval. The
Board’s decisions regarding proposed grants are documented in the Board of Director Minutes,
After a grant has been approved by the board, Grants Administration staff records the grant as
“Approved” in GIFTS and the GIFTS system assigns a grant number. Grants Administration
then sends a report detailing the grants approved to Finance and the Senior Accountant/Assisstant
Treasurer prepares a journal entry to record the hability.

Grant Award

Once the Board approves the grant, the appropriate DDCF staff member notifies the organization
by telephone. The Program Associate for Grants Administration generates a draft grant agreement
using the appropriate GIFTS template (grant agreement templates are stored in GIFTS and
merged with the GIFTS grant data to create the grant agreement). The Program Director and
Grants Manager review and refine the grant agreement until they are satisfied that it is complete.
Once the Grants Manager has approved the grant agreement and award letter and verified that all
grant documentation is in order, the agreement and award letter is forwarded to the President for
signature.

After the President signs the award letter and the grant agreement, the award package is sent to
the grantee organization. The grant agreement specifies the total funds awarded, payment
schedule, use of the funds, performance and financial reporting requirements, and various other
disclosures regarding DDCF’s rights (for example, to publicly announce the grant). If the grantee
organization agrees to the terms of the agreement an authorized representative of the organization
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will sign and return the agreement to the DDCF (two originals of the agreement are sent and the
grantee organization retains one original for their records). When the fully executed grant
agreement is received by the Foundation, the first grant payment is initiated by Grants
Administration and forwarded to Finance for processing.

Grant Payment Process

Once the Grants Manager has determined that all requirements for a grant payment have been
met, the grant payment process is initiated.

The Grants Assistant confirms that ACH instructions are still correct and updates the GIFTS
record if necessary. Then, Grants Administration exports the grantee data from GIFTS to an
Excel spreadsheet which is emailed to the Investment Accountant for upload to the Lawson
Process Flow. Once the information is uploaded into Lawson and released (with links to the fully
executed grant agreement & the payment authorization) an e-mail is sent to the applicable
approvers, alerting them that an invoice requires approval in the Lawson system. Once the
approvals have been made, an ACH file is generated via Lawson & transmitted to Bank of
America via a secured transmission website. The transmission is then verified with the bank via a
phone call to an ACH automated phone system. Once the payment has been sent, the grantee and
appropriate program staff are alerted by email that the ACH has been executed.

Grant signing authority requirements:

Grant Payment Amount Reqguirements Signatories
between $0 and $9,999.99 Require any one | Peter Simmons
signer listed Eileen Oberlander
Edward Henry
Deborah Close

Jeffrey Heil
Betsy Fader

between $10,000 and $99,999.99 Require any two | Peter Simmons
signers listed Eileen Oberlander
Ed Henry
Deborah Close
Jeffrey Heil

Betsy Fader

Equal to or over $100,000 Require two of Peter Simmons
the following Ed Henry
individuals

Eileen Oberlander

Grant Monitoring

Within each grant agreement the grantee agrees to provide DDCF with certain interim and final
financial and program performance information. The time period for this submission varies from
grant to grant. To ensure that the DDCF funds are being used in accordance with the grant
agreement, the grantee is required to submit the following information:

e A narrative describing program accomplishments, challenges, and future plans

e An assessment of the project to date (have the original goals been achieved, were any
program refinements necessary?)
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e Copies of any literature, reports, or media coverage that was generated as a result of
the grant

o A copy of the most recent audited financial statement

e A budget to actual comparison of use of the grant funds (indicating any budget
modifications and explanations for budget variances)

e If a multi-year grant, a revised budget and budget narrative for the upcoming year (if
warranted)

e The grantee is also required to notify DDCF of any changes to their board, senior
staff, or tax-exempt status.

This information is required whether the grant period is one year or multi-year. If the grant is
multi-year, the subsequent disbursements will not be made until this information has been
received, reviewed, and approved by DDCF.

This information will be submitted to DDCF and reviewed by the Program Director and the
Grants Manager to ensure that the grantee has been using DDCF’s funds for the purpose outlined
in their grant agreement. This includes determining if certain project milestones have been met,
whether funds have been spent reasonably and within program guidelines, and whether the
project has benefited the items/individuals targeted in the agreement. Additionally, the financial
information 1s reviewed by the Grants Manager or Program Associate for Grants Management,
and either the Program Director or Program Officer — and, as necessary, by a member of the
Finance Department — to ensure that the grantee is not experiencing any financial difficulties.

Once this information has been evaluated and approved by DDCEF, the payment request is
prepared for multi-year grants or, for single year grants, the file will be closed.

Computer information systems

The Foundation uses GIFTS for Windows, a grants management database system purchased from
MicroEdge, Inc., to track detailed information about each application for funding and each grant
approved. All applications received are entered into the database and their status is tracked
according to their progress through the review, approval or declination, and disbursement and
reporting process. The database is also used to generate grant related documentation, including
(but not limited to) grant award letters and grant agreements, payment request memoranda, and
reporting review checklists. GIFTS also provides reports that enable the user to project the
upcoming disbursements, determine when financial or other reporting information is required,
track grant expiration, and track activities related to each grant.
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