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End of Fiscal Year Progress Check

Date:
Organization: Select the Organization.
TAMC Staff: Select the staff member.
Category #1: Fundraising and Membership
Setting Up a New Fiscal Year
· Set up new campaigns, including assigning fiscal years and, if applicable, membership organizations and goal amounts.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments: 

· Update fiscal years on ongoing campaigns.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments: 

· Set up new appeals and sources, including generic and whitemail ones.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Set up new contribution acknowledgement rules.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Review your acknowledgment letter templates and update any fixed text referring to the fiscal year, calendar year, or campaign names.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Set up or review premiums and their relationships to the appropriate appeals.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Set up new plans using Plans Maintenance.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Update any membership levels that use fixed expiration dates.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Review the parameters and schedules of the following utilities. Some utilities may be to be updated with new campaigns.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:
· Membership Auto Renewal
· Membership Update Utility
· Pledge Billing Utility

· Review your funds, contribution designations, and general ledger accounts. It is uncommon that these would need to change. In particular, funds should be reused year-to-year; the Network does not recommend creating annualized funds. When changes are needed, they generally coincide with the fiscal year changeover, and should be timed carefully as it will affect live contribution processing.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· If you make any changes to funds or designations used in orders or online contributions, review the following:
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:
· Sales layouts
· TNEW configuration for the Contribution pages, One-Page Giving pages, and Checkout Donations.
· TNEW configuration for any custom plugins

Closing a Fiscal Year
Transactions and Constituents
· Finish entering any contributions that need to be back dated and posted in a backdated posting.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Identify pledges to cancel or write off. Handle these manually or using the Cancel/Write Off Pledges utility.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Identify unused on account money with the On Account Tracking report. Your organization’s practices will determine if this money should be left alone, processed into contributions, written off, or some other process.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Complete the restricted to non-restricted process.
· Status: To be completed by TAMC
· Urgency: Select an Urgency.
· Responsibility: TAMC Staff
· Comments:

· Complete the future to current process.
· Status: To be completed by TAMC
· Urgency: Select an Urgency.
· Responsibility: TAMC Staff
· Comments:

· Close outstanding plans by updating their status (individually, or in bulk using Plans Maintenance).
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Address outstanding steps by marking them as completed, deleting them, or manually recreating them on new plans.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

Configuration
· Update the Future Receivable Cutoff value in the system defaults table. This should be timed carefully as it will affect live contribution processing.
· Status: To be completed by TAMC
· Urgency: Select an Urgency.
· Responsibility: TAMC Staff
· Comments:

· Inactivate or close the following items in order to improve the efficiency of Analytics and certain database processes. Inactive or closed items remain fully available for reporting.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:
· Campaigns – Close after the campaign end date, and the campaign is financially reconciled. It is possible to make new payments on existing pledges associated with closed campaigns, but new contributions cannot be entered.
· Appeals – Close after you are finished recording responses to the sources associated with the appeal. Transactions cannot be recorded to sources associated with a closed appeal.

· On TNEW, review the following for any static text that should be updated to reflect the new year:
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:
· The dynamic text table
· Contribution pages
· One-Page Giving pages
· Checkout Donations

Reporting
· Some organizations prefer to save copies of financial reports generated at the close of the fiscal year. The specific requirements and reports will vary. If your organization does this, you can schedule them to run and email the results.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Some organizations prefer to save static copies of important lists. If your organization does this, be sure to complete it before the list is regenerated by another process.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Update dashboards that refer to specific campaigns or fiscal years. This must be done by the owner of the dashboard. Changes to shared dashboards need to be republished to make them visible to others.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

Other Annual Tasks
· Ensure your organization is cleaning up and close outstanding customer service issues periodically throughout the year.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Ensure your organization is cleaning up and close outstanding reminders periodically throughout the year.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

Category #2: Ticketing and Admissions
Configuration
· Review the Season-Building Checklist for Performing Arts Organizations topic and complete steps as needed to build the new Season.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Review the Annual Admission-Building Checklist topic and complete steps as needed to build the new Admissions performances. We do not recommend building every Admissions performance for the new season in the event that changes need to be made to pricing, zone times, or other elements. Instead, we recommend building Admissions performances two or three months at a time.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Review content on your print at home ticket PDF designs that refer to certain seasons or years.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Inactivate or close the following items in order to improve the efficiency of Analytics and certain database processes. Inactive or closed items remain fully available for reporting.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:
· Seasons – Inactivate after all performances are past, and any outstanding transactions are settled. It is possible to make new transactions for performances and fees in inactive seasons.
· Campaigns – Close after the campaign end date, and the campaign is financially reconciled. It is possible to make new ticketing transactions for products associated with closed campaigns.
· Appeals – Close after you are finished recording responses to the sources associated with the appeal. Transactions cannot be recorded to sources associated with a closed appeal.

Orders and Finance
· Identify unpaid orders using the Single Sale Order Listing report, the Package Order Listing report, or Order Search. Your organization’s practices will determine how these should be handled.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Identify outstanding invoices using the Invoice Detail report. Your organization’s practices will determine how these should be handled.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Identify outstanding gift certificates using the Gift Certificate Listing report. Your organization’s practices will determine how these should be handled. If applicable, the Gift Certificate Expiration utility can be used to expire balances.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

Category #3: Finance
Setting Up a New Fiscal Year
· Add batch periods in the batch period table. These can be set up ahead of time.
· Status: To be completed by TAMC
· Urgency: Select an Urgency.
· Responsibility: TAMC Staff
· Comments:

Closing a Fiscal Year
· Identify any unposted batches using Batch Administrator. Ensure you do this using a login that has rights to see all users' batches.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Identify unused on account money with the On Account Tracking report. Your organization’s practices will determine if this money should be left alone, processed into contributions, written off, or some other process.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Some organizations prefer to save copies of financial reports generated at the close of the fiscal year. The specific requirements and reports will vary. If your organization does this, you can schedule them to run and email the results.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

Other Annual Tasks
· Inactivate any unused general ledger accounts.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Inactivate any unused payment methods, and remove them from user group permissions.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Shared
· Comments:

Category #4: Web
· Update the Default Source_No in the system defaults table. If you are using a source code or appeal that will expire, we recommend creating a new one ahead of time and setting this value to a comma-delimited string. This setting may be configured for multiple organizations in consortium settings.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Shared
· Comments:

· TNEW organizations: Renew your marketing website’s SSL certificate, which is necessary for hosting your site template.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

Category #5: Utilities, Procedures, and Dashboards
· Review the parameters and schedules of the following utilities. Some utilities may be to be updated with new campaigns, seasons, or other parameters:
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Shared
· Comments:
· Pledge Billing Utility
· Ticketing Order Billing Utility
· Invoice Billing Utility
· Membership Update Utility
· Membership Auto Renewal Utility
· Manage Constituency
· Manage Attribute

· Update any scheduled reports and custom database procedures that refer to specific campaigns or seasons.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:

· Update dashboards that refer to specific campaigns or seasons. This must be done by the owner of the dashboard. Changes to shared dashboards need to be republished to make them visible to others.
· Status: Select a Status.
· Urgency: Select an Urgency.
· Responsibility: Member Organization Staff
· Comments:
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