Process for Preparing Form 990PF
The Foundation is a private foundation and is required to file Form 990PF on an annual basis.  The Form 990PF is due on May 15th after the end of its tax year.  Entities may request an automatic 3-month extension of time to file using Form 8868, Application for Extension of Time to File an Exempt Organization Return.  If more time is needed, Form 8868 is also used to request an additional extension of up to 3 months.  However, these extensions are not automatically granted.  To obtain this additional extension of time to file, entities must show reasonable cause for the additional time requested.  The Foundation files a double extension since most of the Schedule K-1s are received after May 15th and some Schedule K-1s and tax information are not received until August and September.
During the tax year, the Foundation prepares quarterly estimates based on income received and expenses incurred to determine if estimated tax payments are required.  Estimated tax payments are due May 15th, June 15th, September 15th, and December 15th.  Tax estimate calculations are prepared by the Accountant and reviewed by the Controller and Vice President for Finance.  Payments are made through the BNY Mellon TreasuryEdge tax payment system.
The Foundation maintains a permanent file to assist with preparing the Form 990PF.  See the listing of perm file contents.
The following explains the steps taken to prepare the Form 990PF:
Preparation of Balance Sheet and Statement of Operations on a Cash Basis
The Foundation’s audited financial statements are reported on an accrual basis however the Form 990PF is reported on a cash basis.   The starting point for preparing the tax return is taking the audited financial statement amounts and converting them to cash basis.  This is accomplished by using the Trial Balance – Balance Sheet and Statement of Operations spreadsheet.  See Exhibit A for an example.  This spreadsheet has many purposes.  It is used to record entries for the following:  accrual to cash, recording investments at cost, necessary reclassification entries, K-1 adjustments, and any book to tax adjustments.  This spreadsheet is also used to show the net investment income and distributions for charitable purposes, and to calculate the excise tax.
	Accrual to cash – accrual to cash entries are posted to convert audited financial statements to the cash basis.
	Recording investments at cost – the investments are recorded at market value on the audited financial statements and are recorded at cost on the tax return.  The unrealized gain/loss on investments is reversed.
	Reclassification entries – at times income and expense items need to be reclassed.  For example, commission recapture income is reclassed from a contra-expense account to an income account.
	K-1/1099 adjustments – This will be discussed in more detail below.
	Book to tax adjustments – adjustments are needed to either include activity not reported on the audited financial statements (taxable items) or exclude activity reported on the audited financial statements (nontaxable items). 
K-1/1099 Adjustments
The Foundation receives K-1s from alternative investments and from some regular investments formed as partnerships, such as commingled funds.  Each year the Foundation reviews the Schedule K-1s and tax information received from the limited partnerships to determine the amount of taxable ordinary income/loss, net investment income, and realized gains/losses incurred by these funds.  During the year these funds report estimated amounts to the Foundation.  See Appendix A. K-1 Process for Preparation of Federal Forms 990-PF and 990-T for a detailed explanation of this process.  The estimated amounts recorded on the books during the year from the funds are reversed and the aggregated amount of the income/loss and realized gains/losses per the K-1s are included.  The net of these entries are included in the K-1 adjustments column of the Trial Balance – Balance Sheet and Statement of Operations spreadsheet.  The unrelated business taxable income reported on the Form 990T is also included in this column.
Net Investment Income
Net investment income includes all investment related income/loss and net realized gains/losses less any investment related expenses.  Realized losses are limited to the amount of realized gains.  See Net Investment Expense Allocation Process for an explanation of how the investment related expenses are determined.
Realized Gains/Losses
[bookmark: _GoBack]The Foundation’s custodian, BNY Mellon, provides reports detailing sale transactions, including realized gains and losses.  Foundation staff prepares a spreadsheet to show all realized gains/losses and income from the separately managed accounts and from funds that generate a Schedule K-1.  This spreadsheet also includes realized gains/losses and income from hedge funds and timber accounts.  As of 12/31/11, the Foundation holds two timber accounts that are organized as corporations and issue Form 1099.  The amount of realized gains/losses and income from this spreadsheet is included in the Form 990PF.  See Exhibit B for an example of this spreadsheet.  The realized gain/loss report is attached to the Form 990PF.
Average Fair Market Value of Assets
The average fair market value of assets is calculated by adding the average monthly fair market value of investments and the average monthly cash balances.  The average monthly fair market value is calculated by averaging the monthly investment values and any net gains from the alternative investments.  The average fair market value of assets is used to compute the minimum investment return and the average distribution ratio for the 5-year base period.  See Exhibit C for an example of the spreadsheet used to compute the average fair market value of assets.
Salary and Benefits
The Salary and Benefits Summary spreadsheet prepared by the Vice President for Administration is used to complete Part VIII.  See Exhibit D for an example of this spreadsheet.
Contributions
Schedule B, Schedule of Contributors, needs to be completed if the Foundation receives any contributions during the year.  The information needed to complete Schedule B can be found on the acknowledgement letter.
Grants
A listing of grants paid and grants approved for future payment is requested in Part XV of Form 990PF.  The Grants Administrator prepares these listings.  Finance staff ensures that the totals agree to Part XV, all grantees are showing an address (city and state), and that all grantees subject to expenditure accounting responsibility are footnoted.  It is then reviewed by the Vice President for Finance and attached to the Form 990PF.
Expenditure Accounting Report
The Foundation is required to maintain expenditure accounting for all foreign grantees and grantees that are private foundations or private operating foundations.  Part VII-B Question 5a of the 990-PF asks if the Foundation has paid grants to these types of organizations and must attach the tracking reports of expenditure accounting to the return if an entity answers “Yes”.  The tracking reports/logs are prepared by the Grants Administrator.  This report/log includes the grantee name, grant id number, date of award, grant amount, paid amount and date paid.  This information is obtained from the Gifts database.  Also included on the report/log are the date on the status report received, amount expended according to the report, comments including if all funds have been expended, and completion of the requirement is completed.  This information is received from the grantee when they submit their reporting.
The Form 990PF is prepared by the Accountant using Intelliforms, CCH tax software, and reviewed by the Controller and Vice President for Finance.  After Foundation staff reviews the draft return it is then reviewed by Deloitte Tax LLP.  The draft return (excluding the additional forms and realized gain/loss detail) is reviewed by Foley and Lardner.  It is signed by the Foundation’s President and CEO and a representative of Deloitte Tax LLP.  An original is sent to the IRS and the State of Wisconsin Attorney General by certified mail/return receipt.  Another original is sent to Deloitte Tax LLP and two copies are kept at the Foundation offices.  The return is scanned and saved as a .pdf file on the Foundation’s network at H:\Finance\IRS-Tax\Tax Year\Form 990PF.
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