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Date
Date shows the quarter to which  
the statement applies.

Fund information
Fund information shows the name of  
the fund, the fund’s code, and the fund’s 
account number.

Account summary
Account summary shows the balance 
of the account at opening and close of 
the statement’s quarter.

Account holdings
Account holdings provides a breakdown 
of the beginning and ending balances for 
underlying investments within the fund.

Contributions to account
A detailed listing of contributions and 
grants within the account during the 
quarter is shown in “Contributions to 
Account” and “Grants from Account.”

Stock #1

Stock #2

Stock #3

Stock #1

Stock #2

Stock #3
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Get started
Access the grant recommendation screen 
through the quick link or the navigation bar.

Select grant advisor
Select the listed grant advisor for the 
account who will be recognized as the 
individual recommending the grant.

Select grant recipient
Choose from your favorite charities, 
manually enter information or search 
GuideStar to select your grant recipient.

Enter the grant amount
Be sure you meet the minimum 
indicated to the right of the box.

Grant timing
Process your grant immediately, on a future 
date or create a recurring grant schedule.

Please note that a future date selection 
indicates the date the grant review will 
begin and not the date of payment.

Recognition
RCF allows you to choose how you are 
recognized for the grant. Issue it in the 
name of the fund, the primary donors, or a 
special recognition in honor of someone. 
Grants can also be issued anonymously. 

The Family Charitable Giving Fund

Descriptions
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Grant purpose
Would you like funds to be restricted to a 
specific purpose? You can do so by entering 
it here.

Please note that some special purposes 
require additional review.

Acknowledgment and next
Read and acknowledge the terms for the 
grant. Clicking “Next” confirms your 
recommendation is ready to be processed.

Quick edits
Edit the amount of your grant, grant 
recipient, the timing, recognition and 
purpose by clicking the pencil icon.

Add another grant
Clicking the “Add Another Grant” button 
allows you to recommend additional grants 
in one transaction.

Submit
When ready, submit all grants 
for processing.

Success and status
Once grants are submitted, a third and final 
screen confirms they are being processed.

Add Another Grant

Cancel All Submit

Deselect All Select All

Next ��

Special instructions not to appear on the letter:

The status bar reflects the total number of grants currently 
submitted for processing. This number includes all grants 
submitted to date that are not yet processed.

Charity #1
1234 ABC St.
Washington, DC
20006
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Documents tab
Clicking the Documents tab will take 
you to the Documents report page.

Year
Documents are available based on 
the applicable year.

Grant letter
View grant letters sent to charities 
with processed grants.

Contribution letter
Contribution letters can be used to 
supplement your tax preparation.

Statements
View quarterly statements for 
the account.

The Family Charitable Giving Fund
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User preferences 
Hover over your name to change your email, 

password, email security questions and to 

customize email notifications. 
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CHANGE SECURITY QUESTION 

Change your password using the parameters 

set by the organization. 

Change security question 

Update the security question to log in to 

your account if you lose your password. 

Update email notifications* 
Opt-in to receive e-notifications 

regarding account activity. 

*options differ by program
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