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CHECKLIST for Existing Profiles 
If your organization has an existing profile in The Giving Partner, follow this checklist to update all necessary 

fields before submitting your profile for re-verification to our profile review team.  

PROGRAMS & RESULTS TAB 
 Program Costs (Annual) 
 $ Amount of Need 
 Projected Number to be Served 
 Actual Numbers Served 

 Date Actual Numbers Served were Achieved 
or Reported  

 Numbers Served by This Program (overall) 
 Number or % that Achieved Intended Results 

FINANCIALS TAB 
CURRENT / PROJECTED: 

 Your Current Fiscal Period Begins 
 Your Current Fiscal Period Ends 
 Projected Annual Revenue 
 Projected Annual Expenses 

FINANCIALS – OTHER: 
 Administrative Needs (list at least 1 but no 

more than 3) 
IRS FORM 990: 

 IRS Form 990 – Upload for 2019, 2020, 2021 
(and 2022 if ready) based on Fiscal Year 
ENDING date. If IRS indicates organization has 
an Exemption, then skip this 990 section and 
go to statements or audit section. 

FINANCIAL STATEMENTS OR AUDIT: 
 Financial Statements or Audit – Upload for 

2019, 2020, 2021 (and 2022 if ready). 
Required if organization files 990-N, or if a 
chapter of another organization, or if IRS 
determines organizations is Exempt from 990. 

FINANCIAL DATA: Enter data for 2019, 2020, 2021 
(add 2022 if ready) 

 Financial Year ENDING 
 Total Revenue 
 Total Expenses 
 Contributions & Grants Received 
 Program Service Revenue 
 Investment Income 

 
FINANCIAL DATA – EXPENSE ALLOCATION: 

 Expenses – Administration 
 Expenses – Program 
 Expenses – Fundraising 

 
FINANCIAL DATA – ASSETS & LIABILITIES 

 Total Assets 
 Current Liabilities 
 Net Assets 

OPERATIONS TAB 
 State Charitable Solicitations Permit (Example Attached) 
 State Charitable Solicitations Permit – Expiration Date 

GOVERNANCE TAB 
 Board Chair – Term Begins & Term Ends 
 Board Meeting Attendance % 
 Board Demographics 

All other fields in your profile can be updated at your discretion. 



The Giving Partner - Existing Profile Update Checklist – Revised 08.2023 
 

Tips for Updating Your Profile: 
• Login to your account at GiveGab.com to make edits to your profile in The Giving Partner. 
• Detailed instructions can be found within your profile by clicking on the Info Bubbles next to fields. 
• After uploading a document and clicking SAVE, a “Document Uploaded and is Being Reviewed” 

message will appear. Certain fields require our review before being finalized. 
• After you have fully completed your updates, click Submit for Re-Verification (top right of profile).  
• If you encounter any technology issues, need clarification, or help uploading documents, connect with 

the Customer Success Team by clicking the Blue Chat Bubble at the bottom right corner of your 
dashboard or reach out via email at CustomerSuccess@GiveGab.com.  

 
Below is an example of a State Charitable Solicitations permit. 

NOTE: If you encounter any technology issues, need clarification, or help uploading documents, connect 
with GiveGab’s Customer Success Team by clicking the Blue Chat Bubble at the bottom right corner of your 
dashboard or reach out via email at CustomerSuccess@GiveGab.com.  
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