
Grant Management 
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DRFC Kristi Halvorson PDG, Saddlebrooke Club
AG Joe Puett, Sierra Vista Club



WELCOME

How to qualify clubs to receive Rotary Foundation 
grant funds.

Learn stewardship expectations.
Prepare clubs to implement a “Memorandum of 

Understanding”  and apply for a district grant.
Understand how to successfully manage a global 

grant.

Presenter
Presentation Notes
In today’s Grant Management Seminar, I will be giving you information on club qualification, accountability, and record keeping;   provide a detailed discussion of how to apply for and manage a district grant in DACdb, and then Joe Puett will give a brief overview of Global Grants, 



Stewardship

DRFC Kristi Halvorson filling in for
2025-26 Stewardship Chair: Teree Bergman

Presenter
Presentation Notes
The Rotary Foundation Trustees rely on the integrity of Rotary clubs and Rotarians that are engaged in grant projects ensure that funds are used effectively AND for the purpose for which they were given. 




DISTRICT QUALIFICATION

•District leaders complete the 
qualification process online 
each year.

•They agree to implement the 
Memorandum of 
Understanding.

•They conduct Grant 
Management Seminars for 
clubs.
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Presenter
Presentation Notes
Our district goes through a qualification process that ensures that we understand the financial responsibilities of grants, including stewardship.

The District Governor, DGE and DRFC go online into the Grant Center at rotary.org and answer a series of questions, and agree to a District  Memorandum of Understanding (MOU). 

As a part of that agreement, the district conducts Grant Management Seminars or Webinars for their clubs.



CLUB QUALIFICATION 5

To Use DDF (District Designated Funds):
Clubs must qualify annually: 

• Two members attend Grant Management 
Webinar

• Club agrees and president & president-elect 
submits an acknowledged MOU

• Club is current on RI and District Dues
• Club president attended PETS
• Must have a club TRF Chair

Presenter
Presentation Notes
Clubs need to go through a qualification process as well,.  This ensures us that clubs understand the financial responsibilities of grants.
Two club members must attend and complete a Grant Management Seminar or have taken the online Grant Management Webinar.  This includes the contact person for a District Grant
Your club President and President elect must agree to a MOU. 
Your club must be current in both D5500 and Rotary International dues.
Your club’s president elect must have attended PETS or made other arrangements with DGE Bruce.
5.     FINALLY, your club Must have a TRF Chair  





MOU (Memorandum of Understanding)
District Grants:  MOU is Part of the Grant Application
Global Grants: MOU is on the Global Grant Webpage

Presenter
Presentation Notes
The MOU is a club agreement to Rotary International’s Terms for using grant funds.  For district grants, it is part of the District Grant application in DACdb.  For global grants, the MOU is on the global grant webpage and needs to be emailed by the President and President Elect to Stewardship Chair Teree Bergman. 
The District 5500 Addendum certifies the MOU and  lists which members took the Grant Management Seminar and the name of the club’s TRF Chair.



Memorandum of Understanding Contents

• Taking responsibility for the proper use of 
grant funds; 

• Cooperating with all audits; 
• Disclosing all potential Conflicts of 

Interest;
• And Agreeing to Timely Grant Reporting.

Presenter
Presentation Notes

IN THE MOU:
Clubs agree to the proper use of grant funds
 TO Cooperate with all audits
 TO Disclose all potential Conflicts of Interest
 And TO Agree to Timely Grant Reporting




The Rotary Foundation Funds

Annual 
Fund/SHARE

PolioPlus Fund Endowment Fund

Presenter
Presentation Notes
Grant funds come from the Annual Fund/SHARE.

TO REVIEW:  Annual Fund/SHARE is Money we spend every year that is shared between districts for grants and the World Fund, which pays for grants, scholarships & Peace Fellow Program

PolioPlus Fund: Money that is spent every year on polio eradication

Endowment Fund: Money THAT IS NEVER SPENT but proceeds from investments go to the World Fund for programs and projects managed by the Foundation Trustees.




Timeline for Annual Fund/SHARE

District Grants  $250
Global Grants   $250

Presenter
Presentation Notes
This slide shows the timeline for contributions clubs and Rotarians make to the Annual Fund/SHARE program.

Money that is contributed in Year One is invested for 3 years, and the earnings are used to pay for the Foundation administrative costs.
At the end of three years…….the investments are liquidated and divided (or SHARED) between the district the money came from, which are called DDF or district designated funds and the World Fund. 
The DDF is then split again between district grants and global grants.



District Designated Funds (DDF)
2025-26

 Annual Fund/SHARE Contributions 2022-23

            $271,148  

50%                         SHARE 50%

 District Designated Funds        TRF World Fund

       $ 135,574  $ 135,574

                50 %                       50 %                          80 % match 
        $ 67,787                $ 67,787 
    District Grants        Global Grants                 Global Grants
                                                                         

Presenter
Presentation Notes
This slide illustrates what funds we will receive in 2025-26.
Three years ago, our Annual Fund/SHARE contributions were: $271,148 This is split with $135,574 coming back to D5500 and $135,574 going into the World Fund.
Our DDF is then split with $67,787 going to district grants and $67,787 going to global grants.

The World Fund gives a 80% match to global grant DDF spent.



Stewardship Elements

Responsible Management & Oversight of Funds
• Your club is qualitied to use grant funds;
• All activities are documented;
• Financial records are retained;
• Any misuse of funds are reported to the District;
• Projects are implemented as approved; and
• Your club adheres to all RI reporting requirements.

Presenter
Presentation Notes
Stewardship refers to the responsible and effective management of The Rotary Foundation's grant funds. It encompasses ensuring that funds are used appropriately, benefiting the intended populations, and that all Rotarians understand and follow the proper grant management procedures, WHICH IS LISTED ON THIS SLIDE……… 



Record Keeping and Retention
Records must be retained for 5 years
Ø MOU
Ø Project Needs Assessment (global grants)
Ø  Beneficiary Information
Ø  Letters of Agreement
Ø  Income and Expense Ledgers
Ø  Bank Statements (global grants)
Ø  Record of Funds Transfers (global and 

international grants)

NOTE: District Grants will be retained in DACdb

Presenter
Presentation Notes
Grant records must be kept by the club for 5 years, in case RI decides to do an audit.  This is a list of items that need to be retained.
District grants will be retained in DACdb in D5500’s database.



For Information or Help
rotaryd5500.org:   CLUB QUALIFICATION
 

Presenter
Presentation Notes
The easiest way to get more information or help is to go to the Club Qualification page on the district website.  There is a drop down menu on the homepage for The Rotary Foundation.  Also, there is a district grant page and global grant page with email contact information for additional help.



District Grants

DRFC Kristi Halvorson filling in for
2025-26 District Grant Chair: Audrey Tolouian

Presenter
Presentation Notes
The next section of the Grant Management Seminar is on District Grants. Audrey Tolouian from the Catalina Club is our District Grant Chair.



District Grants

• Small-scale, short-term club projects;

• Club must be certified to participate (MOU and 
Grant Management training);

• Any District Grant from the prior year must have 
the Final Report approved;

• Clubs are limited to one District Grant at a time.

• Must have active Club and Rotarian involvement 
in planning and execution of a project;

Presenter
Presentation Notes
They are a matching grant for a small scale, short term – less than a year - club project.

A Final Report from the prior year must have been approved and filed in a timely manner to apply for a new grant.
Clubs are limited to one District Grant at a time, unless there are funds left towards the end of a Rotary year and then special approval can be given.

You must have active club and Rotarian involvement in planning and executing the project.





District Grants

• Grants may be used for a recurring club project, if 
the beneficiaries are new.

• Requires Rotary promotion of some sort on the 
project.

• May not be used to fund vocational training teams, 
microcredit, or scholarships.

• Can be used for local or international projects. Extra 
documentation is required for an international project 
(form in grant module & District Grant Webpage).

• May not simply write a club check to another 
organization.

Presenter
Presentation Notes
District grants can be used for a yearly club project – if the beneficiaries are new.

Rotary needs to promoted some how, and it can be done a number of ways: in the local press; on webpages; on FaceBook; signage; plaques …..it’s really up to your club how to do it.

Grant funds may not be used for Vocational Training Teams, microcredit projects or scholarships.

As in years past, grant funds can be used for local or international projects. Although an international club may assist in a District Grant project, your club is the planner, driver and executor of the project.   

It is important to note that clubs can not simply write a check to another non-profit organization.



2024-25 DISTRICT GRANT EXAMPLES 1
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Rio Rico Rio Rico Rotary Walking Trail Benches 1,000.00

SaddleBrooke Low Income Senior Christmas Party 2,500.00

Sahuarita Books for Kinders in English & Spanish 2,500.00

Sierra Vista Research Books for Students 2,177.51

Sierra Vista Sunrise Sierra Vista Heartland Trial Project 4,000.00

Presenter
Presentation Notes
Here are examples of district grants…. Clubs can apply for a matching grant from $250 to $4000 in the 1st Round at the start of the Rotary year in July.   If there are still funds after that, clubs can apply up to $2,000 in a 2nd Round. 
and they have the Rotary year to accomplish their project and submit a Final Report by May 1st.




Data and Club Data Base

Data and Club Data Base

Presenter
Presentation Notes
 Our District is switched to the DACdb data base management system this year, which has had a few gliches, but is working well.



Club leadership:  Click on My Club tab,    Click on CLUB GRANTS Icon

Grant Application

Club leadership:   Click on Club 
Signatures under Admin

For help, click on Getting Started 
Videos for Grant Application or 
Final Report.

Presenter
Presentation Notes
THE very first step in submitting a grant application, is that a Club Officer, like the President, Treasurer or Secretary needs to go in and add the club member or members that will be working on the district grant.  In the grant navigation sidebar, Under Admin,  you click on CLUB SIGNATURES. 





Club Signatures
Move your signatures from the left to the right – remember 
signatures must be added before you can enter an application

Presenter
Presentation Notes
This screen shot shows how easy signatures are added.  All your club members will be listed in a column on the left.  Name of contacts working on the grant are highlighted and moved to the right column.



CLUB GRANTS VIEW:  New Grant Request
#1 Click on New Club Grant Request – Click Here to Create 
Grant
#2 Make sure you are in correct year.  If not, click on Change 
Org Year

#1
#
2

Presenter
Presentation Notes
To start the application process you go to the Club Grants View in the navigation sidebar, and click on the yellow tab that says Click Here to Create a Grant.

Make sure you are in the 25-26 Rotary Year before you create the grant.



Grant Application

You now see several tabs
A. Details
B. Clubs Involved
C. Contacts
D. Application
E. MOU

Presenter
Presentation Notes
Five tabs will now pop up  -

Details
Clubs Involved
Contacts
Application  and
MOU





A. Details

Presenter
Presentation Notes
Details will be the name of the project; a short description, total budget, amount of DDF, target completion date and an Area of Focus.  This is not a requirement and if it is not apropos, then you would select Other.



B.  Clubs Involved

B.    Clubs Involved Tab – If more than one club is 
involved move them from left to right.  You will be lead 
club – remember to save

Presenter
Presentation Notes
Next tab is Clubs involved.  All the clubs in District 5500 are listed and you simply highlight them and move them over to the column on the right. You will be the lead club. Be sure you click SAVE.



C.  Contacts

Presenter
Presentation Notes
Contacts are selected in the next tab. If you have a partner club, members from their club will appear and you can select the contact in that club – along with any members in your club that you want to add.



D.  Application

Presenter
Presentation Notes
Finally, you have the application tab.  You will need to know the start and end date, who the check is sent to and their address, along with details on the project and number of beneficiaries served.



E.  MOU

President and President Elect sign the MOU.  

Presenter
Presentation Notes
On this tab, there will be the MOU and it will show the names of your President and President Elect who needs to acknowledge it.    There is a blue P-mail icon to the upper right of their name, which you click on - and that will send a notice to them and a link to acknowledge and agree to the MOU.



SAVE APPLICATION:  2 NEW TABS 

1. Now SAVE your grant application
2. Once you save, there will be two new tabs

a. Budget
b. Documents

Presenter
Presentation Notes
When you have completed the first 5 tabs, you SAVE the application and 2 new tabs will appear:

		BUDGET
		DOCUMENTS



BUDGET  -  INCOME

Income – Add your DDF amount , your club’s amount and 
any other income sources 

Presenter
Presentation Notes
In the Budget tab, you will list the income amounts – from DDF (district grant funds), from your club, from other clubs, or any other sources.



BUDGET  -  EXPENSES
Complete the Budget Expense Tab

Expenses must equal income.  When 
your project is complete, you will enter 
the actual expenses prior to submitting 
your final report to the district

Presenter
Presentation Notes
Then you list your expenses. Your income must equal expenditures, or it will not be able to be saved.



DOCUMENTS
If you have preliminary documents i.e. Cooperating agent letters, 
budgets, estimated invoices you can upload these to Documents
When project is complete you can add your photos of Rotarian 
participation under documents
The documents will track your application form and your final 
report as they are submitted

Presenter
Presentation Notes
The Documents tab is where you can upload cooperating organization letters, estimated invoices, or any other pertinent information.

Upon completion you can add photos of the project.



SIGN GRANT APPLICATION

Presenter
Presentation Notes
Next step is to sign the application, our district only requires one signature.



SUBMIT FOR DISTRICT APPROVAL

Presenter
Presentation Notes
Then you submit the grant for district approval.



TWO NEW TABS: SIGNATURE & ACTIVITY LOGS

Activity Log:

Signature Log:

Presenter
Presentation Notes
When this is done, two new tabs pop up-

An Activity Log

And A Signature Log

This way you can keep track of who does what and when.



AFTER APPROVAL:  EXPENSES  & FINAL REPORT

EXPENSE TAB:  1.   List Expense Items

Presenter
Presentation Notes
When your grant has been approved, you’ll receive an email from the District Grant Chair and two new tabs will appear in the online application

	Final Report
And
	Expenses

When you are ready to do the Final Report, start with the expenses – which takes three steps. The first is to list all the expenses.



EXPENSES TAB:  UPLOAD COPIES OF RECEIPTS

2.  Now that you saved the expense, click the pencil in front of 
the expense and upload a copy of the receipt.

Presenter
Presentation Notes
Then, you can upload a copy of each receipt by clicking the pencil in front of the listed expense.



EXPENSES TAB:  ADD COPY OF PAYMENT

3.  You can select the receipts you already added from the drop 
down and upload a copy of the payment/check. 

Presenter
Presentation Notes
Finally, you upload a copy of the payment by check or credit card by selecting the receipts.



RECEIPTS ARE REFERENCED WITH PAYMENT

Notice how the payments reference the receipts if you select 
them from the drop down

Presenter
Presentation Notes
Your receipts will automatically be referenced to the payment in the expense tab.



DOCUMENTS TAB:  WILL ADD RECEIPTS & PAYMENTS

Your copies of receipts and checks that you entered under 
Expenses are automatically entered in a folder in Documents 
under Expenses

Presenter
Presentation Notes
……and copies of your receipts and checks are automatically entered into the Documents tab – so they become a part of your Final Report.



FINAL REPORT

Some items will automatically be populated (do not remove the tags)
                                      CLICK SAVE
A message comes up to let you know a copy was saved under the 
documents tab,           CLICK OK

Presenter
Presentation Notes
Your Final Report will be populated with information from your application, so it doesn’t need to be re-entered.

Once you have filled out the rest of the Report, Click on SAVE.

A message will come up telling you that a copy was saved in the Documents section.



FINAL REPORT SIGNATURES

Like the application when you first submit, you now must collect 
Final Signature. Our District will only require one signature.

Presenter
Presentation Notes
You then sign the Final Report and off it goes to the District Grant Chair for review and approval.



FINAL REPORT APPROVAL

The District Grant Chair always knows the status of each grant and 
the stage the grant is in.

All documents, photos, receipts are stored in one place.

DACdb has an excellent automated email system to update the club 
on the status of their grant.

Presenter
Presentation Notes
DACdb has a great birds eye view system, so the District Grant Chair will always know the status of each grant and when grants will be completed.
There is an automated notification system to clubs, so contacts are always kept informed.




Applications - How are they Approved?
• First, each Grant Request is reviewed to ensure it meets District 
Policy;
• District Grant Committee will evaluate each Application; 
• If District Grants funds are sufficient, then all applications will be 
approved. 
• If funds are insufficient, projects will be fully or partially funded 
depending on:

• contributions the 2 prior years to the Annual Fund 
• compliance of District Grant policies in prior years

• Spending Plan is approved and submitted to RI by August 15.
• District Grant checks should be sent out to clubs before September 
1st.

Presenter
Presentation Notes
Finally, let’s review how applications are approved: 
Once an application is submitted, the District Grant Committee will evaluate and approve each Application; 
If District Grants funds are sufficient, then all applications will be approved.    If funds are insufficient, the District Grant Committee may choose to fully or partially fund projects depending on a club’s contribution the prior two years to the Annual Fund and a club’s compliance of District Grant policy in prior years.
The approved applications will be listed in the Spending Plan which is submitted to RI for its approval by August 15th.  Clubs cannot start to spend money on a project until they receive their grant check the first of September.
That’s about it on District Grants.  Before we move on to global grants, are there any questions?




Global Grants

AG Joe Puett filling in for
Barbara Kiernan

Grant Subcommittee and Global Grant Chair



Global Grants

• Global grants support:
 a. large international activities with
 b. sustainable & measurable outcomes
 c. in one of Rotary’s 7 Areas of Focus.

• They also allow clubs & districts in 
different countries to work together to:

 a. respond to real community needs
 b. strengthen our global partnerships



Types of Global Grants

• Humanitarian projects
- Improving health, sanitation, education etc.

However, these build capacity – NOT buildings,
buying land, or funding another organization’s
project, for example a UNESCO project).

- Micro-finance (loans to low-income people)

• Vocational Training Teams (VTT)
- Groups of professionals (Rotarians and non-

Rotarians) who travel abroad 
 a. to teach local professionals about their field
 b. or to learn more about it themselves.
 



Finding a GG Project
See Global Grants Page on D5500 Website. Don’t Forget:

1. International travel; Club ancestry; Rotary grant websites
 
2. Project Fairs – like Mexico-USA Friendship Conference in
   Mexico & D5500’s very first International Project Fair on
    October 18 in Tucson at our District Conference.

3. Upscale smaller international effort. For example:
 a.  Tubac RC – Expanding Cleft Palate/Lip Treatment in
   Mexico – upscaling from an annual District Grant
   b.  RC of Tucson – Providing vocational training in Senegal
   – upscaling from donations to school near Dakar



Let’s Begin: Planning 
Clubs Must

1. Qualify every year: For example, MOU (part of GG application) & D5500 GMS

2. Join with a Rotary Club in the host country interested in doing GG & actively engage
    with them throughout (visit, zoom, What’s App). US is not always International club!
  
3. Conduct a community assessment in application: What is important tor them? What are
    they interested in working on? What is their world view. District Grant can be used here;
    Good time for site visit

4. Align project with ONE area of focus – important because each area has its own
   application questions and expert reviewers

5. Develop sustainable project with partners based on the community assessment. 

  



Planning (Continued)

6. Cooperating Agencies: Find possible project partners in community in addition to Rotary.
    Examples: clinics, schools

7. Develop budget and identify funding sources (your club, other clubs, and some level of
    matching from your district & RI) 

8.  Consult D5500’s Global Grants (GG) Chair on project & budget. We will set aside
    matching funds for you and go over projects with you in personalized GG meeting

9 Complete online GG grant application.

10. Draft a one-page executive summary of project (important for communication and
       especially fundraising)



Executive
Summary for 
Global Grant 

(Sample)

Benefits:

 Short

 Modifiable

 Helps raise funds 

Helps inform friends

Quick Reference



The online application

Based on your planning, develop a written proposal by answering RI’s Questions in online 
application. Cutting & pasting from WORD doc is helpful. 

Application questions ask about:

– Area of Focus
– Rotary & Community Partners (Host & International Club contacts)
– All participant (Community Leaders, Cooperating Agencies) and their responsibilities
– Location of project, demographics of beneficiaries, dates 
– Description of project based on community assessment
– Description of goals, objectives, and action steps proposed to carry out project
– Measures & evaluation tools used to document progress, outcomes & sustainability
 - There are Standard Measures (from RI); Additional ones you choose
– Budget linked to goals, objectives, and action steps – check for red flags! 

 



Funding your GG

D5500 goal: Fund all grants with DDF (District Designated Funds)

1.   How to do this:
 a. D5500 Clubs will donate funds raised for grant to RI Annual Fund
 b. D5500 replaces your donated funds ($ for $) with DDF.
 c. In addition, D5500 matches 1st $10,000 at 1.25%
 d. Currently, RI’s World Fund matches all DDF at .80%
 

So, DDF dollars are important matches & increase your funding!

2.    Why avoid cash (non-DDF) donations? 
 a.  RI will not match cash (non-DDF)
 b.  RI charges 5% to administer them

Notes
 

GG have a minimum budget of $30,000 and a maximum World Fund award of $400,000.
 There is no minimum World Fund match.

GG must maintain separate bank accounts for funds and retain all records (financial and otherwise)
 for 5 years.



Completion of application à Submit!
To develop your online application, go to:

                Rotary.org> my rotary> scroll down to Grant Center > Apply for Grant 
Number: 55istric(t Status:

• You can begin writing & editing any time, but before you submit, be sure your club, district,
    and partners are satisfied with project plan AND you have contacted district about funding.

•  Answer every question clearly and concisely. Your regional grants officer will work with you
    to make any changes your application needs in order to meet grant criteria”.

Notes: 
 1.  You can contact your Regional Grants Officer from the beginning to introduce
 yourself. Along the way, you can ask questions, and before submitting, ask him/her to
 pre-read your answers. This is VERY helpful!

 2. To edit your application (once opened), take same routing to Grant Center and then
 click “My Grants” in top bar. Your application will be with others from D5500.

•  Rotary Foundation offers grants that support an



Lifecycle of a Global Grant

  

All planning 
Steps we just 
talked about, 
including 
community 

 

Funding 
is given 
one year 
at a time. 
Plan for 

  

RI reviewers 
will probably 
ask 
questions; 
revisions are 

   



Timeline for Submissions & Reporting

• Global Grant applications can be submitted - and are approved 
on a rolling basis  - throughout the Rotary year (July 1 through 
June 30) 

• Best to avoid change of Rotary year (July) due to change in 
leadership (to sign authorizations).

Submissio
n

• Progress reports due within 12 months of first payment – and every 12 
months thereafter throughout terms of grant

• Grant recipients need to keep daily logs, progress notes on Standard 
Measures, justification for changes from the original proposal.

• Final report due within two months of completion

Reporting



Time & Commitment

Time
– Planning and Fund Raising – 12-18 months
– Grant writing – 2-3 months
– Foundation Review and Approval – 1-2 months
– Project execution – typically 2 years

Commitment
– Primary Contacts from Host & International Clubs
– Committee of three in each club

       Anticipate a fun & meaningful effort! 



Thank You for all you do
The Rotary Foundation and      

your community.

QUESTIONS

Presenter
Presentation Notes

Any Questions?
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