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ROTARY DISTRICT 6200
2024-25 GRANTS QUALIFICATION GUIDE

The Rotary Foundation returns District Designated Funds to District 6200 to be used for District
and Global Grants. For your convenience, the District Rotary Foundation Committee has developed this
Grants Qualification Guide to assist clubs in the preparation of their grant applications. This guide
includes examples of those forms that your Club’s Board will need to approve, then signed by the
appropriate Club officers, and uploaded as part of the grant application on DACdb. Additionally, the
Committee has included several documents that may be of aid to the Club’s Board and the Club’s

Foundation Committee as they work through the granting process.

Included in the District Qualification Guide are:
e Examples of the forms that require Club Board approval and appropriate signatures, or
checklist completion; and then uploaded with District Grant application. These forms in

Word, fillable formats, can be found on the District website (www.rotary6200.org or on

DACdb under District Grants — Grant Secure Files (tab on the left).

o Club District Grant Checklist
o Club Memorandum of Understanding & District Addendum to MOU
o Cooperative Organization MOU
o Club Financial Management Plan
o Club Rotary Foundation Committee Information

e Informational documents to assist in granting process:
o Calendar of Important Dates
o District/Club Misuse or Mismanagement Plan
o Rotary Club Central — Setting Annual Fund Goals
o Guidelines for District Grants — Grant Cycle 2024-25
o DACdb Grants Module Instructions

o District Grant Resources


http://www.rotary6200.org/

The ROTARY DISTRICT 6200
Rotary 2024-25 GRANT CYCLE
Foundation DRFC GUIDELINES ~ DISTRICT GRANTS

Your Club is encouraged to apply for a share of our District’s allocation of approximately
$50,000 in District Grant funds for the 2024-25 Grant Cycle. The deadline for receipt of
applications for District Grants is Friday, May 10, 2024. Please remember that the District has
moved from paper to electronic applications, and we are utilizing the District Grant Module found

in DACdb.

These guidelines seek to encourage our District’s Rotary Clubs to carry out humanitarian
service and educational projects and to continue their financial support for The Rotary Foundation,
with a goal of each Rotarian in the District meeting the $100 annual giving level (Every Rotarian,

Every Year / Sustaining Member).

The District’s granting procedures are set forth to help assure stewardship and
accountability for Rotary Foundation funds entrusted to the Rotarians of District 6200 and to
establish financial guidelines for oversight of Rotary Foundation funds. Where a conflict exists or
develops between District 6200 guidelines and the policies, bylaws, or rules of The Rotary

Foundation, or Rotary International, The Rotary Foundation or Rotary International policy will

apply.

All qualified clubs are encouraged to submit a District Grant application for the 2024-25
Grant Cycle. Clubs with multiple grant applications should rank them in order of priority. The
District Rotary Foundation Committee (DRFC) will review the grant applications as a group. The
DRFC will give first preference to qualified and completed applications that are submitted. After
this, any remaining applications will be reviewed and ranked by the DRFC. Club contributions
toward The Rotary Foundation giving and Club matching contributions to the proposed project
will be considered if the requested grant funds exceed the available funds. Please remember that
a 15% minimum match from the Rotary Club and/or non-Rotary partner is required. The DRFC

may also review the Club’s ranking according to the considerations listed below if grant requests
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exceed the amount available. The DRFC does not plan on offering a second round of grants so
that possible delays in receiving our District Block Grant and disbursing funds to our clubs can be

avoided.

The funding range for District Grants during the 2024-25 Grant Cycle will be from $500
to $2,000. Clubs are eligible for up to $2,000 in District Grants for this cycle. A project budget
may exceed the requested support from the District through a District Grant, but any amount over
the requested amount should come from the Club or other sources and should be noted in the grant
application. Separate grants from the same Club cannot fund the same project. However, up to
four (4) clubs can partner and combine their grants into one project. District Grants are intended
to fund short-term, more modest endeavors with total project budgets under $30,000. Projects

with higher budgets should be financed by Rotary Global Grants.

Here are some general policies to keep in mind in working with District Grants in the 2024-
25 Grant Cycle:

e Spending on projects cannot start until the Club receives funding from the District
for the grant project;

e The checks must be deposited within two (2) weeks of receiving the District Grant
check and before spending any funds;

e No reimbursements are allowed for funds spent prior to the deposit date;

e Checks shall be revoked if they remain undeposited after two (2) weeks; and,

e Approved projects must be completed with a final report submitted to the District
Rotary Foundation Committee within 30 days of project completion but no later

than March 1, 2025.

The District Rotary Foundation Committee will consider several factors in determining
whether to award a grant and to what funding level an award will be:
e Completeness and accuracy of the grant application;
e Club matching contributions to the proposed project (min of 15%);
e Percentage of club members with direct, hands-on involvement in the project;

e Number of persons directly benefitted from the proposed project;
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The long-term impact on the affected community;
The degree to which the project conforms to District 6200 guidelines for District
Grants;
The proposed project benefits those in greatest need;
The Club is current on all grant reporting with the District and The Rotary
Foundation;
Completeness and accuracy of the grant application; and
While not a requirement for a District Grant, the DRFC may also consider
o The sustainability of the proposed project; and,

o Ifthe project fits within one of TRF’s Seven Areas of Focus
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The

Rotary

Foundation

ROTARY DISTRICT 6200
2024-25 GRANT CYCLE
CALENDAR OF IMPORTANT DATES

Please take note of the following calendar dates relating to the District 6200 Rotary
Foundation Committee’s training, receipt, evaluation, and awarding of Club District
Grants for the Rotary Year 2024-2025.

Always Available

Grant Management Seminar online through Rotary
International Learning Center — www.rotary.org
Grant Management Seminar online through Rotary
District 6200 Website — www.rotary6200.org

March 1, 2024

Final Reports for Club District Grants are due to the
District Rotary Foundation Committee through
DACdb/Club Grants

March 8, 2024

OMR PETS (President-Elects Training Seminar) —
Distribution of information and explanation of the
process which will be used to evaluate and award
District Grants for the 2024-25 year

March 11, 2024

2024-25 Grant Applications — Open — Grants Module —
DACdb/Club Grants

April 19, 2024

Rotary District 6200 District Conference — Grants
Management Seminar - Gonzales

May 10, 2024 Deadline for submission of 2024-25 District Grant
applications through DACdb/Club Grants
May 10, 2024 Clubs have entered 2024-25 TRF Annual Fund giving

goals into Rotary Club Central

August 17, 2024

Club Engagement/Rotary Foundation Workshop —
Location to be announced

January 25, 2025

Mid-Year Assembly —
Location to be announced

March 1, 2025

Final Reports for 2024-25 Club District Grants are due
to the District Rotary Foundation Committee through
DACdb/Club Grants

Calendar of Important Dates (2024-25 Grant Cycle) - Page 1 of 1
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The ROTARY DISTRICT 6200
Rota ry DISTRICT GRANT CHECKLIST
Foundation 2024-2025 GRANT CYCLE

Rotary Club of: Click or tap here to enter text.

Grant Project Name Click or tap here to enter text.

PLEASE READ AND CHECK (click) EACH STATEMENT THAT IS TRUE.
UPLOAD WITH COMPLETED FORM WITH YOUR DISTRICT CLUB GRANT APPLICATION.

Grant Application:

[ Two (2) members of the club participated in a Grant Management Seminar.

L] It completely describes the project, its location and objectives

1 It explains the community need for the project, how it will improve the lives of the less fortunate
[ It estimates the number of people who will benefit

I It explains how club members will be involved, beyond distributing or spending funds

LI (For international projects) Communication and work responsibilities are described

1 It explains how the project will proceed if only partial funding is available

I It lists at least two (2) club contacts

L] A copy of Club's signed MOU is uploaded

LI A copy of Club's signed MOU-Addendum is uploaded

1 A copy of Club's signed Financial Management Plan is uploaded

1 A copy of Club's District Grants Checklist is uploaded

1 A copy of Cooperation Organization MOU from project partner(s) is uploaded and their roles are thoroughly
explained

1 A complete and itemized budget for the project is included or uploaded

(1 The project’s timetable is included, we understand the deadlines and will timely submit reports
(1 The club president and president-elect have signed the application

1 The club’s TRF Annual Fund Goals have been entered in Rotary Club Center

The Rotary Foundation Terms and Conditions:
1 The project supports service activities and humanitarian endeavors
1 We will be responsible for overseeing funding and implementation of the project
1 We will promote our club’s involvement with appropriate signage, labels, PR, etc. which will comply with R.I
policies
1 We will not establish a permanent foundation, trust or interest-bearing account
1 The project does not directly benefit a Rotarian, spouse, lineal descendant or ancestor
[1 The project doesn’t duplicate an existing Rotary program; this project is a new club effort.
(1 This is not reimbursement for a project that is already in progress or already completed
[1 We are the primary sponsor of this project, not some other, non-Rotary organization
1 We are not asking for funding to buy land or a building
Club District Grant Checklist (2024-25 Grant Cycle) ~ Page 1 of 2



1 Our project involves a structure where individuals live, work or engage in some gainful activity
[ Funds are for low-cost shelter for underprivileged families

L] Funds will be used to construct the structure

[] Funds will be used to renovate the structure

(1 Funds will be used to provide new services to the structure

LI Funds will be used to upgrade the electrical or plumbing of the structure

LI None of the funds will be used for salaries, stipends, or honorariums for project beneficiaries or individuals
working for our project partners

1 None of the funds will be used for travel expenses
1 None of the funds will be used for post-secondary education activities

LI The project will be considered sustainable as defined by The Rotary Foundation and will continue to
function without Foundation funds.

1 Our club agrees to adhere to all stewardship requirements set forth in the Club Memorandum of
Understanding

[1 The project addresses one or more of Rotary’s ‘Seven Areas of Focus’, if applicable

Reporting:

1 We will submit a final report within 30 days of the project’s completion but no later than March 3, 2023

1 We will keep receipts for all expenditures and submit copies of receipts with Final Report

1 We will submit independent financial audit results if requested by the District Rotary Foundation Committee

Club District Grant Checklist (2024-25 Grant Cycle) ~ Page 2 of 2



The ROTARY DISTRICT 6200
Rota ry CLUB MEMORANDUM OF UNDERSTANDING

Foundation 2024-25 GRANT CYCLE

This document is the official Memorandum of Understanding (MOU) provided by The Rotary Foundation (TRF).
It is an agreement between the club and its district to implement the financial and stewardship requirements in this
MOU and to ensure proper implementation and management of the Rotary Foundation Global Grant Funds and
District Grant Funds. By executing this document, the club agrees that it will comply with all Foundation and
District requirements.

RI District 6200 has directed that clubs must be “qualified” to receive grant funds from the Rotary Foundation
District Block Grant and each “qualified” club will be held responsible for implementing this club MOU. The
sections of this MOU are:

Club Qualification

Club Officer Responsibilities
Financial Management Plan
Bank Account Requirements
Report on Use of Grant Funds
Document Retention

Reporting Misuse of Grant Funds

Nk W=

1. Club Qualifications
To participate in Rotary Foundation Global and Package Grants, the club must agree to implement the financial
and stewardship requirements in this memorandum of understanding (MOU) provided by The Rotary
Foundation and to send at least one club member to the district Grant Management Seminar each year. The
district may also establish additional requirements for club qualification and/or require its clubs to be qualified
in order to participate in Rotary Foundation District Grants. By completing these requirements, the club
becomes qualified and eligible to participate in the TRF grant program.

a. Upon successful completion of the qualification requirements, the club will be qualified for one (1)
Rotary year.

b. To maintain qualified status, the club must comply with this MOU, any additional district requirements,
and all applicable TRF policies.

c. The club is responsible for the use of funds for club-sponsored grants, regardless of who controls the
funds.

d. Qualification may be suspended or revoked for misuse or mismanagement of grant funds involving,
but not limited to: fraud; forgery; membership falsification; gross negligence; endangerment of health,
welfare, or safety of beneficiaries; ineligible contributions; use of funds for personal gain; undisclosed
conflicts of interest; monopolization of grant funds by individuals; report falsification; overpricing;
acceptance of payments from beneficiaries; illegal activities; use of grant funds for ineligible purposes.

e. The club must cooperate with any financial, grant, or operational audits.

2. Club Officer Responsibilities
The club officers hold primary responsibility for club qualification and the proper implementation of TRF
grants.

Club officer responsibilities include:
a. Appointing at least one club member to implement, manage, and maintain club qualifications.
b. Ensuring that all TRF grants adhere to stewardship measures and proper grant management practices.
c. Ensuring that all individuals involved in a grant conduct their activities in a way that avoids any actual
or perceived conflict of interest.
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3. Financial Management Plan
The club must have a written financial management plan to provide consistent administration of grant funds.

The financial management plan must include procedures to:

a. Maintain a standard set of accounts, which includes a complete record of all receipts and disbursements
of grant funds.

b. Disburse grant funds, as appropriate.

Maintain segregation of duties for handling funds.

d. Establish an inventory system for equipment and other assets purchased with grant funds, and maintain
records for items that are purchased, produced, or distributed through grant activities.

e. Ensure that all grant activities, including the conversion of funds, comply with local law.

e

4. Bank Account Requirements
In order to receive grant funds, the club must have a dedicated bank account that is used solely for receiving
and disturbing TRF grant funds.

a. The club bank account must:
i. Have a minimum of two (2) Rotarian signatories form the club for disrobements.
ii. Be a low- or non-interest-bearing account.
b. An interest earned must be documented and used for eligible, approved grant activities, or returned to
TRF.
c. A separate account should be opened for each club-sponsored grant, and the name of the account should
clearly identify its use for grant funds.
d. Grant funds may not be deposited in investment accounts including, but not limited to, mutual funds,
certificates of deposit, bonds, and stocks.
e. Bank statements must be available to support receipt and use of TRF grant funds.
f. The club must maintain a written plan for transferring custody of the bank accounts in the event of a
change in signatories.

5. Report of Use of Grant Funds
The club must adhere to all TRF reporting requirements. Grant reporting is a key aspect of grant management
and stewardship, as it informs TRF of the grant’s progress and how funds are spent.

6. Document Retention
The club must establish and maintain appropriate record keeping systems to preserve important documents
related to qualification and TRF grants. Retaining these documents supports transparency in grant management
and assists in the preparation for audits or financial assessments.

a. Documents that must be maintained include, but are not limited to:
i. Bank information, including copies of past statements.
ii. Club qualification documents including a copy of the signed club MOU.
iii. Documented plans and procedures, including:
1. Financial management plan;
2. Procedure for storing documents and archives; and
3. Succession plan for bank account signatories and retention of information and
documentation.
iv. Information related to grants, including receipts and involves for all purchases.
b. Club records must be accessible and available to Rotarians in the club and at the request of the district.
c. Documents must be maintained for a minimum of five (5) years, or longer if required by local law.

7. Method for Reporting and Resolving Misuse of Grant Funds
The club must report any potential and real misuse or mismanagement of grant funds to the district. This
reporting fosters an environment in the club that does not tolerate the misuse of grant funds.
Club Memorandum of Understanding and MOU District Addendum - 2024-25 Grant Cycle ~ Page 2 of 4



Authorization and Agreement

This Memorandum of Understanding (MOU) is an agreement between the club and the district and acknowledges
that the club will undertake measures to ensure that proper implementation of grant activities and proper
management of Foundation grant funds. By authorizing this document, the club agrees to comply with all of the
conditions and requirements of the MOU.

The undersigned agree to comply with all conditions and requirements of the MOU for Rotary year 2024-2025
and will notify Rotary District 6200 of any changes or revisions to club policies and procedures related to

these requirements.

The typing of names in the signature blocks are intended to be electronic signatures.

Club President 2023-2024 Club President-Elect 2023-2024

Rotary Club of Rotary Club of
Name: Name:
Date: Date:
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Rotary

he ROTARY DISTRICT 6200
CLUB MEMORANDUM OF UNDERSTANDING ~ ADDENDUM

Foundation 2024-25 GRANT CYCLE

1. District

Requirements

Clubs submitting applications for Rotary District Grants must be qualified by RI District 6200. The District
has established requirements in addition to those established by The Rotary Foundation. To be eligible to
receive grant funding Rotary District Grants, clubs in District 6200 must also:

a.

b.

=

Appoint a Club Rotary Foundation Committee Chair and advise RI and District 6200 of the
appointment and furnish contact information for the individual.

Have at least two (2) members of the club participate in a Grant Management Seminar for this granting
cycle. It is recommended that one of the members participating in the training be the Club’s President-
Elect (Incoming Club President).

Be current on its Rotary International and District 6200 dues, and be in good standing with District
6200, Rotary International, and The Rotary Foundation.

Clubs are encouraged to established and reported an Annual Fund giving goal to the District Rotary
Foundation Committee Chair for the 2022-2023 Rotary year. This must be accomplished by using
Rotary Club Central.

The club agrees to publicize any District Grant Project it undertakes.

Be current on all Rotary District Grant reporting requirements.

Have the Rotary Club’s President (2021-22) and President-Elect (2021-22) sign the Club MOU and
this Addendum.

2. Bank Account Waiver
The District will waive The Rotary Foundation MOU requirement to create and maintain a separate bank

account

for participation in a District Grant. This waiver does not apply to Rotary Global Grants. Compliance

with the club’s financial plan is required as per The Rotary Foundation’s terms and conditions.

a. Appointing at least one club member to implement, manage, and maintain club qualifications.
b. Ensuring that all TRF grants adhere to stewardship measures and proper grant management practices.
c. Ensuring that all individuals involved in a grant conduct their activities in a way that avoids any actual
or perceived conflict of interest.
Addendum to MOU Agreement
The undersigned agree to the RI District 6200 Addendum to the Club Memorandum of Understanding for
Rotary year 2024-2025.

The typing of names in the signature blocks is intended to be electronic signatures.

Club President 2023-2024 Club President-Elect 2023-2024

Rotary Club of Rotary Club of
Name: Name:
Date: Date:
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The ROTARY DISTRICT 6200
ROt a ry 2024-25 GRANT CYCLE

Foundation COOPERATING ORGANIZATION MEMORANDUM OF UNDERSTANDING

An Agreement between

The Rotary Club of , Project Sponsor
And

, Cooperating Organization

1. Subject
District Grant Project Name:

2. Definition
A cooperating organization is any reputable non-Rotary organization that provides expertise,
infrastructure, advocacy, training, education, or other support for the grant project. Cooperating
organizations must comply with all reporting and auditing activities required by The Rotary

Foundation and Rotary District 6200, and provide receipts as requested.
3. Purpose
This document establishes an agreement between the parties listed above to implement a project

funded by a District Grant from The Rotary Foundation and Rotary District 6200.

4. Project Objectives and Location
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5. Project Sponsor Responsibilities

The Project Sponsor will have the following specific responsibilities for the project:

6. Cooperating Organization Responsibilities

The Cooperating Organization will have the following specific responsibilities for the project:
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7. Mutual Understandings

All parties agree that:

a.
b.

C.

The Rotary District Grant, if approved, will be awarded to the Project Sponsor.
The Project Sponsor will control and manage the Rotary District Grant.
The Project Sponsor will be involved in all stages of the project.
The Project Sponsor will have a grant project management committee responsible for
managing the project on its behalf.
The Project Sponsor and the Cooperating Organization will abide by the Terms and Conditions
for Rotary Foundation District Grants and Global Grants.
The Project Sponsor affirm that the Cooperating Organization is reputable and responsible and
act within the laws of the project country.
All grant funds will be received and managed by the Project Sponsor and will not be managed
by the Cooperating Organization.
Grant funds will remain in the designated Rotary Club bank account until they are needed to
pay a vendor or reimburse a purchase.
All payments to vendors and reimbursements to the Cooperating Organization will be
supported by receipts, paid invoices, vouchers, or written agreements.
The Cooperating Organization may contribute funds toward the project.
The Cooperating Organization project-related documentation may be subject to independent
financial and operational review by The Rotary Foundation and Rotary District 6200.
In their separate club qualification memorandum of understanding, the Project Sponsor has
agreed to:
e Ensure that all grant activities, including the conversion of funds from one currency to
another, comply with local law,
e Ensure that the project adheres to The Rotary Foundation’s stewardship measures and
grant management practices,
e Ensure that all people involved in a grant conduct their activities in a way that avoids
any actual or perceived conflict of interest,
e Report to Rotary District 6200any potential or real misuse or mismanagement of grant
funds,
e Cooperate with any financial, grant, or operational audits,
e Maintain a standard set of accounts, which includes a general ledger and a complete
record of all receipts and all disbursements of grant funds,
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e Disburse grant funds in accordance with the Terms and Conditions for Rotary
Foundation District Grants and Global Grants,

e Retain bank statements to substantiate the receipt and use of grant funds,

e Retain grant documents in a location known by and accessible to the Rotary Club and
Rotary District 6200 officers, and

e Retain grant documents for a minimum of five (5) years, or longer if required by local

law.

8. Conflicts of Interest
Any real or perceived conflicts of interest must be disclosed to The Rotary Foundation and Rotary
District 6200, in compliance with The Rotary Foundation’s Conflict of Interest Policy for Program
Participants in the Terms and Conditions for Rotary Foundation District Grants and Global Grants.
This includes any instances of Rotarians acting as vendors or serving as trustees, directors, officers, or
staff of the Cooperating Organization. If in doubt, any potential conflict should be disclosed.

Identify any real or perceived conflicts here:
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9. Modifications

Modifications to this document will be made by mutual consent of the parties. A written modification,

signed and dated by all parties and approved by The Rotary Foundation and Rotary District 6200, must

be issued before acting on any changes.

10. Contact Information

Your privacy is important to Rotary International, The Rotary Foundation, and Rotary District 6200

(collectively, “Rotary”) and the personal data you share with Rotary will only be used for official

Rotary business, such as in the relation to the Rotary District Grant. Personal data collected on this

form is subject to Rotary’s privacy policy.

11. Authorizations

By signing below, the parties agree to the terms of this Cooperating Organization Memorandum of

Understanding.

The typing of names in the signature blocks are intended to be electronic signatures.

Project Sponsor Authorization

Rotary Club of

Signature: Date:

Name: Title:

Postal Address:

Phone: Email:

Cooperating Organization Authorization

Cooperating Organization

Signature: Date:

Name: Title:

Postal Address:

Phone: Email:
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The ROTARY DISTRICT 6200

Rota ry CLUB FINANCIAL MANAGEMENT PLAN
Foundation 2024-25 GRANT CYCLE

Club Name: Click or tap here to enter text.

Club Number: Click or tap here to enter text.

Date Adopted: Click or tap to enter a date.

Our Rotary Club agrees to adhere to all Rotary Foundation bank account requirements as spelled out in the Club

MOU and its Addendum, including the opening of a new bank account, with two (2) signatories, for each new

Rotary Global Grant undertaken.

Our Rotary Club further agrees:

1.

10.
11.
12.

To maintain a separate, standard set of accounts, with general ledger which includes a record of all income
and disbursements and receipts for all expenditures for each active grant project;

To disburse grant funds in a timely manner and directly to the entities as approved in the grant application;
To maintain separate statements of income and expenses, noting any interest earned and recoveries, so
that such incremental dollars earned will be returned to TRF;

To perform monthly bank reconciliations;

To maintain an inventory system for control of any equipment or other assets purchased with grant funds
and to maintain records of items purchased, produced, or distributed through grant activities in accordance
with RI terms and conditions;

To ensure that all grant activities conform to local law;

To clearly define roles and separate duties for Rotarians handling grant funds;

To retain all original invoices, budgets, written correspondence, competitive bid proposals, RI project
reports, bank statements, monthly bank reconciliations, grant application, emails, etc., in accordance with
TRF policies and procedures for a period of five (5) years from the final report date, and as required by
local, state, and/or federal laws;

To make such supporting financial and other documentation accessible for review by club members and
audits as required by TRF, the District 6200 Rotary Foundation Audit Committee, and any bona fide
regulatory governmental agency;

To plan for transferring the custody of the bank account(s) if necessary;

To fulfill TRF and District 6200 reporting requirements for the use of grant funds; and

To report suspected misuse or mismanagement for grant funds to District 6200°s District Rotary

Foundation Committee.
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The ROTARY DISTRICT 6200
Rota ry CLUB ROTARY FOUNDATION COMMITTEE
Foundation 2024-25 GRANT CYCLE

Club Name: CcClick or tap here to enter text.

Club Rotary Foundation Committee ~2024-25
Chair
Name: Click or tap here to enter text.
Email: clickor tap here to enter text.

Phone: click or tap here to enter text.

The Rotary Foundation Annual Fund Goal

Club’s goal for Rotary year 2024-25: Click or tap here to enter text.

Important — Please Club is encouraged to set an Annual Fund goal and entered it into Rotary Club Central

Grant Management Seminar 2024-25 Grant Cycle
Club members who participated (as least two members)
Name: Click or tap here to enter text.
Name: Click or tap here to enter text.
Name: Click or tap here to enter text.

Name: Click or tap here to enter text.

Club Rotary Foundation Committee - 2024-25 Grant Cycle ~ Page 1 of 1



HOW TO SET A GOAL
For club officers

Rotary Club Central

\

# MyRotary English v @

Before choosing your
club’s goals, make sure
the appropriate year
- is listed

(G J

Enhance Participant Engagement  Increase our Impact  Expand Our Reach

Club Goals

Choose and set the goals your club will focus on and track progress

Rotary Club of Anytow,

0 of 26 Achievement

€ 2023-24 >

Increase Our Ability to Adapt Al

The goals you select will appear below. To report progress ar add, remave, or edit a goal, select EDIT.

~N

Service participation

> show goal details and histary

If the Edit button appears, select it to find
goals your club wants to track. If this button
reads Save and goals are displayed, proceed

to the next step.

Social activities

 Show goal details and history

Rotary Action Group participation
> Show goal detsils and history

J
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Club Goals
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SET A GOAL

Rotary Club Central A MyRotary  Englsh v @

Club Goals

Choose and set the goals your cub will focus on and track progress.

Rotary Club of Anytown Enter a goal Value n
the box titled Goal

< 2023-24 » a
Enhance Participant Engagement o Increase our Impact  « Expand Our Reach  Increase Our Ability to Adapt
m Which goals will your club track this year? Browse goals by category and select only those you plan to pursue, T

Service participation
¥ & taits and

Seclal activitles
> Show goal det:

Select Save after o
you've entered a goal i B L
value

Rotary Actlon Group part|
> Show goal det: and histony]

January 2024



m_m DACdb Grants Module
District and Club database CIUb Process

ENTERING YOUR GRANT

e Clubs should designate the contact (also known as preparer) for the grant. You can have
more than one contact.

e (lubs should add those who will be the signers of the grant. Check on your club’s
requirements as to how many signatures you will need.

e Log into the District Database (if you are higher than a level 4, make sure to use your club
number when logging in.)
e Click on the My Club Tab

SEICE My DATA || My CLUB

e Then Click on the Grants Icon

()

Grants
Club Grants

e Click on the Club Grants View on the left side menu

GRANT NAVIGATION

@A Grant Overview

K Budget Overview
Grant Dashboard
i= District Grant View
i= Club Grants View
0 Grant S re Files
#2 Admin
B Audit Club
[Z Reports

? Help

e Change Org Year to the year you are applying for.

<

natures

<

Change OrgYear ’New Club Grant Request - Click Here to Create Grant

May, 2020 1




e Once the correct year is selected, click on New Club Grant Request

Changm New Club Grant Request - Click Here to Create Grant

e There are four pages to complete on the New Grant Request
o Details
o Clubs Involved
o Contacts
o Application
| Details | Clubs Involved | Contacts | Application
e Details
o This page contains general information about the grant. Fill the page out

completely.

Complete the basic Grant

information form below. All the fields on this page must be entered to save the initial Grant application.

Once the Grant is saved, the Budget and Document tabs will appear.

* Project Name
Priority:

* Project Org Year:

* Round:
= City:

* State:

* Country:

Target Completion Date:

. Test Project

1 |High v

0 2018-19 oOrgvear can be changed by District (if neadad)
1 |(e.g. tor2)

Hollywood

CA

uUs

05/01/2018 3 Target completion date for this project.

Area of Focus:

Pramoting Peace Fighting Disease

Promoting Clean Water, Sanitation and Hygene

Saving Mothers and Children Supporting Education
@) Growing Local Economies Other:

Put 3 brief description of the project here

* Project Description:
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e Clubs Involved

o Your club name will automatically appear here. If another club is working on the
grant, select them from the list on left and use the arrows to move them to the

right.

I Details l Clubs Involved l Contacts I Application

Enter the o#her clubs involved with this project below. The primary club must remain on this list.
The DDF from the other clubs participating can be aggreagated into the total requested for this project on the DETAIL tab. After the initial project is created, the DDF funding cz

* Clubs Involved:

e Contacts

AA (899703616) Hollywood (99968889)

AAAA (999703938)

Bank Masters - Test (9999) .
Bank Masters Rotaract (999703943)

Butter Ball - Test (99012205) _

Cambio - Test (99012207) <

Cant Delete these people (999703501)

d6710 Jefferson copy for holding dup dues (999703472)

DaCdb Development Test (92012208)

Demanstration Club (999703827) v

| ==

o Thisis a list of the club members who will be working on preparing the grant and
are responsible for collecting receipts, money, closure, etc. The person’s name
who started the process of the application will automatically appear on the right.
To add others select them from the left column and move them over with the right
arrows. Keep in mind, automated emails will be sent out and if “Contacts” is
selected as recipients all the individuals listed will receive the same email.

I Details I Clubs Involved I Contacts Application
Select the members to be included in automatic e dates about this Grant. If you chaned or added clubs invelved with this Grant, save the Grant first before picking

from the list.

*Contacts:

Members NOT on list: B Indude District Members Members on Contact List:

Brosnan, Pierce (Hollywood) Aniston, Jennifer (Hollywood)

Cage, Nicolas (Hollywood)

Damon, Matt (Hollywood)

-
Craig, Daniel (Hollywood) Hanks, Tom (Hollywood)
Cruise, Tom (Hollywood) << Kelly, Lin

Diaz, Cameron {Hollywood) h

Fawcett, Farrah (Hollywood)

Johnson, Dwayne (Hollywood) << All

Jolie, Angelina (Hollywood)

Lauper, Cynthia {Hollywood)

Lopez, Jennifer (Hollywood)
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Application
o This page is the application itself. Some of this information is automatically
transferred to the Final Report so watch your spelling and be very detailed here.
| Dwbanls | Clulbs Donralved | Conbiscts I Application _

Grams Timararms

=
gzt (1 =

Addrics Tis Ml Grant. Paprment

Chalbs Statumant Agrasman i

Once you have completed all four tabs, click on Save — You now have a draft grant

_______-___'_'—'—-—p

Save

May, 2020
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e Once you click on “save”, two new tabs will now appear on the top of the page, Budget
& Documents.

I Details I Clubs Involved I Contacts I Application FBudget |;0cument5 I

e Add your Income Items. Click on Add Income Source
Income Items T Add Income Source

e tomtame— | G oo ot +| ot + | oaod

There is NO income source defined. Add the DDF amounf[being requested and other funding Income sources above.
Income Total: 0 out of 1 club(s) contributed $0.00 (DDF Request: $0.00, Other Funding: $0.00)

e A pop-up box will appear

e Enter Description

e Once you put DDF Requested Amount or Requested DDF amount put the amount in and
make sure you select the Funding Source. So in this case you will select DDF Requested.

e If your District requires our club to spend an amount equal to your request, enter that
amount as additional income enter those items but for the Funding Source click on Other
Club Funding

Budget Item Entry

Enter the Grant funding information below. Specify if the funding source is coming
from requested DDF funds or part of the club contribution.

Description: |DDF Requested Amount _

Club: | Hollywood (99969889) v

Amount: 2,000 A—
(@ DDF Requested h

Funding Source ) Other Club Funding

The available DDF funding is shown below:

DDF Alloc DDF Used* DDF Avail

Hollywood 0.00 0.00 0.00
* DDF Used reflects "funded” Grants, does not include Grants applications in progress

\ i

e Once you have your income added it will look something like this:

Income Items Add Income Source
I S 3 ) A T
£ “( DDF Requested Funds Hallywood $2,000.00 | Kelly, Lin 02/11/18 12:12 PM
& 8 | Club Fund Raiser Hollywood $2,000.00 | Kelly, Lin 02/11/18 12:13 PM
Income Total: 1 out of 1 club(s) contributed $4,000.00 (DDF Request: $2,000.00, Other Funding: $2,DDU.DU)~
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Expenditures should be itemized and include any estimated expenses for the project
e Click on Add Expense

Expense Items

“ Add Expense
Action| ITtem Name Club Amount E Created

$0.00
Enter your description and amount, click on Add

Modified
Expense Total:

Add Expense Item

Enter the Grant funding information below. Specify if the funding

|
source is coming from requested DDF funds or part of the club
contribution.

Description: |Stickers for Dictionaries

Club: | Hollywood (99969889)

Amourt;

Cancel Add

e Continue to add your estimated expenses until expenses equal income sources
So, your budget should look something like this

Income Items

Add Income Source
I T S
Vid 8 DDF Requested Funds Hollywood $2,000.00 | Kelly, Lin 02/11/18 12:12 PM
Vid 8 Club Fund Raiser Hollywood $2,000.00 | Kelly, Lin 02/11/18 12:13 PM
Income Total: 1 outof 1 club(s) contributed $4,000.00

(DDF Request: $iﬂDU.DD, Other Funding: $2,000.00)
Expense Items

Add Expense
[ ttemtome & G+ | Amomc_+|—_Greated | bofd s
Vid 8 purchase of Dictionaries Hollywood $3,600.00  Kelly, Lin 02/11/18 12:21 PM | Kelly, Lin 02/11/18 12:25 PM
& S Stickers for Dictionaries Hollywood

$150.00 | Kelly, Lin 02/11/18 12:24 PM
& 8 Juice and Cookies for students Hollywood

$250.00  Kelly, Lin 02/11/18 12:24 PM

Expense Total:

$4,000.00 \
Budget Summary

Total Income (DDF+Club Funding):

Expenses Items:

$4,000.00
(%$4,000.00)
$0.00  d———

Cash Flow (Income - Expense):

e If you have any letters of commitments, copies of quotes and other documentation, please
upload them under the Document Tab. Signed MOU’s can also be uploaded here
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e Click on the Documents Tab

| Details I Clubs Involved I Contacts I Application I Budget II Documents I

e Add documents by clicking on the upload file or add a folder and then upload files in the
folder.

e You can also use the existing folders Documents and Images if you wish.

e To have the best results for the Final Report, upload your receipts and images as jpg or
png.

e You can also add pdfs, excel, and word documents.

e When you name files please do not put in any special characters or you could incur a
problem with opening the file.

e Also note the Grant Application is saved as an html file as your work through the

process.
The documents tab allows for management of all documents related to this grant.
wew To VIEW a file, click on the file name. The "View" link under the Action column has been removed for consistency in the User Interface.
DO NOT upload files with file names containing special characters (e.g., ",';:*%$@!). Rename your file locally and then upload it.
Upload File Add Folder
Navigation: Home D:\Rotary\SecureAccounts\8969\99969889\Grants\5071\
it s s
Backup - 2018-02-11 11:59:41 0 KB
‘B ?/ _| Documents 2018-02-11 11:59:41 0 KB
). 4 1 Images Af— 2018-02-11 11:59:41 0 KB
‘B = ?f & GrantApplication.html — 2018-02-11 11:59:41 10 KB
3 Directories | 1 File Directory Space Used: 10 KB

e Browse your computer for the file and click on add. Do not use any type of special
characters or punctuation in the naming of your documents.

Select File: No file selected. <&

Option:  [T] Replace file? \

Cancel Upload File

e At this point, SAVE your grant. You can never save too often!

\

Save
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e Once you complete your budget and add documents you will see two additional tabs —
“Activity Log” and “Signatures.

e You can click on “Activity Log” to see what has been completed and “Signatures” to see
where you are in the signing process. Once your grant is approved you will see the
“Interim Report and the “Final Report” tabs. In most cases Districts do not require an
Interim Report. Your District will advise you. The “Final Report” button will be used
when you complete your project.

Details Clubs Involved Contacts Application Budget Documents | Activity Log Tsignatures

e Double check all your work before you collect the club signatures. You can always
delete the grant at this point.

SIGNING & SUBMITTING A GRANT

e The District designates how many signatures from each club are needed. In this example,
we are going to use two signatures required. If other clubs are involved with your grant,
you need two signatures from each club.

e The signers must be on the club signature list. Probably the President of your club
will click on Admin on left menu bar and then Club Signatures. Select the

individuals from the left column and move them over to the right column. Then click on
save.

& Grant Secure Files

i Admin ~ Authorized Club Signatures for 2017-18:
= Club Signatures This is the list of members that have access to edit (Club Level) and approve the Grant.
2 Help To Grantaccess, move members from the left to the right. To Remove access, move members from the right to the left. Then click the [Save] button (above-right) to save your changes.
? <
\ Members NOT on list: @ Indude District Members Members with Club signature permission:

Aniston, Jennifer (Hollywood)

Brosnan, Pierce (Hollywood)

Cage, Nicolas (Hollywood) o
Craig, Daniel (Hollywood)

Diaz, Cameron (Hollywood)

Fawcstt, Farrah (Hollywood) <<
Hanks, Tom (Hollywood)

Johnson, Dwayne (Hollywood) <<All

Lauper, Cynthia (Hollywood)
Lopez, Jennifer (Hollywood)
Nimoy, Leonard (Hollywood)
Pitt, Brad (Hollywood)

Cruise, Tom (Hollywood)
Damon, Matt (Hollywood)
Jolie, Angelina (Hollywood)

Save ’
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e Signer number one will click on edit grant (the pencil)

Club Process

n Actic Project Name = m Lead Club Name = m

0 & [#& TestGrant 5071 Hollywood Draft
No Grants: 1

e He/she will click on “Club: Collect Club Signatures”
Clu[): Collect Grant Signatures Save
e The following message will appear

www.directory-online.com says:

Please confirm - you are about the start the process to collect the club
signatures on this Grant application. If you continue, the next step is for
the Club to get the required number of signatures so the Grant can be
submitted to the District for Approval. OK, to Continue?

————lly Cancel

e He/she will click OK. Two new buttons appear on the top right. “Club: Sign Grant
Application” and “Revert to Draft”.

Club: Sign Grant Application Revert To Draft

e Signer number one will now click on “Club: Sign Grant Application”.
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e A new box pops up — they will click on sign grant

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant”
button beldw. If you have already signed the grant, the "Sign Grant" button is not visible.

T
“ | Sign Grant ‘ Cancel
The second signer is now ready to sign the grant application.

Click on the edit pencil in front of the grant
Click on “Club: Sign Grant Application” on top right

will click on “Sign Grant”

The signature box will pop up, they will see the first signer’s name in the box. They now

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant”
button below. If you have already signed the grant, the "Sign Grant” button is not visible.

Damon, Matt Hollywood 02/11/2018 01:10 PM

sl | Sign Grant Cancel

e The second signer will now click on the button “Submit Grant for District Approval”

Revert To Draft Submit Grant for District Approval

/ Club: Sign Grant Application

e The status of the grant will now say “Submitted Grant for District Approval

District Review and Approval
(a1 it Jprot tome o it i b e st ]

0o &£ }‘f’ [# Test Grant 5071 Hollywood Submitted Grant for District Approval

May, 2020
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e The District will now review the grant. You can no longer make any edits to the
application. However, you can add additional documents to the grant and add
information to the expense tab. You can also “revert back to draft” if you need to start
over.

e |f the District requires more information, you will receive a note from the District Grant
Chair.

May, 2020 11



GRANT FINAL REPORT

COMPLETING THE FINAL REPORT

e Some Districts require an Interim Report. If your District requires one follow the same
procedure.

e Once you have completed the project you must complete an on-line Final Report

e Go to the District Database

e Click on the My Club

Sl My DATA || My CLUB

e Click on the Club Grants Icon

v

Grants
Club Grants

e Click on Club Grants View on left side menu

GRANT NAVIGATION

A Grant Overview
E¥ Budget Overview
Grant Dashboard
i= District Grant View
i= Club Grants View
@ Grant S re Files

2 Admin
B¢ Audit Club
¥ Reports

? Help

natures

e Click on the edit button (pencil) of the grant you wish to complete.

Approved

" hcon prjct ame—— [ o Gl Home ¢ Statin ——

Bank Masters - Test

ﬁ Test Project 4407 Hollywood (¥) Approved Grant
No Grants: 1 /
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e The grant status must say “Approved Grant” otherwise the Final Report will not appear

e First, click on the budget tab and make sure you replace the information with actual funds
and expenses. You must itemize each receipt and copies of the receipts must be uploaded
in the documents.

Details I Contacts I Application Budget I Documents ] Activity Log Signatures I Interim Report I Final Report I
e

>

e Scan photos of the project and rotary involvement, all receipts and copies of any checks
you may have disbursed and save them as “jpg” or “png” files and upload them to the
Documents tab.

| Details l Contacts I Application I Budget I Documents I Activity Log I Signatures I Interim Report I Final Report I
The documents tab allows for management of all documents related tw
"W To VIEW a file, click on the file name. The "View" link under the Action colu as been removed for consistency in the User Interface.

e Click on the Final Report Tab

I Details ] Contacts I Application l Budget I Documents l Activity Log Signatures l Interim Report I Final Report I

4

Wln Aid mak find mn mvvirbins Fnal Al Danack camack b AdiE A AP Cinal Al Danadk canack anm ha faiind halaos

e Some Districts will only use the Final Report

e Complete items 2, 4,5 and 6. Items 1 and 3 are filled in automatically. You cannot leave
any of this information blank.

e Your photos and receipts will automatically appear under the photo and receipt section if
you saved them under documents as a “jpg” or “png” file.

e The Final Report must be completed by one of the two individuals in the club who
prepared the grant request and can only be signed by the Club Signees.

e When you are finished with the Final Report, click on the “Save Final Report” to save
your work.

Grant Status: Approved Grant This Grant is locked and you are unable to save changes in its current state. However, you Save FINAL Report
ﬂ may continue to add expenses, upload files and file reports. The Club needs to complete an Interim and/or Final report as —— P
required and submit for Club signatures and then District approval.

e The two individuals designated as club signees will need to sign the “Final Report”

e After you save the final report the club signees are ready to sign it. The first Club Signer
will click on the edit button, click on Final Report and click on “Club — Collect Final
Signatures”

Club: Collect FINAL Signatures I Save FINAL Report
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e A new button, “Club: Sign Final Report” will appear on the top right. Signer will click
on the box.

Club: Sign Final Report

A new box will appear, click on sign grant

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant"
button below. If you have already signed the grant, the "Sign Grant" button is not visible.

— ‘ Sign Grant ‘ Cancel

e The second signer of the Final Report will now go to the database and click on the pencil
to edit the grant. Click on the Final Report tab and they will click on the “Club: Sign
Final Report” button.

*:Iub: Sign Final Report

e The sign grant box will pop up. You will see the signature of the first signee - click on
“Sign Grant”

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant"
button below. If you have already signed the grant, the "Sign Grant” button is not visible.

Damon, Matt Hollywood 02/11/2018 02:11 PM

\ ﬁ‘ Sign Grant ‘ Cancel

e The second signer will now click on “Submit Final Report”

Submit Final Report,
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e The status of your grant will now be changed to “Submitted final report for District
Approval”

For District Review

o actonpgettome e [ ¢ s G ame # o

& | '+ Hollywood Literacy Project 4389 Hollywood Submitted Final Report for District Approval

e Depending on the District the Final Report will be reviewed, audited and/or approved.
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GRANT FINAL REPORT

COMPLETING THE FINAL REPORT

e Some Districts require an Interim Report. If your District requires one follow the same
procedure.

e Once you have completed the project you must complete an on-line Final Report

e (o to the District Database

e C(Click on the My Club

alelut=l My DATA || My CLUB (| DIST Rie

e Click on the Club Grants Icon

v

()

Grants
Club Grants

e C(Click on Club Grants View on left side menu

GRANT NAVIGATION

A Grant Overview
E¥ Budget Overview
Grant Dashboard
i= District Grant View

= Club Grants View

2 Admin
B¢ Audit Club
B Reports
? Help

natures

e Click on the edit button (pencil) of the grant you wish to complete.

Approved

S e

Bank Masters - Test

Test Project 4407 Hollywood (¥) Approved Grant
No Grants: 1 " /
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e The grant status must say “Approved Grant” otherwise the Final Report will not appear

e First, click on the budget tab and make sure you replace the information with actual funds
and expenses. You must itemize each receipt and copies of the receipts must be uploaded
in the documents.

l Details l Contacts | Application Budget | Documents | Activity Log Signatures Interim Report Final Report I
e

= i

e Scan photos of the project and rotary involvement, all receipts and copies of any checks
you may have disbursed and save them as “jpg” or “png” files and upload them to the
Documents tab.

I Details | Contacts | Application I Budget I Documents l Activity Log | Signatures I Interim Report Final Report I
The documents tab allows for management of all documents related tM
*&¥ To VIEW a file, click on the file name. The "View" link under the Action colu as been removed for consistency in the User Interface.

e Click on the Final Report Tab

l Details ] Contacts l Application I Budget I Documents I Activity Log l Signatures I Interim Report ] Final Report I

Wtn Aid mnb End an muicbine Flnal Ok Bacack canack ba adit A MO Final Alibl Danack camak mam ke favind halac.

e Some Districts will only use the Final Report

e Complete items 2, 4, 5 and 6. Items 1 and 3 are filled in automatically. You cannot leave
any of this information blank.

e Your photos and receipts will automatically appear under the photo and receipt section if
you saved them under documents as a “jpg” or “png” file.

e The Final Report must be completed by one of the two individuals in the club who
prepared the grant request and can only be signed by the Club Signees.

e When you are finished with the Final Report, click on the “Save Final Report” to save
your work.

may continue to add expenses, upload files and file reports. The Club needs to complete an Interim and/or Final report as d e

ﬁ Grant Status: Approved Grant This Grant is locked and you are unable to save changes in its current state. However, you
required and submit for Club signatures and then District approval.

e The two individuals designated as club signees will need to sign the “Final Report”

e After you save the final report the club signees are ready to sign it. The first Club Signer
will click on the edit button, click on Final Report and click on “Club — Collect Final
Signatures”

Club: Collect FINAL Signatures ‘ Save FINAL Report
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e A new button, “Club: Sign Final Report” will appear on the top right. Signer will click
on the box.

Club: Sign Final Report

A new box will appear, click on sign grant

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant"
button below. If you have already signed the grant, the "Sign Grant" button is not visible.

—_— ‘ Sign Grant Cancel

‘
74

e The second signer of the Final Report will now go to the database and click on the pencil
to edit the grant. Click on the Final Report tab and they will click on the “Club: Sign
Final Report” button.

*Iub: Sign Final Report

e The sign grant box will pop up. You will see the signature of the first signee - click on
“Sign Grant”

Grant Signatures

A list of users who have signed this grant is shown below. To add your signature to the list, click the "Sign Grant"
button below. If you have already signed the grant, the "Sign Grant™ button is not visible.

Damon, Matt Hollywood 02/11/2018 02:11 PM

\ e Sign Grant‘ Cancel

e The second signer will now click on “Submit Final Report”

Submit Final Report
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e The status of your grant will now be changed to “Submitted final report for District
Approval”

For District Review
(o acion et tame [ ¢ s G ame# lstawe

& -4 [# Hollywood Literacy Project 4389 Hollywood Submitted Final Report for District Approval

e Depending on the District the Final Report will be reviewed, audited and/or approved.

May, 2020 15



The Rotary District 6200

ROta ry District Grant Resources

Foundation 2024-2025 Grant Cycle

Terms and conditions for Rotary Foundation district grants and global grants
(https://my.rotary.org/en/document/terms-and-conditions-rotary-foundation-district-grants-
and-global-grants-grants-awarded)

Club Memorandum of Understanding
Club Qualification Memorandum of Understanding
(https://my-cms.rotary.org/en/document/club-memorandum-understanding)

Club Qualification Memorandum of Understanding Worksheet
(https://my-cms.rotary.org/en/document/club-qualification-memorandum-
understanding-worksheet)

Club Memorandum of Understanding Resources
(file:///C:/Users/gland/Downloads/club qualification mou resources en.pdf)

Club Memorandum of Understanding Frequently Asked Questions
(https://my-cms.rotary.org/en/document/club-qualification-rotary-grants-frequently-
asked-questions)

Cooperating Organization Memorandum of Understanding
(https://my.rotary.org/en/document/cooperating-organization-memorandum-understanding)

Guidelines for Rotary Foundation-funded project signage
(https://my.rotary.org/en/document/guidelines-rotary-foundation-funded-project-signage)

Six steps to sustainability
(https://my.rotary.org/en/document/six-steps-sustainability)

The Rotary Foundation online Grant Management Seminar
(https://learn.rotary.org/members/learn/learning_plan/view/101/grant-management-seminar)

Slides from 2020-2021 District 6200 Grant Management Seminar
(https://rotary6200.org/district-documents/?pagename=district-
documents&folder=Grants%20Management%20Seminars&folder2=PDFs%200f%20Modules)
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