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Part 1 GRANT SUBMITTAL PROCESS 

To get started on your club’s District Grant application you will need to attend to a few details: 
 

 Go to the CONTACT tab and identify the lead for this project. The lead will be responsible for 
completing this worksheet and answer any questions that the District Grant Committee might 
have. As a rule the lead will also complete the application and submit the closing report using 
the DaCdb Grant Module. 

 Identify any other club members who are authorized to enter information. This will also be 
done in the CONTACT tab. 

 Identify the two (2) club officers who will sign this application on-line.  One of the officers should be 
the club president for the year the grant is requested. 

 
 

Write your answers to the questions on this worksheet.  This will make it easier to enter the 
information in the DaCdb Grant Module. 

 

 
The Grant Process consists of five steps, with Clubs doing parts 1, 2 and 4 and the District parts 3 and 5. 

 

Part 1 
The project lead will complete the project details, application and budget items and identify contacts and signatories. 

 

Part 2 
The 2 club officers will log in separately and electronically sign the grant request. 

 

Part 3 
The District Grants Subcommittee Chair will perform a preliminary review of the grant request to ensure all necessary 
information is provided. If incomplete the subcommittee chair will inform the project lead of the information needed to 
complete the grant request. All complete grant requests will then be reviewed by the District Grants Subcommittee with 
final approval by the District Governor. The committee will mark the grant request as either approved or not, 
electronically sign the approved grant requests and notify Clubs of their decision. 

 

Part 4 
When a Club’s project is completed, the project lead will submit a Final report. The Final report will include any details 
and outcomes. It will also contain a recap of all expenses, invoices, receipts, cancelled checks and supporting photos. 
All projects are to be completed within the Rotary year in which the grant is awarded. 

 
Part 5 
The District Grants Subcommittee Chair will review a Club’s final report. Once the final report is approved, the 
chair will close the project. When the project close report is generated, all the approval signatures will appear 
on the report. 
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Login to 
DaCdb 
select 

GRANTS 

2 

select 
CLUB 

SIGNATURES 
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 Highlight the appropriate name and click the >> button to add names. 

 2 Signatures are required. 

 Approvers are elected officers such as club president, club president-elect. 

 Because the Grant Module covers multiple years, it is possible that old names will appear. 
Since District 6860 grants must be closed within one Rotary year, old names should be 
reviewed and updated as required. 

 Be sure to click on SAVE. 
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Select the 
names of 

those who 
will approve 

the club 
grant 

application 

 

 
Signature 
Selection 

Notes 
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select 
CLUB 

GRANTS 

 
5 

 

change 
ORG YEAR 

to 
2016-17 
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Click on 
NEW GRANT 

REQUEST 
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Complete 
the 

DETAILS 
tab 

Then 
be sure to 

click  
SAVE 
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Select 
The PENCIL 
to FINISH 

GRANT 
REQUEST 
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Complete the 
CONTACTS 

tab 

 
 

 

  

 

 
 

Contacts 
Notes 

 These are your members and members of other clubs that can be contacted by the District 
Grants Committee if questions need to be answered. 

 These contacts will have access to reviewing this Grant request. These members will need at 
least a level 2 access. By default club officers have a level 4 access and club committee chairs 
have a level 2 access. 

 Highlight the appropriate name and click the >> button to add names. 

 One of the contacts must have attended either a District Grant Club Qualification Seminar or 

Grant Management Seminar for the year the grant is to be awarded.  These are offered in the 

spring and summer prior to the Rotary year the grant is applied for. 

 These are NOT necessarily the Approval Signatures. 
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To ensure the data that you enter is not lost, please click on SAVE frequently. As a 
good practice click SAVE as you complete each section. 
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Select 
APPLICATION 

tab 
 

Complete all 
areas 

 
Use this 

worksheet to 
enter your 

responses in the 
spaces provided 
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Questions 
1 – 4   

must be 
completed 

 

 
Use this 

worksheet to 
enter your 

responses in the 
spaces provided 
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Complete this 
only if 

applicable 

 

 
Be sure to 
read and 

accept 
these 

terms and 
conditions. 

 
Use this 

worksheet to 
enter your 

responses in the 
spaces provided 
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 It shows a surplus until you enter your expense items. 

 Use the PENCIL to edit the name of the source and/or the dollar amount. 

 Click on the ADD INCOME SOURCE button to additional income sources, such as other clubs or 
cooperating organization. 

 Click the ADD EXPENSE button to create your initial budget items. At this stage the planned 
expenses might be general in nature as you may not have specifics yet. 

 When you submit your Final Report the amounts entered here will transfer over to the closing 
reports. You will then edit and/or add your actual expenses amounts on the closing reports. 
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Select 

BUDGET 
tab 

 
 

 
Budget Notes 
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 This is where you will upload you supporting documentation, invoices, receipts, checks and photos.  

 All formats are supported. 

 You will first need to scan your invoices, receipts and checks before uploading. 
 
 

 

 
 

Grant Status has now been changed to: Accepting Club Signatures (2) 
 

This Grant is locked and you are unable to save changes in its current state. You may continue to 
add expenses, upload files and file reports. 

 
A PMail will now automatically be sent to those identified on the Club Signature list. 

 
 

 

NEXT STEP: Part 2 District Grant - Club Approval Signatures 
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Select 

DOCUMENTS 
tab 

Document 
Notes 
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Select 
COLLECT 

CLUB 
SIGNATURES 

 
 

Notes 

 

 


