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Part 2 CLUB APPROVAL SIGNATURES 

Now that your District Grant Application has been completed you will need 2 approving signatures. 
 

• Each approver separately will need to login to DaCdb to approve the grant. 

• After the grant is submitted to the district, the district grants subcommittee chair will review 
the application for any issues or general concerns. 

• This person will communicate directly with the project lead you previously identified in 
Part 1 step 9. 

• If the application needs additional work, the district grants subcommittee chair will unlock the 
application and the club can then enter/update or complete the necessary information. 

• The club will then again need to obtain the 2 approving signatures. 

• All fully completed applications will be reviewed by the district grants subcommittee. 

• Clubs will be notified by PMail when your grant application has been approved. 

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 members will log in separately and electronically sign the grant request. 

 

Part 3 
The District Grant Committee Chair will perform a preliminary review of the grant request to ensure all necessary 
information is provided. If incomplete the district grants subcommittee chair will inform the project lead of the 
information needed to complete grant request. All complete grant requests will then be reviewed by the district grants 
subcommittee with final approval granted by the DG. 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, checks and supporting photos. 
Final Reports are due within 30 days of project completion. Last Final Report submission date is June 15, 2017. All 
projects are to be completed within the Rotary year. 

 

Part 5 
The district grant 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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First 
Approver 

now needs to 
Login to 
DaCdb 

 

select 

GRANTS 
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CHANGE ORG 
YEAR 

If Necessary 
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Status now 
shows 

SUBMITTED 
GRANT FOR 

CLUB 
APPROVAL 

 

Click on 
PENCIL to 

select 
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Click on 
CLUB-SIGN 

GRANT 
APPLICATION 
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You will now 
get a pop-up 

window. 
 

Click on 
SIGN GRANT 
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Second 
Approver 

now needs to 
Login to 
DaCdb 

 

select 
GRANTS 

 

 

 

 

 
Follow previous steps 2-3-4-5 for second approver to sign the grant 

 

You can click 
on 

SIGNATURES 

 

to review all 
those who 

have signed 
the 

application 
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Second 
Approver can 
now click on 

 

SUBMIT 
GRANT FOR 

DISTRICT 
APPROVAL 
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NEXT STEP (after project completed):  Part 3 District Grant – District Grants Final Report 
Submission and Approval 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 
These 

screens show 
the 

completed 
grant 

application 
status once it 

has been 
submitted to 

the district 
for approval 


