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Part 3 Final Report Submission and Approval Process 
 

After the project funded by a district grant has been completed, you will need to create a final report 
for District approval. 

 

• Login to DACdb and select your Grant. 

• Project lead must go to the Budget tab and replace budget amounts with actual amounts. 

• Invoices, receipts, check copies, bank statements, photos and/or any other supporting 
documentation must be captured in digital form and uploaded to the folders located in the 
Documents tab. 

• Project report information must be entered in the Final Report tab (sections 1-6). Sections 1 and 3 
auto-populate from your application. Edit these sections from proposed to accomplished. 

• Each of two signatories (one must be President) separately will need to login to DaCdb to 
electronically sign/approve the final report. 

• After the final report is submitted to the district, the district grants subcommittee chair will review 
the report and associated documents for any issues or concerns. 

• If the final report needs additional work, the district grants subcommittee chair will unlock the 
report (if necessary) and the club can then provide the necessary information. 

• If the grant has to be unlocked, the club will again need to obtain the 2 approving signatures. 

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

• Determinations will be made (project and money) as outlined in the Policies and Procedures 
Supplement. 

• Clubs will be notified when their Final Report is approved, and their grant status will be changed 
to “Complete”.  

• All DDF Grant Funds must be spent during the program year in which the grant was awarded. 

• Any DDF Grant Funds approved for your project and not used must be returned to The Rotary 
Foundation through District 6860. Contact the District Grant Subcommittee Chair for the 
procedure. 
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Login to 
DaCdb 

 

select 

GRANTS 

 
DISTRICT GRANT 

Instructions and Worksheet 

Distr ict 6860  
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Status now 
shows 

APPROVED 
GRANT 

 

Click on 
PENCIL to 

edit 
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Click on 
BUDGET Tab 

 
Update to 

show actual 
amounts 
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Click on 
DOCUMENTS 

Tab 
 

Upload files 



 
 

3  

  
 

 

 

  
 

 

 

  
 

 
 

 

 
5 
 

Ensure file 
names are 

acceptable and 
files are in 

correct place 
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Click on 
FINAL 

REPORT Tab 
Note Sec. 1  

& 3 are 
auto-

populated 

7 
Sec. 1: 
Edit to 
reflect 

results of 
project. 

 

Sec. 2: 
Fill in 

number 

Supporting Photos will be inserted from the Photos folder in the DOCUMENTS 
tab. Note that this folder may not exist. You may have to create the Photos 
folder before you upload your pictures. 

 

Special characters also include dashes and underscores 
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At this point click on SAVE FINAL REPORT to ensure that all report information is saved. Every time 
the Final Report is saved, a PDF file is saved in the DOCUMENTS tab. This file is named “FinalReport-
<encoded date & time>.pdf”. (For example: FinalReport-170404_151540)  Review this file to make 
sure all information has been included. 

Looking back at the FINAL REPORT tab, you will notice that there are several paragraphs below 
Section 6. These sections are automatically created by the Grants Module.  

Financial information will be inserted from the BUDGET tab. 

Certifying Signatures will be inserted from the SIGNATURES tab. 

Supporting Photos will be inserted from the Photos folder in the DOCUMENTS tab. Note that this 
folder may not exist. You may have to create the Photos folder before you upload your pictures. 

Supporting Documentation will be inserted from the main folder in the DOCUMENTS tab. 
Supporting documentation consists of files you have uploaded containing items such as bank 
statements, invoices, receipts, checks, etc. 

Once all information and documentation is in place and verified, you are ready to collect FINAL 
Signatures. 
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Sec. 3: 
 

Edit to 
reflect 

impact of 
project. 

 

Sec. 4: 
 

Fill in 
number 

 

Sec. 5: 
 

Enter the 
actual 

Rotarian 
activity 
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Click on 
Club: 

Collect 
FINAL 

Signatures 
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Each 
signer (2) 
will click 

on 
Club: Sign 

Final 
Report 
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After both 
have 

signed 
click on 
Submit 

Final 
Report 


