BEST PRACTICES FOR DISTRICT GRANTS

ALWAYS check the ORG YEAR.
ALWAYS SAVE at the end of each action.

Approved club signatures can be changed by the club under Admin/Club Signatures.  Have at least three names and one should be the treasurer.
A new grant MUST show the amount of DDF/Other Funding.

Since we must document ALL INCOMING and OUTGOING FUNDS, 

1. MAKE A COPY the District Grant check received from the District Treasurer.  Upload under DOCUMENTS as “DG check received.”
2. MAKE A COPY of the Deposit Slip for the deposit of the check received.  Upload under DOCUMENTS as “Deposit Slip for DG check.”
3. SUBMIT A COPY of the Bank Statement showing the check received.  (We don’t need the entire statement or the account number, just the section showing the deposit.)  Upload under DOCUMENTS as “Bank Statement.”
4. SUBMIT A COPY of all receipts, invoices, purchase orders, sales slips, cash register tapes and/or anything that supports purchases.  Upload under DOCUMENTS.
5. SUBMIT A COPY of any checks, credit card slips or statements, or Pay Pal statements supporting payments.  Upload under DOCUMENTS as “Payment of Grant.”
6. PROVIDE PICTURES of Rotarians working on the project.

7. PROVIDE A COPY of publicity or media coverage.

8. INCLUDE A COPY OF YOUR MEMORANDUM OF UNDERSTANDING and ADDENDUM.  New one each year.
9. If your grant changed in any way and RI and the DRFC approved the change, PROVIDE copies of documentation (emails, letters, etc.). 

    10.  COMPLETED DG Final Report form signed by TWO club members.
ALL DOCUMENTATION IS SCANNED/UPLOADED ON DACdb under GRANTS.  Follow DISTRICT GRANT SIGNATURES page.
ASSISTING WITH GRANTS:

District Grants Chair- Jim Hardison
DUE DATES:

FEBRUARY 1, 2022-- ENTER MOU AND ADDENDUM FOR 2022-2023
MARCH 1, 2022--FINAL REPORT FOR 2021-2022
APRIL 1, 2022--GRANT FOR 2022-2023 ENTERED under Grants Tab-DACdb
