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District 5360 
Grants Committee Manual

With the Future Vision initiative by the Rotary Foundation many changes are being introduced in how Districts and clubs access SHARE funds and apply for grants that can be used in the local community and internationally.

District 5360 has expanded the mandate of its District World Community Service Committee to become a District Grants Committee (“DGC”) which will be responsible for all SHARE funds entering the District.  

Committee Mandate
The District Grants Committee will:

· Qualify clubs annually to be eligible for District and Global Grants from Rotary Foundation (implies a training session for President Elects)

· Determine assignment of  District  SHARE allocation (DDF) among eligible grant types

· Report to clubs and the DG and District Foundation Committee on use of these District Designated Funds

· Keep records for all District Designated Funds

· Report & resolve misuse of SHARE funds 

· Educate clubs on Foundation Grants and Community Initiative Programs(Alberta Lottery funds)

· Advise clubs in completion of their forms and reports and advise clubs in the management of their projects, if requested.
· Liaise regularly with clubs in the District regarding information, updates, and changes related to DDF allocation of District and Global Grants.

See District Grants webpage for list of committee members & responsibilities

Committee Structure

The District Grants Committee (DGC) has been organized with the approval of the District Board of Directors and the District Rotary Foundation chair and is responsible for managing the District Designated Funds(DDF) that accrue to District 5360.  The DG and the District Rotary Foundation Chair (“DRFC”) are both ex officio members of the Committee.   The committee reports to the district board through the DRFC who is also a member of the board which is chaired by the DG.

The structure of the DGC is shown in the following chart:
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Committee Members 

DGC Committee will develop a list of potential members based on recommendations from clubs and as needed, the committee will invite Rotarians to join the committee.  Each member is expected to serve a term of three years.   

All committee members are expected to attend meetings on a regular basis and to participate in at least one subcommittee or take on some other task. In addition, committee members will be asked to serve as contacts with specific clubs and provide information about the procedures for accessing Global and District DDF.   Serving as a liaison with clubs across the region will require ongoing communication and updating to keep clubs abreast of what is going on at the DGC level.  From time to time, Committee members may also be asked to present to local clubs about the DGC role and requirements of the District and Global Grants.

Members who do not attend regularly or do not participate in the work of the committee may be asked to resign to make room for other Rotarians.
Chair person position

The Chairperson of the District Grants Committee will be appointed by the District Board for a period of three years. The chairperson is responsible for preparing the agenda for the meetings in consultation with the committee members, chairing the meetings, and ensuring that the work of the committee proceeds in an organized manner.

Vice Chair position

The Vice-chair of the committee will be elected by the committee from within its members.  The Vice-chair will take the place of chairperson as necessary.  Election of the vice-chair will be done annually.

Treasurer position

The Treasurer will be selected from within the committee and will develop, recommend and track an annual committee budget relating to its expenses and the allocation of District Designated Funds to the various subcommittees.  
The Treasurer will have two distinct functions—(a) managing the budget of the committee and (b) tracking the disbursement of grant funds.

The Treasurer will ensure necessary procedures and documentation are in place for approving and recording Committee and subcommittee expenses. The Treasurer will also oversee the allocation of District Designated Funds to the subcommittees.  

Subcommittees needing funds from District Grants will generate requests for funds and once approved by the District Grants Committee, these Cheque Requests will be forwarded to the District Treasurer for issue.  Should these funding requests be part of the annual budget approved by the Committee, the Committee Treasurer may proceed without an additional approval from the Committee.

Secretary position

The Committee Secretary will be selected from within the committee on an annual basis.  The Secretary will ensure that committee minutes are taken and a copy kept in the District office.  The Secretary will ensure that sub-committees generate appropriate records and documentation to satisfy government and TRF reporting requirements and that these are stored at the District office.

Executive Committee role

In order to make the procedures more efficient, the DGC Committee will establish an Executive Committee comprised of the DGC Committee Chair, Vice Chair, Treasurer, Secretary, and one member at large to take care of day-to-day business. Among other things, the Executive Committee can recommend that members who do not attend meetings regularly or do not participate in the work of the committee be terminated.  

The Executive Committee will meet…(on a monthly basis / as need basis / etc).
Webmaster position

The Committee webmaster will be identified by the committee and will preferably be a committee member.  The District Grants Web page will be an important channel in publicizing the work of the committee and subcommittees to the District membership.

Subcommittees will be expected to submit quarterly updates to the webmaster and these updates will be posted on the District Grants Web page 

The webmaster will ensure that databases are set up to record Global Project Grants and District Project Grants.  Clubs will be encouraged to populate these databases with their project details.
DGC Subcommittees 

Project Grants Subcommittee 
The sub-committee chair is selected by the Executive Committee for a period of three years and will be responsible for selecting the sub-committee members.   The sub-committee must comprise a minimum of 3 Rotarians.

The sub-committee’s scope of responsibility will cover all aspects of the District Project Grants and the DDF portion of the Global Project Grants.

For Global Project Grants, the sub-committee will prepare a forecast of DDF usage for the coming year and recommend a maximum award amount per project.  This will be based on previous year experience and consultation with clubs and individuals about plans for the coming year. This forecast will be presented to the committee by March 1st.  If a large initiative is contemplated by one or more clubs and approved by the Committee, the subcommittee may develop a strategy to accumulate DDF from one or more years to be used in a later year.  

The normal expectation is that DDF will be fully committed each year.  At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other Global Grant categories or approve the adjustment of DDF award limits.

The subcommittee must develop procedures and forms for the application, approval and notification of District Designated Funds which successful clubs may then use in their applications to The Rotary Foundation.  The application procedure for DDF must include verification that the club has been “qualified” by signing the annual Club Memorandum of Understanding.  These procedures, forms and successful awards shall be publicized frequently and will be posted on the District website.

The application and reporting forms and key dates for Global grants will be found on the Rotary International website via Member Access.  Each Rotarian can establish her/his own account.

For District Project Grants, the sub-committee will prepare applications and Final Report forms and a procedure for awarding District Project Grants to Qualified clubs.  This information will be available on the website for clubs to access.

During the DDF budgeting process, the sub-committee will recommend how much District Grant funds should be directed to District Project Grants.  This will be a competitive process with other subcommittees.  Based on past experience and consultation with clubs in the district, the sub-committee will recommend to the Committee a maximum award amount per project by March 1st.  

The expectation is that DDF will be fully committed each year.  At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other District Grant categories or approve the adjustment of DDF award limits.

The sub-committee will ensure the documentation concerning the successful applications and awards will be stored in the District office and summarized at least quarterly on the District Grants Committee website.

The sub-committee will provide training at the annual Grants Management Seminar.

Scholarships Subcommittee 
The sub-committee chair is selected by the Executive Committee for a period of three years and will be responsible for selecting the sub-committee members.  The sub-committee must comprise a minimum of 3 Rotarians.

The sub-committee scope of responsibility will cover all aspects of the District Scholarship Grants and the Global Scholarship Grants.

For Global Scholarship Grants, the sub-committee will prepare a forecast of DDF usage for the coming year and recommend whether a Global Scholarship Grant will be offered and the approximate cost of doing so.  This will be based on previous experience and after consultation with clubs and individuals and will be presented to the committee by March 1st. 

The expectation is that DDF will be fully committed each year.  At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other Global Grant categories or approve the adjustment of DDF award limits.

The subcommittee must develop procedures to publicize the Global Scholarship Grant and evaluate candidates recommended by clubs.

The application and reporting forms and key dates for these grants will be found on the Rotary International website via Member Access.  Each Rotarian can establish her/his own account.

For District Scholarship Grants, the sub-committee will prepare applications and Final Report forms and a procedure for awarding this type of Grant to Qualified clubs.  This information  will be available on the website for clubs to access.

During the DDF budgeting process, the sub-committee will recommend how much of available District Grant funds should be directed to District Scholarship Grants.  This will be a competitive process with other subcommittees.  The sub-committee will consult with clubs and others and based on past experience will recommend to the Committee a maximum award amount per project by March 1st.  

The expectation is that DDF will be fully committed each year.  At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other District Grant categories or approve the adjustment of DDF award limits.

The sub-committee will ensure the documentation concerning the successful applications and awards will be stored in the District office and summarized at least quarterly on the District Grants Committee website.

The sub-committee will provide training and information at the annual Grants Management Seminar.

Vocational Training Team Grants Subcommittee
The sub-committee chair is selected by the Executive Committee for a period of three years and will be responsible for selecting the sub-committee members.  The sub-committee must comprise a minimum of 3 Rotarians.

The sub-committee scope of responsibility will cover all aspects of the District Vocational Training Team Grants and the Global Vocational Training Team (VTT) Grants.

For Global VTT Grants, the sub-committee will prepare a forecast of DDF usage for the coming year and recommend whether a Global VTT Grant will be offered and the approximate cost of doing so.  This will be based on previous year experience and after consultation with clubs and individuals and will be presented to the committee by March 1st. 

The expectation is that DDF will be fully committed each year.  At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other Global Grant categories or approve the adjustment of DDF award limits.

The subcommittee must develop procedures to publicize the Global VTT Grant and accept and evaluate destinations, themes and candidates recommended by clubs.

The application and reporting forms and key dates for these grants will be found on the Rotary International website via Member Access.  Each Rotarian can establish her/his own account.

For District VTT Grants, the sub-committee will prepare District specific forms and a procedure for managing this type of Grant.  This information may be appended to this document but must be available on the website for clubs to access.

During the DDF budgeting process, the sub-committee will recommend how much of available District Grant funds should be directed to District VTT Grants.  This will be a competitive process with other subcommittees.  The sub-committee will consult with clubs and others and based on past experience will recommend to the Committee a maximum DDF allocation to this Grant by March 1st.  

The expectation is that funds allotted for District VTT Grants will be fully spent each year. At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other District Grant categories or approve the adjustment of DDF award limits.

The sub-committee will ensure the documentation concerning the successful applications and awards will be stored in the District office and summarized at least quarterly on the District Grants Committee website.

The sub-committee will provide training and information at the annual Grants Management Seminar.

Project Planning Travel Grant Subcommittee

The sub-committee chair is selected by the Executive Committee for a period of three years and will be responsible for selecting the sub-committee members.  

The sub-committee scope of responsibility will cover all aspects of the Travel Grant which are funded by the District Grant.

For Travel Grants, the sub-committee will prepare applications and Final Report forms and a procedure for managing this type of Grant.  This information may be appended to this document but must be available on the website for clubs to access.

During the DDF budgeting process, the sub-committee will recommend how much of available District Grant funds should be directed to Travel Grants.  This will be a competitive process with other subcommittees.  The sub-committee will consult with clubs and others and based on past experience will recommend to the Committee a maximum award amount per Travel Grant by March 1st.  

The expectation is that funds allotted for District Travel Grants will be fully spent each year.  At any time during the Rotary year, the District Grants Committee, after consultation with the sub-committee, may reallocate some or all of the remaining funds in this category to other District Grant categories or approve the adjustment of DDF award limits.

The sub-committee will ensure the documentation concerning the successful applications and awards will be stored in the District office and summarized at least quarterly on the District Grants Committee website.

The sub-committee will provide training and information at the annual Grants Management Seminar.

Other DGC Representatives / Liaisons:  
CRCID Representative position

This person will represent the District on the CRCID membership and will attend the CRCID Annual meeting.  This person will keep the District Grants Committee and Rotarians in District 5360 informed on the opportunities and impacts of grants from CRCID.  

This person will be named by the District Governor in consultation with the Executive Committee

Resource Group liaison 

The District Governor will annually name individuals to lead Resource Groups (Literacy, water, health and microcredit).  One committee member will be tasked with reporting on activities of these groups.  No budget will be assigned to this responsibility

CIP Liaison 

The District Grants Committee will name a member to liaise with the Community Initiatives Program (CIP), an initiative of the Alberta Government and keep Rotarians informed as to changes.  This liaison person will track CIP awards on an annual basis and report at the District Conference.  In addition, the liaison will be a resource to Rotarians in filling out forms and will provide training at the annual Grants Management Seminar.

No budget will be assigned to this responsibility.

DGC Administration

Club qualification 

The DGC is responsible for qualifying clubs. Clubs must qualify every year to be eligible to access DDF. Club qualification requires one or more designated club members attend a Qualification Seminar and having the club executive sign the Club Memorandum of Understanding with the District. The Club keeps the original MOU and faxes a copy to the District Office. 

The committee will ensure that one or more Qualification Seminars are held annually to give clubs an opportunity to understand the MOU commitments.

A list of clubs qualified for the current year on the District Website will be updated regularly.

Consult the Appendix or the District Grants webpage for Qualified Clubs

Documentation & Record Keeping

The District Office will keep a hard-copy record of all necessary documents. The Global and District Grants subcommittees approving applications and final reports will ensure that hard copies are transferred to the District Office archives.

Reporting

The committee and subcommittee chairpersons will ensure that their portions of the District web site are kept up to date. As a minimum, the DGC and subcommittees shall post information on the website regarding funds available for grants, grants approved, grant description and amount, final reports received.

The DGC Chairperson shall be responsible for submitting an annual report at the District Conference, summarizing disbursement of funds.

Meetings

The committee will meet on a quarterly basis or more frequently if necessary. 

Assignment of annual DDF 
Sub-committees are expected to solicit input from clubs, to prepare a budget for the coming year, and submit it to the DGC by March 1st of each year with a forecast for the following two years. The DGC shall hold a planning meeting with sub-committee chairs to plan allocation of DDF for the coming year.

The draft allocation of District Designated Funds shall be reviewed with the DGC and then submitted to District Foundation Chair and DGE for approval and forwarding to TRF by March 31st or deadline required by TRF. The committee may roll over amounts of DDF from year to year but the expectation is that all DDF is to be committed to projects and programs as quickly as feasible. All funds rolled forward will only be available as DDF for Global Grants in the following year.

See Spreadsheet AR1

Misuse of Funds 

The Committee will develop a process and designate two or more individuals to investigate and resolve and report on any POTENTIAL misuse of funds.  develop this
Committee membership

The Committee will ensure its membership is geographically representative of the District. 

The Committee will comprise of no more that 18 Rotarians not including ex officio members (DG string and DRFC).  Multiple members from the same club are permitted.  All members are expected to play an active role.

When the executive feels more members are required, names of prospective members will be received from any source along with a short bio of Rotary involvement.  The DGC will approve new members.

Quorum at meetings will be 50 percent of committee membership.  Members who miss two meetings without a valid excuse may be deleted by Executive Committee.  Members will be selected for 3 year terms with some overlap in the terms to ensure continuity.

Selection of Sub-Committee Chairs

Selection of subcommittee chairs will be done by the Executive Committee in consultation with the District Foundation chairperson

Use of District Grant administration allocation

TRF allows up to 3% of the District Grant to be allocated to administration.  District 5360 will include these funds in the District Grants Committee budget.

Banking

The Committee will not maintain its own bank account but will work closely with the District Treasurer and District Board to ensure responsible handling of funds entering and leaving the special account set up for the District Grants sent from The Rotary Foundation.

District Governor 


Al Bergsma





District Foundation Committee Chair


Neil Swensrude





Polio Plus


Lolita Wiesner





Fundraising


Brian Carnahan





District Grants Committee


Walter Haessel





Scholarships subcommittee – Barry Litun





Vocational Training Team subcommittee – Gerry Winia





Project Planning Travel Grants subcommittee – Charles Pratt





Project Grants subcommittee – Adele Poratto
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