
 

How to access and authorize report. 

Sign in to My Rotary on the Rotary International website (​www.rotary.org​ ) 

After signing in navigate to the grants page 
Under the menu heading TAKE ACTION, select GRANTS CENTER under APPLY FOR GRANTS heading 
 

 

  

http://www.rotary.org/


Select ​MY ACTIONS​ heading on the top of the screen 

 

then click on “​REPORT​” 

 

 

 



  



Click on the ​OPEN​ button to open the report 

 

  



For PRIMARY CONTACT  Authorization  

NOTE:​  The Primary Contact must authorize the report before the Club Presidents (for club-sponsored 

grants) or DRFCs (for district-sponsored grants) can authorize.  After the Primary Contacts authorizes 

the report, then an automatic email message will be sent to the host and international Club President 

or DRFC requesting them to authorize the report. 

NOTE:  
● Complete the NARRATIVE portion of the report. 
● The Primary Contact must attach copies of the grant bank account statements showing receipt of 

The Rotary Foundation grant funds and disbursement of grant funds.  For a Final Report all funds 
must be disbursed or unused funds returned to The Rotary Foundation. 

 
Check-off  the box next to the authorization statement;  

” As a primary contact on this grant, I affirm that the report is complete and ready for 

authorization by the officers listed above.” 

Then Click on the SAVE & EXIT button. 

 

 

 



For CLUB PRESIDENT or DRFC Authorization  

Check-off  the box next to the authorization statement;  

” I certify that this global grant report is complete and that the information contained within is 

accurate.” 

Then Click on the AUTHORIZE button. 

 

 

  



For SCHOLAR Portion of Report and Authorization 

Click on SCHOLAR 

 

  



Click on OPEN button under ​OPEN GRANTS section 

 

  



Click on OPEN button  

 

Complete the SCHOLAR NARRATIVE, BUDGET, THEN PROVIDE SCHOLAR AUTORIZATION 

BUDGET:  Upload copies of receipts for all expenses of US$75 or more, Include an Excel spreadsheet 

of all expenses indicating for each expense the date, amount, currency, category (tuition, housing, 

meals, household, international travel, local travel, utilities, visa, etc.),  Supplier (university, rental 

agent/landlord, Grocery, Pharmacy, Airline, etc.), Description, (If international travel, provide 

explanation for study program related travel.), If a receipt is required (US$75+), provide the file name 

of the attached receipt document. 

To Authorize click on the ‘CHECK-OFF’ box , THEN click on the SUBMIT button, Then Click on the SAVE 
& EXIT button. 

 


