
Step-by-Step Guide

1. Access My Rotary: Go to rotary.org and sign in using your My Rotary
credentials.

2. Navigate to the SPC:

A. Directly through Service Project Center: https://spc.rotary.org/

Or

B. Through Rotary Club Central: https://rcc.rotary.org/

• Look for the Service Projects tab and click on it

• Click on Add project in Service Project Center

3. Add Your Project:

• Click on Add a Service Project

Rotary Club Central Service Project Center Instructions

https://my.rotary.org
https://spc.rotary.org/
https://rcc.rotary.org/


4. Confirm your project isn’t listed

• Check the “I confirm box” and click on Add a New Project

5. Add a project. You have two option to select from:

A. Established project (Important note: Choose this option if you want to 
achieve the goal you set of service projects completed during your Rotary 
year)

Or 

B. Proposed project seeking partners



6. Fill in Project Details. When completing the project details, please note that not 
all fields are required. Only the fields marked with an asterisk (*) are 
compulsory. All other information is optional and may be completed if it is relevant 
or available for your project. You may leave any non-required fields blank and 
continue to the next section.

Part 1: Tell us about your project



Part 2: Project timeline 

Part 3: Project funding



Part 4: Project partners and contacts - This section is only required if your 
project includes partner organizations. If there are no partners associated with 
this project, you may leave this section blank and click Next.



Part 5: Community needs, project impact, and sustainability. This section is 
optional and is intended to provide additional context about why the project 
matters, who it serves, and its longer-term value. If you have details you’d like to 
share — such as the community need being addressed, the impact of the project, 
or how it may continue in the future — you’re welcome to include them here 
If you do not have this information available, or if it does not apply to your project, 
you may leave this section blank and click “Next.”



Part 6: Add photography, video and link. This section is optional and can be 
used to upload photos, add video links, or include relevant web links related to 
your service project. Visuals and links help tell the story of the project and 
showcase its impact, but they are not required.

If you do not 
have this 

information available, or if it does not apply to your project, you may leave this 
section blank and click “Next.”



Part 7: Project Difficulty, Engagement, and Language. This section is 
important for both Rotary International and the club, as it helps track volunteer 
engagement and total service hours. The information entered here supports 
accurate reporting, measures the level of effort involved, and helps demonstrate 
the overall impact of the project.

Please select the options that best reflect the project’s difficulty level, member 
engagement, and time commitment. Even approximate estimates are helpful and 
preferred over leaving the section blank, as they contribute to a more complete 
picture of the service provided.











Key Points

• Integration: Projects entered in the Service Project Center automatically count 
toward your Rotary Club Central goals. Updates typically appear within 
approximately 48 hours after the project is entered.

• Collaboration: Any club member may add a service project. Editing access is 
available to the original poster, listed project contacts, and the club president.

• Resources: The Service Project Center provides planning tools, reporting support, 
and grant-related resources to help clubs manage and deliver impactful projects.


