ROTARY CLUB OF ANYTOWN
FINANCIAL MANAGEMENT PLAN FOR ROTARY FOUNDATION GRANTS
I.  Receipt of District Grant Funds
A. All funds received by the Rotary Club of Anytown (or the Anytown Rotary Charitable Foundation) will be deposited by the club Treasurer in the club’s (or foundation’s) bank account normally used for the club’s charitable activities.
II. Disbursement of Funds and Record Keeping
A. All expenditures must be in accordance with the budget as approved by the District for District Grants, or The Rotary Foundation (TRF) for Global Grants in the grant application.
B. For Global Grants, the expenditures must comply with the terms and conditions for Global Grant Funds as issued by TRF.
C. All expenditures should be documented by a receipt, invoice or other substantiation of the payee, the amount and the reason for the expenditure. This documentation will be forwarded (in either hard copy or electronically) to the District Foundation Treasurer.
D. The club treasurer shall maintain an accounting of grant expenditures and report monthly on these expenditures to the club’s Board of Directors.

E.  Bank statements shall be reconciled and made available to support the accounting for grant expenditures.
F. Grant funds shall not be used to acquire inventory or other assets for club use.

G. The club will consider seeking estimates from more than one supplier for purchases greater than $5,000.

H. The club’s board of directors will approve any purchase that could be perceived as representing a conflict of interest.

I. Any funds remaining after disbursing all funds stipulated in the grant application will be returned to District 7780 or TRF (as appropriate). For District grants, the funds may also be disbursed for related activities pursuant to express permission by the District 7780 Foundation Committee.

III. Document Retention
A. The club will maintain all documents related to the grant activity for a minimum of five years. However, as described in II.C. above, upon forwarding receipts and other substantiation of expenditures to the District Foundation Treasurer, the club  may assume that the District will bear the record retention responsibility for those records. 
B. The club treasurer will maintain grant-related financial documents – whether electronic or physical. Grant applications and reports, and club policy documents such as the financial management plan shall be maintained by the Club Foundation Chair. 
C. Upon completion of the grant, the club treasurer and Foundation chair will scan all grant-related documents in their possession not already in electronic format and provide a back-up copy to each other.
D. In the event of the club treasurer and/or Foundation chair leaving office or resigning from the club, the records will be transferred to the successor treasurer/foundation chair. 
E. The club will make its grant-related documents available to its members, District officers and committee members, boards of directors of any participating clubs, and any other party with an interest in the documents.
G. 
Documents that must be maintained and available to the District or TRF for review or audit include but are not limited to:
1. 
Bank information

a. 
All bank account information and copies of past statements

b. 
Documentation of changes in payee signatories

2. Receipts and other substantiation of expenditures.
3. Documented plans and procedures, including:

a. 
Terms and procedures of financial management plan

b. 
General ledger explaining and itemizing deposits and withdrawals

c. 
Procedure for storing documents and archives

4. Grant information

a. 
Copies of grant application and agreement
b. 
Copies of reports submitted to District 7780 or TRF
c. 
Written or electronic correspondence

IV. Report on Use of Grant Funds

A. 
The club will adhere to all District and TRF grant reporting requirements and cooperate with all District/TRF grant reviews or audits.

V.  Receipt of Funds for Global Grants Received Directly from The Rotary Foundation/Bank Account Requirements (this section does NOT apply to District Grants)
A. All funds received by the Rotary Club of Anytown (or the Anytown Rotary Charitable Foundation) will be deposited by the club Treasurer in a checking account specifically set up for the purpose of administering the grant.

1. The checking account will be noninterest-bearing.  

2. All funds not used for eligible and approved grant activities will be promptly returned to The Rotary Foundation.

3. The name of the account will be “Anytown Rotary Global Grants #### where “####” shall be the Global Grant number assigned by the Rotary Foundation. 

4. The signatories on this account will be the Club Treasurer and Club President (Foundation Chair).  Should the Club Treasurer or Club President (Foundation Chair) leave office their successor under the club’s bylaws shall automatically replace them as signatory on the account.
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