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Requirements for Reporting
Once a project has been completed…
• Final Project Report must be submitted

– Due:  May 15, 2025
– Include report of number of hours of service 

contributed to the project by Rotarians and number of 
Rotarians participating in project

– Include relevant receipts, invoices, documentation of 
all expenditures with report.

– Include at least one photo and Public Image example
– Include Press Release on project

• Submit information in ClubRunner Grant Module.
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ClubRunner Grant Module
• Access on D6270 website (Member Area)

www.rotary6270.org 
• Use for Entry of:  

• Application information
• Supporting documents 
 Final Report

http://www.rotary6270.org/
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Entry to Grants 
Module

www.rotary6270.org
Enter “Member Area” 
in D6270 website.
You may need to login

4



District Grant Seminar |  5  

Access Your Grant

1) Select “Grants” tab
2) Select “My Club Grants”
3) Select “View Club Grants”
4) Select “2024-25”
5) Select and Open your club’s 

grant

5
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FINAL REPORTING

1.  Provide information 
in: “Individual 
Project Report” tab in 
Project Description. 

A. Narrative Report
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FINAL REPORTING

1.  Provide information 
in: “Individual 
Project Report” tab in 
Project Description. 

A. Narrative Report B. Financial Report
2.  Summary of Actual 
Income and Actual 
Expenses.

• Grant Module in   
“Individual Project 
Report” tab 

3.  Expense documents 
(e.g., receipts)

• Upload to 
“Documents” tab
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FINAL REPORTING

1.  Provide information 
in: “Individual 
Project Report” tab in 
Project Description. 

A. Narrative Report B. Financial Report C. Supporting Materials
2.  Summary of Actual 
Income and Actual 
Expenses.

• Grant Module in   
“Individual Project 
Report” tab 

4.  Public Image examples
• Upload to 

“Documents” tab

5. Press Release
• Upload to 

“Documents” tab

6. Photos
• Upload to 

“Documents” tab

3.  Expense documents 
(e.g., receipts)

• Upload to 
“Documents” tab
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Final Report Content
The Final Project Report addresses:
1.  Describe the Project - What was done?
2. Describe recipients.
3. Describe impact of project.
4. How many Rotarians participated in this project?
5. How were Rotarians involved - what did they do?
6. How many hours of service were contributed to the project?
7. When was the project completed?
8. How was the project publicized (Public Image).  24-25 Grants: Must include 
Media (Press) Release to the District, and information to the General Public.
9. If a cooperating organization was involved, what was its role?
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Final Report 
(Narrative)

• Select “Individual 
Project Report” tab

• Provide Responses in 
Project Description 
section of “Individual 
Project Report” in 
edit window. 

1010
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Reporting:
B Financial Report - 
Summary

Provide a Summary of actual
• Income and 
• Expenses 
for the project.
One line for each major item.
(at bottom of Individual 
Project Report window)

11
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Add Item
• When you select “Add 

Expense Item” or “Add 
Income Item”
• a window opens (see at 

right)
• Provide information.
• Select “Submit” to add this 

item to your expense 
report.

12
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Reporting:
C Supporting 
documents: upload
• Expenses
• Photos
• Public Image 

Information
-------------------
Use “Add Folder” to create folders 
to store
• Expenses
• Public Image documents
• Photographs

13
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Reporting:
B Financial – 
Expense docs

Upload to “Documents” tab
• Receipts
• Paid Invoices
• Other expense 

documentation
-------------------
Use “Add Folder” to create folder 
to store expense documents

14
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Reporting:
C Supporting 
documents
• Public Image 

Information
• Photos
-------------------
Note:  Recommend – use “Add 
Folder” to create folder to store
• Public Image documents and
• Photographs
(Upload these here)

15
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Submit Summary 
Narrative Report

• When finished, Select 
“Submit” button (upper 
right corner of window). 

• At bottom, edit window 
opens and allows for 
message to recipient.  (at 
bottom)

• Opens window to select 
message recipient.

16
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Submit Summary 
Narrative Report

• Select: “+” in front of “Grant 
Administrators” to expand.

• Select: Fond du Lac 
Morning Rotary Club – this 
will send a message to Jeff 
Reed, District Grant Chair.

• When done, select “Send” 
button in lower right corner 
of window.

17
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SUPPORT
18
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SUPPORTING 
RESOURCES
Roadmap (Step-by-
Step)
-------------------------    
Guide in “District Grant 
Documents”

19

Roadmap 24-25 District 
Grants

https://portal.clubrunner.ca/50114/Documents/en-ca/367ffe53-edae-482b-a332-790d1c9d8681/3/?TypeEntityId=00000000-0000-0000-0000-000000000000
https://portal.clubrunner.ca/50114/Documents/en-ca/367ffe53-edae-482b-a332-790d1c9d8681/3/?TypeEntityId=00000000-0000-0000-0000-000000000000
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Resources -- where to find or get help

People to contact
For information about District Grants
• District Grant Chair  Jeffrey Reed 

 jreed6270@gmail.com
For information about The Rotary Foundation

– District Foundation Chair  Steen Sanderhoff
 steen.sanderhoff@rotary6270.org

For Forms and other information
• District Admin. Assistant Dana Kohlmeyer 
 dana.kohlmeyer@rotary6270.org 
For information about stewardship
• District Stewardship Chair Tom Curl
 tom.curl.1948@gmail.com

mailto:jreed6270@gmail.com
mailto:steen.sanderhoff@rotary6270.org
mailto:dana.kohlmeyer@rotary6270.org
mailto:tom.curl.1948@gmail.com
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