THE DISTRICT 7410 ROTARY FOUNDATION 

FINANCIAL MANAGEMENT PLAN

January, 2014

I. Definitions:

A. District Grant Funds: Funds granted to District 7410 out of District Designated Funds by the Rotary Foundation of Rotary International to be spent in compliance with the Terms and Conditions for District Grants as issued by the Rotary Foundation of Rotary International.
B. District Managed Grant Funds: Funds granted by District 7410 to District 7410 Clubs or to individuals from its District Grant Funds in compliance with the Terms and Conditions for District Grants as issued by the Rotary Foundation of Rotary International and as these Terms and Conditions may from time to time be made more restrictive by the District 7410/Foundation DDF Allocations Committee.
C. District Foundation Executive Committee; The District Rotary Foundation Chair, The District Grants Chair, District Steward Chair, The District Governor, District Governor Elect, and District Governor Nominee. The District Governor Elect and District Governor Nominee are non-voting members and may be invited to meetings, but are not required to attend. 
D. District Grants Chair: Responsible for coordinating and overseeing the activity of the various Grants Committees, creating, or updating and implementing the District-approved policy that outlines the distribution of District Grant funds to the clubs and district, and the approval of grants with the District Governor and the Foundation Chair The District Grants Chair reports to the District Rotary Foundation Chair.
E. District Managed Grants Sub-Committee: Committee appointed by the District Governor serving during the District Managed Grants Committees year of service in consultation with the District Rotary Foundation Chair serving during the District Managed Grants Committee’s year of service; and reporting to the District Grants Chair. The Committee will be responsible for: 1) training Clubs how to apply for a District Managed Grant; 2) support of those applying for District Managed Grants; 3) assuring all grants adhere to the terms and conditions required by The Rotary Foundation of Rotary international and the District; 4) and certifying the completeness of the application for the Grants Chair. This committee will also supply the Stewardship Committee a list of Clubs, annually that are certified for Grant receipts and grant management. The sub-committee and its chair reports to the District Grants Chair.
F. District Scholarship Committee: In the event that District Designated Funds are allocated to a Scholarship Program, this committee will be responsible for recruiting, interviewing and selecting scholars for scholarships approved by the District DDF Allocations Committee and assisting candidates with completing applications for those scholarships. The committee Chair reports to the District Rotary Foundation Chair.
*Global Grants Chair and Vocational Training Teams Chair only exist if these programs are activated.

G. District Stewardship Committee Chair: Responsible for verifying that only clubs that have been trained and meet all the requirements of being Qualified to participate in Rotary Foundation Programs are grant recipients; maintaining an electronic file of due dates for pertinent reports, proactively collecting them or reviewing said reports as needed, in accordance with The Rotary Foundation requirements. The Stewardship Chair will also assist the District Audit Committee and/or auditors for TRF in accordance with the Terms and Conditions of the Clubs’ MOU* agreements. The committee and its chair reports to the District Rotary Foundation Chair.
II. Bank Account Requirements

A. The district will maintain a district checking account to be used only for TRF District Grant funds in accordance with the laws of the State of Pennsylvania. 
1. The checking account will be noninterest-bearing. 
2. Should the funds not be used for eligible and approved District grant activities by the end of the Rotary year, the Foundation Chair will designate their disposition in accordance with TRF rules and regulations.
3. The name of the account will be “Rotary District 7410 Managed Grants Funds”.
4. The account will be a fund of the Rotary District 7410 Foundation, under the control of the then sitting District 7410 District Governor, District Foundation Chair and District Grants Chair and shall provide a financial report at least quarterly to each other and the Treasurer of the District Foundation.

5. All expenditures must be in accordance with the terms and conditions for District Grant Funds as issued by the Rotary Foundation of Rotary International. 
6. Unused funds from District Managed Grants or District sponsored Scholarships shall be returned to this account with the final report
7. Two Rotarian signatures shall be required on all checks from this account: the District Foundation Treasurer and (1) other of the following: the then sitting District 7410 District Governor, District Grants Chair, and/or the District Foundation Chair. Should the District 7410 District Governor, District Foundation Chair or District Grants Chair leave office their successor, as appointed under then existing District rules, shall automatically replace them as signatory on the account.
B. Should the District apply for and receive approval for a District sponsored Global Grant or Grants, and should the funds be sent to District 7410, a separate checking account will be established for each such open Global Grant. 

1. The checking account will be noninterest-bearing.

2. Should the funds not be used for eligible and approved Global Grant activities, they will be returned to the Foundation.

3. The name of the account will be “Rotary District 7410Global Grants ####,” whereas the “####” shall be the Global Grant number assigned by the Rotary Foundation.
*MOU is the Memorandum of Understanding that a club signs in order to receive a grant and manage funds.
B. (continued) Global Grants Funds management:

4. The account will be a fund of the Rotary District 7410 Foundation, under the control of the Global Grant Committee approved by the Rotary Foundation in the Global Grant Application and shall provide a quarterly financial report to the then sitting District 7410 District Governor, District Foundation Chair, District Grants Chair and the Treasurer of the District Foundation, through the duration of the project.
5. All expenditures must be in accordance with the budget as approved by the Rotary Foundation with the Global Grant application and the terms and conditions for Global Grant Funds as issued by the Rotary Foundation of Rotary International. Unused Global Grant Funds or Global Grant Scholarship funds shall be returned to the District and The District Foundation Chair will designate their disposition in accordance with TRF requirements.
6. The signatories on this account will be the members of the Global Grant Committee approved by the Rotary Foundation in the Global Grant Application. Should a member of the Global Grant Committee no longer be able to serve they shall be replaced by the then serving District Governor and shall automatically replace the prior member as signatory on the account.
C. Bank statements will be available to support the statement of income and expenses.
D. Two Rotarian signatures shall be required on all checks and withdrawals from this account: the District 
Foundation Treasurer and (1) other of the following: the then sitting District 7410 District Governor, District Global Grants Chair, and/or the District Foundation Chair. Should the District 7410 District Governor, District Foundation Chair or District Global Grants Chair leave office their successor, as appointed under the existing District rules, shall automatically replace them as signatory on the account.
III. Financial Management and Record Keeping Requirements
A. Primarily, the District 7410 Foundation Treasurer, alternately, the District Governor, District Grants Chair, and/or the District Rotary Foundation Chair, and as appointed by the District Governor shall directly be responsible for the following: [In the event that the DF Treasurer is incapacitated, the District Foundation Chair in conjunction with the District Governor Elect will take such responsibilities.]
1. Disbursing District Grant Funds, only in accordance with an approved District Managed Grant directly to clubs, Rotarians, vendors, and beneficiaries in conformity with the approved District Managed Grant application and budget; and/or scholarships approved by the District Grant Scholarships, subject to securing the required two signatures on all checks and any other approvals required by the appropriate District Grant Committees and Scholarship Committee.
2. Maintaining a standard set of accounts for Rotary District 7410 Managed Grant Funds disbursed from this checking account and provide regular quarterly reports to the District Foundation Chair, District Governor and District Grants Chair; and the District Foundation Executive Committee as requested by the District Foundation Chair,
3. Assuring District Grant Funds not immediately disbursed are maintained in the established District account without diversion, except for direct payment for approved grant activities or to be dispositioned as directed by the District Foundation Chair in accordance with TRF requirements. 
4. Assuring Grant Funds are not deposited in investment accounts including but not limited to: Mutual Funds, certificates of deposit, bonds and stocks.

5.
Assuring the funds are in a non-interest bearing checking account
6.
Maintaining documentation and support for all receipts and disbursements made from these funds,
7.
Maintaining separate records for each District Grant disbursement approved and made by the District from District Grant Funds, notifying the District Stewardship Sub-Committee Chair of the disbursement and any related conditions to the grant and working with the District Stewardship Sub-Committee Chair to maintain electronic files as necessary for the reporting of all expenditures made for each grant including documentation for all expenditures and a record of any funds returned,
8.
Assuring the District does not use the funds to acquire inventory or other assets with District Grant Funds
9.
Assuring Clubs receiving District Managed Grant Funds agree in writing to only spend funds in accordance with the approved District Managed Grant, the Terms and Conditions of the Rotary Foundation and within the approved time limit imposed by the district or to return funds to the District.
10. Ensuring all grant activities, including the conversion of funds, are in accordance with local law.
B. The financial management plan and its implementation must be assessed annually by the District 7410 Rotary Foundation Annual Stewardship Sub-Committee:
1. The District Rotary Foundation Annual Stewardship Sub Committee must: 

a. Be composed of at least three active Rotarians who are independent and financially literate, each of whom is a member in good standing of a different club in the district
b. Be appointed by the District Governor, with the approval of the District Rotary Foundation Chair The appointment(s) must be approved by the District Rotary Foundation Executive Committee.
c. Serve a term of three years alternating so that one member shall be replaced annually by the District Governor.
d. Be free of conflict of interest or the appearance of a conflict of interest: The committee may not at any time include: members of any grant project committee or the district Rotary Foundation grants subcommittee; the DRFC chair; the district governor-elect, the immediate past district governor, or the district governor; any member of the District Foundation Executive Committee, or any Rotarian who is or plans to be a project contact or a recipient of grant funds during the term of the committee. Should such a conflict of interest develop after taking office the member of the Stewardship Sub -Committee must be replaced by the then sitting District Governor and District Foundation Chair and approved by the Rotary Foundation Executive Committee.
2. The Stewardship Sub- Committee’s work will include:

a. An examination of all District Grant expenditures to ensure that funds were used for the intended purpose, proper records were maintained by the recipient clubs, and a system of controls over expenditure has been in place. This examination should include:

i. A review of the full listing of all expenditures to ensure funds were expended in a manner consistent with the Terms and Conditions of the Rotary Foundation and conditions of the grant award made by District 7410. 

ii. The review of all the District Managed Grants Final Reports and all documentation supporting each grant made from District Grant funds are in accordance with Terms and Conditions imposed by the Rotary Foundation of Rotary International as may be further restricted by the District and reconciling the expenditures to the approved budget for each grant and of any funds returned to the district, if applicable.

iii. A review of the bank reconciliations to confirm that they were prepared correctly and that opening balances match the financial records and reports of the grant activities and bank statements

iv. A review of District Grant policies and procedures for conformance to policies of the Rotary Foundation of Rotary International. 

v. Review of the records electronic storage facility, storage of records and confirmation of the District’s adherence to The Rotary Foundation of Rotary International’s document retention requirements

b. A report of the above findings given, upon request, to the District’s Foundation Committee and member clubs after the completion of each Rotary year.
c. Making any of its findings or reports and records available to District 7410’s Auditors as required or necessary by the District Foundation Committee or The Rotary Foundation.
IV. Document Retention
A. The document maintenance system or district archives will:
1. Be accessible and available to Rotarians; district and club officers of project sponsors, including boards of directors of participating clubs; and the district Rotary Foundation grants subcommittee, upon request to the District Foundation Chair.

2. Maintain original documents for grants applications for a minimum of five years or longer if required by applicable law. 
3. The Maintenance of all grants received and original expenditures and financials for a period of 5 years from the day of funding such grants shall be the responsibility of the recipient club, according to their signed MOU (memorandum of understanding).  
B. Documents that must be maintained and available to TRF for an 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. 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

d. A succession plan for the district Rotary Foundation grants subcommittee

e. System to receive and investigate allegations

3. Legal documents

a. Copy of liability insurance if necessary

b. Copy of traveler’s insurance policies

4. District qualification documents

a. Copy of district qualification application submitted to TRF

b. Copy of district qualification approval letter from TRF

5. Club qualification documents

a. Documentation of grant management and qualification training for qualified clubs, including attendance rosters
b. Copies of qualified club Memorandum of Understanding 
c. Documentation of qualified club Stewards

d. Documentation showing the dates which clubs met all the requirements and received qualification status.

6. District grant and district-sponsored global grant information
a. Copies of proposals and applications

b. Copies of grant agreements

c. Copies of reports submitted to The Rotary Foundation of Rotary International and information collected from clubs and entities receiving district grant funds; including receipts and invoices for all purchases made with grant funds

d. Written or electronic correspondence
V. Report on Use of Grant Funds

A. The District will report on the use of all district designated funds (DDF) to their member clubs by:
1. Providing a report annually at the district conference meeting to which all clubs are invited or eligible to attend, which includes the Names of Clubs Projects, purposes and amount of each grant; a breakdown of expenditures for each project that received funding and the names of districts, clubs, and individuals to which grant funds were distributed.
2. Summaries and Successes on such grants will also be reported in the governor’s monthly letter or email and posted to the District Website on the Rotary Foundation Committee pages.
3. Districts will report the yearly findings of the district Rotary Foundation grants Stewardship Sub- committee review within six months of the completion of each Rotary year.

B. The District will adhere to all TRF grant reporting requirements and cooperate with all TRF grant audits.
VI. Method for Reporting and Resolving Misuse of Grant Funds

A. The District Foundation Stewardship committee will investigate reports of misuse of grant funds received from Rotarians, beneficiaries, cooperating organizations, and any other individuals involved in or aware of grant activities and will recommend a course of action to the District Foundation Chair and District Governor. Reports of misuse of Grant Funds should be made in writing to the District Governor, The District Rotary Foundation Chair or the District Steward.
B. An investigation will be conducted by the Stewardship committee into all reports of misuse at the district level and reported to TRF by the District Rotary Foundation Chair. No member of the investigation committee may serve if they are subject of the alleged misuse.
C. After investigating and determining consequences, any potential misuse or irregularity related to a grant-related activity will be reported to TRF along with a recommendation as to how the district will act to resolve the situation.
This District Financial Plan was drafted, updated and reviewed by M. Loughman, Stewardship Chair, in conjunction with E. Stanks, District Foundation Treasurer, 01/07/2014.
It is submitted to P. Muczynski, District 7410 Foundation Chair on 3/2/2014.
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