
Club Qualification Checklist

The following checklist summarizes the actions that clubs must take to complete the qualification process, implement the club MOU, and maintain qualified status. Clubs should refer to the club MOU for the complete list of qualification requirements as it may differ in each District. 

· Specific members of the club attend the annual Grant Management Seminar conducted by the club’s District.
· The club president and president-elect sign the club MOU and return the form to the District.
· The club follows any additional qualification guidelines, as determined by the district.
Implementing and Maintaining Qualification
· Establish a succession plan for club leadership to ensure that information and documents related to qualification are retained.
· Open a separate club bank account for grant funds and select two members in good standing prepared to act as signatories, in accordance with MOU section 3.
· Establish a financial management plan that will include:
· Maintaining a standard set of accounts

· Disbursing funds in a timely and direct manner

· Maintaining separate statements of income and expenses

· Maintaining a general ledger

· Establishing an inventory system

· Ensuring that grant activities conform to local law
· Clearly define roles and separate duties for Rotarians handling grant funds
· Performing monthly bank reconciliations

· Planning for transferring the custody of the bank account(s)
· Establish a document retention system in a location accessible and available to Rotarians that maintains all required documents for a minimum of 5 years (or longer if required by local law), including:

· Original documentation for district and global grants

· Club qualification documents

· Documented plans and procedures

· Fulfill Foundation and District reporting requirements for the use of grants.
· Report suspected misuse to the district.
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