Club Financial Management Plan
Suggested Policies and Procedures
For The Rotary Foundation (TRF) Grants

Each club must have a written financial management plan (FMP) to receive either a Global Grant or a District Grant.  The scope of the FMP only applies to monies that clubs receive from TRF for global or district grants----it does not apply to club operational finances nor to grants received from sources other than TRF.  The contents of the plan are as follows and may be placed in a separate document or imbedded in the club bylaws:

1. Each club must maintain a separate club controlled bank account that is used exclusively for receiving and disbursing Foundation grant funds.  The exception is if a club receives a district grant and will write less than 3 checks for the grant project, funds may be deposited in the club’s regular bank account.  If so, then the club bank account is held to same requirements as a separate, dedicated account.  All Global Grants require a separated, dedicated bank account.
2. Grants funds are not intended to produce interest for clubs.  Grant funds must be deposited in a non-interest or low interest bearing account.  This excludes mutual funds, certificates of deposit, bonds or stocks or other like instruments.  
3. The club must maintain a standard set of accounts for each grant including a complete record of all income and disbursements.  Original invoices and receipts for all expenditures must be on file.
4. The name on the account will identify the club and the use of the account for grant funds:  (“Rotary Club of Owosso Grant Account”).  Two Rotarian signatories must be required for all transactions.
5. Segregation of Duties: 
     The club must assure segregation of duties surrounding funds management and 
     disbursement.  The district grant process requires that the person responsible for maintaining 
     the grant funds be identified on the banking information document.  Each club receives this 
     document from the District Grant Chairperson (currently, Larry Arendt) when the district is 
     notified by TRF that the district grant has been approved.  

    Each club selects the above individual and defines his/her responsibilities.  These duties may 
    include deposit of the funds, receiving requests for payment to vendors or reimbursement for 
    expenses to members, verifying that those payments/expenses are eligible for payment under 
    the grant terms and conditions, and approving the request for payment.  This person should 
    not be directly involved in the management/implementation of the project as project 
    chairperson. This person should not be a signatory on the bank account. 

    Another member should be responsible for preparing the check and serving as a signatory.  
    It is recommended that there be three members identified as signatories.  Two are required   
    on each check---a third person serves as an alternate, if needed.  
                  
Rarely are global grant funds disbursed from TRF to a local club (the international sponsor).     
However, should that occur, the process for disbursement of funds for payment of invoices or 
reimbursement will follow the principles detailed above.  
6.  Succession Plan:
                   The club is required to have a written succession plan for transferring signatory authority    
                   should a signatory no longer be able to perform his/her duties. Should a signatory change 
                   during the life of the grant, the District Grants Chairperson must be notified.  

    
The following process is suggested:
The club board of directors will approve the new account signatory at a regular or special meeting of the board.
                        
The two current signatories and the successor signatory shall meet.  The last bank statement received for the club’s grant bank account shall be reviewed to determine that the reconciled bank balance agrees with the club’s grant accounting records.  If all parties agree that the records are in agreement such agreement will be noted and the new signatory will assume the responsibilities of an account signatory.
    
The club identifies the member who will complete the process required by the bank for a change in signatory.  This person is also responsible to assure that the name of the previous signatory has been removed from the account.  

This process should be completed no later than 30 days after a change in signatory is determined. 

7.  Document Retention:
	All grant documents will be retained by the club for a period of 5 years after the grant has been  
              closed.  These records include grant application, copy of signed Memorandum of Understanding, 
              receipts for all expenditures, grant progress and final reports including pictures and an inventory
              list of equipment and other assets purchased, produced, or distributed through the grant. Each    
              club identifies where or by whom these documents will be retained.  All grant activities must   
              comply with either the Terms and Conditions for District Grants, the Terms and Conditions for 
              Global Grants, and any applicable local law. 

Note:  These policies and procedures may be included in your club bylaws and should be referenced as the club’s financial management plan for Rotary Foundation Grant monies.  The above is a guideline for the development of the plan but should be individualized to reflect current and best practices of financial management as conducted by your club.   

On the next page, you will find a plan template.  If your club uses this template be certain to fill in the “blanks or (_____)” with the information specific to your club processes and members.
 
      













Sample Financial Plan
If a club will write three (3) or more checks for a District Grant project, grant funds will be kept in a dedicated bank account used solely for the grant funds.  The name of the account will clearly identify the club and its use for grant funds, by being named Rotary Club of __________Grant Account.  If the club needs to maintain more than one grant account, the name should differentiate between accounts.  This account shall be a low or non-interest bearing account. If any interest is earned, that interest will be documented and used for eligible, approved grant activities.  

Disbursements from club grant accounts require approval by signature of the president or club foundation chair. [Each club should designate the appropriate person, but assure that the person authorizing the expenditure is NOT one of the persons who can sign checks for disbursements.]

Disbursement checks from club grant accounts require the signature of two of the following persons:  treasurer, grant treasurer, club foundation chair (unless has responsibility as noted in the preceding paragraph). [Insert titles of officers that your club selects.]  

It is recommended that the club adopt the procedure as described earlier for a change in signatory.  At the least, the following should be adopted:  Updated signature cards will be provided to the bank in which club grant accounts are deposited no later than 30 days after a change in any signatory on the accounts. 

The grants treasurer [or the club treasurer] shall maintain a standard set of accounts, which includes a complete record of all receipts and disbursements of grant funds.  This person shall also retain all bank information, including copies of bank statements.

________ [insert a title] is responsible for establishing an inventory system for equipment and other assets purchased with grant funds.

___________ [insert title] is responsible for keeping grant records for at least five years, and for assuring a process for storing the records during turnover of club officers and members. The process should be adopted by the Board/Executive Committee of the club.

