Rotary Club of XXX
Financial Management Plan for Administration of Global and District Grant Funds for 2018-2019

1 Person in Charge in the club
Rotarian XXX will be appointed to oversee and monitor the financial management plan regularly.
2 Budget
a. The budget should be prepared in accordance with the goals of the project and the resources of the club.
b. A detailed, line-item budget needs to be prepared for submission with the application.
3 Financing
a. The project will be financed by the District Designated Fund, Rotarian cash contributions and Non-Rotarian cash contributions (Non-Rotarian cash contributions are donations from other organizations or parties, provided they do not come from a cooperating organization or a beneficiary of the project).
b. Contributions submitted to the TRF should never be collected from the benefiting community.
4 Receipts
a. All funds and cheques received should be remitted or paid into the bank account immediately.
b. All cash contribution received should be paid in intact.
c. Grant funds received cannot be deposited into any investment accounts.
d. All conversion of funds into local currency should comply with local law.
5 Payments
a. All payments must be approved by members of the Grant project committee and should be independent of the persons signing the cheques.
b. All payments should be supported by invoices and properly authorized and the persons signing the cheques should be segregated from the persons authorizing the payments.
c. All disbursements should be paid through the bank account and should comply with local law.
6 Purchases
a. All acquisitions and purchases should be incurred in accordance with the approved grant projects and TRF guidelines
b. At least 3 quotations should be obtained for acquisitions and purchases
c. The beneficiaries and Rotarians should not have any interests in any of the suppliers.
d. All activities should comply with local law.
7 Expenses
a. All expenses should be incurred in accordance with the approved grant project.
b. Invoices and/or receipts should be obtained for all expenses for supporting.
8 General Ledger, Book-Keeping and Reporting
a. The standard chart of accounts as attached should be used for book-keeping and accounting.
b. Acquisitions or expenses incurred for the project but financed by other contributions should be accounted separately.
c. Both soft copies and hard copies of the general ledgers and accounting statements should be kept for audit trail.
d. The general ledger should show the information for the preparation of the report for the use of the grant funds.
e. Financial reports should be prepared monthly for the review by the Board of Directors and reviewed by all the members annually.
f. Report on the use of the Grant funds should be submitted to TRF or the district whichever is appropriate within 2 months upon completion of the project or a progress report should be sent every 12 months from the date of receipt of the Grant funds.
g. The Grant project committee should prepare the report on the use of the Grant funds.
9 Reporting Misuse of Grant Funds
The club must report any potential and real misuse or mismanagement of Grant funds to the district immediately.
10 Assets and Inventories
a. An inventory list or a fixed asset register showing the details of the items, including date of purchase, description of the equipment, supplier, cost, storage location and distribution details.
11 Bank Account Operations
a. The club controlled bank account solely for Grants purpose must be maintained and operated by at least 2 Rotarians signing jointly.
b. The Rotarians signing the cheques or payments should be segregated from those who are involved in the grant project.  The following are the bank authorized signatories:
Rotarian XXX, Rotarian XXX and Rotarian XXX.
c. Bank statements must be available to support receipt and use of grant funds.
d. The bank signatories should not be directors of the beneficiary projects to avoid conflict of interests.

Succession Plan for Bank Account Signatories
a. When there is a change of bank signatories, a written resolution of all the Board of Directors should be prepared and signed to approve the changes.
b. A Bank Account Mandate form and the signature cards should be obtained from the bank and the form should be signed by at least 2 directors.  The new authorized signatories should bring the signature cards and the Mandate forms to the bank and sign the signature cards in front of the bank officers.

Documents Retention Plan
a. All records related to the use of the grant funds should be kept for at least 7 years to assist in audits and financial assessments including but not limited to the following:
a. Bank information including copies of past bank statements.
b. Club qualification documents including the signed Club MOU
c. Documented plans and procedures, including:
i. Financial management plan
ii. Procedures for storing documents and archives
iii. Succession plan bank account signatories and retention of information and documentation.
d. They must be kept by XXX as electronic files and stored at XXX physically.
b. Club records must be accessible and available to Rotarians in the club and at the request of the district for operational audit.

Signed by:


Name: XXX
President of 2018-2019
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