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CLUB STEWARDSHIP PLANNING GUIDE

The questions in this Club Stewardship Planning Guide are designed to help your club write
a plan that establishes procedures and practices for managing grant funds transparently
and in accordance with Rotary Foundation policies. We recommend specifying club roles
(president, treasurer, etc.) rather than current leaders’ names, so that the plan can be used
for years to come. Your club’s stewardship plan should be kept as a reference to guide the
club’s participation in Rotary grants.

1. Club qualification. The minimum requirements for club qualification are having
the president and president-elect sign the club memorandum of understanding
(MOU) and having at least one club member participate in the district’s grant
management seminar.

*  Who will participate in the grant management seminar?

Club Treasurer Rotarian Nahidur Rahman Will participate in the grant management seminar.

e How will club members who don’t participate in the grant management

seminar, but are involved in grants, obtain the relevant information from the
seminar?

A short summary and presentation will be shared at the next club meeting.

2. Club officer responsibilities. The club president, president-elect, and secretary

hold primary responsibility for club qualification and oversee the use of Foundation
grant funds.

*  What are the responsibilities of the president and club officers in the
qualification process?

> President and President-elect will sign the MOU.
> Secretary will maintain official records.

o Who will actively oversee the management of grants?

> Treasurer Rotarian Nahidur Rahman manages funds,
> President Rotarian Mohammed Noor oversees compliance.

o Who will ensure the procedures in the management plans are followed?

> President Rotarian Mohammed Noor will ensure the procedures in the
management plans are followed.
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o Who will be transferring records to incoming leaders?
> All records (financial & activity) will be handed to the incoming officers each Rotary

year.

o How will the club ensure the information that was learned in the grant
management seminar is shared with current and new members?

- Regular reports at monthly meetings + email updates.

3. Financial management plan. Every club that participates in Rotary Foundation
grants must have a written plan that outlines its financial management policies. This
fosters consistency and provides guidance for future club leaders. The plan must

address the following questions:
e Who will be responsible for keeping the standard set of accounts (the ledger)

and keeping related documentation (invoices, receipts, and bank statements)?

> Treasurer.

o  What documents are needed in order to process reimbursements or
payments?
> Invoices for bookshelf materials, receipts for books/newspapers, bank statements.

o What is the procedure for authorizing payments? (Who reviews each
payment, and who approves it?)

> President reviews, Treasurer approves, and both sign.

o What is the procedure for issuing payments?

- Check or electronic transfer directly to vendors.
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Who will serve as signatories for the bank accounts used for grants?

Club Treasurer — responsible for maintaining accounts and issuing payments.
Club President — provides oversight and secondary approval.

o What is the succession plan if one or both of the signatories become
unable to perform that function?

Succession Plan:If a signatory cannot serve, the Board will appoint the President-elect

or Assistant Treasurer as replacement, update the bank records, and record the
change in club minutes.

o When would the succession plan for bank account signatories be
executed?

The succession plan will be executed immediately if a signatory is unable to serve, and
routinely at the start of each Rotary year when new officers take office.

o Who will regularly review the bank transactions that are approved by
the signatories?

The Club Treasurer will maintain the ledger, and the Club President will regularly
review and verify all transactions.

What steps will be taken to implement the succession plan and monitor grant
activities?

Replacements will be appointed by the Board, bank signatories updated, and changes

documented in minutes. The Treasurer and President will monitor grant activities with
regular financial reviews.

o How will the financial management plan and other stewardship
practices be transferred to future club leaders?

The Treasurer and Secretary will provide incoming officers with financial records,

grant reports, and this stewardship plan during the leadership handover each Rotary
year.

How will conflict-of-interest disclosures be managed? How will they be
resolved during the grant application and implementation phases?

All members involved in the grant will disclose any potential conflicts in writing to the Club

Board. The Board will review and, if needed, reassign responsibilities to ensure transparency
and fairness during application and implementation.
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4. Bank account requirements. The club should open a separate club-controlled
bank account for each grant. All funding for the grant project will be deposited into
this bank account, and any grant-related payments must be made from this bank
account. Any payments should be made directly to vendors.

e How will vendors be paid? If cash payments are made, what additional
information should the club keep to supplement paid invoices and receipts?

Vendors will be paid directly by check or bank transfer from the project account. If cash is ever
required, a signed receipt and detailed record will be kept along with supporting invoices.

If a dedicated, club-controlled bank account is used for several Rotary grants,

will a general ledger be created to distinguish one grant project’s transactions
from the others?

Yes, a separate general ledger will be maintained to track each grant’s transactions
individually within the account.

5. Reporting on the use of grant funds. The club is responsible for establishing
a grant reporting process. Clubs must fulfill all Foundation grant reporting
requirements.
e How often will the project contacts report to the club members on the financial
and implementation status of grants? How will the information be delivered?

Project contacts will provide quarterly updates on finances and progress, delivered through
club meetings and written reports shared with members.
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o Ifreporting is done at a club meeting, how will the information be
recorded?

The Secretary will record the report in the official meeting minutes and file copies
with the project records.

Who will review and verify the information that is reported?

The Club Treasurer and President will review and verify all reported financial and project
information.

o How frequently?

The Club Treasurer and President will review and verify all reported information on a
quarterly basis.

6. Document retention. The club should establish and maintain appropriate

recordkeeping systems to preserve important documents related to Rotary grants, to
assist in financial assessments and audits.

e What are the procedures for storing documents?

All grant-related documents will be stored digitally in the club’s secure cloud drive and as hard
copies in the Secretary’s files.

Who will have access to the documents?

Access should be restricted to authorized personnel only.

include:Club TreasurerClub SecretaryGrant Chair / Project Chair Any auditor or reviewer
officially appointed by Rotary for assessment or audit purposes.

Club Stewardship Planning Guide Page 5 of 6



7. Reporting the misuse of grant funds.
e What is the procedure for responding to a report of the misuse of grant funds?
Procedure :

-Receive Report: Document the report confidentially.

-Preliminary Review: Club leaders assess credibility.

-Investigate: Examine records, interview involved parties.

-Report Findings: Notify Rotary Foundation if misuse is confirmed.

-Take Corrective Action: Recover funds, strengthen controls, and address responsible
individuals.

-Document: Keep records of the report, investigation, and actions taken.

e How will the names of individuals who reported misuse of grant funds remain
confidential?

Confidentiality Measures: *Limit access to club leaders and investigation committee only.

*Allow anonymous reporting. *Store information securely. *Share reporter’s identity only if
absolutely necessary.
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