Rotary Club of Calgary South
World Community Service

Required Procedures

You must look on the club website at http://rotarycs.org/WCommService/wcs_project_control_documents.htm  for the latest forms referenced below.

The Committee Chairperson is responsible for maintaining a copy of these key documents in separate project file which is to be handed over to the Club secretary for central filing when the Project closing report has been received.  Open project files will be passed to the incoming Committee chairperson as necessary.
Submission of projects to the WCS Committee

In order to standardize the applications and provide the materials necessary for signoff you must use the Project Application form found under tab 2 of the above referenced webpage.  The financing portion and a description of your partners is mandatory.  Please be BRIEF – we are all volunteers with limited time to review documents.  To ensure efficiency this completed application should be circulated to committee members before the meeting.
Approval of project applications

The WCS committee must have a quorum to approve submissions.  Applications approved by the committee must be signed by the committee Chair along with the WCS Tracking number.  A copy of this should be given to the applicant, the Director, the Club Treasurer, the Club Secretary and another retained for the Project File.  
The WCS committee cannot approve submissions which would exceed the budget assigned by the club Board, nor can it make commitments for future years.

Opportunities for Leveraging Funds

The applicant is encouraged and expected to apply to Community Initiatives Program and to The Rotary Foundation, the District 5360 Grants Committee and other private sources in order to leverage the funds approved by the committee.
Requesting Funds

Once the applicant has all the funding commitments in place, he or she needs to fill out the following:
a) CRA Project agreement Form (tab 4 on the weblink above) – this is necessary to satisfy Canada Revenue Agency requirements WHENEVER the receiving organization does not have a CRA number.  If  funds are going to The Rotary Foundation, a CRA agreement is not necessary.  The application to TRF covers all the necessary requirements. A signed copy of this document must be forwarded (in paper or electronic form) to the Club Treasurer before any funds can be issued.
b) WCS Governance Check Request (tab 3 on the weblink above) – This form must be complete and if the funds are being wired the applicant is responsible for the correct wiring instructions on the second page. If a CRA Project Agreement is not required, a Business Number or CRA Charity Registration number of the receiving entity must be entered on the Check Request form(except for TRF).  
The completed electronic Check Request form must be sent to the WCS Committee chair (or secretary or treasurer in the Chair’s absence) who will “approve” it by electronically “forwarding” it to the club Treasurer, with a copy to the applicant- if there are sufficient funds in the WCS budget. Please ensure all pertinent documents have the WCS Tracking number on them. 

Completing the Project

Before the WCS committee can consider a project completed, the Closing Report form (found on Tab 7 of the weblink above) must be completed and submitted to the Committee along with the package of documents to be sent to the Club Secretary.  If accepted by the Committee, the chairperson must sign the document and the Applicant should give all relevant documentation to the Club Secretary for filing.  Please prune the file to those items listed below.
Project Documents for filing with Club secretary
a) Project Application
b) Applications and reports for CIP

c) Applications and reports for The Rotary Foundation

d) Applications and reports for The District Grants Committee

e) CRA Project Agreement

f) WCS Check Request

g) Selected Correspondence pertaining to funds, change in scope, testimonials etc.

h) Copies of all checks received or forwarded

i) WCS Closing Report

j) Receipts as required by others (CIP, TRF, DGC)

k) Photos on a CD
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