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Introduction
Rotary consists of 4 avenues of service – vocational, club, community and international.  The International avenue of service includes initiatives such as Vocational Training Teams, International Scholarships, Student Exchanges and World Community Service(soon to be renamed).

This document is focused on World Community Service within our club and will assist new members of the WCS committee in understanding what takes place, how international projects are conceived, publicized, funded and implemented.

Expectations

As a member of the World Community Service committee, you are expected to attend the monthly meetings and to contribute to the functioning of the committee. 
Members contribute by finding projects, evaluating and recommending them, finding funding sources and/or managing the project from our Canadian perspective.  
Members are expected to take on tasks such as meeting recorder and financial recorder as necessary.  
Members are encouraged to educate themselves on Rotary involvement in International projects and the procedures and processes for applying for funding and sharing this knowledge with the committee members.  

Those members who accept the management of a project should be aware that it might take 2-3 years to complete and they are expected to remain on the committee until it is complete.
Rotary International support

Rotary International has a number of ways that it supports clubs in finding and financing international projects.  

Rotary International has selected Six Areas of Focus:

· Peace and conflict resolution

· Disease prevention and treatment

· Water and sanitation

· Maternal and child health

· Basic education and literacy

· Economic and community development

The Rotary Foundation (TRF) has been established by Rotary International to receive donations and bequests from Rotarians and provide grants and matching grants to clubs.  TRF has representatives at the Zone, District and Club levels who encourage donations to its various funds and to the Paul Harris Fellowships.
WCS members with a skill, interest or passion in a particular area are also encouraged to check out using Google, Rotarian Action Groups which publicize international projects and frequently provide Rotarians with an opportunity for hands-on involvement in an international project.

District Grants Committee web page
The District Grants Committee has been created to promote, inform and educate Rotarians about World Community Service efforts in our District.

The committee is comprised of up to 18 Rotarians from across the District who meet quarterly to discuss matters concerning World Community Service.  Each member on the committee takes responsibility to work with several clubs.  The role is to assist by providing information about possible projects, advise on how to go about forming a relationship with an international partner, help with the formulation of matching grant applications to various sources available to our clubs, and where possible make presentations to Clubs on Rotary's world community service efforts and international priorities.

The DGC (District Grants Committee) is strictly advisory and educational.  Many well-informed clubs need little assistance from DGC as they proceed with their international work.  The DGC holds an annual workshop, usually in the Fall, for all clubs in the District.  It is particularly targeted at the Club International Director and his/her committee. This provides an opportunity to learn a great deal about all aspects of getting involved in international programs. 

The District Grants Committee meets a few times a year.  Its members are appointed from across the District and work to provide training and coaching to club WCS committees in the areas of finding projects, reporting on projects and how to find funding and complete the applications appropriately.  Watch for publicity regarding a “District Grants Management Seminar”.

Consult the DOCUMENTATION tab on the www.Rotary5360.org for details related to various grant opportunities.

WORLD COMMUNITY SERVICE IS:

 

“… activities by which Rotarians do humanitarian work to address the basic human needs to improve the lives of the less fortunate.”

 

        Reaching out to a community in another country which needs help – a humanitarian program

        Forming partnerships between Rotarians and others in different communities around the world

        A human aid and assistance program

        About furthering international understanding and good will and peace – a Fourth Avenue of Service

        Addressing global issues of poverty, health education, social and environment

        About making a sustainable difference

        Not a handout but a hand up and hands on service

THE BASIS FOR A WCS PROJECT:

 “A World Community Service Project is born when a Rotary Club such as ours joins with an entity, individual, a foreign Rotary club or District to accomplish a Humanitarian project in the foreign country.”  The Rotary Foundation mandates, with a few exceptions, that projects between Rotary Clubs address one or more of the Areas of Focus listed below.  
1. Peace and conflict resolution

2. Disease prevention and treatment

3. Water and sanitation

4. Maternal and child health

5. Basic education and literacy

6. Economic and community development

The Reader is strongly encouraged to browse the District Grants Manual which can be found under the DOCUMENTATION tab at rotary5360.org   This manual contains specifics relating to various grants and processes for application.
OUR COMMITTEE MANDATE (club specific)
The World Community Service (WCS) Committee of Rotary Club of Calgary South has a broad mandate to manage charitable funds generated by the club and allocated to International projects by the Board of directors in an annual budget. 
The committee selects and approves five to ten projects in a Rotary year.  The committee has a responsibility to keep thee board of directors informed on monies approved to various international projects and to maintain records to satisfy CRA audits and good governance in general.  Appendix 4 has further detail on committee process.  
Liaison with the Board of Directors is achieved through the International Director who is also a member of the WCS committee. An annual budget is assigned and is generally fully spent within the Rotary year.  Unspent funds may be carried over into the following year.    
 The project selection criteria used by our committee are generally as follows:

· Involve Rotary clubs from Alberta and from the Third World target country, wherever possible
· Be identifiable with the Six Areas of Focus (see above)
· Meet eligibility criteria established by matching grant providers such as the Alberta Community Initiatives Program (CIP), the Rotary Foundation (TRF) and the Canadian Rotary Collaboration for International Development (CRCID) 

· Leverage the Club’s money as much as possible through the use of matching grant funding.
 The committee may respond to other special issues that come up from time to time.

Finding & publicizing projects

Project funding requests come to the committee via club members or correspondence with our club president or the committee chair.  These requests originate with other local or international Rotary clubs or Non Governmental Organizations (NGOs).  
These requests come with varying levels of details and in order to ensure that sufficient information is provided, our committee will only consider requests in the form of the Project Proposal Summary form so the committee has sufficient information to make a decision. A typical form is included in the appendix. The form actually in use can be found on http://rotarycs.org/WCommService/wcs_project_control_documents.htm
A committee member interested in a certain type of project or geographical area is encouraged to look at the following sources:
· Rotary International website contains a listing of WCS projects submitted by clubs around the world.  This listing includes a description, total amount and contact details and can be searched in a variety of ways. Called PROJECTLINK.
· Our District Grants website rotary5360.org contains a District Grants database which allows clubs to publicize projects that have NOT been funded.  This list can also be sorted by project type or geographical area.
· Consult www.Matchinggrants.org for a great listing of projects looking for funding.

· District Conferences usually have displays by clubs and NGOs that are looking for funding.  

· The “District Grants Management Seminar” is held annually and provides a good forum to publicize or find a project.
· Some Districts in developing regions hold Project Fairs where attendees can meet Rotarians interested in implementing projects.

· Rotarian Action Groups are special interest groups but frequently have websites with projects looking for funding.  You may wish to consult their listing or join the Group and add your project to their listing.
Personal contacts in other clubs in our District are an excellent way to make your project known.  If you have a presentation, clubs may invite you to make a presentation as part of their weekly meeting program.
FUNDING PARTNERS

 Many of the projects that our Rotary Club initiates and supports are usually too large for one club to fund on its own.  You can use your networking skills within Rotary to find other clubs willing to participate. We rely on obtaining matching grants from various sources to meet the total project commitment.  Our main sources of these funds are:

Community Initiatives Program (CIP)
· An Alberta Government program using lottery funds. 

· Matches 100% up to annual allocation of C$25,000 for a single international project application.
· Definite application deadlines are listed on their website
· Focus – basic human needs, women in development, small business development, human infrastructure development.

· No applications accepted if final reports overdue.

· Can send appropriate applications to TRF and CRCID at same time as WRF application sent. Treat as club funds when making out TRF applications.

· Approval time approx. 12 weeks

· Contact Jackie Switzer at CIP if you have questions.  Her  email is jackie.switzer@gov.ab.ca
· Consult the International Development section at http://culture.alberta.ca/cip/default.aspx 

The Rotary Foundation
· Consult the District Grants Manual found online at http://www.rotary5360.org/DGC/documentation.php
· Can apply for District Designated Funds to help meet the minimum requirements.  Consult the District Grants Manual.

· Funding may match club funds for projects, scholarships, travel and technology training teams.

Canadian Rotary Collaboration for International Development (CRCID)
· Administers CIDA funds for Rotary projects in developing countries.
· Projects must fall under existing CRCID programs which are specific to CIDA priority regions.  Clubs can apply for their own programs but only at the beginning of a 3 year funding window..  Check website for details  www.crcid.org
· Will match 80% of Canadian club and TRF funds less 10% administration fee which is a justified project expense. 

· CRCID contribution not to exceed 45% of project total value.

· Can apply to TRF and CRCID simultaneously but if CRCID agrees to fund the project, final approval not given till TRF approves it and funds are only released on proof that TRF funds have arrived in the project bank account..
Planning the project
In order to be sustainable, a project should include the active participation of the community or group that it will benefit.  Care must be taken so that our wishes, desires and our favourite technologies are not imposed on the recipient group.

The inclusion of women in the planning and implementation usually improves the probability of success but care must be taken to draw women into the project rather than rejecting the men.

Projects may be planned and implemented by any or all of the following: local Rotarians, locally situated NGOs or a Rotary Community Corp– a small group of men and women formally connected with Rotary who live in the village or town and possess the vision and passion to improve their community.  

Your Host partner should produce a budget which includes quotations from the various companies that they will be using.  Also desirable would be a basic project schedule – short description of key activities/accomplishments (milestones) with deadline dates.

The Canada Revenue Agency now insists that for projects outside of Canada our Club must have a signed agreement with the Host Partner.  A template for this Project Agreement can be found online at http://rotarycs.org/WCommService/wcs_project_control_documents.htm  The Project Agreement should bind your partner to provide the information and forms that you in turn will need for Final Reports.

Note that funding partners do not permit the inclusion of contingency in the budget.

Handling funds

Keep a copy of all paperwork and cheques that pass through your hands.

Private donors can receive a tax receipt from our club treasurer if they donate to a specific international project. Have them make the cheque out to our club with a memo that it is for project xxx and give it to our club treasurer.  Be sure to keep track of these donations yourself.
Other Rotary clubs may send a cheque to our club treasurer in the name of Rotary Club of Calgary South with a memo that it is to support project xxx.  If the other Rotary Club is interested in receiving Paul Harris credits for their support, have them send you a cheque made out to Rotary Foundation.  The TRF matching grant award package will include a Paul Harris recognition form which must be filled out for each club. 

The Community Initiatives Program will send a cheque along with a cover letter and a Final Report form, should your application be successful.  The cheque will be made out to our club. Give it to our club treasurer with a memo on which project it applies to.  NOTE – CIP funds must go directly from our club to the foreign bank account.  They may not be donated to a Canadian branch of the same charity.
The Rotary Foundation will advise you by email if your Global Grant application is successful and will send several forms in the grant award package or email.  They will copy the Host club and our club (the International one) with forms in both languages.  Fill out the forms as required (see appendix), include the funds raised from local clubs and WRF and mail to TRF.
TRF will accept project funds issued in Canadian or US currency but be aware that the official TRF exchange rate on foreign funds can be several weeks out of date and may provide a gain or a loss to the project depending on which way the exchange rate is going.  

To receive your project related funds (donations, club funds, WRF funds) from our club treasurer, you must fill out our committee’s Cheque Request Form electronically and send it as an attachment to the committee Treasurer and chairperson (see appendix).  The Chairperson, as a form of electronic approval, forwards your message and attachment to our club treasurer who will prepare a cheque and hand it to you.  Note that our club treasurer can provide bank drafts in US funds.  
NOTE – if The Rotary Foundation is not the recipient of the project funds and the funds are being sent by you out of \Canada, you must have  a signed CRA Project Agreement (see our club WCS webpage) before issuing the Cheque Request.

If TRF is not involved you may request that our club treasurer prepare a bank draft for you to mail (or courier) or the treasurer can wire the funds directly to the project account.  
Note that TRF can take 6-8 weeks to issue funds to the project bank account.  The Host Club must set up a separate bank account for each project.  In some countries where it is legally challenging to establish more than one bank account per entity (Dominican Republic), TRF will use alternate means such as issuing the funds in the names of 2 local Rotarians, in which case it is advisable to courier the funds to them.  TRF frequently has this knowledge but with high staff turnover do not count on it – ask your Host club partner for advice!
CRCID will issue a cheque once they have evidence that TRF funds have been deposited in Project bank account.

Managing the project
Communication with your Host Club contact on a frequent basis is key to making the project work and avoiding surprises.  Communications can be difficult given language usage and accessibility to email.  Some foreign Internet Service Providers (ISP) will block emails from certain Canadian ISPs so be prepared to use alternate email accounts (yahoo, g-mail) or even FAX.

It is highly desirable to involve an NGO and your Rotary partner club in the project since they will frequently provide different information and can serve to encourage each other.
The Host club must be diligent in getting receipts for equipment and labour.  Where dealing with small companies or individuals who may not be able to issue formal receipts, the Host club may generate pro-forma receipts for these expenditures.
Our WCS committee will ask you to provide a project update on a quarterly basis or more frequently if information is available.  These should be sent by email to the committee chair several days before each monthly committee meeting.
You should enter brief project details on the District Grants database since this is used for reporting to the Zone and to the Annual District Conference and allows other Rotarians to see what our club is doing.

The committee financial person will ask for a breakdown of financial contributors to your project along with reference numbers for any grants from WRF and TRF and CRCID
Take note of the due dates for final reports to CIP, TRF and CRCID as specified in their award letters.  Ensure that your partners are aware of these deadlines as well.  Should your project be in danger of missing these dates please contact CIP, TRF and CRCID to advise them of the issues and to request more time.  They usually cooperate with an extension but be prepared to suggest a new deadline that you and your Host club can meet.  Ignoring deadlines for sending in Final Reports to funding partners may lead to our club and possibly our District being embargoed from submitting further applications.
Completing the project
The Host Club or NGO should provide formal receipts and pro-forma receipts for the materials and labour needed to complete the project, along with the names and locations of the project beneficiaries.
In addition to the financial report with supporting receipts, you will have to fill out the Final Report for matching grant agencies with details of what has been achieved.  See appendices for examples.

The Host Club or NGO should have included photos of the project and copies of these should be included in the Final Report.

Our club is in the process of developing a formal central filing system but be prepared to store the files for several years if necessary.

Finally, electronic photos and final project details should be added to the District World Community Service database. You will need a password to login and can obtain this from the name given on the website.
You should send a summarized report (called Closing Report on our webpage) and photos to various interested parties: the clubs that supported your project, our WCS committee chairperson (for club assembly presentation), our club webmaster, the District coordinator for the appropriate Resource Group, and the District rep for appropriate Rotarian Action Group (if any).

.  

You are done!

Appendices
Appendix 1 - typical committee minutes

Calgary South World Community Service Committee

Minutes

Date: November 20 2007

Meeting began at 7:15 pm Adjourned: 7:55pm

Present: Ann Rooney (Chair), Peter Gilmore (recorder), Barry Hawkins, Blake Pelham, Adrian Bohach, Bill MacLachlan, Jim Bladon, Biba Tharp

Location: 
Grace Presbyterian Church 1st floor board room

1009 – 15th Ave SW 

Minutes


1) Additions to the agenda. 

None

2) Committee positions 

Vice Chairman-position, vacant (required by Board). Anyone interested please contact Ann.

3) Approval of previous minutes as amended (Oct 30, 2007). 

-amendment -Adrian Bohach was added to the “Present list” in the minutes of Oct 30.

Passed. Moved by Blake seconded by Barry Hawkins.

4) Business arising from the minutes – Project status reports:  

i. 77-0904 Hispaniola Filter project –Wiens – Bob will be meeting with Jan Tollefson when he returns to work on the final reports for this project. 
ii. 93-0406 Bucaramanga, Col – Audio Lab & PC’s –Wiens – Bob will be attending the inauguration of the equipment our Matching Grant provided at the school for the deaf. There will be press coverage.

iii. 97-0107 Right To Play Rwanda – King – No Report.

iv. 99-0107 Peru water project – Wiens – No Report. (Cheque sent, waiting for final information.)
v. 100-0307 Chumani School Renovation – Martin/Tharp – Biba reported that they are working on the Accountability report for Phase 1,Block 2.   Phase 2:  The Downtown club will be deciding in early Dec if it will contribute the $25,000.  if so  Biba will be applying for the Wildrose grant.
vi. 101-0307 Zambia Water Wells or school project – Rooney – Final report and photos received. Project Closed. 
vii. 103-0507 Ethiopia Water and Sanitation – Olynik – No Report. (Cheque sent, waiting for final information.) 

viii. 104-0607 Tanzania GSE Project – MacLachlan –  Bill is in the process of completing the paperwork and waiting for communication from Tanzania (paperwork is being organized for TRF application. (email to R. Wiens))

ix. 105-1007 Guatemala Mechanical Cow – Gilmore – There is a deadline to have the Matching Grant submitted by Nov 29. We need the Board’s funding commitment in writing. Peter will send a three line summary to Ann on the scope of the project. Ann will give to Dave Marchant to present to the Board who are meeting following the Nov 22 Regular meeting. 

x. 106 -1006 -Ghana with Gates – Olynik. No Report

xi. 107-1007 -Malaria Project -with RC of Calgary – Taylor. No Report

5) Other business arising from the minutes

i. Financial report  and budget –Blake Pelham 

ii. District Grants database – No Report. (Bob Wiens indicated that a number of projects are missing(Right to Play and more recent).  Project Coordinators can enter their own info on the database via http://www.rotarycentennial.ca/php/wcs/index.php  Contact Roger Hough roger@hough.ca for Login and password.) 
iii. Orientation Manual – Wiens – No Report. Bob hopes to present this manual soon. 
6) New Project Proposals

i. Bogor Indonesia – Hawkins –The local club has responded and will be sending a list of projects in December.

ii. Radio email systems in Zambia and Mozambique – Olynik. No report

iii. Wheelchair Foundation– Hawkins. Barry will be working with Dan Dunlop when he returns after Nov 24. Bill MacLaughlan suggested that Barry might want to contact Neil Svenrude of the Red Deer East club who has done several wheelchair projects. 

iv. Mityana Uganda water tanks- Farn. Ken has contacted the Rotary Club of Mityana seeking information on the school project. He is waiting for a reply. 

v. Mexico water catchment and latrines – Don Taylor is waiting to speak with Bob Wiens when he returns. 

vi. Cambodia – Water and Education – Bohach. Adrian is working at submitting a proposal for next month. 

vii. Peru Water Project – Bohach. Adrian is working at submitting a proposal for next month. 

viii. Children’s Project in Rawanda – Bohach. Adrian is working at submitting a proposal for next month. 

7) New Correspondence

i. Canadian Landmine Foundation – Announcing a fund raising dinner on Dec 3. Ann provided the Committee with the information in case anyone wants to attend. Proposal Rejected.

ii. Christian Children’s Funds – This is a gift catalogue fund raiser – mass mailing. If anyone is interested get details from Ann. Proposal Rejected. 

8) Other new business

i. Next meeting – December 18 - in the 1st floor lounge. Following meetings are: January 15, February 12, March 18, April 2, May 20, June 17 

Appendix 2 - Typical Financial summary sheet for club treasurer
[image: image2.emf]World Community Service Projects

Summary of Open Projects and Funds Available

Contributor Sources

Persons in 

Charge

    Project Number

Calgary 

South Prior 

Yrs

Calgary 

South Curr 

Year

Country of 

Origin R.C.

Wild Rose CRCID

Rotary 

Found'n

Share 

Funds

Other 

N.G.O.

Total 

Canadian 

Dollars

Comments

C. South Wild Rose CRCID

RI

Amount Amount Amount Amount Amount Amount Amount Amount Amount

Funds Available

Current Year Allotment $65,000

Supplemental Allotment

Funds Carried Forward 1,124

$66,124

Project Title and Location

Watercatchment - Mexico School

Wiens

75-0304-A 2,500 2,500

Safe Water - Hispaniola

Wiens

77-0904-A

P05 0123PF

58,936 10,000 10,000 22,080 24,160 66,240 Note #1

Hospital Rehab - Jiddu, China

Waters

81-1104-A 17,000 17,000

Zambia Radio Email - Part #2

Dunlop/Waters

91-0106-A

P05 0124PF

10,000 8,000 18,000

Bucaramanga,Col- Audio Lab & PC's

Wiens

93-0406-A 6,800 4,400 5,500 16,700 Note #2

Rwanda - Right To Play

King

97-0107-A 5,000 5,000

Malawi - Life Line - HIV/AIDS equip

Farn/Bladon

98-0107-A 10,000 10,000

Peru - Water Project

Wiens

99-0107-A 1,000 1,000 Note #3

Kenya - Chumani School Reno

Martin/Tharp

100-0307-A

P06 0592PF

25,000 25,000 50,000 Note #4

Zambia - 2 Water wells/health outpost

Rooney

101-0307-A

10,000 10,000 Note #5

Ethiopian Water and Sanitation 

Olynik 103-0507-A 10,000 10,000 Note #6

0

0

0

0

0

TOTALS

A=Board approval

107,300 0 4,400 43,000 0 27,580 0 24,160 206,440 $206,440

Balance of funds to be 

allocated for current year:

$66,124 Total Cost of Projects in Process $206,440

Prospective Projects: Memo - Funding available from Wild Rose Fn. for the year ended March 31/08 is:

Nil at present

0

2,007

Allocation of Wild Rose for year to March 2008: $25,000

Balance of funds available: $66,124

0

                                           Available $25,000

THE CLUB HOLDS A CONTINGENCY FUND OF $10,000 AVAILABLE FOR UNASSIGNED FUTURE DISASTERS, SUBJECT TO COMMITTEE AND BOARD APPROVAL

                   #1  Includes contributions of $4,080 from club members & $20,080 from Calgary North, Calgary Heritage Park, Calgary Millenium, Stettler, Olds, Calgary Sarcee & Red Deer Cenntennial

                   #2 Based on a project total of US$6,000 for Calgary South. US$4,000 from local Rotary club & US$5,000 form RI.

                   #3 Project managed by Pincher Creek Rotary Club.

                   #4 Project managed by Northern Magic Foundation.

                   #5 Project managed by Glassco Foundation.

                   #6 Project managed by Samaritan’s Purse Canada .

           For the period July 1, 2006 to June 30, 2007

Notes:        


Appendix 3  – CRCID
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	Maximize Your Project Funding!
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The Canadian Rotary Collaboration for International Development (CRCID) can provide up to 80% of your project’s budget.  CRCID will match Canadian Rotary funds, including club, District and the Rotary Foundation contributions to the project.

Qualifications for 2007/08:

Your new World Community Service project must be part of a larger Rotary “program” in one of following sectoral priorities: Health, Literacy & Education, water management and micro-credit.  Programs and projects must address gender equality, environmental sustainability, and capacity development to meet CIDA goals.  A Results Based Management (RBM) approach must be incorporated  in all applications, planning, execution and reporting for projects and programs.  

Approved programs already exist for 2006-2009 in Health, Literacy & Education and Water Management. Follow the link to determine who is the program contact that can advise on any funding available to cover your new project within these programs http://www.crcid.org/Approved%20Programs.html 

If your project is approved for funding within a specific existing program, CRCID funds MUST be expended on the project by March 31, 2009. Please contact the program director and Kwebb@crcid.org for clarity on funds available before initiating a project application.  

Applications for programs and projects as well as RBM forms can be found at http://www.crcid.org/Applic_Report%20Forms.html# 

Program Funding for 2009-2012:

You can initiate a new program for the term 2009-2012 by downloading the Program applications  and submitting prior to Sept 15, 2008.  Individual clubs or groups of clubs are encouraged to apply.  Once approved, other clubs can then submit applications for projects that support your program.

Geographic Focus

Currently, your new program must be targeted to one of the Rotary Districts shown on the CRCID website.  In mid 2007 these included 4250 (Guatemala, Honduras, etc), 9100 (Ghana, etc.), 9200 (Kenya Tanzania, Uganda, etc), 9210 (Mozambique Zambia, etc.), 9250 (Botswana, South Africa, etc.)   Check the CRCID website or with your CRCID District 5360 member for the current CRCID policy regarding its geographic focus.

Program Funding
CRCID funds are disbursed quarterly to the lead Canadian Rotary club in Canadian funds based upon the submission of quarterly financial reports (explaining how the funds advanced funds during the previous quarter were expended) and funding advance request (explaining how much is required for the next fiscal quarter).  Included in the CRCID advance is an invoice for 10% of the enclosed funds to cover its program management costs – these funds are legitimate project expenses and should be included in the project budget. Program funds can be used to support program monitoring and evaluation activities that include salaries and administration cost.   

Project Funding

Applications can be submitted to TRF and CRCID at the same time.  CRCID will consider the application and if acceptable will hold it and finally approve it once TRF matching grant approval details are provided to CRCID.  Approved CRCID funds will be disbursed to the Canadian Rotary club in Canadian funds once notification is received that all other project funds are in the designated project bank account.  Previously CRCID rules stated that all other funds had to be spent prior to receiving CRCID funds-this is no longer the case.  The Canadian Rotary club is responsible for transferring the CRCID funds to the project.  Included in the CRCID advance is an invoice for 10% of the enclosed funds to cover its program management costs – these funds are legitimate project expenses and should be included in the project budget.  Due to the short-term implementation period for a project, monitoring and evaluation activities are not an eligible expense.  The overall program is responsible for the monitoring and evaluation.  

Before starting your application, contact:

Walter Haessel

CRCID Representative, District 5360


whaessel@gmail.com


Kevin Webb 

Chief Administration Officer:

 


kwebb@crcid.org
www.crcid.org
Appendix 4

Committee Procedure Outline 

First meeting of the year

1. Appoint a member to act as secretary and another member to be responsible for maintaining the project work sheet. Define specific responsibilities for members taking on these tasks.

2. Inform new members and remind all carry over members of the website information developed by Bob Weins. (wwwrotarycs/WCommService/wcsprojectcontroldocuments.htm) Review these procedures and requirements for each project undertaken.

3. Review the New Member Orientation Manual with all new members.

4. Identify committee members who can authorize cheque requisitions. 

General

1. Minutes must be kept for all meetings, and the project worksheet must be maintained and updated. Both minutes and updated project worksheets must be available on a timely basis.

2. Both minutes and project worksheet shall be e-mailed to:

a. Members of the committee

b. To the Club Treasurer and Director in charge of the WCS committee. 

3.            Note: As WCS meetings are held at the end of most months, minutes and new project information must reach the club director and treasurer so that these projects are reported to the board at their meetings which follow in the first week of every month.

4. The committee chairman will maintain a permanent file for each completed project, and signed minutes for the year in a minute book which will be retained on a permanent basis for audit and historical purposes at the Calgary South Rotary office.

Authored by Dan Dunlop, August 2011 
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