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District Online Grant Application

• www.DACdb.com
• Login to DACdb 

http://www.dacdb.com/


DacDb Contact Information

if you have never done this and require 
assistance, contact Jerry Wilkerson, 
jrwsdw542@att.net
707-365-8671

mailto:jrwsdw542@att.net
tel:707-365-8671


CLICK ON DISTRICT TAB



CLICK ON DISTRICT GRANTS BUTTON



ADD GRANTS BUTTON TO DASHBOARD



START A DISTRICT GRANT



NEW CLUB GRANT REQUEST – CLICK HERE TO 
CREATE A GRANT



NEW CLUB GRANT REQUEST – CHANGE 
GRANT YEAR

Make sure that you are in the correct 
OrgYear when writing your grant. 

For this year, it is 2022-2023. 
Click OrgYear, then the current year to 
work on a new grant application.  



CLUB SIGNATURE ERROR



ADD CLUB SIGNATURES

All clubs MUST have two club signatures in 
order to create a grant. 

1.President EE 
2.Lead Grant Chair



ADD CLUB SIGNATURES



ADD CLUB SIGNATURES



ADD CLUB SIGNATURES



BACK TO NEW CLUB GRANT REQUEST



ENTER ALL CLUBS INVOLVED IN THE 
PROJECT



CONTACTS ON GRANT

All contacts listed here will be who receives emails regarding the grant!

If they’re not listed here, they will not receive emails regarding the grant. 



GRANT APPLICATION – FILL IT OUT 
COMPLETELY 



GRANT APPLICATION – CLUB 
QUALIFICATIONS



GRANT APPLICATION



BUDGET



DOCUMENTS



COLLECT CLUB SIGNATURES



COLLECT CLUB SIGNATURES



COLLECT CLUB SIGNATURES



COLLECT CLUB SIGNATURES



INTERIM AND FINALLY REPORTS

The process is the same for both interim and final report. The following is a 
description of the process. If you need more assistance, DACdb includes a PDF 
document and a video that will walk you through the process step by step.

• In DACdb, click on the District Grants icon.
• Access Club Grants View.
• Click on the ChangeOrgYear button and select the year the grant was 
initiated.
• You will see a “pencil” icon at the right side of the grant. Click on the pencil to 
access
the grant application.
• Open the Interim/Final Report Tab
• Complete the Report and upload the required documents.
• Collect the signatures and submit the report for District approval.
• Send an email to John Martin to let him know the report has been submitted.
• The interim report must be approved by the District before a final report can 
be filed.



• Frequently asked 
questions & answers



F.A.Q & AND ANSWERS 

How do I get an electronic signature?

Once all Budget information has been entered and preliminary documents have been 
uploaded (MOU), you are now ready to Collect Club Signatures. 

We require two signatures, so this will be done twice. 

Click on Club Signatures and an auto-generated email will go to both signees on the 
grant.



F.A.Q & AND ANSWERS 

Why can’t I see the signatures?
If you can’t see the signatures, signature tab, submission – etc., it’s because you’re not 
an official signer and do not have proper access. You need to chat with your club 
president to make you a signer. Only a signer can see the signature tab. 

How do I know my application got 
submitted?
You will get locked out and in DACdb it will tell you that it’s submitted. You should also 
get an email notification but this doesn’t always happen. 



F.A.Q & AND ANSWERS 

how do multiple people work on and 
edit the application?
The short answer is you can’t all be working on it and editing it at the same time. Ideally, 
it will have one person responsible for the application. Any other work should be done 
outside of the software. 

Some people work on it in google documents or word and then copy/paste it but this 
can cause formatting issues. 

The best scenario is to work on it in the application section and have others go in to edit 
it, after it’s in there as a draft. 



F.A.Q & AND ANSWERS 

Why did my signature disappear?
This typically happens when someone works on an application, changes it back to a draft 
and doesn’t resubmit it. 

Any edits and changes made to an application must be resubmitted, that includes asking 
for new signatures. 

I submitted my application without 
signatures, now what?
If you submit an application without signatures, your app will get locked and you can not 
unlock it to get signatures. Do not submit it until the application has been signed. 



F.A.Q & AND ANSWERS 

What happens if I have problems filling 
out my application?
There are multiple sources of information to guide you through the grant application
preparation.
• The D5260 District Grant Video 2018 is located on the District 5160 webpage, under 
the
Foundation tab. While the video is several years old, the grant preparation process is
the same today as it was then.
• The District 5160 webpage has a section, under the Foundation tab, for “Foundation
Day”. You will find a PowerPoint presentation called “How to use DACdb for Grants”.
This provides screen shots of relevant parts of the District Grant Application.
• The Club Grants page in DACdb includes a “Help” section. There is a video titled
“Submitting a Club Grant Application” and a PDF file titled “Club Documentation”.
These two resources should answer any questions you may have.



F.A.Q & AND ANSWERS 



F.A.Q & AND ANSWERS 

Do we have to go through the signature 
collection and district approval process 
in both the Pre-Submittal and the Final 
Grant Application stages.

YES! Both the Pre-Submittal (due in May) and the Final Application (due in June) need to
have signatures collected and be submitted to the district for approval. Do not wait until 
the last minute and make sure the authorized signers are available. Do not let your grant 
be rejected because you did not comply with the signature and submission 
requirements.



TIPS & TRICKS

Start early. Form a committee to develop grant ideas that you take to your club.

• Designate a lead person to manage the grant and prepare the application. You will 
find the process much easier if there is a single point of contact.

• READ ! The training materials, the questions and supporting information in the
application and the emails and other communications sent by the District Grant Team.
Virtually all of your questions can be answered by reviewing the information that is
summarized above.



TIPS & TRICKS

• Hit the “Save” button often. Remember, any work not saved at the end of a work
session will be lost.

• Don’t wait until the last minute to enter your Club Foundation Goals in Rotary Central or
to submit a Club MOU with all of the requested information complete. You may
consider these items to be bothersome administrative tasks, but they are Rotary
International requirements that must be completed in order for your grant application
to be considered.



• DRAFT SUBMISSION IS DUE ON MAY 
24, 2023

• FEEDBACK PROVIDED IN EARLY JUNE
• FINAL SUBMISSION JUNE 1 TO JUNE 

24, 2023
• GRANT REVIEW PANEL MEETS MID-

JULY

DISTRICT GRANT APPLICATION TIMELINE



GRANT SUPPORT

HAVE QUESTIONS?  NEED HELP?
For grant questions: 

Arne Gustafson
arne5160.grants@gmail.com

(530) 966-0552

For technical questions:
Danie Schwartz

info@danieschwartz.com
(530) 636-0193 (Call or text)

mailto:info@danieschwartz.com


Good luck on 
your grant! 


