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I want to apply for a District Grant. What 
do I do?



1. Read the materials provided on the 

grants page of the District 5160 website. 

2. Form a committee to develop grant 

ideas. 

3. Assign application preparation to ONE 

person. 

4. Access the application (lead club only)



What is the timeline for the application?



● Start submission as early as March 1

● Draft submission is due on May 20, 2026

● Feedback provided in early June

● Final submission due June 25.

● Grant Review Panel meets in Mid-July

● TRF approves our Districts block of grants

● Clubs are notified in August/September



The Application



Completing the 

Application
Using DACdb

DACdb.com



If you have never done this and require 

assistance logging into DacDb, contact:

 

Claire Roberts

clairerotary5160@gmail.com 



Click on the District Tab

Step 1: 

Click on 
the district 
tab at the 
top. 



Click on the District Grants Button
Step 2: 

Click on the 
district grants 
button. Your 
button might be 
located in a 
different place, 
as everyone has 
a slightly 
different 
dashboard. 



Add the Grants Button to Dashboard

You configure 
your dashboard 
simply by clicking 
on the “Gear” in 
the top right hand 
corner and then 
drag “Grants” 
from “Available 
Icons” into 
“Displayed Icons”.



Start a District Grant

Step 3: 

Start a district 
grant by clicking 
on the club 
grants view tab 
on the left hand 
side of this page 



NEW CLUB GRANT REQUEST – CLICK HERE 
TO CREATE A GRANT

In the top right corner you want to make sure you select New Club Grant 
request to start a new grant! Make sure to check you are in the correct year 
before starting grant! You can see the Change org/year right under the new 
club grant request button. 



New Club Grant Request - Change Year 

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

For this year, it is 
2026-27 Click 
OrgYear, then the 
current year to 
work on a new 
grant application.

Select the drop 
down menu for 
the year you 
want. 

If you don’t want 
to change the year 
every time you log 
in, select save this 
as my working 
orgyear.



Club Signature Error - A Common Mistake!

If you try to submit a new club grant request – without proper authorization – 
you might end up with a message like this! It’s no problem, all you need to do 
is set-up Club signatures. 



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

Elect (or current President if PE not 
selected) and the lead for the grant.



Who can create the club 
signatures? 
ONLY the Club President 
can create club signatures.

On the left side under grant navigation there is an 
“admin” tab, under the admin tab is the “club 
signatures” tab. If you don’t see admin, you don’t 
have the right access to add club signatures. 



Adding club signatures
To select club signature – the 
president must scroll through 
the membership  list and 
select two people they 
authorize for the grant (as 
mentioned, this should be 
President Elect and the Grant 
Chairperson). 

Use the arrow buttons in the 
middle to move a person to 
the right side (authorized 
signers) or to the left side 
(not authorized signers). 



Adding club signatures

Once your club president has added the 

right people to the club signatures tab – 
they must remember to click save in the 
top right corner. If you do not click save, 

you will not have authorized signers.  

If you are not added for Club Signature, 

you will NOT be able to submit the grant. 

Club signatures are based on year-to-

date access, so if you’re working on this 
years club grant but someone asks for 
you to edit a previous year or submit 

paperwork, you may not have access to 
it. Access to it belongs to previous club 
signers. 



Back to New Club Grant Request

Just fill in the blanks in 
each section. 

You can click the save 
button in the top right 
hand corner at any time. 
Once saved you or 
another grant writer can 
go back in to the 
application and continue 
working on it. 



Enter All Clubs Involved in the Project

Any club that is part of this grant, whether financially or manpower must be listed on this page. 

It functions similar to Club Signatures – just scroll down and select the club –-> use the arrows in the middle to 
add them to the right side (or left if you accidentally add the wrong club). 

Do not forget to click save on the top right. 



Contacts on a 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.

Select the application 
top at the very top. 

Up pops your 
application! 

Please remember to fill 
out everything in the 
application process! Just 
fill in the boxes with all 
the information. 



Grant Application - Club Qualifications

On the application tab make 
sure to Use the club 
qualifications to ensure you 
have met/completed/done 
everything correctly. 

These 6 questions are to help 
you remember what needs to 
be done before submitting a 
grant.  If these are answered 
YES but they are not completed 
the Grant will automatically be 
rejected.  



Grant Application

Fill in all areas of the Grant Application completely and 
then click SAVE. You can save your work at anytime 
and not lose any of your data. 

Once it is saved, any other club grant writer can go into 
the module and continue filling in the information. 

Keep in mind that the Grants Review Committee will 
not be reviewing the Grant until you click on the 

Submit button, so you can continue to make changes 
and updates without the review committee having 
seen your work while it is in progress.  



Budget

After application has been saved, two more Tabs will 

appear – Budget and Documents.  Under Budget, 
Under Income you will enter the DDF requested 
amount as well as all other sources of income, i.e. 

amounts from each individual club or one lump sum 
from just your club.  

Each amount gets entered separately. 

Reminder Income from other sources must equal .50 

for every $1 of requested DDF funds. 

Under Expense Items, Each individual expense gets 

listed here. This is just estimated for now.  After the 
Grant is complete, come back in and adjust to exact 
spent amount.



Documents

The Documents tab is where you will upload all invoices, 
receipts, bank statements, and MOU.

In addition to this, all pictures can be uploaded here.

Anything that is a jpeg will automatically populate in the 

Interim and Final Reports. As you can see, the Application 
automatically comes up in this section as well. 



Collect Club Signatures

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  once by 
each person.



Collect Club Signatures

It will tell them to go into the Grant and sign it. 

Signee will go to Grants – Club Grants – open up the Grant Application and Click Sign Grant Application. 

Both signees are required to do this, and then it is ready to submit. 

You will also see that after the club signatures have been added, two more tabs – Activity Log and Signatures pop up.  The Activity Log 
shows a timeline of what has occurred with this application each time a change has been made, and who has made the change. 

The Signatures tab shows who the two signees are and who has actually signed the application. This way, if the grant writer i s unsure who 
still needs to sign, they can go here and find out.



Collect Club Signatures



Reports

Once District Approves your Grant, two more Tabs will appear – Interim and Final Reports. 

This is where you will fill out the reports either midway through or after project is complete.  Follow the 
top tabs to collect signatures once again.



Interim and Final Reports

• 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.

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.



Interim and 
Final Reports

Interim Report: Due within 12 months of 

receiving funds (if project not completed)

Final report: Due within 2 months after 
completion of grant or 24 months of receiving 

funds



What are some of the 
frequently asked questions?



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 Collect Club Signatures and an auto-generated email SHOULD go to 
both signees on the grant but the sign grant button will appear after this .



Why can’t I see the signatures?

How do I know my application was submitted?

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. 

You will get locked out. In DACdb it will tell you that it has been 
submitted. You should also get an email notification, but that 
doesn’t always happen.



How do multiple people work on and edit 
the application at the same time?

Short answer: You can’t. 

Long Answer: Ideally one person would be responsible for 
entering the information ito DACdb. Any other work should be 
done outside the system. 

Some people work in Google Docs or Word, but that can cause 
formatting issues. 

Best Scenario: Work on the application section. Then have others 
go in and edit, after there is a draft. 

 



Why did my signatures disappear?

How do I know my application was submitted?

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. 

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. 



What should I do if I have questions?

Rewatch the video of today’s training

Visit the District 5160 website and look at the Foundation 
and Grant page. There is a wealth of information there, 
including videos, handouts, and more. 

Visit the Club Grants page in DACdb. It includes a Help 
section. The video titled Submitting a Club Grant 
Application and the Club Documentation PDF should help!



Do we have to get signature collection and 
district approval process with 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.



Keys to Success



Read.
Read.
Read.
Read.
Read.
Read. 
Read. 
Read.

And Read it again.



Make sure your application is complete. 
Including the MOU between RI and the 

Club.



Make sure your President-Elect has 
entered their club TRF goals into Rotary 

Club Central.



Make sure you Club President designates 
the authorized signatures in DACdb.



Ask for help early. 



Who can help me fill out the application? 
Answer Questions? Provide Support?



The Grant Committee

Grant Committee Chair Jon Dwyer: 
General questions

Grant Manager Danie Schwartz: DACdb/Technical how 
to questions

Grant Stewardship John Martin: Interim and Final 
Reports



2026 
How to use DacDB for 

Grants
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