Appendix A: Sample Application Form 

Section 1: Organization Information

1.1 
Organization Name 

1.2 
Organization Mission / Mandate Statement (100 words) 

1.3 
Organization Address 

1.4 
Organization Contact Name (for this project) 

1.5 
Contact Email / Phone Number / Website  

Section 2: Project Information 

2.1 
Project Name 
2.2 
Target Group (max 100 words) 
Who do you hope to reach with this project, and how does that fit with the guiding principles of this policy? 

2.3 
Challenge / Issue Facing Target Group (max 100 words) 
Please identify the problem / issue(s) you want to address through this project 

2.4 
Proposed Project Description (max 200 words) 

Please describe your approach to addressing this issue for this target population, and how this project will help with this approach 

2.5 
Outcome(s) (max 50 – 100 words) 

 What effects do you want or expect to see because of this project? Please comment on how many people are impacted by the project. 

2.6 
Organization Contribution and Capacity to Manage Project (max 200 words) 
Please include any information that demonstrates commitment and ability to complete the proposed project which could include: staff or volunteers; organization experience; other funding or in-kind support; history of working with this target population or in this area of service; also, comment on how sustainable the project is without ongoing financial support from Rotary.

2.7 
RCC Support & Recognition (max 100 words) 
Please indicate opportunities for RCC members to provide service through project participation, volunteering, etc.; please indicate how this project will recognize RCC support (i.e. logo on printed material, inclusion on website, etc.) 

2.8 
Workplan (max 100 words) 
Please provide a short list of key steps in work plan with estimated dates of when these steps will happen (don’t need exact date or details); project must be completed by xxx (date) .

2.9 
Budget and Funding Request 
Please include the amount being requested to support the project. For requests of $7,500 or more, please provide the most recent Financial Statements with the Funding Application.  If this is a new Project without financial statements, then the request must include financial projection or a detailed budget indicating estimated key expenses directly related to the project. If you have more than $100,000 aggregated in Cash and/or Investments on the Balance Sheet, please explain why the organization has accumulated the cash/investments and the intended purpose of those funds. Also, please identify any other funding sources including other Rotary or service club support. 

Final Instructions:

1. Complete the Blank Application provided below the Example one provided as a guide.

2. Email your completed application and any applicable attachments to rotarychtown@gmail.com using Subject line “Donation Request”.

Example Application 

	Organization Information 

	Name 
	ABCD Association 

	Mission / Mandate 
	We work with youth in communities across the province to help them find meaningful employment by providing workshops on financial literacy, communication skills, networking, and job search.  We also provide mental health resources for youth through outreach and education.  

	Address 
	123 Main Street, Montague, PE 

	Contact Name 
	Bob Smith 

	Contact Info 
	bob@abcd.pe.ca 
920 892 1234 
www.abcd.pe.ca

 HYPERLINK "http://www.abcd.pe.ca/"   


	Project Information 

	Name 
	Youth Community Services Education  

	Target Group 
	Youth ages 15-29 

	Challenge/ Issue 
	We do a lot of counselling, education, and outreach but are limited by the number of hours our volunteers can work and no marketing or advertising budget to reach beyond face-to-face 

	Description 
	We really need some great handouts and materials that we can give to our clients and provide to community partners so we can support others in the community who we may not see face-to-face.  This would include distribution to schools and post-secondary institutions and provide information on supports and services available for mental health support, education and programming for youth in PEI. This printed material would include the RCC logo and information as primary sponsor / supporter.  

	Outcomes 
	We aim to distribute 2,500 brochures and 250 posters across the province, and have a commitment from community partners to measure referrals that result from this distribution  

	Capacity 
	We have a great network of volunteers and partners who have already agreed to distribute, display, and circulate new materials. We also have a preferred non-profit rate confirmed from a graphic designer and from a local printing company.  

	RCC Support 
	RCC members can assist with engagement and distribution to community 

	Workplan  
	· May 2018 Develop information for brochure (including RCC logo) 

· June 2018 Hire graphic designer  

· July 2018 Review designs and approve for printing 

· August 2018 Print order completed 

· August 2018 Distribution through community partners including 

Rotary Club of Charlottetown and members 

· September 2018 Launch and celebration / media event  

	Budget and Funding Request
	We are seeking funds from RCC of $4,000 which will cover the following expenses directly related to this project: 

· $1,000 graphic design 

· $2,000 printing (2500 rack cards, 250 posters) 

· $500 travel for distribution 

· $500 launch event  

We do not have any other funding sources for this project.  


	Organization Information 

	Name 
	 

	Mission / Mandate 
	

	Address 
	

	Contact Name 
	

	Contact Info 
	
 


	Project Information Criteria

	Name 
	

	Target Group 
	

	Challenge/ Issue 
	

	Description 
	

	Outcomes 
	

	Capacity 
	

	RCC Support 
	

	Workplan  
	 

	Budget and Funding Request
	 


Only to be completed once the project has been funded. Please note that the Final Report is to be provided to the Rotary Club of Charlottetown electronically including pictures.
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                                         Final Report Template
	Cover page 
 
	[Name of project] 
Completion Report 
Submitted by [awardee name] Date 

	Page 2 
	Project Description (250 words maximum) 

	Page 3 
	Summary of the Project Outcomes (1,000 words maximum) and success indicators 

	Appendix 
	Provide a detailed list of all relevant expenses including the percentage covered by RCC and the totals. 
Receipts and invoices should be available on request, but are not required for the final report submission.  
Provide an income statement including funding received from all sources for the project. 

Provide a detailed list of promotion that the Rotary Club of Charlottetown has received because of the project/donation. Please reference any Media and Social Media postings. Also, please provide digital pictures of the project in various stages of progress and upon completion of the project.   


Guiding Principles for the Use of Funds 

1. The Donations Assessment Committee is responsible for assessing and recommending short term projects/donations to the RCC Board for projects/donations to be made to recognized nonprofits/charities/non-governmental organization (NGO’s), or businesses with a social impact mandate in Prince Edward Island. 
2. RCC’s International Committee is responsible for assessing and recommending International Projects/Donations to the RCC Board for donations to recognized nonprofits/charities/non-governmental organization (NGO’s), or businesses with a social impact mandate outside of P.E.I.

3. Notwithstanding International focused Donations or Projects, for Rotary Club Programs, RCC Community Service Projects, multi-year projects, and other short term Projects/Donations based in PEI, the RCC will give priority to activities that focus on youth, seniors, poor or low income Islanders, people with Literacy needs, people with disabilities, mental health, and the environment. Priority activities and funding could also include, but are not limited to housing, food security, education,  community development, and entrepreneurship or leadership training relating to one of the above groups. Club Capital projects should be limited to one of the above identified priorities.  
4. The focus and service activities of the RCC relating to people with disabilities and literacy, are primarily from Easter Seals PEI, and the Rotary Club of Charlottetown Literacy Foundation Inc., respectively.

5. The RCC will give priority to activities that attempt that have a provincial mandate or attempt to allocate the funds in the various regions of Prince Edward Island. 

6. RCC’s International Committee will assess International Projects on the basis of Rotary Internationals six priority areas of funding: promoting Peace; fighting disease; providing clean water, sanitation, & hygiene; saving mothers & children; supporting education; & growing local economies.   

7. The RCC will not support religious organizations, or political parties/lobby groups.

8. The RCC will not support well-funded national organizations when granting donations/projects in PEI. 

9. Donations made directly to individuals are to be avoided unless part of a RCC sponsored Program.   

10. RCC gives priority to activities/organizations that provide services directly to their own constituents. 

11. RCC will give priority to activities which support the Mission, and Object of Rotary.

12. RCC always require recognition of RCC as an organization supporter.  

13. Funds will not be allocated for retroactive requests. 

14. For activities in P.E.I., RCC’s goal is to try to geographically spread the funds. The granting of repeated donations to the same organizations may be counter to this principle. Implementation will be based on the judgement of the Assessment Committees, and the RCC Board.
15. RCC will not fund external projects or activities that require RCC direct management without prior approval of Board. 

16. Club fundraisers, including Lottery fundraisers, held only for specified RCC projects or programs, recognized nonprofits/charities/NGOs, or businesses with a social impact mandate are not considered to be part of this Policy. However, the Board must approve the specific Fundraiser and the applicable donation to the target group. 

17. The use of funds obtained from other Club fundraisers that are held joint with other Rotary or other Service Clubs do not form part of this Policy.

18. This Policy does not pertain to funds donated by the RCC Charitable Trust, RCC Literacy Foundation, RCC Foundation, or Easter Seals PEI, or the RCC Club portion of the Easter Seals. Donations made from the Club portion of Easter Seals (RCC Charitable Trust) have a different Policy.

19. All Use of Funds in this Policy must be in accordance to the RCC Bylaws.

