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As a requirement of the Club Memorandum of Understanding (MOU), clubs must have a procedure to transfer the custody of the grant bank account.  The procedure must be saved in their document retention files.  This worksheet will help clubs outline their current procedures and decide if those procedures need to be changed to meet requirements of the MOU.

	Rotary Club of
	     
	Date
	     

	Name of Individual Completing Form
	     


CURRENT SIGNATORY DETAILS
To begin, complete the table below answering the following questions:

· Who are the current bank account signatories?

· Who is the primary signatory?

· Do the signatories serve a specific term?  If yes, when do their terms begin and end?

	Signatories By Office
	Primary?
	Term Start Date
	Term End Date

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


CURRENT PROCEDURES
Next answer the following questions about your club’s current policies and procedures.

· What is your club’s current policy on selecting grant bank account signatories?

	     


· What is your club’s procedure for transferring the custody of the grant bank account?
	     


· What is the bank’s procedure for changing grant bank account signatories?  Make sure you also know how to remove signatories who are no longer in good standing or have passed away, as these may have special circumstances.
	     


Planning for District or Global Grants: 
Lastly, use the next questions to draft your club’s procedure for transferring custody of the grant bank account for the District or Global Grants.
· Taking into consideration the requirements in the MOU, will your club need to develop or change its procedure for transferring the custody of the grant bank account?   FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No
· If yes, what will be the changes to your transfer of custody procedure?
	     


· Use the ideas listed in the previous question to write a draft procedure for transfer of the custody of the grant bank account.
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