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SECTION # 1 

FORWARD 

INTRODUCTION  
 

Welcome to the RI Zones 30/31 Disaster Planning and Response Guide.  This 

comprehensive guide is designed to assist Rotary Zones, Districts, and Clubs in 

preparing for, responding to, and recovering from various types of disasters and 

emergencies.  This guide aims to equip you with the knowledge and tools necessary 

to effectively manage crises and minimize the impact of disasters.  

Disaster can strike unexpectedly and have devastating consequences on lives, 

infrastructure, and the environment.  From natural disasters such as hurricanes, 

earthquakes, and wildfires, to human-made emergencies like industrial accidents 

and terrorist attacks, being prepared and having a well-coordinated response can 

save lives and mitigate damages.  

This guide is structured to provide leadership teams at the Zone and District levels 

with practical guidance on disaster preparedness, response strategies, and 

recovery efforts.  The guide includes such topics as organizational structures, 
emergency planning, communication, resource management, networking 

opportunities, foundations, etc.  

The information presented here is based on best practices and lessons learned from 

past disasters.  It emphasizes the importance of collaboration, coordination, and 

continuous improvement in disaster management.  By adopting the principles 

outlined in this guide and customizing them to each Zone/District’s needs and 

circumstances, you can enhance your entity’s resilience in the face of adversity. 

We encourage you to use this guide as a reference and a roadmap for developing 

and refining your disaster preparedness and response capabilities.  Remember, 
preparedness is a shared responsibility that requires proactive engagement at all 

levels. 

Thank you for your commitment to disaster readiness and response.  Let’s work 

together to ensure that we are prepared for whatever challenges lie ahead.   
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SECTION # 2 

ROTARY INTERNATIONAL ZONES 30 & 31 DISASTER RESPONSE 

 ADVISORY COMMITTEE 
 

OVERVIEW  
 

Mission Statement:  
 

The Rotary Zones 30/31 Disaster Response Advisory Committee plays an 

integral role in supporting the Rotary Zones and Rotary Districts with their 

respective Disaster Response Committees. The Rotary Zones 30/31 Disaster 

Response Advisory Committee will act in an advisory role and provide 

guidance, structure, resources, communication, and connections. 
 

The Roary Zone 30/31Disaster Response Advisory Committee supports the Zones 

and Districts with disaster response plan and responses throughout the year by:  
 

• Developing “best practices” regional and district disaster response plans. 
 

• Developing relationships with NGOs and relief/recovery agencies. 
 

• Information dissemination and circulation. 
 

• Sharing preparedness, response, and long-term recovery training and 

education. 
  

• Be a resource to Zone Leadership and District Leadership teams and support 

both in the development of Disaster Response Committees. 
 

• If team members from one Zone/District Disaster Response Team are unable 

to response to a situation, the Advisory Committee will work to assist with 

pairing the effective response team with resources from another disaster 

response team.  
 

• Make recommendations to the Zone Director and Zone Director-Elect 

regarding issues related to the planning for and responding to disasters 

impacting the Zones as required by the Zones leadership. 
 

•  Keeping the concept of “Disaster Response” relevant and current. 
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SECTION # 3 

ROTARY INTERNATIONAL ZONES 30 & 31 

ZONE DISASTER RESPONSE COMMITTEES  

STRUCTURE  / SETUP INTERNATIONAL 
 

OVERVIEW  
 

Mission Statement:  
 

The Rotary Zone Disaster Response Committees (ZDRC) play an integral role in 

supporting the Rotary District Disaster Response Committees (DDRCs). The 

ZDRC will act in an advisory role and provide guidance, structure, resources, 

communication, and inter-district connections while providing ongoing 

leadership throughout the year.  

 

The ZDRC will act as a liaison between districts and in partnership with Rotary 

Leadership to align with response initiatives. The ZDRC will also assist with the 

organization of DDRCs and guide the application process for 501(c) 3 status.  

 

The ZDRC can support their DDRCs throughout the year by sharing preparedness, 

response, and long-term recovery training and education opportunities. 

 

Advisory Role: The ZDRC will help guide DDRCs, by providing leadership and 

assistance when needed.  

 

Communication: The ZDRC will help with inter-district communications by making 

connections and sharing information to assist impacted communities.  

 

Guidance: The ZDRC will help DDRCs navigate all phases of disaster, including 

formation and 501(c) 3 status.  

 

Resources: The ZDRC will act as a resource hub. Provide education, training, and 

disaster best practices to help DDRCs best serve their communities and members.  

 

Inter-District Support: The ZDRC will provide updates and real-time assistance to 

allocate resources and support in times of disaster response and recovery. 

 

Grants Assistance: The ZDRC will help with grant assistance and management, 

including sharing financial best practices.  
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ZONE LEVEL – ORGANIZATIONAL CHART 
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ZONE LEVEL – JOB DESCRIPTIONS 
 

ZONE 30 DISASTER RESPONSE COMMITTEE 

ZONE 31 DISASTER RESPONSE COMMITTEE 
 

A Zone Disaster Response Committee which is set up to assist, other than direct 

operational or support functions or resources, to the District Response Committees' 

incident management efforts.  Incidents can be defined as a natural or manmade 
occurrence that necessitates a response to protect life or property.  Incidents can 

include planned events as well as emergencies and/or disasters of all kinds and 

sizes.  
 

• ZONE DISASTER RESPONSE COMMITTEE CHAIR 

o Scope 

 The Zone Response Committee Chair, working with other 

members of the Committee, sets the objectives, strategies, and 

priorities for the Zone's support of its member Districts' 

responses to disaster response efforts within the Districts.  The 
Chair is responsible for the overall direction of the Zone's level of 

response and assistance. 
 

o Responsibilities 

 Responsible for managing and directing the Zone Disaster 

Response Team. 

 Establish objectives and make assignments. 

 Establish and maintain connections with partners. 

 Responsible for all disaster response assistance functions, 

including the four key sections: Operations, Planning, Logistics, 

and Finance/Administration. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to 

various types of incidents. 

 

• VICE ZONE DISASTER RESPONSE COMMITTEE CHAIR 

o Scope 

 The Zone Disaster Response Committee Vice Chair works in 

concert with the Zone Disaster Response Committee Chair.  
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 They assume the Chair role, with the associated responsibilities, 

when the Chair is absent or unavailable.  
 

o Responsibilities 

 Works with the Zone Disaster Response Committee Chair to 

ensure the smooth running of the assistance response efforts to 
the District Response Committee in addressing various 

incidents.  
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents.  

 

• DNA RAG LIAISON 

o Scope 

 The DNA RAG is responsible for working with the Disaster 

Network of Assistance Rotary Action Group (DNA RAG).  
 

o Responsibilities 

 Point of contact with the Disaster Network of Assistance Rotary 

Action Group (DNA RAG). 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 

• DISTRICT LIAISONS 

o Scope 

 The District Liaisons are those individuals identified within the 
District Disaster Response Committee and tasked with being the 

contact person between the District Disaster Response 

Committee and the Zone Disaster Response Committee.  
 

o Responsibilities 

 Ensures the flow of information between the Zone Disaster 
Response Committee and the District Disaster Response 

Committee. 
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o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents.  

 

• FINANCE/ADMINISTRATION SECTION 

o Scope 

 The Finance/Administration Section offers assistance to the 
District Disaster Response Committee with overseeing an 

incident's administrative and financial considerations.  The 
Finance/Administration Section Chair assists the District in such 

areas as monitoring costs related to an incident response. 
 

o Responsibilities 

 Responsible for assisting District Disaster Response 

Committees with an incident's financial and cost analysis.  
 Provide assistance with contract negotiations and monitoring. 

 Provide assistance with the accounting for volunteer manhours, 

donations of materials and equipment, expenses, etc. 

 Provide assistance with the documentation and reporting of 

volunteer manhours, donations, and possible reimbursements. 

 Provide assistance with grant writing associated with the 

mission of the District Disaster Response Committee, both TRF 

Disaster Response Grants and other grant opportunities. 

 Provide assistance in the development and oversight of 

fundraising relating to the mission of the District and the District 

Disaster Response Committee. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in accounting, bookkeeping, etc.   

 

• LOGISTICS SECTION 

o Scope 

 The Logistics Section assists the District Disaster Response 

Committee with items such as providing facilities, services, and 

materials for the incident to which a response is needed.  These 
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resources can include personnel, equipment teams, supplies, 

and facilities.  
 

o Responsibilities 

 Assist the District Disaster Response Committee with ordering, 

obtaining, maintaining, and accounting for personnel, 

equipment, and supplies for planned District response support 

activities. 

 Assist with providing communications planning and resources 

for the District Response Team. 

 Provides assistance to the District Disaster Response 

Committee with providing food and beverage services for District 

volunteers if needed and required. 

 Assist the District Disaster Response Committee with securing 

and coordinating needed facilities to carry out planned 

activities. 

 Assist the District Disaster Response Committee with 

coordinating, if required, any transportation needed to support 

district support activities. 

 Advise District Disaster Response Committees on best practices 

to ensure the District Response Teams' well-being and 

coordinate medical assistance if required by the teams. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in the areas of supply chain management.  

 

• OPERATIONS SECTION 

o Scope 

 The Operations Section is responsible for assisting the District 

Disaster Response Committees and those efforts in 
implementing incident response operations. 
 

o Responsibilities 

 Assist the District Disaster Response Committee with 

developing and implementing the District's disaster response 

efforts. 
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 Assist the District Disaster Response Committee with 

developing and implementing strategies and tactics to 

accomplish the response to the incident. 

 Assist the District Disaster Response Committee with 

organizing, assigning, and supervising all the response 

resources assigned to the incident. 

 Assist the District Disaster Response Committee by providing 

the appropriate training opportunities to District Disaster 

Response Committee members and District Incident Response 

teams. 

 Assist the District Disaster Response Committee with providing 

best practices for setting up and managing a Point of Distribution 

(POD) if established. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience working with non-profit organizations. 

 

• PLANNING SECTION 

o Scope 

 The Planning Section provides assistance to the District Disaster 

Response Committee in its efforts to support the incident 
planning process by tracking resources, collecting and analyzing 

information, and maintaining documentation.  
 

o Responsibilities 

 Assist the District Disaster Response Committee with the 

preparation and documentation of the District Disaster 

Response Plan. 

 Provide assistance to the District Disaster Response Committee 

with the management and maintaining awareness of the disaster 

and the District's response efforts. 
 Assist the District Disaster Response Committee in developing 

and implementing the District's demobilization plan associated 

with the particular disaster. 

 Provide assistance, if needed, with best practices for overseeing 

the collection, evaluating, and disseminating operational 

information related to the incident. 
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 Provide assistance to the District Disaster Response Committee 

with preparing and disseminating the District Disaster Response 

Action Plan.  

 Assist the District Disaster Response Committee with methods 

of providing information and reports to help identify lessons 

learned during the after-action review process. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in organizational strategic planning.  
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FREQUENTLY ASKED QUESTIONS 

 What can the Zone do to help Districts and Clubs with Disaster 

preparedness, response, and recovery? 

a. Provide a list of important contacts for disaster-related help. 

b. Assist by directing offers of supplies and/or volunteers to the District 
Disaster Committee Chair in the affected area. 

c. Help the District apply for an Disaster Response Grant from The Rotary 

Foundation. 

d. Offer educational opportunities in disaster preparedness, response, 
and recovery. 

 

 When affected by a disaster, who is the person(s) to contact at the Zone 
level? 

a. The Zone Disaster Response Committee Chair. 

b. The Zone Disaster Liaisons Committee Chair. 

 

 Why is it so important to have your Rotary Zone Involved in the District’s 

disaster response and recovery? 

a. The Zone has a large network of contacts in place that are ready to help 

Districts and clubs. 

b. The Zone Disaster Response Committee has people with years of 

knowledge and experience who can offer advice and guidance.  
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SECTION # 4 

ROTARY INTERNATIONAL ZONES 30 & 31 

DISTRICT DISASTER RESPONSE COMMITTEES  

STRUCTURE  / SETUP INTERNATIONAL 
 

OVERVIEW  
 

MISSION STATEMENT:  

 

The Rotary District Disaster Response Committee is designed to support 

disaster preparedness, response, and recovery operations for Rotary Districts 

in coordination with disaster-impacted communities and Rotary Zone 

leadership.  

 

The District Disaster Response Committee (DDRC) will act as a liaison with 
Volunteer Organizations Active in Disasters (VOADs), non-government organizations 

(NGOs), and local and state jurisdictions.  
 

The DDRCs will provide structure and support to Rotary Districts while serving local 

communities impacted by disasters. DDRCs can support their communities 

throughout the year by focusing on preparedness, response, and long-term 

recovery.  

 

Here's How:  
 

Prepare: Throughout the year, during "blue skies", the DDRC team can host disaster 

preparedness training and education with district leadership and local clubs.  

 

Activities Include:  

● Conduct annual personal preparedness training for members. 

● Invite speakers to focus on preparedness topics, including disaster 

insurance issues and how to build recovery plans in advance.  

● Host events and information drives to assemble preparedness kits that can 

be distributed to community members. 

● Host a volunteer event or campaign for club members to work with their 

communities to create a preparedness plan and store important 

documents in a safe place. 
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● Fundraise for critical recovery supplies, such as tarps, which should be 

stored in strategic locations that can be accessed when a disaster occurs. 

● Make a plan for who in the club will be responsible for what actions when a 

disaster occurs. 

● Partner with local Disaster Recovery organizations to gain free training and 

resources, including various types of insurance: home, renters, auto, and 

flood.  
● Participate in scheduled local COAD and State VOAD calls to build 

supportive networks and better understand how the DDRC can best 

support the community.  

Preparing for disasters will help build sustainable working relationships with other 

response organizations before any disaster occurs, enhancing our ability to 

participate in the response effectively.   
 

Response: Once a disaster hits, the first course of action is to take inventory and 
connect with Rotary members, partners, government authorities, faith-based 

organizations, and your local VOAD/COAD.  

 

These touch points will increase the organization and coordination of all response 

efforts and reveal which local, state, federal, and private resources are available to 

the community. Once there is a clear understanding of need and response efforts, 
the DDRC can provide support where necessary and be a great capacity builder for 

larger organizations responding to the disaster. Remember, there isn't just one way 

to support in a disaster; there will ALWAYS be room for assistance.  

 

Some DDRCs may wish to add capacity to larger disaster organizations, while 

others may want to help with the distribution of goods. At the same time, some 

choose to fundraise or offer space to help homeowners identify helpful resources to 
recover. There isn't a "one-size-fits-all solution"; there are many different ways to 
help.  

Activities Include:  

 

● Distribution of goods and resources. 

● Partner with a response organization to add capacity.  

● Conduct community assessments to understand damages and survivor 

needs better.  

● Volunteers:  

o Hands-on: debris removal, muck & gut, mold suppression, and points-

of-distribution. 
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o Administrative Support: In-kind donations, fundraising, 

communications, coordination, logistics, and inventory. 

 

Note: any fundraising efforts require a high level of financial accountability and 
transparency.  

 

Recovery: Once the event has passed and the news outlets and national 

organizations have moved on, remember the recovery efforts are not over. In many 
ways, they are just beginning. Long-term recovery may take months and even years 

for a community to recover fully. Since Rotary is a permanent community support 

system, the DDRC may find there are long-term needs to support rebuilding 

organizations that require funding, resources, and volunteers. There may also be a 

need to host State and Federal programs to help impacted communities apply and 

appeal their FEMA applications.  

 

Activities Include:  

 

● Needs Assessments 

● Partner with rebuilding organizations to help rebuild damaged properties. 

● Partner with recovery organizations to support long-term survivor needs, 

including maximizing government and insurance benefits and how to avoid 
contractor fraud.  

● Continue fundraising activities to support the community.  

● Redistribution of leftover supplies and resources (water, resources, and 
materials) 

 

The path to recovery can be arduous, but having consistent community support 

efforts can help alleviate the suffering endured by those recovering from natural 
and/or manmade disasters.  
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DISTRICT LEVEL – ORGANIZATIONAL CHART 

NON-DISASTER MODE 
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DISTRICT LEVEL – ORGANIZATIONAL CHART 

DISASTER MODE 
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DISTRICT LEVEL – JOB DESCRIPTIONS 
 

DISTRICT DISASTER RESPONSE COMMITTEE 

 

A District Disaster Response Committee is set up to supply assistance, other than 

direct operational or support functions or resources, to the incident management 

effort.  Incidents can be defined as a natural or manmade occurrence that 
necessitates a response to protect life or property.  Incidents can include planned 

events as well as emergencies and/or disasters of all kinds and sizes.  
 

• DISTRICT DISASTER RESPONSE COMMITTEE CHAIR 

o Scope 

 The District Response Committee Chair, working with other 

members of the Committee, sets the objectives, strategies, and 

priorities for the District's disaster response efforts.  The Chair is 
responsible for the overall management of the incident. 
 

o Responsibilities 

 Responsible for managing and directing the District Disaster 

Response Team. 

 Establish objectives and make assignments. 

 Ensure the overall safety of the District's response team. 

 Establish and maintain connections with partners. 

 Responsible for all incident management functions, including 

the four key sections: Operations, Planning, Logistics, and 

Finance/Administration. 

 Reports directly to the District Governor. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 700 & 800. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 

• DISTRICT DISASTER RESPONSE COMMITTEE VICE CHAIR 

o Scope 

 The District Disaster Response Committee Vice Chair works in 

concert with the District Disaster Response Committee Chair.  

They assume the Chair role, with the associated responsibilities, 

when the Chair is absent or unavailable.  
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o Responsibilities 

 Works with the District Disaster Response Committee Chair to 

ensure the smooth running of the District Response Committee 

and its responses to various incidents. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 700 & 800. 

 Some working knowledge of appropriate responses to various 

types of incidents.  
 

• ZONE LIAISON 

o Scope 

 The Zone Liaison is responsible for working with the Zone 

Disaster Response Committee.  

 The Zone Liaison also works in cooperation with neighboring 

District Disaster Response Committees and teams, under the 

direction of the Zone District Response Committee. 
 

o Responsibilities 

 Point of contact with the RI Zone Disaster Response Committee. 

 Point of contact with the Disaster Network of Assistance Rotary 

Action Group (DNA RAG). 
 Reports directly to the District Disaster Response Committee 

Chair. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 700 & 800. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 

• VOAD LIAISON 

o Scope 

 The VOAD Liaison is responsible for working with the local/area 

Voluntary Organizations Active in Disaster (VOAD) organizations. 
 

o Responsibilities 

 Involved with and develops relationships with the local/area 

VOAD. 
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 Develops relationships with governmental agencies, non-

governmental organizations (NGOs), and private sector 
organizations. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 288. 

 Some working knowledge of appropriate responses to various 

types of incidents.  

 

• PUBLIC INFORMATION OFFICER 

o Scope 

 The Public Information Officer works with the District's Clubs, 
the public, and the media with District response efforts and 
updates. 

 

o Responsibilities 

 Serves as the conduit for information to internal and external 

stakeholders, including the Clubs in the District, other Rotary 

Districts, etc.  
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 29. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Working experience in the areas of public relations, marketing, 

advertising.  

 

• FINANCE/ADMINISTRATION SECTION 

o Scope 

 The Finance/Administration Section oversees an incident's 

administrative and financial considerations.  The 
Finance/Administration Section Chair monitors costs related to 

an incident response by providing accounting, procurement, 

time recording, and cost analysis.  
 

o Responsibilities 

 Responsible for all of the financial and cost analysis aspects of 
an incident.  
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 Any contract negotiations and monitoring. 

 Accounting for volunteer manhours, donations of materials and 

equipment, expenses, etc. 

 Responsible for the documentation and reporting of volunteer 

manhours, donations, and possible reimbursements. 

 Oversight of any grant writing associated with the mission of the 

District Disaster Response Committee, both TRF Disaster 

Response Grants and other grant opportunities. 

 Assist in the development and oversight of fundraising relating to 

the mission of the District and the District Disaster Response 

Committee. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in accounting, bookkeeping, etc.   

 

• LOGISTICS SECTION 

o Scope 

 The Logistics Section is responsible for providing facilities, 

services, and materials for the incident to which a response is 

needed.  These resources can include personnel, equipment 

teams, supplies, and facilities.  
 

o Responsibilities 

 Responsible for ordering, obtaining, maintaining, and 

accounting for personnel, equipment, and supplies for planned 

District response support activities. 

 Provide communications planning and resources for the District 

Response Team. 

 Coordinates, as needed, the provision of food and beverage 

services for District volunteers. 

 Coordinate any needed facilities to carry out planned activities. 

 Coordinate, if required, any transportation needed to support 

district response support activities. 

 Responsible for ensuring the well-being of the District Response 

Teams and coordinating medical assistance if required by the 

teams. 

 Secures facilities for Points of Distribution (POD). 
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o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 27. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in the areas of supply chain management.  

 

• OPERATIONS SECTION 

o Scope 

 The Operations Section is responsible for implementing incident 

response operations as needed. 
 

o Responsibilities 

 Help with the development and implementation of the District's 

disaster response efforts. 
 With the District Response Committee Chair/Vice Chair, assist 

with oversight of the District's response effort. 
 Responsible for developing and implementing strategy and 

tactics to accomplish the response to the incident. 

 Organizes, assigns, and supervised all the response resources 

assigned to the incident. 

 Provide appropriate training opportunities to District Disaster 

Response Committee members and District Incident Response 

teams. 

 Manage a Point of Distribution (POD) if established. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 102.C. 

 IS 26. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience working with non-profit organizations.  

 

• PLANNING SECTION 

o Scope 

 The Planning Section supports the incident planning process by 

tracking resources, collecting and analyzing information, and 

maintaining documentation.  
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o Responsibilities 

 Assist with the preparation and documentation of the District 

Disaster Response Plan. 

 Manage and maintain awareness of the disaster and the 

District's response efforts. 
 Assist with the development and implementation of the 

District's demobilization plan associated with the particular 

disaster. 

 Oversees the collection, evaluation, and dissemination of 

operational information related to the incident. 

 Responsible for preparing and disseminating the District 

Disaster Response Action Plan.  

 Provide information and reports to help identify lessons learned 

during the after-action review process. 
 

o Desirable Skills / Experience 

 ICS 100 Training 

 IS 235 

 Some working knowledge of appropriate responses to various 

types of incidents 

 Experience in organizational strategic planning. 
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ROTARY DISASTER RESPONSE GRANTS 

The Rotary Foundation supports disaster relief and recovery efforts through grants 
from the Rotary Disaster Response Fund.  The Trustees of The Rotary Foundation 

may establish individual funds in the wake of specific disasters.  These funds 
provide support for immediate relief efforts through disaster response grants.  

WHAT ROTARY DISASTER RESPONSE GRANTS SUPPORT 

Districts that have been affected by natural disasters can use Rotary disaster 
response grants to launch their own projects or work with established relief 

organizations to help their communities recover.  Grant funds can be used to 

provide basic items such as water, food, medicine, and clothing.  Districts should 

work closely with local officials and groups to ensure that the funding will meet a 
specific community need. 

WHO CAN APPLY FOR A ROTARY DISASTER RESPONSE GRANTS 

Once a District becomes qualified to apply for any type of Rotary grant, a District in 
an affected area or country, through its District Governor and District Rotary 
Foundation Chair, may apply for a maximum grant of $25,000, based on availability 

of funds.  A District may apply for subsequent grants after it successfully reports 

outcomes from previous disaster response grants. Reports are due within six 

months of the grant payment.  

The Rotary Foundation can also offer funding to support long-term disaster recovery 

efforts through global grants.  

 

See the District Foundation Section for more information on how to set up a 

District Foundation. 
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FREQUENTLY ASKED QUESTIONS 

 Why prepare for a disaster?  It can’t happen to me! Guess what, it might!! 

a. Disasters are happening more often than they have in the past and in 

many places where they were not expected to happen.  Just listen to 

the news. 

 

 Why have an organizational structure (Disaster Response Committee) in 

place when a disaster hits? 

a. A district that did not have a committee was caught not at all prepared 

and missed opportunities for grants and other help.   

b. It takes the unprepared district years to recover versus a district that is 

even a little prepared, will recover in a much shorter period. 

 

 Who should be on the “Disaster Response Committee”? 

a. Rotarian’s working or have worked in the local “Emergency 

Management Agencies”. 

b. Those people who are interested in helping other people during a 

disaster. 

c. A cross section of the members of the district (someone from the 

district foundation committee, the finance committee, the youth 
committee, public image committee, Rotarian’s in the medical field, 
and several Past District Governors). 
 

 Why have the right individuals selected and trained for the right 

positions? 

a. With the right (State) EMA/FEMA training members of the district’s 
voluntary team will be ready to handle the needs of the disaster. 

b. The trained volunteers will make setting up the “Volunteer Reception 

Center” go much faster to help respond to the disaster. 

c. Training in advance will save several steps during the Volunteer 

Reception Center process when signing up volunteers to start working 

during the disaster. 

 

 Why have established links or partnerships? 

a. Now find serval disaster friends/partners to work with during a disaster.  
Both locally and nationally and put in place “Memorandum of 

Understanding” (MOU) for each. 
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b. Remember this is needed so the local EMA team will know about 

Rotary, because we must be asked to join in any disaster. 

c. With the MOU, we will know the base of operation. 

d. By linking with national organizations in advance of a disaster, we will 

be able to join their team while we are setting up our connections with 

the local EMA.  This also gives us secondary insurance coverage.  

(Disaster Aid USA, Crisis Cleanup, Operation Blessing, Team Rubicon, 

Samaritan’s Purse, etc.) 
e. Through partnerships it will allow your team to participate and be 

effective in RESPONSE, RECOVERY and REBUILDING. 
 

 What is a “Long Term Recovery Committee”? 

a. Know that a “Long-Term Recovery Committee” will need to be 

established to handle the claim investigations and finding other needs 
in the community after the first response phase is somewhat 
completed.  This is a committee totally different from the “Disaster 

Response Committee”.  It has its own by-laws and operations manual. 

 

 Why do we need a “District Foundation/Charities” not-for-profit 501(c)3? 

a. You need an entity to handle “Tax Deductible” donations.  

b. The district will have full control over any funds. 

c. You will be able to set-up a “voucher” and “grants” system for better 

control of any funds. 

d. The “District Foundation/Charities” will be able to make immediate 

payments using a debit card, if needed. 

e. By using “Team Merchant” credit card processing you will get the 

Rotary discount rate with NO monthly or annual fixed expenses through 
the “District Foundation/Charities” account. 

f. The best name for your district’s Foundation is: “Rotary District ???? 

Charities”.  Rotary International prefers we use “Charities” to not get it 

confused with their “The Rotary Foundation”. 

 

 Can you use a “Community Foundation” to handle donated funds? 

a. Yes, but your “Disaster Response Committee” will not have direct 

control of any funds. 

b. You will have to wait on them to issue checks. 

c. You will have to pay a fee for them providing the services. 

d. You will pay their credit card processing fees. 
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SECTION # 5 

ROTARY INTERNATIONAL ZONES 30 & 31 

CLUB DISASTER RESPONSE COMMITTEES  

STRUCTURE  / SETUP INTERNATIONAL 
 

OVERVIEW  
 

MISSION STATEMENT:  

 

The Rotary Club Disaster Response Committee (CDRC) is designed to support 
disaster preparedness, response, and recovery operations for Rotary Clubs in 
coordination with disaster-impacted communities and Rotary District 

leadership.  

 

Because all disasters begin locally, it is the responsibility of individual Rotary Clubs 

to develop plans within the guidelines of the District Disaster Response Committee 

plan.  The club president and the club board of directors are responsible for 

developing the “Club Disaster Response Committee” (CDRC) and its leadership. 
 

The CDRC chair is responsible for developing the club’s disaster plan with 

assistance from the District Disaster Response Committee (DDRC).  In the event a 
Rotary Club is asked by local emergency management authorities to assist, the club 

involved should immediately notify the District Governor and the chair of the DDRC. 

 

In some cases, there may be two or more clubs within the same local jurisdiction 

that have agreed to participate in the disaster process.  In this case, those clubs 

should work together to establish response protocols with the DDRC.     

 

The CDRC will act as a liaison with Community Organizations Active in Disasters 

(COADs), Volunteer Organizations Active in Disasters (VOADs), non-government 

organizations (NGOs), and local and state jurisdictions.  
 

The CDRCs will provide structure and support to Rotary Clubs while serving local 

communities impacted by disasters. CDRCs can support their communities 

throughout the year by focusing on preparedness, response, and long-term 

recovery.  
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The club plan should also include a provision to respond to individuals who may 

need assistance following a personal disaster.  For example, if a fellow Rotarian or 

other citizen has damage to his or her home.  Rotarians should be ready to help. 

 

As part of disaster preparation, each Rotarian should be prepared to take care of his 

or her own family during a disaster.  This means the CDRC chair should host at least 

one program annually that discusses individual preparedness and planning. (See 
“Additional Resources” for weeks 1 thru 24 “Preparedness Calendar”) 
 

Here's How:  
 

Prepare: Throughout the year, during "blue skies", the CDRC team can host disaster 

preparedness training and education with district leadership and local clubs.  

 

Activities Include:  

● Conduct annual personal preparedness training for members. 

● Invite speakers to focus on preparedness topics, including disaster 

insurance issues and how to build recovery plans.  

● Host events and information drives to assemble preparedness kits that can 

be distributed to community members. 

● Host a volunteer event or campaign for club members to work with their 

communities to create a preparedness plan and store important 

documents in a safe place. 

● Fundraise for critical recovery supplies, such as tarps, which should be 

stored in strategic locations that can be accessed when a disaster occurs. 

● Plan for who in the club will be responsible for what actions when a disaster 

occurs. 

● Partner with local Disaster Recovery organizations to gain free training and 

resources, including various types of insurance: home, renters, auto, and 

flood.  
● Participate in scheduled local COAD and State VOAD calls to build 

supportive networks and better understand how the CDRC can best 

support the community. 

Planning: The CDRC chair should attend a training session provided by the DDRC 

and encourage other interested club members and friends of Rotary to participate.  

This class will cover the material in the FEMA IC-100 Course.  It would be helpful if a 

member of the local emergency management also attended the class. 
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The CDRC chair will maintain the resource list and make it available to local 

emergency management officials.  If invited, the CDRC should participate in one or 
more local drills and exercises. 

Preparing for disasters will help build sustainable working relationships with other 

responding organizations before any disaster occurs, enhancing our ability to 

participate in the response effectively.   

Activation:  When the plan is activated, all Rotary resources will answer to the 

appropriate position within the incident Management Organization.  Reporting, 

check-in, check-out and demobilization will be done according to the Incident 

Action Plan established for the incident. 

Response: Once a disaster hits, the first course of action is to take inventory and 
connect with Rotary members, partners, government authorities, faith-based 

organizations, and your local COAD/VOAD.  

 

These touch points will increase the organization and coordination of all response 

efforts and reveal which local, state, federal, and private resources are available to 

the community. Once there is a clear understanding of need and response efforts, 
the CDRC can provide support where necessary and be a great capacity builder for 

larger organizations responding to disasters. Remember, there isn't just one way to 

support in a disaster; there will ALWAYS be room for assistance.  

 

Some CDRCs may wish to add capacity to larger disaster organizations, while 

others may want to help with the distribution of goods. At the same time, some 

choose to fundraise or offer space to help homeowners identify helpful resources to 
recover. There isn't a "one-size-fits-all solution"; there are many ways to help.  

 

Activities Include:  

 

● Distribution of goods and resources. 

● Partner with a response organization to add capacity.  

● Conduct community assessments to understand damages and survivor 

needs better.  

● Volunteers:  

o Hands-on: debris removal, muck & gut, mold suppression, and points-

of-distribution. 

o Administrative Support: In-kind donations, fundraising, 

communications, coordination, logistics, and inventory. 
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Handling of Funds:  Find a local 501 (C) 3 Foundation/Charity (needed in USA) to be 
the lead organization for accepting and distributing cash donations.  This can be a 

service organization (like Rotary), Community Foundation, United Way, Church, or 
established non-profit accustomed to serving families in crisis. 

 

The 501 (C) 3 needs a board resolution stating that they will take on this role.  Get 
MOU (Memorandum of Understanding) outlining what the organization will do.  Get 
a copy of board minutes showing that it has board approval.   

 

The 501 (C) 3 needs to: 
   

• Have capacity for processing large amounts of data, such as computer(s), 
desks, copy machine, software (Excel, Word, Financial). 

• Set up separate internal accounting for tracking incoming donations and 

outgoing grants / distributions.  (See “Additional Resources” for Disaster 

Relief Grant MOU & Application”) 
• Create an online giving portal to accept donations via credit card; IF the 501 

(C) 3 already accepts credit cards online, make sure to set up a separate 
“account” for disaster donations to make tracking easier. 

• Incorporate this portal into the 501 (C) 3 website; make sure the link is big and 
bold on the front page even though it may not get used often. 

• Use “Click & Pledge” online giving software.  PayPal works well.  Beware of 

online services with fees higher than average credit card fees. 

• Cash donations are accepted at the designated 501 (C) 3.  Example:  checks 
are written to “Name” of the 501 (C) 3 with “disaster Fund” written in the 
memo line.   

• Foundations / Charities are NOT required to send “thank you” letters for 

donations of less than $250.  From a PR point of view, you MUST send “thank 

you” letters to donations of all sizes.  The little $25 check today may turn into 

the $25,000 donation tomorrow. 

 

 

 

Note: any fundraising efforts require a high level of financial accountability and 
transparency.  
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Recovery: Once the event has passed and the news outlets and national 

organizations have moved on, remember the recovery efforts are not over. In many 
ways, they are just the beginning. “Long-Term Recovery” may take months and even 

years for a community to recover fully. Since Rotary is a permanent community 

support system, the CDRC may find there are long-term needs to support rebuilding 

organizations that require funding, resources, and volunteers. There may also be a 

need to host State and Federal programs to help impacted communities apply and 

appeal their FEMA applications.  (Example: SBPUSA.ORG)  
 

Activities Include:  

 

● Needs Assessments 

● Partner with rebuilding organizations to help rebuild damaged properties. 

● Partner with recovery organizations to support long-term survivor needs, 

including maximizing government and insurance benefits and how to avoid 
contractor fraud.  

● Continue fundraising activities to support the community.  

● Redistribution of leftover supplies and resources (water, resources, and 
materials) 

 

The path to recovery can be arduous, but having consistent community support 

efforts can help alleviate the suffering endured by those recovering from natural 
and/or manmade disasters.  

 

 

 

 

 

 

 

 

 

 

 

 

 



 Disaster Planning and Response Guide – September 2024 ~ Page 39 of 61 

 

CLUB LEVEL – ORGANIZATIONAL CHART 

NON-DISASTER MODE 
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CLUB LEVEL – ORGANIZATIONAL CHART 

DISASTER MODE 
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CLUB LEVEL – JOB DESCRIPTIONS 
 

CLUB DISASTER RESPONSE COMMITTEE 

 

A Club Disaster Response Committee is set up to supply assistance, other than 

direct operational or support functions or resources, to the incident management 

effort.  Incidents can be defined as a natural or manmade occurrence that 
necessitates a response to protect life or property.  Incidents can include planned 

events as well as emergencies and/or disasters of all kinds and sizes.  
 

• CLUB DISASTER RESPONSE COMMITTEE CHAIR 

o Scope 

 The Club Response Committee Chair, working with other 

members of the Committee, sets the objectives, strategies, and 

priorities for the Club's disaster response efforts.  The Chair is 
responsible for the overall management of the incident. 
 

o Responsibilities 

 Responsible for managing and directing the Club Disaster 

Response Team. 

 Establish objectives and make assignments. 

 Ensure the overall safety of the Club's response team. 

 Establish and maintain connections with partners. 

 Responsible for all incident management functions, including 

the four key sections: Operations, Planning, Logistics, and 

Finance/Administration. 

 Reports directly to the Club President, who reports directly to 

the District Governor. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 700 & 800. 

 Some working knowledge of appropriate responses to various 

types of incidents. 
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• CLUB DISASTER RESPONSE COMMITTEE VICE CHAIR 

o Scope 

 The Club Disaster Response Committee Vice Chair works in 

concert with the Club Disaster Response Committee Chair.  

They assume the Chair role, with the associated responsibilities, 

when the Chair is absent or unavailable.  

o Responsibilities 

 Works with the Club Disaster Response Committee Chair to 

ensure the smooth running of the Club Response Committee 

and its responses to various incidents. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 700 & 800. 

 Some working knowledge of appropriate responses to various 

types of incidents.  
 

• DISTRICT LIAISON 

o Scope 

 The District Liaison is responsible for working with the District 

Disaster Response Committee.  

 The District Liaison also works in cooperation with neighboring 

Club Disaster Response Committees and teams, under the 

direction of the District Disaster Response Committee. 
 

o Responsibilities 

 Point of contact with the District Disaster Response Committee. 

 Point of contact with the Disaster Network of Assistance Rotary 

Action Group (DNA RAG). 
 Reports directly to the Club Disaster Response Committee 

Chair. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 700 & 800. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 

 

 



 Disaster Planning and Response Guide – September 2024 ~ Page 43 of 61 

 

 

• COAD/VOAD LIAISON 

o Scope 

 The COAD/VOAD Liaison is responsible for working with the 

local/area Community Organizations Active in Disaster (COAD) 
and Voluntary Organizations Active in Disaster (VOAD) 
organizations. 
 

 

o Responsibilities 

 Involved with and develops relationships with the local/area 

COAD/VOAD. 

 Develops relationships with governmental agencies, non-

governmental organizations (NGOs), and private sector 
organizations. 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 288. 

 Some working knowledge of appropriate responses to various 

types of incidents.  

 

• PUBLIC INFORMATION OFFICER 

o Scope 

 The Public Information Officer works with the District's Clubs, 
the public, and the media with Club response efforts and 
updates. 

 

o Responsibilities 

 Serves as the conduit for information to internal and external 

stakeholders, including the Clubs in the District, other Rotary 

Districts, etc.  
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 29. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Working experience in the areas of public relations, marketing, 

advertising.  
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• FINANCE/ADMINISTRATION SECTION 

o Scope 

 The Finance/Administration Section oversees an incident's 

administrative and financial considerations.  The 
Finance/Administration Section Chair monitors costs related to 

an incident response by providing accounting, procurement, 

time recording, and cost analysis.  

 

o Responsibilities 

 Responsible for all the financial and cost analysis aspects of an 
incident.  

 Any contract negotiations and monitoring. 

 Accounting for volunteer manhours, donations of materials and 

equipment, expenses, etc. 

 Responsible for the documentation and reporting of volunteer 

manhours, donations, and possible reimbursements. 

 Oversight of any grant writing associated with the mission of the 

Club Disaster Response Committee, both TRF Disaster 

Response Grants and other grant opportunities. 

 Assist in the development and oversight of fundraising relating to 

the mission of the Club and the Club Disaster Response 

Committee. 

 

o Desirable Skills / Experience 

 ICS 100 Training. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in accounting, bookkeeping, etc.   

 

• LOGISTICS SECTION 

o Scope 

 The Logistics Section is responsible for providing facilities, 

services, and materials for the incident to which a response is 

needed.  These resources can include personnel, equipment 

teams, supplies, and facilities.  
 

o Responsibilities 

 Responsible for ordering, obtaining, maintaining, and 

accounting for personnel, equipment, and supplies for planned 

Club response support activities. 
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 Provide communications planning and resources for the Club 

Response Team. 

 Coordinates, as needed, the provision of food and beverage 

services for Club volunteers. 

 Coordinate any needed facilities to carry out planned activities. 

 Coordinate, if required, any transportation needed to support 

club response support activities. 

 Responsible for ensuring the well-being of the Club Response 

Teams and coordinating medical assistance if required by the 

teams. 

 Secures facilities for Points of Distribution (POD). 
 

o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 27. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience in supply chain management.  

 

• OPERATIONS SECTION 

o Scope 

 The Operations Section is responsible for implementing incident 

response operations as needed. 
 

o Responsibilities 

 Help with the development and implementation of the Club's 

disaster response efforts. 
 With the Club Disaster Response Committee Chair/Vice Chair, 

assist with oversight of the Club's response effort. 
 Responsible for developing and implementing strategy and 

tactics to accomplish the response to the incident. 

 Organizes, assigns, and supervises all the response resources 

assigned to the incident. 

 Provide appropriate training opportunities to Club Disaster 

Response Committee members and Club Incident Response 

teams. 

 Manage a Point of Distribution (POD) if established. 
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o Desirable Skills / Experience 

 ICS 100 Training. 

 IS 102.C. 

 IS 26. 

 Some working knowledge of appropriate responses to various 

types of incidents. 

 Experience working with non-profit organizations.  

 

• PLANNING SECTION 

o Scope 

 The Planning Section supports the incident planning process by 

tracking resources, collecting and analyzing information, and 

maintaining documentation.  

 

o Responsibilities 

 Assist with the preparation and documentation of the Club 

Disaster Response Plan. 

 Manage and maintain awareness of the disaster and the Club's 

response efforts. 
 Assist with the development and implementation of the Club's 

demobilization plan associated with the disaster. 

 Oversees the collection, evaluation, and dissemination of 

operational information related to the incident. 

 Responsible for preparing and disseminating the Club Disaster 

Response Action Plan.  

 Provide information and reports to help identify lessons learned 

during the after-action review process. 
 

o Desirable Skills / Experience 

 ICS 100 Training 

 IS 235 

 Some working knowledge of appropriate responses to various 

types of incidents 

 Experience in organizational strategic planning. 
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FREQUENTLY ASKED QUESTIONS 

 Why prepare for a disaster?  It can’t happen to me! Guess what, it might!! 

a. Disasters are happening more often than they have in the past and in 

many places where they were not expected to happen.  
 

 Why have an organizational structure (Disaster Response Committee) in 

place when a disaster hits? 

a. A club that did not have a committee was caught not at all prepared 

and missed opportunities for grants and other help.   

b. It takes the unprepared club years to recover versus a club that is even 

a little prepared will recover in a much shorter period. 
 

 Who should be on the “Disaster Response Committee”? 

a. Rotarian’s working or have worked in the local “EMA”. 

b. People who are interested in helping other people during a disaster. 

c. A cross section of the members from the club (someone from the club 

foundation committee, the finance committee, the youth committee, 
public image committee, Rotarian’s in the medical field, and any Past 

District Governors). 
 

 Why have the right individuals selected and trained for the right 

positions? 

a. With the right (State) EMA/FEMA training members of the club’s 

voluntary team will be ready to handle the needs of the disaster. 

b. The trained volunteers will make setting up the “Volunteer Reception 

Center” (VRC) go much faster to help respond to the disaster. 

c. Training in advance will save several steps during the VRC process 

when signing up volunteers to start working during the disaster. 
 

 Why have established links or partnerships? 

a. Now find serval disaster friends/partners to work with during a disaster.  
Both locally and nationally and put in place “Memorandum of 

Understanding” (MOU) for each. 
b. Remember this is needed so the local EMA team will know about 

Rotary, because we must be asked to join in any disaster. 

c. With the MOU, we will know the base of operation. 

d. By linking with national organizations in advance of a disaster, we will 

be able to join their team while we are setting up our connections with 
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the local EMA.  This also gives us secondary insurance coverage.  

(Disaster Aid USA, Crisis Cleanup, Operation Blessing, Team Rubicon, 
Samaritan’s Purse, etc.) 

e. Through partnerships it will allow your team to participate and be 

effective in RESPONSE, RECOVERY and REBUILDING. 
 

 What is a “Long Term Recovery Committee”? 

a. Know that a “Long-Term Recovery Committee” will need to be 

established to handle the claim investigations and finding other needs 
in the community after the first response phase is somewhat 
completed.  This is a committee totally different from the “Disaster 

Response Committee”.  It has its own by-laws and operations manual. 
 

 Why do we need a “District Foundation/Charities” not-for-profit 501(c)3? 

a. You need an entity to handle “Tax Deductible” donations.  

b. The district will have full control over any funds. 

c. You will be able to set-up a “voucher” and “grants” system for better 

control of any funds. 

d. The “District Foundation/Charities” will be able to make immediate 

payments using a debit card, if needed. 

e. By using “Team Merchant” credit card processing you will get the 

Rotary discount rate with NO monthly or annual fixed expenses.  

f. The best name for your district’s Foundation is: “Rotary District ???? 

Charities”.  Rotary International prefers we use “Charities” to not get it 

confused with their “The Rotary Foundation”. 
 

 Can you use a “Community Foundation” to handle donated funds? 

a. Yes, but your “Disaster Response Committee” will not have direct 

control of any funds.  All funds are converted into their name. 

b. You will have to wait on them to issue checks. 

c. You will have to pay a fee for them for providing the services. 

d. You will pay their credit card processing fees. 

e. Funds are often released in installments.  The Community Foundation 

may require proof of distribution of released funds, approved Disaster 

Response Committee minutes among other documents.  This 

sometimes causes unnecessary delays in disaster responses.  

See Section # 8-  District Foundation for more information on how to set up a 

District Foundation. 
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SECTION # 6 

ROTARY INTERNATIONAL ZONES 30 & 31 

ORGANIZATIONS ACTIVE IN DISASTER  
 

COMMUNITY ORGANIZATIONS ACTIVE IN DISASTER - COAD 

WHAT IS A COAD 

A COAD is a collaborative network of organizations, agencies, individuals, 

businesses, and others based within a community or geographic area representing 

public, private, and not-for-profit agencies, which work to help minimize the effects 
of a disaster. 

A COAD enhances the community’s ability to mitigate, prevent, prepare for, and 

recover from disasters.  This ensures that human needs are met to provide a safe, 

sanitary, and secure community.  The mission of a COAD is to strengthen area-wide 

disaster coordination by promoting advocacy and planning to reduce the impact of 

disasters, including facilitating communication, coordination, collaboration, and 

cooperation. 

No two COAD’s will look alike; each will look like the communities they serve. 

Community Organizations Active in Disaster (COADs) work within the State/Territory 
VOAD structure at the local level.  This group of local community organizations work 

together during a disaster to provide coordination of services to ensure that unmet 

needs are addressed, provide financial assistance and supplies, and to share 
knowledge and resources with local residents during a disaster. 

Emergency management thinks of disasters as a recurring cycle encompassing four 

phases:  Preparedness, Response, Recovery, and Mitigation.  COADs will be active 

in all phases. 

• PREPAREDNESS – ANY activity taken in advance of an emergency that improves 

emergency readiness posture and develops or expands operational 

capabilities. 

•  RESPONSE – Any action taken immediately before, during or directly after an 

emergency occurs to save lives, minimize injuries, lessen property and 

environmental damage, and enhance the effectiveness of recovery. 
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• RECOVERY – A short-term activity to return vital life support systems to 

minimum operating standards and /or a long-term activity designed to return 

the affected people and areas to their pre-disaster conditions. 

• MITIGATION – Any activity taken to eliminate or reduce the degree of long-term 

risk to human life, property, and the environment from the effects of all 
hazards. 

 

 VOLUNTARY ORGANIZATIONS ACTIVE IN DISASTER - VOAD 

WHAT IS A VOAD 

VOAD stands for Volunteer Organizations Active in Disaster 

Since the founding of National VOAD in 1970, many lessons have been learned, 

skills developed, and best practices shared.  This resulted in the establishment of a 

commitment to shared values, the 4Cs ~ Communication, Coordination, 

Collaboration, and Cooperation ~ as guiding principles for how VOAD operates and 

resolve conflict, as well as various Points of Consensus and other protocols for 
guiding the work of individual member organizations and the collect efforts of the 
collaborative. 

Today, National VOAD is a collation of 70+ of the nation’s most reputable national 

organizations (faith-based, community-based, and other non-profit organizations) 
and 56 State/Territory VOADs.  

National VOAD facilitates partnerships with federal, state, and local emergency 

management and other governmental agencies, as well as for-profit corporations, 
foundations, and education and research institutions. 
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SECTION # 7 

ROTARY INTERNATIONAL ZONES 30 & 31 

DISASTER NETWORK OF ASSISTANCE – ROTARY ACTION GROUP 

(DNA RAG)  
 

OVERVIEW  

The Disaster Network of Assistance Rotary Action Group (DNA-RAG) is a specialized 
group within Rotary International dedicated to enhancing Rotary’s disaster response 

efforts globally.  Here is an outline of DNA-RAG and its key objectives: 
 

MISSION AND PURPOSE 

DNA-RAG’s primary mission is to improve disaster response capabilities and 

coordination among Rotary Districts and Clubs worldwide.  It aims to foster 

collaboration and preparedness within the Rotary community to effectively respond 
to natural and man-made disasters.  DNA-RAG’s primary focus is disaster 

preparedness and communication between affected areas and potential assistance 
for long-term recovery.  Key principles of DNA-RAG include: 

 Assisting Districts, Clubs, and individual Rotarians 

 Supporting projects chosen by local Rotary Clubs and Districts 

 Utilizing local suppliers and workforce/expertise 

 Preparedness and training  

 Internation coordination 

 Transparency and accountability 

 Partnering with other RAGs and Rotary International 

 Focus on long-term recovery of communities 
 

MEMBERSHIP AND NETWORK 

DNA-RAG comprises Rotary members and volunteers who are passionate about 

disaster relief and emergency response.  It serves as a network connecting Rotary 

Clubs, Districts, and partners involved in disaster response activities. 

DISASTER PREPAREDNESS AND REPONSES 

DNA-RAG emphasizes proactive disaster preparedness through training, resource 

sharing, and planning.  It provides Rotary members with tools and knowledge to 

respond swiftly and effectively when disasters strike. 
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COLLABORATION AND PARTNERSHIPS 

The group collaborates with governmental agencies, non-profit organizations, and 
other stakeholders to strengthen disaster response capabilities.  By building 

partnerships, DNA-RAG expands its reach and impact in affected communities.  
 

CAPACITY BUILDING 

DNA-RAG conducts workshops, webinars, and training sessions to enhance the 

disaster response skills of Rotary members.  It promotes best practices in disaster 

management and encourages innovation in humanitarian assistance. 

PROJECT SUPPORT AND FUNDING 

DNA-RAG supports disaster relief projects initiated by Rotary Clubs and Districts 

around the world.  It assists in securing funding, mobilizing resources, and providing 

technical expertise to ensure the success of these projects. 

ADVOCACY AND AWARENESS 

DNA-RAG advocates for policies and initiatives that prioritize disaster preparedness 

and resilience.  It raises public awareness about the importance of disaster risk 

reduction and community-based response strategies. 

ASSISTING ROTARY CLUBS, DISTRICTS, AND ZONES 

 DNA- RAG can provide assistance to Rotary Clubs, Districts, and Zones in a number 

of ways, including: 

 Promoting preparation  

o Fundraising 

o Governance 

 Training to be ready for disasters – preparedness 

 Linking partners to respond in disasters 

 Serving as independent advisors 

 Developing partnerships with Zone and District leadership 

 

DNA- RESOURCES 

 Government agencies in local communities 

 Disaster Aid USA 

 Team Rubicon 

 Shelter Box 

 CDEMA (regional and intergovernmental) 

 Heart-to-Heart International 

 RAWCS (Rotary Australia) 
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Overall, DNA-RAG plays a crucial role in strengthening Rotary’s commitment to 

disaster relief and humanitarian aid.  Through its network and initiatives, DNA-RAG 

empowers Rotary members to make a positive impact in disaster-affected areas 
and contribute to building resilient communities worldwide. 
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SECTION # 8 

ROTARY INTERNATIONAL ZONES 30 & 31 

DISTRICT FOUNDATION ~ OPTIONAL 

OVERVIEW  
 

A 501(c) 3 foundation, also known as a charitable organization, is a type of nonprofit 
entity in the United States that is exempt from federal income tax under section 

501(c) 3 of the Internal Revenue Code. Here is an overview of what a 501(c) 3 

foundation entails: 

 

PURPOSE AND MISSION 

The primary purpose of a 501(c) 3 foundation is to serve the public good or a specific 
charitable purpose. This can include advancing education, promoting health, 

relieving poverty, supporting the arts, fostering amateur sports competition, or 

preventing cruelty to animals or children. The foundation's mission is defined in its 
organizing documents and guides its activities. 

 

TAX-EXEMPT STATUS 

A 501(c) 3 foundation is exempt from paying federal income tax on its income, 

including donations received from individuals, corporations, and other sources. 

Additionally, donors to a 501(c) 3 foundation may be eligible for tax deductions for 

their contributions, subject to certain IRS regulations. 

 

GOVERNANCE AND STRUCTURE 

A 501(c) 3 foundation is governed by a board of directors or trustees responsible for 

overseeing its operations and ensuring compliance with applicable laws and 

regulations. The foundation must adhere to specific governance and reporting 
requirements to maintain its tax-exempt status. 

 

PUBLIC SUPPORT AND FUNDING 

Foundations typically rely on contributions and grants from individuals, 

corporations, government entities, and other organizations to fund their programs 

and activities. These funds are used to support charitable initiatives aligned with the 

foundation's mission. 

 

PROGRAMS AND ACTIVITIES 

A 501(c) 3 foundation implements programs and activities designed to achieve its 

charitable objectives. These may include funding research, providing scholarships, 
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delivering social services, supporting community development projects, or 

advocating for policy change. 

 

TRANSPARENCY AND ACCOUNTABILITY 

As tax-exempt entities, 501(c) 3 foundations are required to file annual information 
returns (Form 990) with the IRS, disclosing financial information, governance 
structure, and details of their charitable activities. This promotes transparency and 

accountability to stakeholders and the public. 

 

GRANT MAKING 

Many 501(c) 3 foundations operate as grant makers, distributing funds to other 

charitable organizations (grantees) that align with their mission and goals. 
Grantmaking allows foundations to leverage resources and collaborate with 

partners to achieve broader impact. 

 

COMMUNITY ENGAGEMENT 

Foundations often engage with the communities they serve by collaborating with 

local stakeholders, conducting needs assessments, and involving beneficiaries in 
program design and implementation. 

 

Overall, 501(c) 3 foundations play a critical role in supporting and advancing 

charitable causes, fostering philanthropy, and addressing societal challenges 

through organized and strategic initiatives. 
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SETTING UP A 501(C)(3) FOUNDATION 

 

Setting up a 501(c) 3 foundation involves several key steps to ensure compliance 

with federal regulations and to establish the foundation as a tax-exempt charitable 

organization. Here's a general outline of the process: 

 

• Define Your Mission and Purpose 

o Clearly define the charitable mission and purpose of your foundation.  
Determine the specific cause or area of focus that aligns with the goals 
of your District. 

 

• Choose a Name 

o Select a name for your foundation that reflects its mission and 
purpose.  Ensure the name is unique and not already in use by another 

organization. 

 

• Form a Board of Directors 

o Recruit individuals to serve on the board of directors or trustees.  The 

board will oversee the foundation’s operations, make strategic 

decisions, and ensure compliance with legal requirements.  

 

• Draft Bylaws 

o Develop bylaws that outline the internal rules and procedures 

governing the foundation’s operations, including board composition, 

decision-making processes, and meeting protocols. 

 

• Incorporate Your Foundation 

o File articles of incorporation with the appropriate state agency (usually 
the Secretary of State’s Office) to formally establish your foundation as 
a nonprofit corporation.  Include required provisions to qualify for tax-

exempt status under section 501(c)(3) of the Internal Revenue Code. 
 

• Apply for an Employer Identification Number (EIN) 

o Obtain an EIN from the IRS by completing Form SS-4.  This unique 

identifier is necessary for opening bank accounts, filing taxes, and 
applying for tax-exempt status. 
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• Develop a Comprehensive Business Plan 

o Create a detailed business plan outlining the foundation’s activities, 

fundraising strategies, budget, and anticipated impact.   This plan will 

guide the foundation’s growth and sustainability. 

 

• Apply for Tax-exempt Status 

o Prepare and submit Form 1023-EZ (Streamlined Application for 
Recognition of Exemption) to the IRS to apply for 501 (c) 3 tax-exempt 

status.  The forms and instructions are found at pay.gov under “Apply 

for IRS 1023-EZ”.  However, you will need to create an account to be 

able to get the form to complete and submit, which is online only.  

Include required documentation such as articles of incorporation, 

bylaws, financial projections, and a detailed description of the 

organization’s charitable activities.  

 

• Comply with State and Local Requirements 

o Fulfill any additional state and local registration and reporting 
requirements for charitable organizations operating within your 

jurisdiction. 

 

• Establish Financial and Governance Polices 

o Implement financial management policies, including budgeting, 
accounting procedures, and internal controls.  Adopt governance 

policies to ensure transparency, accountability, and compliance with 

legal and ethical standards.  

 

• Begin Operations and Fundraising 

o Once tax-exempt status is granted, the foundation can commence 

charitable activities and fundraising efforts in support of its mission.  
Develop relationships with potential donors, partners, and 

beneficiaries. 
 

• Maintain Compliance and Reporting 

o Stay informed about ongoing compliance requirements for tax-exempt 

organizations, including filing annual information returns (Form 990) 
with the IRS and adhering to applicable state regulations.  
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FREQUENTLY ASKED QUESTIONS  

 

 Why do we need a “District Foundation/Charities” not-for-profit 501(c) 3? 

a. You need an entity to handle “Tax Deductible” donations.  

b. The district will have full control over any funds. 

c. You will be able to set-up a “voucher” and “grants” system for better 

control of any funds. 

d. The “District Foundation/Charities” will be able to make immediate 

payments using a debit card, if needed. 

e. By using “Team Merchant” credit card processing you will get the 

Rotary discount rate with NO monthly or annual fixed expenses through 
the “District Foundation/Charities” account. 

f. The best name for your district’s Foundation is: “Rotary District ???? 

Charities”.  Rotary International prefers we use “Charities” to not get it 

confused with their “The Rotary Foundation”. 

 

 Can you use a “Community Foundation” to handle donated funds? 

a. Yes, but your “Disaster Response Committee” will not have direct 

control of any funds. 

b. You will have to wait on them to issue checks. 

c. You will have to pay a fee for them providing the services. 

d. You will pay their credit card processing fees. 

 

 What are the State requirements for forming a Not-For-Profit corporation? 

a. First go to your “Secretary of State” website for:  Not-For-Profit 
Corporations Publications/Forms. 

b. Read or print: “A Guide for Organizing Not-For-Profit (NFP) Corporation 

c. Complete corporation application # NFP 102.10: “Articles of 

Incorporation” (Must contain certain provisions mainly the word 
“charitable”) 

d. If your state requires the corporation be registered with States Attorney 

General’s office, then complete: “Charitable Organization – 

Registration Statement (Illinois - # CO-1) 
e. Also file a set of “By-Laws for the Organization”. 

f. Register with the “State Department of Revenue”: Business 

Registration Application (Illinois - # REG-1). 
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 What are the Federal requirements for forming a Not-For-Profit 
corporation? 

a. File an “Application for Employer Identification Number”, form # SS-4. 

b. View the IRS website “Charities & Nonprofits” and then “Apply for Tax-

Exempt Status”. 

c. The forms and instructions are found at “pay.gov” under “Apply for IRS 

1023 EZ”.  However, you will need to create an account to be able to get 

the form to complete and submit. 

d. Once approved you will receive an IRS letter # 947 stating approval of 

your 501 (c) 3. 
 

 What steps locally within the district do we need to take to complete the 

process? 

a. Develop a “Policies and Procedures Manual” outlining the handling of 

the following:  Purpose, Leadership, Goals and Handing of different 
kinds and types of gifts and grants. 

b. Develop IRS approved tax receipts:  Receipt for Cash Contribution of 

$250 plus and Receipt for Non-Cash Contribution (In Kind) (Services 
and Goods). 

c. Annually file a Federal – 990 or 990-EZ – Return of Organization Exempt 

from Income Tax (Due November 15th). 
d. Annually file a State tax return, if required, “Corporate Annual Report” 

(Illinois – Due prior to the first day of the Corporations’ anniversary 

month) 
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SECTION # 9 

ROTARY INTERNATIONAL ZONES 30 & 31 

ORGANIZATIONS – PREPARE / RESPONSE / RECOVERY 

The following are organizations to explore networking opportunities: 

• Disaster Aid USA – www.disasteraiduse.org 

• SBP USA – www.SBPuse.org 

• Shelter Box USA – www.shelterboxusa.org 

• Team Rubicon – www.teamrubiconusa.org 

• American Red Cross – www.redcross.org 

• FEMA – www.fema.gov 

• Habit for Humanity – www.habitat.org 

• National Voluntary Organizations Active in Disaster – www.nvoad.org 

• Rebuilding together – www.rebuildingtogether.org 

• Salvation Army – www.salvationarmyusa.org/usa 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.disasteraiduse.org/
http://www.sbpuse.org/
http://www.shelterboxusa.org/
http://www.teamrubiconusa.org/
http://www.redcross.org/
http://www.fema.gov/
http://www.habitat.org/
http://www.nvoad.org/
http://www.rebuildingtogether.org/
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SECTION # 10 

ROTARY INTERNATIONAL ZONES 30 & 31 

ADDITIONAL RESOURCES 

Due to the number and size of the various documents, the Dropbox Link below will 

allow access to the documents: 

 

Dropbox Link: 

https://www.dropbox.com/scl/fo/xuxdebqlojhdtkp4t8myx/ACbfcm2_LaBq9hK9ubP

PYLk?rlkey=zc538h376o9b68qajl1own0he&dl=0 

 

 

https://www.dropbox.com/scl/fo/xuxdebqlojhdtkp4t8myx/ACbfcm2_LaBq9hK9ubPPYLk?rlkey=zc538h376o9b68qajl1own0he&dl=0
https://www.dropbox.com/scl/fo/xuxdebqlojhdtkp4t8myx/ACbfcm2_LaBq9hK9ubPPYLk?rlkey=zc538h376o9b68qajl1own0he&dl=0

	Disaster Response Guide - Title Page
	Disaster Response Guide - Draft - V10- August 27 2024

