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REPORTING GUIDELINES

Dear Squadron Leaders,
Greetings from your Rotaract District Council 3191!

Rotaract, as a youth organisation associated with Rotary International, places strong
emphasis on responsible reporting, transparency, accountability, and meaningful service.
Regular documentation of club activities enables the District to maintain a clear record of
initiatives undertaken, assess progress, measure impact, and ensure that clubs remain
aligned with the broader objectives and standards of Rotary International.

With the objective of simplifying and strengthening the reporting process, Rotaract District
3191 has introduced “3191 Showcase,” a centralised digital platform for club reporting.
Through this portal, clubs can record and submit details of their activities while also
accessing relevant performance insights. The platform provides a visual dashboard that
allows club leaders to review their monthly progress in a simple and structured manner. As
information is entered into the system, the dashboard reflects the updates in real-time,
enabling accurate and up-to-date monitoring.

The reporting process has been structured around easy-to-use forms, allowing clubs to
submit information without unnecessary complexity. The platform records important
parameters such as contribution patterns, volunteer engagement, participation levels, and
other measurable indicators that help assess the scale and effectiveness of a club’s work. It
also provides a systematic mechanism for documenting meetings and maintaining minutes,
thereby helping clubs preserve important records and ensure continuity in their operations.
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The guidelines provided in this document establish the standard procedure to be followed
by clubs while documenting and submitting their activities through 3191 Showcase.
Consistent adherence to these guidelines will contribute to maintaining reliable records,
supporting informed planning and evaluation, facilitating effective communication, enabling

appropriate recognition, and presenting the collective achievements and impact of Rotaract
Clubs across Rl District 3191.

Please find the link to the Showcase Website to report your monthly projects:
https://showcase.rotaract3191.or
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Login Using District Credentials

Navigate to https://showcase.rotaract3191.org/ and click on the Login button in the top left
corner.

Rotaract Showcase
District 3191
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Postal talks Sankalpa 3.0 | Series-2 | BOD Escapes

You will be directed to the Google Sign-In Page. Please log in using the account you have
shared with the District. You will be redirected to the page shown below. Click Dashboard on
the top left corner to access & report your Club Activities.

Rotaract Showcase
District 3191
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3191 Showcase Dashboard Overview:

Rotara:i(‘ Showcase Dashboard 1Jul 2026 - 30 Jun 2027

Total Activities. Total Beneficiaries Total Volunteer Hours Total Contributions

4 ~ 197 ~ 537 ~ 800 ~

\ \ \

Failed to load chart data.  Failed to load chart data.

The Dashboard provides a consolidated visual representation of the club’s overall
performance, as shown in the image above. It presents the key information submitted by the
club in a structured graphical format, enabling club leaders to monitor activities,
participation, volunteer engagement and contributions throughout the Rotary year.

Additional graphical reports and performance indicators are currently under development.
These features will be introduced to the platform in due course and will be made available
for clubs to access and utilise once the development process is complete.

The Dashboard consists of the following key performance indicators:

1. Club Activities Trend: A monthly line graph displaying the total number of activities
reported by the club during the current Rotary year. This enables clubs to track the
consistency and volume of their activities over time.

2. Beneficiaries Trend: A graphical representation of the total number of beneficiaries
reached through the club’s activities, presented on a monthly basis for the current
Rotary year.

3. Volunteer Hours Trend: A monthly bar graph depicting the total number of volunteer
hours contributed by club members to various activities. This provides an overview of
member engagement and volunteer participation over the calendar months.
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made by the club towards community service initiatives during the current Rotary
year. The data provides a comparative view of both cash contributions and in-kind
contributions.

Reporting of Club Activities:
For the purpose of systematic reporting, club activities have been divided into the following
categories:

1. Club Activities: This category should be used for reporting all club projects,
initiatives, and activities undertaken by the club that do not fall under any of the
categories mentioned below.

2. Club Installation: This category is specifically meant for documenting the Installation
Ceremony of the respective club. Clubs are required to submit details pertaining only
to their own Installation Ceremony.

3. Club Orientation: This category should be used to document orientation
programmes conducted by the club. Such sessions may be organised exclusively for
the Board of Directors, Prospective Members, General Members, or conducted as a
combined orientation for multiple groups.

4. Club Meetings: This section is intended for recording official club meetings with their
members, Partner Rotary, and Sister Rotaract Club, and for maintaining the
corresponding minutes. It enables clubs to keep their meeting documentation
organised and accessible for future reference. You can also report Club Leaders
Meetings and Zonal Meetings under this section.

5. DOV (DRR’s Official Visit): This category is designated for documenting the District
Rotaract Representative’s Official Visit to the respective club, including the relevant
details of the visit.
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Understanding Activity Reporting Fields:
When submitting an activity report, clubs are required to provide the following information:

1. Title: Enter the name or title of the club activity being reported. The title should
clearly reflect the nature of the activity.

2. Description: Provide a concise overview of the event, project, or initiative conducted
by the Rotaract Club. This description will be considered for publication on the
District Showcase, based on your selection. The description must contain a minimum
of 200 characters.

3. Start Date: Mention the date on which the activity commenced.

4. End Date: Enter the date on which the activity was completed. In the case of a
one-day activity, select the option “End Date is same as Start Date” instead of
entering a separate end date. For a year-long project, clubs are requested to submit
the report only after the project has been completed. While submitting the report,
the actual commencement date of the project should be entered as the Start Date,
and the project completion date should be entered as the End Date.

5. Reporting of Completed Activities: Activities must be submitted for reporting only
after they have been successfully completed. Ongoing, partially completed, or
incomplete activities should not be entered into the reporting system.

6. Venue:

a. Offline Events: Enter the name of the venue or location where the activity
was conducted. Do not include external location links, such as Google Maps
URLs, in this field.

b. Online Events: For activities conducted virtually, mention the venue in the
format “Online — <Platform Name>.”

Example: For an activity conducted through Google Meet, enter the venue as
“Online — Google Meet.”
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District Rotaract Secretary - Administration District Rotaract Representative District Rotaract Secretary - Operations
Rtr. Girish A R Rtr. Ram M Narayanan
District Rotaract Secretary - General District Rotaract Secretary - Initiatives

@ drr2627rotaract3191@gmail.com rotaract3191.org o +91 88849 85912 #createlastingimpact



CREATE 4\
LAsTivG  Rotary 4\ 4\
IMPACT  District 3191

A A

Rotaract District Council 2026-27

Rotaract
District 3191

Rotary International District 3191

7. Activity Type:

a. Hosted Activity: Under this section, clubs can select the activity type that
best represents the nature of their involvement and collaboration. The
available options are as follows:

i.  Activity is a Collaboration with your Sponsored Club: Select this
option when the activity is conducted in collaboration with your
Sponsored Club.

The event may receive sponsorship or financial support from
the Sponsor/Partner Club, unless the activity specifically meets
the criteria for a Joint Event due to the nature of the
partnership. However, if the involvement extends beyond
sponsorship and includes active participation or collaboration
between the clubs, select “Partnered with Sponsored Club” as
applicable under Point 7.b.v.

ii.  Stand Alone Activity: Select “Stand Alone Activity” when the activity
is independently conducted and meets the following criteria:
1. The activity is entirely planned, organised, and owned by your
club.
2. No other Rotary, Rotaract, or Interact Club shares ownership or
responsibility for the activity.

iii.  Collaboration with External Organisation: Select this option when the
activity is conducted in collaboration with an external organisation or
NGO. Once this option is selected, an additional text field will appear
to enter the names of the organisations involved. Please mention the
names of all participating external organisations or NGOs in the
designated field, with each organisation name separated by a comma.
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b. Joint Initiative: Select “Joint Activity” when the activity is conducted
collaboratively by two or more clubs and meets all of the following criteria:

i.  The activity does not qualify as either a Stand Alone Activity or a
Hosted Activity.

ii. The project is jointly planned, managed, and executed by the
participating clubs from the beginning to the end. Both clubs must
have active involvement in the overall planning, coordination,
execution, and completion of the activity.

iii.  Enter the name of the participating club(s) in the designated text
field. If the activity involves a club from outside Rl District 3191,
mention the club name followed by the relevant District Number,
separated by a comma.

Example: Rotaract Club of ABC, Rl District 1234

iv.  If more than one club is involved, list the details of all participating
clubs. Separate each club entry using a semicolon (;).

Example: Rotaract Club of XYZ, Rl District 1234; Rotaract Club of ABC,
RI District 5678

v.  Partnered with Sponsored Club: Select “Partnered with Sponsored
Club” when the activity is conducted in active collaboration with your
Sponsored Club and meets the following criteria:

1. The activity is jointly owned by the Sponsor/Partner Club
and/or your club.

2. Your club has an active and clearly defined role in the planning,
coordination, management, or execution of the activity, in
partnership with the Sponsor Club. The respective roles and
responsibilities of the clubs should be clearly mentioned in the
Description field.

3. Note: If your club is only participating in an activity organised
and conducted by the Sponsor Club, the activity should be
reported under “Participatory Activity” and not as a
“Partnered with Sponsored Club” activity.
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vi.  Collaboration with Interact Club: Select this option when the activity
is conducted in collaboration with an Interact Club.

1. Upon selecting this option, a text field will be provided to
enter the details of the Interact Club involved. Mention the
name of the Interact Club along with the Rl District Number,
wherever applicable.

2. If the Interact Club belongs to RI District 3191, only the
Interact Club name needs to be mentioned.

3. If the Interact Club belongs to a district outside Rl District
3191, mention the club name followed by the respective
District Number, separated by a comma.

Example: Interact Club of ABC, Rl District 1234
c. Participatory Activity: The activity will be considered as the participatory
activity if it just involves participation in other club activities. Select the Host
Club from the dropdown if the activity is hosted by any Rl District 3191 Clubs
else mention the host club details in the description of the activity.

8. Avenues of Service: Select all Avenues of Service that are applicable to the activity
being reported. Multiple options may be selected if the activity covers more than
one avenue.

9. Areas of Focus: Select all applicable Rotary Areas of Focus that align with the
activity.

10. Activity Expenses: Enter the total expenditure incurred for the activity in INR (Indian
Rupees). This amount should include all expenses related to the logistics,
arrangements, and operational requirements of conducting the activity.

Please Note: Cash Contributions and In-Kind Contributions must not be included in
the Activity Expenses amount.

11. Cash Contribution: Enter the total amount of money contributed or donated towards
the activity, wherever applicable.

12. In-Kind Contribution: Enter the total monetary value of goods, materials, services, or
other non-cash contributions made towards the activity, wherever applicable.
Please Note: The fields for Cash Contribution and In-Kind Contribution are
applicable only to Community Service activities.
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13. Number of Participants: Enter the total number of individuals who participated in or
attended the activity. This may include club members, guests, participants, and
volunteers from other clubs or organisations. In general, this field should represent
the total headcount of individuals involved in the activity.

14. Number of Beneficiaries: Enter the total number of individuals who directly or
indirectly benefited from the activity.

15. Number of Volunteers: Enter the number of individuals who actively contributed to
the activity from the planning stage through its execution and completion.

16. Total Volunteer Hours: Total Volunteer Hours represent the cumulative time
contributed by volunteers towards planning, preparation, coordination, and
execution of the activity. This metric helps measure the overall volunteer effort
invested in the Rotaract movement.

The Total Volunteer Hours may be calculated using the following formula:

Total Volunteer Hours = [(Number of Volunteers x Average Effort of 1 Volunteer per
Day in Hours x Number of Days Involved in Activity Execution) + (Activity Duration in
Hours x Number of Participants)]

17. Cover Photo: Upload a suitable star image representing the activity. This image will
be used as the cover image for the activity on the 3191 District Showcase.

18. Activity Photos: Upload photographs capturing the activity and its execution. A
maximum of 5 photographs can be uploaded. All uploaded images must be in PNG
or JPEG format.

19. Submit for District Publication: This feature is not available for the current Rotary
Year as we are not publishing any Club Activities. Please ignore this option.

20. Submit for Showcase: Tick this option if you would like the activity to be featured on
the 3191 District Showcase website.

Link to the Portal of Showcase: https://showcase.rotaract3191.org/
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Please Note: Before submitting the project, kindly review and verify all the details entered
to ensure that the information provided is complete and accurate.

Please refer to the attached image for guidance and reference.

Reporting as |mailrtr.ram@gmail.com| -JKoramangala

Click the Submit button after reviewing your report.

Reporting your Club Orientation:

This section is intended for documenting orientation sessions conducted by the club. Based
on the intended audience, orientations are classified into the following three categories:

1. Club Members’ Orientation: Select this category for orientation sessions conducted
specifically for the club’s existing members. These sessions may focus on familiarising
members with the club’s functioning, activities, processes, roles, and other relevant
information.

2. Board of Directors’ Orientation: Select this category for orientation sessions
organised exclusively for the Board of Directors. These sessions are intended to
familiarise the incoming or current Board with their respective roles, responsibilities,
procedures, and expectations.

3. Prospective Members’ Orientation: Select this category for orientation sessions
conducted for individuals who are considering joining the club. These sessions may
be used to introduce prospective members to the club, Rotaract, its activities,
structure, and opportunities for involvement.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEE
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Rotaract Showcase Orientations
District 3191

Orientations 1Jul 2026 - 30 Jun 2027 + Report Orientation
SHOWCASE

Dashboard
Club Activities

Orientations
Name Venue Date Learning Facilita Orientation Type Participants Rotaract Club

Installations
Orientation for M... Auditorium 31/07/2026 Nandan Prospective Me... 50 Koramangala

Meetings

DOVs

Click “Report Orientation” on the top-right corner to report the orientation activity. Please
make sure the following details are filled in.

Orientation Reporting Fields

1. Orientation Name: Enter the official name or title of the orientation session being
reported.

2. Venue: Mention the location where the orientation was conducted. For online

sessions, specify the platform used, such as “Google Meet.” For offline sessions,

enter the name of the physical venue where the orientation was held.

Date: Enter the date on which the orientation session was conducted.

Start Time: Mention the time at which the orientation session commenced.

End Time: Mention the time at which the orientation session concluded.

o v s~ w

Learning Facilitator: Enter the name of the individual who facilitated or conducted

the orientation session. If multiple facilitators were involved, mention the names of

all facilitators.

7. Orientation Type: Select the appropriate option from the dropdown menu that best
represents the type or purpose of the orientation being conducted.

8. Total Participants: Enter the total number of individuals who attended and
participated in the orientation session.

9. Photos: Upload relevant photographs of the orientation session as supporting

documentation. Ensure that the uploaded images clearly represent the conduct and

participation of the session.
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Click the Submit button after reviewing the report.

New orientation

Record a new club orientation.

Orientation name

Start time End time

Learning facilitator Orientation type Total participants

Photos

)

Click to upload or drag and drop
PNG, JPG or WebP (max. T0MB)

Cancel Submit
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Reporting your Club Installation:

The Installation Ceremony marks the formal commencement of the new Rotary Year and the

transition of leadership within the club. It serves as an occasion to officially induct the

incoming Board of Directors and welcome new members into the club. This section is

intended to document the key details of the Installation Ceremony and establish an official

record of the club’s leadership and membership for the year.

Rotaract Showcase
District 3191

Installations 1Jul 2026 - 30 Jun 2027

SHOWCASE

Dashboard

Club Activities

Name Venue Date President is offici..

Orientations

Installation Ceremony Auditorium 31/07/2026 38

Installations
Meetings

DOVs

Club Strength

Rotaract Club

Koramangala

1. Installation Name: Enter the official name or title of the Installation Ceremony being

reported.

o v hs wN

Venue: Mention the location where the Installation Ceremony was conducted.
Date: Enter the date on which the Installation Ceremony was conducted.

Start Time: Mention the time at which the Installation Ceremony commenced.
End Time: Mention the time at which the Installation Ceremony concluded.
Total Participants: Enter the total number of individuals who attended the

Installation Ceremony, including club members, guests, family members, friends, and

other participants.

7. Newly Inducted Members: Mention the number of new members formally inducted

into the club during the current Rotary Year.

8. Retained Members: Enter the number of existing members retained by the club for

the current Rotary Year.

Rtr. Soumi Bhattacharyya Rtn. Rtr. Anirudh G Kulkarni
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9. Club Strength: The total club strength will be calculated automatically based on the
Newly Inducted Members and Retained Members entered above. No separate
calculation is required. This is a non-editable section.

10. Board of Directors: Provide the total number of club’s Board of Directors for the
current Rotary Year.

11. Board of Directors Spreadsheet Link: Provide the link to the spreadsheet containing
the complete details of the Board of Directors. Ensure that the link has “Viewer”
access enabled so that the District Team can access and verify the information.

12. President Reported on Rl Portal: Select the checkbox to confirm whether the club’s
President has been officially reported on the Rotary International (RI) Portal. The
box should be ticked only if the President’s details have been successfully updated
and reported on the Rl Portal.

13. Photos: Upload relevant photographs from the Installation Ceremony as supporting
documentation. Ensure that the photographs clearly capture the ceremony, newly
inducted members, and other key moments of the event.

Installations New installation

New installation

Record a new club installation.

Installation name Venue

Start time End time

Participants Newly Inducted ~ Retained Members ~ Club Strength Board of directors
Members

Board of Directors Spreadsheet Link

President is officially reported in RI Portal

Photos

Cancel Submit

Click the Submit button after reviewing the report.
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Reporting your Club Meetings:

This section is intended to record and maintain official details of the various meetings
conducted by the club throughout the Rotary Year. Select the meeting type that best
represents the purpose and participants of the meeting.

1. General Body Meeting: A formal meeting attended by the general members of the
club to discuss club updates, activities, plans, decisions, and other matters
concerning the club.

2. Board of Directors Meeting: A meeting of the Board of Directors to discuss, review,
and make decisions on the club’s administration, activities, and ongoing plans.

3. Meeting with Sister Club: A meeting conducted with the club’s Sister Club to discuss
collaborations, joint initiatives, fellowship, or matters related to the twinning
relationship.

4. Meeting with Sponsored Club: A meeting held with the Sponsored Club to discuss
club development, coordination, activities, guidance, or other matters concerning
the sponsorship relationship.

5. Meeting with Interact Club: A meeting conducted with an Interact Club to discuss
coordination, mentorship, activities, collaborations, or other matters related to
Interact initiatives.

6. District Leaders Meeting: A meeting involving District Leaders to discuss district-level
updates, initiatives, responsibilities, coordination, and other matters related to
District activities.

7. Zonal Meeting: A meeting conducted within the Zone involving the respective clubs
and Zonal leaders to discuss Zone-level updates, activities, coordination, and
collaborative initiatives. Click on the top-right Corner to report your Club Meeting.

f“ Showcase Meetings 1Jul 2026 - 30 Jun 2027 + Report Meeting
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Meeting Reporting Fields

Meeting Name: Enter the official name or title of the meeting being reported.

N

Meeting Type: Select the appropriate meeting category from the available options
based on the purpose and participants of the meeting.

Date: Enter the date on which the meeting was conducted.

Start Time: Mention the time at which the meeting commenced.

End Time: Mention the time at which the meeting concluded.

A

Total Participants: Enter the total number of individuals who attended and
participated in the meeting.

7. Photos: Upload relevant photographs of the meeting as supporting documentation.
Ensure that the uploaded photographs clearly capture the conduct and participation
of the meeting.

Meeting type

Total participants

Cancel Submit

Click the Submit button after reviewing the report.
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Reporting your DRR’s Official Visit (DOV):

The DRR’s Official Visit is an important District-level engagement that provides an
opportunity for the District Rotaract Representative to connect with the club and
understand its functioning, activities, achievements, and plans. The visit facilitates
meaningful interaction between the District Team and the club while providing guidance,
support, and an understanding of the club’s goals for the Rotary Year. This section is
intended to formally document the details and proceedings of the DRR’s Official Visit to the

club.

Rotaract Showcase
District 3191

1Jul 2026 - 30 Jun 2027 + Report DOV

SHOWCASE
Dashboard
Club Activities
Orientations
Installations
Meetings

DOVs

DOV Reporting Fields

DOV Name: Enter the official name or title assigned to the DRR’s Official Visit.
Venue: Mention the location where the DRR’s Official Visit was conducted.

Date: Enter the date on which the DRR’s Official Visit took place.

Start Time: Mention the time at which the DRR’s Official Visit commenced.

End Time: Mention the time at which the DRR’s Official Visit concluded.

Activity Report Link: Provide the link to the activity report or document containing
the details of the DRR’s Official Visit. Ensure that the link is accessible to the District
Team for review.

o U hs WwWN e

7. Document Reported: Tick this checkbox only if the required DOV documents have
been submitted to the District Team via email before the scheduled Official Visit.
Do not select this option if the documents have not been mailed to the District Team
prior to the DOV.
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8. Photos: Upload relevant photographs from the DRR’s Official Visit as supporting
documentation. The photographs should clearly capture the visit and key interactions

or proceedings.
Please Note:

The DOV reporting process will be considered complete only after all other required
documents, as specified in the DOV Guidelines, have been submitted to the District Team
via email. Clubs are requested to report only their own DRR Official Visit and should not
report DOVs conducted for or by other clubs.

DOVs New DOV

New DOV

Record a new district official visit.

DOV name Venue
Start time End time
Activity report link

Document reported

Photos

@

Click to uploa
PNG, JP

Cancel Submit

Click the Submit button after reviewing the report.
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Closure of Monthly Reporting

Monthly Reporting — Email Submission

After completing the reporting of all activities for the month, clubs are required to send a
monthly update email to the Partner Rotary YSD or Sponsor Club President, along with the
respective Zonal Google Group.

Emails sent to the Zonal Google Group will be received only by the ZRRs, DRR, and District
Secretariat. The email will not be circulated to other clubs within the Zone.

The monthly email should contain only the following information:

e Projects Completed: A list of all projects completed during the previous month.
Mention only the titles of the activities; detailed descriptions are not required.

o Other Activities: A brief summary of other club activities conducted during the
month, such as Letterhead Exchanges, participation in other clubs’ Installation
Ceremonies, and similar engagements.

e Monthly Report: A link to the Monthly Report presentation or document in PPT or
PDF format, if available. This is optional.

Please Note:

e If any attachments are included in the email, each individual attachment must not
exceed 8 MB.

e Attachments exceeding the prescribed size limit may not be delivered through
Google Groups, including Zonal Google Groups, and the email may be rejected or
bounced back.

® Clubs are responsible for ensuring that the email has been successfully delivered to
the intended recipients. If the email does not reach the required recipients, the
monthly reporting process will be considered incomplete.
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Sample Email Format

To: Respective Zonal Google Group
CC: Partner Rotary YSD / Sponsor Club President / Faculty Coordinator

Hi <Name>,
Greetings from Rotaract Club of ABC!

We are pleased to share the monthly activity report of Rotaract Club of ABC for <Month>,
highlighting the projects completed and other key engagements undertaken during the
month.

Hosted Activities:

Joint Projects

Participatory Activities
Letterhead Exchanges (if any):

Meeting: General Body and Board of Directors
Monthly Report: <PPT / PDF Link — Optional>
Thank you.

Onwards Together,
Club Signature
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Points to be Noted:

1. Reporting Deadline: All monthly activity reports must be completed and submitted
by 11:59 PM on the 7th of the following month.

2. Report Completed Activities Only: Clubs must submit activity reports only after the
respective projects or activities have been fully completed. Ongoing or incomplete
projects should not be reported.

3. No Activity During the Month: If the club has not completed any projects during a
particular month, the club must send an email to the designated recipients stating
that no projects were conducted during that month. The month will be considered
reported only after this email has been submitted.

4. Website Reporting Before Email Submission: The monthly reporting email, whether
confirming completed projects or declaring that no projects were conducted, must
be sent only after all relevant project details have been entered on the 3191
Showcase website. This process is mandatory for every club.

5. Reporting Timeline Example: Projects completed during August must be reported
through the monthly email on or before 7 September at 11:59 PM.

Activities conducted between 1 September and 7 September will be considered
under the September reporting cycle and should therefore be included in the report
for August, which is due by 7 October.

6. Queries and Clarifications: For any questions, concerns, or clarifications regarding
the reporting process, clubs may contact the Zonal Rotaract Representatives or the
District Secretariat.

Yours in Rotaract,
Rtn. Rtr. Anirudh G. Kulkarni

District Rotaract Representative, RY 2026-27
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