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[bookmark: _Toc235093360]Checklist for District Governor’s Official Visit
	Sno
	Description
	Included (Yes/No)

	1
	Latest Club Constitution & Amended Bylaws
	

	2
	Club Roster
	

	3
	Proof of payment of RI Dues, District Dues & Magazine Subscription
	

	4
	Budget for current year
	

	5
	Audited/unaudited accounts of club of the previous year
	

	6
	Attendance Summary
	

	7
	Strategic Plan
	

	8
	Annual Plan
	

	9
	List and briefs of ongoing Global/District Grant Projects & Applications
	

	10
	List and briefs of Club Signature Projects
	

	11
	List of PHF/ MPHF/PHS/Major Donors members etc.
	





[bookmark: _Toc235093361]Guidelines/Agenda Format for District Governor’s Club Visit

1. Project Sites Visit (If Any)
2. Meeting with President, Secretary, and Treasurer and President Elect 
Prepare 2 sets of soft copy documents with detail report as mentioned above in the check list.)
3. Club Assembly
· President welcomes DG and other dignitaries. Presents Bouquets etc. (Outsiders are normally discouraged in the Club Assembly)
· President requests DG to conduct the Club Assembly.
· DG conducts the Club Assembly.
· Chairpersons are requested to present activities reports on respective standing committees
· AG's View (Optional)
· DG's comment.
· DG hands over proceeding back to the President.
· President adjourns club assembly
4. Regular Weekly Meeting (normal meeting procedure)
· Garlanding the collar to the president
· Meeting called to order
· Silent Invocation
· Sharing of happy news/felicitations
· Welcome DG and other dignitaries and guests
· Confirmation of minutes of last meeting
· Any recognition, induction etc. (DG will be the Chief Guest of the meeting)
· DG's brief introduction
· President requests DG to address the meeting.
· Vote of thanks
· Reporting of the meeting
· President adjourns the meeting and announces for fellowship (if any)


[bookmark: _Toc235093362]Rotary Protocol
It has been noticed that the correct protocol is not being followed in some of the Rotary meetings.The following order of protocol is recommended for introducing, presenting, and seating all current, past, and future officers of RI and its Foundation, committee members, and their partners at all RI meetings, functions, and receiving lines, and for listing in all RI publications: 
	· President (or president’s representative)  
· Past presidents (in order of seniority)
· President-elect  
· President-nominee  
· Vice-president  
· Treasurer  
· Director Executive committee chair  
· Other directors  
· Trustee chair  
· Trustee chair-elect  
· Trustee Vice-Chair  
· Other trustees  
· General secretary  
· Past directors (in order of seniority) 
· Directors-elect  
· Past trustees (in order of seniority)  
· Incoming trustees  
· Directors-nominee  
· Past general secretaries (in order of seniority)  
· Rotary GB&I regional board members
· District governors  
· Past district governors (in order of seniority)  
· Rotary coordinators, Rotary public image coordinators, regional Rotary Foundation coordinators and endowment/major gifts advisers  
· District governors-elect  
· District governors-nominee
At Rotary functions, officers should be addressed according to protocol only once with partners included at the time of introduction. Individuals holding more than one office or past office, shall be ranked by the highest current or past office held. 
	After the recommended order of protocol above, the following additional order of protocol is recommended and should be modified to fit local customs and practice:
· Regional and zone-level committees members
· Assistant governors  
· District secretaries/treasurers  
· District committee members  
· Club presidents  
· Club presidents-elect  
· Club vice-presidents  
· Club secretaries  
· Club treasurers  
· Club sergeants-at-arms  
· Other club board members  
· Club committee chairs  
· Past assistant governors  
· Rotarians  
· Rotary alumni  
· Rotarians’ families  
· At district meetings, Rotarians visiting from a foreign country may be placed before local Rotarians of the same rank, as a courtesy.
High-ranking non-Rotarians may be given precedence in ranking according to local custom. Clubs and districts are encouraged to advise guests if protocol places Rotarians before non-Rotarians.
Source: Rotary International Code of Policies May 2024 (PDG Ramesh Aggarwal D-3012)




[bookmark: _Toc235093363]Club Latest Constitution and Amended Bylaws
Please insert the latest Club Constitution and Amended Bylaws in this section, rather than a bidan, for the Nepal Government.


[bookmark: _Toc235093364]Club Registration Certificates
In this section, please include the CDO Renewal Document and Social Welfare Renewal Certificates





[bookmark: _Toc235093365]Club Roster: Board of Directors and Club Members
In this section, please add the Club Roster, showing the Board of Directors and Club Members. The roster is available for download from the Rotary District 3292 Web System.



[bookmark: _Toc235093366]RI Dues, District Dues & Magazine Subscription Receipts
In this section, include a photo of the payment receipts for RI Dues, District Dues, and Magazine Subscription.



[bookmark: _Toc235093367]Estimated Budget for Rotary Year 2026-27
In this section, please add the Annual Budget prepared for this Rotary year during the strategic planning meeting.


[bookmark: _Toc235093368]Audited/Unaudited Accounts of Club: Rotary Year 2026-27
In this section, please provide the Club's Accounts for the Rotary Year 2026-27. You may submit either audited accounts (with the auditor's report) or unaudited accounts, whichever is available.




[bookmark: _Toc235093369]Attendance Status Reports
In this section, please provide the weekly attendance records in the sheet, and also mention the total number of club members and the attendance percentage to date.

Total Number of members: ……………
Attendance Percentage: …………. %
Attendance Record:
	Weeks 
	First
	Second
	Third
	Fourth
	Fifth

	July 
	
	
	
	
	

	August 
	
	
	
	
	

	September 
	
	
	
	
	

	October 
	
	
	
	
	

	November 
	
	
	
	
	

	December
	
	
	
	
	

	January
	
	
	
	
	

	February
	
	
	
	
	

	March
	
	
	
	
	

	April
	
	
	
	
	

	May
	
	
	
	
	

	June
	
	
	
	
	





[bookmark: _Toc235093370]Club Strategic Plan
This section provides club strategic plan, highlighting the club's key initiatives, goals, and long-term priorities.
 

[bookmark: _Toc235093371]Club Annual Plan for Rotary Year 2026-27
This section provides club annual plan.



[bookmark: _Toc235093372]List and Briefs of ongoing Global/District Grant Projects & Applications
This section provides a brief overview of ongoing Global Grant and District Grant projects and applications. It highlights their objectives, current status, and key progress.



[bookmark: _Toc235093373]List and Briefs of Club Signature Project
This section provides a list and brief descriptions of the club’s signature projects, highlighting their objectives, impact, and key activities. It also features the Tree Sapling Plantation Project and the Adopt a Village initiative.







[bookmark: _Toc235093374]List of PHF/MPHF/PHS/Major Donors
This section provides a list of Paul Harris Fellows (PHF), Multiple Paul Harris Fellows (MPHF), Paul Harris Society (PHS) members, and Major Donors recognized for their contributions to The Rotary Foundation. The list is available for download from the My Rotary Club Central.


[bookmark: _Toc235093375]Rotary Year 2026-27: TRF and Membership Targets
This section provides the Rotary Foundation (TRF) targets and the membership growth targets for the Rotary year 2026-27.
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