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Inner Wheel Prayer
Instill in us O Lord, the true meaning of friendship.

Never let us forget that we are all thy children.

Notwithstanding the differences in our culture and creeds.

Endow us with a desire to serve our fellow men.

Remembering that we too often need help.

Whenever or wherever the need for service arises.

Help us to be ready to serve.

Endeavouring to make our badge of Inner W heel worthwhile.

Ensuring that we have not.

lived in vain

bujOghy izkFkZuk
fe=Hkko ds lR; vFkZ dks ge lc esa gs bZ'oj Hkj nks A

ge lc gh gSa rsjs ckyd Hkwysa uk ;g bruk dj nks AA

/keZ vkSj laLÑfr Hksnksa dk eu esa ugha LFkku jgsA

lHkh ekuoksa dh lsok dk gesa lnk gh /;ku jgsAA

vko';drk gesa enn dh gks ldrh gSa ;g ;kn jgsA

lsok djus dh t:jrsa tgk¡ dgha Hkh vku iM+sAA

lsok djus dks lc tu dh rRij ge lc MVs jgsaA

^bujOghy* dh 'kku c<+k;sa ;g og gesa iznku djksA

ekuo thou O;FkZ u tk;s izHkq ;g Ñik iznku djksAA



MONEY
MANAGEMENT

`

Guidelines for smooth working ...

 'Money is a Tool 
which when used properly, 

makes everything beautiful but 
when misused creates a Mess' 

Every penny saved is a penny earned. 
This can be used for a purpose !!

This booklet gives guidelines to 
maintain the accounts and make it simpler & easier
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Inner Wheel District 308
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Apeksha Ko. Garg
District Chairman 

2022-23

Love & Hugs
Apeksha Ko. Garg
District Chairman 22-23
Inner Wheel District 308

Wishing every individual, A Miraculous Year 2022-23!! 

Dear Pooja
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Archana Bajpai
Association Treasurer

2022-23

 It gives me immense pleasure to send my good wishes for 

compiling useful booklet for Treasurer. Our organization is 

where women of talent, ability, caring, and compassion 

have come together to share their strengths with each 

other. I congratulate you with your fresh thinking and 

exceptional designing methods, this booklet will be a 

marvellous piece of your hard work.My best wishes for your 

success n bright year ahead.

Cheers !!   With love and Regards

Archana Bajpai 
Hon.Association Treasurer

Dear 
District Treasurer Pooja,
 
IW Greetings !
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An Active Bank Account 

A Club PAN Card

A Cheque Book 

Club Seal / Stamp 

Bank Passbook

Letter Head of Club 

A ready reckoner for 
Club Treasurers. 

Each Club must have :
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2 Every year, change the signatories in the Bank. 

2 President, Secretary & Treasurer play an important role. 

2 Deposit the money collected in the Bank Account. 

2 Maintain clear and transparent Account Ledger.

2 Decide in the Club meeting the proportion of Club Membership to 

be used For Administrative & For Charity Purpose.

2 Make a Proposed budget on your Club letter head by putting a 

10% increase (if needed) with the consultation of the Club 

President. 

Do's and Don'ts

Receipts          -  Rs.  Club Subscrition of the Year  x  No. of Members = Rs........  

Adm. Club A/c -  Rs.  1/3 of subscription x  No. of Members = Rs........ 

Charity A/c -  Rs.  2/3  of subscription x  No. of Members =Rs........ 

ADMINISTRATIVE EXPENSES

District Dues = Rs. 700 x  No. of Members

Miscellaneous Expenses = Rs.  ......................... (as per club budget)

(Towards Installation, Chairman Visit, Meetings, Printing & Stationery, Banners & 

Flags, Courier Charges etc)

CHARITY HEADS  (as per club budget)

2 Women & Adolescent Girl Welfare - Rs.  ...................

2 Earth Care: Environmental Protection  - Rs.  ...................

2 Fight Against Cancer  - Rs.  ...................

2 Health Care:  Anaemia  - Rs.  ...................

2 Narcotics  / Drug De-addiction  - Rs.  ...................

2 Education -Inner Wheel Schools  - Rs.  ...................

2 Care For Senior Citizens And Specially Abled - Rs.  ...................

2 Community Services - Village Adoption & Upliftment - Rs.  ..............

2 Branding Inner Wheel  - Rs.  ...................

2 Spreading Our Wings - Membership Retention & Growth - Rs.  .........

2 Friendship Exchange Meet  - Rs.  ...................

2 Chairman Thrust Area  - Rs.  ...................

2 Any other Community Project  - Rs.  ...................     

(Treasurer)                                                                 (President)

Note : These are the suggested project heads, add only the ones relevant to your club projects. 
You can also create a seperate heading for the running projects if required

5

SAMPLE OF PROPOSED BUDGET (2022-2023)



Maintain a Day Book both manually as well as Digitally 

(laptop / IPad) by Dividing it into 2 parts

1. Administrative Account        2.  Charity Account

ADMINISTRATIVE ACCOUNT 

This includes all expenses done to run the Club smoothly:

 Dues paid to the District.2

 Stationery and Printing.2

 Banner Cost.2

 COV (Chairman's Ofcial Visit) Expense.2

 Gifting Cost, if any.2

 Cost of Webinars (Hosting/Zoom Links)2

 Hosting a District Event.2

 Newsletter Designing & Printing Cost.2

 Club Flag Designing & Printing.2

 Courier.2

 For Souvenir page.2

 CA/ Auditor expense if any.2

Conveyance or any other charges decided & passed in Executive Meeting / 

General Body Meeting.

CHARITY ACCOUNT 

This includes all money spent for Charity from the Club. 

2 rd Any sponsorship/ donation received from a 3  party (non member 

of the club) should be accounted for with date of amount 

received, name of person/ organization and purpose.

It also includes money spent individually by the Club members for a Project. 
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RESPONSIBILITY

e Write manual day book as it can be a ready reckoner and updated as & 

when required. It also helps to update the Digital Ledger. 

e A Digital Ledger is helpful to send report & for Cross checking.

e  FD's of the Club must be mentioned in the beginning of the year with 

its Number and Date of maturity. 

e Interest accured must be properly recorded and shared quarterly with 

the Club Members. 

e Do take proper bills wherever possible.

e  If proper bill is not possible. then a hand written Kaccha Bill should be 

there with the signature of Club President and Club secretary for easy 

accounting. 

e Give receipts when you receive club membership amount [cheque 

/cash].

e  For any expenditure done by any member [for social club projects/ 

events] must be recorded with the due bill and the concerned persons 

signature for recorded purpose. 

e Share balance sheet quarterly in your GBM. 

e Audit the accounts at the end of the tenure i.e. June 30.

e All these points are simple yet very important to make your journey as 

Treasurer easy. 

e Be Proactive and follow all given guidelines for smooth selling. 

e Make a Proposed budget on the Club Letter Head by putting a 10% 

increase in last year's budget with the consultation of the Club 

President. 

The nancial year begins from 1st July and ends on 30th June.
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DUES
Club fees should be collected during the months of July. If fees are not 

paid reminders should be sent promptly.

District and Association Fees and IIW subscription should be sent to the 

District Treasurer latest by September in the format sent by the District 

Treasurer.

The District, Association and IIW Subscription are payable for all 

Honorary members and Honored Active members by the Club concerned.

Existing members and new member joining before the end of December 31 

will have to pay full year fees.

Members joining after January 1 will have to pay half yearly dues xed by 

the Association.

Also request to club treasurer to send details of the following :

 No. of members in the previous year

 No. of members who have resigned in the current year

 No. of members inducted in the current year

 No. of members in the current year

  Active members ____________________

  Hononary member __________________

  Honored Active members _____________

  Total Member ______________________
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FOLLOWING DOCUMENTS ARE 

NEEDED TO OPEN CLUB BANK ACCOUNT: 

 . Account Opening Form. e

 . Certied copy of International Charter of the Club/ Bye Laws of the e

parent body.

 . Certied copy of resolution to open the Account signed by the e

President and any two authorised signatories. 

 . Duly certied list of name, address, signature of the local ofce e

bearers.

 . Copy of the letter of appointment of the ofcers of the local chapter e

by the Club President. 

  Copy of Income Exemption Letter OR copy of last acknowledged e

return of income/ IT assignment order verifying the exemption of tax 

for the entity. [optional]

 . Separate proof of address if the address is different from the address e

appearing on IT exemption letter. 

 . Power of attorney granted to the members to transact on his behalf. e

  Photograph, Know your Client (KYC) & Board Resolution (BR) of e

Signing Authorities/ Secretaries, Driving Licence (DL) PAN Card 

Election Card, Passport and Aadhar Card. 

HOW TO OPEN A BANK ACCOUNT ? 

It is always advisable to open the Club bank account in Nationalised bank.
 

Additional benet is, if you personally are an existing customer and also 

known to the Bank. 

Once the bank Account is opened, you will be issued a Cheque Book. In 

today's Digital age, it is very convenient to do transactions if you have an 

Account and also maintain more clarity & transparency.
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PAN CARD OF CLUB 

DOCUMENTS REQUIRED APPLYING FOR PAN CARD ALLOTMENT: 

  Club Charter Copy.e

  Club  bye-lawse

  Utility bill of the premise of which address is to be given. e

  Sale Deed/ Lease Deed/ permission to use the premises for address. e

  PAN & Aadhar of the President, Secretary & Treasurer of the Club.e

  Afdavit to be submitted by Inner wheel Club as proof of registration .e

  Form No.- 49A  application form signed by one of the three Club e

ofcers mentioned above and stamped.                                                           

  The above documents have to be self attested by the person concerned, 

item 1 & 2 have to be stamped with Club Stamp.

(TO BE TYPED ON YOUR CLUB LETTER HEAD)

(TO BE TYPED ON YOUR CLUB LETTER HEAD)

It has been resolved at the Meeting held by the Inner Wheel Club of..................at ........................ Date........................

To open the  Inner Wheel Club of...................Adminitrative A/c and Inner Wheel Club of......................Chartities A/C., 

to be jointly operated by the  Treasurer and President or Secretary at

It has been resolved at the Meeting held by the Inner Wheel Club of..................at ............................... Date.........................

to appointed M/s....................................... For the Inner Wheel year beginning 1st July to 30 June as Auditors of the Club.

Name of Bank :

Address :

For the year beginning......................to........................

Format of Resolution for Appointing Auditors of The Club

Format of Resolution for Opening Bank  Account of The Club

Signed                                                 President                                    Secretary                                        Treasurer

Signed                                                 President                                    Secretary                                        Treasurer

nnnnn
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Form 49 A enclosed in envelop for making pan card
By laws

Afdavit Club Charter
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iSlk egÙo j[krk gS !
lqpk# #i ls dke djus ds fn'kk&funsZ'k ----

cpk gqvk] dksbZ Hkh iSlk dek;k gqvk iSlk gS A
;g ,d mís'; ds fy, bLrseky fd;k tkrk gS A

यह पि�तका खातो को बनाए रखने के �लए �दशा-�नद�श देती है | ु

इसे सरल और आसान बनाती है |

एक तयैार रेकनोर �लब कोषा�य�, ��येक �लब म� होना चा�हए |

e एक वधै बक�  खाता e एक �लब पेन काड�

e एक चेक बक e एक �लब सील /�ट�पु

e एक बक�  पासबक e �लब का लेटर हैडु

 "�या कर� और �या नह�ं" 

2 हर साल, बक�  म� ह�ता�रकता� बदल� | 

2 अ�य�, स�चव कोषा�य� एक मह�वपण � भ�मका �नभात े ह�|ू ू

2 �लब अ�य� के परामश � से �पछले वष� के बजट म� १०% क� व�� ृ

करके एक अ�थाई बजट बनाएं |

2 �इक�े �कए धन को बक�  खात ेम� जमा कर�|

2 �प�ट और पारदश� बह� खाता बनाए रख� |

2 �लब क� बठैक म�, �नणय�  ल�, क� �शास�नक और धमा�थ � उ�े�य 

के �लए उपयोग क� जाने वाल� �लब सद�यता का अनपात|ु
12

"पसैा एक उपकरण है”

 जो जब सह� तर�के से उपयोग �कया जाता है,

          वो सब कछ संदर बना देता है,ु ु

 ले�कन जब इसका द�पयोग �कया जाता है,ु

        तो यह एक गड़बड़ पदै ा करता है|

 



रोजाना कैश बक �क �कताब को अपडटे कर�| दोन� मनै अल �प से, ु ु

�डिजटल� भी (लपै टॉप /आईपडै )| दोन� पर 

1.  �शास�नक खाता             2.  च�ैरट� खाता 

�शास�नक खाता                                                     

इसम� �लब को सचा� �प से चलाने के �लए �कए गए ु

सभी खच � शा�मल है:-  

2 मंडल (District) को भगतान �कया गया बकाया |ु

�टेशनर� और छपाई | 2

सी. ओ. वी - मंडल (District) अ�धकार� के दौरे का �यय | 2

उपहार देने क� लागत य�द कोई हो |2

वेबीनार क� लागत (होि�टंग /जम �लकं)ू2

मंडल (District) काय�� म का आयोजन |2

�यज़लेटर �डजाइ�नगं और ���ंटगं लागत |ू2

�लब �लगै  �डजाइ�नगं और ���ंटगं |2

संदेशवाहक|2

समा�रका प�ठ के �लए |ृ2

सीए/लेखापर��क �यय य�द कोई हो |2

प�रवहन या कोई अ�य श�क कायक� ार� बठैक /जी.बी.एम. म� ु2

तय पा�रत �कया गया | 

 च�ैरट� खाता 

इसम� �लब से च�ैरट� के �लए खच � �कया गया सारा पसैा शा�मल है:-

�कसी तीसरे प� (�लब के गैर सद�य) से �ा�त �कसी भी 2

�योजन /दान क� �ा�त रा�श क� तार�ख, �यि�त /संगठन का 

नाम और उ�े�य के साथ �हसाब म� �लया जाना चा�हए|

इसम� एक प�रयोजना के �लए �लब के सद�य� �वारा 2

�यि�तगत �प से खच � �कया गया, धन भी शा�मल है 13



िज�मेदार� 

e मनै अल ड ेबक �लख� �य��क यह एक रेडी रेकनर हो सकता है और ु ु

आव�यकता पड़ने पर इसे अपडटे �कया जा सकता है यह �डिजटल 

लेजर को अपडटे करने म� भी मदद करता है|

e ं एक �डिजटल लेजर �रपोट� भेजने और �ॉस चे�कग के �लए सहायक है|

e �लब क� एफ.डी. का उ�लेख वष � क� श�आत म� इसक� सं�या और ु

प�रप�वता क� तार�ख के साथ �कया जाना चा�हए|

e अिजत�  �याज को ठ�क से दज � �कया जाना चा�हए और �लब के 

सद�य� के साथ �तमाह� साझा �कया जाना चा�हए|

e  जहां भी संभव हो उ�चत �बल ले|

e  एक य�द उ�चत �बल संभव ना हो... तो आसान �हसाब �कताब के 

�लए एक हाथ से �लखा क�चा �बल होना चा�हए|

e  �लब सद�यता रा�श (चेक/नकद) �ा�त होने पर रसीद दे\

e �कसी भी सद�य �वारा �कए गए, �कसी भी खच � के �लए (सामािजक 

लाभ प�रयोजनाओ ं/आयोजन� के �लए) �रकॉड � उ��ेय के �लए देय �बल 

और सबं�ंधत �यि�तय� के ह�ता�र के साथ दज � �कया जाना चा�हए|

e अपने जी.बी.एम म� �मैा�सक बलै�स शीट साझा कर�|

e  कायक� ाल के अतं म� खात� का ऑ�डट कर�|

e कोषा�य� के �प, म� आपक� या�ा को आसान बनाने के �लए, ये सभी 

�बदं सरल है ले�कन बहत मह�वपण � है|ु ूु

e स��य रहे और सगम नौकायन के �लए �दए गए सभी �दशा �नद�श� ु

का पालन कर�|  
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�न�न�ल�खत द�तावेज� क� ज�रत है 

                          �लब का बक�  खाता खोलने के �लए

e खोलने का फॉम � |

e �लब के अतंराZ���य चाट�र /मल �नकाय के उप�नयम� क� �मा�णत ू

��त | 

e अ/य{k और �क�ह� दो अ�धकत ह�ता�र कता�ओ ं�वारा ह�ता��रत ृ

खाता खोलने के संक�प क� �मा�णत ��त|

e �थानीय पदा�धका�रय� के नाम, पता, ह�ता�र क� �व�धवत 

�मा�णत सची |ू

e �लब अ�य� �वारा �थानीय च�ैटर के अ�धका�रय� के �नयि�त प� ु

क� ��त |

e आय छट प� क� ��त या आय क� अ�ंतम �वीकत �ववरणी ��त ू ृ

/इकाई के �लए कर क� छट क� पि�ट करने वाले आईट� म�यांकन ू ु ू

आदेश| (वकै ि�पक)

e य�द आईट� छट प� पर �दखने वाला पता अलग है तो - पत ेका ू

अलग �माण |

e सद�य� को उसक� ओर से लेनदेन करने के �लए म�तारनामा �दया ु

गया |

dSls [kksys cSad [kkrk
रा���य कत बक�  म� �लब बक�  खाता खोलना हमेशा उ�चत होता है| ृ

अ�त�र�त लाभ यह है �क य�द आप �यि�तगत �प से एक मौजदा ू

�ाहक ह� और बक�  को भी जानत ेह�|                                            

एक बार बक�  खाता खल जाने के बाद, आपको एक चेक बक जार� क� ु ु

जाएगी | आज के �डिजटल यग म�, य�द आपके पास खाता है तो ु

लेनदेन करना बहत स�वधाजनक है और अ�धक �प�टता और ुु

पारद�शत� ा भी बनाए रखता है|  
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e फोटो�ाफ, बी.आर. (मंडल ��ताव) ह�ता�र करने वाले 

अ�धका�रय� / ह�ता�रकता�ओ ं का के.वाई.सी (अपने �ाहक को 

जान� (Know your Customer)), �ाइ�वगं लाइसस�  (Driving Licence), 

पनै काड,�  चनाव काड,�  पासपोट� और आधार काड � | ु

�लब का पनै काड �  

आव�यक द�तावेज पनै काड � के �लए आवेदन करने के �लए 

e �लब चाट�र कॉपी|

e �लब उप�नयम|

e प�रसर का उपयो�गता �बल िजसका पता �दया जाना है|

e �ब�� �वलेख/प�ा �वलेख /पत ेके �लए प�रसर के उपयोग क� 

अनम�त |ु

e �लब के अ�य�, स�चव और कोषा�य� का पनै और आधार |

e �लब क� �मा�णता का �माण प=k (by Afdavit) | 

e फॉम � नंबर-49A आवेदन प� ऊपर �ल�खत तीन �लब अ�धका�रय� 

म� से एक �वारा ह�ता��रत और मोहर लगी | 

 उपरो�त द�तावेज� को संबं�धत �यि�त �वारा �व�मा�णत �कया 

जाना है, आइटम 1 और 2 पर �लब �टा�प के साथ महर लगानी ु

होगी  |

nnnnn
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e  : Some events that can be organised to Meet & Greets 

raise funds for the Club include conducting vanity fairs, 

Tambola parties as well as festival celebrations.

e  Different shows can also be Talent Hunt Programmes :

organised. Some examples include Fashion shows, Dance 

Competitions, Singing Competitions etc.

e  Cooking, dance & makeup classes etc. Hobby Classes :

can be organised to raise funds.

e  Some little contributions can be Voluntary Donations :

put in the ^xqYyd^ on birthdays, Anniversaries or other 

occasions. 

 A little penalty amount can be charged from members who 

do not wear IW pins during meetings.

Sunshine^xqYyd^ 
Sunshine Gullak is an initiative focused towards collecting 

small contributions/ donations in our everyday lives. This is 

focussed towards making routine savings which can be used for 

a bigger cause. Some examples include -

17

�वािहश� क� ग�लक म� सपन� के िस�के ह � ।ु
छोटी छोटी ख़शी इनम� ये िकसी क� िज़ंदगी के िह�से ह � ॥ु



District Treasurer 
2022-23

Pooja Goel

Every year the Wheel takes a turn, giving us a New Year, a 

new time zone to do whatever we wish to and leave a 

mark. Teams change, new or old faces, friends who have 

worked earlier or freshers adding something valuable 

and learning so much more in this beautiful journey.

Shift our consciousness and start to think. Followed by a 

dedicated action in the right direction. 

Work hand in hand, to make Club Accounts more 

Transparent and Clear. Try to be more systematic with an 

approach to have a Club Bank Account and PAN card.

District 308

"None of us can change our yesteryears 
but we can definitely change our tomorrow!!”

My Dear Club Treasurers
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A leader is one who knows the way, goes the way, and shows the way.A leader is one who knows the way, goes the way, and shows the way.A leader is one who knows the way, goes the way, and shows the way.
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