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1. 
DISTRICT MEETINGS 

 
All Meetings held in a District are activities of that District and are presided over by the District 
Chairman. 
Each District should keep an Attendance Register listing all Clubs in the District. The Voting 
Delegates from each Club should sign in on arrival at the meeting. A Deputy attending in place of a 
Club Voting Delegate should sign her name followed by the word (Deputy) in brackets. 
 
Suggested Agenda: 
 Chairman’s Opening Remarks 
 Apologies for Absence 
 Roll Call 
  Minutes of previous Meeting to be read, confirmed and signed 
 Matters arising 
 Correspondence (including notices and transfers) 
 Reports: (a) Chairman 
   (b) Secretary 
   (c) Treasurer 
   (d) Editor 
   (e) International Service Organiser 
   (f) Extension Chairman/Organiser 
 
 Any special items, e.g. – visit of International Inner Wheel President 
 Any other business 
 Date of next meeting 
 
Seating is a domestic matter but it is recommended that the District Secretary should sit next to the 
District Chairman. 
 
District Officers and Officials should give a copy of their Reports to the District Secretary, 
important items in their reports which must appear in the minutes should be marked. It is 
unreasonable in these days of greatly increased costs to expect all Reports to be printed in full, but it 
is sometimes necessary to include full details of a particularly important item. Discuss the matter in 
the District Executive Committee and try to obtain agreement on the length of each Report when it 
appears in the Minutes (say 200 words or two-thirds of a page, etc). 
 
Important correspondence should be kept and official publications useful to her successor should be 
filed by each District Officer and Official. The Secretary must discuss the Agenda with the District 
Chairman before each meeting and must inform the Executive Committee of all correspondence. 
 
District Minutes must be attended to promptly and sent to Clubs for consideration preferably within 
a month of the meeting. 
 
It is suggested that all members of the District Executive Committee should arrive early for each 
District Meeting to meet members. 
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2.                              GUIDELINES FOR THE DISTRICT CHAIRMAN 
 
As District Chairman, you have been elected to the highest position in your District, the greatest 
honour that can be conferred on any member.  You will preside at all meetings of the District 
Committee, and, as Chief Executive Officer, supervise the work and activities of the District.  
During your term of office you should visit each Club within your District at least once at a regular 
meeting.  If there is any particular problem arising in a Club, a further visit should be made.  It will 
enable Clubs to consult you on any matters they may wish to discuss. 
 
A sound knowledge of the I.I.W. Constitution is essential, also National Governing Body Bye-Laws 
[if a National Governing Body exists] with the District and Club rules.  However, should you be in 
doubt about any query raised, do remember that it is much better to look up the Rule Book rather 
than risk giving incorrect information.  I.I.W. Constitution must be brought up-to-date following 
each Convention.  Convention Minutes are received soon after a Convention, showing all 
amendments to the Constitution. 
In answer to many enquiries, a guide to protocol for official functions has been prepared - copy 
attached. 
 
It is a matter for a Clubs or Districts to decide which officers they wish to invite as guests at 
functions.  However, should the District Chairman or the National Governing Body President be 
invited, they should be invited as guests, and as such, do not pay.  This courtesy is due to these 
officers.  Should either the District Chairman or the National Governing Body President not be able 
to attend a function when invited to do so, and  a deputy is appointed, the same courtesy should be 
afforded to the deputy. 
 
When inviting the National Governing Body Executive, please remember the Editor; although she 
may not a member of the Executive, it is courteous to include her. 
 
BADGES:  A Chairman should wear her collar whenever she attends a meeting in her official 
capacity, but does not wear her Club badge as well.  Her Chairman's brooch can be worn at any 
time.  The number of badges worn is a matter of personal taste. 
All Club members should be encouraged to attend District Meetings, but only Delegates may speak 
or vote on any matter.  However, Meetings can be closed at the discretion of the District Chairman 
so that informed members can speak on a special subject. 
 
MINUTES:  Minutes of meetings should be signed only at the relative following meeting, i.e. 
Annual General Meeting Minutes should be signed at the following Annual General Meeting.  It is 
wise to check them at the next District Executive meeting, whilst they are still fresh in your mind. 
 
If it happens that both the Chairman and Vice Chairman are absent from a meeting, the Immediate 
Past Chairman or the Secretary or the Treasurer takes the Chair. 
 
The Chairman should be impartial, but decisive.  Have full discussions at the Executive Meetings so 
you can run the District Committee meeting with a minimum of effort.  Fresh matters brought up by 
floor members can be deferred to the next meeting in order that the Executive may have time to 
consider them, if deemed necessary. 
 
When representing your District at Conferences, you are required to submit a full Report to the next 
District Committee Meeting, detailing changes (if any) to Bye-Laws, etc and /or policies of Inner 
Wheel. 
  Also, you may be required to give a full year's report on District activities at Conferences. 

 
 

            Always remember a Resolution is not such unless you have called for: 



                                  - those in favour, 
                                  - those against, 
                                  - those abstaining. 
            The Secretary must then record in the Minutes - carried/lost (whichever is applicable). 
 
 OFFICIAL VISIT:  The purpose of an Official Visit is a Business one and this is the opportunity 
for you to give a stimulating address on Inner Wheel principles and any current particular items of 
interest, in addition to commending the work done by the Officers of the Club. 
 
National Governing Body, District and Club Rules, etc. should always be updated if necessary after 
the Annual Meeting held at Conference. 
 
 

 
3.                                             DISTRICT CHAIRMAN  - DUTIES 

 
STATUS 
The District Chairman is an Officer of the District, its Chief Executive Officer, a member of all 
District Committees and has a vote on each. In certain circumstances she has a second and casting 
vote (see Constitution & Handbook page 22,  18  Voting  C.). 
 
FUNCTION 
The District Chairman must preside at all District Executive Committee and District Committee 
Meetings. If she is unable to preside at a meeting the 1st Vice-Chairman will deputise. As the Chief 
Executive Officer she supervises the work and activities of the District. 
The District Chairman must be impartial on all matters. 
The District Chairman must keep her District Executive Committee informed and discuss any Inner 
Wheel problems. 
 
DISTRICT MEETINGS 
Any member may contribute to the general discussion but only Voting Delegates may vote in 
elections or propose, second and vote on resolutions before the District Committee. 
 
The District Executive Committee recommends but the final decision rests with the District 
Committee. 
 
NOMINATION AND ELECTION TO DISTRICT EXECUTIVE COMMITTEE 
The qualifications and correct procedure for nominations and elections is set out in the Constitution 
& Handbook – pages 19 & 20. If no nomination for an Officer is received by 1st February, then it is 
permissible to ask for nominations from the floor at the District Meeting at which elections for the 
District Executive Committee are held. If more than one nomination is received than an election 
must be held at that meeting. If no nomination is received from the floor at this District Meeting 
then, in accordance with Committee procedure, nomination forms should be sent to all Clubs. The 
closing date must allow time for the circulation of details of nominees to all Clubs for their 
consideration before the next District Committee Meeting. 
 
Use of casting vote at elections. The District Chairman should prepare sealed envelopes, clearly 
marked, for each Office for which an election will be held and hand these to the Election Officer. In 
the event of a tied vote, the appropriate envelope is opened, the stated casting vote used and the 
results handed to the District Chairman in the usual way. After the meeting the unopened envelopes 
should be returned to the District Chairman who should destroy them. 
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4. 
GUIDELINES FOR DISTRICT SECRETARY 

 
STATUS 
The District Secretary is an Officer of the District. She is a member of the District Executive 
Committee, District Committee and all other District Committees with a vote on each. 
The District Secretary should work closely with the District Chairman for the year. There should be 
a close liaison to ensure the smooth running of the District. 
 
The District Secretary should attend promptly to all correspondence and have a sound knowledge of 
the Constitution. She is responsible for sending out Agenda for all meetings and for keeping 
Minutes and Records. 
 
CORRESPONDENCE 
All letters should be addressed to the District Secretary. Should letters be sent to another District 
Officer or Official – because the subject matter is of direct concern to that Officer or Official – then 
a copy of the letter and the reply should be given to the Secretary for the files. Correspondence must 
be reported to the District Executive Committee and discretion used over that reported to the 
District Committee Meetings. If time is short it may be summarised at the District Committee 
Meeting. 
 
CONSTITUTION QUERIES 
The Secretary should obtain the considered opinion of the District Executive before replying to such 
queries. If the matter is very urgent a reply may be sent after consultation with the District 
Chairman. Always quote the reference to the Constitution and Handbook. If the District Executive 
Committee is in doubt telephone or write to International Inner Wheel Headquarters. Up-to-date 
information can be found on the International Inner Wheel Website. 
 
FILES 
These should be sorted each year and papers not required for reference thrown away. Anything 
concerning history, records and Minutes must be kept. Under no circumstances should Minute 
Books be thrown away or destroyed. 
 
If the District has received queries concerning the Constitution during the year replies should be 
retained for some time as, provided there is no change in the Constitution, they are a useful 
reference. 
 
Financial records must be kept for three years, longer if storage space is available 
 
MEETINGS 
It is understood that some Districts have to book rooms for District Meetings some time in advance. 
Before the room is booked the Chairman for the year concerned should be consulted with regard to 
suitable dates. 
 
AGENDA 
These should be prepared in consultation with the Chairman and should be as itemised as possible. 
One agenda for each Voting Delegate should be sent to Clubs at least 14 days before the Meeting. 
 
MINUTES 
These should be limited to the decisions made or action taken. It is not necessary to record 
discussion. Resolutions must be recorded in the exact wording used and the proposer and seconder 
should be given. Always check that the correct wording is recorded before a vote is taken. 
 



Minutes, including those of the Annual General Meeting, should be sent out to Clubs within one 
month of the Meeting. Minutes should not be delayed. Clubs need the opportunity to discuss them 
before the next District Committee Meeting and, if necessary, to comment on them. 
 
Six copies of all District Committee Minutes must be sent to International Inner Wheel 
Headquarters within four weeks of the District Meeting. 
 
ASSISTANT TO THE SECRETARY/MINUTE SECRETARY 
Such members are not Officers or Officials of the District, neither are they members of the District 
Committee (unless they happen to be appointed from elected members). They have no vote and take 
no part in discussions. 
 
NOMINATION FORMS 
It is technically correct that these should be signed by the proposer and seconder. 
District. The Secretary should check the forms to ensure that members nominated are correctly 
qualified. She should check the list of Offices held with the nominee to ensure it is correct and 
check with the Attendance Register that the nominees have attended District Meetings. 
 
CHANGE OF ADDRESS 
Please notify International Inner Wheel Headquarters immediately if there is a change of address for 
the Club Secretary. This is mot important. 
 
 
 
5.                                 DUTIES OF A DISTRICT SECRETARY 
 
1.Compile an Agenda in conjunction with the Chairman for the Executive Committee Meeting and 
the District Committee Meeting.  Agendas to be sent to Club Secretaries for District Meeting - one 
for each Club Delegate, [copy attached].  Agendas should not be sent too early, otherwise they are 
apt to be forgotten.  They must contain all matters known to be coming up for discussion - notice of 
motion, and in the applicable month, notice of nomination for Officers. 
 
2.Keep Minutes of all Meetings.  These must be pasted on to a separate consecutive the Minute 
Book. 
 
3.Deal promptly with all correspondence, advising the Chairman of all correspondence requiring an 
immediate reply - copy of all correspondence to be given to the Chairman. 
 
4.Be sure to impress on Clubs that all matters pertaining to Club policy must be handled through the 
District. 
 
5.Know your rules.  When asked for advice, consult the International Inner, Wheel Constitution, 
District and Club Rules.  The Handbook is not the Rule Book but is read in conjunction with the 
above Constitution and Rules.  Encourage all members to read their copy of the Combined Book, 
and also refer to the International Inner Wheel Website for news and information. 
 
Should there be assistance required when interpreting any Rule, do not hesitate to contact your 
National Governing Body Secretary or IIW Headquarters who will assist you at all times. 
 
 6.Know Meeting Procedure.  Ensure that all motions are correctly moved and seconded, then 
discussion may take place on subject matter.  The motion is then put to the vote with the result 
being recorded, i.e. lost or carried.  Remember all elections are written ballots and only the result is 
announced.  Voting papers must be destroyed. 
 



7.It is advisable for District Secretaries to see that Clubs are in possession of the necessary 
equipment to run the Club ~ i.e. Rule Books, International Directories, Minutes etc. 
 
8.It is recommended that the Secretary has close contact with the Extension Chairman to ensure that 
all new Club data is kept up to date and to update the Directories which are in the new Club kits.  
The calendar for new Clubs must at all times be adjusted where, as District Secretary, you have 
altered dates to receive or send information. 
 
9.Nomination forms for District Executive Committee should be sent to Clubs allowing plenty of 

time for them to be returned to you no later than the 30 November (see calendar).  Enclose a list of 
all District positions and state clearly the qualifications necessary for the nominee.  Should there 
be more than one nomination received for any one position, a list of the nominees' names, Club 
and/if any District positions previously held, and the year that the nominee was elected by her 
Club as their Delegate on the District Committee, will then be sent to all Clubs before 1 February 
for voting.  The result of that voting would be advised to all Clubs soon after if there is not a 
District Committee Meeting to follow in the immediate future. 

 
Election.  Remind Clubs who hold their meetings in the last two weeks of March each year, to have 
elections during February.  This would allow the election information to be sent on time to the 
National Governing Body Secretary for inclusion in the National Directory and/or for the 
information to reach International Inner Wheel, for inclusion in their Directory.  The specified dates 
of return will be shown clearly on their forms as being 30 March and no late entries will be received 
by Headquarters, it is essential that, as District Secretary, you supervise the receipt of the 
information.  The form from Association will go direct to the Club and will be requested to be sent 
direct to the National Governing Body Secretary when completed. 
 
10.Remind your Clubs to notify District of any alterations in name, address etc., of their Officers 
and Committee, and notify the National Governing Body Secretary, so that records are kept up to 
date. 
 
11.Members joining after 31 December each year pay half Capitation Fees to International Inner 
Wheel, National Governing Body and District. 
 
12.The District Committee is a liaison between the Clubs and the National Governing Body.  The 
Council Member represents the District at the National Council Meetings, held twice or three times 
a year, and compiles a report on same for the District Committee Meetings. 
 
13.Always arrange to have circular letters, agendas, etc. sent to Clubs to coincide with their Club 
Meetings.  Be sure that the Secretary's address is at the top of all correspondence. 
 
14 District Minutes.  These should be circulated to each Club in the District, one copy to each other 
District Secretary within the country and one copy each to the National Governing Body President, 
Vice-President and Secretary.  As a matter of interest, countries with a National Governing Body do 
not send copies of their District Minutes to International Inner Wheel, only National Governing 
Body Minutes.  All Districts without a National Governing Body must send copies of all Minutes, 
in English, to International Inner Wheel Headquarters immediately after each meeting. 
 
15.Invitations.  When inviting Officers of the National Governing Body or other Districts, please 
send individual invitations. 
 
16.Transferees.  Members wishing to wear past service bars must wear them on the badge of the 
Club in which the offices were held, and wear another badge for the Club to which they have 
transferred. 
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  6.                              GUIDELINES FOR DISTRICT TREASURER 
 
 
FINANCIAL YEAR: The financial year shall be from 1 July to 30 June. 
 
BUDGET: A budget must be prepared and, if an increase in fees is necessary, this must be 
notified in time for Clubs to take any increase into consideration when deciding on their annual 
subscription. 
Make sure you estimate sufficient funds to cover general running expenses. 
 
INCOME AND EXPENDITURE: All monies received shall be banked promptly and receipts given 
where necessary. 
All accounts for payment are to be authorised by the District Committee and recorded in the 
Minutes when passed for payment. 
All payments to be made by cheque signed by any two of the District Chairman, Secretary and 
Treasurer. 
All legitimate expenses incurred in carrying out the work of the District shall be met from the funds 
of the Committee. 
Keep a clear record of all income and expenditure. 
Forward to the National Governing Body Treasurer fees for Capitation both I.I.W. and National 
Body.  Forms for these will be distributed by the National Governing Body Treasurer or I.I.W. 
Payment of accounts for bars and badges, etc., and for publications other than Directories and 
Diaries and for any other monies collected at the request of the National Governing Body or I.I.W., 
should be paid to the appropriate Body. 
A financial statement and Bank statement shall be submitted to each District Executive meeting and 
District Committee meeting. 
 
DIRECTORIES AND DIARIES: When ordering I.I.W. and National Governing Body directories, 
the order form supported by a cheque for the cost, is to be forwarded to the Secretary. 
 
NEW CLUBS: When a new Club is being formed, the registration form must be completed and 
forwarded with the supporting Capitation Fees to the Treasurer for registration at I.I.W. 
Headquarters.  This is to be done at the meeting held immediately following the inaugural meeting 
of the Club.  A copy of the completed registration form is to be forwarded to the National 
Governing Body Secretary for her records 
 
Dues:  
Fees for I.I.W. and/or National Governing Body must be forwarded to reach the Treasurer/s as soon 
as possible after lst July.  Failure to pay Dues will debar Clubs & Districts from voting at 
Conferences and Convention. 
 
GENERAL: When organising a function, try to take everything into consideration price of meal, 
hall rent, complimentary tickets, gifts (if any) to guest speaker and official guests, etc., and set a 
price accordingly. 
Insist on payment with registration and do not make refunds unless cancellation is received in time 
to reduce the numbers with the caterer. 
 
Make every function pay for itself. 
 
When a Club invites the National Governing Body President or her Representative to a function, 
she must be paid the courtesy of a 'complimentary' invitation. 



 
TABLE OF FEES AND INSURANCE: 
 
Dues for ?         Full year:      Half year: 
 
                             I.I.W.                        I.I.W. 
 
                            National Governing Body                    National Governing Body 
 
                            Insurance                        Insurance 
                            [if required                ________            [if required                _________ 
 
                            TOTAL                      ________            TOTAL                    _________ 

 
 
 

7.                                      DISTRICT TREASURER - DUTIES 
 

STATUS 
The District Treasurer is an Officer of the District. She is a member of the District Executive 
Committee, District Committee and all other District Committees and has a vote on each. 
 
DUTIES 
The District Treasurer is responsible for and should supervise all financial matters. Where any 
subject involving finance is discussed by the District Officers or Executive Committee her opinion 
should be sought. She is an ex-officio member of any Sub-Committee organising any District event 
and all monies involved must go through the District account. She should be prepared to produce a 
Statement of Accounts at every District Meeting. These duties are also applicable to Club 
Treasurers. 
 
GENERAL INFORMATION 
The financial running of the District is a domestic matter within the Constitution. 
 
At the meeting preceding the Annual General Meeting the Treasurer should indicate if an increase 
in District dues will be proposed. 
 
It is recommended that the Club Treasurer should be a Voting Delegate to the District Committee 
for one year during her term of Office. 
Club subscriptions should cover all expenses necessary in the running of the Club and not be 
augmented by sundry efforts such as coffee mornings, raffles, etc. 
 
District Treasurers should emphasis that the District and each Club must have completely separate 
bank accounts and cheque books for their General and Charity Accounts. Cheques may be signed in 
advance at the discretion of the District Chairman or Club President. They are not valid when 
bearing only one signature and may be held by the District/Club Treasurer until required. 
 
All District and Club regalia should be adequately insured. 
 
ACCOUNTS  Every District/Club should have two bank accounts, one a General Account for the 
day-to-day running of the District/Club, the second a Charity Account into which all money raised 
for charity must be placed. 
 
Separate bank accounts may be kept, if so wished, for items such as Fares Pool, Bulletins, Rallies, 
etc. but it is perfectly acceptable to run these items as part of the District/Club General Account. 



 
All cheques sent to District or Club should be paid into the bank promptly. 
 
A Bank Statement for every account at both District and Club level must be obtained at the end of 
each month. The District/Club Treasurer must reconcile each cash-book with its bank statement 
monthly. 
 
GENERAL ACCOUNT 
This Account is used at District and Club level for all monies necessary for the general running of 
the District/Club. 
 
Districts/Clubs should not hold a big reserve in the General Account. They should only have 
sufficient for one year’s working. 
 
The main income for the General Account will consist of the District Capitation Fees/Club 
Capitation Fees. These should be set at a level, which will cover all expenses entailed in running the 
District/Club. The District Rally/Club Charter Party and other special occasions should be costed to 
make a minimal surplus, which may then be placed in the General Account. 
 
Magazine/Bulletin Fund. Where the District makes a separate charge for the District 
Magazine/Bulletin this money should be kept in the General Account but should be recorded in 
separate analysis columns under income and expenditure in the Account Books. 
 
Fares Pool Fund. Where the District organises a Fares Pool for the purpose of paying the travelling 
expenses of Voting Delegates to District Committee Meetings and the District Annual General 
Meeting and (in some Districts) the travelling expenses of Officers and Officials attending the 
District Assembly, this fund must be shown separately in the annual accounts, although it can be 
run as part of the General Fund bank account. Note that money collected for the specific purpose of 
paying travelling expenses as described above must not be used for any other purpose. 
 
CHARITY ACCOUNT 
This account may be called either a Charity Account or a Benevolent Account as the terms are 
synonymous. Always check with your Government or Local Authority any rules concerning 
Charities. 
 
The District/Club Charity Account must be treated as a separate account entirely, with its own bank 
account, cheque book, paying-in book and Account Book. 
 
Donations to charities must come from the Club Charity Fund raised by special efforts and not from 
collections at Club Meetings. 
 
All donations to charity must be made by cheque and must come from the District/Club Charity 
Account. The District/Club General Account must never be used when making donations to charity, 
unless a donation is made by a District/Club in memory of a deceased member. 
 
           All money collected for charitable purposes must be paid in to the District/Club Charity 
Account. After the deduction of legitimate expenses incurred in the raising of this money, it must be 
distributed to the relevant charity or charities as soon as possible. 
When sending money to a charity, the accompanying letter must clearly state whether the donation 
may be used at the discretion of the charity concerned, or whether it is to be used for a particular 
aspect of the charity’s work. 
 
Should the District Chairman wish to request support for a particular charity during her year of 
office, this must be discussed and agreed by the District Executive and District Committees. All 



donations for this charity must either be sent directly to the charity itself, or to one of its local 
branches, or to the District Treasurer, accompanied by a letter stating that the donation enclosed is 
for the District Chairman’s charity of the year. At the end of that year, the District Treasurer will 
issue a cheque, made payable to the charity, for all donations received. This cheque must be sent to 
the charity by either the District Chairman or the District Treasurer.  
 
ANNUAL BALANCE SHEET & ACCOUNTS 
District Accounts must be examined by an independent qualified Auditor and the District Treasurer 
should have all financial records ready for submission as soon as possible after 30th June. As soon 
as the accounts are received from the Auditor copies must be sent to all Clubs within the District 
and the serving District Treasurer must present them at the next District Committee Meeting for 
discussion and agreement. The accounts are formally proposed, seconded and adopted at the 
following District Annual General Meeting. At the same time as copies are sent to the Clubs, a copy 
of the Accounts must be sent to International Inner Wheel Headquarters.  
 
CLUB ACCOUNTS must be examined by an independent person, [Auditor, Bank Manager] who is 
not a member of the Club, and the Club Treasurer should have all financial records ready for 
submission to this person as soon as possible after 30th June each year. As soon as the accounts are 
received, copies must be sent to all members and the serving Club Treasurer must present the 
Accounts at the next Club Meeting for discussion and agreement. The accounts are formally 
proposed, seconded and adopted at the following Club Annual General Meeting. At the same time 
as copies are sent to the members, a copy of the Club Accounts must be sent to the District 
Treasurer. 
 
Where there is a change of Treasurer (Club or District) the presentation of the Balance Sheet and 
Annual Statement of Accounts is made by the serving Treasurer and not her predecessor. The 
Accounts must be signed by both the serving Treasurer and District Chairman/Club President, 
not their predecessors. 
 
New members joining between 1st July and 31st December are liable for full Dues. Those joining 
between 1st January and 30th June pay half year Capitation Fees. 
 
Capitation Fees should be sent to Headquarters as early as possible in the Inner Wheel year. 
 
EXTENSION 
The District Treasurer should give the Extension Chairman/Organiser details of the Capitation fees 
and fares pool payable by members to International Inner Wheel, and District to enable a new Club 
to agree the financial commitments before fixing the Annual Capitation Fee. 
 
It is very important that the District Treasurer visits a newly formed Club as soon as possible 
following their formation. At this visit the Club finances should be carefully discussed and guidance 
given to the new Club to set their Capitation Fees at an appropriate level. The District Treasurer 
must also give assistance to the new Club when the arrangement for their Charter Presentation is 
discussed. It is important that the cost of the tickets for this event cover all the expenses incurred. 
 
TRANSFERS 
When a member transfers from one Club to another an arrangement between the two Clubs should 
be made regarding the Capitation Fees. 
 
TERM OF OFFICE 
When coming to the end of her term of office, the District/Club Treasurer should give a 
comprehensive picture of the accounts to her successor, hand over all relevant papers in time for the 
District Assembly and be helpful. 
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8. 
DISTRICT EDITOR 

 
STATUS 
The District Editor is an Official of the District and a member of the District Executive Committee 
and District Committee with a vote on each. 
 
DUTIES 
It is the responsibility of the District Editor to produce a District Newsletter or Magazine. The 
number of issues produced each year is a decision of each District. 
 
The District Editor should set out the requirements for the Club Correspondents at the District 
Assembly Group Meeting. 
 
The District Editor is responsible for seeing that all titles, honours, initials etc., appearing in the 
District Magazine are correct. Errors in these, also in grammar, spelling punctuation, etc. in 
contributions received should be corrected. 
 
Many Districts are now appointing Webmasters in order to keep in touch with news and up-to-date 
information on the National and International Inner Wheel Websites. If the District Editor cannot 
take on this responsibility, she should co-opt a member willing to help.   
 
COPYRIGHT 
If a photograph, drawing, etching, or any kind of picture is to be used in a Magazine, Bulletin, 
Newsletter or any publication, it is the work of the Editor to trace the artist, printer or owner of 
copyright and obtain permission for its use. Suitable acknowledgement must be made in the 
publication. 
 
The terms Honoured Active and Honorary members need to be used with care. 
 
Sums of money must not be referred to in District Magazines as this invites invidious comparisons 
between Clubs. 
 
CLUB CORRESPONDENTS 
District Editors should give Club Correspondents information sheets containing deadline dates for 
submission of copy. Ensure any absentees from the Group Meeting are sent a copy. 
 
They should send Club reports to District Editors by the deadlines fixed by the District Editors. 
 
Club Correspondents should send reports of Inner Wheel activities and functions to the local press 
and generally try to publicise the work of Inner Wheel. In these they may mention sums of money. 
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9. 

DISTRICT INTERNATIONAL SERVICE CHAIRMAN 
 
INTERNATIONAL SERVICE is the correct title and should be used at all times. 
 
The aims and functions of International Service are to gain a sympathetic understanding of the needs 
and hopes of the peoples of the world by giving friendship and service in all possible ways and so 
create a mutual feeling of goodwill. 
 
STATUS 
The District International Service Organiser is an official of the District, a member of the District 
Executive Committee and District Committee and has a vote on each. She must report to them the 
intentions and actions of her Committee. 
 
DUTIES 
Together with the District International Service Committee, the District International Service 
Chairman leads and encourages International Service in the District and encourages the Clubs, 
through their elected Club International Service Organisers, to look for avenues of service overseas. 
 
The District International Service Chairman may visit and speak to a Club if she is invited to do so. 
Payment of her travelling expenses is a domestic matter for each District. 
 
The District International Service Chairman should keep careful records and these must be handed to 
her successor. 
 
The District International Service Chairman should encourage Clubs to support the International 
Social Project “Happier Futures” for children. Each individual Club can choose how they wish 
to support this project.  
She should also log onto the International Inner Wheel Website to see the projects being 
undertaken by Clubs around the world. 
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10.                 DISTRICT EXTENSION CHAIRMAN/ORGANISER 
 

STATUS 
The District Extension Chairman/Organiser is an Official of the District. She is a member of the 
District Executive Committee and District Committee and has a vote on each. 
 
The Extension Chairman/Organiser must have a comprehensive knowledge of the Constitution, 
History and Objects of Inner Wheel, also the National Governing Body Bye-Laws [where a National 
Governing Body exists], District and Club Rules and be aware of the guidance the Handbook has to 
offer. 
She must know the International Inner Wheel and District Capitation Fees and Fares Pool. 
 
The Extension Chairman/Organiser must know of all publications issued to new Clubs by 
Headquarters and should apply to IIW Headquarters for literature needed for guidance. 
 
The Extension Chairman/Organiser should keep her files up to date. It is essential that copies of all 
correspondence pertaining to this position are kept safely in  files, together with replies.  These files 
should thenbe passed on to the next Extension Chairman/Organiser for reference. 

 
If the District Extension Chairman/Organiser changes in the period between the formation of a Club 
and the Presentation of the Charter, it would be advisable for the outgoing Extension 
Chairman/Organiser to invite her successor to join her at a meeting of the newly formed Club, thus 
providing continuity. This is a suggestion only and would be a domestic matter for the District to 
decide. 
 
REPORTS 
Reports to the District Executive Committee and District Committee should be comprehensive. The 
Committees should be informed of all approaches to any new members or to Rotary Clubs in respect 
of Extension whether these were successful or not. 
 

 
11.                DUTIES OF DISTRICT EXTENSION CHAIRMAN OR ORGANISER 

 
The Extension Organiser/Chairman should try to form new Clubs and also help existing Clubs who are 
experiencing difficulties and in danger of disbanding. She should encourage existing Clubs to invite 
new members from all three categories. 
 
Formation of New Clubs:.   
A new Club can be formed and sponsored by an Inner Wheel Club, a Rotary Club or by the District 
Executive. The District Extension Organiser should be involved to explain the objects of Inner Wheel 
and how Clubs and Districts function. If no District exists, then the sponsoring Inner Wheel Club 
should take on that responsibility, and they should keep IIW informed of the possible formation. When 
interest is displayed in the formation of a Club, the Extension Chairman/Organiser should endeavour 
to arrange a meeting to speak to the ladies.   
Where there is a new Rotary Club, at some time, it is important that all the wives of the new Rotary 
Club should be invited to join a potential Inner Wheel  Club. 
 
Every Inner Wheel member is a potential extension officer, and should always be looking around to 
find women who fully agree with the objects of Inner Wheel, and share our values. 
New Clubs can be formed with members from any one of the following 3 membership categories, or a 
combination of all 3. 

a) Women related to Rotarians/former Rotarians 
b) Women related to Inner Wheel members/former Inner Wheel members 
c) Women invited to join – provided the majority of Club members agree.     



 
            Please note - All three categories are of equal importance 
 

The Extension Organiser should arrange to meet potential members from any of the 3 categories as 
soon as interest is expressed. 
Points covered at this interest meeting should include:- 
 
a. Meetings are held monthly and there is no attendance requirement. 
 
b. Meetings can be held at any time and place suitable to the members. 
 
c. The Objects of Inner Wheel should be discussed. 
 
d. Stress the emphasis is on friendship as well as that on personal Service. 
 
e. Inner Wheel is not a service Club, or a fund raising organization as such; much of the           

service is personal. 
 
f. Stress the International aspect of Inner Wheel. 
 
g. Capitation Fees should be discussed, just what they are and that every Inner Wheel member    

must pay these. 
 
If a decision is made to form a Club, the meeting can become the Inaugural Meeting and Minutes 
recorded.  It is recommended that at this meeting only the President, Vice-President, Secretary and 
Treasurer be elected - the election of the Committee should be left until the next meeting.  Half the 
Committee will be elected to serve for two years and the remainder for one year, thus ensuring that not 
all the committee serve and retire together.  At the second meeting, a decision should be made about 
where and when the Club will meet, along with deciding the Club subscription, although preliminary 
discussions can take place at the first meeting.  This delay can often allow more acceptable decisions 
to be made. 

 
Subscriptions must be such that the Capitation Fees can be paid and still leave ample funds for the 
running costs of the Club.  It is important to remember the need to purchase equipment such as Minute 
books, etc. in this first year and it is better to recommend that the fees be higher than the anticipated 
need rather than having to increase them after a short time. 
 
After the Inaugural Meeting has been held the Extension Chairman/Organiser should notify the 
District Secretary and District Chairman who shall be present at the next meeting. 
 
At this meeting the Extension Chairman/Organiser actively assists the President and ensures that the 
necessary decisions are made.  At this meeting it is essential that the membership form be completed 
and, along with the Capitation Fees, be given to the District Secretary.  The Club is only registered 
when I.I.W. Headquarters receives these fees. 
 
Members joining the new Club up to the Charter Presentation Night are the Founder Members. 
 
Your District has been given an Extension Kit for Clubs and it is recommended that copies of the 
contents be given out as suggested.  On no account should the Master Kit be distributed - it must be 
retained as the District's own copy and be always available when needed. 
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 12.                                                    PROTOCOL 
 
The International Inner Wheel has often been approached for advice on protocol for official 
functions and the following established guidelines may be of assistance. 
 
DISTRICT  FUNCTIONS: 
At a District function (i.e. Change-over or District Meeting), the precedence for introduction is as 
follows:- 
National Governing Body President 
National Governing Body Officers 
District Executive 
Association Officers 
Visiting Chairmen and Officers of other Districts 
Past National Governing Body Presidents and Past District Chairmen 
Other visitors at Chairman's discretion 
 
If an Official Guest, the National Governing Body President is always seated at the Chairman's 
right hand. 
 
It is simpler for all concerned if the Chairman introduces the members of the official party starting 
with those seated on her right, then those on her left. 
 
CLUB FUNCTIONS: 
At a Club function, the order of precedence for introduction is as follows:- 
 
District Chairman [on her official visit only] 
National Governing Body/Association President 
Club Executive Officers 

District Officers 

Other visitors at President's discretion 

When invited officially, the Chairman should not be asked to pay. 
 
The National Governing Body/Association President may be invited if the Club wishes, in which 
case, she should not be asked to pay. 
 
CHARTER NIGHTS: 
The programme for the Charter Night is arranged by the District Chairman in consultation with the 
Club Officers. 
 
The District Chairman presides until the Induction and Charter Presentation when the Club 
President takes the chair. 
 
The question of guests is a matter for the Club to decide.  Often local officials, such as Mayor, Shire 
President etc., are invited 
 
Order of precedence for introduction is as follows:  [or the Protocol accepted in your country] 
 
National Governing Body/Association President or her Representative 
Mayor or Shire President, etc or his deputy 



Charter President 
Rotary President (if one exists) 
District Chairmen 
National Governing Body/Association Officers 
Officers of Host District 
Officers of other Districts 
Other guests at discretion of Chairman 
 
If a Rotary District Governor is present, a special welcome should be extended to him.  If he is an 
Official Guest, he would be introduced before visiting Chairmen. 
In recognition of the fact that in some cases Rotarians make membership of Inner Wheel possible, 
the programme should include the toast to 'Guests'.  The toast should not be to 'Rotary 
International'. 
 
The welcome into Inner Wheel is given by the National Governing Body/Association President or 
her Representative. 
 
INTERNATIONAL PRESIDENT: 
As head or our Organization, the President of International Inner Wheel takes precedence over all 
Inner Wheel Officers on all occasions, always address the chair first. 
 
The International Inner Wheel President, when visiting countries and/or Districts must have all their 
expenses incurred paid by the Country/District concerned. 
 
NATIONAL GOVERNING BODY/ASSOCIATION  PRESIDENT: 
As head of the National Governing Body the President takes precedence over all Inner Wheel 
Officers, except the District Chairman at Club level on her Official visit. 
 

 
TOAST TO INTERNATIONAL INNER WHEEL: 
A toast to International Inner Wheel can be given with or without a response. 
 
If with a response, the toast can be proposed by any member but the response should be given by the 
most senior Inner Wheel Officer present. 
 
If given without a response, the toast is proposed by the most senior Inner Wheel Officer present. 
 
NOTE:  At all functions, the Chair is always addressed first.  An Official Guest is always seated on 
the Chairman or President's right and introduced as directed on the first page . 
 

 
GENERAL INFORMATION: 
Clubs should not have a guest speaker when the District Chairman is making her official visit.  The 
Chairman herself should be regarded as being the guest speaker 
 
When the National Governing Body/Association President is invited to attend a function, she is a 
guest of the Club or District - be sure that the Club Secretaries know this. 
 
National Governing Body/Association Officers should be invited individually if a Club or District 
wishes them to attend a function.  They are not always able to be present at their normal Club 
meetings and may not be aware of invitations sent to Clubs. 
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USE  EITHER:- 
 
13. 
   
       DISTRICT  …………INNER WHEEL COMMITTEE MEETING 
 

 
District  ……….  Meeting will be held on [date]  ……………………………….. 
at [time]  ………………  at [place]  …………………… 
 

A G E N D A 
 
Chairman Opens the Meeting -   
[Welcome] 
 
Apologies: 
 
Minutes of the last meeting: 
The Minutes of the previous District Meeting held at [place]  
………………………… 
on [date]  ……………… having been circulated, to be taken as read. 
 
Business Arising: 
 
Correspondence: 
Inward 
Outward 
 
Matters Arising: 
 
 
Reports: Chairman 
 Secretary 
                      Treasurer 
 Council Member 
 Extension Chairman  
 International Service Chairman  
 Editor 
 
Any Other Business: 
 
 
 
Date of Next Meeting: 
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OR 

14. 

DISTRICT  ……….…..  INNER WHEEL COMMITTEE MEETING 

 

AGENDA 

1. WELCOME by the District Chairman 

 

2.. APOLOGIES: read by the Secretary 

 

3. MINUTES OF PREVIOUS MEETING for approval: 
Moved  ……………….     Seconded  ……………... 
(All in Favour -- anyone Against?) 
Signed by the Chairman - when approved by the Club delegates. 

 
4. MATTERS ARISING (from the previous Minutes) 
 
 
5 CORRESPONDENCE: 
 

(a) Business arising from correspondence 
 
 
6. REPORTS: 
 

(a)     Treasurer 
(b)  Overseas Service Organiser 
(c) Editor 
(d) International Service Organiser/Chairman 
 (e)         Extension Organiser 

 
 
 
6.   ANY OTHER BUSINESS: 
 
 
 
 
 
Date of next Meeting……………………………………….. 
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15.

DISTRICT  …….._INNER WHEEL COMMITTEE  NOMINATION FORM 
 
 
Nominations to be received by the District Secretary not later than 30 November.  
Further forms may be obtained from the District Secretary. 
 
The Inner Wheel Club of:  ….………………………………………… 

Nominate:  ………………………………………………………………… 

for the position of:  ………………………………………………………... 

Proposed:  …………………………………………………………………. 

Seconded: 

Past Offices held in Club and District: 

...........................................................………………………………............ 

......................................................................………………………………. 

......................................................................………………………………. 

......................................................................………………………………. 

......................................................................………………………………. 

Signed:  ……………………………….  Nominee 

              ..............................……………  Club President 

              ............................…………….. Club Secretary 

Nominees correct Directory Listing [Please ensure accuracy] 

Surname  …………………………………..  Given name:  …………………….. 

Full address:  ......................................................................…………………. 

………………………………………………………………………………. 

Post Code:  …………………………..  Tel.  No:  …………………………. 
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16. 
 
GUIDELINES FOR CHARTER PRESENTATION FOR DISTRICTED CLUBS 

 
District Chairman Presiding: 

 
 Call to Order 

 Grace 

Roll Call 

 Apologies and Greetings 

 Loyal Toast 

Introduction of Top Table and Guests 

 Welcome to Town or District 

 Presentation of new Club to District Chairman, by Extension Chairman 

 Induction of members by District Chairman & Presentation of Badges 

 Presentation of Charter by District Chairman to Club President (all stand) 

 Presentation of Collar to Club President 

 
President now takes over: 

 Message from I.I.W. President and Toast to International Inner Wheel to be given by National 
Representative, if any, or by the IIW President’s chosen Representative). 

 
Welcome into the National Governing Body/Association (where applicable) by National 
Governing Body/Association President or her chosen Representative. 

 
Response by Club President. 

Toast to Sponsor Club. 

Response. 

 Toast to Guests 

Response. 

 Acknowledgement of Gifts 

Appreciation 

 Closure 

 
AT ALL CHARTER PRESENTATIONS A TOAST TO INTERNATIONAL INNER WHEEL 
MUST BE GIVEN. 
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