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4-H Treasurer 
 

Welcome 
Congratulations on your new role as 4-H club treasurer! You must now fulfill the expectations of the 

members by serving as a hard working and effective leader. You, and all other officers of your 4-H club, 

represent not only your club, but also the 4-H program in your county and throughout the state. Your 

skills and abilities, standards and ideals, grooming, speech, and even smiles represent Ohio 4-H 

members. Representing others is one of your most important responsibilities because it exists at all 

times τ not just while you are at 4-H events. 

Note: This document includes background materials and samples to help you. Familiarize yourself 

with the whole document before beginning your term as club treasurer. This ¢ǊŜŀǎǳǊŜǊΩǎ Handbook 

and related treasurer forms are available online at www.ohio4h.org/members/officers.  

¢ǊŜŀǎǳǊŜǊΩǎ Wƻō 5ŜǎŎǊƛǇǘƛƻƴ 
 Handle all money matters of the club and maintain accurate financial records. 

 Prepare a budget, with your finance committee and advisor, to guide the club. 

 Spend money only with club approval. (A motion, second, and passing vote must be included in 

the meeting minutes.) 

 Never mix your own money with club money. Never use club money for your personal needs. 

Both of these practices are illegal. 

 Keep an accurate record in the ǘǊŜŀǎǳǊŜǊΩǎ ōƻƻƪ ƻŦ ŀƭƭ ƛƴŎƻƳŜ ŀƴŘ expenses. 

 Deposit all funds in the bank within a week. 

 Pay all bills promptly as approved by the club. 

 Only pay by check, and have paperwork for all bills paid. 

 Write receipts for all money collected and maintain a copy of receipts in your records. 

 Collect dues (if your club has dues) and keep accurate record of dues paid. 

 Prepare an accurate ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ for each meeting. 

http://www.ohio4h.org/members/officers
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 Serve on the club executive committee. 

 Complete your TreasǳǊŜǊΩǎ IŀƴŘōook, including the year-end summary, prior to an end of the 

year audit by the financial review committee. 

 Provide the following information for the financial review committee: 

o Club budget 

o Check register 

o Bank statements 

o Cancelled checks and deposit slips 

o Receipts of all income 

o Bills for all expenses 

o ¢ǊŜŀǎǳǊŜǊΩǎ Handbook 

 Have the financial review committee complete the yearly audit certificate. 

 Act as chairman if the president, vice president and secretary are all absent. 

 

ά5ƻ ǿƘŀǘ ȅƻǳ ŎŀƴΣ ǿƛǘƘ ǿƘŀǘ ȅƻǳ ƘŀǾŜΣ ǿƘŜǊŜ ȅƻǳ ŀǊŜΦέ 

τTheodore Roosevelt 

 

Guidelines for Treasurers 
At the beginning of the club year: 

 Obtain the club funds and records from the previous treasurer after the financial review 

committee has finished its yearly audit. Check to be sure the amount of money you receive 

agrees with the audit and thŜ ǇǊŜǾƛƻǳǎ ǘǊŜŀǎǳǊŜǊΩǎ ǊŜŎƻǊŘǎΦ 

 Lƴ ǘƘŜ ǎǇŀŎŜǎ ŦƻǊ άwŜŎƻǊŘ ƻŦ /ƭǳō CƛƴŀƴŎŜǎΣέ ǿǊƛǘŜ ǘƘŜ ƳƻƴǘƘ ȅƻǳ ōŜƎƛƴ ǘƻ ǎŜǊǾŜ ŀǎ ǘǊŜŀǎǳǊŜǊΦ 

¢ƘŜƴΣ ǿǊƛǘŜ ƻƴ ǘƘŜ ƭƛƴŜ ά.ŀƭŀƴŎŜ ƻƴ ƘŀƴŘ ϷψψψψψΣέ ǘƘŜ ŀƳƻǳƴǘ ƻŦ ƳƻƴŜȅ ƛƴ ǘƘŜ Ŏƭǳō ǘǊŜŀǎǳǊȅ 

when you received the records. 

 Work with your finance committee and club leader to put together a budget for the year. Use 

the sample budget sheet included. 

 Be sure the account is in the name of your 4-H club. A club treasury must never be under the 

name of an advisor or other individual. 

 All checks require two signatures from those who have signed the club signature card. 
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 Ideally, the treasurer, president, and an advisor would be listed as signatories. Sometimes it is 

difficult to change account signatures and sometimes a bank will not accept a minor as a 

signatory. In these cases, it is okay to have two or three advisors (from different families) as 

signatories. 

 If the treasurer is not a signatory, he or she should still write out the checks and then have two 

of the advisors who are signatories sign them. 

 Bank statements should be sent to an advisor who is not a signatory on the account. This advisor 

should review the statement (correct deposits, checks, and balance). The statement should then 

be given to tƘŜ ǘǊŜŀǎǳǊŜǊ ǘƻ ǊŜŎƻƴŎƛƭŜ ǿƛǘƘ ǘƘŜ ǊŜŎƻǊŘǎ ƛƴ ǘƘŜ ¢ǊŜŀǎǳǊŜǊΩǎ Handbook and the 

check register. 

 To make record-keeping easier, put your record book in a three-ring binder with pockets for bills 

and receipts. Punch holes in your bank statements and include them in the notebook. 

Meeting Preparations 
Before each 4-H meeting:  

 Make sure the club Record of Club Finances is correct and up to date. 

 Complete a ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ to share with the club. Blank forms are included in the 

tǊŜŀǎǳǊŜǊΩǎ section of the Club Officer Resources on the website. 

 The report should include all transactions since the beginning of the last meeting. Include all 

receipts turned in and any bills paid since the ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ was given at the last meeting. 

 The report should follow the format outlined on the ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ forms. 

 Make a copy to give to the secretary for the minutes. 

During the meeting: 

 Give the ¢ǊŜŀǎǳǊŜǊΩǎ wŜǇƻǊǘ. 

 Write receipts for any money received. 

 Present bills received. 

 Be sure the club takes action on all bills presented. After you present a bill during your report, 

you may move to pay the bill. 

After the meeting: 

 Pay all bills approved by the club as soon as you can before the next meeting. 

 Update the Record of Club Finances when you write checks or deposit money. 
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 When a bill is paid, write on the bill the date it was paid and the check number. Put copies of 

paid bills and receipts in the three-ring binder with your other records. 

At the close of the year: 

 Promptly pay any bills approved at the last 4-H meeting. 

 Complete the Record of Club Finances. 

 /ƻƳǇƭŜǘŜ ǘƘŜ ά¸ŜŀǊƭȅ {ǳƳƳŀǊȅ.έ ό¢ƘŜ ōƭŀƴƪ ŦƻǊƳ ƛǎ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ǘǊŜŀǎǳǊŜǊΩǎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ 

Club Officer Resources on the website.) 

 Ask the club president to appoint a club Financial Review Committee to check your records. The 

Financial Review Committee is comprised of two adult leaders and two 4-H members. 

Committee ƳŜƳōŜǊǎ ǎƘƻǳƭŘ ƴƻǘ ōŜ ŦǊƻƳ ǘƘŜ ǘǊŜŀǎǳǊŜǊΩǎ ŦŀƳƛƭȅ ƻǊ ōŜ ŀ ǎƛƎƴŀǘƻǊȅ ƻƴ ǘƘŜ 

checking account. 

 Checking your records is not an indication you have not kept careful records, it is just a 

safeguard against human error. Give the committee all of your records, including copies of 

receipts, deposit slips, receipted bills or sales slips, check stubs, cancelled checks, and bank 

statements. 

 The club Financial ReviŜǿ /ƻƳƳƛǘǘŜŜ ǿƛƭƭ ƴŜŜŘ ŀ ά¸ŜŀǊƭȅ !ǳŘƛǘ /ŜǊǘƛŦƛŎŀǘŜέ (found at the bottom 

of the Yearly Summary from the ǘǊŜŀǎǳǊŜǊΩǎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ /ƭǳō Officer Resources on the web 

site. 

 When the committee has checked your records, give them to the next treasurer. 

 If you were a signatory on the bank account, have new signatories sign a new signature card. 

Bring a copy of the minutes from the elections meeting to verify new officers. 

Employer Identification Number (EIN)  
Every 4-H club must have its own EIN with its checking account. Check with your bank and record it on 

the Yearly Summary. If your club does not have an EIN, go to www.irs.gov to download an SS-4 form. 

The SS-4 form is an Application for Employer Identification Number. Contact your 4-H educator if you 

need assistance. 

An EIN is necessary for all groups, even though you have no employees. A 4-H club account should 

never be opened with a social security number. .Ŝ ǎǳǊŜ ǘƻ ƪŜŜǇ ȅƻǳǊ ŎƭǳōΩǎ 9Lb ƛƴ ŀ ǎŀŦŜ ǇƭŀŎŜ ǘƻ ŀǾƻƛŘ 

identity theft. 

http://www.irs.gov/


 

                        
 

5 5 

Handling Money Received 
The treasurer must write a receipt for all money received. The treasurer, vice president, and an advisor 

should count all money received. The sum of the count should equal the sum of the totals on the 

receipts. The treasurer should immediately write out a deposit slip for that amount. The deposit must be 

ƳŀŘŜ ǿƛǘƘƛƴ ŀ ŦŜǿ ŘŀȅǎΦ ¢ƘŜ ŘŜǇƻǎƛǘ Ƴŀȅ ōŜ ƳŀŘŜ ōȅ ŀƴ ŀŘǾƛǎƻǊ ƻǊ ǘƘŜ ǘǊŜŀǎǳǊŜǊΦ 5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ 

include the breakdown of money received in the club Record of Club Finances. 

Filling Out a Deposit Slip 

 Date the deposit slip. 

 Fill in the amount of currency (paper money) and coins you are depositing. 

 List each check separately, by number and amount. Use the back of the deposit slip if necessary. 

(Total the checks on the back and pǳǘ ǘƘƛǎ ŀƳƻǳƴǘ ƛƴ ά¢ƻǘŀƭ ŦǊƻƳ ƻǘƘŜǊ ǎƛŘŜέ ōƭŀƴƪΦύ 

 Record the deposit in the check register. 

 After making the deposit, put the deposit receipt in an envelope in your three-ring binder. 

NOTE: You should never keep cash back from a deposit. If your club needs cash to make change for a 

fund-raising activity, write out ŀ ŎƘŜŎƪ ŦƻǊ ά/!{Iέ ǘƻ ǘƘŜ ōŀƴƪΦ .Ŝ ǎǳǊŜ ǘƻ ƴƻǘŜ ǿƘŀǘ ǘƘŜ ŎŀǎƘ ƛǎ ŦƻǊ ƛƴ ǘƘŜ 

memo line and in your records. 

 

Training Activity 1: Handling Money Received 

Training Scenario: 

 You are the treasurer for the Clover Clan 4-H Club.  

 You are at your club meeting on March 12. 

 The club voted to have the treasurer get a receipt book at their meeting on February 26. The treasurer, 
Christopher Adams, purchased the receipt book and turned in a sales slip for $5.23. He received club 
check no. 100 on March 5 for $5.23. 

 Club dues are $5 per member. 

 Mary and Molly Newcomer give you $10 cash for their dues. 

 Jason Wyatt gives you a check (No. 1352), signed by his mom, Marsha Samples, for $10 ($5 for dues and 
$5 for his project book). 

 Fred and Linda Oldhouse give you a check (No. 5008), signed by their dad, Frederick Oldhouse, for $25 ($5 
each for dues, $5 ŦƻǊ CǊŜŘΩǎ ǇǊƻƧŜŎǘ ōƻƻƪΣ ŀƴŘ ϷмлΦлл ŦƻǊ ǘǿƻ ǇǊƻƧŜŎǘ ōƻƻƪǎ ŦƻǊ [ƛƴŘŀύΦ 

 Sam Jones gives you $15 cash for his dues and two project books. 

 Bobbie Adams turns in his dues money. He gives you three one-dollar bills and eight quarters. 
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I. Write out receipts for the Newcomer and Oldhouse families. 

 

RECEIPT                                                                                                                                                             No. 1001 

Received of ______________________________________________________________________ 

Payment as indicated below: 

Date Purpose Cash or Check No. Amount 

  

 

  

 

Signed 
 

RECEIPT                                                                                                                                                               No. 1002 

Received of ______________________________________________________________________ 

Payment as indicated below: 

Date Purpose Cash or Check No. Amount 

  

 

  

 

Signed 
 

II. Fill out a deposit slip.  

 

DEPOSIT SLIP         CASH 4 
Clover Clover Clan 4-H Club    ______  4 
4 Clover Way, Apt. H     ______  4 
Cloverville, OH  44444     ______  4 
    (or total from other side) 

DATE  3/13/YR      SUBTOTAL4 
DEPOSITS MAY NOT BE AVAILABLE                    LESS CASH RECEIVED4 
FOR IMMEDIATE WITHDRAWAL    

               $ 
     

SIGN HERE FOR CASH RECEIVED (IF REQUIRED) 
 

THE COMMUNITY BANK 

| : 0 4 1 2  1 6 3  | :   44-HHHH 
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III. Update your Record of Club Finances. 
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Answer Key: 

I. Write out receipts for the Newcomer and Oldhouse families. 
 

RECEIPT                                                                                                                                                               No. 1001 

Received of    Mary and  Molly Newcomer      

  

Payment as indicated below: 

Date Purpose Cash or Check No. Amount 

3/12/2007 Mary - $5.00 dues 

Molly - $5.00 dues 

Cash $10.00 

Signed:         Christopher Adam s 

 

RECEIPT                                                                                                                                                               No. 1002 

Received of   Fred and  Linda Ol dhouse      

  

Payment as indicated below: 

Date Payment Cash or Check No. Amount 

3/12/2007 Fred - $5.00 dues and $5.00 project book 

Linda - $5.00 dues and $10.00 project books 

5008 $25.00 

 

Signed:             Christopher Adams  
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II. Fill out a deposit slip. 

 

DEPOSIT SLIP          CASH4 
Clover Clover Clan 4-H Club    1352 4 
4 Clover Way, Apt. H     5008 4 
Cloverville, OH  44444     _________ 4 
    (or total from other side) 

DATE  3/13/YR      SUBTOTAL4 
DEPOSITS MAY NOT BE AVAILABLE                    LESS CASH RECEIVED4 
FOR IMMEDIATE WITHDRAWAL    

               $ 
     

SIGN HERE FOR CASH RECEIVED (IF REQUIRED) 
 

THE COMMUNITY BANK 

| : 0 4 1 2  1 6 3  | :   44-HHHH 
 

III. Update your Record of Club Finances.

   3 0 0 0 

   1 0 0 0 

   2 5 0 0 

       

       

   6 5 0 0 

       

   6 5 0 0 
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Writing Checks 

 Fill out the check register with the check number, date, amount, name of payee (the person or 

business to whom the check is written) and purpose of the payment. The check register should 

also show the balance before and after the check amount is deducted. 

 Use ink. 

 Never erase. If you make a mistake, start a new check and write VOID on the old one. Keep 

voided checks in your file. 

 Be sure to date the check. 

 Enter the name of the person or business to which the check is written aǎ ŎƭƻǎŜ ǘƻ ǘƘŜ άtŀȅ ǘƻ 

the order ofέ as possible. 

 Do not leave a space between dollars and cents. This helps stop someone from changing a $1.00 

check into a $100 or $1000 check. 

Correct: $10 34/100  Incorrect: $10      34/100 

 Begin at the extreme left in writing the amount. Be sure the written amount agrees with the 

numeric amount. Draw a line from where your writing ends to the end of the line. 

 LŦ ŀ ŎƘŜŎƪ ƛǎ ŦƻǊ ƭŜǎǎ ǘƘŀƴ ϷмΣ ǿǊƛǘŜ ǘƘŜ ǿƻǊŘ άhƴƭȅέ ŀƴŘ ǘƘŜƴ ǘƘŜ ŀƳƻǳƴǘΦ 

 Sign the check the same way you signed the signature card at the bank, if you are a signatory. 

 Obtain required signatures from account signatories. 

 Know where all checks, bank statements, and deposit slips are by storing them together in a 

secure place. It is recommended that you keep all of your treŀǎǳǊŜǊΩǎ ǊŜŎƻǊŘǎ ǘƻƎŜǘƘŜǊ ƛƴ ŀ 

three-ring binder. (Zipper envelopes like those for school pencils work well.) 

 Make sure to write what the check is paying for on the memo line. 

 Update your Record of Club Finances to reflect the check(s) written. 

Checking Account Register  

 Write the number of the check and the date it was written in the correct columns. 

 Lƴ ǘƘŜ ά¢ǊŀƴǎŀŎǘƛƻƴ 5ŜǎŎǊƛǇǘƛƻƴέ ŎƻƭǳƳƴΣ ǿǊƛǘŜ ǘƻ ǿƘƻƳ ǘƘŜ ŎƘŜŎƪ ǿŀǎ ǿǊƛǘǘŜƴΦ 

 9ƴǘŜǊ ǘƘŜ ŎƘŜŎƪ ŀƳƻǳƴǘ ƛƴ ǘƘŜ άtŀȅƳŜƴǘ !Ƴƻǳƴǘέ ŎƻƭǳƳƴ ŀƴŘ ǘƘŜƴ subtract the amount from 

the remaining balance above and enter the new balance straight across. 

 άVέ ƛǎ ŀ ŎƻƭǳƳƴ ǘƻ ŎƘŜŎƪ ƻŦŦ ǿƘŜƴ ǘƘŜ ŎƘŜŎƪ ƻǊ ŘŜǇƻǎƛǘ ŀǇǇŜŀǊǎ ƻƴ ȅƻǳǊ ōŀƴƪ ǎǘŀǘŜƳŜƴǘΦ 

 άCŜŜέ ƛǎ ŀ ŎƻƭǳƳƴ ǘƻ ƭƛǎǘ ŀƴȅ Ŏƻǎǘǎ ŦƻǊ ŎŀǎƘƛƴƎ ŎƘŜŎƪǎΦ  
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 Subtract the check amount (and any fee) from the balance. 

 ²ƘŜƴ ŀ ŘŜǇƻǎƛǘ ƛǎ ƳŀŘŜΣ ǘƘŜ ŀƳƻǳƴǘ ƛǎ ǊŜŎƻǊŘŜŘ ƛƴ ǘƘŜ ά5ŜǇƻǎƛǘ !Ƴƻǳƴǘέ ŎƻƭǳƳƴΦ  

 Add the amount of the deposit to the balance. 

Endorsing Checks 

An endorsement is a signature. To cash a check, it must be endorsed by whomever the check is made 

payable to. All endorsements are made on the back of the check, where designated. Endorse checks 

ƛƳƳŜŘƛŀǘŜƭȅΣ ǳǎƛƴƎ ŀ ǊŜǎǘǊƛŎǘƛǾŜ ŜƴŘƻǊǎŜƳŜƴǘ ƛƴŎƭǳŘƛƴƎ ǘƘŜ Ŏƭǳō ƴŀƳŜΣ ǘƘŜ ǘǊŜŀǎǳǊŜǊΩǎ ƴŀƳŜΣ ŀƴŘ ǘƘŜ 

ǿƻǊŘǎ άCƻǊ 5ŜǇƻǎƛǘ hƴƭȅΦέ Example: 

Clover Clan 4 -H Club  

Christopher Adams  

For Deposit Only  

 

Training Activity 2: Paying Bills 

Training Scenario: 

 You are the treasurer for the Clover Clan 4-H Club.  

 Your club voted at the last meeting, on March 12, to have officer installation at the next 
meeting, on March 26, with the club buying pizza and pop for refreshments. 

 It is now March 26. The pizza and pop has been ordered from Pizza Land. One of the advisors is 
getting ready to go pick it up. 

 The total cost for the pizza and pop is $68.50. 

 The next check in the checkbook is 101. 
 

I. Update the club checkbook register prior to writing the check. 
 
NO. OR 
CODE 

DATE TRANSACTION DESCRIPTION PAYMENT 
AMOUNT 

V FEE DEPOSIT 
AMOUNT 

BALANCE 
 

         $173 65 

100 3/5/YR Christopher Adams 5 23     168 42 

  Reimbursement for receipt book         

 3/12/YR DepositςDues & Books (Newcomer,      65 00 233     42 

  Wyatt, Oldhouse, Adams, Jones)         
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II. Write a check to pay for the pizza. 

Clover Clan 4-H Club  101 
4 Clover Way, Apt. H 
Cloverville, OH  44444 Date ________________ 
 
Pay to the 
Order of _____________________________________________   $__________ 
 
___________________________________________________________ Dollars 

THE COMMUNITY BANK 

Cloverville, OH 44444 

For ________________________              _______________________________  

| : 0 4 1 2  1 6 3        | : 44-HHHH 

III. Update your Record of Club Finances.
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Answer Key: 

I. Update the club checkbook register prior to writing the check. 
 

NO. OR 
CODE 

DATE TRANSACTION DESCRIPTION PAYMENT 
AMOUNT 

V FEE DEPOSIT 
AMOUNT 

BALANCE 
 

         $173 65 

100 3/5/YR Christopher Adams 5 23     168 42 

  Reimbursement for receipt book         

 3/12/YR DepositςDues & Books (Newcomer,      65 00 233     42 

  Wyatt, Oldhouse, Adams, Jones)         

101 3/26/YR Pizza Land 68 50     164 92 

  Pizza and pop for Installation         

           

           

 
 

II. Write out a check to pay for the pizza. 
 

Clover Clan 4-H Club  101 
4 Clover Way, Apt. H 
Cloverville, OH  44444 Date ____March 26, 20YR 
 
Pay to the 

Order of ___ Pizza Land ____________________________   $__68.50 ___ 

 

__ Sixty - Eight and 50/100 _______________________________ Dollars 

THE COMMUNITY BANK 

Cloverville, OH 44444 Signatory Signature  

For Pizza for Installation              Signatory Signature ____________  

| : 0 4 1 2  1 6 3        | : 44-HHHH 
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III. Update your Record of Club Finances. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reconciling Bank Statements 

 Bank statements are usually received once each month. A bank statement includes the account 

balance at the beginning of the month, any deposits made, any checks written, any fees charged 

to the account, and an ending balance. 

 Your treasury records must be reconciled to (be consistent with) the bank statement each 

month. 

 Use the Checkbook Balancing/Reconciliation Form from the ǘƘŜ ǘǊŜŀǎǳǊŜǊΩǎ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ /ƭǳō 

Officer Resources on the website, or the form on the back of the bank statement for your 

monthly reconciliation. 
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To check the figures on the bank statement: 

1.  Add the amount of deposits during the month and the balance carried forward from the previous 

bank statement. 

2.  From this total subtract the total of the service charge, if any, and the checks that are included in the 

bank statement. 

3.  This should be the same as the new balance on the statement.  

 Cancelled checks, or a copy of them, if any, may be included with the statement.  

 LŦ ŀ ŎƘŜŎƪ ȅƻǳ ǿǊƻǘŜ ƛǎ ƴƻǘ ǿƛǘƘ ǘƘŜ ƻǘƘŜǊ ŎƘŜŎƪǎΣ ƭƛǎǘ ƛǘ ƛƴ άhǳǘǎǘŀƴŘƛƴƎ /ƘŜŎƪǎέ ŀǘ ǘƘŜ ōƻǘǘƻƳ 

left of the Checkbook Balancing/Reconciliation Form. 

 If you cannot balance, take the statement and your treasury records to an advisor and ask for 

help. 

 If you think there is an error in the bank statement, take the statement and your treasury 

records to the bank and ask them to check it.  

Service Charge 

Some banks have a service charge for handling an account. Usually a few cents are charged for each 

check written and for each deposit. If your club is charged a service charge in any month, there will be a 

notation on the bank statement showing the amount deducted from the account. 

 The amount for the service charge should be shown as an expenditure on the Checkbook 

Balancing/Reconciliation Form for the month. 

 The service charge must also be listed in your check register as a payment amount. 

 

 

ά¢ƘŜ ǘƛƳŜ ƛǎ ŀƭǿŀȅǎ ǊƛƎƘǘ ǘƻ Řƻ ǿƘŀǘ ƛǎ ǊƛƎƘǘΦέ 

τMartin Luther King, Jr. 
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Training Activity 3: Reconciling a Bank Statement 

Training Scenario: 

Your monthly bank statement (below) has arrived. You must reconcile the bank statement with your 
treasury records.  

 

The Community Bank  Statement 

Clover Clan 4-H Club     Date 3/31/YR   Page 1 

4 Clover Way, Apt. H     Account Number           44-HHHH 

Cloverville, OH  44444 

 - - - CHECKING ACCOUNTS - - -  

Previous Balance  173.65     Statement Dates 3/01/YRτ3/31/YR 

 Deposits/Credits    65.00               Days in the statement period             31 

 Checks/Debits    68.50 

Service Charge      4.00 

Interest Paid       0.00 

Ending Balance  166.15 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

Deposits and Additions 

Date Description     Amount 

 3/13 DDA REGULAR DEPOSIT       65.00 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

Checks in Serial Number Order 

Date Check No.    Amount 

 3/27 *101     68.50 

* Indicates Skip in Check Number 

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

Daily Balance Information 

Date Balance Date Balance Date Balance Date Balance 

3/01 173.65 3/13 238.65 3/27 170.15 3/31 166.15 
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I. Reconcile the bank statement on the Checkbook Balancing/Reconciliation Form. 

CHECKBOOK BALANCING/RECONCILIATION FORM 

This form is used to make sure your bank statement matches what is written in your checkbook register. 
The process is called balancing, or reconciling, your checkbook.  
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Update the check book register to reflect any changes. 
 

NO. OR 
CODE 

DATE TRANSACTION DESCRIPTION PAYMENT 
AMOUNT 

V FEE DEPOSIT 
AMOUNT 

BALANCE 
 

         $173 65 

100 3/5/YR Christopher Adams 5 23     168 42 

  Reimbursement for receipt book         

 3/12/YR DepositςDues & Books (Newcomer,      65 00 233     42 

  Wyatt, Oldhouse, Adams, Jones)         

101 3/26/YR Pizza Land 68 50     164 92 

  Pizza and pop for Installation         

           

           

 

 

II. Update the Record of Club Finances so that all records match. 
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Answer Key: 

I. Reconcile the bank statement on the Checkbook Balancing/Reconciliation Form. 

CHECKBOOK BALANCING/RECONCILIATION FORM 

 


