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4-H Treasuer

Welcome

Congratulationson your new role ad-H club teasuret You must now fulfill the expectations of the
members by serving as a hard working and effective leader. You, and all other officers oyolutg
represent not only your club, but also theHiprogram in your county and throughout the stav@ur
skills and abilities, standards and ideals, grooming, speetheven smiles represent Ohid#

members. Representing others is one of your most important responsibilities because it exists at all
timest not just while you are at4H events.

Note: This document includes background materials and samples to help you. Familiarize yourself
with the whole document before beginning your term as club treasur@his¢ NB | & daNdboak &
and related treasurer forms are available online atvw.ohio4h.org/members/officers

¢NBIl adzNENXRaA W20 5SaONRLIA

¢ Handle all money matters of the club and maintain accurate financial records.

e Prepare a budget, with your finanaeommittee and advisor, to guide the club.

e Spend moneyonlywith clubapproval. (A motion, second, and passing vote must be included in
the meeting minutes.)

¢ Never mix your own money with club monéyever use clulmoney for your personal needs.
Bothof these practices are illegal.

e Keep an accurateecord inthell NS I & dZNBNDRA o2 2xpensed [ ff AyO2YS |y
e Deposit all funds in the bank within a week.

o Pay all bills promptly as appred by theclub.

e Only pay by checland have paperwork for all bills paid.

e \Write receipts for all money collected and m&im a copy of receipts in your records.

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

OHIO
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http://www.ohio4h.org/members/officers

e Serve on the club executive committee.

e Complete your TeasizNB NX2 ®ok| irclytiydhe yearend summary, prior to an end of the
year audit by the financial review committee.

¢ Provide the following informatin for the financial review committee:
0 Club budget

Check register
Bank statements
Cancelled checks and deposit slips
Receipts of dincome
Bills for all expenses

0 ¢ NB I aldaNdiodkD a
Have the financial review committee complete the yearly audit certificate.

O O O O O

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

452 ¢gKFi{ &82dz OFysS oAGKNDBSIKE § &82dz KIF #9853

T Theodore 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 manesegeive
agrees with the auditand ® LINBE GA 2dza G NBIF a dzZNBNDRa NBO2NRao®

e LYy GKS &L} OFa dFo2 NOAGYWS/APINIRE é2 s NAR 1S GKS Y2y (K

CKSYs gNARGS 2y GKS ftAYS a.1tlyOS 2y KIFEIYyR byypyuy

when you received the records.

e Work with your finance committee and club leader to put togethéuaget for the year. Use
the sample budget sheet included.

e Be sure the account is in the name of youd £lub. A club treasury must never be under the
name d an advisor or other individual.

e All checks require two signatures fradirose who have signed the club signature card.
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o Ideally, the treasurer, presidepdnd an advisor would be listed as signatories. Sometimes it is
difficult to change account signaturesd 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 sine should still write out the checks atiten havetwo
of the advisors who are signatories sitpem.

e Bank statements should be sent to an advistio is not a signatory on the account. This advisor
should review the statement (correct deposits, cheeksl balance). The statement should then
be giventoKS G NBIF adzNBENJ 62 NBO2Yy OAf Hamlbak Endth&K S NB 02 NR
checkregister,

e To make recorekeeping easierput your record book in a thregng binder with pockets for bills
and receipts. Punch holes in your bank statements and incligi® in the notebook.

Meeting Preparations

Before each 44 meeting:
e Make sure the club Record of Club Finances is correct and up to date.

e Complete & NB I & dzNB thiEhare witlsthadxINiIBlank forms are included in the
tNB | & deitiidNddthe Cluldfficer Resourcesn the website.

e The report should include all transactions since beginning of the last meetindnclude all
receipts turned in and any bills paid since thé&NB | & dzNJ weR givenabthdaabstineeting.

e The report should follow théormat outlined on the¢ NB I & dzNSfiddsi w S LJ2 NI
e Make a copy to give to the secretary for the minutes.
During themeeting:
e Givethet NB I & dzZNENDRa wS L2 NI
e \Write receipts for any money received.
e Present bills received.

e Be sure the club takes action on alldpresented. After you present a bill during your report,
you may move to pay the hill

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

e Update the Record of Club Finances when you write checks or depmrsgym

OHIO
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e 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 tharee-ring binder withyour other records.

At the close of the year:
e Promptly pay any bills approved at the last4meetirg.
e Complete the Record of Club Finances.

e /2YLX SGS GKS .40 SHNI®E Wiy YR NBY Aada Ay Of dzRSR
Club Officer Resources on the website.)

e Ask the club president to appoint a club Financial Review Committee to checlegous. The
Financial Review Committee is comprised of two adult leaders and-#onémbers.

CommitteeY SYO SNB aK2dzZ R y2id 6S FTNRBY (G(KS GNBI &dzZNBNR

checking account.

e Checking your records is not an indication you have npt &areful records, it is just a
safeguard against human error. Give the committee all of your records, including copies of
receipts, deposislips receipted bills or sales slips, check stubs, cancelled cleukd¥ank
statements.

e TheclubFinancialR&® / 2 YYAGGSS @Attt ySS Rouhdatthe Bditdud &
of the Yearly Summaifyom thet NS I & dzZNB ND a  a0HiCeti Refoirce® 6h thé web  /
site.

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

¢ If youwere a signatory on the bank account, have new signatories sign a new signature card.
Bring a copy of the minutdsom the elections meeting to verify new officers.

Employer Identification Number (EIN)

Every 4H club must have its own EIN with its chegkéitcount. Check with your bank and record it on
the Yearly Summaryf your club does not have an EIN, gawww.irs.govto download an S8 form.

The S8 form is an Application for Employer Identification Number. @onyour 4H educator if you
need assistance.

An EIN is necessary for all groups, even though you have no empléyééeisclub account should

never be opened with a social security number.S & dzNB G2 {1 SSLJ @2dzNJ Of dzo Qa

identity theft.
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Handling Money Received

The treasurer must write a receipt for all money received. The treasurer, vice presiteran advisor
should count all money received. The sum of the count should equal the sum of the totals on the
receipts. The treasureshould immediately write out a depostipfor that amount. The deposit must be
YIRS 6AGKAY | FS¢6 RIdad ¢KS RSLIRaAd YlIe& 6S YIRS o
include the breakdown of money received in the club Record of Club Finances.
Flling Out a DeposiSlip
e Date the deposislip.

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

e List each check separately, by number and amount. Use the back of the deipasitecessary.
(Total the checks onthe backandzd G KA & | Y2dzyd Ay da¢20GFf FTNRY 2/

¢ Record the deposit in the check register.
e After making the deposit, put the deposit receipt in an envelope in ylore-ring binder.

NOTE: You should never keep cash back from a deposit. If your clubcasbds make change for a
fund-raising activity, writoutl OKSO1 F2NJ a/ ! {1 ¢ G2 GKS olyle .S
memo line and in your records.

Q¢

Training Activity 1: Handling Money Received

Training Scenario

e You are the treasurer fahe Clover Clan-# Club.

e You are at your club meeting on March 12.

e 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 f8t B& 2eceived club
check no. 100 on March 5 for $5.23.

e Clubdues are $%er member.

e MaryandMolly Newcomer give you $l€ash for their dues.

e Jason Wyatt gives you a check (No. 1352), signed by his marsh&dISamples, for $10 ($5 for dues and
$5for hisproject book).

e Fred and Linda Oldhouse give you a check (No. 5008), signed by their dad, Frederick Oldhous¢$%or $2
eachfordues,$3 2 NJ CNBRQa LINP2SOG 06221 YR bPmndnn F2NJ (g2

e Sam Jones gives you $d&sh for his dues andvb project books.

e Bobbie Adams turns in his dues money. He gives you thmeelollar bills and eight quarters.

OHIO
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l. Write out receipts for the Newcomer ar@ldhouse 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

Il. Fill out a deposislip.

DEPOSISLIP CASH 4
Clover Clover Clant4 Club 4

4 Clover WayApt. H 4
Cloverville, OH 44444 4

(or total from other side)
DATE 3/13/YR UBTOTAL
DEPOSITS MAY NGE/A/AILABLE LESS CASH RECHVE
FOR IMMEDIATE WITHDRAWAL
$

SIGN HERE FOR CASH RECEIVEQUIRRD)

THE COMMUNITY BANK
1:041263 |: 44-HHHH
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M. Update your Record of Club Finances.

Record of Club
Finances

Club Name:

OHIO

UNIVERSITY
EXTENSION

Year:

The financial record allows you to keep your club treasury records up to date. Begin the record
sheet with the ending balance from last year's treasurer's manual. Record every transaction on this
record sheet and keep a running balance of money in the club treasury.

Money Received--Name and Purpose Check Money | Payments
Date and Number | Received | Made Balance
Payments Made--Name and Purpose (+) ()
Balance at the beginning of the year X X X $173.65
35/YR  |Christopher Adams--Reimburse receipt book 100 $5.23| $168.42

EXTENSION




Answer Key:

I.  Write out receipts for the Newcomer ar@ldhouse 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 Cash $10.00
Molly - $5.00 dues

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 duesand $5.00 project book 5008 $25.00
Linda- $5.00 duesand $10.00 project books

Signed Christopher Adams

OHIO
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Il Fill out a deposit slip.

DEPOSIELIP cAsHé
Clover Clover ClarH4 Club 1352 4
4 Clover Way, Apt. H 5008 4
Cloverville, OH 44444 4

(or total from other side)
DATE_3/13/YR wBTOTAM
DEPOSITS MAY NGE/B/AILABLE LESS CASH RECHVE
FOR IMMEDIATE WITHDRAWAL

$
SIGN HERE FOR CASH RECEIVED (IF REQUIRED)
THE COMMUNITY BANK

1:041263 |: A4-HHHH

I 3o|oo|

| 1/ofo]o

| 2|5f0]0

| |

| |

| 6|500]0
6|5H0/0

1. Update your Record of Club Finances.

Record of Club
Finances

Club Name:

OHIO
SIALE

TUNIVERSITY
EXTENSION

Year:

The financial record allows you to keep your club treasury records up to date. Begin the record
sheet with the ending balance from last year's treasurer's manual. Record every transaction on this

record sheet and keep a running balance of money in the club treasury.

Money Received--Name and Purpose Check Money | Payments
Date and Number | Received| Made Balance

Payments Made--Name and Purpose +) ()

Balance at the beginning of the year X X X $173.65
3/5/YR  |Christopher Adams--Reimburse receipt book 100 $5.23] $168.42
3M12/YR |Mary and Molly Newcomer--$10 dues $10.00 $178.42
3/M2/YR |Jason Wyatt--$5 dues, $5 project book $10.00 $188.42
3M2/YR |Fred and Linda Oldhouse--$10 dues, $15 books $25.00 $213 42
3M2/YR |Sam Jones--$5 dues, $10 project books $15.00 $228.42
3M12/YR |Bobbie Adams--$5 dues $5.00 $233.42

OHIO
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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 aftee check amount is deducted.

Use ink.

Never eraself 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 iswriien ®t 2aS (2 GKS at
the order of 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:$1034/100 Incorrect:$10 34/100

Begin at the extreme left in fiting 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.

LT I OKSOl Aa F2NJfSaa ddKFy bPmX gNRAGS (GKS 462NR
Sign the check the same way you sigttezlsignature card at the bank, if you are a signatory.
Obtain required signatures from account signatories.

Know where all checks, bank statemerasd deposit slips are by storing them together in a
secure place. It is recommended that you keep alloofryrel & dzZNBS NN & NB O2NR& (23S
three-ring binder. (Zipper envelopes like those for school pencils work well.)

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

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

Che&ing Account Register

Write the number of the check and the date it was written in the correct columns.
Ly GKS da¢NIryalOiAzy 5SaONARLIIAZYE O2fdzyYys oNRGS

9YUGSNI GKS OKSOl IY2dzyd Ay ( KSubtractthe@dmolntfiom! Y 2 dzy ( ¢
the remaining balance above and enter the new balance straight across.

V¢ Aa | O2fdzyy 2 OKSOl 2FF 6KSy GKS OKSO1l 2NJ
G4CS3S¢ Aa | O2tdzyy G2 tAad Fye O2aida T2N) OF AKAY
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e Subtractthe checkamount(and any fee) from the balance.
e 2KSY | RSLIR&aAUG Aa YIRS GKS IY2dzyidi Aa NBO2NRSR
e Addthe amount of the deposit to the balance.

Endorsing Checks

An endorsement is a signatur€ocasha check it must be endorsedby whomever he check is made
payable to All endorsements are made on the back of the check, where desigrtateibrse checks
AYYSRAFGSt@: dzaAy3d I NBAGNROGADS SYyR2NESYSyd AyOf
G2NRE GC2NIBx&mdgraAld hyf e dé

Clover Clan 4 -H Club

Christopher Adams

For Deposit Only

Training Activity 2: Paying Bills

Training Scenario:

e You are the treasurer for the Clover Clahl £lub.

e 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.

e |tis now March 26. The pizza apdp has been ordered from Pizza Land. One of the advisors is
getting ready to go pick it up.

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

¢ The next check the checkbook is 101.

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

NO.OR | DATE TRANSACTION DESCRIPTION PAYMENT| V| FEE | DEPOSIT | BALANCE
CODE AMOUNT AMOUNT
$173| 65
100 3/5/YR Christopher Adams 51|23 168 | 42
Reimbursementor receipt book
3/12/YR DepositDues& Books (Newcomer, 65 | 00 233 | 42
Wyatt, OldhouseAdams, Jones)

OHIO
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Write a check to pay for the pizza.

Clover Clan 4 Club
4 Clover Way, Apt. H
Cloverville,OH 44444 Date

Pay to the
Order of

101

Dollars

THE COMMUNITY BANK
Cloverville, OH 44444
For

1:0412 163

A4-HHHH

Update youmRecordof Club Finances.

Record of Club
Finances

Club Name:

OHIO

UNIVERSITY
EXTENSION

Year:

The financial record allows you to keep your club treasury records up to date. Begin the record
sheet with the ending balance from last year's treasurer's manual. Record gvery transaction on this
record sheet and keep a running balance of money in the club treasury.

Money Received--Name and Purpose Check Money | Payments
Date and Number | Received| Made Balance
Payments Made--Name and Purpose (+) (-
Balance at the beginning of the year X X X $173.65
3/5/YR  |Christopher Adams--Reimburse receipt book 100 $5.23| $168.42
3MN2YR  |Mary and Molly Newcomer--$10 dues $10.00 $178.42
3M2/YR _|Jason Wyatt--85 dues, $5 project book $10.00 $188.42
3M12/YR |Fred and Linda Cldhouse--$10 dues, $15 books $25.00 $213.42
3M2/YR _|Sam Jones--$5 dues, $10 project books $15.00 $228.42
3M2/YR |Bobbie Adams--$5 dues $5.00 $233.42

EXTENSION




Answer Key:

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

NO.OR | DATE TRANSACTION DESCRIPTION PAYMENT| V| FEE | DEPOSIT | BALANCE
CODE AMOUNT AMOUNT
$173| 65
100 3/5/YR | Christopher Adams 5|23 168 | 42
Reimbursement for receipt book
3/12/YR DepositDues& Books (Newcomer, 65 | 00 233 | 42
Wyatt, OldhouseAdams, Jones)
101 3/26/YR Pizza Land 68 | 50 164 | 92
Pizzaand pop for Installation

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

Clover Clan 4 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 SignatorySignature
ForPizza for _ Installation SignatorySignature
|:0412 163|: 44-HHHH

OHIO
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M. Update your Record of Club Finances.

Record of Club OHIO

UNIVERSITY

Finances

Club Name: Year:

The financial record allows you to keep your club treasury records up to date. Begin the record
sheet with the ending balance from last year's treasurer's manual. Record every transaction on this
record sheet and keep a running balance of money in the club treasury.

Money Received--Name and Purpose Check Money |Payments
Date and Number | Received | Made Balance

Payments Made--Name and Purpose &) ()

Balance at the beginning of the year X X X $173.65
3I5/YR  |Christopher Adams--Reimburse receipt book 100 $5.23| $188.42
3M2/YR  |Mary and Molly Newcomer--$10 dues $10.00 $178.42
3M2/YR _|Jason Wyatt--35 dues, $5 project book $10.00 $188.42
3M2/YR |Fred and Linda Oldhouse--$10 dues, $15 books $25.00 $213.42
3M2/YR |Sam Jones--$5 dues, $10 project books $15.00 $228.42
3/12/YR _|Bobbie Adams--$5 dues $5.00 $233.42
3/26/YR |Pizza Land--Pizza and pop for officer installation 101 $68.50] $164.92

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 chedtksnyany fees charged
to the accountand an ending balance.

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

w

e Use the Checkbook Balancing/Reconciliation Form froniitheS ( NS I & dzZNBEND & &
Officer Resources on the websiter the form on the back of the bank statement for your
monthly reconciliation.

EXTENSION
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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
bankstatement.

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.
e Cancelled checks, or a copy of them, if any, maptleded with the statement.

e LT I OKSOl e2dz ¢NRGS Aa y2i 6A0GK (GKS 20KSNJ OKS
left of the Checkbook Balancing/Reconciliation Form.

¢ If you cannot balance, take the statement and your treasury records to wsadnd askor
help.

e 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 feweeafiarged 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 aomt deducted from the account.

e The amount for the service charge should be showaraexpenditure on the Checkbook
Balancing/Reconciliation Form for the month.

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

G¢KS GAYS A& Iftgleda NAIKG G2 R2 gKI

T Martin Luther King, Jr.

OHIO
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Training Activity 3 Reconciling a Bank Statement

Training Scenario:

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

The Community Bank Statement
Clover Clan-4 Club Date 3/31/YR Page 1
4 Clover Wg, Apt. H Account Number 44-HHHH

Cloverville, OH 44444
---CHECKING ACCOUNTS

Previous Balance 173.65 Statement Date8/01/YR 3/31/YR
Deposits/Credits 65.00 Days in the statement period 31
Checksbhebits 68.50

Service Charge 4.00

Interest Paid 0.00

Ending Balance 166.15

Deposits and Additios

Date Description Amount

3/13 DDA REGULAR DEPOSIT 65.00

Checks in Serial Number Order

Date CheckNo. 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

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

CHECKBOOK BALANCING/RECONCILIATION FORM

This formisused tomake sure your bank statemematches what is written in your checkbook register.

The process is called balancing, or reconciling, your checkbook.

Checkbook Balancing/
Reconciliation Form

they are balanced (equal) each manth.

EXTENSION

18 USC 707

This form is used to compare the ending balance on your bank statement and your checkbook ledger to make sure

OUTSTANDING DEPOSITS STEPS TO RECONCILE/BALANCE ACCOUNT

(Not included in your statement)
DATE AMOUNT
Total Outstanding Deposits Total A

1) Ending balance from your
checkbook ledger

2) Subtract total outstanding
deposits (A)

3) Add total outstanding
checks (B)

4) Subtract bank fees*

5) Add interest earned*

6) Adjusted balance (should
equal bank statement)

OUTSTANDING CHECKS

(Not included in your statement)

Check # Written To: Amount

Total Outstanding Checks

Total B

* Bank fees & interest earned will show up on your bank statement and should be
recorded in your checkbook ledger AFTER you balance (recencile) your account.




Update the check book register to reflect any changes.

NO.OR | DATE TRANSACTION DESCRIPTION PAYMENT| V| FEE | DEPOSIT | BALANCE
CODE AMOUNT AMOUNT
$173| 65
100 3/5/YR Christopher Adams 5|23 168 | 42
Reimbursement for receipt book
3/12/YR DepositDues& Books (Newcomer, 65 | 00 233 | 42
Wyatt, OldhouseAdams, Jones)
101 3/26/ YR Pizza Land 68 | 50 164 | 92
Pizzeand pop for Installation

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

Record of Club gfg%i

UNIVERSITY

F i n a n ce S EXTENSION el

Club Name: Year:

The financial record allows you to keep your club treasury records up to date. Begin the record
sheet with the ending balance from last year's treasurer's manual. Record every transaction on this
record sheet and keep a running balance of money in the club treasury.

Money Received--Name and Purpose Check Money | Payments
Date and Number | Received | Made Balance

Payments Made--Name and Purpose (+) (-}

Balance at the beginning of the year X X X $173.65
3/5/YR  |Christopher Adams--Reimburse receipt book 100 $5.23] $168.42
3M12/YR |Mary and Molly Newcomer--$10 dues $10.00 $178.42
3/M12/YR |Jason Wyatt--$5 dues, 35 project book $10.00 $188.42
3M2/YR |Fred and Linda Oldhouse--$10 dues, $15 books $25.00 $213.42
3M2/YR |Sam Jones--$5 dues, $10 project books $15.00 $228.42
3/12/YR |Bobbie Adams--$5 dues $5.00 $233.42
3/26/YR |Pizza Land--Pizza and pop for officer installation 101 $68.50] $164.92

EXTENSION
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Answer Key:

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

CHECKBOOK BALANCINGECTILIATION FORM

OHIO
STAIE

UNIVERSITY
EXTENSION




