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• Importance of maintaining Club financials
• Keeping your 4-H Club in compliance
• Recording transactions

– Income, expenses and reimbursements
• Reporting Club Finances & Audits 

Discussion Points  
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• Brings peace of mind all funds are accounted for that 
are raised and spent by the group. 

• Ensures money is being used properly for the club or 
committee.

• Ensures members of club/affiliate have a say in how 
the funds are used. 

• Ensures you are in compliance with OSU policy and 
IRS regulations.

• Maintains eligibility to use tax exempt status.
• Reduces liability of treasurer, volunteers and 

members. 
• Good business for all. Remember we are showing 

and teaching youth the right way to do things.

Importance of Accurately Maintaining Records
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Establishing Accounts
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• EIN must be obtained by every NEW 4-H 
Club/Affiliate regardless of fundraising or 
treasury activities 
– Use the On-line SS4 
– EIN is assigned to the 4-H Club/Affiliate and 

not to any person
– Must maintain tax-exempt status

• County staff shall submit the 990N to the IRS 
annually by  May 15th  for the previous tax 
year

Employee Identification Number (EIN)
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• Accurate financial management is critical for 4-H 
Clubs regardless of the amount of money the 
Club raises or spends. 

• Establish a checking account for your 4-H Club, if 
you plan to collect money or pay bills. 

What Is the Best Way to Manage Your Club’s 
Funds?
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• Open the checking account in the Club’s name using 
the IRS issued EIN number.  

• Best practice is two signatures on all checks written.  
– A Club volunteers, an Officer can serve in these roles. 
– A Club with only one volunteer should also have a  4-H 

Committee/Council member on the account. 

• Checking is recommended, savings is also an 
option to avoid fees – think about minimum 
balance/fees/money orders vs. checks. 

How to Establish a Club account



OHIO STATE UNIVERSITY EXTENSION

• Bank statements should be sent to a non-check 
signer. 
– After review, statement copies are to be given to 

the Treasurer to include with financial records.
– Originals MUST be filed with the Organizational 

Advisor for permanent record. 
– Consider purchasing a carbon receipt book

Records
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• Keep receipts and invoices with financial records.
• Document all income. 

– File a carbon receipt of cash and list all checks 
and cash in the Treasurer’s Book.

– All income must be in the club’s name
• Keep accurate records and give a Treasurer’s 

report at each meeting.
• All expenditures MUST be approved at a Club 

meeting, before writing a check.
– Each approved expenditure must be noted in 

minutes of the Club meeting.

Record keeping
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https://ohio4h.org/volunteers/volunteers/club-leaders/finances
https://ohio4h.org/officerresources

https://ohio4h.org/volunteers/volunteers/club-leaders/finances
https://ohio4h.org/officerresources
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Club Dues 
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Fundraisers
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• Games of chance
• 4-H cannot sponsor games of chance
• Outside entities can and donate the funds 

back to a 4-H program.
• Flyers or advertisements need to state that 

event is sponsored by entity.
• 4-H youth cannot assist at
Games of chance events, or 
events with alcohol.

A note about fundraisers….
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Clover Club Raffle 
sponsored by
Company ABC

February 1st 6pm
123 Main street 

$10 a ticket
Food 
Fun

Basket
Call any advisor from 

Clover Club

Advertisement
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ABC company is hosting 
a reverse raffle 

February 1st, 6pm
123 Main Street

$10 a ticket
Fun, Food and Baskets

Contact Jim at 1234567890
For tickets.

All proceeds will support 
Clover 4-H club

Advertisement
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• Political Campaigns/Levies
• Raffles & Games of Chance
• Memorial Contributions
• Benefit Funds & Fundraisers
• Club Disbursements 

– Funds
– Equipment 

Disbursements cannot be made to benefit any 
individual. 

Do Not Use Funds 
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• Not preferred
• Only use in the case of an emergency

– Must have proper receipt/documentation
– Receipt must ONLY include club/affiliate 

expenses
– Preferably no tax  

Reimbursements
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• Monthly Reconciliation
– Attach any receipts, bank statement, deposit slips, 

reports and minutes together
– Attach items from monthly reconciliation

• Annual audit treasury records and Club’s account 
annually. 
– Use Recommended Audit Procedures (2 Advisors, 

2 Parents, Treasurer)

Reconciliation & Audit 
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Audits Should be Conducted 
A quick one should be done for each club every year. 
Detail audit every 2-3 years for affiliates or 
Any time a new treasurer takes over responsibility of 
funds. 
As needed if there is suspicious activity. 
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• Complete and return the Ohio 4-H Club/Affiliate Yearly 
Financial Report following the calendar year end. 
– Club equipment inventory should be attached annually 

with quantity of each item and estimated value. 
– https://ohio4h.org/volunteers/volunteers/club-

leaders/finances

• Spend money raised for the intended purposes of the 
fundraiser.

• Limit carryover funds.

Reporting Club Finances 

https://ohio4h.org/volunteers/volunteers/club-leaders/finances
https://ohio4h.org/volunteers/volunteers/club-leaders/finances
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• Document all 
income and 
expenses for 
the year. 
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• Charter Certificate (application)
• Determination Letter

– IRS
– OSU via County 4-H Professional (Extension 

office should have a copy)

Tax Exempt Status 



Questions? 
Lisa Manning 

Manning.539@osu.edu
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