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Discussion Points

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

Recording transactions
— Income, expenses and reimbursements

Reporting Club Finances & Audits




Importance of Accurately Maintaining Records

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.
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Employee Identification Number (EIN)

* 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
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What Is the Best Way to Manage Your Club’s
Funds?
* 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.




How to Establish a Club account

* 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.
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Records

« 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 Dbe filed with the Organizational
Advisor for permanent record.

— Consider purchasing a carbon receipt book
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Record keeping

« Keep receipts and invoices with financial records.
 Document all income.

Keep accurate records and give=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.
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Report of money collected during meetings /
_ events
PAID CHECK # RECEIPT WRITTEN
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Amount of Paid (O MONEY ORDER 3
Balance Due : O cREDITCARD | BY _Aud & O’H V =

Amount of Account
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Transaction Register for

Club Name
January 1 thru December 31, 20

Money Received Money Spent
Date CK/DR Description of Transaction (+) () Balance

1-Jan Beginning Balance for Year $
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||

e e
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Ending Balance or Continue to back of page

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

OHIO STATE UNIVERSITY EXTENSION %


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

—
Wlmu;smz Invoice: 152776

Date Ordered: 6/23/21

.- @ B .9 Date Invoiced; 7/8/21
mmumum M. KINGS | OH 44068 Date Due: 7/23/21
rdered By v Phone Fax Email

ire Comon [440812-8267 T [ dustydesire@hotmail.com |
i SHIP TO:
AMBOY SHARP SHOOTERS 4-H CLUB AMBOY SHARP SHOOTERS 4-H CLUB
ATTN: DESIRE' CORRON CUST PICK UP
796 CLAY RD
JEFFERSON, OH 44047
|
51 | i -
Customer# PO Number Terms CSR Ship Method
[___12417 " TAmboySharpShooters _ [Net 15 [TAMMIE RINGER [PICK UP |
DesignID  Design Titie | |-l L Bid
19475 {ARP SHOOTERS 4HCLUB Screen

S EERER Il

|"‘ !
Pt ; :

e
ko
D L XL XS Other Unit Total
2 L XL 2XL Sizes price Price
4 8.00 88.00
5 10.00 50.00
4 11.00 11.00
3 12.00 36.00
. 15 3.00 45.00
! Subtotal 230,
g Sales Tax
o Shipping
o Total 230.00
! 3 Paid
X
=B
=
i - -
1 e : -
& =| . [VERSITY EXTENSION 4
-4 Sl =
£ ¥




C I U b D ues THE OHIO STATE UNIVERSITY

EXTENSION

Club Dues Report for:

Club Name

Attach report to bank statement showing money being deposited.

Received by
Member Name Amount paid |Cki#/Cash Date Received |[Initials

Treasurer Signature Advisor Signature
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Fundraiser Detail of Expenses

page 3

Date

Desription of type of Expenses { Cost) RECEIPTS MUST BE ATTACHED

Amount

Category AB C

9/25/2022

Pizza Supply Company

$536.57

D




page 2

Fundraiser Detail of Income

Date Desription of type of Income { sales, donation) Amount CategoryABC
9/26/2022 loe Smith - Sales money OR Saturday sales OR $200.00 A
Company XYZ Donation $50.00 C
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Fundraiser Summary for :

Club Name

Type of Fundraiser: Dates of Fundraiser:
Fundraiser Club Contact: phone:
Attach form and all documents to bank statement showing deposits and withdrawals

Beginning Cash 1
INCOME

Money Donations A

In Kind Donations B

Total Sales C

Total Cash brought in for fundraiser 2
A+C=2

Expenses

Supplies/Product Cost D

Advertising E

other F

Total Expenses paid out for fundraiser. 3
D+E+F=3
TOTAL AMOUNT PROFIT FROM FUNDRAISER P
1+2-3=P %
ITY EXTENSION 4

To the best of my knowledge all information reported is accurate and receipts and backup documents are attached.




A note about fundraisers..
 Games of chance

* 4-H cannot sponsor games of chance

 Qutside 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.




Advertisement

Clover Club Raffle
sponsored by

Company ABC

February 15t 6pm
123 Main street

$10 a ticket
Food
Fun
Basket

Call any advisor from
Clover Club




Advertisement

ABC company is hosting

a reverse raffle
February 18, 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
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Do Not Use Funds

Political Campaigns/Levies
Raffles & Games of Chance
Memorial Contributions
Benefit Funds & Fundraisers

Club Disbursements
— Funds
— Equipment

Disbursements cannot be made to benefit any
individual.
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: Treasurer’s Club Report o
Amboy Sharp Shooters Meeting Notes Worksheet
Amboy Sharp Shooters

i-ocation: Amboy Rifle Club — Conneaut, Ohio Date ;M
Meeting Started at: July 17, 2021
CALLED TO ORDER BY: e PLEDGESLEADBY:
ik, Beginning Account Balance: $1701.69
Roll Call was called by: 7 i
: ne 27,2021
Number Present: Members____ Advisors____ Parents___ Guests_ Total Date of Previous Meeting: As of Ju
S 2 Money Received:
ETARY’S REPORT GIVENFOR __/_/___ BY: CORRECTIONS:____ .
MOTION TO APPROVE BY: 00/00 received 5 e for
SECONDED BY: Pass / Fail 00/00 received S from for
TREASURER’S REPORT GIVEN BY: CORRECTIONS: 00/00 received $ from for
MOTION TO APPROVE BY: SECONDED BY: Total Money Received: SO
ACCT. BALANCE: Pass / Fail
3.  Payments Made:
OFFICERS & ADVISORS REPORTS ai i :
; DMSQRSKE.MIS 07/01 paid $2.50 to Henderson Library for Club Copies
07/02 pai 50 to Henderson Library for Club Copies
oF to Henderson Library for Club Copies
olesale Imprints for Club T-Shirts

Treasurer
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Reimbursements

* 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




Reconciliation & Audit

* 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)
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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.



Reporting Club Finances

 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.
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Ohio 4-H Club/Affiliate Yearly Financial Summary

Program Year

Due Janaury 15 following close of current year

Club/Affiliate Name

Bank Name EIN Account Number
Bank Address

Bank City/ST/Zip

Type of Account (selectone): __ Checking __ Savings

Who is authorized to sign your checks? {must have at least one name, preferrably two names)

Beginning Account Balance as of Jan. 1 {should match bank statement)

Club/Affiliate Income (please list)

Description

(books, program fees, etc.)

(books, program fees, etc.)

Description (fundraiser, dues, etc.) Amount Description (fundraiser, dues, etc.) Amount
Total Income
Club/Affiliate Expenses
Amount Description Amount

Total Expenses

Ending Account Balance (should match bank statement)

Name of person completing form
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* Document all

Income and
expenses for
the year.
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Tax Exempt Status

» Charter Certificate (application)

 Determination Letter
— IRS

— OSU via County 4-H Professional (Extension
office should have a copy)




Questions?

Lisa Manning
Manning.539@osu.edu
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