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Congratulations!
Vou have Geen elected Treasurer

As the Treasurer you play an VERY important in
the leadership and management of your club.



Keeping an accurate record of all income
and expenses for the 4-H group.

Preparing a budget to guide the club.

Preparing and giving a Treasurer’s report at
each meeting

Completing the Year-end Financial
Summary.

Working with the Organizational Leader and
other club officers to turn in all records to
the County Extension Office by deadlines.



e Never mix your own money with club
money.

e Spend money with club approval only.

e If you need to pay a bill that has not been
approved by the club get the approval of
the organizational leader and executive
committee before writing the check.




Get the Treasurer’s book from the previous
Treasurer. And verify that the previous end of
year reports are done and certified.

Check the balance of the bank accounts and
verify they match the reports.

Visit the bank with a leader to update the club
information on file at the bank including
addresses and signature card.

Prepare a club budget with the help of other
officers; be ready to present it at the next
meeting.

Organize your treasurer’s book.



4-HCLUB 2011-2012 BUDGET

Income
(List fund-raising event plans, approximate date of event and estimated profit.)
EVENT DATE ESTIMATED INCOME
I, Dues 15 members @ $10 each November § 150
2. Fall fundraiser December S 200
3. S
4. S
5 S
TOTALINCOME S 350
Expenses

(Include items such as: club outings, donations to worthy causes, meeting
location rental fee, recreation equipment or project materials, refreshments for

parties, material for club banner, postage, Montana 4-H Foundation donations,

etc)
NEED DATE ESTIMATED EXPENSE
I, Dues 15 members @ S5 December $75
2. Service project December $ 100
3. Showcase picnic July S 60
4. Year end Recognition Event August S 100
5. S
6, S

TOTAL EXPENSES $ 335
Estimated surplus or shortfall S 15

(total income minus total expenses)

e The Club’s Yearly
Plan and last
years budget can
be used as a guide
for the clubs
budget this year.
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* To keep all information together use a 3 ring
binder.

e Purchase or print from montanad4h.org the
Montana 4-H Treasurer’s handbook.

e Think about adding folders and zippered pouches
to hold supplies, receipts and bills.
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Clover Clan 4-H Club
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b00ks are i Your Personal Bank
recommended so -
that you can keep 2 I
copy in your records.
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 Write out bills that are approved as soon
as possible.

- Update the check register.

« If the club only has a savings account, all
bills should be paid with a money order not
cash so there is a paper trail.



10/15/11

11/3/

11/15

Description of :
Transaction Uebiti)

Starting Balance

Deposit dues
(Newmembers)
Office Supplies for
Treasurer and
Secretary

Credit (+)

$125.43

$10.00

Balance

$125.43

.$135.43

$117.00




Getting Ready for the Next Meeting

Look at Bank
Statement. Are there
any unexpected
transactions?

The Ending Balance on
11/31 should match the
balance of the check
register on 11/31.

Notice the service
charge from the bank
and remember to
subtract them from the
account balance.

The Community Bank

Statement

Clover Clan 4-H Club
4 Clover Way, Apt. H
Cloverville,MT 44444

Date 11/31/2012 Page 1
Account Number 44-HHHH

- - - CHECKING ACCOUNTS - - -

Previous Balance 125.43 Statement Dates 11/01/12 thru 11/30/12
1 Deposits/Credits 10.00 Days in the statement period 30
1 Checks/Debits 18.43

Service Charge 4.00

Interest Paid 0.00

Ending Balance @

Deposits and Additions

Date Description Amount

11/3 DDA REGULAR DEPOSIT 10.00

Checks in Serial Number Order

Date Check No. Amount

11/6 *101 18.43

* Indicates Skip in Check Number

Daily Balance Information

Date Balance Date Balance Date Balance Date Balance

11/01  125.42 11/3 135.43 11/7  117.00 11/31 113.00




Froum,
Martaoa d 1< anber
e CHECKBOOK BALANCING/RECONCILIATION FORM

This form should be used to compare your bank statement ending balance and your checkbook ledger

checking account
f()l’ the lagt date S —

(Notincluded in your statement) your checkbook ledger 31400

DATE AMOUNT

O“ tae Ba“& 12/3 201.00 ™™ 201.00
3) Add total outstanding

Statement -

4} Subtract bank fees”

. 100.00

4.00

Reconcile the woumarel 20000 |,

Deposits

0.00

account so that the rssiaoamer

ending balance an:y.,( 113.00 )

matches the o
balance in the e
check register on

the date of the bank — —

Statel I lentl . * Bank fees & interest eamed will show up on your bank statement and should be recorded in your checkbook
i account.

ledger AFTER you balance (reconcile) your

Tha Moniana State Univensity Exonsion Sardics s an ADAEDAA Veleran's Prefemsncs Employer and Provider of Educational Cutraach  Rav 06,




Description of

Number :
ransaction

Debit (-) redit (+) Balance

10/15/11 Starting Balance $125.43 $125.43

Deposit dues
11/3/ (Newmembers) C $10.00 $135.43

Office Supplies for

11/15 Treasurer and C $18.43 $117.00
Secretary
0 Bank charges C $4.00 $113.00
Fall Fundraiser
12/3 profits $201.00 $214.00




The treasurer needs to provide an accurate

report of club finances at each meeting

reporting all activity in the treasury since the

last meeting. Following the format below: :
I. Beginning balance (closing balance from previous meeting)

2. Money received (list each item with the dollar amount, who it was
from, and the purpose)

3. Total received (add all of the money received amounts)

4. Expenses (list each item with the dollar amount, who was paid, and
what it was for)

5. Total expenses (add all of the expense amounts)
6. Closing Balance (beginning balance + total received - total expenses.)

/. The closing balance is the actual balance you have in your records
and in the bank. It will be the new beginning balance for the next
meeting



Example Treagurer's Report

(1). “The beginning balance was $ 12543 (2). Income
was $ 1000 from NewcomersfOr  Dues and

$__ 201.0dr0OM ___ Fall Fundraiser , etc., for a total
amount received of $ 511 09 (3). Expenses were
$ 18.43 to Office Store  fOr Sec/Treasurer Office Supplies
and$ 4.00 0O USABank for Service Fee

(4)etc., for total expenses of $ 2243 (5). This leaves
us with a closing balance of $ _214.00 (6).” *

“We budged to donate to _ The Holiday Fund for
$ 10000 (amount) for _Food and gitfwhat it was for).”
After we pay that we will have a balance of  114.00.




Pay all outstanding bills.

Update the check register and reconcile the
last bank statement.

Get all books in order fill out the Year-end
Financial Summary and turn over to the
Review Committee.

Ask the President to appoint a review
committee



The committee should be at least two people
that are not a signature on the accounts and
not related to anyone that is a signature on
the accounts.

The committee can follow the “Procedures
for a Financial Review” that are in
Treasurer’s Handbook.

After the Financial Review Committee
finishes they need to sign the Financial
Review Certificate and turn the Year-End
Summary Report and any other requested

paperwork into the Local County Extension
Office.

All clubs, committee’s and councils have to
file 2 990 tax information form with the IRS.
Check with the County Extension Office
about filing.



Vear-end Financial Summary

Year-end Financial Summary Report

4-H Clubs, Committees and Councils need to complete and return this report to the County Extension Office
at the end of the 4-H year for the year just completed. The 4-H fiscal year is from Oct. 1 to Sept. 30

Name of 4-H Group/Club 4-H Year
MM 1 MRAYYYY
Treasurer's Name County
Leader Name EIN
Checking Account* Savings Account®* i sppicatie

Starting Balance [October 1)
Total Income/Deposit [+]
Total Expense/Withdrawal [-)

Starting Balance [October 1)
Total Income/Deposit [+]
Total Expense/Withdrawal [-)

Ending Balance [September 30) Ending Balance | 30)
Total Checking & Savings 50.00 1% for 4-H groups ‘the Montana 4-H Foundation GEM 50.00
Bank Account is at at
Hasa of Barik Addrens
Bank Account is at at
Hasa of Barik Addrems
the check book is in the possession of
Cash on Hand: 3 Cash is in the possession of
Signatories on the Accountare: 1 2

must be two

I certify that the above balances are a correct summary of receipts and expenses of the dub, committee or coundil

that | am treasurer of:

Treasurer's Signature Dete

* Add the totals of all checking acoounts under the EIN together for this section. **This ssction includs irgs accounts, C0's or otherir der the EIN

Yearly Financial Review Certificate

We the Financial Review Committee, are from different families and are not signatories on the accounts for this dub,
committee or council. We certify that we have reviewed the Treasurer's book and bank accounts of the above group and

found them to be correct to the best of our knowledge.

Signature

Signature Date

Date the 990 for this EIN was filed for the abowve 4-H year? [attach a copy of the confirmation from IRS)

) T LT Y p—

revised 8/12 W YOUTH |

Liniversity

D4/E0/44,Visteran‘s Frafarence Empioyer and Frovider of Edvcations) Outresch.

* This report
covers the
period from
October 1, 2011
— September
30, 2012

e Can be found at
montanadh.org

e Form must be
filled out
completely.



4-H Club Money belongs to the club — not the
iNndividuals In club.

The treasurer’'s records of the 4-H club are open for
INspection at any time by anyone.

"Keeping the Books™ Includes the checkbook, the
recelpt DOOok, the check register, payment Vouchers
and bank statements.

The Treasurer’'s Handbook has all of the money
nandling



Have fun and learn as
much as you can!




