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WASHINGTON 4-H CLUB/GROUP/COUNCIL/AUTHORIZED UNIT ANNUAL
FINANCIAL SUMMARY REPORT

TO WASHINGTON STATE UNIVERSITY EXTENSION

Reporting Year: October 1, 20 to September 30, 20 .

Tax ID# (EIN) County

Club/Group

Mailing Address—Street or PO Box

City Zip

Phone Number Contact email

Bank Name and Branch

Attach a copy of your bank signature card.

Account # (Checking) (Savings)

CHECKING SAVINGS INVESTMENTS

Beginning Balance

Total Income

Total Expenses

Ending Balance

List any Donors and Fund Raising Activities (place an *asterisk next to those who gave more than $5,000)

Name S

(Add additional sheets if necessary)

Treasurer’s Signature

Treasurer’s Name (printed)

Leader’s Signature

Leader’s Name (printed)

Attach a copy of your Audit Reportand Property Inventory List.
This form is due in the county 4-H Extension Office
By November 1

WSU Extension programs and employment are availableto all without discrimination. Evidence of
noncompliance may be reported through your local WSU Extension office. Published August 2013 C1130E.



	4-H Treasurer’s
	Table of Contents
	Introduction 1
	Club Treasurer Checklist 3
	Section 1: Develop Your System 4
	Bank Accounts 6
	Employer Identification Number (EIN) 6
	Section 2: Banking Skills 7
	Bank Deposits 7
	Checks 8
	Maintaining the Check Register 8
	Section 3: Prepare a Budget 10
	Budget Activity 10
	Write a Budget 10
	Sample Budget 11
	Section 4: Keeping Records 12
	Ledger 12
	Record Your Revenue 13
	Donations 16
	Expenditures 17
	Property Inventory List 17
	Section 5: Reporting 18
	Sample Club Treasurer Report 18
	Audit 19
	Annual Financial Summary 19
	Appendix A: Activities 20
	Appendix B: Donation Communication 24
	Appendix C: Resources and Forms 30
	Introduction
	As the treasurer, you will:
	As you begin your job, you will need to know, or be willing to learn how to:

	Club Treasurer Checklist
	Section 1: Develop your System
	Such a system must include at least:
	Figure 1. Sample Record Keeping System

	Bank Account(s)
	Employer Identification Number (EIN)

	Section 2: Banking Skills
	Bank Deposits
	Figure 2. Sample Deposit Slip
	Figure 3. Sample Check

	Maintaining the Check Register
	Figure 4. Sample Checking Account Register

	Budget Activity
	Write Your Budget
	Figure 5. Sample Budget

	Ledger
	Figure 6. Sample Club Ledger and Project Ledger
	Figure 8. Sample Club Dues Ledger
	Figure 9. Sample Event Report
	Did you meet your goal? Yes No
	Figure 10.  Sample Donor Ledger
	Expenditures
	Figure 11. Sample Receipt Marking

	Property Inventory List

	Section 5: Reporting
	Figure 12.  Sample Treasurer’s Report Washington State 4-H Youth Development
	Income
	Annual Reporting
	At the end of each 4-H year (September 30), each club is required to submit reports to the 4-H Extension Office. Your club leader bears the responsibility to submit the reports, but you can be instrumental in making sure they are completed. Keeping ac...
	Audit
	Annual Financial Summary


	Appendix A
	Activities
	Budgeting Activity 1: Needs vs. Wants
	Materials Needed:
	Activity:

	Budgeting Activity 2: Setting Club Spending Goals
	Materials Needed:
	Activity:

	Club Financial Goals Worksheet
	Our Club Financial Goals
	Frequently Asked Questions
	Donor Letter # 2 – Cash Donation
	Donation Letter #3 – In Kind Donation
	Donor Letter #4 – Gift Card Donation



	Appendix C
	Resources and Forms
	Budget Template
	Property Inventory Form
	Page of
	Club/Program:

	Audit Procedure
	Audit Committee Procedure
	WASHINGTON 4-H CLUB/GROUP/COUNCIL/AUTHORIZED UNIT ANNUAL FINANCIAL SUMMARY REPORT





	Date Received: 
	Reporting Year October 1 20: 
	to September 30 20: 
	Tax ID EIN: 
	County: 
	ClubGroup: 
	Mailing AddressStreet or PO Box: 
	City: 
	Zip: 
	Phone Number: 
	Contact email: 
	Bank Name and Branch: 
	Account  Checking: 
	Savings: 
	CHECKINGBeginn i ng Balance: 
	SAVINGSBeginn i ng Balance: 
	INVESTMENTSBeginn i ng Balance: 
	CHECKINGTotal Income: 
	SAVINGSTotal Income: 
	INVESTMENTSTotal Income: 
	CHECKINGTotal Expenses: 
	SAVINGSTotal Expenses: 
	INVESTMENTSTotal Expenses: 
	CHECKINGEnding Balance: 
	SAVINGSEnding Balance: 
	INVESTMENTSEnding Balance: 
	Name: 
	undefined: 
	Treasurers Name printed: 
	Leaders Name printed: 


