Kewaunee County 4-H Club Treasurer

Responsibilities and Expectations

1. Attending Officer’s Training 

a. Typically held in the Fall of each year and others may be held throughout the year as needed
2. Work with your 4-H Club’s General Leader regarding all of the club finances

a. If this is your first year as treasurer, typically, you, your parents, and the club General Leader will need to make changes with your local bank so that you are on the account.

b. In most cases, the General Leader’s signature will be required on checks

3. Set-up and maintain the club’s checking account.

a. Two signatures should be required on all checks. This is typically your signature and another adult’s such as a General Leader (preferably it should be someone other than a parent).

4. Keeping a Financial Record (see financial record tab in this binder)

a. All of the money that was received (including dues). Remember to record the date, who the money came from, and the exact amount.

b. All the money paid out. Remember to record the date, who the money was paid to, and the exact amount of the payment

5. Deposit all money into the local bank as soon as it is received.

a. Do not keep money at home or on your person

6. Never mix your personal money with the club’s money. Also, do not “borrow” club money – even if your intension is to pay it back.

7. Never write a check to yourself. If a check needs to be written to you, have the General Leader write out your check. 

8. Report each month to the club (see club report tab for more information on this report)

a. Each month you should report the clubs beginning balance, what money was received, what money was paid out, and what the current balance is.

9. Pay money out of treasury (by check) only as approved by the club or as specified by the by-laws of your club.

a. Pay authorized bills promptly

b. Keep any canceled checks and all bank statements

10. Retain your Receipts and Reimbursements (there are tabs and a place for keeping receipts in the binder)

11. Work with your General Leader to prepare an audit in October of each year. If you have kept track of all of your transactions throughout the year in the financial report, this task will be easier.

a.  Audit materials and reminders are sent from the UW Extension office in late September or early October. Audits are typically due back to the UW Extension Office by early November each year. The audit committee looks your clubs audit over and make sure that accounts are being handled properly and that there are no discrepancies in your reports.

Adapted from: Franz, N., Gilles, V., and Menart, D. (2005). 4-H Club Management: Wisconsin 4-H Club Treasurer Handbook. University of Wisconsin-Extension: University of Wisconsin-Extension Publications.

Financial Record

In this tab you will find:
1. An example of a checkbook report

2. A paper copy of the checkbook report

3. A CD of the Microsoft Excel version of the checkbook report to use on your computer. You will need to have the Microsoft Excel program on your computer to open this file. (Contact the UW Extension Office at (920)388-7135 if you would like this in disk form)

* Please, use whatever version is easiest and most convenient for you. *

Remember:

· It is important that you keep an ongoing financial record of all of your transactions. Transactions are the money that has been received by the club and the payments that have been paid out. 

· Always write down the date, who the money was received from or paid out to, and the amount

· It is important to fill this out as your receive money or make payments. 

· Each month when you receive your bank statement, be sure to check the banks records against your records. This will ensure that your account remains balanced.

·  If at any time you notice that your statements do not match, you should consult with your general leader to find out where there may be a mistake. 

· By filling in your records consistently, it will be easier to fill out your audit forms at the end of the year.
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Monthly Club Treasurer’s Report

In this tab you will find:

1. An example of the Monthly Club Treasurer’s Report

2. Monthly Club Treasurer’s Reports for each month

Remember:

· Each month, when the club president calls on you during the meeting you need to give a treasurer’s report. 

· The report should include:

· Your beginning balance

· The money that you received: the dollar amount and why you received it

· The total money that was received that month

· The payments that were made: the dollar amount, who it was made out to, and why it was paid

· The total amount of money given out in payments

· The current balance after all the money you received and paid out that month
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Reimbursement Forms

In this tab you will find:

· Reimbursement forms

· A place to store reimbursements that issued
Remember:

· It is a good idea to have anyone person in your club that requires a reimbursement for anything that they purchased on behalf on the club to fill out a reimbursement form. This will ensure that the reimbursement is paid and provide a receipt for your records.

· Make sure that they attach original or copies of the receipts to the forms

· The general leader or president and you should sign the reimbursement. Then record the date and the check number

· Store all reimbursement slip with receipts in the storage area because you may need them for reference in the future
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Treasurer Expectations
Monthly Club Reports

Checkbook Report

Receipts

Bank Statements

Reimbursements
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