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Excerpts from (4-H Club Financial Handbook for Leaders(
4-H Club - Public Funds
The money 4-H clubs receive from dues and fund raisers is owned by the public.  Therefore, the club treasurer/leader is responsible to not only the other officers, but also to the other members, the adult leaders and the public.  The public calls for a higher standard of accountability and integrity for public money.

Financial Guidelines
*All money received should be acknowledged with a receipt.  Receipt should indicate amount, source, date and person making payment.

*All funds should be deposited promptly.

*All expenditures must have full approval of the club, either through the approval of the budget or through presentation for payment.

*Payments are only to be made in response to a written bill, invoice or receipt.

*Checks should have two signatures.  These two individuals are not to be related.

Reports and Audits
*Club Financial Record should be kept up to date.

*All 4-H clubs/units are required to submit a financial record and audit to the County UW-Extension Office once each year with the club(s record book which is due the Monday after Labor Day.   Club fiscal year is September 1 to August 30.

Excerpts from (4-H Club Treasurer Handbook(
Duties of Treasurer/Club Organizational Leader

*Be responsible for all money taken in by the club.

*Maintain the club checking account.  Two signatures, the treasurer and the organizational leader are recommended.

*Keep an accurate financial record of

a. Money received, including dues, showing the source of the money and the date received.

b. All money paid out, showing to whom the money was paid, what it was for and the date 
of payment.

*Deposit money as soon as it is received in local bank or credit union.  Do not keep club monies at home.  Never mix money with your own or borrow club money.

*Never pay bills with cash you have collected.  Always pay bills with checks.

*Pay money out of treasury (by check) only as approved by the club or as specified in the bylaws of your club.  Pay bills authorized by the club promptly.  Keep receipts and cancelled checks for all payments.  Records should be kept for a period of seven (7) years.
*Give a report of all money received, bills paid and amount on hand at each meeting when called upon by the president.

*Complete the club financial record sheet from the club record book including all transactions from September 1 to August 30.

*Make sure an audit committee (2 people) reviews the club(s financial records annually.

