Treasurer’s Record

Empowering youth to reach their full potential, working and learning in partnership with caring adults



4-H Treasurer’s Record

FOr 9 20 18U.S.C.707
(month)
through , 20
Name of Club/Group
Location
(community/township)

Tax Identification Number#*

*Federal law requires financial institutions to report the
amount of interest income an individual or group earns
annually to the Internal Revenue Service. For your finan-
cial institution to do this, your group must have a “Em-
ployer Identification Number.” If your group has never
secured such a number, you must get and complete form
SS-4 Department of Treasury, Internal Revenue Service.
This form (SS-4) may be obtained locally from a certified
public accountant or your local financial institution. A
penalty exists for noncompliance with this requirement.

... and justice for all

The U.S. Department of Agriculture (USDA) prohibits discrimination in all its programs

and activities on the basis of race, color, national origin, age, disability, and where
applicable, sex, marital status, familial status, parental status, religion, sexual orientation,
genetic information, political beliefs, reprisal, or because all or part of an individual’s
income is derived from any public assistance program. (Not all prohibited bases apply to

all programs.) Persons with disabilities who require alternative means for communication
of program information (Braille, large print, audiotape, etc.) should contact USDA's TARGET
Center at 202-720-2600 (voice and TDD). To file a complaint of discrimination, write to USDA,
Director, Office of Civil Rights, 1400 Independence Avenue SW, Washington, DC 20250-9410,
or call 800-795-3272 (voice) or 202-720-6382 (TDD). USDA is an equal opportunity provider
and employer.

A treasurer is responsible for keeping the official
record of all money received and spent by this
group. This book is designed to help you keep an
accurate record of your group's finances. You will
want to use ink because you are keeping a perma-
nent financial record for your group.

As treasurer you will not spend money unless the
expenses are approved by the group. It is good busi-
ness to deposit all money in a bank or other finan-
cial institution and pay all expenses by check. How-
ever, some groups maintain a “Petty Cash” fund. If
your group has both a checking account and a petty
cash fund, you must keep accurate records of both
funds.

At each meeting of your group you should report:
1. amount of money spent and to whom paid,

2. balance in treasury,

3. bills to be paid.

At the end of each year the president should ap-
point an auditing committee to check the group’s
financial records for accuracy and completeness.

This book is designed for keeping a 5-year record of
receipts and expenses.

Another system is suggested on page 3 for groups
who keep their checking account up-to-date and
who do not want to duplicate the checking record.

Issued in furtherance of Cooperative Extension work, Acts of May 8 and June 30, 1914, in
cooperation with the U.S. Department of Agriculture. Cathann A. Kress, director, Cooperative
Extension Service, lowa State University of Science and Technology, Ames, lowa.
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Alternate Method of Accounting 3. Balance your checkbook with the monthly state-

for Group’s Financial Resources ment from your bank.

1. Maintain the Petty Cash Record. 4. At the end of each month, create the following

2. Maintain the check “register” in your checkbook. record:
Month , 20
Petty Cash Balance (from Column 8 Petty Cash Record) 1 $
Checking Cash Balance (from your checkbook) 2 $
Subtotal (add lines 1 and 2) 3) $
List unpaid bills
To: Amount:

4) $

(5) $

6) $

(M $
5. Total of unpaid bills (add lines 4 through 7) 8 $
6. Cash available (subtract unpaid bills, line 8 from line 3) 9 $
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Year End Net Worth Statement for Year

Record final balance of “Petty Cash” account om0
Record final balance of “Checking” account ¢
Subtotal (add lines 1 and 2) (€) I
List all unpaid bills:
To: Amount:

$

$

$

$

$
Total of unpaid bills (O S
Subtract total of unpaid bills (line 4) from subtotal (line 3) B)$

List all other monetary assets such as savings accounts, bonds, or stocks. List year end values.

Item: Amount:

$

$

$

$
Subtotal of other monetary assets ®e$
Total net worth (add lines 5 and 6) (7 $

Signed

Date

Audited by

Date




