2025 Program Year m

4-H CLUB FINANCIAL MANAGEMENT

The purpose of a Club Audit is to ensure that non-profit funds are being utilized properly. Clubs will be audited

every three years, based upon assignments made alphabetically by club name. Note, change in club leadership or

disbanding could be reasons for a club to be audited before the three-year timeframe. The goal is to assist all clubs

with understanding the proper financial procedures to protect those in charge of the club finances and to give

assurance to the community that money is being handled properly.

MATERIALS TO MAINTAIN

Secretary’s book with minutes, including approval for expenses
Treasurer’s book with meeting reports

Checkbook with ledger, canceled checks, deposit slips, etc.

Bank statements, with all receipts attached

Annual Financial Summary form, attached to finance materials for that year

SUBMIT ANNUALLY

Submit one-page Annual Financial Summary form, keeping copy to attach to
financial records from that year.

DURING DESIGNATED YEAR OF AUDIT (three-year rotation)

Complete three-page Ohio 4-H Clubs and Committees Financial Summary &
Audit, which requires review of all finance materials by four individuals, not
related to signors on the account.

Submit Audit form, along with all financial documentation, by October 1st.
Documentation should be sorted by year, with Annual Financial Summary form
as cover page.

Your club’s materials will be reviewed during October / November.

All materials will be returned to you, along with a letter noting any suggestions
or concerns to share.
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4-H CLUB MANAGEMENT
RESOURCE MATERIALS

Financial Management at a Quick Glance
*  Multiple helpful tips to assist a club in determining how to manage their
account, income, expenses, and documentation

Ohio 4-H Club / Affiliate Financial Guidance
« All the details behind suggested financial practices. The place to go for a great
deal of explanation.

Developing a Budget for your 4-H Club

*  When members of the club vote to approve a budget at the beginning of the
fiscal year, the treasurer is able to make payment for all budgeted items without
additional approval.

4-H Club Equipment Inventory
* Required if 4-H Club owns equipment (instruments, scales, shooting sports
supplies). Should be maintained on an annual basis, submitted for audit.

Sample Forms for Documentation

* Transaction Register — tracking all income and expense on a monthly basis.

* Club Dues Report — tracking club / participation dues submitted by members.

* Fundraiser Summary — tracking individual fundraisers, all-inclusive summary

* Approval to Spend — can be used to track approval of expenses during club
meeting, attach to minutes.

» 4-H Club / Affiliate Yearly Budget — use to set projected budget at the
beginning of the year, present to club for approval.

* Sample Copy: Yearly Financial Summary (1-page | annual submission)
* Sample Copy: Financial Summary & Audit (3-page | 3-year submission)
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