
OHIO STATE UNIVERSITY EXTENSION 

TREASURY GUIDELINES* 

1. There must be a real need or purpose for the club treasury. Do not raise money for the sake of raising money.

This need and purpose should be understood by the group. All club money (receipts and expenses) should go

through the treasurer. The club may want to establish a budget for the year.

2. Local 4-H club treasuries should have a minimum carry over from year to year. If the treasury is

saving for a major project the money should be given to the project annually. Large treasury balances are highly

discouraged. These large accounts frequently become a source of argument. Special groups agitate for "use of the money"

not in harmony with needs and interests of the total club. Large treasuries can cause clubs to come under suspicion if

members or parents see no us for the money.

3. The treasurer should keep accurate records and report the status of the treasury at every meeting. The

"Ohio 4-H Treasurers Book" should be used and should help maintain accurate records. A treasurers report should be given

at each meeting and the secretary minutes should reflect the action taken.

4. The club treasury should be audited annually by a committee from the club, appointed by the president or by someone not 

directly associated with the treasurer.

5. Money should be deposited in a local bank. Withdrawal and/or payment of bills should be by approval of the club or executive

committee. All transactions should be conducted in a businesslike manner. No careless "shoebox" practices. There is risk in

having the treasury in someone's home. This applies to members and advisors. Funds should be handled soundly. These

practices build confidence, trust and pride. Careless handling sows seeds for dissension, misunderstanding and breakup.

6. If a club disbands, the funds in the treasury should be given to a worthy cause - 4-H Committee, Ohio

4-H Foundation, Endowment Fund, charity. If possible, the club should decide on the cause.

If a club votes to divide, the treasury should be divided based upon membership with equal shares per member going 

to the respective club treasury. Money may be passed on to another club, but should never be given back to remaining 

members, because many persons contributed to it. 

If a club is divided without mutual agreement and cannot decide on division of the treasury, the problem should be 

referred to the county 4-H Committee. 

7. Expenditures to be authorized only by club members or executive committee for club purposes.

Be sure no one person or clique controls the treasury -- including club advisors.

8. Treasury should be the responsibility of a member elected to the position, not the advisors. Keeping

records, paying bills, etc. are valuable educational skills learned by members. Members should control

the money through the office of the treasurer.

9. 4-H Clubs need to follow Internal Revenue Service requirements for filing tax information. All clubs are

required to have a Employee Identification Number (EIN). EIN can be obtained through an SS-4 form.
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OHIO STATE UNIVERSITY EXTENSION 

GUIDES FOR RAISING FUNDS FOR LOCAL 4-H CLUBS 

1. Encourage members to sell products coming from their own project work.

2. Never use the 4-H name or emblem in connection with the sales of a commercial product.

3. Lotteries, raffles, games of chance are discouraged. 4-H fund raisers should give the customer full

value for their money. Remember, there are state and local laws regulating lotteries.

4. Try to avoid door-to-door canvass or "tag days". Give people something for their money.

5. Use accepted fundraising procedures and inform the public how funds will be used.

6. Fundraising should be a result of interest and appreciation for 4-H work, its ideals and goals.

7. Remember the purpose of 4-H is education. Do not let fund raising get in the way of learning and

doing.

8. Keep fund raising to a minimum. One or two drives a year maximum and keep the time span short.

9. Never let fund raising lower the status or prestige of 4-H. Wholesome educational purpose for funds and

wise use of them are the most important guiding principles.

IDEAS ON RAISING MONEY 

1. Sales, bazaars, auctions or roadside stands for selling products which 4-H'ers have produced.

2. Serving dinners, box suppers, socials, refreshment stands at fairs, games or festivals.

3. Amateur entertainment festivals, dances.

4. Community Christmas tree plot.

5. Recycling drives to collect cans or newspapers.

*Adapted from the Ohio 4-H Agent1s Handbook.
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OHIO STATE UNIVERSITY EXTENSION 

Managing 4-H Club Finances 

Ohio 4-H Youth Development 

Accurate financial management is critical for Ohio 4-H clubs regardless of the amount of money or its intended 

purpose. The establishment of checking accounts is a recommended practice for 4-H clubs that collect money and 

pay bills. The following practices should be reviewed prior to establishing club treasuries and as a reference for 

managing club finances. 

• 4-H club checking accounts should be established in the club name, not an individual's name.

• A minimum of two signatures should be required to write a check. Under guidance from adult volunteers, a

suggested practice for checks is to have the treasurer and secretary as signatories.

• Each 4-H club opening a checking account is required to have its own Taxpayer Identification Number (TIN).

The Club must complete an SS-4 form available through any local Social Security Office or from the Internal

Revenue Service.

Social security numbers of 4-H members, parents or advisors are not to be used as a club's 

Taxpayer Identification Number (TIN). 

The Internal Revenue Service has assigned a Federal Group Exemption Number of 2704 to be 

used by 4-H clubs on the SS-4 and any tax returns that are required. 4-H clubs authorized to use 

this number must meet local organizational guidelines and be recognized as an active club by the 

County Extension Office. (See the attached copy of a properly completed SS-4 form.) 

• Bank statements should be sent to a 4-H club advisor, or someone who does not have authority to sign

checks. After review (i.e. correct number of deposits, checks, & balance) statements should be given to

treasurer and included in the official records. If possible, 4-H clubs should request actual cancelled checks

from their bank.

• Bills should be approved for payment by the 4-H club members before checks are written. When a check is

written, it should be correctly recorded in the Treasurer's records and Secretary's minutes. The Treasurer

should keep copies of documents supporting expenditures (cash register receipt, invoice, etc.).

• All income shoutd be documented by prenumbered receipts, with appropriate copies kept with the Treasurer's

records. All income should be deposited in the club's checking account

• The Treasurer must keep accurate records and report the status of the treasury at each meeting. The

Secretary1s minutes should reflect financial actions and/or account balances. This should be done for each

business meeting. The Ohio 4-H Treasurer's Record Book, Circular 935, should be used to maintain

accurate records.
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, OHIO STATE UNIVERSITY EXTENSION 

• The club treasury should be audited annually and prior to a new treasurer assuming office. The President

should appoint a committee from the club, made up of persons not directly associated with the Treasurer.

The OSU Extension office has the authority to ask for a club's financial statement that itemizes receipts and

expenses and copy of the audit. See the attached: "Recommended Audit Procedures."

• 4-H organizations have an obligation to file an Annual Information Return, Form 990, with the Internal

Revenue Service, when gross receipts in the tax year exceed $25,000.00.

Local accountants or financial institution representatives may be good contacts when initiating this obligation.

• 4-H agents and other Extension staff are not to be responsible for handling

4-H Club monies and are not to have signature authority on 4-H club bank accounts.

Developed By: Ryan J. Schmiesing, Cindy Crawford, Bill Henderson, Linda Johnson, Feb. 2000 

Reviewed By: Beth Miller, Judy Villard; Lori Keller 

Source: Ohio State University Extension Business Office Procedure Manual 
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OHIO STATE UNIVERSITY EXTENSION 

Recommended Audit Procedures 

• Secure all financial records (blank checks, cancelled checks, bank statements, ledgers, receipts)
for the audit period.

• Review each check for correct signatures and appropriateness of payment or vendor.

• Match documentation (invoice, cash register receipt) to each check.

• Select a sample of expenditures and review minutes to determine whether expenditures were
authorized.

• Trace receipts/expenditures recorded on the ledger to the bank statement.

• Compare dates of receipts to dates of deposits. Document any extended delays in deposits (more
than one week).

• Review numerical sequence of canceled and unused checks. List any missing checks.

• Compare donor records to recorded receipts. Document any differences.

• Reconcile at least two bank statements to the records.

• If certificates of deposit are owned, verify that they are still on deposit with the bank. If no longer
on deposit, trace proceeds to deposit in checking account.

• Compare receipts/expenditures to budget. Determine if level of activity appears to be reasonable.

• Provide mathematical accuracy of records:

Cash Balance 12/31/98 
+ Receipts During 1999

Expenditures During 1999
Cash Balance 12/31/99

• List any checks that are outstanding and date of issue.

• Compare financial records of treasurer's report for at least two months. Document unreasonable
differences.

• Report to the membership of the 4-H club the state of the past years records.

Source: OSU Extension Business Procedures Handbook, Section 16.0 
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OHIO STATE UNIVERSITY EXTENSION 

FNm SS•4 Application for Employer Identification Number 
rR-. .1u11• 20071 (FDI' use by employers, <:orponitton•, partnerehllls, trusts, ...tatos, c:hlm:lhn, 111H 

9ovemmont ngonclff, lndlan lrfbnl enttUes, �rt.In lndMduala, and olhen.) 
::::;:-;..::-� ► See NPllfal• lnativcuona tor each llroa. ► Kffp a copy for.your ._,Y_.o_u_r_c_l_u_b_n_a_m_e_s_h_o_u_ld_b_e....._

Legal nome of entity for indi\ltdw,O for whom lhe EIN ill bl!lng requegied specific either through a
{2 

CL\IR / GROUP N,\ME unique name or by 
ltado name ot t>uslneu (,I dlllet 3 Ex.eulor, oom!nlstra 

� t-◄---�--· 

Fill in all fieldscu .. uall E!!!lk) as needed, orMnll<ng addtess ( oon� ap1., 5utt 
per the lips'5.t-

◄
-

b
-,------:-=--:-,,,...,..; Ci1y, sla1e, and ZIP codo (II lor rovided

(P1111cl lei c<:nlllct) 
5a Strffl addre&a �I dill .. 

61) Ci1y. ala1tt. nnd ZIP cud 

identifying the county as
well. EXAMPLES: 

Share-N-Wrn 4-H Club 
(unique name); Calvert 
County 4-H Hors� Club 01--------------,-.,--------�----------, 

Cl> 8 ,.ounty Md stato whete p,lncipal busines� is locatod 

�-
(generic name with county)

711 � ol prirn:ipal officer, gon,...r �ror, ganlor, o,.,,_, ur lru5!0< 7b SSH, lnN, °' E!N 
LU.VE 01"'-.A ... N.t< ___ , ___________________ -'-LE_A._V_E_B_LA_N_K _____ _ 

8a 11 U�s applica1io";, tor a li111lllld Jablltly company (UC) jor 8b II Ba ia "Yea," enter lhe nurnbef" ol 
3 1u,e�IJI oquivalenl)7 . • • . • • . • . 0 Yoa !21 No UC n!Glmb.,. ► 

8c J1 8,) Is "YMJ." WU 1he LLC 91gnnized In 1h11 United S1ates7 ' 
811 Typo ol entity (check only one box). CatJUan. II Ba Is "Yes," lll!e lh• •nstructlons fQf UM! Cettecl box to check. 

I.] Solo P,Of)liftlor (SSN) __ ........ _ _,_ ___ _ 
0 Pnrtnershlp 

Cl Ealate (SSN of dec,,dent) 
0 Pion odn1lnls1relor (TIN) 
0 Trusl (TIN ol g,antorl 

IJ Yoe 

0 Cotporn1ion {1nte1 lorm numlJor lo t,., f.lod) ►----­
LJ l'en1011ol umc:e Co,potallM 0 Na1innal Guard O Stat�I govemmertl 
IJ Chu1ch or clmrch-eootroffod o,ganlzal10<1 

No 

0 01her nonprofit o,vantzn11on (spoclly) ►---------
_ __J?!., 01har ·1 ► •M-l Clubo & Atflllatod ,UI Or 

0 Farmers' eooporallvo D FO<lenil govo,nmentfmllwy 
0 AEMIC O lfldlan tribal govemmcnts/en1"1)11sft 
Grou ExcmPllon Number GEHi 1111 ► 2704 

1111 II a carp0t111lon. Mme Iha stole or lo1elg11 country Sla1e 
Sl<IP 

Foreign CO\Jnl,y 
�I 11pp'lcnbh1) Wll!llG lncorpo,ated 

'ioiw.�on for opplylng (chuck only one box) 
SKIP 

0 Banklhg ,,..-pos,, (specify purpose,) ► 
0 Slllrted new business (specify type) ► ___ _ 0 ChongO<t typ,, ol orgon12ntlon (specify n,rw type) ► ______ _ 

--------------- 0 P .. chosed going buJ(nesa 
0 Hlrod ernr,loye$S (Check lhe box .ond 11ee lino 13.) 0 Ctoalod n l,u,t (specify type) ► -----1 
0 Compliance wilh IRS wlthholdlng ,egU1a1lOM O Created a pension plD1) (specify type) ► 

__ jll Olhor (specify) ► StAlrtlng 4•tl Cluh or Suirtlngj_4-l_O __ or_1I_11._0U_o_n�-----------1 1 t Oolo busineta alo,tod or BCQlrired jl'IIQnlh. dRy. yMrl. See lnstntClions. 12 Ctoolng month ol accountin 

Thls is 
typically

•yes·

-c-----:-::--c---:-·-:--�----.,..,.--,------,.......-----11◄ Oo you expec:1 your employn,ent t fabliey to bt $1,000 
13 Highest n1>mbor of employees ex�ed in 1he nut 12 rnonlhS (entor ·O· ii none). o, r-;,, a Ml c:alendat yea,? 12}Yea O No or you 

/lg•icullurnl 
I 

Hnmehnltl Other e,cpocl to p;iy $4,000 or loss 111 loral wag.s In o luV 
O' _ D' calendar year, can mOII< "Yos.1 

t5 fhsl dal� ,,age• « annullles were paid (n These f appliCMI is a 1\111\hokllng agent, enter dale locomo will f� be pald to 
"""'""'ld����-Ry, yenr) . . entries are . . . . . . . ► (ll:im1ily 11klpPodl 

16 Cl,eck ono box u,ut boSl descriooa the pone typically "0" ss. 0 Htallll c•• & '°"'81 � 0 Wholesale•agonl/broktr 
0 C<>t,struclion O Rontlll & toa$il1Q O ,,,. .11ehoutlng O Acccnvnod&Uon & IOOII ser.1c:e O Wlrclesalo-olhef CJ Retail 
0 Roal 8$lOt" 0 Mnnutnc1ur1ng f] Anance & lrrau,ance Ill Olh,ir {GPOClfy) Educ11\h1n 

17 lndieille principal tone ol rnerchandlae sold. ipedlc conS1ruction WOfll done, producla l)(oduced, o, services pro-.lded, 
Youth Oavelopme11I and etlucallan 

19 Hn, tho epplicnnt entity showo on llno 1 ever epplllld for and roceI-i M EIN7 0 Yes D No 
II "'Yoo," write provlou1 EIN h« ._ ·----

C0"1plelo lhk stdl.'111 Illy u This Is a SAMPLE SS-4 form for those 
Third Ooolg,,e,,'e nomo 4-H CLUBS & AFFILIATED ORGANIZATIONS 

�• comll411lon ot ll"1: 1.,,m. 
,-..·1 1'ffdlo,-,rv,i)<,� .... ,<olfj 

Party applying for an EIN and wishing to be Included under _ _j_
Designee Ad<!•�, and ZIP codo ,, .... , .......... �""' .,., OOdc) the National 4-H Group Exemption.

l 
tlodl• l)fflll!its DI l"rlllJ, I d<diit lNI I ba,c IW Questions? �••�ru-t,cl.w.,MCO<ll!j 
.,..,,,., •·"' •�lo lt\'11<'.,. p,itl cto.-vfyl ► Contact National 4-H Headquarters, USDA ) 

at (202) 720-2908 or 4-H_tax_lnfo@csrees.usda.gov, - I f/11. - � ...... <Odol 
St;naturc ► or visit http://www.natlonal4-hheadquarters.gov ) 
For Prl•acy Ac1 end Popoiwortc Reduction Act Notlco, &eo �p•rato lnstnrctlona. Col. No. ll10155N Form SS•4 (Flov. 7-:!007) 
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