
Stanislaus County 4-H

Welcome to

Club Treasurer Training
Please: Sign In using Chat Box

Have the following items handy:
4-H Treasurer’s Manual

This year’s treasurer book
Last year’s treasurer book

September 19, 2020



Treasurer Manual Locations

 State 4-H website on the club officer’s page: 
http://4h.ucanr.edu/Programs/Clubs/Officers/

 Stanislaus County 4-H website on the club officer 
information page, under the treasurer information: 
https://ucanr.edu/sites/Stanislaus4-
H/Club_Officer_Information/Treasurer_Information/



General Duties
(Treasurer Manual Page 3)

 Meet with your team of club officers and officer 
advisor(s) to develop a club budget for the year.

 Account fully for all money that is received and/or 
spent

 Pay all bills authorized for payment by the club budget 
or club members

 Maintain financial records including copies of all 
invoices, bills and cash receipts related to the funds 
and property of your club. Save your receipts; they are 
important!



General Duties, continued
(Treasurer Manual Page 3)

 Keep accurate, up-to-date records in the ledgers or 
on a computer using accounting software.

 Balance (“reconcile”) the ledger reports with monthly 
bank statements. Balance refers to the money spent 
versus the money your club has.

 Keep an inventory list of club property and 
equipment.

 Participate in the annual treasurer training.



At Club Meetings
(Treasurer Manual Page 3-4)

 Provide current ledger reports

 Report on all bills paid and all money received since 
the last meeting.

 Report on sub-account balances. Sub-accounts are 
the smaller accounts in one account that help you 
keep track of club money.

 Tell the membership the present club balance.

 Ask if there are any bills to be presented to members 
or adult volunteers to you for payment.

 Ask the club to take action on all bills that require a 
motion to pay – that is, expenses that were not 
included in the approved club budget.



End of Year Requirements

 Budget – Form 8.4 or Excel Sheet (if sub-accounts are 
used, budgets need to be submitted for them)

 Ledger Report – Form 8.1 or Excel Sheet

 Annual Financial Report – Form 6.3 or Excel Sheet

 Audit Report / Peer Review Team Report – Form 8.6 
and Form 8.6

 Annual Inventory Report – Form 6.2 or Excel Sheet

 Monthly Bank Reconciliation Report – Form 8.3 or Excel 
Sheet

 State Financial on-line report completed (use bank 
statements for report)



Policies

 No more than 1 account per club is allowed. If there is 
a specific need for more than 1 account County 
Director approval is needed.

 Does a savings account make sense now?  Interest 
earned is minimal.

 If you have more than one account, all accounts must 
be have their own ledger and be reported at the end 
of the year.



More Policies

 4-H Office address is used for all club bank accounts.  

 Statements are reviewed monthly by 4-H Staff.

 Statements must include checks or check images.  Be 
sure to use the “Memo” line.

 Clubs may not have regular ATM or Credit Cards.

 Clubs may use “deposit only” ATM cards.  Check with 
your bank.



More Policies

 Clubs or volunteers may not apply for or receive 
contracts and grants.

 Donations cannot be given to individuals or individual 
families.  Sympathy gifts or flowers are limited to $75.

 Donations to other organizations are restricted—check 
with 4-H office.

 Donations over $1,000 to a club need County Director 
approval.



Other things...

 The County Office has provided each club with a 
binder, dividers for required documents, and monthly 
dividers.

 4-H Staff or County Director are not required to be on 
your account as a signer.

 Mid Year Review—Optional

 End of Year Review—Mandatory 

 Submit your online Annual Financial Report on the 
State webpage

 Tax Returns—State Office will do them



Book Requirements:

 Make your own cover page or use one provided.   

 Include Club name, the 4-H year  which is July 1, 2020 to 
June 30, 2021, Treasurer’s name, President’s name, 
Community Club Leader’s name, and Treasurer advisor if 
you have one. 



Book Requirements:

 Club Budget, Form 8.4  (Sub Account budgets 
if you have them). Excel Sheet

 2019-2020 budgets were with your completed 
Treasurer Book (if it wasn’t included it is late)

 2020-2021 budgets are due August 1, 2021 with 
your completed Treasurer Book.

 Fundraising Approval, Form 8.7, are required to 
be submitted and approved prior to the 
fundraiser.



Book Requirements:

 Monthly Ledger Forms (you need one for each of the 
12 months) Form 8.1.  

 A Excel Spreadsheet that does the math for you is 
located at this website: 
https://ucanr.edu/sites/Stanislaus4-
H/Club_Officer_Information/Treasurer_Information/

 Find the Officer Training Day Page then click on 
“Treasurer”









Book Requirements:

 Audit Report, Year-End Club Peer Review, Form 8.5, and 
Year-End Club Peer Review Checklist, Form 8.6. 

 Peer Review Committee uses Forms 8.5 and 8.6 

 Four people are required with two over 18 years of age.  
Cannot be relatives of the treasurer or anyone that has 
the authority to sign checks. Recommend two adults and 
two members.



Book Requirements: 

 Annual Inventory Report, Form 6.2 or design your own

 Bank Statements with reconciliation report. 
Checkbook Balancing, Form 8.3. Treasurer web page 
has two versions. Also included in the Ledger Excel 
spreadsheet.

 Monthly Statement of Cash Collections, Form 8.8 or 
Excel spreadsheet for deposits.

 Club Check Request Form, Form 8.9 or Excel 
spreadsheet for reimbursements. 

 Missing Receipt Form, Form 8.10



Let’s Practice

 Processing a reimbursement

 Depositing a check

 Completing the monthly ledger

 Reconciliation of bank statement



Process a Reimbursement

 Receipt is given to you by Mary Smith for refreshment 
expenses 

 Fill out reimbursement form

 Attach receipt to form

 Write a check to Mary Smith

 Enter check in your September ledger (and 
checkbook register, if your club keeps one)



Fill Out the Reimbursement 
Form

Attach 
receipt to 
form. Tape 
or staple to 
back. Tape 
or staple to 
a piece of 
paper also 
works.



Keeping track of receipts

 Use a form 

 Why?  You can attach small receipts to the form as 
well as more information about the expense

 PAPER TRAIL!!!  You are spending someone else’s 
money









Understanding A Check
Clovers 4-H
3800 Cornucopia Way, Ste A
Modesto, CA 95358

PAY TO THE 
ORDER OF

00-5678
760

FINANCIAL INSTITUTION
YOUR CITY, CA, 92453

Date              

|: 760005678|:  0555   34 5 ‘’ ‘ 678 9 0.||

555

$

DOLLARS



Write the Check
Clovers 4-H
3800 Cornucopia Way, Ste A
Modesto, CA 95358

PAY TO THE 
ORDER OF

00-5678
760

FINANCIAL INSTITUTION
YOUR CITY, CA, 92453

Date  September 12, 2020

|: 760005678|:  0555   34 5 ‘’ ‘ 678 9 0.||

555

$ 74.88

DOLLARS

DOLLARS

Mary Smith

Forty-seven and 88/100

Sam Jones

Sally BrownMeeting Refreshments



Writing A Check

 4-H requires two signatures.  Why?

 If your bank does not allow youth to sign, two unrelated 
adults must sign

 Writing numbers…twenty-one to ninety-nine 

 When the numbers don’t match….



Who Can Sign?

 Usually the president, treasurer, club leader, and one 
other adult from your club 

 Banks vary on their rules for Signature cards 

 No two signatures should be from the same family. A 
signer cannot sign on a check made out to himself or 
herself.



If you make a mistake…
Clovers 4-H
3800 Cornucopia Way, Ste A
Modesto, CA 95358

PAY TO THE 
ORDER OF

00-5678
760Date  September 22, 2012

|: 760005678|:  0555   34 5 ‘’ ‘ 678 9 0.||

555

$ 74.88

DOLLARS

DOLLARS

Mary Smith

Forty-seven and 88/100

Sam Jones

Sally BrownMeeting Refreshments

Keep all voided checks.  Write VOID on the 
check.  Do not tear up or discard. 



If you make a mistake…
Clovers 4-H
3800 Cornucopia Way, Ste A
Modesto, CA 95358

PAY TO THE 
ORDER OF

00-5678
760

FINANCIAL INSTITUTION
YOUR CITY, CA, 92453

Date  September 12, 2013

|: 760005678|:  0555   34 5 ‘’ ‘ 678 9 0.||

555

$ 74.88

DOLLARS

DOLLARS

Mary Smith

Forty-seven and 88/100

Sam Jones

Sally BrownMeeting Refreshments VOID

Keep a copy of the voided check in the Treasurer Book



Fill Out Reimbursement Form 
for Voided Check

Attach 
Voided 
check to 
form.  Tape or 
staple to 
back555

Voided Check

$0



What if a receipt is lost?

 Reimbursement cannot be given unless the Missing 
Receipt Form, Form 8.10 is completed.

 A receipt is not needed if the club votes to provide 
reimbursement for a conference, camp, scholarship, 
etc. A reason needs to be provided on the 
reimbursement form.



Practice Making a Deposit

 Need Deposit Record Form

 Deposit Slip

 Endorsement Stamp 

 Entry Monthly Ledger 

 Entry in Check Register, if your club uses one



Deposit Record

Keep a list 
of checks 
you 
deposit 
and make 
a copy of 
the 
checks.  





Making Deposits

Clovers 4-H
3800 Cornucopia Way, Ste A

Modesto, CA 95358 

D
E

P
O

S
IT

  T
IC

K
E

T

DATE September 21, 2020
DEPOSITS MAY NOT BE AVAILABLE FOR IMMEDIATE WITHDRAWAL

SIGN HERE IF CASH RECEIVED FORM DEPOSIT

YOUR FINANCIAL INSTITUTION

YOUR CITY, CA 92453

DO NOT USE FOR AUTOMATIC PAYMENT OR 
CHECK TRANSACTIONS

:760005678 : 12395  87890.:
TO BE USED FOR DEPOSIT TRANSACTIONS ONLY, SUBMIT A CHECK FOR AUTOMATIC PAYMENT SET UP.

89 00

89 0 0

CURRENCY

COIN

C
H
E
C
K
S

OR TOTAL 
FROM REVERSE

SUBTOTAL

LESS CASH 
RECEIVED

NET 
DEPOSIT

00-5678

00-5678
760

Additional check can go here 
or list up to about 15 on back.  



Endorsing Checks for 
Deposit 

 Endorsement Stamp Preferred—Available from your bank 
for about $25

 Can write the name and account number on the back of 
each check

ENDORSE HERE

For Deposit Only

345 - 67890

DO NOT SIGN, WRITE, OR STAMP BELOW THIS 
LINE. FOR FINANCIAL INSTITUTION USE ONLY

Clovers 4-H

Use Stamp 
to Save 
Time



Depositing Several Checks In 
One Deposit

 Option 1: Use the back of the deposit slip and list all 
checks by bank number

 Option 2: Use an adding machine with a paper tape 
and total all checks. Put the total on front of deposit 
slip.  Write “See Tape” Be sure your account number is 
on the tape or use your endorsement stamp



More about deposits

 Make separate deposits for different sources of 
income.  For example, money received for insurance 
fees and money received from supply sales

 MAKE DEPOSITS PROMPTLY…7 days recommended.  
Why?



Complete the ledger for the 
month

 Enter the deposits as income

 Enter the reimbursements as expenses

 Enter checks in month they are written—not when 
they clear the bank!!

 Balance with your bank statement and keep in your 
book behind the statement.

An Excel Spreadsheet is available 



Review of Excel Page
Treasurer Ledger









Balancing your checkbook

 Look on the back of 
your bank statement 
or use Form 8.3

 Use one of the 
balancing tools on 
the Treasurer page

 Use the tab in the 
Ledger spreadsheet 





Check 
#3388, 3390, 
3392, 3393, 
3394, and 
3395 clear 
the bank. 
Others are 
outstanding



List outstanding checks 
from previous months 
that have not cleared, 
plus the ones from the 
current month

If the difference is 
not zero, there is an 
error and you need 
to reconcile it.



Budgets

 Club must vote on spending

 Voting to pass a budget will approve many routine 
expenses at one time

 Fundraising Approval forms are required

 Show your fundraiser estimated income

 Copy of your budget goes in the Treasurer’s book

 The actual income and expenses for the year need to 
be included.

 Turn into the 4-H office by August 1st



Budget

Clovers 4-H______

Stanislaus County_____

2013-14_____







Fundraising Information

 There are limitations on fundraising (see page 17)

 Funds raised by a 4-H club or group must include 
careful record keeping and be used only to support 
the 4-H Youth Development Program directly.

 Money and property are considered gifts if they are 
given to the club as charitable donations.

 Gifts donated to your 4-H club must be 
acknowledged by your club. One large part of 
receiving gifts is acknowledging these donations.

 If you are raising funds for others, it has to be clearly 
stated. See FAQ Fundraising to Benefit Groups or 
Organizations by 4-H Units and VMOs.







Review points

 Leaders Council will not accept money from anyone to 
pay club expenses except by a club check.

 The Treasurer will keep all voided checks.  Write VOID on 
the check.  Do not tear up or discard. 

 Two members and/or adults from the club, not including 
the Treasurer or their family, shall audit the club’s books at 
least once per year. 



Web Tools

 http://ucanr.org/sites/Stanislaus4-H

 Club Officer Information

 Treasurer Information 

 State 4-H: http://ca4h.org



Need help?

 Haille Margarite, 4-H Program Representative
hamargarite@ucanr.edu

 Council Treasurer is Pam Marquez


