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You, and all officers of 4-H groups, are represen-
tatives. You represent not only the local group, but
the whole 4-H program throughout the state. Your
skills and abilities, standards and ideals, grooming,
speech, and even smiles represent the Kansas 4-H
members. Representing others is one of your most
important responsibilities because it exists at all
times—not just while you are at the 4-H meetings.
Those who are not acquainted with 4-H judge it by
its officers.

Checklist for treasurers
— I will handle all money matters of the group.

. I will give receipts for all money received by
the club.

— | will pay money out of the treasury only when
approved by the club.

— 1 will keep an accurate record in the treasurer’s
book of how all money is used.

——_lwill deposit all funds in the bank as soon as
possible.

— 1 will pay all bills promptly as directed by the
group and approved by the president. I will get
a sales slip or a receipt for all bills paid in
cash.

—__ | will prepare a summary of income and ex-
penses to present for each meeting. | will also
report the current balance.

— 1 will complete the financial summary report
on page 15 in the treasurer’s book at the end
of the vear.

Guidelines for treasurers

Checks

When writing checks . ..
1. Use ink.

2. Never erase—if you make a mistake, start a new
check!

3. Be sure to date the check when it is written.

4. Enter the name of the person or store to whom
the check is written as close to the “pay to the or-
der of”’ as possible.

5. Do not leave a space between dollars and cents.
Correct /0 ’%o
Incorrect /0 3;{00

6. Begin at the extreme left in writing the amount.
Be sure the written amount agrees with the
numeric amount. if a check is for less than one

dollar, write the word “Only”’ and then the
amount.

7. Sign the check with your authorized signature, the
same way you signed the signature card at the
bank.

The check example was written to Fairway Grocery
for $10.34 for food for the family fun night.
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Checking Account Record

RECORD ALL CHARGES OR CREDITS THAT AFFECT YOUR ACCOUNT
| }/ FEE It BALANCE
NUMBER DATE DESCRIPTION OF TRANSACTION PAYMENT/DEBIT (IF ANY|} DEPOSIT/CREDIT $
(] Ti = (°) !! ﬂ? 76
1HE2 24 y s o
24| Fairway i 10 |34 [ | I 1742
27 Dcfou,t 45 21198
5/ : 00
Jof| Senice CJ\W v 4 /7198
1. Write the number of the check and the date it 2. The check must be endorsed by whomever the
was written in the appropriate column. check is made payable to. An endorsement is a
signature.
2. In the "description of transaction” column, write
to whom the check was written. 3. All endorsements are made on the back of the
check.
3. Enter the check amount in the “payment/debit”’
column and then subtract the amount from the 4. Do not endorse checks before you pian to cash
remaining balance above and enter the new them because if they were lost anyone could cash
balance straight across. them. Endorse the check just at the time you

_ want to cash it.
4. The r: column may be used at the end of each
month when all the checks written on the account

are returned to the treasurer. This space may be \Ja m B
used to » off the checks which have been a’ad/

cashed to date from the account.

Be sure to record your transactions in your
treasurer’s book on the Record of Club Finances
pages.

5. A special endorsement is written: Pay to the order
of and then signed. The
new person can now cash the check.

5. ”“Fee (if any)” is a column to list any costs for
cashing checks. The fee amount would then need
to be subtracted from the balance if it was not

part of the total amount of the check. P @ ;“ M %

6. When a deposit is made into the checking ac- %’
count, the amount is recorded in the
“deposit/credit” column. The amount needs to be

added to the above balance and recorded straight
across. 6

. A restrictive endorsement means you endorse the
check for a specific purpose. It can only be
deposited into your account. It's especially ad-
visable to use this endorsement when depositing
by mail. :

The checking account record example shows a
May 24 check number 1152 was written to Fairway
Grocer for $10.34. On May 27 a deposit was made
in the checking account for $4.56.

Endorsing checks T4 depsact m&f_
1. To be cashed, a check must be endorsed unless it d &m/

is made out to cash or bearer; then no endorse- QM/

ment is necessary. 4




Bank statement

Bank statements are prepared once each month.
Cancelled checks, if any, will be with the statement.
Compare each check with the check stub. If a check
you wrote is not with the other checks, list it in °
“Checks Outstanding” at the bottom on the “Record
of Club Finances” for the month. To check the
figures on the bank statement do this:

1. Add the amount of deposits during the month and
the balance carried forward from the previous
bank statement.

2. From this total subtract the total of the service
charge, if any, and the checks that are with the
bank statement.

3. This should be the same as the new balance on
the statement.

If any error is found, take the statement and can-
celled checks to the bank land ask them to check it.

If there have been no checks written, a bank
statement may not be sent. If you don’t get a bank
statement for a month or months, show the balance
on the last bank statement received.

Service charge

Some banks have a service charge for handling an
account. Usually a few cents are charged for each
check written and for each deposit. If your club is
charged a service charge in any month, there will be
a slip with the bank statement showing the amount
deducted from the account. The amount for the ser-

Deposit Slips

vice charge should be shown as an expenditure on
the “Record of Club Finances” for the month.

Handle the service charge just as if it were a check.
Fill out a check stub for the amount of the service
charge and deduct the amount from the balance as
you do for a check.

Deposit slips
1. Date the deposit slip.

2. When depositing cash only, fill in the amount of
currency (bills), the amount in coins, and put in the
total.

3. When depositing only checks, draw a line through
the cash row and then list each check and the
amount in the check columns, and put the total of
all checks in the proper space.

4. When depositing both cash and checks list both
on a deposit slip.

5. When you wish to deposit only part of your
checks or cash, put the total amount in the total
column, put the amount you wish to keep in the
“less cash received” column, and put the total “net
deposit” in the proper space.

6. All deposits need to be recorded in the checking
account record.

The deposit slip example shows a May 27 deposit
was made. There was a check for $1.25, two $1.00
bills, and $1.31 in coins. The total deposit was $4.56.

—t DEPOSIT TICKET pom
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When a 4-H club disbands

If a 4-H Club disbands, pay all bills and immediately
transfer the remaining funds to the County 4-H
Council. Be certain that all bills are paid. Write a
check payable to the County 4-H Council and take
or send the check to the county Extension office.

Suggestions

On the “Record of Club Finances” for each month,
give enough detail so that the transactions are clear
to everyone. Show to whom the money was paid as
well as what it was paid for. Use more than one line
if necessary.

Keep all check stubs, cancelled checks, bank
statements, deposit slips, receipted bills, and sales
slips. A heavy manila envelope is a good thing for
such statements and bills.

Figure the balance in the club treasury at the end of
the month. If there has been a change in the bal-
ance by the time your club meets, figure the bal-
ance at that time, This gives an up-to-date report.

If you need help with your treasurer’s records, ask
your leader to assist you.




Practice for treasurers

One of the important jobs you will have to do as
treasurer is to write checks. The club has agreed to
pay a bill to the Sunshine Grocery Store for six
dollars and fifty cents for materials for a bake sale.
Please fill out the check and checking account
record.

8 clover Clan 4-H Group
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The club collected $52.60 last Saturday at the car
wash they held. You will need to deposit the money
in the bank. There is a twenty dollar bill, a ten
dollar bill, two five dollar bills, two checks for five
dollars each, eight quarters, four dimes, and four
nickels. What will you need to do to deposit this
money? Fill out the deposit ticket correctly. Also fill
out the checking account record to show you made
the deposit.
—tDEPOSIT TICKET = ==
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(Sample)

RECORD OF CLUB FINANCES
Money received in Ma_u‘ 19 Y Balanceonhand $ 2. 7. 74
C-_: Date C List all items separately. Show source of money received. @ Amount
s
/2.’! Food Sale. $ \34.SL
Sl3l Donation fram J T Bﬂk{ma.ﬁ S0. °°
Towl |$ R¢f Sb
Money paid out in Ma_({ 1934
@ Date QCheck number & List each item separately. Give complete details. @ Amount

S/zq [IS2 F'm.'rum; Grac_a_m/ﬁg[_\ar clear plastip 13 1034
wrep Vv paper plofes foe _Food sale.

Total |$ /0-3‘-/

Balance on bank statement ......... S 9 3 Balance forward .................. 2.1 o
Plus depositsnot listed ............. sH _be Plus money received ............... 4 S
Subtotal ..o L9 3/ Subtotal ............ ... ... ..., WA 32
List outstanding checks: - Lessmoney paidout ............... 1O 34
12 Mr< Dunn 3425 Subtotal .................. ... ... [O1 9
pdo Joe's Fi [ Dz:‘gn $jﬂ Lessbank charges ................. Y oo
Less outstanding checks ............ L1. 33 Balanceforward ............... ... 9 ] 12
93 (Write this figure in balance
Balance forward ........ e Q1 on hand for next month.)

NOTE: Both BALANCE FORWARDS should be the same. Then yoﬁr books are in balance. If you do not have a
bank statement each month, use only the right side.




Problem:

Fill out the Record of Club Finances on the follow-
ing page based upon the following information:

On October 1, the Happy Hustlers 4-H Club had a
balance on hand of $117.19. The club participated
in the county 4-H Carnival by constructing and
operating a ring-toss booth. Most of the material for
the booth was donated by members’ families.
However, on October 10 crepe paper was purchased
for the booth from Harper’s Drug Store at a cost of
$5.52, and glue and staples costing $7.03 were pur-
chased from Morgan’s Hardware on October 11. The
carnival was held October 12, and the Happy
Hustler's Ring Toss booth brought in $55.00.

At the October 22 Council meeting, 4-H T-shirts
which were left from the last T-shirt sale were of-
fered for sale, and two sold. This added $12.06 to
the club treasury.

The treasurer wrote checks October 5 for bills
which were approved by the club at the September
meeting.

(1) $10.00 donation to Muscular Dystrophy
(2) $8.53 bill to Ace Film Rental for rental of
the film for the September meeting

The treasurer received the monthly bank statement
on October 17. Balance on the bank statement was
$152.67. The checks to Morgan’s Hardware and Ace
Film Rental had not been cashed at the time of the
statement.

" The bank statement did not have the $12.06 deposit
for the T-shirts recorded.

There was a $4.00 Service Charge for the month.

RECORD ALL CHARGES OR CREDITS THAT AFFECT YOUR ACCOUNT

NUMBER DATE DESCRIPTION OF TRANSACTION PAYMENT/DEBIT :/lt‘F:sTl;i DEPOSIT/CREDIT E— SR

{=) BRI (s} l 17 /7
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E7E Dﬂzgecz‘:/'— 'I | 560l 471 6
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RECORD OF CLUB FINANCES

Money received in

Date List all items separately. Show source of money received.

Balance on hand $

ee——=--. m

Amount

Total
Money paid out in
Date Check number List each item seperately. Give complete details. Amount
Total
Balance on bank statement ......... Balance forward ................
Plus depositsnot listed ............. Plus money received .............
Subtotal ................. ... ..., Subtotal ............... ... ... ...
List outstanding checks: Less money paidout .............
' Subtotal ........ ... .. ... .. ... ..
Lessbank charges ........ ... ....
Less outstanding checks ............ Balanceforward ...... ... . .. ..

{Write this figure in balance
on hand for next month.)

Balanceforward ..................

NOTE: Both BALANCE FORWARDS should be the same. Then your books are in balance. If you do not have a

bank statement each month, use only the right side.

10




Use the sample sheet from the treasurer’s book to
do the following problem.

1. Balance—$45.58

2. 4/2—Paid to Red Owl Super Value for cookies
and milk—$6.32

3.10/15—Received from fair for booth—$6.00

4.1216—Received from dues collected—$36.00

5.12/8 — Paid to Extension Office for
publications—$7.00

6. 12/10—items on bank statement:
Charge for 200 checks —$2.36
Service charge—%$0.37

YEARLY SUMMARY OF CLUB FINANCES

RECEIPTS
Bal. carried forward from
previous year ............... $

October ... 8

November .. &

December .... §

January ... $

February ... 8

March ... 3

April ... ... §

May ... 3

June ... $

July ... $

August ... S

September .. $§

Total for year § $

Total ....coovriiie, $

Bal. on bank statement ............. $
Plus deposits not listed .............. $
Subtotal ... $
List outstanding checks:
Less outstanding checks ........... 3
Balance ......ocooveveovieeeee $

1

EXPENSES
October ..o 3
November .........c.coooveiiiii. $
December ... S
January ... 8
February ... $
March ... S
April 3
May ... 3
June .. $
July < e $
August ... S
September ... $
Total ..o $
Beginning balance ... 3
Total receipts ..o, $
Subtotal ... 3
Less total expenses .................... $
Less bank charges ... 3
Balance .......cocoooooiiiee $
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