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4-H Youth Development
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Club/Group ___________________________________________
Years ________________________________________________
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Instructions
Column 1: Write the date of the transaction, the date you received, spent, or transacted money.
Column 2: Write down the source of money you received and why you received the money or to whom you disbursed the money and for what reason.  If the action involved your Checking Account, use columns 3, 4, 5, and
                    9.  If the action involved your Petty Cash Fund, use columns 6, 7, 8, and 9.
For checking
Column 3: Write down check number or a deposit number.
Column 4: Write down the amount the check is written for or the amount deposited.
Column 5: If a deposit, add the amount in Column 4 to the balance in the line above.  If a check, subtract the amount in Column 4 from the balance on the line above. 
Column 9: If a deposit, add the amount in Column 4 to the total balance on the line above.  If a check, subtract the amount in Column 4 from the balance on the line above.
For petty cash
Column 6: Record if this is a cash deposit or a cash withdrawal.
Column 7: Write down the amount of the cash to be added or the amount of cash spent from Petty Cash.
Column 8: If a cash deposit, add the amount in Column 7 to the balance on the line above.  If a cash withdrawal, subtract the amount in Column 7 from the balance on the line above.
Column 9: If a cash deposit, add the amount in Column 7 to the balance on the line above.  If a cash withdrawal, subtract the amount in Column 7 from the balance on the line above in Column 9.  (As another check, the
                    last balance in Column 5 added to the last balance in Column 8 should equal the amount in Column 9.)
	SAMPLE RECORD

	Date
	Item
	Checking
	Petty Cash
	Balance All Funds

	 
	To/From and What For
	Check #/ Deposit #
	Amount
	Balance
	Deposit/ Withdraw
	Amount
	Balance
	 

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5
	Column 6
	Column 7
	Column 8
	Column 9

	 
	Beginning Balance 
	XXXX
	XXXX
	$20.00
	XXXX
	XXXX
	$5.00
	$25.00

	
	
	
	
	
	
	
	
	

	1/5/09 
	Contributions from 10 members
	 
	 
	 
	Deposit
	$2.50
	$7.50
	$27.50

	
	
	
	
	
	
	
	
	

	 1/7/09
	Refreshments for meeting from Foodland 
	 101 Ck
	$5.00
	$15.00
	
	 
	 
	 $22.50

	
	
	
	
	
	
	
	
	

	 1/23/09
	4-H’ers for 4-H Program Donation 
	102 Ck
	$5.00
	$10.00
	 
	 
	 
	 $17.50

	
	
	
	
	
	
	
	
	

	1/24/09 
	Transfer from Petty Cash to Checking
	 
	 
	 
	Withdrawal
	$5.00
	$2.50
	 $12.50

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	1/24/09
	Transfer to Checking
	Dep. 1
	$5.00
	$15.00
	
	
	
	$17.50

	Note:
Column 5: The last balance recorded should agree with the balance in your check book register.
Column 8: The last balance recorded should give you an exact count of the money you have in your Petty Cash.
Column 9: The last balance recorded should give you an exact record of the total of your group’s available cash.

Receipts and expenses for year ____________

	Date
	Item
	Checking
	Petty Cash
	Balance All Funds

	 
	To/From and What For
	Check #/ Deposit #
	Amount
	Balance
	Deposit/ Withdraw
	Amount
	Balance
	 

	Column 1
	Column 2
	Column 3
	Column 4
	Column 5
	Column 6
	Column 7
	Column 8
	Column 9

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	




Year End Net Worth Statement for Year _____________
Record final balance of “Petty Cash” account ---------------------------------------------------------------------------- (1)  $______________
Record final balance of “Checking” account ------------------------------------------------------------------------------ (2)  $______________

Subtotal (add lines 1 and 2) --------------------------------------------------------------------------------------------------- (3)  $______________

List all unpaid bills:
To:








Amount:
___________________________________________________

$_________________
___________________________________________________

$_________________

___________________________________________________

$_________________

___________________________________________________

$_________________

___________________________________________________

$_________________

Total of unpaid bills ------------------------------------------------------------------------------------------------------------- (4)  $________________
Subtract total of unpaid bills (line 4) from subtotal (line 3)  ---------------------------------------------------------- (5)  $________________

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








Amount:
_________________________________________________

$_________________
___________________________________________________

$_________________

___________________________________________________

$_________________

___________________________________________________

$_________________

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

Signed ________________________________________________  Date ___________________

Audited by _____________________________________________  Date ___________________
