
4-H Officer Training Workshop 

 

 

General Outline 
Estimated Time  Topic       Person Responsible 

5 minutes   Get-Acquainted – Club Meeting Puzzle      

 

5 minutes   Welcome and Introductions    

 

10 minutes   Parliamentary Procedure Trail Mix   

 

10-30 minutes  Separate Officer by Groups*:    

President & Vice President  

Secretary  

Treasurer 

Reporter  

 

15 minutes   Mock Business Meeting with Feedback  

 

5-10 minutes  Jeopardy Game, Evaluation and Refreshment  

    

 

Total time: 1-1½ hours 

*Officer breakout session tips: 
• Officers should come out of the session prepared to do their part at the mock meeting. 

• Presidents should have an agenda prepared, should have practiced leading a discussion and should be ready 

to preside over the mock meeting. Set it up so more than one person gets to preside. 

• Secretaries should have minutes from the previous meeting ready to read, may make up some 

correspondence to read and be ready to take “roll.” Again try to have more than one person involved. 

• Treasurers should have a report and some bills to present. 

• Reporters should have a news article they have written to present. 

 

For those unable to attend recommend they view:   

http://www.ohio4h.org/members/officers/ 

  

http://www.ohio4h.org/members/officers/


 

PARLIAMENTARY TRAIL MIX 
 

 

(Idea from a demonstration by Deb Ivey, 4-H Youth Development Agent in Iowa County, Wisconsin)  

 

Needed: 
 Large bowl 

 Spoon 

 Ingredients for Trail Mix (Honey Nut Cheerios, raisins, peanuts, plain and peanut 

butter M and M’s, others as desired) 

 Serving utensil (paper cup, napkins, etc.)  
 

Display the ingredients and talk about the importance of parliamentary procedure to the 

smooth operation of a meeting.  

 

Tell your audience that you are going to make trail mix and that they will learn how to 

correctly make a motion as part of this process.  

 

Explain that ingredients will be added to the bowl as motions are made. (Youth must say “I 

move that we add …..” Ask for a second, discuss and vote. If the youth says, “I motion.. ask 

them to restate it correctly.)  

 

As soon as all the ingredients are added, the members can eat the Trail Mix as a snack.  

 

In most cases, there will be one ingredient that is voted down. The leader may want to 

include at least one questionable ingredient in the choices to be sure this happens.  

 



  

 

President 
 
Use the following information and the 4-H Club Agenda Worksheet found in the officer’s 

handbook to make up an agenda for the mock meeting. Be sure to ask the secretary if there is 

any old business from the last meeting. Tailor the topics below to your needs; add additional 

agenda items if you wish. Think about where each item belongs in the agenda. 
 

 

At the last meeting, we discussed paying for leaders to attend the county/city leaders’ 

appreciation banquet. Our leader, Bob Smith, was unsure if he would be able to attend so it 

was postponed to next month. 

Your club has been asked to adopt a family for Christmas. This is a community activity that the 

County Health Department coordinates. 

Your leader wants to recognize five members who attended the county/regional judging 

contest. 

One of your members wants to go on the 4-H Citizenship Washington Focus trip. The trip 

will cost him $1300. He wants to ask the club for some financial help. 

The recreation committee has a game to play. 

The club had a Halloween party in October. 

You have a guest from the County Extension Office. 

There will be club officer training Nov. 18 at the local Extension office. All club officers are 

asked to attend. 

The next meeting of the club will be at 6:30 p.m. Dec. 16 at the old school house. 

The club leader’s recognition committee met last week.  



Secretary 
 

Rewrite the following minutes correctly. Leave out all unnecessary information. Put 

them in the correct order, as they would have happened in a well-run meeting. Add 

information, if needed, to make the minutes correct (names for motions and whether the 

motion passed or failed). Read the correct minutes at the mock meeting. 

 

The regular meeting of the Busy Kids 4-H Club was at the old school house on September 31. 

The meeting was called to order by Monty McGee at 7:30 pm. Sue Smith gave a presentation 

titled “Care of Pigs.” 

The bills for refreshments for the club tour were approved for payment. Jimmy Jones and 

Paula Potter talked about the football game they went to the night before. The treasurer’s 

report showed a balance of $117.19. We talked about the club’s spending habits and decided 

that we should not have elected Eric Smith as treasurer. The president did a crummy job of 

conducting the meeting. There was not much business. The secretary’s report was approved 

as corrected. There were six corrections but one of them turned out not to be a real 

correction. I didn’t change that one because the person who said it just didn’t like the motion 

we passed. We discussed paying for leaders to attend the leader’s banquet. Our leader, Bob 

Smith, was unsure if he could attend so it was postponed until next month. After 30 minutes 

the meeting was adjourned. Roll call was answered by 14 members, two leaders, and one 

guest. Ann Jones led us in a conservation activity. A bill from the Corner Grocery Store for 

$21.05 for refreshments for the club tour was presented. It was announced there would be a 

club officer training November 18 and all club officers should attend. Bob Smith, our leader, 

thanked everyone for their help at the fair. Bob Smith, our leader, recognized our two state 

fair exhibitors. We talked again about the club having a new members’ meeting and decided to 

have one October 25 at 7:30 at the old school house. Before the meeting we set up the chairs 

in a semi-circle. 

  



 

Treasurer 

 
Fill out a check, the checking account register, and deposit slip based on the 

following information. 
 

The club has agreed to pay a bill to the Valley Hardware Store for $26.50 for materials to paint fencing for the 

livestock project members. 

The club collected $102 last Saturday at their car wash fund-raiser. You need to deposit the money in the 

bank. There is one $50 bill, two $10 bills, two $5 bills, two checks for $10 each, seven quarters, two dimes, 

and one nickel. 

 

Use the following information to fill out a monthly treasurer’s report for the mock 

meeting: 
 On April 25 the Busy Kids 4-H Club had a balance on hand of $152.84. The club participated in the 

community yard sale by operating a snack booth. The club paid for the drinks and families donated 

cookies and other snack items.  

 On April 20, a tablecloth was purchased for the booth from Harper’s Drug Store at a cost of $4.02, 
and lemonade mix and ice costing $10.83 were purchased from Morgan’s Grocery Store on April 21. 

The sale was April 30, and the club earned $103.50.  

 At the May 3 council meeting, 4-H T-shirts that were left from the last T-shirt sale were offered for 

sale and two were sold. The income from the shirts was $19.00.  

 The treasurer wrote a check May 5 for bills that were approved by the club at the April meeting. One 
was for $21.05 to Hometown Sign Company for a new club banner.  

 The other bill was for $16.19 for refreshments for the March club meeting. 

 There is an outstanding bill for $12.56 for supplies for the recreation committee activity kit 

 

  



 

Reporter 
Rewrite the following items into an article appropriate to send to the local 

newspaper. 
Leave out any unnecessary information. Put the items in the correct order to make a newsworthy article. Add 

information, if needed, to make the article more interesting. Read the article at the mock meeting. 

 

The regular meeting of the Busy Kids 4-H Club was at the old school house on September 31. The 

meeting was called to order by Monty McGee at 7:30 p.m. Sue Smith gave a presentation titled “Care of Pigs.” 

The bills for refreshments for the club tour were approved for payment. Jimmy Jones and Paula Potter talked 

about the football game they went to the night before. The treasurer’s report showed a balance of $117.19. 

We talked about the club’s spending habits and decided that we should not have elected Eric Smith as 

treasurer. The president did a crummy job of conducting the meeting. There was not much business. The 

secretary’s report was approved as corrected. There were six corrections but one of them turned out not to 

be a real correction. I didn’t change that one because the person who said it just didn’t like the motion we 

passed. We discussed paying for leaders to attend the leader’s banquet. Our leader, Bob Smith, was unsure if 

he could attend so it was postponed until next month. After 30 minutes the meeting was adjourned. Roll call 

was answered by 14 members, two leaders, and one guest. Ann Jones led us in a conservation activity. A bill 

from the Corner Grocery Store for $21.05 for refreshments for the club tour was presented. It was 

announced there would be a club officer training November 18 and all club officers should attend. Bob Smith 

our leader thanked everyone for their help at the fair. Bob Smith our leader recognized our two state fair 

exhibitors. We talked again about the club having a new members’ meeting and decided to have one October 

25 at 7:30 at the old school house. 

 

Decide which of the following items are the most newsworthy. 
_ A club member’s prize heifer got loose from the pasture last week. 

_ Your former club leader is recognized in the Iowa 4-H Hall of Fame. 

_ National 4-H Council is releasing new guidelines regarding use of the name and emblem. 

_ Your club is hosting a face-painting booth at the county/city 4-H carnival. 

_ The club president has been awarded a county/city 4-H scholarship. 

_ A former 4-H member of your club has been hired as a county/city 4-H agent in a county 100 miles 

from your hometown. 

_ The local youth organization sent a thank-you note to your club for bringing livestock to a petting 

zoo. 

_ A new State 4-H Leader has been named. 

_ The newly named State 4-H Leader was a member of your 4-H club 20 years ago. 

_ A member of your 4-H club took a picture that will be featured on the cover of Momentum, the 

College of Agriculture and Natural Resources monthly magazine. 

 

  



Mock Meeting Minutes Worksheet 
 

Date: __________________ 

 

Number present: Members _____ Leaders ______ Parents ______ Guests ______ Total Present _______ 

 

The regular monthly meeting of the ________________________ 4-H club was held on ___________ 

__________ at ____________________________. President _________________ called the meeting 

to order at ___________. __________________________ led the Pledge of Allegiance and 4-H Pledge.  

Roll call was answered with “_______________________________” by _____ members, _____ 

leader(s), _____ parent(s) and _____ guest(s), for a total of _____ present. The minutes of the previous 

meeting were approved as read/corrected.  _______________________________________________ 

______________________________________treasurer, reported that the club has $_______ in the 

account and $_______ in outstanding bills for _________ ____________________________. 

_________________________, ________________ (office), reported that 

___________________________________. Club leader _______________________ reported that 

_______________ _______________________________________________________________. 

Committee reports: 

___________________________________________________________________ 

Unfinished business: __________________________________________________________________ 

_________________________________________________________________________________ 

New business: 

________________________________________________________________________________ 

Announcements: 

_____________________________________________________________________ _ 

___________________moved to adjourn. The motion was seconded and passed/failed. 

Program: ____________________________________________ by: ___________________________ 

Refreshments were ________________________, prepared by ________________________________. 

Secretary____________________________ President ______________________________________ 



 

Mock Meeting Samples: 

Sample Check Register 
RECORD ALL CHARGES OR CREDITS THAT AFFECT YOUR ACCOUNT 

Instructions  

• First, fill in the check number in the column marked “A.”  

• Now, write the date of the transaction in the column marked “B.”  

• Write the name of the store to whom you wrote the check in column marked “C,” called “Description.” Below that, write 

what the check was for.  

• If it’s a withdrawal, write the amount in the column marked “D.” If it’s a deposit, write the amount in the column marked 

“E.”  

• As you add or subtract each amount, write your current balance in the column marked “F.”  

 

 

 
 

 

 

  



Sample Deposit Slip 

 

 
 


