
Getting Started– Forms listed below can be found on our website (www.extension.iastate.edu/cass/

club-resources) Your treasurer book is best kept in a 3-ring binder. Clubs need to actively maintain 3 

year’s records.  Make sure your club’s name is clearly printed on the front of the binder with the 

current year. Monthly tabs clearly labeled on the inside are useful to stay organized and keep items 

together.  
 

1) Account Register- Track payments in and deposits out of your club account. Every transaction in 

or out of your clubs account should be written on this form. Balance it once you receive your 

monthly statement to make sure your records are accurate. Keep this at the front of your book and 

add other records behind it. 
 

2) Monthly Balancing Worksheet - Fill this out every month before, and after the club meeting. 

Document balance shared at last month’s meeting. List any deposits or expenses. Double check 

your math, and share updated amount for this months club meeting. After you receive the account 

statement from the extension office, complete the bottom half of the document. Double check 

that all deposits/expenses are balanced. Place the account statement directly behind this. 

 

3) Account Statement– Each month this comes from the Cass County Extension Office in mail or 

email depending on your preferences filled out on the Club Partnership agreement signed at the 

start of every 4-H year. Use this to balance your Check Register and complete the bottom portion of 

the Monthly Account Balancing Worksheet. 

 

4) Payment Request Form- Complete if your club needs to reimburse or make a purchase. Be 

descriptive as possible in what you are getting and why. Attach all receipts or invoices. Use the 

check at the bottom of the form for practice writing checks! Submit to the extension office by the 

10th or 25th of the month for processing within two weeks.  
 

5) Meeting Minutes– Any payment requests require club minutes. This is a tracking system to ensure 

the club voted and all agreed on club account transactions. Work with the club secretary to get 

these in a timely fashion to the Extension Office with Payment Request forms. Minutes can be hard 

copy or electronic if eligible. Keep a copy for treasurer book too! 

 
6) Club Deposit Form– When your club has deposits (income) complete this form to track what 

needs to be added to your club account. A club officer and leader must sign the form. Return the 

form during regular business hours (Monday-Friday 8:00am-4:30pm). Staff will date, initial and give 

you a copy for the Treasurer Book records. Be detailed in who and what the income is from! 
 

7) Club Partnership Agreement– At the start of each year the club leader(s) and treasurer sign this 

form along with Extension Council Representative. Club accounts are kept and managed through 

the Extension Office. Designate on this form if you would prefer monthly statements mailed or 

emailed. Original is kept at the Extension Office. Keep a copy for the treasurer book at the start of 

each year! 

 

8) Club Budget– Optional. Your club can vote and approve a budget at the start of the year. 

Document on the budget what you expect to have as income and expenses throughout the year. 

Having a budget approved can reduce discussion throughout the year.   

 

9) Club Audit Checklist for 4-H Year, September - August– Books are audited annually by the Cass 

County Extension Office/Youth Action Committee in the fall. Use this checklist to ensure your records 

are accurate and following best practices all year long. This is a 2-page document that covers fiscal 

procedures, transaction records, expenditure transactions and receivable records.  
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TIPS & TRICKS! 

• Build your book on top of itself, add the current month on top of last month’s records. September 

should be at the bottom, and August on the top when  you turn into the County Extension office.  

• Keep a copy of all forms you need and turn into the extension office. Forms, Reciepts, and 

minutes should be placed in your book each month.  

• Remember to be consistent with the order each month.  

• Club Account Register (this can move forward each month) 

• Monthly Account Balancing Sheet 

• Club Deposit Forms 

• Payment Request Forms 

• Minutes from meetings when there is a vote for payments/reimbursements 

• Receipts for any payment requests 
 

What do you do with your treasurer book material from the previous years? Keep 3 years of records 

actively in your book. Put this year’s material on top. Your record book should always start with the 

most current year, and move backwards in time. When you start a new 4-H program year, 

September through August, remove the last year and place it in the clubs historical folder or binder. 

When you begin the year, have 2 years in your binder and build the current year on top of that. At 

the end of the current program year you will have 3 years worth of club financials to turn in for audit.  
 

Records older than 3 years should be maintained in a historical folder or binder. DO NOT throw away 

old financial records! Keep with minutes and Historian’s books.  

 
Final Book Outline Sample– Build each new month on top of the old as we progress through the 

current program year September - August. When you turn in your book, August should be on top 

with each month behind it.  
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