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4-H Club Annual Reporting Checklist
· Annual Club Plan was submitted to county 4-H Educator prior to the start of meetings.
Comments:

· Club communication with parents, members and 4-H Educator was acceptable.
Comments:

· 4-H Educator club visit.  Periodically during the year the 4-H Educator may schedule a visit or stop by.  These visits are a way to see volunteers in action, but also may be used as a opportunity to review a club’s or volunteer’s progress.  They may use one of the following to provide feedback:
· Review of a Successful 4‐H Club
· 4‐H Club Meeting Checklist
· Volunteer Fast Feedback Form
· Volunteer Evaluation
      Comments:


· Annual 4‐H Unit/Club Financial Report completed and submitted to County Extension Office by the established date.  Affirm the following financial expectations are following:
· Bank accounts use EIN, not personal Social Security Number.
· EIN is active and updated (if needed).
· Check account using duplicate checks.
· A list of receipts and expenses are being maintained.
· Financial/treasurer’s report is given at all club meetings.
· Official receipt are provided for all donations.
        Comments:

· E-990n IRS filing submitted before or by May 15th
· Documentation provided
· Note: if the club’s gross income exceeds $50,000, the club files a Form 990 instead of an e‐Postcard.
        Comments:



· 4-H Unit/Club Financial Review/Audit: Next Audit _______________________________
· Required at least once every five years, or each time the 4-H Club volunteer leadership changes hands.
· 4-H Educator may request a special audit if needed.

· Complete 4‐H Unit/Club Financial Review/Audit form

· Additional Financial Review Documentation 
· 1 year of Bank Statements (minimum) for all bank accounts
· list of receipts and expenses
· copies of receipts
· treasurer’s report
· list of tangible assets
· other information as needed
Comments:




	____________________________________________
	____________________________________________

	4-H Club/Unit Leader Name
	4-H Educator Name

	____________________________________________
	____________________________________________

	4-H Club/Unit Leader Signature
	4-H Educator  Signature
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