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Annual Checklist tor 4-H Clubs
Set your club up for success! Use this checklist to make sure your 4-H Club has everything in place to thrive, grow, and create a positive impact for youth and families:

Volunteer Certification:
· All volunteers have been appointed to serve as 4-H Club Leaders by the 4-H Extension Educator.
· All volunteers assisting with the 4-H Club have completed ALL PARTS of the volunteer screening process.
· All volunteers assisting with the 4-H Club have re-enrolled as a volunteer via 4-H Online, and their profile has been approved for the current 4-H year.

Logistics:
· At least two volunteers need to lead the club and be present at meetings, but they also need to follow Purdue University's youth protection and risk management policies.
· The club includes at least 5 eligible youth from at least 3 families have completed the annual 4-H enrollment process as described by the county 4-H program.
· Meetings and activities create a safe, inclusive, and welcoming environment for every member.

Meetings:
· Secure a public, accessible, and safe meeting place that meets ADA requirements.
· Conduct a minimum of 6 regular club meetings per year, with the goal of hosting 9-12 regular meetings throughout most or all of the year. Meetings can be supplemented by-project meetings, camps, fairs, and other 4-H learning activities.
· Complete the "4-H Club Annual Plan." ln advance, communicate meetings with 4-H members and their families along with the County Extension Office.
· Offer leadership opportunities for the 4-H members in the 4-H Club. Mentor, coach, and support these 4-H members throughout their leadership opportunities.
· Keep meetings engaging with a balance of business, education, and recreation.

Further Planning Steps:
· Meet annually with your 4-H Extension Educator to review documents and expectations.
· At the start of the year, submit your "4-H Club Annual Plan."
· By October 1, file your "Unit Activity Report Form."
· Throughout the year, check your progress with the "4-H Club Meeting Checklist."
· File the required IRS form by May 15:
· Complete a Financial Review/Audit form every five years or whenever club leadership changes.
· e-Postcard if gross Income :5 $50,000.
· Form 990 if gross income> $50,000
· Submit the Annual 4-H Club Financial Report by the deadline set by your County Extension Office.
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