	County
	

	Name of Club
	

	Club Contact
	

	Document/Process
	Information
	Storage in 4-H Online 
	Who Completes this step?
	Notes/Comments

	4-H Club Chartering Process
	

	Club Foundational requirements
	at least 2 approved 4-H volunteers and at least five youth members from three families
	n/a
	Educator to provide information
	

	New Club Creation Process
	Set up club in 4-H Online, don’t turn enrollment on for until chartering documents are provided
	Set to Provisional Status
	4-H Online Specialist
	

	Authorization letter for 4-H Clubs
	Letter to join Purdue GEN
On 4-H Hub>Financial Management


	n/a
	Club leader to sign and submit to county 4-H Educator
	

	Club Constitution
	On 4-H Hub>Financial Management
	n/a
	Club leader to sign and submit to county 4-H Educator
	

	EIN Application
	4-H Entity EIN SS-4 Form Template

On 4-H Hub>Financial Management

	n/a
	Club leader to apply for EIN and submit assignment letter to county 4-H Educator

	

	State Office Review
	Review documents, upload to 4-H Online and determine approval/appointment of charter
	Combine all 3 documents and house in Charter Application field
	Club Support Specialist
	

	Charter Approval/Paperwork
	Complete based on Charter Packet documentation

Complete based on EIN and Authorization letter

	Upload to Charter Certificate field

Upload to EIN Assignment Letter


Set status to Active

	Club Support Specialist or 4-H Administrative Assistant
	

	Charter Communication
	Notify 4-H Educator of determination and uploads and active status.
	
	Club Support Specialist
	



