
Copyright 2020 Michigan State University Board of Trustees.  |  Michigan State University Extension  4-H Youth Development

Annual Financial Summary ReportAnnual Financial Summary Report
Directions: Complete each section of this report whether or not the group had a treasury, collected or spent funds, accepted 
donations or had property within the report period. Groups without a treasury, and whose participation fees did not pass 
through the group, must still complete the form (with zero [0] balances) and submit it by the county’s designated deadline.

Part 1. Group Information

For the period September 1, 20  to August 31, 20 County 

Group name EIN 

Financial account  No   Yes      Type  Checking    Savings    CD/Money Market    Other 

Financial Institution Name  Account # 

Signatories ,   ,   

Part 2. Group Income and Expenses

Adjusted treasury balance as of September 1 of last year A $
Taxable sales income (list each separately; attach additional sheet if necessary)
1.

2.
3. Total from additional sheet
Taxable sales subtotal (add items 1-3 above) $ B
Nontaxable income (list each separately; attach additional sheet if necessary)
1. Total monetary donations received
2. Group dues collected
3. 
4.
5. Total from additional sheet
Nontaxable income subtotal (add items 1-5 above) $ C

Total income for the period (add B and C) D plus $
Expenses (list each separately; attach additional sheet if necessary)
1. 
2.
3.
4.
5.
6. Total from additional sheet

Total expenses for the period (add lines 1-6 above) E minus $
Account balance at end of the period (add A and D; then subtract E) F equals $
Add checks that have not shown up on statement G plus

Subtract deposits that have not shown on statement H minus
Adjusted balance (should agree with account statement) I equals $

Please respond to the following:
1. The account statement was reconciled each month. Yes      No 
2. There is written documentation that all expenses were approved Yes      No 

through an approved budget or by a vote of the full membership.
3. What was the group’s total account balance as of June 30 of this period?  $

22 23 Cheboygan
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Annual Financial Summary Report, continued.
Part 3. State Sales Tax

Complete this section if the group has taxable sales (Part 2, line B).

Total taxable sales (Part 2, line B): $

Divide the amount by 17.67 =  $    This is the amount of sales tax the 4-H group owes.

Make check or money order payable to “Michigan State University” and submit the check with this Annual Financial 
Summary Report to the MSU Extension office by the county’s deadline.

Part 4. Verification of No Account at a Financial Institution
A signature in this box verifies that this 4-H group did not have an account at a financial institution during this report 
period. It further verifies that the group had less than $100 in its treasury for more than 30 days. 

If the 4-H group opens an account at a financial institution in the future, the group must notify the county MSU Extension 
4-H staff within 10 business days.

Part 5. Inventory of 4-H Group Property
“4-H group property” is defined as all items purchased with 4-H group funds as well as all items donated to the 4-H group. 

If the 4-H group has no property, verify by signing here: 

If the 4-H group has property, list below and on additional sheets if necessary, all existing group property. List consumable 
items (such as food, tape or paper plates) only if the amount is so significant that the items will last more than a year.

This form section needs to be completed each year. Writing “same as last year” is not acceptable.
If the group disbands, all nonconsumable (not eaten or worn) property must be returned to the MSU Extension office 
within 10 business days of the group’s final date of operation.

Year 
Purchased or 

Received Quantity Item Description

Value 
When 
New Storage Location

If Discarded Last Year, 
Explain Why

Part 6. Signatures, Review and Approval

Signature of person who prepared this report Phone Date

Signature of person who reviewed and approved this report       Phone Date

Signature of 4-H staff who approved this report Date
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	IntroductionIntroduction
	IntroductionIntroduction
	Overview 
	One of the job responsibilities of county staff is to provide oversight for 4-H financial matters. This manual is intended to provide county 4-H staff with the information necessary to fulfill that job responsibility. It is important staff recognize there are two additional manuals in this set: one for adult leaders and one for youth and adult treasurers. The expectation is that staff will familiarize themselves with the requirements in all three manuals, regardless of whose role it is. This will help to en
	In this manual, the word:
	.
	.
	.
	.
	 

	“Group” is defined as any entity that uses the 4-H name and emblem. This includes clubs or other groups (such as councils, boards and committees).

	.
	.
	.
	 

	“Staff” is used for 4-H program coordinators.

	.
	.
	.
	 

	“Minutes” are defined as the legal, auditable record of decisions made and expenditures approved at a 4-H business meeting.


	4-H (and Its Money) Is Publicly Owned
	4-H clubs or other groups (such as councils, boards and committees) are public entities, open to all without regard to race, color, national origin, gender, gender identity, religion, age, height, weight, disability, political beliefs, sexual orientation, marital status, family status or veteran status. Since 4-H is a public organization, it is “owned” by the public, not by individuals the way a private company is owned.
	Therefore, the money 4-H groups receive from dues and fund-raising events is owned by the entire 4-H group, not by any one member or leader of the group. A group treasury is necessary if funds are maintained for group use. The public calls for a higher standard of accountability and integrity from public groups. For this reason, it is extremely important that all 4-H groups are transparent and show the source of any money they have received and how it was disbursed. It is very important that the required pr
	This publication is intended to protect the reputation of our 4-H members, volunteers, staff and the organization as a whole. Under U.S. Department of Agriculture and Michigan State University guidelines, MSU Extension staff are required to have oversight over all 4-H financial transactions. The state 4-H office and the county Extension 4-H offices do not (and will not) take funds from active club or group accounts. In addition, they will hold all financial information confidential to the fullest extent all
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	Documenting a 4-H Group’s FinancesDocumenting a 4-H Group’s Finances
	Documenting a 4-H Group’s FinancesDocumenting a 4-H Group’s Finances
	Table 1 (beginning below) provides an overview of the various forms that document a 4-H group’s finances. They appear on the table in the order in which they appear in this manual. While some of these documents are necessary for all groups, others are needed depending on the group’s circumstances. 
	Table 1. 4-H Financial Documents Overview.
	Table 1. 4-H Financial Documents Overview.

	Document
	Document
	Document
	Document
	Document

	Who Must Complete
	Who Must Complete

	When Due
	When Due

	Where Presented
	Where Presented


	Discussion About 4-H Financial Responsibilities (p. 4)
	Discussion About 4-H Financial Responsibilities (p. 4)
	Discussion About 4-H Financial Responsibilities (p. 4)
	 


	4-H staff discusses with a 4-H group leader.
	4-H staff discusses with a 4-H group leader.

	When a 4-H leader is new or needs a refresher
	When a 4-H leader is new or needs a refresher

	Ideally in person, but it could also be discussed by phone.
	Ideally in person, but it could also be discussed by phone.


	Budget (p. 4)
	Budget (p. 4)
	Budget (p. 4)

	If the group creates a budget, officers prepare budget
	If the group creates a budget, officers prepare budget

	At the beginning of the 4-H year
	At the beginning of the 4-H year

	The budget is presented to the full group membership for approval.
	The budget is presented to the full group membership for approval.


	Checklist for Establishing a 4-H Group Bank Account  (p. 5)
	Checklist for Establishing a 4-H Group Bank Account  (p. 5)
	Checklist for Establishing a 4-H Group Bank Account  (p. 5)

	4-H treasurer or administrative leader
	4-H treasurer or administrative leader

	When preparing to open an account
	When preparing to open an account

	For use by 4-H treasurer or administrative leader
	For use by 4-H treasurer or administrative leader


	County 4-H Fund-Raiser Application (p. 7)
	County 4-H Fund-Raiser Application (p. 7)
	County 4-H Fund-Raiser Application (p. 7)

	A 4-H group planning a fund-raiser
	A 4-H group planning a fund-raiser

	10 business days before any fund-raising event can be promoted or held
	10 business days before any fund-raising event can be promoted or held

	To 4-H staff
	To 4-H staff


	County 4-H Fund-Raising Report Form (p. 8)
	County 4-H Fund-Raising Report Form (p. 8)
	County 4-H Fund-Raising Report Form (p. 8)

	The treasurer of a group holding an approved fund-raiser
	The treasurer of a group holding an approved fund-raiser

	Within 10 business days after the end of an approved fund-raiser
	Within 10 business days after the end of an approved fund-raiser

	To 4-H staff
	To 4-H staff


	IRS Form W-9: Request for Taxpayer Identification Number and Certification (p. 9)
	IRS Form W-9: Request for Taxpayer Identification Number and Certification (p. 9)
	IRS Form W-9: Request for Taxpayer Identification Number and Certification (p. 9)

	• 
	• 
	• 
	• 
	• 

	Vendor who will receive $600 or more in payment

	• 
	• 
	• 

	Recipient of a gift or prize valued at $600 or more



	Before the payment, gift or prize is given
	Before the payment, gift or prize is given

	The form is given to the 4-H staff who will forward it to MSU’s Tax Manager.
	The form is given to the 4-H staff who will forward it to MSU’s Tax Manager.


	IRS Form 1099-MISC  (p. 9)
	IRS Form 1099-MISC  (p. 9)
	IRS Form 1099-MISC  (p. 9)

	MSU’s Tax Manager
	MSU’s Tax Manager

	In January of the year following distribution of the payment, gift or prize
	In January of the year following distribution of the payment, gift or prize

	The form will be mailed to the recipient of the payment, gift or prize for possible use in tax reporting.
	The form will be mailed to the recipient of the payment, gift or prize for possible use in tax reporting.


	Receipt of a Donation for Tax Purposes (p. 15)
	Receipt of a Donation for Tax Purposes (p. 15)
	Receipt of a Donation for Tax Purposes (p. 15)

	4-H staff
	4-H staff

	When the donation is received
	When the donation is received

	The receipt is given to the donor.
	The receipt is given to the donor.


	State of Michigan Form 3372: Michigan Sales and Use Tax Certificate of Exemption (p. 23)
	State of Michigan Form 3372: Michigan Sales and Use Tax Certificate of Exemption (p. 23)
	State of Michigan Form 3372: Michigan Sales and Use Tax Certificate of Exemption (p. 23)

	4-H staff
	4-H staff

	When a 4-H group requests it and it is approved by 4-H staff as appropriate
	When a 4-H group requests it and it is approved by 4-H staff as appropriate

	Provided to the 4-H group leader who will give it to the vendor so a group can purchase items for educational use and not pay state sales tax
	Provided to the 4-H group leader who will give it to the vendor so a group can purchase items for educational use and not pay state sales tax


	Treasurer’s Report (p. 28)
	Treasurer’s Report (p. 28)
	Treasurer’s Report (p. 28)

	The group’s treasurer
	The group’s treasurer

	At each group meeting
	At each group meeting

	• 
	• 
	• 
	• 
	• 

	Group meeting

	• 
	• 
	• 

	If group has annual activity of more than $2,500, county MSU Extension office (including the secretary’s minutes from each meeting)




	Document
	Document
	Document

	Who Must Complete
	Who Must Complete

	When Due
	When Due

	Where Presented
	Where Presented


	Annual Financial Summary Report (including a copy of the secretary’s minutes) (p. 28)
	Annual Financial Summary Report (including a copy of the secretary’s minutes) (p. 28)
	Annual Financial Summary Report (including a copy of the secretary’s minutes) (p. 28)

	The group’s treasurer in partnership with the group’s leader
	The group’s treasurer in partnership with the group’s leader

	Yearly on date determined by county 
	Yearly on date determined by county 

	To 4-H staff
	To 4-H staff


	Letter 1 to a 4-H Club That Failed to Submit Its Annual Financial Summary Report (AFSR) (p. 29)
	Letter 1 to a 4-H Club That Failed to Submit Its Annual Financial Summary Report (AFSR) (p. 29)
	Letter 1 to a 4-H Club That Failed to Submit Its Annual Financial Summary Report (AFSR) (p. 29)
	 


	4-H staff
	4-H staff

	Send to 4-H groups that have not submitted an Annual Financial Summary Report (AFSR) by the deadline
	Send to 4-H groups that have not submitted an Annual Financial Summary Report (AFSR) by the deadline

	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.
	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.


	Letter 2 to a 4-H Club That Failed to Submit Its AFSR (p. 29)
	Letter 2 to a 4-H Club That Failed to Submit Its AFSR (p. 29)
	Letter 2 to a 4-H Club That Failed to Submit Its AFSR (p. 29)
	 


	4-H staff
	4-H staff

	Send to 4-H groups that have not submitted an AFSR by the deadline in Letter 1
	Send to 4-H groups that have not submitted an AFSR by the deadline in Letter 1

	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.
	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.


	Letter 1 to a 4-H Affiliate Group That Failed to Submit Its AFSR (p. 29)
	Letter 1 to a 4-H Affiliate Group That Failed to Submit Its AFSR (p. 29)
	Letter 1 to a 4-H Affiliate Group That Failed to Submit Its AFSR (p. 29)

	4-H staff
	4-H staff

	Send to 4-H affiliate groups that have not submitted an AFSR by the deadline
	Send to 4-H affiliate groups that have not submitted an AFSR by the deadline

	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.
	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.


	Letter 2 to a 4-H Affiliate Group That Failed to Submit Its AFSR (p. 29)
	Letter 2 to a 4-H Affiliate Group That Failed to Submit Its AFSR (p. 29)
	Letter 2 to a 4-H Affiliate Group That Failed to Submit Its AFSR (p. 29)

	4-H staff.
	4-H staff.

	Send to 4-H affiliate groups that have not submitted an AFSR by the deadline in Letter 1
	Send to 4-H affiliate groups that have not submitted an AFSR by the deadline in Letter 1

	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.
	Send by U.S. mail to the group leader. “Return-receipt requested” is suggested.


	4-H Group Financial Record Review Checklist (p. 32)
	4-H Group Financial Record Review Checklist (p. 32)
	4-H Group Financial Record Review Checklist (p. 32)

	4-H staff
	4-H staff

	Used when 4-H staff have concerns about a 4-H group’s finances or to do a spot check
	Used when 4-H staff have concerns about a 4-H group’s finances or to do a spot check

	Filed in office with the group’s records
	Filed in office with the group’s records


	IRS Form 990-N (E-Postcard) (begins on p. 32)
	IRS Form 990-N (E-Postcard) (begins on p. 32)
	IRS Form 990-N (E-Postcard) (begins on p. 32)

	Groups with annual, gross receipts of $50,000 or less (over three years)
	Groups with annual, gross receipts of $50,000 or less (over three years)
	The county 4-H program coordinator completes this with information contained on the group’s Annual Financial Summary Report

	15th day of the 5th month after end of group’s accounting period (August 31) which is January 15 for most groups
	15th day of the 5th month after end of group’s accounting period (August 31) which is January 15 for most groups

	State 4-H office will complete the form and send it to the Internal Revenue Service
	State 4-H office will complete the form and send it to the Internal Revenue Service


	IRS Form 990-EZ (begins on p. 32)
	IRS Form 990-EZ (begins on p. 32)
	IRS Form 990-EZ (begins on p. 32)

	Groups with gross receipts of more than $50,000 but less than $200,000 and total assets less than $500,000 at the end of the tax year
	Groups with gross receipts of more than $50,000 but less than $200,000 and total assets less than $500,000 at the end of the tax year
	Due to the form’s complexity, an accountant should complete this. It is the group’s responsibility to hire and pay the accountant for this service. It is not a cost covered by the county Extension office or Michigan 4-H Youth Development.

	15th day of the 5th month after end of group’s accounting period (August 31) which is January 15 for most groups
	15th day of the 5th month after end of group’s accounting period (August 31) which is January 15 for most groups

	• 
	• 
	• 
	• 
	• 

	Internal Revenue Service

	• 
	• 
	• 

	County MSU Extension office




	IRS Form 990 (Long form) (begins on p. 32)
	IRS Form 990 (Long form) (begins on p. 32)
	IRS Form 990 (Long form) (begins on p. 32)
	 


	Groups with gross receipts over $200,000 or total assets greater than or equal to $500,000 at the end of the tax year 
	Groups with gross receipts over $200,000 or total assets greater than or equal to $500,000 at the end of the tax year 
	Due to the form’s complexity, an accountant should complete this. It is the group’s responsibility to hire and pay the accountant for this service. It is not a cost covered by the county Extension office or Michigan 4-H Youth Development.

	15th day of the 5th month after end of group’s accounting period (August 31) which is January 15 for most groups
	15th day of the 5th month after end of group’s accounting period (August 31) which is January 15 for most groups

	• 
	• 
	• 
	• 
	• 

	Internal Revenue Service

	• 
	• 
	• 

	County MSU Extension office




	4-H Group Disbanding Checklist (pp. 38 to 39)
	4-H Group Disbanding Checklist (pp. 38 to 39)
	4-H Group Disbanding Checklist (pp. 38 to 39)

	Group president or administrative leader
	Group president or administrative leader

	Once a group has decided it is going to disband
	Once a group has decided it is going to disband

	To 4-H staff
	To 4-H staff
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	 Planning a 4-H Group’s Finances  Planning a 4-H Group’s Finances 
	 Planning a 4-H Group’s Finances  Planning a 4-H Group’s Finances 
	When a volunteer is new or needs a refresher, staff are encouraged to have a conversation about 4-H financial accountability. The guidelines established in this manual are in place to protect the reputation of our valued volunteers and the good name of 4-H. Transparency between the group and the 4-H program coordinator is important to the success of this process. For a list of topics see the Discussion About 4-H Financial Responsibilities on page 41 of this manual.
	For quick reference, a summary of financial responsibilities for MSU Extension 4-H sponsored groups is found in the Discussion About 4-H Financial Responsibilities found on page 41. The Checklist for Establishing a 4-H Group Bank Account, found on page 42 of this publication, can also be helpful.
	 

	A Budget 
	A budget should not include expenses greater than the group’s projected income. Once established, a budget can be changed or altered by vote of the membership.
	It is strongly recommended that a 4-H group prepare an annual budget. Developing an annual 4-H budget provides several advantages. For more on this topic, see the Financial Manual for 4-H Treasurers.
	Checking and Savings Accounts
	Setting Up an Account 
	All Michigan 4-H groups, other than 4-H SPIN Clubs, are required to have an Employer Identification Number (EIN) and a charter. The EIN and charter are key documents needed to establish a checking or savings account. The group’s EIN should be used instead of a social security number to establish the account so it connects the finances to the 4-H group instead of an individual. More information about EINs and charters can be found in the in the publication entitled Becoming an Authorized 4-H Group and Mainta
	While every Michigan 4-H group that has funds is strongly encouraged to have a checking or savings account, each Michigan 4-H group that has a minimum of $100 (not including 4-H participation fees) in its treasury for more than 30 days is required to have a checking or savings account. Each 4-H group is required at least two adult leaders to be signers on the account. It is strongly preferred that no adult signer be the treasurer’s parent or guardian.
	The account address must be that of the local MSU Extension office so account statements are mailed there. 4-H staff will make a copy for the group file and forward the statement to the leader. E-statements are strongly encouraged. These documents can be stored electronically or as hard copies, as long as they are accessible.
	4-H staff cannot be a signatory on any account belonging to a 4-H group. All adult signatories must be current, registered 4-H volunteers.
	There is a checklist that provides further details to guide groups in the process of setting up a checking or savings account on page 42 of this publication. Additional information can also be found in the Financial Manual for 4-H Volunteers.
	Guidelines for Groups Without Checking or Savings Accounts
	While every Michigan 4-H group that has a treasury is strongly encouraged to have a checking or savings account, some 4-H groups operate without a checking or savings account because they have less than $100 (not including 4-H participation fees) in their treasury for more than 30 days or they have more than $100 for less than 30 days. Even without a checking or savings account, groups must be accountable for their finances. For example, to establish the required paper trail when making a purchase, be sure 
	 



	Article 74ⵈ牯異⁴桡琠桡猠愠瑲敡獵特猠獴牯湧汹湣潵牡来搠瑯慶攠愠捨散歩湧爠獡癩湧猠慣捯畮琬潭攠㐭䠠杲潵灳灥牡瑥⁷楴桯畴桥捫楮朠潲慶楮杳捣潵湴散慵獥⁴桥礠桡癥敳猠瑨慮․〠⡮潴湣汵摩湧‴ⵈ⁰慲瑩捩灡瑩潮敥猩渠瑨敩爠瑲敡獵特潲潲攠瑨慮″〠摡祳爠瑨敹慶攠浯牥⁴桡渠〰潲敳猠瑨慮″〠摡祳⸠䕶敮⁷楴桯畴桥捫楮朠潲慶楮杳捣潵湴Ⱐ杲潵灳畳琠扥捣潵湴慢汥潲⁴桥楲楮慮捥献⁆潲硡浰汥Ⱐ瑯獴慢汩獨⁴桥敱畩牥搠灡灥爠瑲慩氠睨敮慫楮朠愠灵牣桡獥Ⱐ扥畲攠
	Handling a 4-H Group’s MoneyHandling a 4-H Group’s Money
	Handling a 4-H Group’s MoneyHandling a 4-H Group’s Money
	Income
	Sources of Income
	Participation Fees
	Each year, 4-H youth members pay a $20 per individual (maximum $60 per family) participation fee when they enroll in the program. Participation fee funds are generated from a variety of sources:
	.
	.
	.
	.
	 

	The group leader collects the fee from families of youth in the 4-H group. These fees must be turned in to the MSU Extension office within 30 days of collection.

	.
	.
	.
	 

	The group undertakes a fund-raising event or finds a sponsor to cover all or part of the participation fee for all or some of its members.
	*


	.
	.
	.
	 

	The county undertakes a fund-raising event or finds a sponsor to cover all or part of the participation fee for all or some of the county’s youth members.
	*


	.
	.
	.
	 

	The county’s 4-H council or other leadership group covers all or part of the participation fee for all or some of the county’s youth members.

	.
	.
	.
	 

	The participation fee is paid by parents or guardians to the MSU Extension office staff as part of the reenrollment process.

	.
	.
	.
	 

	Some combination of the above.


	After a club or group collects participation fees, the money must be turned in to MSU Extension staff for payment to Michigan State University. It is important all who handle fees practice good money management. Follow directions in this manual for receipting and recording cash and check payments. This manual also explains how to properly record the transaction in the group treasury record and on the Annual Financial Summary Report. 
	Definition of sponsorship: Sponsorship comes from a specific individual, organization or business. A group might approach them, often with a specific dollar figure in mind, and ask if they will be a sponsor. Individuals, groups or businesses may sponsor a certain number of individual members by paying their participation fees; they may sponsor an entire club or even an entire county. A sponsor may not designate individual youth by name for sponsorship. If the group finds a sponsor, it is best to have the sp
	*

	Group Dues
	Group dues are different from participation fees and are another way a group may choose to support its projects. A group should only collect dues if it has a planned use for the funds outlined in its annual budget at the beginning of the 4-H year. It is important that the members work together to determine and mutually agree on how the money is used. This discussion and decision should be clearly documented in the meeting minutes and in the group’s annual budget. Should circumstances change during the year,
	Group Fund-Raisers
	Fund-raising can be a double win for 4-H groups and their members – youth will learn valuable life skills and the group will add resources to its treasury for future educational opportunities. However, fund-raising should not be the main focus of group activities nor should it exclude any individual from participation. It should be done for the good of the total group and it should be consistent with Michigan 4-H’s fund-raising policies outlined in this document. An educational component needs to be part of
	Local groups may include fund-raising for an occasional community service-based project. However, it is not the intent of 4-H to regularly raise money for others.
	Planning a Fund-Raiser
	If a group is contemplating holding a fund-raiser, we strongly encourage the group to discuss the following items before completing the County 4-H Fund-Raiser Application (see page 43 of this publication).
	.
	.
	.
	.
	 

	What, specifically, are the funds being raised for?

	.
	.
	.
	 

	Put in writing how and when a member will qualify to benefit from the funds.

	.
	.
	.
	 

	How much money is needed?

	.
	.
	.
	 

	How will the group keep track of funds raised? Identify the member(s) who will manage this task. 

	.
	.
	.
	 

	What will the group do if enough funds are not raised to meet the group’s goal? What if the group raises more funds than are needed?

	.
	.
	.
	 

	Understanding that funds raised are for the total group (not for individuals based on their level of participation in the fund-raiser), be sure to discuss how the group will handle it if some members raise fewer funds or are less active in the fund-raising activity than others.


	Addressing these things ahead of fund-raising will ensure all participants agree with the fund-raising goals and reduce the likelihood of disagreements later.
	Note: A group is recognized as an authorized, tax-exempt, 4-H entity once Michigan State University issues a charter. This means a group cannot raise funds in the name of 4-H prior to receiving its charter. If necessary, newly forming groups can begin fund-raising under the tax-exempt status of the county 4-H program until the charter is received. In this situation, all fund-raising materials would need to reflect the fund-raising entity is the (county name) _____________ County 4-H Program, not the XYZ 4-H
	Fund-Raiser Review and Approval
	All fund-raising activities must be reviewed and approved by the 4-H program coordinator, before the activity can be held or promoted. This is a federal regulation and the U.S. Department of Agriculture (USDA) requires such approval for all 4-H groups. Prior staff approval of a 4-H group’s fund-raising activity is important because it:
	.
	.
	.
	.
	 

	Gives the group permission to use the 4-H name and emblem for the fund-raising activity.

	.
	.
	.
	 

	Declares the event is an official 4-H fund-raising activity supported by the county program that meets 4-H policies and MSU civil rights requirements. 

	.
	.
	.
	 

	Provides written prior approval of the event so 4-H volunteers are covered through the MSU Indemnification Policy (the University will support volunteers against a suit or legal proceeding when performing services, in this case the 4-H fund-raising event).


	To begin the review and approval process, the treasurer or the 4-H leader completes and sends the County 4-H Fund-Raiser Application to the county 4-H program coordinator, at least 10 business days before any promotion of the event. (A blank copy of this form is on page 43.) The county 4-H program coordinator will notify (email is acceptable) the person who submitted the application about whether or not the fund-raiser is approved. The group may promote and hold the fund-raising event only if it receives th
	Within 10 business days after the end of the event, the treasurer or the 4-H leader must submit the County 4-H Fund-Raising Report Form (a blank copy of which is on page 44). If it is an ongoing activity, the end date must be on or before August 31 of each year. In addition, if a group doesn’t submit their Fund-Raising Report Form as directed, staff can deny the group fund-raising privileges in the future.
	Fund-Raising Restrictions
	Any fund-raising activity conducted for and by 4-H cannot include consumption or distribution of alcohol. Moreover, if a non4-H entity holds a fund-raiser during which alcohol is consumed or distributed, it must not use the 4-H name and emblem in its marketing. However, after the event, it is acceptable for the entity to donate the profits of the fund-raiser to 4-H.
	Due to financial security and liability concerns, 4-H groups are restricted from raising funds using online crowdfunding sites like GoFundMe, DonorsChoose, etc. An individual may choose to raise funds using these sites as long as there is no implication that the donation is being given to the Michigan 4-H program or a 4-H group. Individual use of crowdfunding sites is considered a private fund-raising effort similar to a 4-H’er asking family members and friends to help fund his or her 4-H project, except in
	According to current Michigan State University policy, 4-H groups are also restricted from using online payment sites like PayPal for fund collection or payment.
	MSU Extension 4-H Youth Development prohibits the use of raffles, bingo and other games of chance (for example, Millionaire Parties, Texas Hold Em’ tournaments, etc.) as fund-raising activities. This is in line with the recommendations from National 4-H Headquarters. See the 4-H Fundraising, Winnings and Donors Factsheets on the Internet. The key consideration for this decision is that state law does not allow youth involvement in fund-raising activities of these types. One of Michigan 4-H’s Guiding Princip
	Tax Reporting for Fund-Raising
	Federal Income Tax (W-9)
	When prizes are awarded as part of a fund-raiser, the prizewinners may need to pay taxes. If the value of a prize (including monetary and nonmonetary items) awarded to a participant during a calendar year is $600 or more (for example, a saddle awarded to a participant at a fund-raising horse show, a trip won at a golf scramble or a door prize of $600 or more at a fund-raising dinner), Michigan State University needs to provide the individual with IRS Form 1099-MISC. To track this information for each fund-r
	Within 10 business days after the fund-raiser, the 4-H group leader needs to provide staff with the W-9, the Michigan 4-H W-9 Information Form (see page 45) and the County 4-H Fund-Raising Report Form (see page 44). Since the standard W-9 has no place to include a prize’s value, it will be important to write the value of the prize(s) in the area provided at the bottom of the form. Then mail the W-9 to the Tax Manager, Michigan State University, 426 Auditorium Road, Room 301, East Lansing, MI 48824. Due to t
	State Sales Tax
	For more detail about collection and remittance of state sales tax, see these sections on pages 24 and 25 of this manual.
	Donations
	In this document a “gift” is defined as an item or items of value a donor gives to 4-H without a requirement for something of value in return, other than recognition.
	Cash Donations
	4-H staff and groups should not feel compelled to accept donations of cash if the gift does not fit the county 4-H program or the group’s goals, or if the staff or leaders know they cannot meet the donor’s expectations.
	If a donor requires a letter confirming that the 4-H group is tax exempt before he or she will make a donation, email MSUE.4HFinancial@campusad.msu.edu in the State 4-H Office with the group’s EIN, legal name and its current contact person.
	If the donor asks that the funds be restricted for a particular program or purpose, it is expected that 4-H staff or the 4-H group will track those funds separately and use them only as restricted.
	If the donor requests a receipt stating that the donation fulfills the requirements of a tax-deductible donation, refer to the “Tax-Deductible Donations” section that begins on page 13 of this publication.
	How the donated money can be used depends upon whether or not the donor placed any restrictions on the gift. Refer to the “Appropriate Use of Funds” narrative beginning on page 16 and the accompanying table on pages 47 to 49 of this document for clarification about how funds may be used.
	4-H staff should consult with their 4-H supervisors and the state 4-H leader, whenever they have additional questions about the appropriate action for accepting and managing a cash donation.
	Noncash Donations
	When offered noncash donations, 4-H staff should consider several things:
	1. 
	1. 
	1. 
	1. 

	4-H staff and groups should not feel compelled to accept a noncash donation if the gift does not fit the county 4-H program or the 4-H group’s goals, or if the staff or leaders know they cannot meet the donor’s expectations.

	2. 
	2. 
	2. 

	The group should accept donations of consumable supplies only if they have relatively immediate use for the items. Storing items for potential future use is seldom wise. Rather, encourage the donor to seek other groups who may have current use for the items. If a group accepts consumable items that will take more than a year to deplete, the group should add the items to its Inventory of Group Property (Part 5 of the Annual Financial Summary Report, see page 31 of this publication).

	3. 
	3. 
	3. 

	The group should accept donations of nonconsumables (for example, equipment or durable supplies) only if the group is prepared to accept the responsibilities of ownership including care, maintenance, storage and perhaps insurance (see #4 below).

	4. 
	4. 
	4. 

	All 4-H property is MSU property. MSU maintains a master property insurance program on all University-owned property. There is a $5,000 deductible per occurrence. The 4-H group may want to consider purchasing insurance coverage for items valued at less than $5,000. However, it is prudent to weigh the cost of the insurance against the value of the item.

	5. 
	5. 
	5. 

	Before accepting a nonconsumable donation, consider what will happen to the item when it is no longer needed by the 4-H group or if the group were to disband.

	6. 
	6. 
	6. 

	While donors may specify a program such as the Proud Equestrian Program, Junior Master Gardeners, a 4-H Livestock Committee, etc. as a recipient of a noncash donation, donors cannot specify the individual recipient of noncash donations. For example, a donor cannot give a saddle to 4-H and request that it be used exclusively by Zane. Instead, the donor can give a saddle to the 4-H program and the 4-H staff will decide which group receives and uses the saddle. A donor can also give the saddle to a 4-H group f

	7. 
	7. 
	7. 

	Before accepting larger noncash donations, such as land or buildings, 4-H staff should contact the 4-H supervisor and the state 4-H leader.

	8. 
	8. 
	8. 

	Any nonconsumable donation should be immediately added to the Inventory of Group Property (Part 5 of the Annual Financial Summary Report, see page 31 of this publication). A copy of the inventory should be kept in the group’s official files.

	9. 
	9. 
	9. 

	If the donor requests a receipt stating that the donation fulfills the requirements of a tax-deductible donation, refer to the “Tax-Deductible Donations” section that begins on page 13 of this document.


	4-H staff should consult their 4-H supervisors and the state 4-H leader whenever they have additional questions about the appropriate action for accepting and managing a noncash donation.
	Request for W-9
	A company may request a W-9 from your 4-H group so that that at the end of the year, they can report the payments they made to you. If such a request is received, staff should prepare a W-9 and send it to the requester. The name and tax ID number on the form should be the organization (such as 4-H Council, GreenStone, ABC Bank or other) that the company is writing the check to.
	Grants
	Seeking outside funds may be helpful to sustain, expand and/or support 4-H programming. 4-H groups may only apply for grants using the MSU Contract and Grant systems. 4-H staff are responsible for ensuring the grant is appropriate for 4-H’s mission and that grant deliverables will be met. Staff must be involved in writing and reviewing the final proposal before it is submitted to the grantor. Any 4-H group that applies for a grant must be chartered, in compliance with 4-H financial management rules, and hav
	Helpful Resources
	To better understand the grant process, 4-H staff are strongly encouraged to review resources on SharePoint and on the MSU Extension Organizational Development web site. There it is in the “Business Office” section, under the “Grants, Gifts and MSU Extension Service Agreements” heading, particularly the PowerPoint presentation entitled MSUE Grants Presentation. The MSUE Grants Paperwork reference guide is also helpful because it includes critically important protocols.
	Preparation Ahead of Time
	Before applying for a grant, county 4-H staff and the 4-H group should consider the following:
	.
	.
	.
	.
	 

	Any 4-H group that applies for a grant must be chartered, in compliance with 4-H financial management rules and guidelines, and have a checking or savings account.

	.
	.
	.
	 

	What are the 4-H group’s plans and needs for the funds?

	.
	.
	.
	 

	They should investigate the grant details in the Request for Application/Proposal (RFA/RFP) and be sure to:
	• 
	• 
	• 
	• 

	Clarify whether the proposal is for a grant or is actually a donation or gift (which has no requirement or expectation of any deliverables); if the proposal is for a gift, refer to “Donations,” beginning on page 9 of this document.

	• 
	• 
	• 

	Who is going to be the fiduciary? Usually if the grant funds are state or federal dollars, if someone new will be hired or a current MSU Extension employee’s salary and/or fringes will be paid out of the grant, MSU must be the fiduciary. In addition, 4-H groups are not allowed to be the fiduciary.




	In this case, email the CYI fiscal officer, institute director, district director and the supervisor at least 3 weeks before the proposal is due. In the email, summarize all of the pertinent information (the date the proposal is due, reason for application, effective dates of proposal, etc. [who, what, when, where, how and why]), and attach the RFA/RFP. If MSU is the fiduciary, the person submitting the application must follow the MSU Contract and Grant e-transmittal process (explained in the resources list
	• 
	• 
	• 
	• 

	Review the grantor’s selection criteria. There may be parameters such as location, types of activities, expectations for acknowledgment, etc. Does the 4-H group qualify? Can the group meet the grantor’s expectations?

	• 
	• 
	• 

	Determine who will be the principal investigator (PI). The person must have the credentials and be willing to serve in that role. Refer to the “Helpful Resources” section on page 11.

	• 
	• 
	• 

	Establish a timeline for completion to ensure sufficient time for review by CYI staff; consider who else needs to review the proposal before it is submitted. Remember, the process can often take significantly longer than anticipated.

	• 
	• 
	• 

	If the grantor requires a letter confirming that the 4-H group is tax exempt, email MSUE.4HFinancial@campusad.msu.edu with the group’s EIN, legal name and its current contact person.


	After-Grant Submission
	4-H staff must keep a copy of the final version submitted and are responsible for grant deliverables.
	Receipting and Acknowledging Income
	Providing a Receipt
	All income (cash and noncash) must be documented with a prenumbered, written receipt. County staff may want to purchase and provide prenumbered receipt books to 4-H groups (the use of county participation fee monies, 4-H council funds or other sources would be appropriate for such purchases). Otherwise, volunteers can purchase a prenumbered receipt book from an office supply store.
	4-H staff or the group’s treasurer should acknowledge all cash and noncash (consumable and nonconsumable) income by issuing a prenumbered, written receipt. Although acknowledging noncash items in this way is not standard bookkeeping procedure, using the group’s receipt book for cash and noncash entries ensures that all the records are kept in one secure place. The original copy of the receipt should be provided to the donor and the carbon receipt should be kept in the receipt book with the treasurer’s recor
	Thank-You Note
	Regardless of the size or value of the donation, it is essential that the donor receive a thank-you note within 10 business days of making the donation. For larger cash donations, it may be appropriate to send periodic updates about how those funds are being used; a note from the members or leaders would be particularly appropriate. There is a document on the Michigan 4-H web site with more information about how to write a thank-you note. It is entitled The Seven Steps to a Great Thank-You Note. If the dono
	Tax-Deductible Donations
	Criteria
	IRS Publication 526, Charitable Contributions, (page 6) stipulates that, in order for cash or noncash gifts to be tax deductible, a donor cannot designate a specific individual as the recipient of the gift. Thus, while a donor may specify a program such as the Proud Equestrian Program, Junior Master Gardeners, 4-H Livestock Committee, etc. as the recipient of a donation, the donor cannot receive a receipt saying the donation is tax deductible if he or she chooses the specific person to benefit by the donati
	For example, a donor cannot donate money to 4-H specifically for Adrienne to attend 4-H Exploration Days and get a donation letter to use with his or her taxes. Instead, the donor may give money to the county 4-H program to support youth or adults attending the event. In this case, 4-H staff can provide a tax receipt. 4-H staff (or a 4-H council) makes the selection of how many and which individuals receive a sponsorship to the event using the donated funds. If the donor wants to identify Adrienne as the do
	When donated funds are being used to award a scholarship or sponsorship, occasionally the donor wants to serve on the committee that selects which individual member(s) or leader(s) will benefit. The Michigan 4-H Foundation recommends that if that request cannot be avoided, it may be accommodated by ensuring that the donor and any relatives are not a majority voice in the process. Specifically, the donor (and any relatives) should represent less than 25 percent of the group making the decision. This best pra
	Receipt for a Tax-Deductible Donation
	If a donor requests a receipt that states the donation qualifies as a tax-deductible gift, it is the 4-H program coordinator’s responsibility to provide an acknowledgment of the donation. To ensure the donation qualifies for such a receipt, refer to the criteria subheading of the “Tax-Deductible Donations” section on page 13. Since the example donation-receipt template (Figure 1 on page 15 of this manual) includes the language the IRS requires, 4-H staff should use it; a blank copy of the template is on pag
	When completing the donation-receipt template, 4-H staff must remember the following details: 
	1. 
	1. 
	1. 
	1. 

	The amount of cash donated, or a description of the goods or services donated, must be listed on the first line.

	2. 
	2. 
	2. 

	Determining the value of a noncash donation is the responsibility of the donor in consultation with his or her tax advisor or an individual qualified to appraise such items. A 4-H group, volunteer or staff member cannot place a value on items donated.

	3. 
	3. 
	3. 

	The receipt template must state that “No goods or services were provided to the donor in consideration of this gift.” Note that this does not include recognition, certain token items and membership benefits.

	4. 
	4. 
	4. 

	The completed receipt must be printed on MSU Extension letterhead.

	5. 
	5. 
	5. 

	4-H staff must send the acknowledgement within 10 business days of receiving the donation. It would be especially appropriate to send it with the thank-you note.


	If a noncash gift is valued at $5,000 or more, the IRS requires that the donor and the recipient complete a specific set of written documents. In such a case, the county 4-H program coordinator should consult the 4-H supervisor and state 4-H leader to ensure compliance with the law.
	Figure 1. Sample of a Donation Receipt.
	Figure

	Expenses
	Another responsibility of a 4-H group’s treasurer is disbursing funds. This involves asking for and receiving the group members’ approval to pay outstanding bills, and to make payments. For groups with checking or savings accounts, this may also include writing checks and maintaining the check register.
	ATM, Debit and Credit Cards
	Current Michigan State University policy does not allow 4-H clubs, councils, boards and committees to use ATM or debit cards because access to the funds is immediate and, in the event of theft, it is extremely difficult to recoup. According to current MSU policy, credit cards in the group’s name are not allowed due to issues with fiscal control and occurrences of theft.
	Appropriate Use of Funds
	All money raised using the 4-H name must be used only for educational activities for 4-H members. Because these funds are publicly accountable, they must not be used in any way to enrich individuals. This means that money may not be given directly to individual group members or others, but must be used to pay for educational programs, activities, workshops or 4-H group supplies. Money may be transferred to program accounts to fund individual participants in county, state, national or international 4-H progr
	It is not appropriate for general 4-H funds to be used for noneducational activities including donations to other organizations. If the group wishes to raise funds for a specific cause outside of 4-H, for example, a dog club wants to raise funds for the Humane Society, all publicity and signage at the event must clearly state that the money raised will be donated to the Humane Society. In this example, the public understands that their contribution does not support the 4-H group conducting the fund-raiser. 
	Note that the choice of words matters when creating a promotional flyer for a fund-raiser. “All proceeds will be donated” means all the money raised will be donated; whereas, “all profits will be donated” allows the group to cover any expenses of the fund-raiser from the money raised.
	For more information on this topic, refer to Table 7, Appropriate Use of Funds, beginning on page 47 of this manual.
	Source of Funds
	It is imperative that 4-H groups keep detailed records of the source of their funds and how they spend them. How a 4-H group (that is, a 4-H club, 4-H council, 4-H board or 4-H committee) can use the money in its treasury depends largely on how the money was originally raised. Did the money come from group dues, a group fund-raiser, a donor or another source?
	Fund-Raisers
	If the money was earned through a group fund-raiser, appropriate use of the funds depends on how the fund-raising event was communicated to the public. If the fund-raiser’s goal was publicized as being:
	1. 
	1. 
	1. 
	1. 

	To Support General Group ActivitiesFor fund-raisers intended to support general group activities (for example, project supplies, fair preparations or field trips to a local farm or business), profits should be used to benefit all the youth in the group, whether or not they participated in the fund-raiser. Fund-raisers are expected to support the financial needs of the total group and, when possible, to assist with participant costs in county, state, national and international 4-H programs. 
	 


	2. 
	2. 
	2. 

	For a Specific Group ActivityFunds from targeted fund-raisers for educational field trips (such as Citizenship Washington Focus, National 4-H Congress or the State 4-H Horse Show) can be restricted to youth who took part in the fund-raiser but must be equally divided among the youth who participated in the fund-raiser – and are going to participate – in the activity. The funds cannot be divided based on the specific sales or level of involvement of each participant. Youth who want to participate in the trip
	 


	3. 
	3. 
	3. 

	For a Specified Purpose Outside of the GroupIf, during the fund-raiser’s promotion and execution, the group advertised that funds raised were going to be used in a specific way (for example, donated to the local Humane Society), the group may then use those funds only as publicized. It is important that the promotion explicitly identify the group’s plan so the public clearly understands the funds will not go into the 4-H group’s general treasury but rather to the specified purpose (in this example to the Hu
	 


	4. 
	4. 
	4. 

	Unspecified UseHowever, if the group, in its promotional efforts for the fund-raiser, did not identify a specific use for the funds outside of 4-H, the public’s assumption is that the money will stay in and be used by the 4-H group. In this instance the money may not be donated to a group or organization outside 4-H and must remain in the group’s treasury to be used appropriately as outlined in this document.
	 



	Donated Funds
	Here the use of the money depends on whether or not the donor put any restrictions on the donation.
	1. 
	1. 
	1. 
	1. 

	If the donor puts restrictions on how the money may be used, the group must follow those restrictions since they accepted the donation under those conditions. The specific restrictions should be put in writing on the receipt when the donation is accepted. Even if the restrictions are only implied, it is expected that the group will follow those restrictions. The income and expenditures need to be tracked separately from other funds the group has. The group members may request a change in the restrictions fr

	2. 
	2. 
	2. 

	It is acceptable for a donor to restrict the donation to support a specific 4-H event or activity as long as the donor does not select the specific individual(s) who will benefit by the donation.

	3. 
	3. 
	3. 

	It is unacceptable for a donor to designate a specific child as the recipient of his or her donation. If a donor wants to give money to the group and also identify a specific child, explain that designating a specific child is against policy and advise the donor to provide the money, instead, directly to the family. There is no tax advantage for a donation to an individual.

	4. 
	4. 
	4. 

	If the donor places no restrictions on the donation, the group may use the funds as outlined in this document. However it is likely the donor assumed the money would stay in, and be used by, the 4-H group. Thus, the group should not donate those funds to an outside group.


	Regardless of how the funds are used, the 4-H treasurer or leader must provide a receipt (see details on page 12 of this manual) to the donor. If the donor wants a receipt for tax purposes, the 4-H program coordinator should acknowledge the gift by writing and signing the letter on county Extension letterhead (see page 13 of this manual for more information about such a receipt). 
	If there is a question about the appropriate use of funds, as soon as staff become aware of the situation, they should discuss it with their supervisor to determine the best course of action. 
	Criteria for Using a 4-H Group’s Funds
	Listed below are some criteria involved in using a 4-H group’s funds.
	1. 
	1. 
	1. 
	1. 

	The opportunity must be available to all youth in the group, realizing there may be situations when some group members will be unable (due to age, group requirements, schedules, event prerequisites and so forth) to participate, but who will qualify for the opportunity at another time in their 4-H career.


	When not everyone will benefit by the use of the funds, the group must have a clear, written process that includes:
	• 
	• 
	• 
	• 

	How recipients are chosen (for example, application, interview or all participants who registered for the event)

	• 
	• 
	• 

	Who serves on the selection committee

	• 
	• 
	• 

	What is expected of recipients at the end of the event or experience


	It is suggested that 4-H groups share the process they develop with their county 4-H staff so the staff can give feedback and be supportive, if there are challenges later.
	2. 
	2. 
	2. 
	2. 

	All group members must discuss and approve the use of the funds for this purpose. Ideally, this should happen at the beginning of the year when the group sets its annual budget, but it may happen later if the situation arises.

	3. 
	3. 
	3. 

	The vote or consensus of the membership must be documented in the group’s meeting minutes.

	4. 
	4. 
	4. 

	The purposes for which 4-H funds are used must be educational. Spending group funds can be educational by involving the youth in the activity’s planning, set-up, coordination, execution, etc. The members can learn many life skills in the process. It can also be a significant bonding and horizon-expanding experience for all involved.


	The examples in Table 7 (beginning on page 47 of this document) give a framework for acceptable and unacceptable usage. The table builds upon the information (sources and criteria) listed in this section. While the table is not comprehensive, similar situations should be handled according to the appropriate usage outlined in this document.
	More information about disbursing funds can be found in the Financial Manual for 4-H Treasurers.
	Concerns About a 4-H Group’s Finances
	If an individual or group expresses concern about the way a 4-H group is spending its money, the 4-H program coordinator should ask for the complaint in writing. The program coordinator must then investigate the alleged misuse of 4-H funds. The 4-H program coordinator has the authority to require that groups submit their financial records to the MSU Extension office for review at any time. 
	In such a case:
	1. 
	1. 
	1. 
	1. 

	The administrative leader or the treasurer of the 4-H group must turn over to the 4-H program coordinator the group’s:
	 

	• 
	• 
	• 
	• 

	Treasurer’s reports

	• 
	• 
	• 

	Checkbook/check register

	• 
	• 
	• 

	Bank statements

	• 
	• 
	• 

	Cancelled checks

	• 
	• 
	• 

	Savings account book(s)

	• 
	• 
	• 

	Receipts for items purchased

	• 
	• 
	• 

	Receipt book(s)

	• 
	• 
	• 

	Invoices (including paid and unpaid invoices)

	• 
	• 
	• 

	Minutes

	• 
	• 
	• 

	Budget

	• 
	• 
	• 

	Annual Financial Summary Report

	• 
	• 
	• 

	Undeposited cash



	2. 
	2. 
	2. 

	The 4-H program coordinator will review the documents. He or she will:
	• 
	• 
	• 
	• 

	Review all the transactions for the period under review

	• 
	• 
	• 

	Review disbursements; verify supporting documentation

	• 
	• 
	• 

	Compare deposits to supporting documentation

	• 
	• 
	• 

	Verify accuracy of bank reconciliations

	• 
	• 
	• 

	Review any other items deemed pertinent to the complaint (e.g., the 4-H group’s board minutes, budget, etc.)

	• 
	• 
	• 

	Write a summary of observations




	If the program coordinator doesn’t feel qualified to conduct the review or expects “red flags,” he or she can take the documents to a local financial person for a financial review (request a compilation or limited review, not a formal audit). When selecting a financial person, consider the following:
	• 
	• 
	• 
	• 

	The person should have a reasonable knowledge of accounting. He or she could be a staff member at a financial institution, a local accounting firm, other bookkeeping professional or a certified public accountant (CPA).

	• 
	• 
	• 

	If the service is not provided pro bono, is the cost reasonable? If possible, obtain more than one estimate to ensure that the cost is reasonable.


	3. 
	3. 
	3. 
	3. 

	It is important that the program coordinator keep his or her supervisor informed about the review process as it continues. In addition, the program coordinator should send an email to the district director and the state 4-H leader so that, in case either of them is contacted, they can respond that they are aware that the county staff is working on the concern that has been raised. A discussion will follow between the program coordinator, the supervisor, state 4-H leader and district director.

	4. 
	4. 
	4. 

	This process may reveal that while no funds are unaccounted for, the group has not been managing its finances and/or reporting its financial activity as required. This then becomes an opportunity for the 4-H program coordinator to educate the 4-H leaders and group members about appropriate financial practices using the financial manual for 4-H volunteers and the companion manual for 4-H treasurers. 


	However, if the 4-H program coordinator discovers or senses that there may be a misuse of funds, he or she must provide the written summary of the review to the state 4-H leader, district director and 4-H supervisor; a discussion between these parties will follow. If deemed warranted by the state 4-H leader, the issue may be reported to MSU Internal Audit. For further details about how this will be handled at the state level, refer to Working With a 4-H Group’s Financial Concerns on page 50.
	Concerns can be settled quickly if groups have kept their books up to date and have followed the guidelines found in the Financial Manual for 4-H Volunteers and the Financial Manual for 4-H Treasurers.
	Tax Reporting on Expenditures
	Some 4-H groups pay businesses for rent, royalties and services, and some give prizes or awards to individual members (both cash and noncash) throughout the year. As part of MSU, these 4-H groups are required to report such disbursements to MSU, if the single payment or award is more than $600. (This rule does not apply to the purchase of tangible supplies [consumables]). For a list of purchases that will or will not require the completed Form W-9, see Table 2 on page 21.
	If any single payment to a vendor (including a stipend for judging) is $600 or more, the treasurer with guidance from the leader, will need to give the W-9 form to the vendor or recipient. He or she will complete questions 1, 2, 3, 5 and 6 and Parts I and II on the W-9.
	After the vendor or recipient completes, signs and dates the form, the treasurer or leader will complete the Michigan 4-H W-9 Information Form on page 45 of this document. He or she will give both forms to the 4-H program coordinator. 
	The leader should use the most recent IRS Form W-9 found at https://www.irs.gov/forms-instructions and the Michigan 4-H W-9 Information Form  to collect all necessary information. Since the W-9 has no place to include value of the disbursement, it will be important for the treasurer or leader to include that information on the Michigan 4-H W-9 Information Form. The 4-H program coordinator must send the W-9 (via the U.S. Postal Service) to the Tax Manager, Michigan State University, 426 Auditorium Road, Room
	on page 
	45 of this publication

	Table 2. Is a W-9 Required?
	Yes
	Yes
	Yes
	Yes
	Yes
	Yes


	No
	No
	No



	An individual or a vendor receives $600 or more for:
	An individual or a vendor receives $600 or more for:
	An individual or a vendor receives $600 or more for:
	.
	.
	.
	.
	 

	A scholarship paid directly to a young person to attend a for-credit educational institution. Not recommended because of personal tax consequences for the recipient.

	.
	.
	.
	 

	A sponsorship payable directly to a young person to attend a 4-H or non4-H event.

	.
	.
	.
	 

	A prize (cash or noncash) valued at $600 or more.

	.
	.
	.
	 

	Services rendered such as rental of space, catering, photography, equipment rental, a DJ, a judging stipend or printing. 

	.
	.
	.
	 

	A gift or donation to a member, volunteer or a family.



	An individual or a vendor receives $600 or more for:
	An individual or a vendor receives $600 or more for:
	.
	.
	.
	.
	 

	A scholarship paid directly to a for-credit educational institution.

	.
	.
	.
	 

	Purchasing supplies for a project (tangible items that are consumed or used up such as paper products, poster board or food).

	.
	.
	.
	 

	A sponsorship paid directly to the organization coordinating the event.






	Tax
	This section discusses general information about federal income tax and state sales tax, and how they relate to Michigan State University Extension-related groups.
	Federal Income Tax
	Michigan State University Extension and Michigan 4-H Youth Development are tax exempt. This means that, because they are part of Michigan State University, they are exempt from paying federal income tax on their revenue. For more information about the procedure for groups to become and remain exempt from federal income tax, see Table 3 on page 22 and the “IRS Form 990,” section on page 32 of this publication.
	Table 3. Federal Income Tax.
	Circumstance
	Circumstance
	Circumstance
	Circumstance
	Circumstance

	Who Pays?
	Who Pays?

	Required Procedure
	Required Procedure


	Since Michigan 4-H groups 
	Since Michigan 4-H groups 
	Since Michigan 4-H groups 
	Since Michigan 4-H groups 
	are part of Michigan 4-H 
	Youth Development, which 
	is part of Michigan State 
	University Extension, 4-H 
	groups are part of Michigan 
	State University (MSU). MSU 
	is exempt from paying federal 
	income tax on its revenue. 
	Therefore, 4-H groups are 
	also tax exempt.


	4-H groups do 
	4-H groups do 
	4-H groups do 
	not pay.


	To establish a group’s tax-exempt status, the county 4-H program coordinator 
	To establish a group’s tax-exempt status, the county 4-H program coordinator 
	To establish a group’s tax-exempt status, the county 4-H program coordinator 
	needs to get the group an Employer Identification Number (EIN), when the group 
	begins. More details about this can be found in 
	Becoming an Authorized 4-H 
	Group and Maintaining That Status
	, which is in the “4-H Staff Only Resources” 
	section of the Children and Youth Institute web site found on 
	SharePoint
	.

	After the 4-H program coordinator provides the State 4-H Office with the 
	After the 4-H program coordinator provides the State 4-H Office with the 
	group’s EIN, Michigan State University notifies the Internal Revenue Service 
	that the group is one of its subordinates and is, therefore, exempt from paying 
	federal income tax.

	To maintain that status, once yearly, the county 4-H program coordinator 
	To maintain that status, once yearly, the county 4-H program coordinator 
	completes the appropriate IRS Form 990 (usually Form 990-N, the e-postcard). 
	For more information about this, see page 32 of this publication.

	Example: 
	Example: 
	When the Friends Around the World 4-H Club began, the volunteer 
	leader, Katrina VanderMuelen, went to the Washington County MSU Extension 
	Office and completed the paperwork required to begin a 4-H group. Laerke 
	Paulsen, the county 4-H program coordinator completed the paperwork to get 
	the club its EIN and charter. Once Laerke received the club’s EIN, she notified 
	MSU and MSU notified the IRS that the club was a member of Michigan 4-H 
	Youth Development. Each year, in December or early January, Laerke completes 
	a 990-N e-postcard for the club.



	If a 4-H’er receives a: 
	If a 4-H’er receives a: 
	If a 4-H’er receives a: 
	If a 4-H’er receives a: 

	.
	.
	.
	.
	 

	Scholarship to attend a 
	Scholarship to attend a 
	for-credit educational 
	institution 
	and
	 the 
	scholarship is made 
	payable directly to the 
	educational institution.


	.
	.
	.
	 

	Sponsorship to attend a 
	Sponsorship to attend a 
	4-H or non4-H event 
	and 
	the sponsorship check is 
	payable to the event and
	 
	the check is sent to the 
	event’s coordinator.




	The 
	The 
	The 
	scholarship or 
	sponsorship 
	recipient does 
	not pay.


	Since scholarships to for-credit educational institutions fall under different 
	Since scholarships to for-credit educational institutions fall under different 
	Since scholarships to for-credit educational institutions fall under different 
	regulations, the scholarship recipient does not complete (and the group does 
	not collect) a W-9 form.

	Example:
	Example:
	 The Washington County 4-H Council awards Aristos Stephanides a 
	$1,000 scholarship to attend MSU. The council makes the scholarship payable 
	to MSU on behalf of Aristos. Aristos does not need to complete a W-9 form and 
	the Council does not collect a form.

	Likewise, the Washington County 4-H Council awards two sponsorships of 
	Likewise, the Washington County 4-H Council awards two sponsorships of 
	$625 each to Kayleigh Winter and Xiang Han to attend the 4-H Citizenship 
	Washington Focus (CWF). The council makes the sponsorshops payable to 
	CWF, and sends the check to the CWF coordinator. Kayleigh and Xiang do not 
	need to complete W-9 forms and the Council does not collect forms.



	An individual or a vendor 
	An individual or a vendor 
	An individual or a vendor 
	An individual or a vendor 
	receives $600 or more for:

	.
	.
	.
	.
	 

	A scholarship payable 
	A scholarship payable 
	directly to a young person 
	to attend a for-credit 
	educational institution


	.
	.
	.
	 

	A sponsorship payable 
	A sponsorship payable 
	directly to a young person 
	to attend a 4-H or non4-H 
	event


	.
	.
	.
	 

	A prize (cash or noncash) 
	A prize (cash or noncash) 
	valued at $600 or more.


	.
	.
	.
	 

	Services rendered such as 
	Services rendered such as 
	rental of space, catering, 
	photography, equipment 
	rental, a DJ, a judging 
	stipend or printing




	The prize or 
	The prize or 
	The prize or 
	sponsorship 
	recipient or 
	the vendor 
	pays federal 
	income tax.


	This is considered income. Therefore, 
	This is considered income. Therefore, 
	This is considered income. Therefore, 
	at the time an individual or a vendor 
	receives $600 or more, the recipient must complete an IRS Form W-9
	 (section 
	begins on page 20 of this publication).

	The leader must turn in the W-9, to the county 4-H program coordinator within 
	The leader must turn in the W-9, to the county 4-H program coordinator within 
	10 business days after the individual receives the prize, sponsorship or the 
	vendor receives payment. The county 4-H program coordinator must send the 
	W-9 (via the United States Postal Service) to the Tax Manager, Michigan State 
	University, 426 Auditorium Road, Room 301, East Lansing, MI 48824.

	By January 31 of the following year, MSU will issue a 1099-MISC to the recipient 
	By January 31 of the following year, MSU will issue a 1099-MISC to the recipient 
	for this income.

	Example:
	Example:
	 The Washington County 4-H Council decides to sponsor a member of 
	the Friends Around the World 4-H Club,  Capriana Abbracciabene, to attend the 
	National 4-H Congress. The council gives Capriana $650 toward the trip at the 
	county’s annual awards banquet.

	To receive the $650, Capriana must complete a W-9 form and give it to the 
	To receive the $650, Capriana must complete a W-9 form and give it to the 
	council’s president or treasurer. In turn, the president or treasurer must give it to 
	Laerke Paulsen, the county 4-H program coordinator within 10 business days of 
	the banquet. Laerke must send the W-9 (via the United States Postal Service) 
	to the Tax Manager, Michigan State University, 426 Auditorium Road, Room 301, 
	East Lansing, MI 48824.

	By January 31 of the year following the banquet, MSU will issue a 1099-MISC to 
	By January 31 of the year following the banquet, MSU will issue a 1099-MISC to 
	Capriana for possible calendar-year income-tax reporting.





	State Sales Tax
	Tax-Exempt Purchases
	Since the State of Michigan (SOM) exempts MSU from paying sales tax on items it purchases, groups may use the Michigan Sales and Use Tax Certificate of Exemption (Form 3372) for purchases used for the 4-H program. Examples of instances when a group may and may not make tax-exempt purchases are:
	.
	.
	.
	.
	 

	Yes: For a community-service project, the Friends Around the World 4-H Club purchased material to make dog toys and beds for a shelter.

	.
	.
	.
	 

	No: Luke Armstrong purchased supplies for his personal 4-H project (raising and showing a dog).


	To demonstrate to the vendor that a 4-H group is tax exempt, when using a 4-H group’s funds, the group’s leader needs to request Michigan Form 3372 (see page 51 of this publication) from the 4-H program coordinator to provide to the vendor. At the time of the request, the 4-H staff person will determine from the leader whether the form is needed for a one-time purchase or if the group will continuously use this vendor.
	The 4-H staff will then complete the Form 3372 on page 51 because it has been altered to include necessary information. After completing it as follows, provide it to the group’s leader:
	Section 1
	1. 
	1. 
	1. 
	1. 

	Check the appropriate box. If this is a one-time purchase, check “A. One-Time Purchase.” If, however, the group has a continuous relationship with the vendor, the 4-H program coordinator will check “C. Blanket Certificate” and give an expiration date of August 31 of the current year or an earlier date if there are concerns about appropriate usage.

	2. 
	2. 
	2. 

	Fill in the vendor’s name and address, if known. If not yet known, leave this blank for the leader to complete once the vendor is known.


	Section 2
	Check the appropriate box. 
	Section 3
	On the blank Form 3372 (see page 51), this section is complete and 4-H staff need to do nothing.
	Section 4
	1. 
	1. 
	1. 
	1. 

	Business Address: Fill in the County Extension office’s address and telephone number

	2. 
	2. 
	2. 

	Name: Print the name of the Extension 4-H staff responsible

	3. 
	3. 
	3. 

	Signature and Title: The Extension 4-H staff responsible should sign it and list his or her title

	4. 
	4. 
	4. 

	Date Signed: Today’s date


	If a vendor states that he or she needs “the sales-tax number” to exempt a 4-H volunteer from paying sales tax on a purchase, note that according to the MSU Manual of Business Procedures, “The Michigan Department of Treasury does not issue ‘tax exemption numbers’ for any type of organization.” Form MI 3372 is the appropriate way for 4-H volunteers to verify exemption from paying sales tax. MSU’s federal tax-identification number (386005984) has been added to the top of the blank MI 3372 form in this staff m
	It is important to note that 4-H volunteers have the option whether or not to pay sales tax for purchases they make. This is different from the policy for MSU Extension staff members whom the University cannot reimburse for any sales tax paid. In many instances, it might take more time or money for a volunteer to come to the office to obtain Form 3372 than it would be to just pay the sales tax while at the vendor. Form 3372 is an option for 4-H volunteers to help save sales tax on purchases if they choose.
	Collection of State Sales Tax on Items Sold
	Being tax exempt on things purchased does not release a group from the obligation to collect and remit sales tax on items it sells.
	Therefore, if a 4-H group resells the items purchased, or portions of them, the group is legally required to collect sales tax. When 4-H groups resell tangible personal property, they must include sales tax in the purchase price. This is called “inclusive tax.” The State of Michigan recommends that there be a sign near the price or near the register where purchasers pay that reads “Price includes Michigan sales tax” (see the sign on page 52 of this publication).
	This requirement that 4-H groups collect sales tax on the items it resells also applies to silent and live auctions; the amount of sales tax due is calculated on the final bid. When members create and then sell their 4-H products, they must also collect and remit sales tax. If, however, the group gives away the items, no sales tax is due. 
	According to Michigan 4-H policy, food sold at concession stands (priced or paid for by donations) is taxable. Tickets for an event that includes a meal must have sales tax built into the ticket price. These events are similar to restaurants where food is immediately consumed and sales tax is charged. Bake sales are not taxable because the food is not intended for immediate consumption similar to a grocery store. For more information, refer to the table on pages 26 to 27 of this document.
	After a group has a fund-raiser, it is wise to calculate the amount of sales tax due and hold those funds aside so the money is available in the fall, when it is due. Sales tax collected must be turned in annually with the Annual Financial Summary Report. The county Extension office must remit the sales tax to Michigan State University, which will make payment to the State of Michigan (SOM) on behalf of the 4-H group.
	Livestock or small animal sales fall under different laws and are not taxed in the same way as other tangible property. For more detailed information on this process, see Table 4 on pages 26 to 27.
	If the purchaser claims sales-tax exemption, the purchaser must provide the vendor (4-H group) with State of Michigan Form 3372 to prove that it is exempt from paying state sales tax.
	If a 4-H volunteer feels an event requires an exemption to the Michigan 4-H policy on state sales tax due to their knowledge of Michigan tax law and record keeping practices, the 4-H volunteer must share their reasoning and process for tracking in writing and submit to their 4-H program coordinator. The 4-H program coordinator can then work with their supervisor and state 4-H leader to determine exemption.
	Submitting State Sales Tax That Has Been Collected
	Calculating the Sales Tax Due
	All sales tax collected must be remitted to the SOM. The first step in remitting sales tax is to calculate the sales tax due. To do so, at the end of the program year, the individual who completes the group’s Annual Financial Summary Report should divide the “Taxable sales subtotal” line (B) by 17.67. (See Figure 2 on pages 30 to 31 for a sample of this report; a blank form is on pages 53 to 54.)
	Paying Sales Tax
	Sales tax collected must be turned in annually with the Annual Financial Summary Report. To do so:
	1. 
	1. 
	1. 
	1. 

	The treasurer will write a check or money order, payable to “Michigan State University,” in the amount of the tax.

	2. 
	2. 
	2. 

	The treasurer will submit the Annual Financial Summary Report and the check or money order for the yearly total sales tax collected to the county MSU Extension office. 

	3. 
	3. 
	3. 

	The county MSU Extension office will forward the sales tax payment with the next transmittal form it sends to the university. (On the transmittal form use Sales and Use Tax account number AD023236, no subaccount and object code 4069. This information is also listed on the deposit transmittal form.)

	4. 
	4. 
	4. 

	The university will make the payment to the State of Michigan on behalf of the 4-H group. 


	Keeping a 4-H Group’s Financial Records
	Both the MSU Extension office and the treasurer are responsible for keeping receipts and other financial records to support the group’s financial activities for at least seven years.
	Table 4. Payment and Collection of State Sales Tax.
	Circumstance
	Circumstance
	Circumstance
	Circumstance
	Circumstance
	Circumstance


	Who Pays?
	Who Pays?
	Who Pays?


	Who 
	Who 
	Who 
	Collects?


	Required Procedure
	Required Procedure
	Required Procedure



	The State of Michigan (SOM) 
	The State of Michigan (SOM) 
	The State of Michigan (SOM) 
	The State of Michigan (SOM) 
	exempts MSU (and therefore 
	4-H) from paying sales tax on 
	items it purchases for the 4-H 
	program that are not going 
	to be resold outside the 4-H 
	group.


	No one pays
	No one pays
	No one pays


	No one 
	No one 
	No one 
	collects


	The group’s leader must obtain SOM Form 3372 (see page 23 of this 
	The group’s leader must obtain SOM Form 3372 (see page 23 of this 
	The group’s leader must obtain SOM Form 3372 (see page 23 of this 
	publication) from the 4-H program coordinator to take to the vendor 
	to prove the group’s tax-exempt status at the time of the purchase.

	Example: 
	Example: 
	The Friends Around the World 4-H Club bought t-shirts for 
	their group to wear at their meetings and other 4-H functions. Before 
	they paid for the t-shirts, their leader, Katrina VanderMuelen, asked 
	the county 4-H program coordinator, Laerke Paulsen, for a completed 
	Form 3372. Katrina told Laerke this was a one-time purchase. Laerke 
	then completed the form and gave it to Katrina, who provided Form 
	3372 to the vendor. The group did not pay sales tax. 

	Likewise, when the Friends Around the World 4-H Club sold the 
	Likewise, when the Friends Around the World 4-H Club sold the 
	t-shirts to its members and leaders (to wear at their meetings and 
	other 4-H functions), the members and leaders did not pay (and the 
	group did not collect) sales tax.



	Sales tax is not due or 
	Sales tax is not due or 
	Sales tax is not due or 
	Sales tax is not due or 
	collected for:

	.
	.
	.
	.
	 

	Project animals auctioned 
	Project animals auctioned 
	through a production 
	livestock auction.


	.
	.
	.
	 

	Services such as a stipend 
	Services such as a stipend 
	received for clerking at 
	county fair livestock or 
	small animal auctions. 


	.
	.
	.
	 

	The sale of food not 
	The sale of food not 
	meant to be immediately 
	consumed such as bake 
	sales, candy sales, cookie 
	dough or pizza kits.


	.
	.
	.
	 

	Proceeds from services 
	Proceeds from services 
	such as car washes and 
	babysitting at an event.




	No one pays
	No one pays
	No one pays


	No one 
	No one 
	No one 
	collects


	Example:
	Example:
	Example:
	 The Friends Around the World 4-H Club held a bake sale 
	to raise money for their Around the World Fair. They did not need to 
	charge sales tax on the items sold because the food was not meant to 
	be consumed immediately.

	The Friends Around the World 4-H Club offered leaf raking to 
	The Friends Around the World 4-H Club offered leaf raking to 
	community residents as a fund-raiser. Since leaf raking is a service, the 
	club did not need to charge sales tax.



	Sales tax is not due on the 
	Sales tax is not due on the 
	Sales tax is not due on the 
	Sales tax is not due on the 
	commission a 4-H group (such 
	as a livestock council) keeps 
	following an animal auction as 
	long as the animal was sold 
	for agricultural purposes.


	No sales tax 
	No sales tax 
	No sales tax 
	is collected


	No sales 
	No sales 
	No sales 
	tax is 
	collected


	Example:
	Example:
	Example:
	 The Washington County 4-H Livestock Council held an 
	auction of live animals. Because all of the animals were being sold for 
	agricultural purposes (showing, breeding, consumption), no sales tax 
	was collected. 



	Sales tax is due on items that 
	Sales tax is due on items that 
	Sales tax is due on items that 
	Sales tax is due on items that 
	4-H members make and then 
	sell.


	Purchaser 
	Purchaser 
	Purchaser 
	pays


	Vendor 
	Vendor 
	Vendor 
	(the 4-H 
	group) 
	collects


	Example:
	Example:
	Example:
	 Members of the Crafty Clovers 4-H Club made a variety of 
	items to sell at their school bazaar including picture frames, jewelry, 
	knitted hats, etc. At the registration table, they prominently displayed 
	a sign that stated “Price includes Michigan sales tax” (inclusive tax). 
	After the event the club treasurer, Haven Cullum, added up the 
	income. To determine the tax due, Haven divided the income by 17.67. 
	At the end of the 4-H year when Haven prepared the Annual Financial 
	Summary Report, she wrote a check (payable to “Michigan State 
	University”) for the amount of sales tax due and submitted it along 
	with the report to the county MSU Extension office. The club was not 
	responsible for sales tax on the four hats they knit and donated to the 
	local shelter.



	Circumstance
	Circumstance
	Circumstance
	Circumstance


	Who Pays?
	Who Pays?
	Who Pays?


	Who 
	Who 
	Who 
	Collects?


	Required Procedure
	Required Procedure
	Required Procedure



	When 4-H groups purchase 
	When 4-H groups purchase 
	When 4-H groups purchase 
	When 4-H groups purchase 
	tangible, personal property 
	to
	 resell
	 outside the group, 
	the group is serving as 
	the “vendor.” Examples of 
	tangible, personal property 
	include:

	.
	.
	.
	.
	 

	Craft items
	Craft items


	.
	.
	.
	 

	Tack
	Tack


	.
	.
	.
	 

	Cookbooks
	Cookbooks


	.
	.
	.
	 

	Group t-shirts or hats
	Group t-shirts or hats


	.
	.
	.
	 

	Calendars
	Calendars


	.
	.
	.
	 

	Plat books
	Plat books


	.
	.
	.
	 

	Bulletins
	Bulletins


	.
	.
	.
	 

	Concession stand sales 
	Concession stand sales 
	(priced or through a 
	freewill donation)



	When the 4-H group resells 
	When the 4-H group resells 
	these items to the general 
	public, the purchaser pays 
	(and the 4-H group collects) 
	sales tax.


	Purchaser 
	Purchaser 
	Purchaser 
	pays 
	(included in 
	the purchase 
	price)


	Vendor  
	Vendor  
	Vendor  
	(the 4-H 
	group) 
	collects


	When 4-H groups resell tangible personal property,
	When 4-H groups resell tangible personal property,
	When 4-H groups resell tangible personal property,
	 they must include 
	sales tax in the purchase price.
	 This is called “inclusive tax.” When 
	setting the selling price, it is important the group include the tax. 
	The 
	State of Michigan recommends that there be a sign near the price 
	that states “Price includes Michigan sales tax”
	 (see the sign on page 
	52 of this publication). After the sale, the group calculates the tax due 
	by dividing the money collected by 17.67. For example, if the group 
	raised $100 at the event, it would owe $5.66 in sales tax. 

	After a group has a fund-raiser, it is wise to calculate the amount of 
	After a group has a fund-raiser, it is wise to calculate the amount of 
	sales tax due and hold those funds aside so the money is available in 
	the fall, when it is due. Sales tax collected must be turned in
	 annually
	 
	with the Annual Financial Summary Report. The tax is recorded in Part 
	3. State Sales Tax (see page 31 of this publication).

	Example: 
	Example: 
	At the end of the 4-H program year (after August 31), the 
	Friends Around the World 4-H Club calculated it received $468.55 
	(see the sample Annual Financial Summary Report on pages 30 to 
	31 of this publication) in taxable revenue. The treasurer, Keon Toma, 
	divided the “Taxable sales subtotal” line (B) by 17.67. The result is 
	$26.52 (see Part 3. State Sales Tax of the sample Annual Financial 
	Summary Report on page 31 of this publication).

	After the leader, Katrina VanderMuelen, reviewed the report and 
	After the leader, Katrina VanderMuelen, reviewed the report and 
	signed it, Keon prepared and signed a check, made payable to 
	“Michigan State University” in the amount of $26.52. He gave the 
	check to Katrina. She sent it, with the Annual Financial Summary 
	Report, to the county 4-H program coordinator, Laerke Paulsen. In 
	turn, Laerke sent the check to the University which will remit the 
	check to the State of Michigan.



	A 4-H group does not pay 
	A 4-H group does not pay 
	A 4-H group does not pay 
	A 4-H group does not pay 
	sales tax when members take 
	orders from customers rather 
	than purchasing the items 
	to resell (for example, when 
	selling candles as a fund-
	raiser). It is the responsibility 
	of the company selling the 
	items to include sales tax 
	in the purchase price and 
	remit the tax to the State of 
	Michigan.


	The 
	The 
	The 
	purchaser 
	pays the 
	sales tax to 
	the company


	The 
	The 
	The 
	company 
	selling the 
	items


	No procedure is required of the 4-H group.
	No procedure is required of the 4-H group.
	No procedure is required of the 4-H group.

	Example:
	Example:
	 As a fund-raiser, the Friends Around the World 4-H Club 
	sold candles from the ABC Candle Company. The 4-H group did not 
	purchase the candles but rather the members took orders (thus, the 
	group was only serving as a pass through). Purchasers made their 
	checks payable to the 4-H group; the group wrote one check to the 
	company for all the candles ordered. The ABC Candle Company sent 
	the 4-H group a check for the amount they earned based on the 
	number of candles sold. The 4-H members did not collect and remit 
	sales tax because the ABC Candle Company was responsible for 
	collecting the sales tax (in the selling price) and remitting the tax to 
	the State of Michigan.

	Note that it doesn’t matter if purchasers make their checks out 
	Note that it doesn’t matter if purchasers make their checks out 
	directly to the fund-raising company or to the 4-H group – in either 
	case, the 4-H group does not pay sales tax.
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	4-H Financial Reports4-H Financial Reports
	4-H Financial Reports4-H Financial Reports
	The Treasurer’s Report
	Complete details and an example of this report can be found in the Financial Manual for 4-H Treasurers.
	Annual Financial Summary Report
	What Is It?
	The Annual Financial Summary Report lists a 4-H group’s financial activities during the program year (September 1 to August 31).
	Why Is It Important?
	Michigan 4-H Youth Development is part of Michigan State University Extension, which is part of Michigan State University. Therefore, it is important that 4-H members and volunteers effectively manage public funds raised as part of the activities of a 4-H group. This report is important because it: 
	.
	.
	.
	.
	 

	Completes a federal requirement for financial accounting by 4-H groups.

	.
	.
	.
	 

	Is a means by which MSU Extension-related organizations help the University fulfill its obligation of fiscal accountability to the residents of Michigan.

	.
	.
	.
	 

	Fulfills the audit concerns of Michigan State University. County offices are audited by MSU and the forms and reports 4-H groups submit serve as the basis for the 4-H portion of the audit.

	.
	.
	.
	 

	Creates an open, auditable, public record of whether a 4-H group is required to remit Michigan sales tax.

	.
	.
	.
	 

	Verifies which kind of an Internal Revenue Service (IRS) Form 990 the group is required to file. Additionally, if the group qualifies to file the required 990-N (e-postcard), it provides the information for the State 4-H Office to complete it.

	.
	.
	.
	 

	Is wise fiscal practice because it protects the 4-H group’s treasurer and adult volunteers.


	Who Must Complete It?
	Any group, other than a 4-H SPIN club, that uses the 4-H name and emblem must complete and file a copy of this report whether or not it handled any money during the year. This means groups without a treasury – whether or not their participation fees pass through the group – must complete the form and submit it by the designated date. 
	It is recommended that the group treasurer complete this report in conjunction with the group leader.
	4-H SPIN clubs must complete a 4-H SPIN Club Record of Finances instead of an Annual Financial Summary Report. The Record of Finances form and instructions can be found on SharePoint.
	Other Uses for It
	This report can also be adapted for use as a treasurer’s report if the group wishes.
	How to Complete It
	Individuals who complete the Annual Financial Summary Report should use the instructions in the Financial Manual for 4-H Volunteers. Whoever completes the report, must send the completed report, a check for the sales tax (if the group owes any), a copy of the treasurer’s report and a copy of the secretary’s minutes to the county MSU Extension office by the deadline date determined by the county. (See the sample report on pages 30 to 31. A blank original is on pages 53 to 54.) It is recommended that a separa
	 

	Since the Annual Financial Summary Report provides the basis for the IRS Form 990, we recommend 4-H staff collect these reports as soon as possible after the end of the program year (August 31), but no later than November 1. 
	What If a Group Fails to Submit Its Annual Financial Summary Report?
	If a group does not submit its Annual Financial Summary Report, it is the 4-H program coordinator’s responsibility to follow up (see pages 55 to 58 of this manual for letters to send to noncompliant volunteer leaders or adult treasurers). This underscores why it is important to fully train and instruct volunteer leaders and treasurers about the responsibilities of having a group treasury and being fiscally responsible. For more information about handling noncompliant volunteers, see the section entitled “De
	Staff Review of the Annual Financial Summary Report
	Staff must review the Annual Financial Summary Report. The following are steps to guide staff through this process.
	1. 
	1. 
	1. 
	1. 

	To verify the correct balances, have on hand:
	• 
	• 
	• 
	• 

	The Annual Financial Summary Report from the year before and the current Annual Financial Summary Report 

	• 
	• 
	• 

	For those groups with a checking or savings account, the last account statement for the current year



	2. 
	2. 
	2. 

	Use the prior year’s Annual Financial Summary Report to confirm that the ending balance matches the beginning balance of the current Annual Financial Summary Report and the beginning adjusted balance on the account statement for the current year. If not, stop! Find out why not.

	3. 
	3. 
	3. 

	Check that the “Total Income” and “Total Expenses” sections add up and match what is written on the report.

	4. 
	4. 
	4. 

	Recheck the math on the Annual Financial Summary Report to be sure the ending balance is correct. If not, ask why.

	5. 
	5. 
	5. 

	The ending balance on the Annual Financial Summary Report should match the adjusted ending balance on the account statement for the current year.


	If all matches, sign the Annual Financial Summary Report and include in the group file. If the report does not match – or there are red flags – contact the 4-H leader and treasurer, and review the report with them. If there continue to be discrepancies that cannot be explained or corrected, staff should contact their 4-H supervisor for guidance.
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	Annual Financial Summary Report
	Annual Financial Summary Report
	Annual Financial Summary Report
	Annual Financial Summary Report

	Directions: Complete each section of this report 
	Directions: Complete each section of this report 
	whether or not the group had a treasury, collected or spent funds, accepted 
	donations or had property within the report period. 
	Groups without a treasury, and whose participation fees did not pass 
	through the group,
	 must still complete the form (with zero [0] balances) and submit it by the county’s designated deadline.

	Part 1. Group Information
	Part 1. Group Information

	For the period
	For the period
	 September 1, 20 
	 to August 31, 20 
	 
	County 

	Group name
	Group name
	 
	 
	EIN
	 

	Financial account
	Financial account
	  No 
	  Yes 
	       
	Type
	  Checking 
	   Savings 
	   CD/Money Market 
	   Other 

	Financial Institution Name
	Financial Institution Name
	 
	 
	Account # 

	Signatories 
	Signatories 
	,   
	,   

	Part 2. Group Income and Expenses
	Part 2. Group Income and Expenses

	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year


	A
	A
	A


	$
	$
	$
	 476.15



	Taxable sales income
	Taxable sales income
	Taxable sales income
	Taxable sales income
	 (list each separately; attach additional sheet if necessary)



	1. 
	1. 
	1. 
	1. 
	Holiday card sale (11/5/20)


	212.00
	212.00
	212.00



	2. 
	2. 
	2. 
	2. 
	Cookbook sale (4/17/21)


	150.00
	150.00
	150.00



	3. Total from additional sheet
	3. Total from additional sheet
	3. Total from additional sheet
	3. Total from additional sheet


	106.00
	106.00
	106.00



	Taxable sales subtotal
	Taxable sales subtotal
	Taxable sales subtotal
	Taxable sales subtotal
	 (add items 1-3 above)


	$   
	$   
	$   
	 468.55


	B
	B
	B



	Nontaxable income
	Nontaxable income
	Nontaxable income
	Nontaxable income
	 (list each separately; attach additional sheet if necessary)



	1. 4-H participation fees collected
	1. 4-H participation fees collected
	1. 4-H participation fees collected
	1. 4-H participation fees collected


	200.00
	200.00
	200.00



	2. 
	2. 
	2. 
	2. 
	Group dues


	0
	0
	0



	3. 
	3. 
	3. 
	3. 
	Total monetary donations received


	141.25
	141.25
	141.25



	4. 
	4. 
	4. 
	4. 
	Riverwood Area Foundation grant for Around the World Fair


	500.00
	500.00
	500.00



	5. Total from additional sheet
	5. Total from additional sheet
	5. Total from additional sheet
	5. Total from additional sheet


	633.90
	633.90
	633.90



	Nontaxable income subtotal
	Nontaxable income subtotal
	Nontaxable income subtotal
	Nontaxable income subtotal
	 (add items 1-5 above)


	$  
	$  
	$  
	 1,475.15


	C
	C
	C



	Total income for the period
	Total income for the period
	Total income for the period
	Total income for the period
	 (add B and C)


	D
	D
	D


	plus
	plus
	plus


	$
	$
	$
	 1,943.70



	Expenses
	Expenses
	Expenses
	Expenses
	 (list each separately; attach additional sheet if necessary)



	1. 4-H participation fees paid to the MSU Extension office
	1. 4-H participation fees paid to the MSU Extension office
	1. 4-H participation fees paid to the MSU Extension office
	1. 4-H participation fees paid to the MSU Extension office


	200.00
	200.00
	200.00



	2. 
	2. 
	2. 
	2. 
	Member t-shirts (9/10/20)


	180.00
	180.00
	180.00



	3. 
	3. 
	3. 
	3. 
	Project curriculum (9/22/20)


	130.00
	130.00
	130.00



	4. 
	4. 
	4. 
	4. 
	Cards for holiday card sale (10/7/20)


	159.00
	159.00
	159.00



	5. 
	5. 
	5. 
	5. 
	Around the World Fair food and supplies (11/22/20)


	728.28
	728.28
	728.28



	6. Total from additional sheet
	6. Total from additional sheet
	6. Total from additional sheet
	6. Total from additional sheet


	443.95
	443.95
	443.95



	Total expenses for the period
	Total expenses for the period
	Total expenses for the period
	Total expenses for the period
	 (add lines 1-6 above)


	E
	E
	E


	minus
	minus
	minus


	$
	$
	$
	 1,841.23



	Account balance at end of the period 
	Account balance at end of the period 
	Account balance at end of the period 
	Account balance at end of the period 
	(add A and D; then subtract E)


	F
	F
	F


	equals
	equals
	equals


	$ 
	$ 
	$ 
	  578.62



	Add checks that have not shown up on statement
	Add checks that have not shown up on statement
	Add checks that have not shown up on statement
	Add checks that have not shown up on statement


	G
	G
	G


	plus
	plus
	plus


	15.50
	15.50
	15.50



	Subtract deposits that have not shown on statement
	Subtract deposits that have not shown on statement
	Subtract deposits that have not shown on statement
	Subtract deposits that have not shown on statement


	H
	H
	H


	minus
	minus
	minus


	22.28
	22.28
	22.28



	Adjusted balance
	Adjusted balance
	Adjusted balance
	Adjusted balance
	 (should agree with account statement)


	I
	I
	I


	equals
	equals
	equals


	$
	$
	$
	   571.84





	Please respond
	Please respond
	 to the following:

	1. 
	1. 
	1. 
	1. 

	The account statement was reconciled each month.    Yes ____     No ____
	The account statement was reconciled each month.    Yes ____     No ____


	2. 
	2. 
	2. 

	There is written documentation that all expenses were approved   Yes ____     No ____
	There is written documentation that all expenses were approved   Yes ____     No ____
	 
	through an approved budget or by a vote of the full membership.  


	3. 
	3. 
	3. 

	he group’s total account balance as of June 30 of this period?  $
	What was t
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	Who Completes IRS Form 990?
	Who Completes IRS Form 990?
	The 4-H program coordinator needs to complete a county spreadsheet so that the State 4-H Office can centrally file the first version (the 990-N, e-postcard.) mentioned beginning on page 32. Due to the complexity of the second and third versions, a certified public accountant should complete and file them. Make sure the accountant lists group exemption number (GEN) 5933 on them and indicates the group’s tax-exemption status as a 501(c)(3) because – while individual 4-H groups do not have separate 501(c)(3)  
	Filing Deadline for a Michigan 4-H Group’s Form 990
	 

	The IRS requires that IRS Form 990 be filed annually on the 15th day of the 5th month after end of group’s accounting period (August 31). For most groups, this means the form must be filed each year on or before January 15. Thus, a group’s Form 990 is a report of the group’s annual gross receipts for September through August of the previous year. Since the basis for the Form 990 is the information submitted on the Annual Financial Summary Report, we recommend staff collect these reports as soon as possible 
	Common Letters From the IRS and Form 990 Error Messages
	There are some common letters 4-H coordinators may receive from the IRS about a group’s e-postcard. The tables beginning below have instructions (listed by letter) about how to deal with them.
	Table 5. Instructions for 4-H Staff Who Received a Letter From the IRS.
	Subject of the Letter
	Subject of the Letter
	Subject of the Letter
	Subject of the Letter
	Subject of the Letter

	If the Group Has Dissolved
	If the Group Has Dissolved

	If the Group Is Active
	If the Group Is Active


	Your organization’s tax-exempt status has been revoked because you have not filed for three years.
	Your organization’s tax-exempt status has been revoked because you have not filed for three years.
	Your organization’s tax-exempt status has been revoked because you have not filed for three years.

	Keep the letter in the group’s file. Do not respond to the IRS.
	Keep the letter in the group’s file. Do not respond to the IRS.

	Email MSUE.4HFinancial@campusad.msu.edu the following information about the group:
	Email MSUE.4HFinancial@campusad.msu.edu the following information about the group:
	1. 
	1. 
	1. 
	1. 

	Scanned copy of the letter

	2. 
	2. 
	2. 

	EIN

	3. 
	3. 
	3. 

	Group’s name (for example, Friends Around the World 4-H Club)




	Confirmation of tax-exempt status required
	Confirmation of tax-exempt status required
	Confirmation of tax-exempt status required

	Keep the letter in the group’s file but you do not need to respond to the IRS.
	Keep the letter in the group’s file but you do not need to respond to the IRS.

	Email MSUE.4HFinancial@campusad.msu.edu the following information about the group(s):
	Email MSUE.4HFinancial@campusad.msu.edu the following information about the group(s):
	1. 
	1. 
	1. 
	1. 

	Scanned copy of the letter

	2. 
	2. 
	2. 

	EIN

	3. 
	3. 
	3. 

	Name

	4. 
	4. 
	4. 

	Contact (i.e., group leader or president or treasurer of a council, board or committee)




	You  need to file an electronic form 990-N (e-Postcard)
	You  need to file an electronic form 990-N (e-Postcard)
	You  need to file an electronic form 990-N (e-Postcard)
	may


	Keep the letter in the group’s file. Do not respond to the IRS.
	Keep the letter in the group’s file. Do not respond to the IRS.

	Scan and send a copy of the IRS letter to MSUE.4HFinancial@campusad.msu.edu with the following information about the group:
	Scan and send a copy of the IRS letter to MSUE.4HFinancial@campusad.msu.edu with the following information about the group:
	1. 
	1. 
	1. 
	1. 

	EIN

	2. 
	2. 
	2. 

	Group’s name




	Subject of the Letter
	Subject of the Letter
	Subject of the Letter

	If the Group Has Dissolved
	If the Group Has Dissolved

	If the Group Is Active
	If the Group Is Active


	You didn’t file your tax returns (message about Form 941, Employer’s Quarterly Federal Tax Return)
	You didn’t file your tax returns (message about Form 941, Employer’s Quarterly Federal Tax Return)
	You didn’t file your tax returns (message about Form 941, Employer’s Quarterly Federal Tax Return)

	Since a 4-H group is not an employer, you do not need to file a Form 941. 
	Since a 4-H group is not an employer, you do not need to file a Form 941. 
	1. 
	1. 
	1. 
	1. 

	Complete the “If you don’t think you have to file . . . .” section (page 4) by checking the appropriate boxes and by filling in the “other reasons” section. Also note that the group has dissolved.

	2. 
	2. 
	2. 

	Make a copy of the letter for your records and return the original to the IRS.

	3. 
	3. 
	3. 

	Enclose copies of any e-postcards you filed (or attempted to file).



	Since your 4-H group is not an employer, you do not need to file a Form 941. 
	Since your 4-H group is not an employer, you do not need to file a Form 941. 
	1. 
	1. 
	1. 
	1. 

	Complete the “If you don’t think you have to file . . . .” section (page 4) by checking the appropriate boxes and by filling in the “other reasons” section.

	2. 
	2. 
	2. 

	Make a copy of the letter for your records and return the original to the IRS.

	3. 
	3. 
	3. 

	Enclose copies of any e-postcards you filed (or attempted to file).You may request the e-postcard receipts from the State 4-H Office by sending an email listing.
	 







	Subject of the Letter
	Subject of the Letter
	Subject of the Letter
	Subject of the Letter
	Subject of the Letter

	If the Tax Period on the Letter Ends Before January 1, 2013
	If the Tax Period on the Letter Ends Before January 1, 2013

	If the Tax Period on the Letter Begins After January 1, 2013
	If the Tax Period on the Letter Begins After January 1, 2013
	 



	Request for electronic form 990-N (e-postcard)
	Request for electronic form 990-N (e-postcard)
	Request for electronic form 990-N (e-postcard)

	Keep the letter in the group’s file but you do not need to respond to the IRS.
	Keep the letter in the group’s file but you do not need to respond to the IRS.

	So that campus can provide the provide the correct documentation for these requests, you should scan a copy of the IRS letter and send it to MSUE.4HFinancial@campusad.msu.edu with an email indicating the 
	So that campus can provide the provide the correct documentation for these requests, you should scan a copy of the IRS letter and send it to MSUE.4HFinancial@campusad.msu.edu with an email indicating the 
	1. EIN
	2. Group’s name




	Difficult Financial SituationsDifficult Financial Situations
	Occasionally, 4-H staff, volunteers or members have questions or concerns about a 4-H group’s finances (see, “Concerns About a 4-H Group’s Finances,” found on page 19, “What If a Group Fails to Submit Its Annual Financial Summary Report,” found on page 29, “Financial Record Review,” found on page 32 or the following section entitled “Procedures for Handling the Property and Treasury of a Disbanding 4-H Group.” When a potentially difficult financial situation arises, the 4-H program coordinator has both the 
	Procedures for Handling the Property and Treasury of a Disbanding 4-H Group
	When a 4-H group disbands, the following procedures need to take place.
	1. 
	1. 
	1. 
	1. 

	 Upon hearing a group wishes to disband, the 4-H program coordinator reviews the 4-H Group Disbanding Checklist (see pages 61 to 62 of this publication) with the group’s leadership to assist in making it a smooth process. 

	2. 
	2. 
	2. 

	 The money and property in 4-H groups belong to the county 4-H program, not to the individual group members or volunteers. Because of this, the money and property cannot be distributed to individual members or volunteers. The disbanding group (including volunteers and members) may discuss and recommend how it would like its financial assets used within the county 4-H program, for another 4-H group or in the state 4-H program. The 4-H group may also make a request about how the property or noncash assets wil

	3. 
	3. 
	3. 

	 The 4-H program coordinator will ensure the equitable division of funds. If a group divides itself, creating more than one recognized and properly registered group, the funds from the original group must be evenly disbursed, based on membership, in each group. For example, there are 10 members in the original group (Club A), and 6 form Club B and 4 form Club C. In this example, Club B would get 60 percent of Club A’s treasury while Club C would get 40 percent.

	4. 
	4. 
	4. 

	 The 4-H program coordinator will ensure that property is distributed in a way that makes sense based on the new group’s projects (if a new group is created). If a new group is not formed, the 4-H program coordinator will assure appropriate dispersal or use. When 4-H equipment has been unused for several years, reflect on how it might be best employed. Consider that it is better to use it and wear it out than to let it deteriorate or become outdated in storage. If a decision is made to give the 4-H equipmen


	(Date)
	(Date)

	The (name) 4-H group disbanded on (date). Since that time, no other county 4-H 
	The (name) 4-H group disbanded on (date). Since that time, no other county 4-H 
	group has used the (identify items) equipment. Therefore, the equipment was given 
	to the (recipient group’s or county’s name) County 4-H program on (date). This is a 
	transfer of equipment and there is no expectation that the equipment will be returned.

	Signed 
	Signed 

	  (4-H Program Coordinator)
	  (4-H Program Coordinator)

	5. 
	5. 
	5. 
	5. 

	 The 4-H group treasurer must provide a final Annual Financial Summary Report and compile all of the group’s financial records (i.e., treasurer’s records, group minutes, bank statements, checkbook, etc.) and submit them to the 4-H program coordinator. This should be done within 10 business days of the group’s final date of operation.

	6. 
	6. 
	6. 

	 The group’s bank account(s) need to be closed and its financial assets turned in to the local MSU Extension office within 10 business days of the group’s final date of operation.

	7. 
	7. 
	7. 

	 The group’s noncash assets (equipment and supplies) need to be delivered to the local MSU Extension office within 10 business days of the group’s final date of operation.

	8. 
	8. 
	8. 

	 The 4-H program coordinator needs to send confirmation of decisions about dispersal of cash and noncash assets to all group members through a letter on county Extension letterhead or through email correspondence. For example: 


	(Date)
	(Date)

	Dear 
	Dear 
	,

	At this time, the 
	At this time, the 
	 4-H Club is disbanding 
	and will no longer be a registered 4-H club. The club assets will be distributed in the 
	following way (identify the specific ways assets will be distributed, for example, check 
	provided to county council, divided into newly formed clubs that have split off from 
	the disbanding club, to county 4-H program).

	The club property will be distributed in the following way (identify the specific ways 
	The club property will be distributed in the following way (identify the specific ways 
	assets will be distributed, for example, to county 4-H program, to county council, to 
	newly formed clubs that split off from the disbanding club, to another club[s] that has 
	the same focus in the county, etc.)

	If you have not already made arrangements, the 
	If you have not already made arrangements, the 
	 County 4-H program 
	encourages you to continue to be involved through one of the following options:

	• 
	• 
	• 
	• 

	Start up a new club
	Start up a new club


	• 
	• 
	• 

	Join another alternative club in the county
	Join another alternative club in the county



	For assistance with either of these options, please contact the 4-H office by phone at 
	For assistance with either of these options, please contact the 4-H office by phone at 
	.

	Sincerely,
	Sincerely,

	4-H Program Coordinator
	4-H Program Coordinator

	9. 
	9. 
	9. 
	9. 

	 The 4-H program coordinator files all the documentation about financial and noncash asset-disbursement decisions and the 4-H Group Disbanding Checklist in the group’s file.

	10. 
	10. 
	10. 

	 The 4-H program coordinator will indicate on the county spreadsheet that the group has dissolved.
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	The following pages contain supplemental information or blank copies of 
	the forms mentioned in the preceding pages. Make photocopies of these 
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	Discussion About 4-H Financial Responsibilities
	Discussion About 4-H Financial Responsibilities
	Having a group treasury provides an ideal opportunity for youth to learn financial education skills. Transparency 
	Having a group treasury provides an ideal opportunity for youth to learn financial education skills. Transparency 
	between the group and the 4-H program coordinator is important to the success of this process. The guidelines 
	established here are in place to protect the reputation of our valued volunteers and the good name of 4-H. 

	Give the 4-H leader a copy of the 
	Give the 4-H leader a copy of the 
	Financial Manual for 4-H Volunteers
	 and the group treasurer a copy of the 
	Financial Manual for 4-H Treasurers
	. 
	Review the following list
	 of items 
	with new volunteers
	.

	1. 
	1. 
	1. 
	1. 

	 Every Michigan 4-H group that has a treasury is strongly encouraged to have a checking or savings account 
	 Every Michigan 4-H group that has a treasury is strongly encouraged to have a checking or savings account 
	at a financial institution. This is to protect the volunteer, the treasurer and the 4-H organization. However, any 
	Michigan 4-H group that has a minimum of $100 (not including 4-H participation fees) in its treasury for more 
	than 30 days is 
	required
	 to have a checking or savings account.


	2. 
	2. 
	2. 

	 Provide a copy of the group’s EIN and explain that this number 
	 Provide a copy of the group’s EIN and explain that this number 
	must 
	be used instead of an individual social 
	security number on the checking or savings account.


	3. 
	3. 
	3. 

	 Explain that the group name used on the account must match the group name used on the group’s charter.
	 Explain that the group name used on the account must match the group name used on the group’s charter.


	4. 
	4. 
	4. 

	 Ask the leader whose names will go on the group account. If unknown, at the time of this discussion, explain 
	 Ask the leader whose names will go on the group account. If unknown, at the time of this discussion, explain 
	these must be provided to the office as soon as the decision is made.


	5. 
	5. 
	5. 

	 The administrative leader or treasurer must notify the county Extension office of all future changes in account 
	 The administrative leader or treasurer must notify the county Extension office of all future changes in account 
	signatories. 


	6. 
	6. 
	6. 

	 Give the 4-H leader or treasurer the physical address and the email address to the MSU Extension office and 
	 Give the 4-H leader or treasurer the physical address and the email address to the MSU Extension office and 
	explain that this address must be used as the address for the account. Explain that e-statements are strongly 
	encouraged, and that account statements will be reviewed by 4-H staff and a copy will be forwarded to the 
	group leader. 


	7. 
	7. 
	7. 

	 Groups with more than $2,500 in annual income must send all minutes (in this document, minutes are defined 
	 Groups with more than $2,500 in annual income must send all minutes (in this document, minutes are defined 
	as the legal, auditable record of decisions made and expenditures approved at a 4-H business meeting) and 
	treasurer’s reports to the 4-H staff member.


	8. 
	8. 
	8. 

	 The group must document its income and expenditures. The group should keep copies of the treasurer’s 
	 The group must document its income and expenditures. The group should keep copies of the treasurer’s 
	report in both the treasurer’s file and with the meeting minutes in the secretary’s files. 


	9. 
	9. 
	9. 

	 A prenumbered receipt book must be maintained for all incoming funds.
	 A prenumbered receipt book must be maintained for all incoming funds.


	10. 
	10. 
	10. 

	 Using the 
	 Using the 
	4-H Name and Emblem Policy Guide for 4-H Professionals
	, discuss that funds raised must be used in 
	support of 4-H programming and activities. Monies cannot be disbursed to individuals or entities outside of 
	MSU Extension 4-H, except in the limited instances in #11 below. 


	11. 
	11. 
	11. 

	 The exception to #10 is when the funds are raised specifically for an identified purpose, and the group 
	 The exception to #10 is when the funds are raised specifically for an identified purpose, and the group 
	publicizes who the funds are being raised for on the promotional materials and at the event.


	12. 
	12. 
	12. 

	 A County 4-H Fund-Raiser Application should be turned in to the 4-H staff member at least 10 business 
	 A County 4-H Fund-Raiser Application should be turned in to the 4-H staff member at least 10 business 
	days before a fund-raiser can be promoted or held. The group may hold their fund-raiser only after receiving 
	approval. Within 10 business days after the fund-raising event is held, the County 4-H Fund-Raising Report 
	Form (see page 44 of this publication) must be completed and submitted to the 4-H staff member.


	13. 
	13. 
	13. 

	 A vendor, prizewinner or gift recipient must complete and submit a W-9 and the 4-H group must complete 
	 A vendor, prizewinner or gift recipient must complete and submit a W-9 and the 4-H group must complete 
	the Michigan 4-H W-9 Information Form and submit to the county 4-H office each time the following occurs 
	in a calendar year:

	• 
	• 
	• 
	• 

	He or she receives $600 or more in a single payment for services.
	He or she receives $600 or more in a single payment for services.


	• 
	• 
	• 

	He or she receives a single gift or prize valued at $600 or more in a calendar year.
	He or she receives a single gift or prize valued at $600 or more in a calendar year.




	14. 
	14. 
	14. 

	 Purchases can be exempt from Michigan state sales tax by requesting a Michigan Form 3372 from a 4-H staff 
	 Purchases can be exempt from Michigan state sales tax by requesting a Michigan Form 3372 from a 4-H staff 
	member.


	15. 
	15. 
	15. 

	 
	 
	Current Michigan State University policy does not allow 4-H clubs, councils, boards and committees to 
	use ATM or debit cards because access to the funds is immediate and, in the event of theft, it is extremely 
	difficult to recoup. According to current MSU policy, credit cards in the group’s name are not allowed due to 
	issues with fiscal control and occurrences of theft.


	16. 
	16. 
	16. 

	 Explain that the Annual Financial Summary Report must be completed and sent to the county MSU Extension 
	 Explain that the Annual Financial Summary Report must be completed and sent to the county MSU Extension 
	office by the date determined by the county and that this report must be accompanied by (1) any sales tax 
	the group owes, (2) a copy of the treasurer’s report and (3) a copy of the secretary’s minutes.


	17. 
	17. 
	17. 

	 All financial records and reports must be kept a minimum of seven years in the group treasurer’s files.
	 All financial records and reports must be kept a minimum of seven years in the group treasurer’s files.




	Checklist for Establishing a 4-H Group Bank Account
	Checklist for Establishing a 4-H Group Bank Account
	Checklist for Establishing a 4-H Group Bank Account

	If a 4-H group is contemplating establishing a checking or savings account there are things that should 
	If a 4-H group is contemplating establishing a checking or savings account there are things that should 
	be considered before choosing a financial institution. Use this checklist as a guide.

	❒
	❒
	❒
	❒
	.

	1. 
	1. 
	Research local financial institutions to find one without fees (for more about this, see the 
	Financial 
	Manual for 4-H Treasurers
	) or one that may be willing to waive them for a 4-H group.


	❒
	❒
	❒
	.

	2.
	2.
	 Inquire of the financial institution what documents you must take to open the account; the 
	following list of items may be required to complete the process:

	❍
	❍
	❍
	❍
	 

	Group’s Employer Identification Number (EIN)
	Group’s Employer Identification Number (EIN)


	❍
	❍
	❍
	 

	Letter from the Internal Revenue Service assigning the EIN to the group
	Letter from the Internal Revenue Service assigning the EIN to the group


	❍
	❍
	❍
	 

	MSU Extension office address
	MSU Extension office address


	❍
	❍
	❍
	 

	A copy of the group’s minutes that includes the motion that authorizes opening an account 
	A copy of the group’s minutes that includes the motion that authorizes opening an account 
	and a record of a vote on the motion.


	❍
	❍
	❍
	 

	A copy of the group’s charter
	A copy of the group’s charter


	❍
	❍
	❍
	 

	Sufficient funds with which to open the account
	Sufficient funds with which to open the account




	❒
	❒
	❒
	.

	3. Current Michigan State University policy does not allow 4-H clubs, councils, boards and 
	3. Current Michigan State University policy does not allow 4-H clubs, councils, boards and 
	committees to use ATM or debit cards because access to the funds is immediate and, in the 
	event of theft, it is extremely difficult to recoup. According to current MSU policy, credit cards in 
	the group’s name are not allowed due to issues with fiscal control and occurrences of theft
	.


	❒
	❒
	❒
	.

	4. 
	4. 
	Complete the proper paperwork for either a checking or a savings account. Keep the following in 
	mind when doing group paperwork for the account:

	❍
	❍
	❍
	❍
	 

	The name on the account must be the name of the 4-H group, not of an individual
	The name on the account must be the name of the 4-H group, not of an individual


	❍
	❍
	❍
	 

	The name used on the account must match the group name on its charter.
	The name used on the account must match the group name on its charter.


	❍
	❍
	❍
	 

	Use the group’s EIN and 
	Use the group’s EIN and 
	not
	 an individual’s social security number when establishing the 
	account.


	❍
	❍
	❍
	 

	Dual signatures are required on all group accounts. All signers must be current, registered 4-H 
	Dual signatures are required on all group accounts. All signers must be current, registered 4-H 
	volunteers.


	❍
	❍
	❍
	 

	Signers should not be related to one another.
	Signers should not be related to one another.


	❍
	❍
	❍
	 

	The account address must be that of the MSU Extension office so account statements are 
	The account address must be that of the MSU Extension office so account statements are 
	mailed there. E-statements are strongly encouraged. (For more details about this, see the 
	Financial Manual for 4-H Treasurers
	.)


	❍
	❍
	❍
	 

	The use of carbon checks is recommended so a copy remains available for the group records.
	The use of carbon checks is recommended so a copy remains available for the group records.


	❍
	❍
	❍
	 

	Review the signatures on account cards annually, update them as needed and promptly notify 
	Review the signatures on account cards annually, update them as needed and promptly notify 
	the MSU Extension office of any changes.




	❒
	❒
	❒
	.

	5.
	5.
	 Once the group identifies who the account signers will be, provide the names of these individuals 
	to the MSU Extension office.


	❒
	❒
	❒
	.

	6.
	6.
	 The administrative leader or treasurer will notify the county Extension office of all future changes 
	in account signatories.


	❒
	❒
	❒
	.

	7. 
	7. 
	Leaders and group members or officers are responsible for completing the Annual Financial 
	Summary Report each fall when directed to do so by the 4-H program coordinator.
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	County 4-H Fund-Raiser Application
	County 4-H Fund-Raiser Application
	The group treasurer or 4-H leader must complete and return this form to the 4-H staff in the county Extension office for approval at least 10 business days before any fund-raising activities can be promoted or held. 
	4-H Group name 
	If the group is contemplating holding a fund-raiser, we strongly encourage the group to discuss the following items before completing the application below:
	❒
	❒
	❒
	❒
	 

	What, specifically, are the funds being raised for?

	❒
	❒
	❒
	 

	Put in writing how and when a member will qualify to benefit from the funds.

	❒
	❒
	❒
	 

	How much money is needed?

	❒
	❒
	❒
	 

	How will the group keep track of funds raised? Identify the member(s) who will manage this task. 

	❒
	❒
	❒
	 

	What will the group do if enough funds are not raised to meet the group’s goal? What if the group raises more funds than are needed?

	❒
	❒
	❒
	 

	Understanding that funds raised are for the total group (not for individuals based on their level of participation in the fund-raiser), be sure to discuss how the group will handle it if some members raise fewer funds or are less active in the fund-raising activity than others.


	Addressing these things ahead of fund-raising will ensure all participants agree with the fund-raising goals and reduce the probability of disagreements later.
	Group’s address  Phone 
	Person making request:  Phone:  Email: 
	Educational program funds will be used for 
	What is the proposed fund-raising activity? 
	Will the group be selling tangible, personal property (for example, craft items, tack, cookbooks, calendars, plat books, bulletins and food that will be consumed immediately such as concession stand sales)?  Yes No   If yes, the group must collect sales tax. For further information about collecting and remitting Michigan sales tax, refer to pages 24 to 25.
	 

	What is the fund-raiser’s educational value to the members? 
	Where is the proposed fund-raising activity to be held? 
	Proposed starting date of the activity:  Time: 
	Expected ending date of the activity:  Time: 
	(If it is an ongoing activity, the end date must be on or before August 31 of the current year.)
	For Office Use Only:
	Approved   Date Notified 
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	County 4-H Fund-Raising Report Form
	County 4-H Fund-Raising Report Form
	Complete and return this form to the  County 4-H staff within 10 business days (Due ) after the approved fund-raising activity. 
	4-H Group name 
	Group address  Phone 
	Person making report:  Phone:  Email: 
	What was the approved fund-raising activity? 
	Where and when did the approved fund-raising activity take place? 
	What knowledge did the group gain through this activity? 
	What skills did the group develop from participation in the fund-raising activity? 
	Income from approved fund-raising activity    $
	Expenses from approved fund-raising activity   minus  $
	(List general expenses below)
	 
	 
	Sales tax collected on tangible, personal property*  minus  $
	*For example, craft items, tack, cookbooks, calendars, plat books, bulletins and food that will be consumed immediately such as concession stand sales. 
	Calculate the amount of tax due as follows: Divide the income by 17.67 (Income:  ÷ 17.67  =  ).
	It is wise to hold these funds aside in the group’s treasury so they are available when the payment is submitted in the fall. Be sure to include the income and expenses in the group’s Annual Financial Summary Report (AFSR). The amount of the check will be reflected as an expense on next year’s AFSR. If the group remits the tax with a check, make it payable to “Michigan State University.”
	Profits from approved fund-raising activity   equals  $
	Prize Winners
	If prizes were awarded, complete the information below. Attach a separate sheet, if needed. Note: Prizes valued at $600 or more require the recipient complete IRS Form W-9 for calendar-year tax reporting. Attach the W-9 to this report. MSU will issue an IRS Form 1099-MISC in January.
	Name
	Name
	Name
	Name
	Name

	Prize
	Prize

	Prize Value (Actual or Fair Market Value)
	Prize Value (Actual or Fair Market Value)
	 





	Return to:
	Staff Name  Address 
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	Put this receipt on county Extension letterhead
	Put this receipt on county Extension letterhead
	Put this receipt on county Extension letterhead


	RECEIPT
	RECEIPT
	RECEIPT
	RECEIPT

	Michigan State University Extension
	Michigan State University Extension

	 County 4-H Youth Development
	 County 4-H Youth Development

	gratefully acknowledges the donation of
	gratefully acknowledges the donation of

	Description of goods or services or amount of cash donated
	Description of goods or services or amount of cash donated

	Value of 
	Value of 
	noncash
	 donation $

	(
	(
	Donor must
	 determine and complete)

	Donated by 
	Donated by 
	 

	Street Address
	Street Address
	 

	City, State, Zip
	City, State, Zip
	 

	Date
	Date
	 

	Michigan State University
	Michigan State University
	 
	 County 4-H Youth 
	Development is a 501(c)(3), tax-exempt institution.

	Pursuant to Internal Revenue code requirements for substantiation of charitable 
	Pursuant to Internal Revenue code requirements for substantiation of charitable 
	contributions, note that no goods or services were provided to the donor in 
	consideration of this gift. Please keep this receipt and file it with your tax records as 
	proof of your gift.

	Michigan State University Extension’s federal identification number is 38-6005984.
	Michigan State University Extension’s federal identification number is 38-6005984.

	(Your signature)
	(Your signature)

	Your Name
	Your Name

	 County 4-H Program Coordinator
	 County 4-H Program Coordinator
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	Table 7. Appropriate Use of Funds.
	Table 7. Appropriate Use of Funds.

	Story
	Normal
	Table
	TR
	Source of Funds
	Source of Funds
	Source of Funds


	Criteria That Must Be Met
	Criteria That Must Be Met
	Criteria That Must Be Met



	Use
	Use
	Use
	Use


	A
	A
	A

	Group 
	Group 
	dues


	B
	B
	B

	Group fund-
	Group fund-
	raiser that 
	advertises 
	this use


	C
	C
	C

	Group fund-
	Group fund-
	raiser that does 
	not advertise 
	this use


	D
	D
	D

	Donor makes 
	Donor makes 
	restricted 
	gift for this 
	use


	E
	E
	E

	Donor 
	Donor 
	makes 
	unrestricted 
	gift


	1
	1
	1

	Opportunity 
	Opportunity 
	available to 
	all group 
	members


	2
	2
	2

	All 
	All 
	members 
	discuss and 
	approve


	3
	3
	3

	Vote or consensus 
	Vote or consensus 
	documented in 
	meeting minutes


	4
	4
	4

	Educational 
	Educational 
	use


	Alternative or 
	Alternative or 
	Alternative or 
	Comments



	Donation to an
	Donation to an
	Donation to an
	Donation to an
	-
	other organization 
	(e.g., the Humane 
	Society)


	No
	No
	No


	Yes
	Yes
	Yes


	No
	No
	No


	No. Urge 
	No. Urge 
	No. Urge 
	donor to 
	give gift 
	directly.


	No
	No
	No


	N/A
	N/A
	N/A


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes



	Flowers or gift to 
	Flowers or gift to 
	Flowers or gift to 
	Flowers or gift to 
	a member, leader, 
	volunteer, sponsor


	No
	No
	No


	Yes
	Yes
	Yes


	No
	No
	No


	No. Urge 
	No. Urge 
	No. Urge 
	donor to 
	give gift 
	directly.


	No
	No
	No


	No
	No
	No


	Yes. See 
	Yes. See 
	Yes. See 
	Source of 
	Funds, B.


	Yes
	Yes
	Yes


	No
	No
	No


	Take up a collection. 
	Take up a collection. 
	Take up a collection. 
	W-9 needed, if amount 
	given is $600 or more.



	Matching t-shirts 
	Matching t-shirts 
	Matching t-shirts 
	Matching t-shirts 
	for all group 
	members


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	It provides group 
	It provides group 
	It provides group 
	identity and sense of 
	belonging.



	Party for group 
	Party for group 
	Party for group 
	Party for group 
	members


	Yes
	Yes
	Yes


	See com
	See com
	See com
	-
	ment.


	See comment.
	See comment.
	See comment.


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	If criteria are not met, 
	If criteria are not met, 
	If criteria are not met, 
	participants need to 
	pay. Not an appropriate 
	reason for a fund-raiser. 
	Not primary use of 
	money.



	Recreational trip 
	Recreational trip 
	Recreational trip 
	Recreational trip 
	(e.g., Michigan Ad
	-
	venture, miniature 
	golf, Detroit Tigers 
	game)


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	No
	No
	No


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	If criteria are not met, 
	If criteria are not met, 
	If criteria are not met, 
	participants need to 
	pay.



	Educational trip 
	Educational trip 
	Educational trip 
	Educational trip 
	(e.g., animal-
	processing facility, 
	zoo, museum, farm 
	or orchard visit)


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes, because it 
	Yes, because it 
	Yes, because it 
	is educational.


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Clear, written process 
	Clear, written process 
	Clear, written process 
	for selecting participants 
	needs to be in place.



	Registration for 
	Registration for 
	Registration for 
	Registration for 
	4-H educational 
	events (e.g. 
	Exploration Days, 
	Kettunen Center 
	workshop, Capitol 
	Experience)


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Clear, written process 
	Clear, written process 
	Clear, written process 
	for selecting par
	-
	ticipants needs to be in 
	place.



	Registration for 
	Registration for 
	Registration for 
	Registration for 
	non4-H educa
	-
	tional events


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Clear, written process 
	Clear, written process 
	Clear, written process 
	for selecting participants 
	needs to be in place.



	TR
	Source of Funds
	Source of Funds
	Source of Funds


	Criteria That Must Be Met
	Criteria That Must Be Met
	Criteria That Must Be Met



	Use
	Use
	Use
	Use


	A
	A
	A

	Group 
	Group 
	dues


	B
	B
	B

	Group fund-
	Group fund-
	raiser that 
	advertises 
	this use


	C
	C
	C

	Group fund-
	Group fund-
	raiser that does 
	not advertise 
	this use


	D
	D
	D

	Donor makes 
	Donor makes 
	restricted 
	gift for this 
	use


	E
	E
	E

	Donor 
	Donor 
	makes 
	unrestricted 
	gift


	1
	1
	1

	Opportunity 
	Opportunity 
	available to 
	all group 
	members


	2
	2
	2

	All 
	All 
	members 
	discuss and 
	approve


	3
	3
	3

	Vote or consensus 
	Vote or consensus 
	documented in 
	meeting minutes


	4
	4
	4

	Educational 
	Educational 
	use


	Alternative or 
	Alternative or 
	Alternative or 
	Comments



	Registration for 
	Registration for 
	Registration for 
	Registration for 
	4-H competitive 
	events (e.g., 4-H 
	state shoot, horse 
	show, Rabbit & 
	Cavy Expo)


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Clear, written process 
	Clear, written process 
	Clear, written process 
	for selecting participants 
	needs to be in place.



	Cover the $10 
	Cover the $10 
	Cover the $10 
	Cover the $10 
	Michigan 4-H 
	participation fee


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	N/A
	N/A
	N/A



	College 
	College 
	College 
	College 
	scholarship


	Yes, 
	Yes, 
	Yes, 
	but not 
	recom
	-
	mended.


	Yes
	Yes
	Yes


	No
	No
	No


	Yes, see 
	Yes, see 
	Yes, see 
	comment.


	Yes, but 
	Yes, but 
	Yes, but 
	not recom
	-
	mended.


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Clear, written process 
	Clear, written process 
	Clear, written process 
	for selecting par
	-
	ticipants needs to be 
	in place. Donor cannot 
	identify specific recipi
	-
	ent. Make the scholar
	-
	ship payable to the 
	college. Otherwise, if 
	scholarship is $600 or 
	more, the recipient must 
	sign a completed W-9.



	Private riding 
	Private riding 
	Private riding 
	Private riding 
	lessons


	No
	No
	No


	No
	No
	No


	No
	No
	No


	No
	No
	No


	No
	No
	No


	No
	No
	No


	No
	No
	No


	No
	No
	No


	No
	No
	No


	Not the group’s 
	Not the group’s 
	Not the group’s 
	responsibility.



	Mileage 
	Mileage 
	Mileage 
	Mileage 
	reimbursement to 
	adults driving to 
	an event


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	No
	No
	No


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	No
	No
	No


	The following are 
	The following are 
	The following are 
	alternatives:

	1. 
	1. 
	1. 
	1. 

	Prior to event, deter
	Prior to event, deter
	-
	mine mileage cost and 
	add to program cost.


	2. 
	2. 
	2. 

	Those who benefit 
	Those who benefit 
	from the ride pay the 
	cost of gas.


	3. 
	3. 
	3. 

	If drivers do not 
	If drivers do not 
	receive payment, they 
	may document trip as 
	volunteer mileage on 
	their federal taxes.





	Barn decorations 
	Barn decorations 
	Barn decorations 
	Barn decorations 
	for fair


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	This should be a group 
	This should be a group 
	This should be a group 
	effort and for the 
	group’s benefit.



	TR
	Source of Funds
	Source of Funds
	Source of Funds


	Criteria That Must Be Met
	Criteria That Must Be Met
	Criteria That Must Be Met



	Use
	Use
	Use
	Use


	A
	A
	A

	Group 
	Group 
	dues


	B
	B
	B

	Group fund-
	Group fund-
	raiser that 
	advertises 
	this use


	C
	C
	C

	Group fund-
	Group fund-
	raiser that does 
	not advertise 
	this use


	D
	D
	D

	Donor makes 
	Donor makes 
	restricted 
	gift for this 
	use


	E
	E
	E

	Donor 
	Donor 
	makes 
	unrestricted 
	gift


	1
	1
	1

	Opportunity 
	Opportunity 
	available to 
	all group 
	members


	2
	2
	2

	All 
	All 
	members 
	discuss and 
	approve


	3
	3
	3

	Vote or consensus 
	Vote or consensus 
	documented in 
	meeting minutes


	4
	4
	4

	Educational 
	Educational 
	use


	Alternative or 
	Alternative or 
	Alternative or 
	Comments



	Equipment for 
	Equipment for 
	Equipment for 
	Equipment for 
	use by group’s 
	members


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Key Points:
	Key Points:
	Key Points:

	1. 
	1. 
	1. 
	1. 

	List equipment in club 
	List equipment in club 
	inventory.


	2. 
	2. 
	2. 

	Members must return 
	Members must return 
	equipment when they 
	no longer need it or 
	they leave the club.


	3. 
	3. 
	3. 

	If a member is unable 
	If a member is unable 
	to provide his or her 
	own equipment or 
	supplies because of 
	financial hardship, 
	contact 4-H staff. ***





	Equipment, sup
	Equipment, sup
	Equipment, sup
	Equipment, sup
	-
	plies or improve
	-
	ment to fairground 
	used by MSU 
	Extension 4-H but 
	owned and man
	-
	aged by an entity 
	outside of MSU 
	Extension 4-H 


	No
	No
	No


	Yes, if 
	Yes, if 
	Yes, if 
	this was 
	publicized 
	purpose of 
	fund-raiser.


	No.
	No.
	No.


	No. Advise 
	No. Advise 
	No. Advise 
	donor to 
	make gift to 
	entity that 
	owns and 
	manages 
	fairground.


	No
	No
	No


	N/A
	N/A
	N/A


	Yes. See 
	Yes. See 
	Yes. See 
	Source of 
	Funds, B.


	Yes. See Source of 
	Yes. See Source of 
	Yes. See Source of 
	Funds, B.


	N/A
	N/A
	N/A


	The property does 
	The property does 
	The property does 
	not belong to 4-H. 
	Therefore, 4-H money 
	should not be used for 
	the purchase, unless it is 
	explicitly shared as part 
	of the fund-raising.



	Fees for fair 
	Fees for fair 
	Fees for fair 
	Fees for fair 
	registration


	Yes. See 
	Yes. See 
	Yes. See 
	comment.


	Yes
	Yes
	Yes


	Yes. See 
	Yes. See 
	Yes. See 
	comment.


	Yes
	Yes
	Yes


	Yes. See 
	Yes. See 
	Yes. See 
	comment.


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Since the cost for reg
	Since the cost for reg
	Since the cost for reg
	-
	istration fees may vary 
	among members, these 
	costs may be more ap
	-
	propriately covered by 
	the members’ families.



	Food for members 
	Food for members 
	Food for members 
	Food for members 
	and leaders at the 
	fair


	Yes. See 
	Yes. See 
	Yes. See 
	comment.


	Yes
	Yes
	Yes


	Yes. See 
	Yes. See 
	Yes. See 
	comment.


	Yes
	Yes
	Yes


	Yes. See 
	Yes. See 
	Yes. See 
	comment.


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes
	Yes
	Yes


	Yes, if 
	Yes, if 
	Yes, if 
	members 
	are involved 
	in the menu 
	planning 
	and/or 
	preparation 
	for food at 
	the fair.


	While this can be a 
	While this can be a 
	While this can be a 
	valuable group-building 
	experience, event at
	-
	tendees may also include 
	more than just leaders 
	and members. So, it may 
	be more appropriate 
	for those attending to 
	contribute to cover the 
	cost of the food.





	***Staff should look to different sources to help youth with funding equipment. For example, staff could check with county 4-H council, county participation-fee funds, restricted donations for 
	***Staff should look to different sources to help youth with funding equipment. For example, staff could check with county 4-H council, county participation-fee funds, restricted donations for 
	this purpose, Michigan 4-H Foundation, etc.
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	Working With a 4-H Group’s Financial Concerns
	Working With a 4-H Group’s Financial Concerns
	Once a financial review has been concluded, the summary report needs to be forwarded to the state 4-H leader, district director and supervisor. They, along with the 4-H program coordinator, will determine the extent of the problem using the following as guidance. 
	Extent of Problem
	Extent of Problem
	Extent of Problem
	Extent of Problem
	Extent of Problem

	Examples
	Examples

	Steps for Handling
	Steps for Handling


	Negligible or minor
	Negligible or minor
	Negligible or minor

	There is a lack of knowledge of financial practices or poor recordkeeping
	There is a lack of knowledge of financial practices or poor recordkeeping

	The 4-H staff needs to address the problem. This should be viewed as an opportunity for education on the 4-H financial manual and financial policies.
	The 4-H staff needs to address the problem. This should be viewed as an opportunity for education on the 4-H financial manual and financial policies.


	Important
	Important
	Important

	This might be demonstrated by minimal amounts of cash that are missing from financial reports, a small number of income or expenses that are not properly documented, etc.
	This might be demonstrated by minimal amounts of cash that are missing from financial reports, a small number of income or expenses that are not properly documented, etc.

	It is important to work with the state 4-H leader, supervisor and district director to determine next steps. Education should be a component of this step, as well.
	It is important to work with the state 4-H leader, supervisor and district director to determine next steps. Education should be a component of this step, as well.


	Significant
	Significant
	Significant

	Significant issues indicate major financial problems and that fraud might be occurring. Substantial amounts of cash may be missing, income and expenses are undocumented, or accounts and balances do not match.
	Significant issues indicate major financial problems and that fraud might be occurring. Substantial amounts of cash may be missing, income and expenses are undocumented, or accounts and balances do not match.

	In these cases, MSU Internal Audit might be involved in next steps. During this process, Internal Audit may contact you to obtain more information.
	In these cases, MSU Internal Audit might be involved in next steps. During this process, Internal Audit may contact you to obtain more information.




	Concerns can be settled quickly if groups have kept their books up to date and have followed the guidelines found in the Financial Manual for 4-H Volunteers and the Financial Manuals for 4-H Treasurers.
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	Price includes 
	Price includes 
	Price includes 
	Price includes 
	Michigan 
	 
	Michigan 
	 
	sales tax
	sales tax
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	Annual Financial Summary Report
	Annual Financial Summary Report
	Annual Financial Summary Report
	Annual Financial Summary Report

	Directions: Complete each section of this report 
	Directions: Complete each section of this report 
	whether or not the group had a treasury, collected or spent funds, accepted 
	donations or had property within the report period. 
	Groups without a treasury, and whose participation fees did not pass 
	through the group,
	 must still complete the form (with zero [0] balances) and submit it by the county’s designated deadline.

	Part 1. Group Information
	Part 1. Group Information

	For the period
	For the period
	 September 1, 20 
	 to August 31, 20 
	 
	County 

	Group name
	Group name
	 
	 
	EIN
	 

	Financial account
	Financial account
	  No 
	  Yes 
	       
	Type
	  Checking 
	   Savings 
	   CD/Money Market 
	   Other 

	Financial Institution Name
	Financial Institution Name
	 
	 
	Account # 

	Signatories 
	Signatories 
	,   
	,   

	Part 2. Group Income and Expenses
	Part 2. Group Income and Expenses

	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year
	Adjusted treasury balance as of September 1 of last year


	A
	A
	A


	$
	$
	$



	Taxable sales income
	Taxable sales income
	Taxable sales income
	Taxable sales income
	 (list each separately; attach additional sheet if necessary)



	1.
	1.
	1.
	1.



	2.
	2.
	2.
	2.



	3. Total from additional sheet
	3. Total from additional sheet
	3. Total from additional sheet
	3. Total from additional sheet



	Taxable sales subtotal
	Taxable sales subtotal
	Taxable sales subtotal
	Taxable sales subtotal
	 (add items 1-3 above)


	$
	$
	$


	B
	B
	B



	Nontaxable income
	Nontaxable income
	Nontaxable income
	Nontaxable income
	 (list each separately; attach additional sheet if necessary)



	1. 4-H participation fees collected
	1. 4-H participation fees collected
	1. 4-H participation fees collected
	1. 4-H participation fees collected



	2. Group dues collected
	2. Group dues collected
	2. Group dues collected
	2. Group dues collected



	3. Total monetary donations received
	3. Total monetary donations received
	3. Total monetary donations received
	3. Total monetary donations received



	4.
	4.
	4.
	4.



	5. Total from additional sheet
	5. Total from additional sheet
	5. Total from additional sheet
	5. Total from additional sheet



	Nontaxable income subtotal
	Nontaxable income subtotal
	Nontaxable income subtotal
	Nontaxable income subtotal
	 (add items 1-5 above)


	$
	$
	$


	C
	C
	C



	Total income for the period
	Total income for the period
	Total income for the period
	Total income for the period
	 (add B and C)


	D
	D
	D


	plus
	plus
	plus


	$
	$
	$



	Expenses
	Expenses
	Expenses
	Expenses
	 (list each separately; attach additional sheet if necessary)



	1. 4-H participation fees paid to the MSU Extension office
	1. 4-H participation fees paid to the MSU Extension office
	1. 4-H participation fees paid to the MSU Extension office
	1. 4-H participation fees paid to the MSU Extension office



	2.
	2.
	2.
	2.



	3.
	3.
	3.
	3.



	4.
	4.
	4.
	4.



	5.
	5.
	5.
	5.



	6. Total from additional sheet
	6. Total from additional sheet
	6. Total from additional sheet
	6. Total from additional sheet



	Total expenses for the period
	Total expenses for the period
	Total expenses for the period
	Total expenses for the period
	 (add lines 1-6 above)


	E
	E
	E


	minus
	minus
	minus


	$
	$
	$



	Account balance at end of the period 
	Account balance at end of the period 
	Account balance at end of the period 
	Account balance at end of the period 
	(add A and D; then subtract E)


	F
	F
	F


	equals
	equals
	equals


	$
	$
	$



	Add checks that have not shown up on statement
	Add checks that have not shown up on statement
	Add checks that have not shown up on statement
	Add checks that have not shown up on statement


	G
	G
	G


	plus
	plus
	plus



	Subtract deposits that have not shown on statement
	Subtract deposits that have not shown on statement
	Subtract deposits that have not shown on statement
	Subtract deposits that have not shown on statement


	H
	H
	H


	minus
	minus
	minus



	Adjusted balance
	Adjusted balance
	Adjusted balance
	Adjusted balance
	 (should agree with account statement)


	I
	I
	I


	equals
	equals
	equals


	$
	$
	$





	Please respond
	Please respond
	 to the following:

	1. 
	1. 
	1. 
	1. 

	The account statement was reconciled each month.    Yes 
	The account statement was reconciled each month.    Yes 
	     No 


	2. 
	2. 
	2. 

	There is written documentation that all expenses were approved   Yes 
	There is written documentation that all expenses were approved   Yes 
	     No 
	 
	through an approved budget or by a vote of the full membership.  


	3. 
	3. 
	3. 

	he group’s total account balance as of June 30 of this period?  $
	What was t
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	Annual Financial Summary Report, continued.
	Annual Financial Summary Report, continued.
	Annual Financial Summary Report, continued.


	Part 3. State Sales Tax
	Part 3. State Sales Tax
	Complete this section if the group has taxable sales 
	Complete this section if the group has taxable sales 
	(Part 2, line B).

	 Total taxable sales (Part 2, line B): $
	 Total taxable sales (Part 2, line B): $
	 

	 Divide the amount by 17.67 =  $
	 Divide the amount by 17.67 =  $
	   
	This is the amount of sales tax the 4-H group owes.

	Make check or money order payable to “Michigan State University” and
	Make check or money order payable to “Michigan State University” and
	 submit the check with this Annual Financial 
	Summary Report
	 to the MSU Extension office 
	by the county’s deadline.

	Part 4. Verification of No Account at a Financial Institution
	A signature in this box verifies that this 4-H group did
	A signature in this box verifies that this 4-H group did
	 not have an account at a financial institution during this report 
	period. 
	It further verifies that
	 
	the group had less than $100 (not including 4-H participation fees)
	 
	in its treasury for more 
	than 30 days. 

	If the 4-H group opens an account at a financial institution in the future, the group must notify the county MSU Extension 
	If the 4-H group opens an account at a financial institution in the future, the group must notify the county MSU Extension 
	4-H staff within 10 business days.

	Part 5. Inventory of 4-H Group Property
	“4-H group property” is defined as all items purchased with 4-H group funds as well as all items donated to the 4-H group. 
	“4-H group property” is defined as all items purchased with 4-H group funds as well as all items donated to the 4-H group. 

	If the 4-H group has no property, verify by signing here: 
	If the 4-H group has no property, verify by signing here: 

	If the 4-H group has property, list below and on additional sheets if necessary, all existing group property. List consumable 
	If the 4-H group has property, list below and on additional sheets if necessary, all existing group property. List consumable 
	items (such as food, tape or paper plates) only if the amount is so significant that the items will last more than a year.

	This form section needs to be completed each year. Writing “same as last year” is not acceptable.
	This form section needs to be completed each year. Writing “same as last year” is not acceptable.

	If the group disbands, all nonconsumable (not eaten or worn) property must be returned to the MSU Extension office 
	If the group disbands, all nonconsumable (not eaten or worn) property must be returned to the MSU Extension office 
	within 10 business days of the group’s final date of operation.

	Year 
	Year 
	Year 
	Year 
	Year 
	Year 
	Purchased or 
	Received


	Quantity
	Quantity
	Quantity


	Item Description
	Item Description
	Item Description


	Value 
	Value 
	Value 
	When 
	New


	Storage Location
	Storage Location
	Storage Location


	If Discarded Last Year, 
	If Discarded Last Year, 
	If Discarded Last Year, 
	Explain Why





	Part 6. Signatures, Review and Approval
	  
	  
	  

	Signature of person who prepared this report               Phone                Date
	Signature of person who prepared this report               Phone                Date

	  
	  
	  

	Signature of person who reviewed and approved this report       Phone                Date
	Signature of person who reviewed and approved this report       Phone                Date

	  
	  

	Signature of 4-H staff who approved this report              Date
	Signature of 4-H staff who approved this report              Date
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	Put this letter on MSU Extension county letterhead
	Put this letter on MSU Extension county letterhead
	Send this by (normal or return-receipt requested) mail
	Letter 1 to a Group That Did Not Submit an 
	Letter 1 to a Group That Did Not Submit an 
	 
	Annual Financial Summary Report

	Date
	Leader’s Name
	Address
	Dear :
	As of today, I have not received the (year) - Annual Financial Summary Report, for your 4-H club, (club name), _______________. The information I have from the previous year indicates the club had a checking or savings account (or treasury) balance of $. As club leader, it is your yearly responsibility to provide the (county name)  County MSU Extension Office with an Annual Financial Summary Report. The deadline for that report this year was (date) .
	All funds raised in the name of 4-H are public monies. Therefore, 4-H staff are responsible for maintaining the above-named documents in the office and for annual reporting to the federal government. If your club intends to remain active in the coming year, you must complete and turn in these documents to 4-H staff on or before (date) . If your club is no longer active, there are procedures to be followed to disband groups and close their accounts. Please contact the office so we can do this.
	Failure to respond to this letter by the deadline given above will result in the immediate closure of your group for violation of the federal law governing groups that use the 4-H name and emblem. This may result in further sanctions.
	Thank you for your attention to this matter.
	Sincerely,
	(Your signature)
	Your Name
	 County 4-H Program Coordinator
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	Put this letter on MSU Extension county letterhead
	Put this letter on MSU Extension county letterhead
	Send this by (normal or return-receipt requested) mail
	Letter 2 to a Group That Did Not Submit an 
	Letter 2 to a Group That Did Not Submit an 
	 
	Annual Financial Summary Report


	Story
	Date
	Leader’s Name
	Address
	Dear :
	On (date) , I sent you a written communication indicating that certain required annual 4-H reports were delinquent and must be completed and turned in to me before (deadline date) . 
	Unfortunately, I have not received these reports and I have no choice, at this time, but to notify you that your leader status has been moved to inactive. As a result, you are no longer authorized to meet with youth in the name of 4-H for any reason. Members of your club will be notified immediately and every attempt will be made to locate a new leader for the club or move youth into other existing clubs within the county. 
	Any property or financial accounts open in the club’s name will be handled in accordance with group-disbanding guidelines outlined in the Financial Manual for 4-H Treasurers. 
	If you have any questions or concerns about this decision, please contact me at (insert appropriate county-specific numbers, emails, office hours, etc.) .
	Sincerely,
	(Your signature)
	Your Name
	 County 4-H Program Coordinator
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	Put this letter on MSU Extension county letterhead
	Put this letter on MSU Extension county letterhead
	Send this by (normal or return-receipt requested) mail
	Letter 1 to a Council, Board or Committee That Did Not Submit an 
	Letter 1 to a Council, Board or Committee That Did Not Submit an 
	 
	Annual Financial Summary Report

	Date
	Leader’s Name
	Address
	Dear :
	As of today, I have not received the (year) - Annual Financial Summary Report, for your 4-H group, (group name), . The information I have from the previous year indicates the group had a checking or savings account (or treasury) balance of $_____ adult treasurer, it is your yearly responsibility to provide the (county name)  County MSU Extension Office with an Annual Financial Summary Report. The deadline for that report this year was (date) .
	All funds raised in the name of 4-H are public monies. Therefore, 4-H staff are responsible for maintaining the above-named documents in the office and for annual reporting to the federal government. If your group intends to remain active in the coming year, you must complete and turn in these documents to 4-H staff on or before (date) . If your group is no longer active, there are procedures to be followed to disband groups and close their accounts. Please contact the office so we can do this.
	Failure to respond to this letter by the deadline given above will result in the immediate closure of your group for violation of the federal law governing groups that use the 4-H name and emblem. This may result in further sanctions.
	Thank you for your attention to this matter.
	Sincerely,
	(Your signature)
	Your Name
	 County 4-H Program Coordinator
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	Put this letter on MSU Extension county letterhead
	Put this letter on MSU Extension county letterhead
	Send this by (normal or return-receipt requested) mail
	Letter 2 to a Council, Board or Committee That Did Not Submit an 
	Letter 2 to a Council, Board or Committee That Did Not Submit an 
	 
	Annual Financial Summary Report


	Story
	Date
	Leader’s Name
	Address
	Dear :
	On (date) , I sent you a written communication indicating that certain required annual 4-H reports were delinquent and must be completed and turned in to me before (deadline date) .
	Unfortunately, I have not received these reports and, at this time, I have no choice but to notify you that your group is not in compliance with Michigan 4-H Youth Development and Michigan State University’s financial policies. As a result, your group is no longer authorized to work with youth or use the 4-H name and emblem for any reason.
	This communication is being sent to the other leaders and officers (both youth and adult) and the group will need to disband at this time.
	Any accounts and property in the group’s name will be handled in accordance with group-disbanding guidelines outlined in the Financial Manual for 4-H Treasurers. The disbanding process will begin immediately. Your participation and full disclosure in this process is expected. Failure to comply may result in further sanctions.
	If you have any questions or concerns about this decision, please contact me at (insert appropriate county-specific numbers, emails, office hours, etc.) .
	Sincerely, 
	(Your signature)
	Your Name
	 County 4-H Program Coordinator 


	Article 26r摩湡瑯爠e牮猠慢潵琠瑨楳散楳楯測⁰汥慳攠捯湴慣琠浥琠⡩湳敲琠慰灲潰物慴攠捯畮瑹灥捩晩挠湵浢敲猬浡楬猬晦楣攠桯畲猬瑣⸩u牥牳⸠周攠摩獢慮摩湧⁰牯捥獳⁷楬氠扥杩渠業浥摩慴敬礮⁙潵爠灡牴楣楰慴楯渠慮搠晵汬楳捬潳畲攠楮⁴桩猠灲潣敳猠楳硰散瑥搮⁆慩汵牥⁴漠捯浰汹慹敳畬琠楮畲瑨敲慮捴楯湳⸀爠慮礠牥慳潮⸀⁹潵爠杲潵瀠楳漠汯湧敲捴楶攬⁴桥牥牥⁰牯捥摵牥猠瑯攠景汬潷敤⁴漠摩獢慮搠杲潵灳湤汯獥⁴桥楲捣潵湴献⁐汥慳攠捯湴慣琠瑨攠潦晩捥漠睥慮漠瑨楳⸀㐭䠠敱畩灭敮
	4-H Group Financial Record Review Checklist
	4-H Group Financial Record Review Checklist
	It is important that 4-H groups are able to demonstrate that funds raised on behalf of Michigan 4-H Youth Development are handled and managed appropriately. The Annual Financial Summary Report serves this purpose. However, occasionally, 4-H staff have questions or concerns about a 4-H group’s finances. When that occurs, the 4-H Group Financial Record Review Checklist can be useful in systematically reviewing the group’s financial practices. The responses to the questions on the checklist provide an indicati
	1. 
	1. 
	1. 
	1. 

	Name of 4-H group 

	2. 
	2. 
	2. 

	Names of group’s treasurer, leader and other signatories on any checking or savings accounts


	    
	   (Treasurer)      (Leader)
	    
	       (Other Signatory)          (Other Signatory)
	3. 
	3. 
	3. 
	3. 

	Bank’s name and address 


	4. 
	4. 
	4. 
	4. 

	Bank account number 


	Using the documents listed on page 19 of this manual, conduct a financial review by answering the following questions.
	1. 
	1. 
	1. 
	1. 

	Does the 4-H group use prenumbered receipts?   Yes     No


	Add up the receipts from the receipt book. Do the amounts match the account deposits?   Yes     No 
	If no, determine the reason(s) for the difference(s) and explain. 
	2. 
	2. 
	2. 
	2. 

	Did the group hold an event that took in cash?   Yes     No


	If yes:
	a. Is there evidence of a “witnessed” (verified by a signature) cash count by an individual other than the person who made the deposit?   Yes     No
	b. Does each witnessed cash count equal the amount of the deposit?   Yes     No
	c. Does each cash deposit show up on the checking or savings account statement?   Yes     No
	3. 
	3. 
	3. 
	3. 

	Do the group’s account deposits match the amounts that show up on the checking or savings account statement each month?   Yes     No


	If no, determine the reason(s) for the difference(s) and explain
	4. 
	4. 
	4. 
	4. 

	Was the group’s checking or savings account reconciled each month?   Yes     No


	If yes, does the reconciled checking or savings account balance to the month-end amount in the check register?   Yes     No
	5. 
	5. 
	5. 
	5. 

	Were there any cash withdrawals from the group’s checking or savings account?   Yes     No


	If yes:
	a. Is there written documentation that they were legitimate?   Yes     No
	b. Are there any other transactions in the checking or savings account that need further explanation?   Yes     No
	If yes, explain 
	6. 
	6. 
	6. 
	6. 

	Review the group’s minutes and budget.


	a. Is there documentation that all expenditures were approved either through an approved budget or by a vote of the full membership?   Yes     No
	b. Are there expenditures that seem out of place?   Yes     No
	If yes, describe 
	7. 
	7. 
	7. 
	7. 

	Review the group’s Annual Financial Summary Report.


	a. Does the report reflect all of the fund-raising activities the group conducted during the past year?   Yes     No
	b. If the group sold tangible personal property was Michigan sales tax paid?   Yes     No
	c. Does the report reflect all of the expenditures for the year?   Yes     No
	d. Does the report reconcile easily to the closing balance of the last account statement for the year?   Yes     No
	e. Does the report accurately reflect the 4-H property the group owns?   Yes     No
	Tonya Van Buren originally developed the material for this checklist. Julie Chapin, former Michigan 4-H State Leader, 
	Tonya Van Buren originally developed the material for this checklist. Julie Chapin, former Michigan 4-H State Leader, 
	adapted it for use in the 2004 version of the 
	Michigan 4-H Treasurer’s Record Book
	. Betty Jo Krosnicki, 4-H Extension 
	educator, adapted it into a checklist.
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	4-H Group Financial Record Review Checklist, continued
	4-H Group Financial Record Review Checklist, continued
	4-H Group Financial Record Review Checklist, continued
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	4-H Group Disbanding Checklist
	4-H Group Disbanding Checklist
	Please initial the following lines as appropriate.
	The Decision to Disband
	The Decision to Disband

	 The group’s membership (volunteers, members, parents) has held a meeting(s) to explore options for continuing the group with changes. For example, could the group continue:
	• Under different leadership?
	• By dividing into smaller groups, if it has gotten too large to function effectively?
	• By changing the group’s focus to better meet the current membership’s needs?
	 The group’s membership reached agreement that discontinuation is the best alternative. The group decided to disband because 
	 

	Decisions About Future Involvement of Members
	Decisions About Future Involvement of Members

	 All volunteers and members will indicate moves to new groups through the reenrollment paperwork submitted to the office. 
	 All volunteers and members will contact the office directly and disperse to different groups.
	 Certain volunteers or members need assistance finding a new 4-H group. We have requested the office contact the following families 
	 All volunteers and members will no longer be enrolled in 4-H in this county
	Decisions About Group Treasury, Assets and Property
	Decisions About Group Treasury, Assets and Property

	Any 4-H group that disbands must turn over any funds to this county’s Extension office within 10 business days of the group’s final date of operation. All property belonging to the group must be distributed in the same manner. At the time the group dissolves, its members may request that resources be used for a specific 4-H program within another group, the county or the state. The county 4-H program coordinator will consider the request, and if the request is deemed appropriate, the 4-H program coordinator
	Treasury
	Treasury

	 This group never maintained a treasury. An Annual Financial Summary Report is attached.
	 The group has submitted its final Annual Financial Summary Report and all group financial records to the MSU Extension office. (This includes treasurer’s records, minutes, checkbook, etc.) A final Annual Financial Summary Report is required even if the group does not have a treasury.
	 All checking or savings accounts are closed and any remaining money is attached to this form. 
	  Amount   Check/Cash
	 Suggestions for disbursement: 
	Inventory
	Inventory

	  This group has no inventory as indicated in the Inventory of Group Property (Part 5 of the Annual Financial Summary Report).
	  The group has submitted a final inventory of noncash assets and inventory to the MSU Extension office. (See Part 5 of the Annual Financial Summary Report.) 
	  The group’s noncash assets have been delivered to the MSU Extension office.   The group recommends dispersal in the following ways: . 
	 

	Submitted by:
	Submitted by:

	 
	Group President or Club Administrative Leader Signature (Date)
	Thank you for your time and energy devoted to this county’s 4-H program. We truly appreciate the dedication you have shown to the growth and development of our youth. 
	Reviewed by: 
	Reviewed by: 

	 
	4-H Program Coordinator Signature    (Date)
	The  has disbanded and is no longer considered a 
	   (4-H Group Name)
	sanctioned 4-H group in ___________________________  County 4-H effective ________________.
	            (Date)
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	4-H Group Disbanding Checklist, continued
	4-H Group Disbanding Checklist, continued
	4-H Group Disbanding Checklist, continued
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	Figure 2. Sample of a Completed Annual Financial Summary Report, continued.
	Figure 2. Sample of a Completed Annual Financial Summary Report, continued.
	Figure 2. Sample of a Completed Annual Financial Summary Report, continued.


	Part 3. State Sales Tax
	Part 3. State Sales Tax
	Complete this section if the group has taxable sales 
	Complete this section if the group has taxable sales 
	(Part 2, line B).

	 Total taxable sales (Part 2, line B): $
	 Total taxable sales (Part 2, line B): $
	 

	 Divide the amount by 17.67 =  $
	 Divide the amount by 17.67 =  $
	   
	This is the amount of sales tax the 4-H group owes.

	Make check or money order payable to “Michigan State University” and
	Make check or money order payable to “Michigan State University” and
	 submit the check with this Annual Financial 
	Summary Report
	 to the MSU Extension office 
	by the county’s deadline.

	Part 4. Verification of No Account at a Financial Institution
	A signature in this box verifies that this 4-H group did
	A signature in this box verifies that this 4-H group did
	 not have an account at a financial institution during this report 
	period. 
	It further verifies that
	 
	the group had less than $100 (not including 4-H participation fees)
	 
	in its treasury for more 
	than 30 days. 

	If the 4-H group opens an account at a financial institution in the future, the group must notify the county MSU Extension 
	If the 4-H group opens an account at a financial institution in the future, the group must notify the county MSU Extension 
	4-H staff within 10 business days.

	Part 5. Inventory of 4-H Group Property
	“4-H group property” is defined as all items purchased with 4-H group funds as well as all items donated to the 4-H group. 
	“4-H group property” is defined as all items purchased with 4-H group funds as well as all items donated to the 4-H group. 

	If the 4-H group has no property, verify by signing here: 
	If the 4-H group has no property, verify by signing here: 

	If the 4-H group has property, list below and on additional sheets if necessary, all 
	If the 4-H group has property, list below and on additional sheets if necessary, all 
	existing
	 group property. List consumable 
	items (such as food, tape or paper plates) only if the amount is so significant that the items will last more than a year.

	This form section needs to be completed each year.  Writing “same as last year” is not acceptable.
	This form section needs to be completed each year.  Writing “same as last year” is not acceptable.

	If the group disbands, all nonconsumable (not eaten or worn) property must be returned to the MSU Extension office 
	If the group disbands, all nonconsumable (not eaten or worn) property must be returned to the MSU Extension office 
	within 10 business days of the group’s final date of operation.

	Year 
	Year 
	Year 
	Year 
	Year 
	Year 
	Purchased or 
	Received


	Quantity
	Quantity
	Quantity


	Item Description
	Item Description
	Item Description


	Value 
	Value 
	Value 
	When 
	New


	Storage Location
	Storage Location
	Storage Location


	If Discarded Last Year, 
	If Discarded Last Year, 
	If Discarded Last Year, 
	Explain Why



	2012
	2012
	2012
	2012


	1
	1
	1


	4-panel tabletop display 
	4-panel tabletop display 
	4-panel tabletop display 
	board


	94.99
	94.99
	94.99


	Xian Han’s house
	Xian Han’s house
	Xian Han’s house


	Fabric tearing
	Fabric tearing
	Fabric tearing



	2015
	2015
	2015
	2015


	1
	1
	1


	Set of the world’s flags
	Set of the world’s flags
	Set of the world’s flags


	183.60
	183.60
	183.60


	Hudson Barnes’ 
	Hudson Barnes’ 
	Hudson Barnes’ 
	house



	2015
	2015
	2015
	2015


	1
	1
	1


	Tabletop U.S. and 4-H flag 
	Tabletop U.S. and 4-H flag 
	Tabletop U.S. and 4-H flag 
	set


	27.95
	27.95
	27.95


	Hudson Barnes’ house
	Hudson Barnes’ house


	2017
	2017
	2017
	2017


	1
	1
	1


	Storage cabinet for supplies
	Storage cabinet for supplies
	Storage cabinet for supplies


	157.29
	157.29
	157.29


	Hudson Barnes’ 
	Hudson Barnes’ 
	Hudson Barnes’ 
	house



	2018
	2018
	2018
	2018


	1
	1
	1


	Popcorn machine
	Popcorn machine
	Popcorn machine


	99.99
	99.99
	99.99


	Kayleigh Winter’s 
	Kayleigh Winter’s 
	Kayleigh Winter’s 
	house



	2019
	2019
	2019
	2019


	1
	1
	1


	Snow cone maker
	Snow cone maker
	Snow cone maker


	54.69
	54.69
	54.69


	Eden Reinhold’s 
	Eden Reinhold’s 
	Eden Reinhold’s 
	house



	2010
	2010
	2010
	2010


	1
	1
	1


	Copies, 
	Copies, 
	Copies, 
	4-H Backpack to 
	Adventure


	65.00 
	65.00 
	65.00 
	each


	Mrs. VanderM’s 
	Mrs. VanderM’s 
	Mrs. VanderM’s 
	house





	Part 6. Signatures, Review and Approval
	  
	  
	  

	Signature of person who prepared this report               Phone                Date
	Signature of person who prepared this report               Phone                Date

	  
	  
	  

	Signature of person who reviewed and approved this report       Phone                Date
	Signature of person who reviewed and approved this report       Phone                Date

	  
	  

	Signature of 4-H staff who approved this report              Date
	Signature of 4-H staff who approved this report              Date
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	Financial Record Review
	Financial Record Review
	It is important that 4-H groups are able to demonstrate that funds raised on behalf of Michigan 4-H Youth Development are handled and managed appropriately. The Annual Financial Summary Report serves this purpose. However, occasionally, 4-H staff have questions or concerns about a 4-H group’s finances. When that occurs, the 4-H program coordinator has the authority to use the 4-H Group Financial Record Review Checklist (found on pages 59 to 60 of this manual), to systematically review the group’s financial 
	IRS Form 990
	Three Versions
	This form must be filed annually for a 4-H group to maintain its tax-exempt status with the IRS. There are three versions of IRS Form 990:
	1. 
	1. 
	1. 
	1. 

	Form 990-N (the e-postcard) is for groups with annual, gross receipts of $50,000 or less (over three years)

	2. 
	2. 
	2. 

	Form 990-EZ (the shorter version of the long form) is for groups with gross receipts of less than $200,000 and total assets less than $500,000 (over one year) at the end of the tax year 

	3. 
	3. 
	3. 

	Form 990 (the long form) is for groups with gross receipts over $200,000 or total assets greater than or equal to $500,000 (over one year) at the end of the tax year 


	How to Determine Which Version to File
	The group’s Annual Financial Summary Report determines which version of Form 990 must be completed because the “total revenues for the year” line on the Annual Financial Summary Report gives the group’s annual, gross receipts. (The IRS’ definition of annual, gross receipts is the total amount the organization received from all sources during its annual accounting period, without subtracting any costs or expenses.) The flow chart on page 33 of this manual provides a visual explanation of how to determine a g
	Note about calculating the income for groups such as livestock or small animal councils: It is important to remember that if the group holds a sale, it is not responsible for reporting on the total amount of the sale. Since the sale is considered to be a transaction between two individuals, the seller and buyer, and the council is viewed as the transaction’s broker, “its money” is only what the council keeps as a sale commission.
	From the explanation above and the flow chart, it is clear that a group’s filing status may change. Just as a group’s annual, gross receipts might compel it to move from filing a 990-N to either a 990-EZ or 990, if the group drops below the gross receipts test and no longer meets the requirements for completing the 990 or 990-EZ, it may be able to complete the 990-N. Prior to filing a 990-N, consult with a tax preparer to see if current law supports this change and remember to keep documentation about why i
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	Figure 3. How to Decide Which IRS Form 990 to Complete for a 4-H Group.
	Figure 3. How to Decide Which IRS Form 990 to Complete for a 4-H Group.
	Does the group have annual, gross receipts that are normally less than 
	Does the group have annual, gross receipts that are normally less than 
	or equal to $50,000?
	*

	Yes
	Yes

	File 
	File 
	Form 990-N, an
	 e-postcard

	No
	No

	Are the 
	Are the 
	group’s assets less than 
	$500,000?

	Yes
	Yes

	Does the group have
	Does the group have
	 gross 
	receipts less than $200,000?

	Yes
	Yes

	File Form 990-EZ
	File Form 990-EZ

	No
	No

	No
	No

	File Form 990
	File Form 990

	According to the Internal Revenue Service:
	*

	1. 
	1. 
	1. 
	1. 

	Gross receipts are defined as “the total amounts the organization received from all sources during its annual accounting period without subtracting any costs or expenses.”

	2. 
	2. 
	2. 

	An organization’s gross receipts are considered to be $50,000 or less if the organization:
	• 
	• 
	• 
	• 

	Has been in existence for 1 year or less and received, or donors have pledged to give, $75,000 or less during its first taxable year;

	• 
	• 
	• 

	Has been in existence between 1 and 3 years and averaged $60,000 or less in gross receipts during each of its first two tax years; and

	• 
	• 
	• 

	Is at least 3 years old and averaged $50,000 or less in gross receipts for the immediately preceding 3 tax years (including the year for which calculations are being made.)
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