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The 4-H Club Executive

Treasurer
Responsibilities:

•	Contact the Club’s bank and fill in new signature cards.

•	Keep an accurate, up-to-date record of Club finances.

•	Give a Treasurer’s report at Club business meetings and a written report to 
the Secretary.

•	Move your report be adopted for review purposes.

•	Collect members’ dues.

•	Deposit income in the Club’s bank account and to provide receipts when 
receiving money for the Club.

•	Pay bills on behalf of the Club and to keep a copy of receipts received 
when bills are paid.

•	Co-sign Club cheques.

•	Check your records against the bank statement when it arrives. Be sure 
figures agree.

•	Keep all receipts, cancelled cheques and bank statements.

•	Prepare a financial statement at the end of the Club year.

•	Make a list of all the items the club owns (inventory).

•	Have a financial review done on books at the end of the Club year.

•	Assist the President and other officers in preparing meeting agendas.



The 4-H Club Executive

	 Treasurer’s Report

	 A Treasurer’s report should be given at each business meeting of your Club. 
Here are some tips on what you should include in your report.

•	 Opening Club bank balance since the last Treasurer’s report.

•	 Income received since the last Treasurer’s report. The income 
received should be itemized, that is, tell the members where the 
income came from and how much it was.

•	 Expenses paid since the last Treasurer’s report. Depending upon 
how many expenses were paid, the Treasurer can itemize the 
expenses as well. If the expenses were for one event, the Treasurer 
may report the total expenses rather than stating every expense to 
the group. Be prepared, however, to answer any questions from the 
Club regarding each individual expense. 

•	 Closing bank balance after income received and expenses paid are 
taken off bank account. 

•	 Some Clubs ask the Treasurer to report any outstanding income or 
expenses that the Treasurer knows about but has not received or 
paid.

Additional Notes:




