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Instructions for Completing the 
Annual 4-H Group Budget

& Financial Report Form.
The Annual 4-H Group Budget and Financial Report Form is the road map or plan for the 4-H group’s income generation and spending for the year.  It is NOT good fiscal management to not have a financial plan in place.  This document takes you through the parts of the Annual 4-H Group Budget & Financial Report Form and the times when the report is completed.

Front page:
First lines

This covers information about your individual 4-H Group.  Fill in the information requested 

including dates covered by the report,  your group’s name and EIN.  List your group’s goals and 
anticipated financial needs for the upcoming 4-H year.

Budget


Note the three columns.  The first (A) is the proposed budget for the year. (These amounts are transferred from Column C on the past years Annual Group Budget and Financial Report Form.)  The second column (B) is for the actual amounts taken in and spent for the year and is filled out at the end of the 4-H year.  The third column (C) will also be filled out at the end of the year and is the proposed budget for the new year.  These amounts are transferred to a new form at the beginning of the new 4-H year.   Remember, the budget may be set by the entire 4-H group or a subcommittee (who then present the proposed budget to the entire group for approval).  Either way, it is discussed and voted for approval by the entire group.  It is not the sole responsibility of the Club Leader.  The group’s treasurer should be a part of this group.
Expenses for items that fall under the accepted proposed budget can be paid without action from the entire group provided it is requested with the appropriate transaction form and receipts are attached.  It the expenditure is not included in the adopted budget, the bill must come before the 4-H group for approval to pay.  Ideally, a proposal to purchase the items should be approved by the group before the purchase is made.
Columns

Let’s review the Columns:

Column A is the proposed budget for the year.  It is the amounts of money your group thinks they will raise or spend in the year.
Column B is the actual income from all sources and the spending for the year.  This is completed at the close of the current 4-H year.  It is the final summary of actual spending.
Column C is the proposed budget for the new 4-H year.  Use the amounts in the actual column (Column B) to set the proposed budget for the new year.  Remember, this proposed budget must be approved/adopted by the entire 4-H group.
Categories
The budget is made up of Income and Expense categories and what they include. 

A. The following are found under Income:

· Beginning Balance – this is brought forward from the end of previous year and is the actual amount.

· Membership Fees/Dues – monies collected from the members are summarized on this line.

· Fundraisers – this includes monies raised as a result of the groups fundraising.  Could include candy sales, calendar sales, bake sales, car washes, etc.  They are identified and listed individually on these lines.  
· Solicited Gifts/Donations – monies that your group receives that they have requested.  It is monies that the group seeks out grants or donations/contributions received from businesses or individuals.  Monies from award sponsors that you have requested payment for would go on this line.

· Unsolicited Gifts/Donations – monies given to your group that you didn’t seek out.  It might be a donation from the local United Way.

· Grants – monies received from grant applications.  This is money that you have sought out, where a financial report is required as part of the final report.  

· Activity/participation fees – monies that is collected but is then paid out.  These are monies that are collected from individuals and then one check is written from the group’s treasury to pay the fee.  

· Other – this category includes any income dollars that were not included under one of the above categories.

· Total Income is the addition of all of the above monies, including the Beginning Balance.

B.  The following are found under Expenses:
· Meeting Expenses –monies paid out for meetings.  It could include the rental fee for room space or food that the group buys for meetings.
· Awards and Recognition- monies paid out for group awards and/or recognition items.  An example might be the cost of Birthday cards for club members or gift item for retiring group leader.

· Recreation –monies paid out for recreational events.  Examples might be 

bowling fees for group members on bowling night, cost of softballs for softball practice or member tickets for a local play.

· Scholarships (events/activities) – monies paid out that are the groups share of the cost for selected events/activities.  An example would be the groups share of the cost for members who attend 4-H camp. It is the amount the group is going to pay for the individuals who go to camp.

· Community Service –monies paid out for supplies for Community Pride projects or cost of gift for the Sharing Tree.

· 4-H Promotion – monies paid out for group promotion.  It might include costs of give-away items for Get Green Night and/or the cost of a newspaper ad inviting community people to attend an event sponsored by the 4-H group. 

· Other – listed here would be the expenses that do not fall under any of the above categories.

· Total Expenses is the addition of all of the above dollars spent.
C.  Ending Balance is the subtraction of the total expenses from the total income.  The ending balance in Column B is the amount carried forward for the proposed budget (Column C) for the new year.

Back Page:

Proposed Fundraisers for next year
The amount needed to fund raise to meet the group’s budget goals is the amount of money the club must raise to maintain an operating balance for the new year.  It is monies needed to cover the expenses of projects listed on page 1 that are not covered by the beginning balance, dues or donations. 

The next section is where you list the fundraisers that the club plans on conducting, when it will be done and who is taking responsibility for organizing it.  Don’t forget to send in your Fundraiser Approval Form before you do any fundraising.

Savings/Investments
Here is where the 4-H Group’s Savings and Investment Accounts (Endowments, CD’s, Savings Accounts) are accounted for.  You need to include the name and address of the Financial Institution, the account number, the end of the year balance and the purpose of the account.  (examples might be one-year operating reserve or new recreation equipment).  If your interest isn’t automatically added to the principle of the account, the interest should show up under “other income” in the budget. 

 Signatures and group’s approval of report
Upon completion of this report at the end of the year, the group treasurer, president and adult leader must sign the report, verifying it’s accuracy.  This is done once the entire report is given at a group meeting to be approved by the group.  

The group’s financial records for the past year must be Reviewed/Audited by someone other than the treasurers or treasurers’ families, or the club leader or club leaders’ family.  When necessary, corrections need to be made and the review or audit will reflect those changes.  The audit committee then signs off on the form verifying it’s accuracy or changes.
The completed and signed form is then turned in with your 4-H Charter Application.  This is due by November 1.  It is then reviewed & signed by the Program Coordinator or Regional Educator.
If any of the above information is missing from the Annual 4-H Group Budget and Financial Report is missing, it will be returned to the group leader and the Charter process will be delayed.

NOTE:  For Federations/Leaders Councils, you may attached a computer printout of your end of year report in place of Column B.  All other information on the form must be completed. 
