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King County 4-H Association Policies and Procedures      4HA1007A
Financial Summary Report to WSU Extension      
                    Must be Submitted Annually by ALL King County 4-H Clubs/Entities per Washington State 4-H Policy
Pages 1 and 2 Due by Dec 31 to King County WSU Extension office

Reporting Year - Oct 1, 20___ to Sept 30, 20___

Date Received in County Office__________

 If no club/entity funds were handled-check appropriate box, provide club name, sign form and submit
     ( Family club-only one family’s funds used for 4-H.

     ( No funds collected or disbursed for club/entity use.

          Explain how KC 4-H Association program fees were paid________________________________
     ( Other________________________________________________________________________

	Club/Entity Name
	Club/Entity #

	Bank Name
	Tax ID# (EIN)


	
	Checking Account #_____________________________
	Savings Account #_______________________________

	Balance on 10/1
	
	

	Income during year
	
	

	Expenses during year
	
	

	Balance on 9/30
	
	


List any Donors and Fundraising Activities

	
	$

	
	$


Date IRS Form 990 filed (required only if gross $50,000 or greater)  _____________________________

Attach list of equipment or other assets the club/entity owns.  Include date acquired and current value.

Club Leader____________________________   ___________________________________  ___________ 

                     Printed



          Signature




          Date
Club Treasurer__________________________   ___________________________________   ___________
                                Printed



          Signature




           Date
     Peer Review on page 2 must be completed and submitted as a part of this form.
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Required Peer Review of Books
1)  To be completed by two club parents not related to Leader or Treasurer. 
        If two parents not available, two parents from another club should complete the review.  
2)  Procedures and accuracy of accounts should be reviewed using check sheet on page 3.
        It is not a check for fraud but fraud must be reported to the Extension office if found.

3)  Peer review report below must be completed and submitted with Financial Summary Report

________________________________________________________________________________________

                                                Peer Review Report

Name of Club/Entity Reviewed___________________________________________________________

The undersigned reviewed the annual Financial Summary Report to WSU Extension 4HA1012 and club financial activity from Oct 1, 20_______ to Sept 30, 20______ using the Peer Review Check Sheet.
The funds were found (to be) (not to be) in balance and correctly accounted for.  

Peer Committee Recommendations for future improvements:

Signatures of those completing Peer Review 

____________________________   ___________________________________  ___________ 

 Name Printed


               Signature




                Date

____________________________   ___________________________________   ___________
 Name Printed                          
               Signature




                 Date

Pages 1 & 2 must be completed and 
 submitted to King County WSU Extension office by Dec 31
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Peer Review Check Sheet

Club/Entity Name__________________________________________________________________
Y   N  

(   (  Does this group have a treasury?                                     
(   (  Are the group’s funds on deposit at the bank?
(   (  Have funds raised been reported and deposited appropriately?    

(   (  Does bank statement balance agree with balance in Treasurer’s Book?
(   (  Are amounts received and amounts spent shown in Treasurer’s Book with a transaction explanation?

(   (  Have checks been signed as required by two club authorized non-related people? 

(   (  Have all disbursements been made by check?
(   (  Have any checks been made payable to cash?
(   (  Are all checks pre-numbered and pre-preprinted?

(   (  Have any counter checks been used?

(   (  Do all disbursements have supporting documents showing evidence of purchase, receipt and approval?
(   (  Are above supporting documents cancelled in a manner that assures they cannot be reused?
(   (  Are petty cash funds used?
(   (  Are voided checks organized and available for inspection?
(   (  Are printed pre-numbered receipt forms properly used for receipt of cash?
(   (  Is “for deposit only” placed on incoming checks as soon as received?
(   (  Are duplicate copies of receipts for cash maintained?
(   (  Are cash overages or shortages properly recorded in books?
(   (  Are volunteers prohibited from using cash received to make cash disbursements?
· (  Are adequate physical facilities provided for safeguarding cash in the possession of individuals  

          authorized to handle cash?
(   (  Are bank deposits certified by mean of a duplicate deposit slip or entry in the check register?
· (  Are checks returned by the bank for insufficient funds controlled and a follow-up maintained?
· (  Are monthly and year-end reports provided by the treasurer including: account balances, receipts, 

          expenditures and closing balances?

Please retain a copy of all pages of this completed form as a part of your club/entity financial data
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Extension programs and employment are available to all without discrimination. Evidence of noncompliance may be reported through your local Extension office.
