




Dear Members, Volunteers, and Advisories,  

 

Thank you for your active participation in South Carolinaõs 4-H Program!  It is our intention 

that this book will help you in your endeavors as treasurer or  leader.  This book is designed 

to alleviate stress and answer questions about your 4-H account that you may have or that 

may arise throughout your service.   

 

This handbook is full of examples that will clearly show how forms are completed and 

records kept.  Based on the 4-H Treasurerõs Book, originally developed by Cooperative 

Extension at Michigan State University, South Carolina 4-H Youth Development has put this 

book together specifically designed to fit your needs!  

 

4-H members, there are examples for you and a chance for you to practice in a couple of 

areas.  Leaders, be vigilant in finding the òLeader Look-Outó inserts which are filled with tips 

to help your youth.  Lastly, if you are the treasurer of an advisory committee, be sure to 

check out the òAttention Advisoriesó boxes with special notes just for you. No matter what 

your title, feel free to copy any of the forms in this book for your needs.  Again, we wish 

you nothing but success with your work! 

 

      Sincerely,  

      Clemson University Extension 

       South Carolina 4-H Youth Development  

South Carolina     

4 -H Treasurerõs 

Handbook  

The South Carolina 4-H Youth Development Department wishes to acknowledge the following individuals for 

their tremendous help in making this book a reality for South Carolina 4-Hers, volunteers, and advisories. 

 

Cooperative Extension, Michigan State University 

Deon Legatte,  Kershaw County 4-H Agent 

Sarah Meadows, State 4-H Intern 

Daniel Bozard, 4-H Director of Development 

Amy McCune, 4-H Events Coordinator 

Cyd Brown, Greenville County 4-H Agent 

Jennifer Taylor, 4-H Volunteer  
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To our adult volunteer leaders:  

 

The order of this handbook is intentional.  The tax exempt 

status is placed at the front of the book due to the complexity 

of the matter.  All 4 -H clubs which plan on raising money must 

be chartered through the South Carolina state 4 -H office which 

will contact the National 4 -H Headquarters.  After requests 

have been processed there, the newly formed club will receive         

recognition from National 4 -H Headquarters. Information      

concerning this and other topics for leaders may be found in 

this first section entitled òLeader Look-Out.ó 

Leader  

Look-Out 
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Gaining National Recognition  

Employer Identification Number (EIN) (p.8) 

Name of Organization*  

Care of Name* 

Address* 

Advised (Write the name of your county and your 

tax period.)  
 

Sending an E -Postcard  

Organizationõs legal name* 

Other names your group may use 

Mailing Address* 

Website address 

Organizations EIN 

Name and address of the principle officer* 

Organizationõs tax year 

Confirmation that your gross receipts usually are 

under $25,000 or less. 

http://epostcard.form990.org 

 

   *As appeared on the IRSõs SS-4 form 
    (Employer Identification Number Application (p.8)) 

 

 

 

Tax Exemption Status  

In order for your club or organization to be considered 

tax exempt under the IRS Code 501(c)(3), you must 

gain National 4-H recognition. While it takes some effort 

to get tax exempt status,  becoming a 4-H club that is 

tax exempt can be very beneficial because formally 

authorized 4-H groups are exempt from paying federal 

income tax on funds they raise on behalf of 4-H and also 

because donors to 4-H may deduct contributions that fall 

under the IRS Code.   

 

To become nationally recognized, you should follow the 

instructions in the column to the right.  This information 

should be sent to the South Carolina state 4-H office.  

They will then contact the National 4-H Headquarters.   

4-H clubs must get notification from the National 4-H 

Headquarters before they will be included in the 

National 4-H GEN list. Do not expect this exemption 

status to happen overnight. National 4-H 

HeadquartersðUSDA forwards information to the IRS to 

update the GEN 2704 list.  No ñnewò clubs will be 

recognized as tax exempt unless they have been sent a 

letter which indicates the National 4-H does recognize 

that group.  

 

Once notification has been received that the 4-H club 

has been added to the National GEN, every 4-H club 

with an EIN must file an 990-N e-Postcard. On the 

fifteenth day of the fifth month, the end of the tax year,  

4-H clubs and organizations may begin to file their         

e-Postcards for the year.  For South Carolina, who runs 

a June to July annual fiscal year, November 15 is the 

legal start date to start filing your e-Postcards. While     

e-Postcards are not available in paper form, instructions 

for sending out E-Postcards are on the right  also.  

NATIONAL 

RECOGNITION  

Leader  

Look-Out 
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Getting on the National 4-H GEN List 

1. Complete EIN (p. 34). 

2. Submit to SC state 4-H office. 

3. Wait on notification from National 4-H Headquarters. 

4. Submit annual e-Postcard. 

http://www.irs.gov/app/scripts/exit.jsp?dest=http%3A%2F%2Fepostcard.form990.org%2F


EIN Application  

If your group has a bank account of any kind, you MUST 

apply for an Employer Identification Number (EIN) if you 

do not already have one.  You may get one of these 

from the Internal Revenue Service using Form SS-4.  

This form is available on page 34.  Figure 1 on the 

following page shows explanations from the National     

4-H website and a complete example for you to follow is 

on page 10 labeled Figure 2. Blank copies are available 

for use from your local Extension office.   

 

Make sure that you put 4-H as the first word of your 

group name so that you will not be overlooked for 

nonprofit status.  Once you get your EIN, you should 

notify your bank and county Extension office.  Failure to 

do this can result in a fine of $50.  There are several 

methods listed below by which you may apply. 

1. Mail it to: EIN Operation, Holtsville, NY 00501. 
(Allow 4-5 weeks.) 

2. Fax it to: 631-447-8960.  (Allow 4 working days.) 

3. Call: 800-829-4933, Monday-Friday 7:30 AM to 
5:30 PM.  (Immediate.) 

4. Apply online at: 

 http://www.irs.gov/pub/irs-pdf/fss4.pdf  

 

Also, if your group wishes to pay an individual for 

services such as judging or acting as ring master, a 

1099 form  should be completed from the group.  Below 

is a link to the IRSôs webpage. 

http://www.irs.gov/pub/irs-pdf/f1099msc.pdf 

Councils may provide a check for a scholarship to the 

parents of the child as long as the check is noted as a 

scholarship reimbursement. 

FORMS AND 

DOCUMENTATION  

 

 

 

Donation Doõs and Donõts 

Non-cash donations to groups such as consumable 

donations of supplies or food should be documented in 

writing  to the donor thanking them for the gift.  The club 

should retain a copy of the letter for its permanent 

records.   

 

Items such as equipment should only be accepted if the 

group accepts the responsibilities of ownership, care, 

maintenance, and insurance.  For anything valued over 

$100, a receipt must also be given.  For values of $5000 

or more, the IRS requires specific written documents in 

which case you should consult an attorney. 

 

Appraisals for the value of goods should never be 

performed by the 4-H group, staff or volunteers.  That is 

the responsibility of the donor with his or her tax advisor 

as well as qualified appraisers.  Never may a donor 

specify any individual to benefit from the donation 

despite the type of item.  Your club or group should 

never feel obligated to accept non-cash gifts. For 

specific incidents,  you should contact your 4-H agent. 

 

Items that cannot be accepted by clubs from donors or 

purchased by the club for the use of 4-H are vehicles 

and animals.  Should you, as a volunteer, want to 

accept it on behalf of the group, you will be solely 

responsible for getting the tax deduction even if you 

allow your 4-H group to use the donation.  In the case of 

an animal, the purchasing of supplies when used only 

for 4-H club activities may qualify you for tax-exempt 

usage or be considered a charitable donation. 
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Figure 1. National 4 -H Recommendation: SS -4 



Figure 2. Sample Completed EIN Application  Page 10  


