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Dear Members, Volunteers, and Advisories,

Thank you for your active participation in South Carolina’s 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 Treasurer’s 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 “Leader Look-Out” 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 “Attention Advisories” 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

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 “‘Leader Look-Out.”
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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
Headquarters—USDA forwards information to the IRS to
update the GEN 2704 list. No “new” 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.
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Gaining National Recognition

Employer Identification Number (EIN) (p.8)
Name of Organization®
Care of Name*

Address®

SO

Advised (Write the name of your county and your
tax period.)

Sending an E-Postcard
Organization’s legal name*

Other names your group may use

Mailing Address*

Website address

Organizations EIN

Name and address of the principle officer*
Organization’s tax year

Confirmation that your gross receipts usually are

under $25,000 or less.

S T O

http://lepostcard.form990.org

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

Getting on the National 4-H GEN List

I.  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.

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

2. Faxitto: 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/publirs-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 IRS’s webpage.

http://www.irs.gov/publirs-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.

Leader
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Donation Do’s and Don’ts

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.

ltems 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.

ltems 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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Application for Employer Identification Number

OMB No. 1545-0003

Rev. July 2007) (For use by employers, partnerships, trusts, estates, churches, EIN
— government agencies, tribal entities, certain individuals, and others.)
Internai Revenue Service >s«.opmmmommmm » Keep a copy for your Yourclubnameshouldbh
1 Legal name of entity (or individual) for whom the EIN is being requested spe cific either through a
: CLUB / GROUP NAME o PSR A,
2 Trade name of business (if diff 1 —— |3 Executor, administrat P Y
(Us Fill'in all fields g identifying the county as
ually blank) (Principle contact) :
48 Maling address ( com, apL, as needec_j, OF [ T5a Steet address (f differ well. EXAMPLES:
per the tips Share-N-Win 4-H Club
4b City, state, and ZIP code (if for rovided Sb City, state, and ZIP (unique name); Calvert

Type or print clearly

County 4-H Horse Club

6 County and state where principal business is located

\__(generic name with count}y

Ta Name of principal officer, general partner, grantor, owner, or trustor

LEAVE BLANK

7b  SSN, ITIN, or EIN
LEAVE BLANK

Isthsapplncntonfovalmitedhabinymryu(:)(or
a foreign equivalent)? [] Yes [/] No

8b If 8ais “Yes,” enter the number of
LLC members »

If 8a is “Yes," was the LLC organized in the United States?

[] Yes [] No

g®

Typootomﬁy(checkodyonebox) Caution.lfsans'Yes soethonrstmctnonsforthecmectboxtocheck

[ sole proprietor (SSN)
B Partnership

[C] Corporation {enter form number to be filed) »
[ Personal service corporation

[] Church or church-controlled organization

[J other nonprofit organization (specify) »
Other (specify) » 4-H Clubs & Affiliated 4-H Organizations

[JJ Estate (SSN of decedent)
O Plan administrator (TIN)
(J Trust (TIN of grantor)
[ National Guard

(] Farmers' cooperative [] Federal government/military
] remic
Group Exemption Number (GEN) if any »

a State/local government

[ indian tribal
2704

If a corporation, name the state or foreign country State
(it applicable) where incorporated SKIP

Foreign country
SKIP

10

Reason for applying (check only one box)
a Started new business (specify type) »

[J Hired employees (Check the box and see line 13.)

[J compliance with IRS withholding regulations
§7] Other (specify) » Starting 4-H Club or Starting 4-H Organization

[ Banking purpose (specify purpose) »
[J Changed type of organization (spacify new type) »
[ Purchased going business

[J Created a trust (specify type) »

[ Created a pension pian (speciy type) »

This is
typically

11

Date business started or acquired (month, day, year). See instructions.

12 Closing month of accounting Y, y,_/es
14 Do you expect your employment ity to be $1,000

13

15

or less in a full calendar year? [/]Yes [ INo (if you
expect to pay $4,000 or less in total wages in a full
calendar year, you can mark “Yes.")

These
entries are

appi:canhsawhﬁvoldmgagan enter date income will first be paid to

»> (Usually skipped)

typically “0" E]

[C] Accommodation & food service [] Wholesale-other

Health care & social assistance (] Wholesale-agent/broker
[ Retail

Other (specify) Education

17

nonresident alien (month, day, year) .
Youth Development and education

products produced, or services provided.

18

Highest number of employees expected in the next 12 months (enter -0- if none).
Agricultural [ Household Other

Check one box that best describes the pri

[J construction [] Rental & leasing ]

Haatheapplmﬁomnyshownonune1avaapplndforandrocuvedanﬂ

If “Yes,” write previous EIN here

N? [] Yes [] No

Third
Party
Designee

o. o' ~
First date wages or annuities were paid (m r
[JJ Real estate [] Manufactuing [] Finance & insurance 4|
Indicate principal line of merchandise sold, specific construction work done,
Complete this section only if
Designee's name

This is a SAMPLE SS-4
4-H CLUBS & AFFILIATED

Address and ZIP code

Under penalties of perjury, | declare that | have exanj
Name and title (type or print clearty) P

Signature »

or email 4-H_tax_info@cs

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions.

applying for an EIN and wishing to be included under
the National 4-H Group Exemption.

Questions?
Contact your state 4-H program office,
visit http://www.national4-hheadquarters.gov

Fhe completion of this form.

hee’s telephone number (include area code)
)

pnee's fax number {include area code)
)~

fant’s telephone number (nclude area code)
)

jcant's fax number (include area code)

rees.usda.gov )

form for those
ORGANIZATIONS

Figure 1. National 4-H Recommendation: $S-4

Cat. No. 16055N Form SS-4 [Rev. 7-2007)



Y | Application for Employer Identification Number OMB No. 1545-0003
(Rev. July 2007) (For use by employers, corporations, partnerships, trusts, estates, churches, EIN
government agencies, Indian tribal entities, certain individuals, and others.)
Cepartrment of the Treasury
ntemal Revenue Service > See separate instructions for each line. > Keep a copy for your records.
1 Legal name of entity (or individual) for whom the EIN is being requested
. 4-H Guys & Gals 4 Green Club
-.’:‘ 2 Trade name of business (if different from name on line 1) 3 Executor, administrator, trustee, “care of” name
_i§ Harrold Heleful
4a Mailing address (room, apt., suite no. and street, or P.O. box) | 5a Street address (if different) (Do not enter a P.O. box.)
fg 732 Extension Boulevard
Q.| 4b City, state, and ZIP code (if foreign, see instructions) 5b City, state, and ZIP code (if foreign, see instructions)
5 Hometown, South Carolina 29997
8_ 6 County and state where principal business is located
2 Homecounty, South Carolina
7a Name of principal officer, general partner, grantor, owner, or trustor 7b  SSN, ITIN, or EIN
8a Is this application for a limited liability company (LLC) (or 8b If Bais "Yes," enter the number of
aforeign equivalent)? . . . ; [ Yes 4&# No UWCmembers . . . . »
8c If 8ais "Yes,” was the LLC organized in the United States? . . . . . [JYes [J No
9a Type of entity (check only one box) Caution. If 8a is “Yes," see the lnstrucnons for the correct box to check

[J sole proprietor (SSN) | | [] Estate (SSN of decedent) :
| Partnership (] Pian administrator (TIN)
[ corporation (enter form number to be filed) » [ Trust (TIN of grantor)
[J personal service corporation (] National Guard [ stateflocal government
[0 church or church-controlled organization [0 Farmers' cooperative [] Federal govemmentmilitary
[J other nonprofit organization (specify) » [J remic [J indian tribal governments/enterprises
# Other (specify) » 4-H Clubs & Affilliated 4-H Organizations Group Exemption Number (GEN) if any »
9b If a corporation, name the state or foreign country State Foreign country
(if applicable) where incorporated
10  Reason for applying (check only one box) O Banking purpose (specify purpose) »
[] started new business (specify type) » O Changed type of organization (specify new type) »
[0 Purchased going business
[[J Hired employees (Check the box and see line 13.) [J Created a trust (spacify type) »
O Compliance with IRS withholding regulations [0 Created a pension plan (specify type) »
& Other (specify) »Starti
11 Date business started or acquired (month, day, year). See instructions. 12 Closing month of accounting year August
14 Do you expect your employment tax liability to be $1,000
13 Highest number of employees expected in the next 12 months (enter -0- if none). or less in a full calendar year? vyes [INo (if you
Agricultural Household Other expect to pay $4,000 or less in total wages in a full
-0- -0- -0- calendar year, you can mark “Yes.")
15  First date wages or annuities were paid {month, day, year) Note. If appllcant is a wlthholdmg agent, enter date income will first be paid to
nonresident alien (month, day, year) . . . . . e e . >
16  Check one box that best describes the principal activity of your business. [C] Health care & social assistance [ Wholesale-agent/broker
[J construction [ Rental & leasing [ Transportation & warehousing [[] Accommodation & food service [[] wholesale-other  [] Retail
[] Real estate [J Manufacturing [ Finance & insurance M Other (specify) Education
17 Indicate principal line of merchandise sold, specific construction work done, products produced, or services provided.
Youth Development & Education
18  Has the applicant entity shown on line 1 ever applied for and received an EIN? [] Yes Q No
If “Yes," write previous EIN here » :
Camplete this section only if you want to authorize the named individual to receive the entity’s EIN and answer questions about the completion of this form,
Third Designee’s name Designes's telaphone number (include area cods)
Party Allison Agentress ( )
Designee |Address and ZIP code Designes’s fax number (include area cods)
280 Green Street ( 800 ) 5554593
Under penalties of perjury, | declare that | have examined this applicaion. and to the best of my knowfedge and belied, it is true, correct, and complete. | Applicant's takaphone number (includs area cods)
Name and title {type or print clearly) P Harrdd Helpfll( ( 800 )555‘9285
Applicant’s fax number (include area code)
signature B Herrold Hebpfud pate » 01/20/09 ( 800 ) 555-9786
For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat. No. 16055N Form SS8-4 (Rev. 7-2007)

Figure 2. Sample Completed EIN Application Page 10
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IIMPORTANT NOTICE: It is now required that all 4- H|
|clubs complete a Projected Budget/Fundraising PlanI
| (p. 33) for each year and tumn it in to the 4-H agent. Re-
:gardless of whether you chose to fundraise, your group:
Imust turn one of these in annually. It will document all of|
|your group’s plans for
|year and the group will then approve the budget to insure |
I a general consensus and vision of the club. |

Due Dates

The following dates are the deadlines for documentation.
4-H leaders, please go over this list with your youth and

help remind them throughout the year.

C

March 31
Quarterly Summary Report*

May 31
Quarterly Summary Report*

October 31
Annual Financial Reports

November 15
Annual Filing Begins

December 31
Projected Budget/ Fundraising Plan
Quarterly Summary Report*

* Not for Clubs

o)

Note: If your club decides or has decided to terminate the
group, please notify the South Carolina state 4-H Office.
They will handle it.

o

rai F i npgovide the praper doauenentatipn. mon e y

Fundraising Documentation

Fundraising is not required of 4-H clubs. However,
should your group decide to do so, they may raise
money by fundraising, collecting dues, or both. Of
course, the treasury is optional for the club, but if the
group handles money at anytime, no matter how large
or small, 4-H clubs need to set up a treasury and

for

If your group decides to raise funds, make sure that they
are fundraising for the interest of the entire group and
not just a select few. Remind the youth that fundraising
is not the main purpose of having a 4-H club. However,
you may want to encourage the students that, if
possible, they use some of their funds to partially cover
participant costs in county, state, national, and
international 4-H programs.

Don't forget that any money raised for 4-H or using the
4-H name must be used solely for 4-H activities such as
programs, workshops, or 4-H group supplies. Never
should this money be spent on the enrichment of an
individual.

It is best to discourage your group from doing drawings,
raffles and other games of chance to raise money. For
more information on what is allowed, contact the South
Carolina Department of Revenue. Instead, offer
fundraisers that provide the community with a product or
service.

For more information or frequently asked questions on
any of the leader topics, please visit the National 4-H
website below or contact your local 4-H agent.

http://www.national4-hheadquarters.gov/library/4h_polregs.htm

t

he






Duties of an Officer

As the treasurer of your 4-H club or group, you
join the other officers of your club as representatives of
your group. Not only are you, as an officer, a
representative in your meetings and community, you
also represent your club across the state of South
Carolina. The example that you set as an officer is an
on-going task for the duration of your term in office.
Everything you do models the standards and behaviors
of 4-H'ers all across South Carolina.

Duties of the Treasurer

Congratulations on being elected the treasurer
of your 4-H club or group! You should feel honored that
the other members of your club think so highly of you
that they have put you in charge of the club’s money.
As treasurer, you are responsible for keeping records of
the club’s money and bank accounts. This position
requires you to be completely honest and to
demonstrate integrity at all times. Also, it is equally
important that you work cooperatively with the leaders of
your club in addition to the members of your club.

To the right, we have created a checklist for you to use
to make sure that you are meeting all of your
responsibilities. It may seem overwhelming right now,
but your club believes you can handle this, and we do
too! Come on; let’s get started!!

Attention Advisories:

If you are a treasurer for an advisory council,
you don’t have to complete the Monthly Treas-
urer’s Report for Clubs (p.28), but you must do
the Quarterly Financial Cover Sheet Summary
(p-31) and attach it to your group’s Monthly/
Quarterly Financial Report Summary (p. 32).

e e o o o o ¢

Tasks of the Treasurer

Place a check by each item as you accept the tasks.

<> I have informed the bank where my 4-H club has an

account that I am the new treasurer. While there, 1
signed the necessary forms at the back of the book
so that I can write checks out of our account.

I handle all of the money matters for my 4-H club

or group.

I keep an accurate record in the treasurer’s book of
where money comes from and how all of our

money is used.

I deposit funds very quickly into our banking

account after our 4-H club or group receives them.

After the members and president approve that I am
allowed to pay any bills that the club owes, I do so
in a very timely fashion.

Every monthly meeting, I have a summary to report
to the club which tells about how much the club
earned and spent for that month. I also report the
current balances of all of the accounts that our club

has.

<> For my 4-H club, I complete the Monthly
Treasurer’s Report for Clubs (p. 28).

<> I complete the Projected Budget/Fundraising Plan
(p- 33) and the Annual Summary Financial Report
(p-30) at the end of each club year.




Absent Accounts

No bank account? No worries. This next page is just
for you! When paying bills, you may follow the same
procedures as clubs with bank accounts. However,
instead of writing checks from the group’s bank account,
you will purchase money orders or cashier’s checks at
the bank in order to pay your bills.

Another difference includes that when you give the
monthly treasury report, you will leave off the total
adjusted balance. Also, since you don’t have a check
book, you have no need for a check registry. That
doesn’t mean you get off easy though! You still must
keep track of the group’s money—received and
expensed. To do that, you will complete the Record of
Club/Group Finances Form (p. 29). To the right are the
instructions on how to complete the form. There is also

Instructions

I.

The first column says “Date.” That is where you
put the date of the transaction.

Notice that there are two different sections on the
page— “Cash Received” and “Cash Paid Out.” If
your group has a fundraiser, is given a donation, or
collects dues, or anything else that gives money to
your group, then write under the second column
(From What Source) where the money came from.
Under the “Amount” column, write the sum of
money that you were given.

If the group spends money for any reason, write the
reason under the “For What Purpose” column.
Beside that, in the “Amount” column, write the
total money spent.

The last line is the “Balance” column. If you have
written an amount under “Cash Received,” then you
ADD it to your current balance. If the information
is written under the “Cash Paid Out” space, then
you SUBTRACT that amount from your current
balance. Don’t forget to balance your form at the
end of each entry. That insures that your records
are organized and up-to-date!

an example in Figure 3.

Record of Club/Group Finances

Cash Received

Name of Club/Group:¢-H GUYS & (zals ¢ Green

Cash Paid Out

Though you are a treasurer for a group

without a bank account, you still must

complete the rest of the book except 2425

those that are denoted by an asterisk. |2/

Only headlines with a * atthe end are | #2

sections that you may skip since you do

not have a bank account.

Date From What Source Amount For What Purpose Amount Balance
Balancefrom previous page ——————4——————- - ——— —» S 22.46
128 Deposit— Dues 5.00 27.46
Super Saver Suppliers 17.85 9.61
Deposit — Dues 11.00 20.61
Deposit— Dues 3.00 23.61
Balance|carfied to next page ——————4——————— —_———_————— e — — — —» S

Page 14

Figure 3. Sample of Club/Group Finances Form
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Managing Money

The duties of a treasurer vary even still between those
who are managing money for a public club or group and
those who are the treasurer of a private company. A
4-H club is a public group (meaning no one “owns” the
club or group) and is open to all without regard to race,
color, national origin, sex, disability, religion, or age.
This next section is information for groups with bank
accounts. If your club has a bank account, you MUST
have an Employer Identification Number (EIN) (p.8).

Funds raised through special projects (i.e. bake sales)
and money that comes from requiring dues is money for
the entire group to use. The treasurer nor any other
officer has more rights to the money than anyone else.
Since the money is shared by the entire group, as
treasurer, you are responsible for “keeping the books.”
That means that you keep records of your 4-H club or
group’s receipt book, checkbook, check register,
payment vouchers, and bank statements.

Don’t panic! All of this is explained throughout this
book, and you will get the hang of it really quickly! The
best part is that whether your group has $.25 or $2,500,
these same rules apply for keeping track of your
account! Because you are a part of a public group, you
must answer to the public as well. When people don’t
keep up with their receipts and records, conflict can
often arise. To make sure that doesn’t happen, grab a
folder to keep your bank information, and let's start
learning!

Page 15

Receipts

One of the best things you can do as treasurer is to
make sure that your group has a receipt book. Just as
you get a receipt at the grocery store to show what you
purchased, you should always fill out a receipt when
dealing with money.

Your 4-H group needs to have a receipt book which has
pre-numbered, two-part receipts. The top part (usually
white) is what you give to the customer. The bottom
part (usually pink or yellow) should never be torn out of
the receipt book. That copy is for your records. (If your
group does not have one of these, you can find them in
most office supply stores.)

. No. 1207
Receipt
Date__Jahuary 27, 2009
Amount $_12.53
Description

‘Poster Gupplies

Received from
Emma Roberts

Approved by

Timothy Dawson

Figure 4. Sample Receipt

Sometimes writing receipts seems silly or takes up a
little extra time, but getting in the habit of writing them
can really protect your reputation as treasurer. If you do
not write a receipt, there is no way to show that your
group received the money or that you handled the
money in the proper manner. To see a sample receipt,
see Figure 4. If you ever make a mistake while filling
out a receipt, don’t worry. Simply write “VOID” on both
copies and leave them in the in the receipt book.



Rules of Receipts: Dues

As treasurer, all of the members of your 4-H club or
group are going to be turning their dues in to you. It
could get a little chaotic if you were required to write a
receipt for every individual who turns in their dues.
Instead, write each of the members on the Dues Form
(p.25) and record the dues as they are paid. Please
note that this is not an attendance sheet; taking
attendance is the secretary’s responsibility.

Figure 5. Dues Receipt

No. 1208

Receipt
Date Mamn 31, 2009

Amount$_3.00

Description Dues — 3/31/09

Received from

Club Members

Approved by

Timothy Dawson

Club Name ¢-H (Guys & (Fals ¢ (Green

County Hometown

After each meeting that the members are supposed to
pay dues, total up the amount of money and write one
receipt. Write “Club Members” in the “Received From”
box and “Dues” + (date) in the “Description” box. Don'’t
forget to keep the bottom part of the receipt in the re-
ceipt book! (The secretary may keep the top copy for
the permanent records.) Figure 5 shows an example
of this method. Figure 6 is a sample Dues Form. Re-
member that this dues form is just an example. There
is one provided for you in the Forms section. However,
feel free to modify the forms to meet the individual
needs of your club or group!

A
A

O
0%
Q)

Dues Form Amount of Dues to be Paid _$1.00
Date Date and Dues Paid

Name Joined | 437 2/24 3/31 4/28 5/26 6/30 7/28 8,/25 9/29 10/27 11/24 12/29 TOTAL

Timothy Dawson 127 | 1.0 5.0 -

Vlarkus Carter 1/27 1.0 1.0 1.0

Allison Young 127 | 1.0 = =

Garah Martinez 1/27 | 1.0 1.0 --

Ying Allen 127 | 1.0 1.0 =

TRobertBianchi 2/2¢4 - 1.0 -

Emma Reberts 2/2% = 10 | 1.0

Belle Harrison 2(2¢ - 1.0 -

Michael Long 3131 = = 1.0

TOTAL $5-00| $11.00| $3-00

Figure 6. Dues Form




Rules of Receipts: Fundraisers No . 1209
, Receipt e
In the event that your club needs more money than it
. . Date__April 18, 2009
has, you may decide to put on a fundraiser. If you are
conducting a service for individuals like washing cars or Amount$_35.00
selling cookies, it may not be necessary to write Description Car Wash: Shift 2
individual receipts. If you are unsure, this would be Received from |\, . .« ~arcer
i i ' rove
something that you.r adult leaders clould help you decide! Approved by Timothy Dawson
However, you can just do one receipt for the event.
Figure 7. Fundraiser Receipt
If your group is taking turns collecting money, it is a
good idea to write a receipt after each shift to make sure
no money gets lost. If you are taking turns with the
money, it is safest if you let two different individuals der LooK -out o scay iofhe
count the money to make sure that they both got the Led  rece pts © ossiNg u tmat
same total. It won't hurt if you recount it one last time Filing Or\é ofrald Oﬁa ake S\:\te‘out
after they turn it into you. Give the customer part of the youth \Nh\(; s @ 90 d \dgn\ ete
receipt to the individual who turned the money over to money: surer 1S ge\p‘ 100K you
you. See Figure 7 for an example. ue e e_\ (o) celpts are
pfigen ey will P not e s ar
co NSO whether deta
giscret© (e unsure age T
fof vy \f you u_\de\'meSO
need n
included
Letds practiclp!
On the blank receipt, fill out the receipt for
the following situation:
The president of your club went through _ No. 1210
the neighborhood asking for donations for RECEIpt
your club to go to 4-H camp in July and
finished with a total of $21.37. Date
Bonus: Do you give the president the top
part or the bottom part of the receipt? Amount$

Description

do] :snuog ‘awep Jno A :Aq paroiddy

Received from
“uapisaJd Jo awepN :Wo.j paAIRdaYy ¢ (‘AJeA Aew siomsuyy) suoneuop

dwe) :uondiinsaq ‘2€717$ IuUnowy ‘91ep sAepo] :P1eq amsuy

Approved by
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Bank Deposits¥

Going to the bank can be pretty intimidating and very
fast paced, but have no fear. This next section is going
to tell you all about how to make deposits at the bank
and how to write deposit slips!

When someone writes a check to your 4-H club or
group, they should make it payable to your club or
group. Then, on the back of the check, there should be
a place to endorse (sign) the check. The first line
should be signed by writing the group’s name (just as it
is written on the front of the check), and the second line
should be signed by you, as treasurer.

If someone makes the check out to you personally but
intends the money go to your club, on the top line of the
back of the check, write “Pay to the order of (your
group’s name)” and sign the second line. That may
seem like a lot to write, so one alternative is to buy a
rubber stamp with your group’s information as shown in
Figure 8.

Lastly, don't forget to deposit all of the money given to
you in a prompt manner. For money over $10, make
sure to deposit that money within three days of receiving
it. Don’t forget to endorse checks as soon as they are
given to you.

Doing Deposits¥®

To put money into your account, add up all of the
receipts you have written since your last deposit. That
amount should match the value of all of the cash, coins,
and checks you want to deposit. If it does not match,
count again. Once you get the figures to match, you
may begin preparing the deposit slip. These slips are
usually found in the back of the check book. You may
also get individual slips at the bank if you run out. A
sample is shown in Figure 9. (Slips may vary in design
and format.) Follow these instructions when filling out
your deposit slip:

I. Write the date on the deposit slip.

2. Fill in the amount of currency (bills) and coins you
are depositing.
3. Write each check number and its amount separately.

(There is more room on the back if you run out of
spaces.)

4. Make sure to record the amount deposited into the
Checking Account Register (p. 27).

5. Complete a duplicate of the deposit slip and keep
that duplicate with the bank receipt which the teller
will give you at the end of the deposit.

CHECKNUMBER | 7834772
‘@ BANK USA CURRENCY B REAKDOWN 5609
Since 1393
x 100

"*O0 w000 wOL23LETB9 wOOOOOOOOOOm

cor 00 fé‘:‘ee“ cwb
33 ¢ Ga\s A%
M G“\’;\;r. oo
NG

39 60 \
72 87

DOLLARS CENTS

—x 50 CURRENCY
pate: _[March 3o, 2009 1 . 2020

1 w010 COIN
e X 5

BANK USA I x 1 3 CHECKS
Tau

SINCE 1893 Commncy__$33 TOTAL
RO1061067149
ORIGINAL MUST ACCOMPANY DEPOSIT
ACCOUNTNUMBER:, 8;’5—1@2—1‘93 s

Figure 8. (Above): Rubber Stamp
7287 Figure 9. (Left): Deposit Slip

*Groups without bank accounts may skip this section.



As treasurer of your 4-H club or group, you are
responsible for asking the club or group for approval to
pay any bills that you have received. Never pay a bill
without a written bill or invoice first. Once you have
proper authorization from the group, you should write a
check to pay the bills. Paying bills in cash is not safe
because it leaves no proof that you have paid the bills.
Also, if possible, get a receipt when each bill is paid.

Payment Youchers

For any outstanding bills, a payment voucher should be
prepared before the bill is approved by the group
members. After the bill has been approved, write a
check to pay the bill. When you finish, attach the
invoice (bill) or receipt to the payment voucher and finish
completing the voucher (p. 21). You should ALWAYS
make a copy of your check with the matching voucher to
avoid confusion down the road. Figure 10 is an
example of a completed payment voucher.

Figure 10. Payment Voucher

Paywment Veuecher

Club Nama: ¢-H GUYS 4 Gals ¢ zreen Club

Dateof Payment: Fepbruary 25, 2009

Payto: Super Saver Suppliers

{Copy of bill or statement must be attached.)

Items Purchased Project Amount

gchool Supplies,

. alentine’s for Veterans 13.

Censtruction Paper val fForvi $13.98
Heart Candy Valentine's for Veterans $3.87

TOTAL: $17.85

Date of Approval:_ Febriiary 24, 2000

President’s Signature Saral Masfineg Date:12/25/009

Secretary's Signature: Q&I.qa Allea Date: o2 /25/03

Check Number: 513 Date of Cheek: February 25, 2009

Prepared by: Timothy Dawsop

*Groups without bank accounts may skip this section.

Checks*

Now that you have the payment voucher prepared, you
should write a check to pay the bill. Figure 11 shows an
example of a check based on Figure 10 information.
Note that each club should require an adult leader’s
name (not a parent) as well as yours; only that adult
may sign checks with you. No 4-H staff may sign a 4-H
club account. Councils and boards need the president
and treasurer to authorize a check. Follow these steps:

2. Never scratch out a mistake. If you make a mistake,
simply write “VOID” on the check and begin again
on a new check. Keep the voided check for your
records. Do not destroy it!!!

3. Worite the current date on the check.

4. Write the name of the party to whom the money is
owed on the “Pay to the order of” line.

S. Do not leave an excessive amount of space between
your words and numbers to prevent someone from

changing the amount (like from $5 to $50).

6. On the second long line, write out the number of
dollars, AND, and then a fraction with the cents
over 100. If there is no change, then write the
fraction as NO / 100. Try to avoid writing checks
for amounts under $1, but if you have to, start the
line with “Only” and the amount.

7. Sign the check (on the bottom right) with your
authorized signature in the same manner that you
did at the bank when you became the treasurer.
Then get one of the adults whose name is also on
the account to sign it also.

8. On the bottom right line, you may want to write
why you are paying the money just for the purpose
of records.

513

4-HGuys & Gals4 Green Glub pare_February 25, 2009

Hometown, SC

PAY TO $
THE ORDER OF Super Saver Suppliers 17.85

Geventeen and 85/100 DOLLARS

BANK USA
Signature dunot/l.g zkwbon Sand ! E\I

Since 1892
1734 1B3BSS53B92 S0 3 924 57

ForCandy ¢ Supplies

Figure 11. Sample Check



Recording in a Registry*

A check registry is used to record all of your expenses
and deposits together in one place. You may even want .

to keep a register electronically in case you were to lose . Leader Look
the paper. See Figure 12 for more information. The : teach l/l/h,-/e the ~Oyt
following list will help you keep your registry current and hand/e‘/:'ers an l;urpos OF th;
accurate. th Checkf;z Offica oft?ers how, his o,
an regjer. €as O pr
I. Record each check number and the date the check or O'el: Sl‘atemenfglsl:ry eac Urer, it ,'SIOVO
was written in the respective columns. ’ fo InSUI’ e th Onth 2
l t Ins
2. Under “Description of Transaction,” write the CheCk ren -the forms €ve in Lt
name of the party to whom the check was made to haVe leter If OuSeCtiOn h .
payable. the infOrn?afopy to erOU/Q' //ke j:e IS q b /ank
] act; ¢
3. Worite the amount of the check in the "Payment/ %no he D ef/Ce On err trea
Debt” column. r"nan treore Wri,
4. Subtract the payment from the total balance of the ler
checking account. This information should be on
the far right of the registry.
S. To keep up with which checks have cleared the po— .
bank, use the “T” column and simply place a check Dot Descrptionof Tramaction  Debit T (fam) O
by each one that has gone through the bank. (This [ m—— s| oo| 27|46
information will come on your monthly statement s13| 2025| SuperSaver Suppliers | 17| 85| v ol 62
from the bank which will be mailed to you.) 2126 Deposic - Dues 1l ool 20|61
0. The “Fee (if any)” column is the place to record 41| Deposit— Dues 3/ 00| 23|61

fees that the bank has charged you. These fees will

show up on your bill. Just as a payment, subtract

the total amount of the fee from the current balance

to keep yOLlI_‘ registry accurate.

7. Anytime you make a deposit at the bank, record
that amount in the Deposit/Credit column of the
registry. Don’t forget to write the date in the

appropriate  space. For the “Description of
Transaction,” put Deposit. Lastly, add the amount

deposited to the current balance and write the new
balance. This ensures that your registry stays up to
date!

As a note: With the registry and all other bank
statements, receipts, cancelled checks, checkbooks,
deposit slips, and anything else you may have, they
should all be kept together and up to date because your
4-H agent may ask to see your records at anytime (with
or without a prior 4-H member’s concerns) during the

year—not just with your annual financial report.
*Groups without bank accounts may skip this section.

Figure 12. Sample Check Register



The Treasurer’s Report

Once a month, you should prepare a treasurer’s report
to inform the other members of the group of the financial
activity that occurred the previous month. Before the
meeting, complete a Monthly Treasurer's Report for
Clubs (p. 28) which contains the information for the oral
report. After giving the report, follow the plan of action
below to complete your treasury business.

I. Once you have given your oral report at the
meeting, circulate the report.

2. Ask for approval to pay the bills.

Once a group member moves to accept your report,
it will be seconded, and the group will vote on the
motion. If it is approved, the secretary will put a

Attention Advisories:

You will be expected to complete the
Monthly /Quarterly Summary Financial
Report (p. 32) and a Quarterly Finan-
cial Cover Sheet Summary (p. 31) to
turn in to your 4-H agent. Therefore,
you may forgothe Mo nt hl y

Report for Clubs seen in Figure 13.

copy into the minutes of that meeting. The
secretary will also keep all of the financial
paperwork for the club’s permanent records.

There is a sample of a completed treasurer’s report
as Figure 13.

Letds practicp
Based on the Monthly Treasurer’s Report
for Clubs shown in Figure 13, pretend that
you are in a club meeting giving this report
to your club members. Go through the
three steps listed above. (You may impro-
vise on step 3 if you do not have someone

to be the secretary.) This will familiarize 4

you with giving the report in meetings and
help build your understanding of the report
form.

Bonus: Do this report in front of your 4-H
leader, and ask them for suggestions when
you finish!

1.

Prepared by: _Timothy Dawson

Treasurer

Accepted by: _Sarah Martinez

President

4-H Guys & Gals 4 Green Club
Name of Club/Group

Mont hly Treasurerd6s Report

Tell the balance at the beginning of the month.

Date:_June 30, 2009 Balance: $57.42

2. State the money received during the month.

Amount: $.13.75 For What Purpose: Back 2 School Fest

Amount: $ For What Purpose:

Amount: $
Total Received:$_13.75

For What Purpose:

° 3. Read the expenses.

Amount: $ 8.2 to: Super Saver Suppliers

For What Purpose:.Car wash materials

Amount: $ 4.00
For What Purpose:_4"_of July Celebration

tooFrankieds Fireworks

Amount: $ to:

For What Purpose:

Total Expensed: $ 12.21

Indicate the closing balance.

Date: July 28, 2009 Balance: $58.96

Give the Total Adjusted Balance.
+$_0-
Subtract deposits that have not shown up on the bank statement. - $_-0-

o
o Adjust the balance to agree with the bank statement. =$_-0-
o

Include a copy of the bank statement that confirms the total adjusted balance which
was written on line three.

o Add back checks that did not appear on the bank statement.

Date:_07/28/09

Date:_Q7/28/09

Figure 13. Sample Monthly

Treasur ¢

Treasurer



Completing the Financial Report¢

No matter whether you are a 4-H club, group,
committee, council, or board, you MUST complete an
Annual Summary Financial Report (p. 30) at the end of
each program year IF your group handles more than
$100 a year for any reason. This report is important for
several reasons. Primarily, it allows for an open public
record of every group paying sales tax. It also satisfies
the auditing concerns of Clemson University, and it
fulfills the USDA federal requirement that each 4-H
group is financially accountable. Again, this is very
important documentation to complete because both
Clemson  University and USDA require fiscal
accountability for 4-H groups.

Hang on! No need for panic! We are going to give you
instructions for each step so that you can complete the
report stress free. Also, do you remember when you
balanced the check register or, if you do not have an
account, completed your record of financial activity?
Well, now you have had twelve months of practice with
that, and this activity is very similar to those processes
except that it is a report that summarizes all of the
financial activity for the entire year! For an example,
see Figure 14 on the following page.

Instructions

I.

The Annual Summary Financial Reporr (p. 25)
gives an overview of your club’s financial activities
throughout the program year. In South Carolina,
our program year is from September I to August
31. The first two lines that you see ask for the
dates that the summary covers and the name of your
club or group.

The next line reads “Account Balance at Beginning
of Year (A).” Don't forget that everywhere that
you see “beginning of the year” means the beginning
of September — not January! IF YOUR GROUP
DOES NOT HAVE A CHECKING
ACCOUNT: write the total balance of all of the
money that our group had on August 3Ist of the
previous year. IF YOUR GROUP HAS A
CHECKING ACCOUNT: the

balance in August of the previous year.

write

ending

Add the two revenue subtotals (B and C) and put

the sum in the row labeled “Total Revenues for

Year (D).”

For each expenditure that your group paid for
projects during the year, you must summarize the
reason, include the date, and write the total amount
for each reason under “Expenditures.”

Add all of these expenditures together to get the
“Total Expenses for Year (E).”

Add the “Account Balance at Beginning of Year
(A)” and the “Total Revenues for Year (D).” Then
subtract the “Total Expenses for Year (E)"to get
the “Account Balance at End of Year (F).”

This “Account Balance at End of Year (F)” should
match the ending bank statement from the August
that just happened. If it isn’t equal, add “Back
Checks That Haven't Shown Up on Bank
Statement (G)” and subtract the “Deposits That
Haven't Shown Up on Bank Statement (H).”

If you just cannot make it come out equally, go
back and double check that you have included all of
the money received and paid out through the entire
year.

Sign your name and date on the bottom where it
says “Prepared by,” and leave the other two lines

blank.



Annual Summary Financial Report

From September 1, 209 to August 31, 200

Name of Group4-H Guys & Gals 4 Green Club

must be attached to verify this amount.): (1)

Financial Activity Amount Yearly Total
Accouwnt balance at beginning of prograryear: (A) $109.24 | = -eeeee-
Taxable salesevenue (List each separately):
1. Pumpkins 4 Patients Sale (October 24, 2009) VF< X010 D [——
2. Sew Sweet! Sale (January 9, 2010) 2350 | ccecmeeeeeee
3. T S —
Sales subtotal§) Add 1-3 Above 71.50
Grants, donations, and other fundraisingvenue (List each separately):
1. Dues (Monthly) 72.00 | -
2. Babysitting Bash (March 26, 2010) 125.00 | e
3. 0- | e
Non-sales subtotal:(C) Add 1-3 Above 207.00
Total revenues for year: (D) B+C 278.50
Expenditures:
1. Snacks for Farm Tours (September 2009) 40.28 | e
2. Springing into Service Supplies (April 17, 2010) Y4y 72 I —
3. Candy for Palmetto Parade Float (May 2010 (17251 R ——
4. 4" of July Cook -Out (July 3, 2010) 61.8 | e
5. Club T -shirts (February 2010) 4701 E——
6. Sales tax for raffles B [ —
Total expenses for year: (E) Add 1-6 above 247.04
Account balance at end of yedF) A+DcE 140.70
.01 OKSOla (KIFI{ KIgSyQ6) aKz2eé 3412 | e
5SLaAta GKFG KIFI@SyQlu (K2ey dz 725 |
Adjusted balance (A matching bank statement or record of financg F+GH

167.57

Date: 09/02/10

Prepared by:_dfimothy Dawson

Audited and approved by: _fasiies Sitteitocs

Date:gg vz 0

Approved by CU 4-H Extension: Husngsn §Awffz3

Date: 04/71/10

Figure 14. Sample Annual Summary Financial Report
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Checking Account Register

Payment/
Date Description of Transaction Debit Balance

Check
Number

()

Page 27



Name of Club/Group

Mont hly Treasurero6s Report

1. Tell the balance at the beginning of the month.

Date: Balance: $

2. State the money received during the month.

Amount: $ For What Purpose:
Amount: $ For What Purpose:
Amount: $ For What Purpose:

Total Received:$,

3. Read the expenses.

Amount: $ to:
For What Purpose:
Amount: $ to:
For What Purpose:
Amount: $ to:
For What Purpose:

Total Expensed: $

4. Indicate the closing balance.

Date: Balance: $

5. Give the Total Adjusted Balance.

(0]

0]
(0)
0]

Add back checks that did not appear on the bank statement. +9$
Subtract deposits that have not shown up on the bank statement. - $
Adjust the balance to agree with the bank statement. =$
Include a copy of the bank statement that confirms the total adjusted balance which
was written on line three.

o]

Prepared by: Date:
Treasurer

Accepted by: Date:
President
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Annual Summary Financial Report

From September 1,20 to August 31,20

Name of Group:

Financial Activity

Amount

Yearly Total

Accountbalance at beginning of prograpear: (A)

Taxable sales revenue (List each separately):

1.

2.

3.

Sales subtotal(B)

Add 1-3 Above

Grants, donations, and other fundraising revenue (List eaeparately):

1.

2.

3.

Nonsales subtotal(C)

Add 1-3 Above

Total revenues for yearnD)

B+C

Expenditures:

1
2
3.
4

5.

6. Sales tax for raffles

Total expenses for yeafE)

Add 1-6 above

Account balance at end of yedF) A+DcE
.01 OKSOla GKIFG KIF@SyQ6) akz2g | ceeeeeeeeees
5SLIRaArda GKIG KFE@SyQli BK2é6y o | e
Adjusted balance (A matching bank statement or record of finan F+GH
must be attached to verify this amount.): (1)

Prepared by: Date:

Audited and approved by: Date:

Approved by CU-# Extension: Date:




South Carolina 4
Yearly 4H Club/Advisory Summary Sheet
By County

Directions Please include financial summary information for &l €lubs and Advisories within your county.

County:

Name of Advisory Chair:

County 4H Agent:

Phone Number:

Program Year: to , 20

Income: Amount

Grants: (Please list sources)

Donations: (Indicate both cash & checks)

Fundraising Events: (Name of Events & Amounts)

All Other Income: (Summary Only)

Expenses: (Summary Only)

Closing Balance

Signature & Date of Agent:

Date Received by State Office:




Monthly/Quarterly Summary Financial Repofor Advisories

Month:

Name of Group:

Sales Revenue

Amount

1.

2.

3.

Sales subtotal

Grants & Other Fundraising Revenue

1.

2.

3.

Non-sales subtotal:

Total revenues for month:

Expenses

1.
2.
3.
4

5.

6. Sales tax for raffles

Total expenses for month

Account balance at end of month:

.01 OKSOla uGKIFG KIFI@SyQi

aK26y dzLd

5SLl2aArida GKIFIG KFE@SyQl akKz2gy dzl 2y

Adjusted balance at end of month:

Prepared by:

Date:

Date:

Audited and approved by:

Approved by CU-# Extension:

Date:




Projected Budget/Fundraising Plan

From September 1,20 to August 31,20

Name of Group:

FinancialEstimates Amount

Account balance at beginning of fiscal year:

Projected a&count balance at end of year _

Projected operatingwplus orshortfall: Write Yes/No

REVENUE Sales.Tax | - License*

Dues

1.

Donations (Personal, Estate, Business)

2.

3.

4,

Grants

5.

6.

Fundraisers

7.

8.

9.

Non-Cash Donations

10.

11. All other income (Ex. Fees)

Total ProjectedRevenug Excluding norcash donatié)ns) ANote if sales tax needs
EXPENDITURE

Fundraisingrelated Expenditures to be collected.

1.

2. *A license or permit is

3. required for raffles and

4. some food sales.

5.

6.

7.

8.

Activity Expenses (Ex. Field trips)

1.

2.

3.

4,

5.

6.

Total Projected Expenditures

Prepared by: Date:

Audited and approved by: Date:

Approved by CU-# Extension: Date:




form 9§=4 Application for Employer Identification Number OMB No. 1545-0003

(Rev. July 2007) (For use by employers, corporations, partnerships, trusts, estates, churches, | EIN

Departrment of the Treasury
ntemal Revenue Service > See separate instructions for each line. > Keep a copy for your records.

government agencies, Indian tribal entities, certain individuals, and others.)

1 Legal name of entity (or individual) for whom the EIN is being requested

-E.' 2 Trade name of business (if different from name on line 1) 3  Executor, administrator, trustee, “care of” name
«©
% 4a Mailing address (room, apt., suite no. and street, or P.O. box) | 5a Street address (if different) (Do not enter a P.O. box.)
€
: =
Q.| 4b City, state, and ZIP code (if foreign, see instructions) 5b City, state, and ZIP code (if foreign, see instructions)
S
8_ 6 County and state where principal business Is located
al
7a Name of principal officer, general partner, grantor, owner, or trustor 7b  SSN, ITIN, or EIN
8a s this application for a limited liability company (LLC) (or 8b If Ba is "Yes," enter the number of
aforeign equivalent)? . . . . . . . . [ yes [ No UWCmembers . . . . »
8¢ If 8ais "Yes,” was the LLC organized in the United States? . . . .. [J Yes [] No
9a Type of entity (check only one box) Caution. If Ba is “Yes," see the Instructions for the correct box to check
] sole proprietor (SSN) ‘ | [ Eestate (SSN of decadent) ; :
[l Partnership (] Pian administrator (TIN)
O Corporation (enter form number to be filed) » [ Trust (TIN of grantor)
[[] personal service corporation (O] National Guard [ state/local government
[0 chureh or church-controlled organization [0 rarmers' cooperative [ Federal govemment/military
[J other nonprofit organization (specify) » [J remic [J indian tribal governments/enterprises
] Other (specify) » Group Exemption Number (GEN) if any »
9b If a corporation, name the state or foreign country State Foreign country

(if applicable) where incorporated

10 Reason for applying (check only one box) O Banking purpose (specify purpose) »
[l started new business (specify type) » O Changed type of organization (specify new type) »
[ Purchased going business
[C] Hired employees (Check the box and see line 13)  [] Created a trust (specify type) »
[0 compliance with IRS withholding regulations [J created a pension plan (specify type) »
[] Other (spacify) »
11 Date business started or acquired (month, day, year). See instructions. 12 Closing month of accounting year
14 Do you expect your employment tax liability to be $1,000
13 Highest number of employees expected in the next 12 months (enter -0- if none). or less in a full calendar year? [JYes [INo (If you
Agricultural Household Other expect to pay $4,000 or less in total wages in a full
calendar year, you can mark “Yes.")
15  First date wages or annuities were paid {month, day, year) Note. If applicant is a withholding agent, enter date income will first be paid to
nonresident alien (month, day, year) . . . . . . €
16 Check one box that best describes the principal activity of your business.  [] Health care & social assistance [_] Wholesale-agent/broker
[J construction [ Rental & leasing  [C] Transportation & warshousing [[] Accommadation & food service [[] wholesale-other [ Retail
[ Real estate [ Manufacturing [] Finance & insurance [ other (specify)
17 Indicate principal line of merchandise sold, specific construction work done, products produced, or services provided.
18  Has the applicant entity shown on line 1 ever applied for and received an EIN? [] Yes [] No
If “Yes," write previous EIN here » E
Complete this section only if you want 1o authorize the named individual to receive the entity’s EIN and answer questions about the completion of this form,
Third Designee’s name Designes's telaphone number (include area cods)
Party ( )
Designee |Address and ZIP code Designes's fax number (include area cods)
{ )

Under penalties of perjury, | declare that | kave examined this application. and to the best of my knowfedge and balied, it is true, correct, and complete. | Applicant's talaphone number (include area cods)
Name and title {type or print clearly) P ( )

Applicant's fax number (include area code)

Signature P Date » ( )

For Privacy Act and Paperwork Reduction Act Notice, see separate instructions. Cat. No. 16055N Form SS-4 (Rev. 7-2007)
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