
To: LIST ALL Clubs/Affiliates that are being audited 

 

DATE 

RE: Audit of Treasury  

Dear 4-H Volunteer, 

According to Ohio 4-H policy, clubs and affiliates are expected to submit to an audit as requested 

by their county 4-H professional or State Staff. Our goal is to assist all clubs with understanding 

the proper financial procedures to protect those in charge of the club finances and to give 

assurance to the community that money is handled properly.  

To be proactive to help clubs/affiliates prevent problems before they happen, we have created a 

policy of auditing the financial records and procedures of clubs and/or committees at a minimum 

of every 3 years at the county level.  

Audits will be conducted on DATE XX with an audit committee utilizing the attached procedures. 
To get started, please bring whatever you have related to your group’s finances for the last 
three years to the Extension Office NO LATER THAN DATE XX.  

PLEASE PROVIDE THE FOLLOWING:  

• Check register, ledger or written record  

• Cancelled checks or electronic images of checks (when available) 

• Receipt book and documentation of all income and expenses (i.e. – deposit slips, paid 
invoices and fundraising report forms when available) 

• Bank statements for the last 3 years, including the current calendar year   

• Yearly Financial Summary for the last 3 years (may be obtained by from the County 
Office)   

• Club Budget (if you have one)  

• Completed Treasurer’s Book (including all Treasurer’s Reports) 

• Secretary’s Book with minutes  
 

Following the audit, all materials will be returned to the club with an audit summary and 

recommendations for improvement within 30 days of the audit. We hope groups find this process 

helpful and a learning opportunity.  

If you have questions about the process, feel free to contact me via e-mail at baca.43@osu.edu 

or call the Extension Office at (330)661-6406 

Sincerely, 

 

Sierra Baca   

Extension Educator, 4-H Youth Development 

Encl: 4-H club/ Affiliate Audit Procedures 



 

To: LIST Club/Affiliate 

 

DATE 

RE: Audit of Treasury  

 

Dear 4-H Club/Affiliate Volunteer & Officers, 

Thank you for submitting financial records of your club for review. Your records may be picked up 

at the Extension Office during regular hours or by appointment. When you pick up your records 

you will also receive an audit form completed by the Committee with comments and suggestions 

for improvement. Please review these comments carefully. The purpose of the audit is NOT to 

criticize the club but rather be a learning experience and to make some suggestions for improving 

club financials should your club ever get selected for an IRS audit. Some suggestions from the 

committee are below:  

INSERT audit findings and recommendations.  

The Committee encourages you to check out the resources and tools available at 

https://ohio4h.org/volunteers/volunteers/club-leaders/finances and  
https://ohio4h.org/officerresources for additional help with financial management.  

Insert any additional recommendations here, such as attending additional financial management 

trainings.  

If you have any questions, please contact me at the Extension Office at (XXX)XXX-XXXX or via 

email at NAME.#@osu.edu. 

Sincerely, 

 

 

Insert Signature & 4-H Professional Name   

Extension Educator, 4-H Youth Development 

cc. Permanent Club File  

 

https://ohio4h.org/volunteers/volunteers/club-leaders/finances
https://ohio4h.org/officerresources

