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2020 Annual Enrollment of 4-H Club/Group & End of Year 

Audit for all 4-H Club/Groups with checking accounts
Due Feb. 7, 2020
To verify 4-H Club/Group with checking accounts that are listed under the NCSU 4-H GEN, you will need to follow the steps outlined on page 1 of this document.  This is done on an annual basis.  THIS IS ONLY FOR CLUB/GROUPS WHO WERE ON THE LIST IN 2019. IF YOUR CLUB/GROUPS IS NEW SINCE LAST FEB, GO TO PAGE 2 OF THIS DOCUMENT.

You will need your Unity ID to access the Google Drive

1. Open up the following spreadsheet that is linked below (you may have to right click on the link, "copy" and then paste the link into your web browser). Once you click on the link, you many need to “Open” so you can edit the data for your county and only your county.

https://drive.google.com/file/d/1VeYh_pKeOQjfiAhmSJQGq2OD2msSP664/view?usp=sharing
(a) Please find your 4-H Clubs or Groups.  I have sorted them by county. Please indicate column M if they are active or inactive by using the pull-down menu. This information is needed for the IRS to remove those clubs that are no longer in existent as well as continue with clubs that are active.

(b) Are there any changes to each club/group’s data that has occurred since Feb. 2019. Please indicate in column O if you made changes or no change to the information on that line for that group. 

(c) If you made changes, briefly share what those changes are in column P. 

(i) If you made a change, you will need to provide new documents that indicate the change. Those documents are listed on page 2 – numbers 1-5.  Please upload the new documents (page 4-5) with your audit report.  Documents 1-3 on page 2 will remain in your county files. 

(d) In column Q please put the date their 990 was filed.  Use the confirmation email they should have received to find the date.
(e) We also need you to list the 4-H Club/Group Contact for each of the clubs/groups listed. This will be done in Column R & S.

2. Audit Review Report (pg. 20), Audit Review Committee Checklist (pg. 21), Annual Inventory Report (pg. 22 if applicable) and Annual Financial Report and 990 confirmations.  
a. Scan and upload electronically the completed forms using the Google Drive
i.  Completed Audit forms - Pages 20-23 of the 4-H Treasures Record Book.
ii. 990 Confirmation:  Also, please upload in the same file, same county folder a copy of their IRS confirmation when they filed their last 990.  They should have received an email confirmation that they filed in 2019. 

b. FYI this is for all club/groups 4-H Checking accounts – even if you are removing them from the list or if they are not listed on our 4-H GEN. We must have documentation that an audit was done on these records.  This is nothing new, it is part of the annual club enrollment process discussed all year.  Please scan all documents as one package and name the file county_club/groupname_audit2020
https://drive.google.com/drive/folders/1fkhdXZ10ozyO0dhnjtFIvOViZC3twF5C?usp=sharing
Enrolling new 4-H Club/Groups under the 4-H GEN
2020
Due Date:  February 7th, 2020
In order to be added to the 4-H General Exemption Number (GEN) for 2020, you will need to make sure you follow these instructions.  

You must have the following items for each club/group in a folder per club/group in your county office. Specific ones should be submitted to our office.  They are denoted below. 
Forms are located:  https://nc4h.ces.ncsu.edu/4-h-professionals/delivery-systems/north-carolina-4-h-clubs/club-operations/club-finances/
1-5 forms are on the web link above:
1) Article of Organization NC 4-H Club or Group Form: depending on function of group completed. – Keep in Club/Group file in the county 4-H office.  
2) 4-H Financial Responsibility Leader Acknowledgement – Keep in Club/Group file in the county 4-H office.

3) North Carolina 4-H Name & Emblem Application – Keep in Club/Group file in the county 4-H office.

These next 2 items should be in the club/group folder as well as submitted to the State 4-H Office by the deadline if they are NEW since last Feb and are not listed on the spreadsheet. These items are on the web link above as well.  Please have both documents in a PDF file ready to upload prior to completing the online registration.  File name should be County_Club/GroupName_2020
4) 4-H Group Tax Exempt Authorization – Must be submitted to State 4-H Office – See instructions under Submission Guidelines.   See instructions below.

5) Individual Club/Group Document Sheet – Must be submitted to State 4-H Office - See instructions under Submission Guidelines.  You will need in input your county and the club or group name in the appropriate places and submit to state 4-H office using the Google Drive.  Instructions below.
All NEW 4-H Club/Groups must upload these 2 pages – this means any club/group you have that are listed on our GEN in 2019.  Be prepared to upload these documents as a PDF.  The Google registration form where you add them will request you to upload it as you register the club/group. Please name the file: County_Club/GroupName_2020. 
Enrolling New Club/Groups Submission Guidelines

If you have new club/groups to add, you need to add them using these guidelines.

1.  Complete the form linked below for any new 4-H Club or Group that has organized since March 1, 2019  
https://docs.google.com/forms/d/1Rk_4AqEGpULuD_szF6rl8SifQUd5Y6EVn5J8m2aeJvc/edit?usp=sharing
You will need your Unity ID to access the Google Drive

2. Please PDF each club/groups required documents into one file name it the club/group.  Please name the file: County_Club/GroupName_2020. 
3. When you register the club/group in the above google registration form, you will be asked to upload this document for this club/group. 
Once your club files have been added to your county Google drive folder you should be complete with what is required to continue using the 4-H GEN. 

The GEN Number for 4-H is:  5935 – NC 4-H Club/Groups are listed as a subordinate’s group under NC State University only if you provide the appropriate documentation to the State 4-H Office by the deadlines.  The IRS will have them listed as NC State University, NC 4-H Honor Club – just as an example when you are trying to find them on the IRS site or if you are talking to someone.  
Questions regarding how to complete this process can be directed to Shannon McCollum at shannon_mccollum@ncsu.edu
PAGE  
2

