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Parts of a Business Meeting

Instruction$ Cut into individual cards prior to activity.
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Parts of a Business Meeting

Descriptions for Discussion (for facilitator)
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Parliamentary Procedure Quiz Bowl
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Motion Topics
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Lucky Clover 4-H Club Meeting

Mock Meeting Agenda

Call to Order

Pl edges

Secretaryodos Report
Correspondence
Treasurerds Report

Ot her Officer Reports
Commi ttee Reports

g Community Service

§ Educati on

Unfinished Business
g8 Fundraising Committee

8

8

New Business
§ [insert chosen topic here]

8

8

Announcements
Adj ourn
EducationaillSkPddgrTarmi ning for Officers

Recreati on
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Lucky Clover 4-H Club

Secretaryds Minutes
Mock Meeting
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Lucky Clover 4-H Club

Treasurero6s Report
Mock Meeting
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Mock Meeting
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4-H Club Meeting Scenarios

For

Presidentds Leadership Act
Instructions: Cut into individual cards prior to activity.
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Example Invoice

For Treasurerodos Check Wri
RECEIPT
Highland Pizza Company
SOLD TO Blue Ribbon 4-H Club
55 4H Road
Bozeman MT 59717
QTY DESCRIPTION UNIT PRICE | DISCOUNT | LINE TOTAL
2.00 Pepperoni S 14.50 | S 2.00|5S 27.00
1.00 Cheese 12.00 | & 1.00 5 11.00
1.00 Supreme 16.00 | S 1.00 15.00
DTAL DISCOUNT | § 4.00
SUBTOTAL| & 53.00
SALES TAX
TOTAL[ S 53.00
Sample Check
For Treasurerodos Check Writ
. fdzS whob®gzon 1001
pp nl w2lR
7. 21 SYI ac TMT
y P ® DATE:
PAY
TO THE S
ORDER OF
DOLLARS
PAENS
AUTHORIZED SIGNATURE(S)
*“0I00 & ik icZ2idiane LLLSS5S
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Treasurer’s Report

The Treasurer's Report informs members of the club’s financial activity since the last meeting.
Complete the Treasurer's Report and present it to the club for each meeting.

4-H Club Name

Treasurer's Report for

(Date of Meeting)

1. Beginning account balance: $ (closing balance from previous
meeting) Date of Previous Meeting:

2. Money received:

from for what purpose

from for what purpose

from for what purpose

from for what purpose

for what purpose

Total money received $

for what purpose

for what purpose

for what purpose

for what purpose

for what purpose

Total expenses $

4_Closing balance: $
5. Submitted by:

(Treasurer)
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| Checlk MonelyPay me nt

Dat“Number Payment Name & PurR%%seclsvmadde%ala1ce
1/5/11899|(ChristophRei AMlamse Redei pt |B»D.kZ23168| 42
1/ 12/ 13 JasoniMgmbér Dues & Pirlo$ledc.ifOOBook $178| 42
1/ 12/ 13 Fred & Li nidve nth edrh oDuusees §42§>.r8éect $203| 42

Books

1/ 12/ 13 Sam JMeenber Dues & Prpjpdasdt|OBook|s$218]| 42
1/ 26|/ 18600Pi zzaiPlianzda & pop for Jof ficle$68.n5HK1adl9l]|adt2i
1/ 31/ 13 January Service Fee $4. Q0b145] 92
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Year-end Financial Summary Report

4-H Clubs, Committees and Councils need to complete and return this report to the County Extension Office
at the end of the 4-H year for the year just completed. The 4-H fiscal year is from Oct. 1 to Sept. 30

1B USC 707

Name of 4-H Group/Club 4-H Year
MM/YYYY to MM/YYYY
Treasurer's Name County
Leader Name EIN
Checking Account*® Savings Account** itapplicable

Starting Balance (October 1) Starting Balance (October 1)
Total Income/Deposit (+) Total Income/Deposit (+)
Total Expense/Withdrawal (-) Total Expense/Withdrawal (-)
Ending Balance (September 30) Ending Balance (September 30)
Total Checking & Savings $0.00 1% Assessment Fee for 4-H groups that are under the Montana 4-H Foundation GEN $0.00
Bank Account is at at

Mame of Bank Address
Bank Account is at at

Mame of Bank Address

the check book is in the possession of

Cash on Hand: $ Cash is in the possession of

Signatories on the Account are: 1 2
must be two

| certify that the above balances are a correct summary of receipts and expenses of the club, committee or council
that | am treasurer of:

Treasurer's Signature Date

* Add the totals of all checking accounts under the EIN together for this section. **This section includes savings accounts, CD's or other investments under the EIN

Yearly Financial Review Certificate

We the Financial Review Committee, are from different families and are not signatories on the accounts for this club,
committee or council. We certify that we have reviewed the Treasurer's book and bank accounts of the above group and
found them to be correct to the best of our knowledge.

Signature Date Signature Date

Date the 990 for this EIN was filed for the above 4-H year? (attach a copy of the confirmation from IRS)

Montana 4-H Center

FOR YOUTH DEVELOFMENT

MONTANA | Exrawsion revised 8/12 %YOUTI\

The Montana State University Extension Service is an ADA/EO/AA/Veteran’s Preference Employer and Provider of Educational Outreach.
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Historian Practice
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Scrapbook Page Layout Guide

There are many creative ways to layout a scrapbook page. Each one can be unique or different
just a few ideas, but use your imagination and skills to develop your own!

"~ PageTitle
\.—l Illl",_____.'."_"_'."'_:%l
o | %6 4" % 6"

E'_ |

Journaling
Photo

title title title title

Inspired by alayout from C esmo Cricket '™

—F-TLE eLem -‘.’I’I{‘E
' ¥

= e photo

Photo
1.75" photo 1.75" photo 1.75" photo

journaling joumaling Jounaling journaling :

“Life must be lived as play." -
o ] Journaling Plato

datign by Jennfer Schmid
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Recreation Activity Planning Sheet
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4-H Club Meeting Scenarios

For Recreational Leader Activity
Instructions: Cut into individuals cards prior to activity.

Everyone i

n your dlYwhurkmowd e &sc muathhdro,0 |
but there are cliquedtiamPywoungcteor égti oH
you want weach per|stchre taa einrdtae rhaacst bwiitlht 15
someone he or she| woah damodcthiovimay .l y What
choose. What typgcoful alc tyiowi thyavyoud hwo wll di b
do and how you woludac hy oaut eenrcourlaogeyou nee
members to under stjainmdt d hger a unp* t alnfc ey eod, ¢

teamwor k? how you do that.

Your c¢lub wusually |has recreation in a gym
Before the meetlng,th.en y o u er.e .g,0i ng

Wioiu" 9 o&N act i_vity, Jt wc
to setup your game|, iU ¢ & Tty tehaacth aontohtehre
group is using the gynq an y\R/HétC\I/vcl)JBIa/aso
been assigned to a s m& PRI ¢l assroom. h & {

can you do for rpcreation instead?

Your c¢club has a ixtY%?rue.afgfe éé‘gsthrearqngidlgé.e

act 1 vity y ou .eaPi z

from Cloverbuds (6 Y ELYS S oId3 t o° 's,eni or,s i
. oquang a\ﬁethatthe‘
hi gh school (18 yelars ‘ol R hhat 't P €50 L

) ) : as_  muc fun as vy h o pe
activities woullfd you pl an?
you do?
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