
Club Calendar 
List of Events & Meetings 

Member List 
All Project & Cloverbud Members 

Attendance Roster for Roll Call 
Member & Advisor Meeting Attendance 

List of Advisors & Officers 
Current Year Leaders 

Meeting Notes Worksheet 
For Note Taking During the Meeting 

Meeting Minutes, Agendas, 
& Treasurer Reports 

Club Communications 
Letters & Cards Club Receives 

Club Committees 
List of Committees & Appointments 

Constitution & By-laws 
Current Club Copy 

Secretary’s Resource Guide 
Secretary Help Guide 

Secretary Audit Form 
Used for Audit 

Miscellaneous 
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Do you need to print extra pages for your Secretary Notebook? 

You can find the replacement pages posted at 

https://go.osu.edu/secretarynotebook

At the end of each year take the notebook contents 
and place in the provided envelope. Store the 

envelope until it is needed for the county audit. 

Date the envelope with the year. 

https://go.osu.edu/wcvolunteerforms
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List of Advisors & Officers 
Year 

Advisors 
Name of 
Advisor 

Leadership 
Area 

Phone # Email 

Officers 
Member Name Office Phone # Email 

President 
Vice President 
Secretary 
Treasurer 
Health Officer 
Safety Officer 
Recreation 
Leader 
News 
Reporter 
Historian 
Community 
Service 

morgan.osu.edu 
CFAES provides research and related educational 

programs to clientele on a nondiscriminatory basis. For 
more information: go.osu.edu/cfaesdiversity. 





Meeting Notes Worksheet 
This form is used to keep notes for writing the minutes after the meeting. 
A. Opening 

Pledge of Allegiance by    

4-H Pledge by    

Roll call was   and answered by: 

Members    Advisors   Number of Parents   Guests   attending. 

B: Officer Reports 

Minutes of last meeting approved as (circle one): read  corrected 

Correspondence:   

Treasurer Report:   

Other Officers 

Reporter:   

Historian:   

Other:   

Leaders:   
 

C. Committee Reports 

Committee:  by:    

motion   pass/fail 

Committee:  by:    

motion   pass/fail 

D. Unfinished/Old Business 
 

 
 

E. New Business  
moved to   Seconded by  pass/fail 

moved to   Seconded by  pass/fail 

moved to   Seconded by  pass/fail 

moved to   Seconded by  pass/fail 

F. Announcements (county dates and reminders, upcoming activities) 
 

 

 

G. Adjournment: move by   Seconded by  pass/fail 

H. Program:   

I. Refreshments provided by:   

J. Next meeting will be held on   



 

 
4-H Group Secretary Audit Form 

 
Club Name:   Year:   

 
*This form may be used as a checklist for the items and documents needed in your 
Secretary Book. This form will be completed by an audit committee. Please do not 
make any notes on this form. 

 
Financial Records Binder Audit Checklist 
 Club Calendar 
 4-H Member List 
 Attendance Roster for Roll Call 
 List of Advisors & Officers 
 Meeting Notes Worksheet 
 Meeting Minutes, Agendas, & Treasurer Reports 
 Club Communications 
 Club Committees 
 Constitution / Bylaws 
 Secretary’s Resource Guide 
 Secretary Audit Form 
 Miscellaneous 

 
Comments 

 
 
 
 
 
 
 
 
 
 
 
 

 
(Audit Committee Member Signature) (Date) 

 
 
 

 
(Audit Committee Member Signature) (Date) 
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