Director’s Introduction to Procedure H-R-19-02:
Organizing, Chartering, Reporting, and Disbanding 4-H Clubs/Affiliates
Thank you for your interest in starting a 4-H club or affiliate! As a 4-H club or affiliate, you and your
members are joining the nation’s largest positive youth development organization with over 6 million
youth, 500K volunteers, and millions of alumni. Formed in 1902 as an alternative to the hypercompetitive youth activities of its day, 4-H maintains this commitment to developing well-rounded
youth—benefiting youth, families, and communities. Thank you for partnering in this effort!
Because the 4-H name and emblem (clover) are protected by federal law, any organization wishing to
represent 4-H must seek a formal relationship from the land-grant institution in its state. South
Dakota State University has designated the South Dakota 4-H program as our state’s governing
entity. This document provides guidance for organizations wishing to forge and maintain this
relationship. We have done our best to make this highly “legalese” document more readable, but if
you have any questions be sure to reach out to your local 4-H professional.
A brief table of contents should help you navigate this lengthy document and accompanying forms:
Organizing/Getting Started
pp. 2-4
Chartering/Formalizing the Relationship
pp. 4-11
Includes: IRS Help; Fiscal Standards
pp. 6-11
Annual Reporting Requirements
pp. 11
Disbanding the Club/Affiliate
pp. 12-13
Appendix Listing
pp. 14
A: Community Club Charter Application pp. 15-21
B: Special Interest Club Charter App.
pp. 22-27
C: Affiliate Charter Application
pp. 28-33
D: Sample Charter of Origin
pp. 34
E: Annual Charter Renewal form
pp. 35-36
F: Charter Revocation form
pp. 37
G: Form SS-4 Instructions
pp. 38-39
Thank you in advance for advancing the mission of 4-H positive youth development in your local
community!
Yours in positive youth development,
Tim Tanner, Ph.D.
Director, South Dakota 4-H Program
Note: Due to the fluid nature of IRS guidance, this document will update regularly. Stay informed.
KEYWORDS: club | affiliate | charter | IRS | EIN | fiscal policy | report | nonprofit | 501c3
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Organizing, Chartering, Reporting,
and Disbanding 4-H Clubs/Affiliates
South Dakota 4-H
Procedure H-R-19-02

The following procedural guidance guides local 4-H clubs and affiliates as they organize, charter,
report, and eventually disband. Collectively, these practices ensure that SD4-H clubs and affiliates
are meeting appropriate federal guidelines and best practices of South Dakota 4-H.

ORGANIZING
Did you know?
The federal Smith-Lever Act (1914) and subsequent related federal statutes provide for barrier-free
access to positive youth development for all the nation’s youth through the 4-H program. Each state’s
land grant university (in our case South Dakota State U.) has been granted the authority by the US
Department of Agriculture to organize 4-H in a way that reaches the broadest audience possible.
Because staffing resources are generally limited by available governmental funds, most states
encourage the formation of volunteer-led clubs and affiliates which significantly strengthen the
outreach mission of the 4-H program. These ‘duly chartered’ 4-H clubs and affiliates support the
mission of positive youth development (PYD) in local communities across the state. If you are
reading this document, chances are you would like to become a part of this mission!

Why and when to organize?
There is an old proverb that suggests, “it takes a village to raise a child.” For over 100 years the 4-H
program has enjoyed the positive influence of caring peers, volunteers, supporters, and staff. The
more positive influences that surround an individual youth, the better the life outcomes. Ultimately,
this is why 4-H groups and affiliates organize: to strengthen positive youth development.
Pragmatically speaking, 4-H groups tend to organize around geography or common interest. The
need for a new group is identified by the perception of a missing link in the PYD chain and the desire
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among a group of youth/adults to fill the void. Sometimes, existing groups become too large/unwieldy
and a well-considered split strengthens the whole.
Whatever the reason for new group formation, good timing is critical. The South Dakota 4-H project
year starts in October so a well-considered group would initiate the formation process in the early
summer to be ready for a solid start in the fall. A special interest club might form after the conclusion
of an event of common interest, thereby building upon newfound momentum. Too often we observe
groups forming in haste or as a result of perceived crisis—this is rarely a firm foundation to launch
and is not recommended.

What type of group?
South Dakota 4-H recognizes several group designations. Use the descriptions below to consider
which group-type designation is most appropriate for your goals. Once decided, proceed to the
chartering process (if applicable).
o 4-H Community Club: advised by 1 or more certified volunteers (2+ recommended);
comprised of 5 or more member youth from at least 3 families (10x4 recommended); open to
all would-be members without respect to project types or other factors; usually the club is
formed around a particular geographic location; meets 6 or more times spread out throughout
the 4-H project year; elects youth officers; youth governed and led with volunteer assistance;
focus is on positive youth development through project work, community service, social
opportunities, and leadership development; may or may not have a treasury depending on club
needs; annual charter relationship required
o 4-H Special Interest (SpIn) Club: advised by 1 or more certified volunteers (or 1 volunteer + 1
staff; 2+ recommended); comprised of 5 or more member youth; open to all would-be
members with interest in club’s specified purpose; geographic location is less important to the
membership and often these groups are county-wide in scope; meets at least 4x but could be
more intensive/seasonal rather than throughout the year; youth governance is not the focus so
typically led by adult volunteers or staff; narrowly focused on positive youth development
through special interest topic (e.g., robotics, horses, gardening); may only have a treasury if it
uses youth governance model and no staff member handles the finances; annual charter
relationship required
o 4-H Affiliate: any entity which desires to use the 4-H name or emblem without being a
chartered club; usually comprised of adult supporters and volunteers though ideally would
include the voice of youth; generally organized to strengthen 4-H positive youth development
through fundraising, marketing, and event support; usually has a treasury; supports but does
NOT exercise governance over the 4-H program; common examples include 4-H leader
associations or endowment committees; annual charter relationship required
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o 4-H Independent Study: not a group but an option for individual youth to have 4-H
membership; typically occurs when travel distance or other limiting factors make club-based
membership too difficult; no meeting or governance requirements; focus is on positive youth
development through independent project study and participation in larger 4-H events of
interest; no charter relationship
o Sponsor or Partner: not a 4-H club or affiliate but an entity which provides independent
support to the 4-H program; does not use the 4-H name or emblem in its title or fundraising
efforts unless authorized by National 4-H; no charter relationship but usually a memorandum of
understanding; common examples include local civic groups/foundations, corporate donors,
and county fair boards

CHARTERING
Why charter?
We charter 4-H groups to give them official recognition and status, as well as assure that they know
how to use the 4-H name and emblem appropriately. The 4-H name and emblem is very important to
us as an organization because it represents who we are and what we stand for to the public. Use of
the 4-H name and emblem is strictly controlled and belongs to South Dakota 4-H under the authority
of the USDA. Anyone using the 4-H name or emblem must obtain permission to use it, which is
granted when they receive chartered status. Use can be revoked at any time.

Steps to group formation and chartering
Now that you have a motivated collection of individuals and know what type of group you would like to
form, you are ready to proceed to the group formation stage. Please proceed with the following
steps:
1. If you have not yet done so, approach your local 4-H professional for guidance and support.
He/she may have information that will strengthen your start, discourage unnecessary overlap,
and/or alert you to local expectations for your group-type. The 4-H professional will also verify
that you have enough certified volunteers to meet SD4-H safety standards. Once you have
completed these elements, you are ready to fill out the necessary charter application
paperwork…
2. Complete and submit the appropriate Charter Application packet (Appendix A, B, or C
depending on group type) to your local 4-H office.
a. If your group will have a formal treasury, complete the Employee Identification Number
(EIN) Registration Process with the IRS simultaneously, as you will need this
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information for the Charter Application. See below for more information on your
relationship to the IRS.
b. It may take a couple of meetings with your group to identify accurate Bylaws; this is
encouraged so they are well-considered and represent the wishes of the group.
3. The local 4-H office (within 10 business days) and state 4-H office (10 additional business
days) will review your submission packet and, unless any revisions are necessary, will certify
your charter for the first year (see sample in Appendix D). A charter copy will be added to your
profile in 4-H Online.
Upon certification, your group is considered a duly chartered club or affiliate of the South Dakota 4-H
program and may move forward with its activity/meeting schedule.

Rights and responsibilities of chartered 4-H groups
Any South Dakota entity wishing to use the 4-H name and emblem must receive permission from
SD4-H. Organized groups must maintain a charter relationship. Effective with the 2020 4-H season,
charters are both initially granted and reauthorized on an annual basis at the discretion of SD4-H.
Chartered 4-H groups may use the 4-H name and emblem as outlined in USDA Publication #1282.
Some simple tips for maintaining good status as a chartered 4-H group are as follows:
o Follow your constitution and bylaw standards.
o Provide equal access to all participants.
o Uphold a culture of positive youth development at all gatherings.
o Do not misuse the 4-H clover.
o The name “4-H” is a powerful fundraising tool; be a good steward of 4-H funds.
o Remain in healthy communication with SD4-H (local and/or state).
o Provide all annual reports required by the IRS and SD4-H.

Your relationship to the IRS
If your group has a treasury (and therefore an EIN) this is the opportune moment to discuss your
group’s relationship to the Internal Revenue Service (IRS). Before we dive in, a brief history lesson
will provide helpful context about why things are ‘so hard’ today for local 4-H clubs/affiliates.
From 1946 to 2001, the IRS allowed the USDA to organize local 4-H clubs through a general
exemption. This meant that as long as the local 4-H professionals maintained reasonable fiscal
oversight of local 4-H clubs, they were in good standing as charitable organizations with the IRS and
no annual reports had to be filed. This all changed with 9/11 and the subsequent concern over
international terrorism financing. The resultant USA PATRIOT Act of 2001 placed small non-profits
(like 4-H) under a new microscope and required the USDA to find a new solution for 4-H clubs-unfortunately a nationwide solution was never identified and states spent the last twenty years
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seeking better guidance. Next, the Pension Protection Act of 2006 required previously unbothered
non-profits to file annually with the IRS, even if they had little income. Finally, in 2019 the State of
South Dakota determined that 4-HCAO could no longer use the state’s EIN—forcing each 4-HCAO to
garner their own.
As a result of these unfortunate changes over the past 20 years, South Dakota 4-H clubs and
affiliates find themselves in the position of being organized almost like independent franchises (think
McDonalds™). That is, local 4-H clubs and affiliates must follow all 4-H requirements to remain in
good standing with SD4-H and use the clover (i.e., golden arches), but are organized more
independently than before. Without a doubt, this requires more effort on the part of 4-H
clubs/affiliates than pre 2001, but hopefully this mini history lesson aids your understanding of how
we have arrived at this point.
With that history fresh in your mind, a big question faces your club/affiliate as you organize: Will you
generate funds and therefore have a treasury?
o If the answer is no, you will not have an EIN or relationship to the IRS—congratulations your
life just became easier! Once you make yourself familiar with the Reporting and Disbanding
sections in the rest of this document, you may proceed to Appendix A, B, or C to start your 4-H
charter paperwork.
o For many of our 4-HCAO the answer is yes—if this applies to you, follow the directions below:
Step 1: File IRS Form SS-4 online to secure an EIN
 See Appendix G of this document for guidance.
Step 2: Receive EIN from the IRS
Step 3: Complete your 4-H charter paperwork
 Use Appendix A, B, or C of this document depending on your club/affiliate type.
Step 4: Become tax exempt with the IRS, by choosing one of these two paths…
Path 1: Treasury of less than $5,000 and no plan to accept corporate donations
o This was formerly known in SD4-H as a basic non-profit.
o No cost. No initial tax exempt application to file. Most 4-H clubs/affiliates should
organize this way as it requires very little technical tax expertise.
o Considered a 501c3 charitable organization, but without IRS recognition status. In
layman’s terms, this means you will have no document you can provide to donors
who request verification of your 501c3 charitable organization status.
 Falls under the guidance of “Organizations Not Required to File Form 1023”
available at IRS webpage: https://www.irs.gov/charities-non-profits/charitable-organizations/organizationsnot-required-to-file-form-1023



Reminder for Path 1 groups: The SDSU Foundation is available to process most
corporate donations for a fee of 5% per transaction.
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o Reporting to the IRS each May: In your first year, you must contact the IRS Account
Services Unit prior to the initial 990-N e-Postcard filing at (877)-829-5500 to request
the IRS set up the organization’s account to allow filing of the e-Postcard. After that
it is simple each year thereafter.
Path 2: Treasury of less than $5,000 and wants to accept corporate donations or
treasury of more than $5,000
o File initial application using IRS Form 1023-EZ or 1023.
 As of 2020, initial filing fee cost is $275 for groups with less than $50,000 in
anticipated revenue or a $600 fee for those exceeding $50,000.
o Strongly encourage that only groups with stable, functional governance and local
access to accounting professionals go this route. Otherwise, it is easier to be Path 1
and let the SDSU Foundation filter infrequent corporate donations with a 5% fee.
 Though Path 2 the right choice for a select few 4-HCAO, it is the non-preferred
pathway due to the greater liabilities posed, and as such, no technical expertise
is available from SD4-H employees.
o Reporting to the IRS each May: file using 990-N unless revenue is above $50,000
 Additional guidance available here: https://www.irs.gov/charities-non-profits/annual-filing-and-forms
 To confirm which 990 series to file, check here: https://www.irs.gov/charities-non-profits/form-990series-which-forms-do-exempt-organizations-file-filing-phase-in

Legal Notice: Although the IRS information contained in this section is designed to offer general tax
information, it is not a substitute for advice obtained from the IRS or a qualified tax professional. The
information in this section is subject to change or further interpretation by the IRS or other tax
authorities and/or SDSU policy updates.

SDSU Extension 4-H fiscal standards
If your group has a treasury, SDSU Extension 4-H provides a number of standards to ensure
appropriate fiscal stewardship and thereby maintain public confidence in our program. All chartered
group (4-HCAO) accounts must adhere to and all funds must be maintained in accordance with the
following guidelines:
General Fiscal Guidelines
1. All funds are required to be secured in a federally insured bank account (checking, savings, or
certificate of deposit). Funds may be maintained in other investment accounts with the
knowledge and approval of the State 4-H Program Director. All 4-HCAO funds are required to
be used for 4-H programs and activities.
2. All disbursements must be made through an organization’s checking account. Funds
withdrawn from savings or other investment accounts must be deposited into a 4-HCAO
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3.

4.
5.
6.
7.

8.

9.

checking account before it can be disbursed. Cash payments for supplies and/or services are
prohibited.
Checks written on 4-HCAO accounts must have two signatures. One signature should be that
of the Club Treasurer and the 2nd that of a non-related adult. It is recommended that the club
treasurer and two adults be authorized on the accounts. For Affiliated Organization accounts
two signatures (treasurer and non-related adult) are required. All authorized signatures need to
be on file with your financial institution.
Rubber stamps are prohibited from being used as an approval signature on 4-HCAO
disbursements.
SDSU employees are prohibited from being an authorized signature on any
4-HCAO accounts.
All 4-HCAO accounts must have an EIN number. This is a financial institution requirement.
All funds collected must be handled in a manner that will maintain the public trust in our
program and institution. The handling and maintenance of these funds should pass the
“sunshine test” which states ... “If all our fund records were published in the local paper, the
public consensus would be that they were well managed.”
All 4-HCAO accounts should be examined on an annual basis by a certified public accountant,
a degreed accountant or business administration individual, a qualified county administrator/
commissioner, elected Audit Committee of the 4-HCAO, or a county SDSU professional. The
audit should include an evaluation of the internal controls for cash receipts and expenditures.
The review, at a minimum, must ensure that all of the 4-HCAO accounts have been
independently reconciled. The auditor/reviewer must not be a relative of any individual that has
signature authority on the account.
A copy of the audit report should be maintained with the 4-HCAO financial documents.

Cash Receipt and Deposit Procedures
1. Establish a verifiable record of all cash and checks received:
a. All collections must be recorded on a multi-copy (at least two) pre-numbered cash
receipt form.
b. A copy of the form should be available to the customer as evidence of payment.
c. Offices should file the second copy (yellow) securely bound in a book to better control
and account for the documents.
d. The receipt should record the following information: date of payment, payee, dollar
amount, method of payment (cash or check), program for which funds were received
and the name of the staff member preparing the receipt.
e. Checks should immediately be endorsed “For Deposit Only.” Endorsements should
include the 4-HCAO bank account number.
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2. Adequately secure and safeguard un-deposited cash receipts:
a. Un-deposited cash and checks should be transferred to a designated custodian (Club
Treasurer). The Club Treasurer can also receive funds directly from the public and
process cash receipts by mail.
b. All transfers of money to the designated custodian should be documented by having the
custodian initial the file (yellow) copy of the cash receipt form once the funds come into
her/his possession.
c. The designated custodian is required to secure the funds in a protected location. No
other staff member should have access to funds once the receipts are transferred to the
designated custodian.
d. A designated substitute treasurer/custodian can be appointed to cover extended periods
of leave; however, the substitute is required to document the transfer and properly
secure funds for which he/she is responsible.
e. Employees are not allowed to cash personal checks from un-deposited funds.
f. Night depositories should be utilized when funds exceed $500.
3. Verify to ensure that all funds are deposited:
a. Deposits shall be made at least weekly. More frequent deposits should be made when
un-deposited amounts exceed $500.
b. The designated cash receipt custodian (Club Treasurer) is responsible for preparing
deposits.
c. All deposits must have sufficient documentation noting which checks and/or cash
receipt forms were included in deposit balances. This documentation can consist of
notations in a bound cash receipt book, or a listing of each cash receipt form that was
included in the deposit.
Inventory and Sales Procedures
When conducting fund raising events that involve sales of merchandise to the public, adequate
documentation of items sold should be maintained. Proper inventory audits/controls should be
followed, particularly in entities like Shooting Sports clubs which maintain significant equipment. At a
minimum, an annual audit of equipment should be completed and filed with the club treasurer.
Disbursement Procedures
Appropriate record keeping when conducting transactions is particularly important. Key points are
identified below:
1. All expenditures must be approved by the 4-HCAO.
2. An original invoice should be presented to the 4-HCAO requesting payment and be approved
for payment by its members.
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3. Upon club approval of the invoice the Treasurer shall make payment.
4. The original invoice or receipt should be attached to the voucher form.
5. All disbursements must be made through an organization’s checking account. Funds
withdrawn from savings or other investment accounts must be deposited into a 4-HCAO
checking account before they can be disbursed. Cash payments for supplies and/or services
are prohibited.
6. Checks written on 4-HCAO accounts must have two signatures. One signature should be that
of the organization’s Treasurer and the 2nd that of a non-related adult.
7. Checks must never be pre-signed and utilizing a rubber stamp in lieu of an original signature is
forbidden.
Accountability Procedures
1. It is the responsibility of every staff and 4-HCAO member to report the suspected misuse of
funds to the State 4-H Program Director.
2. Any loss of funds due to fraud or misappropriation can result in disciplinary action including
termination and criminal prosecution.
Investment Accounts
4-HCAO’s may, upon approval of the State 4-H Program Director, maintain investment accounts for
the purpose of accruing earnings on the deposited funds. Scholarship funds are often established and
funds are deposited into such accounts. Investment accounts may include, but are not limited to,
money market funds, CDs, stocks, mutual funds, etc. The following guidelines should be followed
when managing these investment accounts:
1. 4-HCAO’s utilizing investment accounts are encouraged to use outside professional sources to
aid them in their investment strategies; banking, accountants or investment professionals
would be a great source of support. The decision as to how to invest funds is ultimately the
responsibility of the 4-HCAO, but the advice of the outside professionals should be carefully
considered and funds should always be invested in a fiscally responsible manner.
2. As with all other accounts, investment accounts should be reviewed annually and a report
submitted to the State 4-H Office.
3. In order to provide a means of tracking disbursement of funds, monetary awards should be in
the form of a check. To expend investment account funds, the funds should first be transferred
into the regular 4-HCAO checking account and the checks written from that account.
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Notes on Tax Exempt Status (some items highlighted again for clarity)
1. Each local 4-HCAO with funds must have a federal employee identification number (EIN ID #)
for each account. This number is to be used in filing annual tax reports, establishing federal
income tax exempt status, reporting to the State 4-H Office, and for identifying all accounts.
a. As a reminder, effective FY-2019 4-H CAO are responsible for filing their own annual
tax report with the IRS by the May 15th non-profit filing deadline. SDSU 4-H is no longer
able to complete this reporting process on your behalf.
2. Federal tax exempt status does not exempt the 4-H organization from paying South Dakota
sales tax. Only purchases processed through SDSU are tax exempt.
3. Contributions to an official 4-HCAO by individuals, organizations, and corporations are
deductible as a contribution for federal income tax purposes for 4-HCAO that chose Path 1 or
2; however, most large corporations these days will require evidence of your IRS status which
is only available for Path 2 groups.
4. U.S.D.A. policy and federal law prohibits the misuse of the 4-H name and emblem. Any funds
collected using the 4-H name and emblem must be used for 4-H purposes (and returned to
SD4-H should they go unspent). Specific information on use of the 4-H name and emblem was
established by Public Law 772 and is explained in U.S.D.A. publication #1282.
5. Non-profit organizations are just that—not out to turn a profit. To ensure this, 4-HCAO will
usually spend down all revenues and maintain start-up carry-over funds of less than $5000. In
circumstances where 4-HCAO need more than $5000 carry-over, they shall attach their fund
expenditure plan to the Annual Charter Renewal form (Appendix E).

ANNUAL REPORTING
Throughout this document you have noted a concerted effort to maintain the high standing of 4-H in
our communities through following appropriate procedures. Reporting is the final “check and
balance” to ensure civil rights, organizational charter standards, and fiscal stewardship procedures
are in good position. To that end, SDSU Extension 4-H requires each 4-HCAO to complete two
annual reporting requirements. With good recordkeeping throughout the year, the annual reporting
process will take the average 4-HCAO about 15 minutes. See as follows:
1. SD4-H Requirement: Complete the Annual Charter Renewal form (Appendix E) and give to
your local 4-H professional by December 31. This 2-page form simplifies the previously
required audit paperwork, civil rights assurance, and financial report summary report.
2. IRS Requirement for 4-HCAO with 501c3 status (i.e., those having a treasury): File the
appropriate annual IRS notice/report by the May 15th non-profit reporting deadline.
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a. For most 4-HCAO this will involve filing the 990-N e-Postcard; a simple 5-minute online
filing process at the IRS website.
 Use this guide to get started the first time: https://www.irs.gov/pub/irs-pdf/p5248.pdf
 Pro Tip: save your password information in a secure location. This will save you
a significant amount of grief next year!
b. For our rare 4-HCAO with significant revenue/assets which require filing either the 990
or 990-EZ, consult your local tax professional.

DISBANDING
When the PYD mission and/or the group’s intended purpose are no longer manifest, it is time for the
group to re-focus or potentially disband. If the attempt at re-focusing falters, disbanding shall be
conducted in a manner that provides the least disruption to 4-H member youth. If a treasury exists,
disbursal of funds within the bounds of 4-H charter obligations must be followed or criminal liability
may result. Based on observed patterns, the following guide may help your group decide if refocusing or disbanding may be in order

When to re-focus
o A planned or sudden loss of a key volunteer weakens the group but other caring adults are
available to ‘step up.’
o Meetings have grown stagnant but reaching out to staff for creative ideas will likely spice things
up again.
o An experienced group of youth/leaders graduates simultaneously and though the group is now
very inexperienced there is potential for strength after a few years of patient growth.
o Disagreements are happening amongst the group’s leadership but an independent observer
would suggest the disagreements are petty rather than substantive. 4-H staff can assist with
conflict resolution or interpersonal communications training.
o For one reason or another, the culture of PYD has been lost in the group but the membership
is full of good people that just need a training stimulant (from staff) to get back on track.
o Minimum participation requirements are not being met but with an active recruiting cycle new
members are likely to join.
o The organization receives notice from SD4-H staff (local or state) that certain improvements
are needed to maintain the club/affiliate. The club/affiliate appreciates the constructive
feedback and makes appropriate adjustments to get back in good standing.
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When to disband
o No adults are willing to step up when existing volunteers are lost.
o The group has become so petty or derisive that the culture of PYD is no longer present.
o Minimum participation requirements are not being met and, despite active recruiting, new
members are unlikely to join.
o The group no longer has a need to be a group (e.g., everyone graduated, SpIn interest has
faded).
o The organization receives notice from SD4-H staff (local or state) that certain improvements
are needed to maintain the club/affiliate. The club/affiliate chooses not to embrace the
necessary change and decides to disband.

How to disband
Hopefully you have been in ongoing communication with your local 4-H professional well in advance
of this moment. If disbanding is the best option, you will need to complete the following basic steps:
1. Communicate effectively with all remaining group members that the group is disbanding.
Generally this will take place at a final meeting and a vote will be taken and recorded in the
final minutes. Do your best to conclude on a positive, civil note.
2. If a treasury exists, the group will vote on how best to disburse remaining funds. SD4-H
requires that remainder funds be distributed to a) another SD4-H entity, *b) a local non-profit
that means something to the group, or c) South Dakota 4-H. If consensus cannot be reached
or the group disbands without taking a proper concluding vote, all funds automatically revert to
South Dakota 4-H. Under no circumstances may funds be disbursed to individuals/members
or used for a final ‘blowout’ party.
*By way of reminder, funds raised in the name of a 4-H entity must remain with an
overall 4-H entity. For those choosing to dispense some monies via Option B above, be
sure those were only funds generated by member dues from the current year and
not via fundraiser or donors. Usually it is safest to give to another 4-H entity.
3. If a treasury existed, the group leader will also need to file the final IRS 990 e-postcard by May
15th and note in that filing that the group has been terminated. This is how you successfully
terminate the relationship with the IRS.
4. Final Step: Turn in the Revocation of Charter form (Appendix F) to your local 4-H professional.
The form verifies completion of previous steps.

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
© 2019, South Dakota Board of Regents
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APPENDICES
Note: new groups should only fill out A, B, or C—not all three!
A. Community Club Charter Application packet: all-in-one form is completed and submitted to
local 4-H professional for initial consideration
contents: organizational requirements, constitution, bylaws, dissolution statement, civil
rights assurance
B. Special Interest Club Charter Application packet: all-in-one form is completed and
submitted to local 4-H professional for initial consideration
contents: organizational requirements, constitution, bylaws, dissolution statement, civil
rights assurance
C. Affiliate Charter Application packet: all-in-one form is completed and submitted to local 4-H
professional for initial consideration
contents: organizational requirements, constitution, bylaws, dissolution statement, civil
rights assurance
D. Charter sample: an example of what a charter certificate looks like; yours will be available in
your 4-H Online profile once it has been approved
E. Annual Charter Renewal form: all-in-one form is completed and submitted to your local 4-H
professional by December 31 to request continuance of charter relationship
contents: civil rights assurance, fiscal/audit assurances, organizational standards
assurance, statement of renewal intent
F. Revocation of Charter form: completed and provided to local 4-H professional upon chosen
termination of 4-H group
G. Form SS-4 Instructions: used to get an EIN from the IRS; online encouraged

Last revised October 1, 2020
Originally adopted October 17, 2012

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
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APPENDIX A: Community Club Charter Application: Page 1 of 7
Charter Checklist (must be initialed by all appropriate parties listed below)
Volunteer
Local 4-H Pro SD4-H Dir
Checklist Item
_________

_________

Requested club has at least 5 youth from 3 families
and at least 1 certified 4-H volunteer

_________

Local 4-H office verifies community need for this club

_________

_________

Requested club name completed and acceptable
(fill out completely in Legal Identification below)

_________

_________

If having a treasury, EIN and non-profit type provided
(fill out completely in Legal Identification below)

_________ _________ _________

If having a treasury, EIN confirmation letter attached

_________ _________ _________

Completed constitution and bylaws

_________ _________ _________

Completed dissolution statement

_________ _________ _________

Completed civil rights assurance statement

_________ _________

Completed charter approval signatures (see below)

_________

Items and charter certificate uploaded to 4-H Online

Legal Identification
Requested Legal Name of Club: ___________

________ 4-H Club of South Dakota

Lead Volunteer’s Name and Contact Phone: __________________________ _________________
Stated purpose of the group: _________________________________________________________
Will you have a treasury? (circle one):

Yes

No

If yes, complete next two lines…

*Federal EIN: _____________________________
*Attach copy of IRS EIN confirmation letter to this packet when you submit.
Which 501c3 non-profit pathway will you use? [see pages 6-7] (circle one):

Path 1

Path 2

Approval Signatures
Having reviewed the full charter application packet, I hereby declare the club listed above ‘acceptable’
as a duly chartered 4-H club with appropriate rights/responsibilities subject to annual renewal.
Local 4-H Professional signature and date:

_________________________

__________

State 4-H Program Director signature and date:

_________________________

__________

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
© 2019, South Dakota Board of Regents
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APPENDIX A: Community Club Charter Application: Page 2 of 7
Club Constitution (fill-in all blanks)
Article I – Legal Name
The legal name of this 4-H organization shall be ___________
Club of South Dakota.

________ 4-H

Article II – Common Name (optional)
The common name of this 4-H organization shall be _________________________________.
Article III – Membership
Section 1 – Eligibility
Any youth in this area/community/county who will reach eight (8) years of age by January 1 or
is in the third grade and will not reach their nineteenth birthday on or before January 1 of the
current year may become a member of this club regardless of sex, race, color, creed, national
origin, ancestry, citizenship, gender, gender identification, transgender, pregnancy, sexual
orientation, religion, disability, genetic information, veteran status, or other protected class.
Youth in the five-to-seven years of age range (on or before January 1 of the 4-H year) who are
not yet in third grade may be 4-H Cloverbuds.
Section 2 – Re-enrollment
Members must re-enroll in 4-H on an annual basis to retain active 4-H member status.
Section 3 – Responsibilities
Each member is encouraged to participate regularly in club meetings and activities. Each
member must enroll in a minimum of one (1) project and is encouraged to keep a project
record and share what they learned through a talk, demonstration, or exhibit. Participation in
the 4-H positive youth development program is a privilege, and participants are expected to
show respect and cooperation to 4-H leaders and other participants. Each member is asked to
sign and abide by the South Dakota 4-H Member Code of Conduct and the Behavior
Guidelines established by South Dakota 4-H. Participation and membership status may be
revoked if conduct violations warrant.
Section 4 – Voluntary Dues (optional)
This 4-H club will assess voluntary dues of ________________________________ to cover
club expenses for educational programming. If members cannot pay these dues, they need to
discuss the situation with the 4-H volunteer leader.
Article IV – Fiscal Operations
The club will follow all rules according the SDSU Extension 4-H Fiscal Guidelines for
4-H Chartered Clubs and Affiliates in accordance with state and federal regulations.

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
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APPENDIX A: Community Club Charter Application: Page 3 of 7
Club Constitution (cont.)
Article V – Amendments
This constitution may be amended at any regular meeting by a two-thirds vote cast by those in
attendance, providing notice has been given at the previous meeting.
Article VI – Dissolution
The organization will have a Dissolution Statement on file with the appropriate
County/Unit/State 4-H Office. This document will be included in the organization’s charter
paperwork on file in the event that the organization dissolves.

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
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APPENDIX A: Community Club Charter Application: Page 4 of 7
Club Bylaws (fill-in all blanks)
Article I – Meetings
Section 1 – Dates
The club shall meet regularly every ________________ (day of the week) at _________(time)
at ________________________ (place). Special meetings may be called by the club president
and 4-H leader as needed. Adequate notice will be given.
Section 2 – Quorum
A simple majority (one-half plus one) of active members must be present to conduct official
business of the club.
Section 3 – Order of Business
The following order of business shall be followed at regular club meetings:
1. Call to order
2. Pledge of Allegiance and the 4-H Pledge
3. Roll call
4. Minutes of last meeting
5. Treasurer’s report
6. Committee(s) report(s)
7. Unfinished business
8. New business
9. 4-H volunteer leader’s report
10. Announcements
11. Adjournment to daily activity
12. Educational program/project/demonstration work
13. Recreation/refreshments
Club activities outside the meeting setting (e.g., field/learning trip, community service,
fundraiser) do not follow the regular club meeting schedule.
Section 4 – Meeting Procedure [list selected choice here: _________________________]
Meetings shall be governed by the following decision-making procedure:
(circle one) Robert’s Rules of Order
Martha’s Rules of Order
Consensus Model
Article II – Election of Officers
The officers of this club shall be elected at the first regular meeting in
_____________________________ (month). They shall hold office for one 4-H year. All active
members are eligible to vote and run for office. Regardless of club meeting procedure in Article
1. Section 4. listed above, voting is by majority rule and is done by secret ballot.

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
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APPENDIX A: Community Club Charter Application: Page 5 of 7
Article III – Officers
When sufficient membership and maturity allows, the officers of this club shall include at least a
president, vice-president, secretary, treasurer, and reporter. Duties of the individual offices are as
follows:
Section 1: Duties of the president:
1. Coordinate the effective functioning of the club with the volunteer leader(s),
2. Preside at all meetings of the club, enforce the bylaws, and exercise supervision
over the affairs of the club,
3. Appoint standing and special committees,
4. Serve as an ex officio member of each committee, except the nominating committee,
5. And serve as potential delegate to the county 4-H Promotion and Expansion Comm.
Section 2: Duties of the vice-president:
1. Assist the president and perform the duties of the president in his/her absence,
2. Serve as chairman of the program committee,
3. And plan all club educational/off-site programs well in advance.
Section 3: Duties of the secretary:
1. Keep a full and correct record of all proceedings of the club,
2. Have charge of club correspondence,
3. And keep the roll and read the minutes at each meeting.
Section 4: Duties of the treasurer:
1. Prepare a budget for approval by the club,
2. Receive, hold, and pay out all moneys of the club as designated by the adopted
budget (any expenditures over $____________________________ not included in
the budget must be approved by the executive committee),
3. Keep an accurate record of the receipt and expenditures of all funds,
4. And present a financial statement when requested to do so,
Section 5: Duties of the reporter:
1. Report activities of the club to local news media,
2. And report novel activities to the local 4-H professional.
Article IV – Committees
Section 1 – Audit Committee
An audit committee consisting of one member, parent, and volunteer–none of whom have
signatory rights on the financial accounts–will conduct an audit of the club financial records.
The volunteer leader provides the appropriate records to the local 4-H office annually.
Section 2 – Standing or Special Committees
Standing or special committees will be created as needed (e.g., nominating, fundraising).
Members are expected to volunteer for committee assignments.
SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
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APPENDIX A: Community Club Charter Application: Page 6 of 7
Dissolution Statement (fill-in all blanks)
Introduction
In accordance with laws governing non-profit organizations, if a chartered 4-H organization disbands,
all funds in the club/group treasury and any other club property can only be given to a) another local
4-H chartered organization, b) another local non-profit organization of meaning to the group, and/or
c) to South Dakota State University Extension 4-H but cannot be given to individuals in the
club/group.
Dissolution Clause and Procedure
Upon consideration of disillusionment, the members of the ___________
________
4-H Club of South Dakota shall be terminated and dissolved by a simple majority vote of the
membership in favor of dissolution and termination of the organization. The members shall also vote
on how to disburse club resources in an approved manner. When a 4-H organization dissolves or fails
to reorganize without a vote of the members, the resources become the immediate property of SDSU
Extension 4-H. Any liabilities remain with the above named organization and do not fall to SDSU
Extension 4-H or its designees.
Upon dissolution and termination of the stated 4-H organization for any reason, the officers shall take
full account of the 4-H organization assets and liabilities and shall liquidate the assets and apply and
distribute the proceeds there from in the following order:
A. To the payment of the debts and liabilities of the above named 4-H organization.
B. The remaining balance shall be distributed to a) another local 4-H chartered organization, b)
another local non-profit organization of meaning to the group, and/or c) to South Dakota State
University Extension 4-H. (Note: option B may only be internal funds such as club dues.)
Upon compliance with the foregoing terms and manner of distribution, the _____________________
_________________ 4-H Club of South Dakota shall cease.

_____________________________

___________________________

Signature of Club Volunteer Leader

County

_______________
Date

Note: this dissolution statement does not conclude the club’s business with the IRS. To that end, the
club volunteer leader is reminded to file a termination notice with the IRS by the next May 15 th nonprofit filing deadline.
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APPENDIX A: Community Club Charter Application: Page 7 of 7
Civil Rights Assurance Statement (fill-in all blanks)
It is the policy of the University and SDSU Extension not to discriminate on the basis of sex, race,
color, creed, national origin, ancestry, citizenship, gender, gender identification, transgender, sexual
orientation, religion, age, disability, genetic information, veteran status, or any other status that may
become protected under the law against discrimination.
This document must be signed by any entity that partners with SDSU Extension to provide services
and/or benefits, including, but not limited to, trainings, workshops, seminars and grant projects. By
signing this agreement, the entity agrees that it and its staff/volunteers will abide by all federal laws
prohibiting discrimination on the bases of race, color, national origin, age, disability, and sex, as
provided for by Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and the Americans
with Disabilities Act of 1990. By signing this document, the undersigned understand and agree to
comply with all policies of SDSU Extension and the United States Department of Agriculture
regarding the aforementioned laws and their implementing regulations.
SDSU Extension cannot provide any service to any club, organization, business or entity that
knowingly practices discrimination.
This Assurance Statement declares that:
_____________________________________________
(Name of Community Club)

_____________________________________________
_____________________________________________
_____________________________________________
(Volunteer Leader Mailing Address)

________________________

_______________

(Signature of Entity President)

(Date)

does not discriminate in membership, participation or services; and, that the organization is open to
all persons, regardless of any protected class described above.
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APPENDIX B: Special Interest Club Charter Application: Page 1 of 6
Charter Checklist (must be initialed by all appropriate parties listed below)
Volunteer
Local 4-H Pro SD4-H Dir
Checklist Item
_________

_________

Requested club has at least 5 youth and at least 1
certified 4-H volunteer

_________

Local 4-H office verifies community need for this club

_________

_________

Requested club name completed and acceptable
(fill out completely in Legal Identification below)

_________

_________

If having a treasury, EIN and non-profit type provided
(fill out completely in Legal Identification below)

_________ _________ _________

If having a treasury, EIN confirmation letter attached

_________ _________ _________

Completed constitution and bylaws

_________ _________ _________

Completed dissolution statement

_________ _________ _________

Completed civil rights assurance statement

_________ _________

Completed charter approval signatures (see below)

_________

Items and charter certificate uploaded to 4-H Online

Legal Identification
Requested Legal Name of Club: ___________

________ 4-H Club of South Dakota

Lead Volunteer’s Name and Contact Phone: __________________________ _________________
Stated purpose of the group: _________________________________________________________
Will you have a treasury? (circle one):

Yes

No

If yes, complete next two lines…

*Federal EIN: _____________________________
*Attach copy of IRS EIN confirmation letter to this packet when you submit.
Which 501c3 non-profit pathway will you use? [see pages 6-7] (circle one):

Path 1

Path 2

Approval Signatures
Having reviewed the full charter application packet, I hereby declare the club listed above ‘acceptable’
as a duly chartered 4-H club with appropriate rights/responsibilities subject to annual renewal.
Local 4-H Professional signature and date:

_________________________

__________

State 4-H Program Director signature and date:

_________________________

__________

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
Regents and the United States Department of Agriculture.
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APPENDIX B: Special Interest Club Charter Application: Page 2 of 6
Club Constitution (fill-in all blanks)
Article I – Legal Name
The legal name of this 4-H organization shall be ___________
Club of South Dakota.

________ 4-H

Article II – Common Name (optional)
The common name of this 4-H organization shall be _________________________________.
Article III – Membership
Section 1 – Eligibility
Any youth in this area/community/county who will reach _______ [at least 5] years of age by
January 1 and will not reach their ________ [no more than 19th] birthday on or before January
1 of the current year and possesses an interest in the club’s special interest topic of
_________________________ may become a member of this club regardless of sex, race,
color, creed, national origin, ancestry, citizenship, gender, gender identification, transgender,
pregnancy, sexual orientation, religion, disability, genetic information, veteran status, or other
protected class.
Section 2 – Re-enrollment
Members must re-enroll in 4-H on an annual basis to retain active 4-H member status.
Section 3 – Responsibilities
Each member is encouraged to participate regularly in club activities. Participation in the 4-H
positive youth development program is a privilege, and participants are expected to show
respect and cooperation to 4-H leaders and other participants. Each member is asked to sign
and abide by the South Dakota 4-H Member Code of Conduct and the Behavior Guidelines
established by South Dakota 4-H. Participation and membership status may be revoked if
conduct violations warrant.
Section 4 – Voluntary Dues (optional)
This 4-H club will assess voluntary dues of ________________________________ to cover
club expenses for educational programming. If members cannot pay these dues, they need to
discuss the situation with the 4-H volunteer leader.
Article IV – Fiscal Operations
The club will follow all rules according the SDSU Extension 4-H Fiscal Guidelines for
4-H Chartered Clubs and Affiliates in accordance with state and federal regulations. In
particular, should we possess a treasury we will ensure a youth governance model is reflected
in our Bylaws.
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APPENDIX B: Special Interest Club Charter Application: Page 3 of 6
Club Constitution (cont.)
Article V – Amendments
This constitution may be amended at any regular meeting by a two-thirds vote cast by those in
attendance, providing notice has been given at the previous meeting.
Article VI – Dissolution
The organization will have a Dissolution Statement on file with the appropriate
County/Unit/State 4-H Office. This document will be included in the organization’s charter
paperwork on file in the event that the organization dissolves.
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APPENDIX B: Special Interest Club Charter Application: Page 4 of 6
Club Bylaws (fill-in all blanks)
[SD4-H Editor’s introduction: Bylaws for Special Interest Clubs are more flexible than for Community
Clubs because SpIn Clubs generally do not conduct formal business meetings, elect officers, have
treasuries, etc. The focus of a SpIn Club is development of youth through a common topic of interest
rather than more formal organizational methods. When completing this section, 4-H volunteer
leaders are encouraged to fully consider the group’s purpose and craft a document which encourages
appropriate participation. At a minimum, you may want to consider mirroring the Appendix A bylaws if
beneficial. If going beyond Article 1, Section 1 you will need to type up a separate page and
insert/replace it here. If you struggle, please seek support from your local 4-H professional.]
Article I – Meetings
Section 1 – Dates
The club shall meet regularly every ________________ (day of the week) at _________(time)
at ________________________ (place). Special meetings may be called by the 4-H volunteer
leader as needed. Adequate notice will be given.
Section 2 – Quorum (optional)
Section 3 – Order of Business (optional)
Section 4 – Meeting Procedure (optional)
Article II – Election of Officers (optional)
Article III – Officers (optional)
Article IV – Committees (optional)
Article V – Amendments
These bylaws may be amended at any regular meeting by a two-thirds vote cast by those in
attendance, providing notice has been given at the previous meeting.
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APPENDIX B: Special Interest Club Charter Application: Page 5 of 6
Dissolution Statement (fill-in all blanks) [SD4-H Editor’s note: even SpIn Clubs that do not intend to
have treasuries must fill this out upon formation such that it is on file should you ever choose to adjust
your governance style and pursue having a treasury.]
Introduction
In accordance with laws governing non-profit organizations, if a chartered 4-H organization disbands,
all funds in the club/group treasury and any other club property can only be given to a) another local
4-H chartered organization, b) another local non-profit organization of meaning to the group, and/or
c) to South Dakota State University Extension 4-H but cannot be given to individuals in the
club/group.
Dissolution Clause and Procedure
Upon consideration of disillusionment, the members of the ___________
________
4-H Club of South Dakota shall be terminated and dissolved by a simple majority vote of the
membership in favor of dissolution and termination of the organization. The members shall also vote
on how to disburse club resources in an approved manner. When a 4-H organization dissolves or fails
to reorganize without a vote of the members, the resources become the immediate property of SDSU
Extension 4-H. Any liabilities remain with the above named organization and do not fall to SDSU
Extension 4-H or its designees.
Upon dissolution and termination of the stated 4-H organization for any reason, the officers shall take
full account of the 4-H organization assets and liabilities and shall liquidate the assets and apply and
distribute the proceeds there from in the following order:
C. To the payment of the debts and liabilities of the above named 4-H organization.
D. The remaining balance shall be distributed to a) another local 4-H chartered organization, b)
another local non-profit organization of meaning to the group, and/or c) to South Dakota State
University Extension 4-H. (Note: option B may only be internal funds such as club dues.)
Upon compliance with the foregoing terms and manner of distribution, the _____________________
_________________ 4-H Club of South Dakota shall cease.

_____________________________

___________________________

Signature of Club Volunteer Leader

County

_______________
Date

Note: this dissolution statement does not conclude the club’s business with the IRS. To that end, the
club volunteer leader is reminded to file a termination notice with the IRS by the next May 15th nonprofit filing deadline.
SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
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APPENDIX B: Special Interest Club Charter Application: Page 6 of 6
Civil Rights Assurance Statement (fill-in all blanks)
It is the policy of the University and SDSU Extension not to discriminate on the basis of sex, race,
color, creed, national origin, ancestry, citizenship, gender, gender identification, transgender, sexual
orientation, religion, age, disability, genetic information, veteran status, or any other status that may
become protected under the law against discrimination.
This document must be signed by any entity that partners with SDSU Extension to provide services
and/or benefits, including, but not limited to, trainings, workshops, seminars and grant projects. By
signing this agreement, the entity agrees that it and its staff/volunteers will abide by all federal laws
prohibiting discrimination on the bases of race, color, national origin, age, disability, and sex, as
provided for by Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and the Americans
with Disabilities Act of 1990. By signing this document, the undersigned understand and agree to
comply with all policies of SDSU Extension and the United States Department of Agriculture
regarding the aforementioned laws and their implementing regulations.
SDSU Extension cannot provide any service to any club, organization, business or entity that
knowingly practices discrimination.
This Assurance Statement declares that:
_____________________________________________
(Name of Special Interest Club)

_____________________________________________
_____________________________________________
_____________________________________________
(Volunteer Leader Mailing Address)

________________________

_______________

(Signature of Entity President)

(Date)

does not discriminate in membership, participation or services; and, that the organization is open to
all persons with a special interest in the topic of __________________________, regardless of any
protected class described above.
SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
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APPENDIX C: Affiliate Charter Application: Page 1 of 6
Charter Checklist (must be initialed by all appropriate parties listed below)
Volunteer
Local 4-H Pro SD4-H Dir
Checklist Item
_________

Local 4-H office confirms value of and community
need for this affiliate relationship

_________

_________

Requested affiliate name completed and acceptable
(fill out completely in Legal Identification below)

_________

_________

If having a treasury, EIN and non-profit type provided
(fill out completely in Legal Identification below)

_________ _________ _________

If having a treasury, EIN confirmation letter attached

_________ _________ _________

Completed constitution and bylaws

_________ _________ _________

Completed dissolution statement

_________ _________ _________

Completed civil rights assurance statement

_________ _________

Completed charter approval signatures (see below)

_________

Items and charter certificate uploaded to 4-H Online

Legal Identification
Requested Legal Name of Affiliate: ___________

________ 4-H Affiliate of South Dakota

Lead Volunteer’s Name and Contact Phone: __________________________ _________________
Stated purpose of the group: _________________________________________________________
Will you have a treasury? (circle one):

Yes

No

If yes, complete next two lines…

*Federal EIN: _____________________________
*Attach copy of IRS EIN confirmation letter to this packet when you submit.
Which 501c3 non-profit pathway will you use? [see pages 6-7] (circle one):

Path 1

Path 2

Approval Signatures
Having reviewed the full charter application packet, I hereby declare the club listed above ‘acceptable’
as a duly chartered 4-H club with appropriate rights/responsibilities subject to annual renewal.
Local 4-H Professional signature and date:

_________________________

__________

State 4-H Program Director signature and date:

_________________________

__________

SDSU Extension is an equal opportunity provider and employer in accordance with the nondiscrimination policies of South Dakota State University, the South Dakota Board of
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APPENDIX C: Affiliate Charter Application: Page 2 of 6
Affiliate Constitution (fill-in all blanks)
Article I – Legal Name
The legal name of this 4-H organization shall be ___________
Affiliate of South Dakota.

________ 4-H

Article II – Common Name (optional)
The common name of this 4-H organization shall be _________________________________.
Article III – Membership
Section 1 – Eligibility
Anyone meeting our eligibility criteria of ___________________________________________
___________________________________________________________________________
may become a member of this affiliate regardless of sex, race, color, creed, national origin,
ancestry, citizenship, gender, gender identification, transgender, pregnancy, sexual orientation,
religion, disability, genetic information, veteran status, or other protected class.
Section 2 – Re-enrollment
Members must re-enroll in the affiliate by __________________________________________
___________________________________________________________________________.
Section 3 – Responsibilities
Each member is encouraged to participate regularly in affiliate meetings and activities.
Participation in the 4-H positive youth development program is a privilege, and participants are
expected to show respect and cooperation to 4-H staff, volunteers, members, and other
participants. Each member’s behavior is governed by the South Dakota 4-H Member Code of
Conduct and/or Volunteer Code of Conduct regardless of member status. Participation and
membership status may be revoked if conduct violations warrant.
Section 4 – Voluntary Dues (optional)
This 4-H affiliate will assess voluntary dues of ________________________ to cover affiliate
expenses for educational programming. If members cannot pay these dues, they need to
discuss the situation with the 4-H volunteer leader.
Article IV – Fiscal Operations
The affiliate will follow all rules according the SDSU Extension 4-H Fiscal Guidelines for
4-H Chartered Clubs and Affiliates in accordance with state and federal regulations.
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APPENDIX C: Affiliate Charter Application: Page 3 of 6
Affiliate Constitution (cont.)
Article V – Amendments
This constitution may be amended at any regular meeting by a two-thirds vote cast by those in
attendance, providing notice has been given at the previous meeting.
Article VI – Dissolution
The organization will have a Dissolution Statement on file with the appropriate
County/Unit/State 4-H Office. This document will be included in the organization’s charter
paperwork on file in the event that the organization dissolves.
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APPENDIX C: Affiliate Charter Application: Page 4 of 6
Affiliate Bylaws (fill-in all blanks)
[SD4-H Editor’s introduction: Bylaws for Affiliates are more flexible than for Community Clubs
because a one-size-fits-all approach is unwieldly considering the diverse frameworks of our many
affiliated supporters. When completing this section, 4-H volunteer leaders are encouraged to fully
consider the group’s purpose and craft a document which encourages appropriate participation and
sustainable practice over the long-run. At a minimum, you may want to consider mirroring the
Appendix A bylaws where applicable. Once completed, insert/replace the page here. If you struggle,
please seek support from your local 4-H professional.]
Article I – Meetings
Section 1 – Dates
The club shall meet regularly every ________________ (day of the week) at _________(time)
at ________________________ (place). Special meetings may be called by the
__________________________ as needed. Adequate notice will be given.
Section 2 – Quorum (optional)
Section 3 – Order of Business (optional)
Section 4 – Meeting Procedure (optional)
Article II – Election of Officers (optional)
Article III – Officers (optional)
Article IV – Committees (optional)
Article V – Amendments
These bylaws may be amended at any regular meeting by a two-thirds vote cast by those in
attendance, providing notice has been given at the previous meeting.
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APPENDIX C: Affiliate Charter Application: Page 5 of 6
Dissolution Statement (fill-in all blanks) [SD4-H Editor’s note: even the few affiliates that do not
intend to have treasuries must fill this out upon formation such that it is on file should you ever choose
to adjust your governance style and pursue having a treasury.]
Introduction
In accordance with laws governing non-profit organizations, if a chartered 4-H organization disbands,
all funds in the club/group treasury and any other club property can only be given to a) another local
4-H chartered organization, b) another local non-profit organization of meaning to the group, and/or
c) to South Dakota State University Extension 4-H but cannot be given to individuals in the
club/group.
Dissolution Clause and Procedure
Upon consideration of disillusionment, the members of the ___________
________
4-H Affiliate of South Dakota shall be terminated and dissolved by a simple majority vote of the
membership in favor of dissolution and termination of the organization. The members shall also vote
on how to disburse club resources in an approved manner. When a 4-H organization dissolves or fails
to reorganize without a vote of the members, the resources become the immediate property of SDSU
Extension 4-H. Any liabilities remain with the above named organization and do not fall to SDSU
Extension 4-H or its designees.
Upon dissolution and termination of the stated 4-H organization for any reason, the officers shall take
full account of the 4-H organization assets and liabilities and shall liquidate the assets and apply and
distribute the proceeds there from in the following order:
A. To the payment of the debts and liabilities of the above named 4-H organization.
B. The remaining balance shall be distributed to a) another local 4-H chartered organization, b)
another local non-profit organization of meaning to the group, and/or c) to South Dakota State
University Extension 4-H. (Note: option B may only be internal funds such as affiliate dues.)
Upon compliance with the foregoing terms and manner of distribution, the _____________________
_________________ 4-H Affiliate of South Dakota shall cease.

_____________________________

___________________________

_______________

Signature of Affiliate Leader

County

Date

Note: this dissolution statement does not conclude the affiliate’s business with the IRS. To that end,
the affiliate’s leader is reminded to file a termination notice with the IRS by the next May 15th nonprofit filing deadline.
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APPENDIX C: Affiliate Charter Application: Page 6 of 6
Civil Rights Assurance Statement (fill-in all blanks)
It is the policy of the University and SDSU Extension not to discriminate on the basis of sex, race,
color, creed, national origin, ancestry, citizenship, gender, gender identification, transgender, sexual
orientation, religion, age, disability, genetic information, veteran status, or any other status that may
become protected under the law against discrimination.
This document must be signed by any entity that partners with SDSU Extension to provide services
and/or benefits, including, but not limited to, trainings, workshops, seminars and grant projects. By
signing this agreement, the entity agrees that it and its staff/volunteers will abide by all federal laws
prohibiting discrimination on the bases of race, color, national origin, age, disability, and sex, as
provided for by Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and the Americans
with Disabilities Act of 1990. By signing this document, the undersigned understand and agree to
comply with all policies of SDSU Extension and the United States Department of Agriculture
regarding the aforementioned laws and their implementing regulations.
SDSU Extension cannot provide any service to any club, organization, business or entity that
knowingly practices discrimination.
This Assurance Statement declares that:
_____________________________________________
(Name of Affiliated Entity)

_____________________________________________
_____________________________________________
_____________________________________________
(Volunteer Leader Mailing Address)

________________________

_______________

(Signature of Entity President)

(Date)

does not discriminate in membership, participation or services; and, that the organization is open to
all persons, regardless of any protected class described above.
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APPENDIX D: Charter Sample

4-H CHARTER OF ORIGIN
PRESENTED ON BEHALF OF THE
4-H NATIONAL HEADQUARTERS
AT THE UNITED STATED DEPARTMENT OF AGRICULTURE

AND
SOUTH DAKOTA STATE UNIVERSITY
TO
SAMPLE
4-H CLUB OF SOUTH DAKOTA
In recognition of its organization and agreement to meet the requirements outlined by
South Dakota State University Extension 4-H, this group is authorized to use the 4-H
Name and Emblem for educational purposes in accordance with laws and regulations
established by the Congress of the United States of America, the Secretary of the
United States Department of Agriculture, and this land -grant university.

AS OF
TODAY’S DATE
Renewable annually henceforth in accordance with SDSU Extension 4-H guidelines.

Karla Trautman
Director, SDSU Extension

Dr. Tim Tanner
Director, South Dakota 4-H

Authorized as designated by Acting 4-H National Program Leader, Brent Elrod.
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APPENDIX E: Annual Charter Renewal form: Page 1 of 2
Introduction: Submission of this renewal form is required for all South Dakota 4-H Clubs or Affiliates
who wish to renew their charter (i.e., exist) for the incoming 4-H year. The South Dakota 4-H year
begins on October 1 and ends on September 30. This form must be submitted to your local 4-H
professional by December 31, signifying your organization’s intent to renew. [This 3-month time period is provided
as a convenience to allow for your ‘just ending’ 4-H year’s fiscal/inventory audit(s) to be completed and ratified by the organization. Earlier is better.]

Legal Identification
Legal Name of Club/Affiliate: _________________________________________________________
Lead Volunteer’s Name and Contact Phone: __________________________ _________________

Organizational Standards (check one for each item)
Yes

No
1.) For the 4-H year just ending, our organization completed regular meetings/activities
as outlined in our constitution/bylaws. If no, describe why not and action plan to
improve: ______________________________________________________________
2.) For the 4-H year just ending, our organization met the minimums for volunteer and
member participation as outlined in our constitution/bylaws. If no, describe why not and
action plan to improve:____________________________________________________
3.) For the 4-H year just ending, our organization either a.) did not have a treasury/
equipment or b.) had a clean fiscal/inventory audit. If no, describe audit findings and
action plan to improve:____________________________________________________
4.) For the 4-H year just ending, our organization either a.) did not have a treasury/
equipment, or b.) had a treasury but ended the year with less than $5,000 in our
accounts, or c.) had inventory but ended the year with less than $500 in equipment. If
$5,000+ funds, attach a budget which demonstrates plan for excess carryover funds
(i.e., worthy future expenditures). If $500+ equipment, attach an up-to-date inventory audit.

Approval Signatures
Having reviewed this form, I hereby declare the organization listed above ‘acceptable’ to remain a chartered 4-H
club/affiliate with appropriate rights/responsibilities subject to annual renewal.
Local 4-H Professional signature and date:

____________________________

______________

*State 4-H Program Director signature and date:

____________________________

______________

*Only required if “no” was checked in question 3 or 4.

If all “yes,” local 4-H professional will consider, sign, and upload to 4HOnline.
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APPENDIX E: Annual Charter Renewal form: Page 2 of 2
Civil Rights Assurance Statement (fill-in all blanks)
It is the policy of the University and SDSU Extension not to discriminate on the basis of sex, race,
color, creed, national origin, ancestry, citizenship, gender, gender identification, transgender, sexual
orientation, religion, age, disability, genetic information, veteran status, or any other status that may
become protected under the law against discrimination.
This document must be signed by any entity that partners with SDSU Extension to provide services
and/or benefits, including, but not limited to, trainings, workshops, seminars and grant projects. By
signing this agreement, the entity agrees that it and its staff/volunteers will abide by all federal laws
prohibiting discrimination on the bases of race, color, national origin, age, disability, and sex, as
provided for by Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972,
Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975, and the Americans
with Disabilities Act of 1990. By signing this document, the undersigned understand and agree to
comply with all policies of SDSU Extension and the United States Department of Agriculture
regarding the aforementioned laws and their implementing regulations.
SDSU Extension cannot provide any service to any club, organization, business or entity that
knowingly practices discrimination.
This Assurance Statement declares that:
_____________________________________________
(Name of Renewing Entity)

_____________________________________________
_____________________________________________
_____________________________________________
(Volunteer Leader Mailing Address)

________________________

_______________

(Signature of Entity President)

(Date)

does not discriminate in membership, participation or services; and, that the organization is open to
all persons, regardless of any protected class described above.
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APPENDIX F: Charter Revocation form: Page 1 of 1
Introduction: Submission of this revocation form is required for all South Dakota 4-H Clubs or
Affiliates who wish to permanently revoke their charter of origin. When possible, please try to
terminate your charter on or near the end of a 4-H year (i.e., mid September) so as to limit potential
disruption for continuing 4-H members. Hint: Don’t forget to terminate your organization’s relationship
with the IRS by their May 15th non-profit filing deadline—simply disappearing is not permitted.
Legal Identification and Exit Interview
Legal Name of Club/Affiliate: ____________

________ ___________________________

Lead Volunteer’s Name and Contact Phone: __________________________ _________________
Date your club/affiliate wishes to terminate: ___________________________
Primary reason for terminating the club/affiliate: __________________________________________

Organizational Disbanding Procedures (check one for each item)
Yes

No
1.) In terminating our organization, we have properly disbursed of all equipment and/or
funds. As of today, there are no outstanding liabilities or remaining funds/equipment. If
no, describe your situation and how we can help you conclude successfully: _________
______________________________________________________________________
2.) In terminating our organization, we have assisted members/volunteers who wish to
continue in 4-H find a new club/affiliate or we do not have any members/volunteers who
will be continuing in 4-H. If no, describe your situation and how we can help your people
migrate successfully: ____________________________________________________

Approval Signatures
With these signatures, the above-named 4-H club/affiliate formally revokes its charter of origin and
shall no longer use the 4-H name or emblem as governed by federal law and SDSU 4-H policy.
*Final club/affiliate leader signature and date:

_________________________

__________

Local 4-H Professional signature and date:

_________________________

__________

State 4-H Program Director signature and date:

_________________________

__________

*For most organizations, attach a copy of your final club/affiliate minutes which indicate proper termination occurred.
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APPENDIX G: Form SS-4 Instructions (Application for EIN)
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