Instructions to county 4-H Educators for using the participant fee form for club leaders as a Word form.
1. Open the document club_form_form.doc in Word.

2. If your Forms toolbar isn’t visible, open it in Word by clicking on View, Toolbars, Forms.

3. Scroll down to the bottom of page one and click on the line after “…to the MSU Extension office by” and fill in the date by which forms and fees should be returned to your office.

4. Click on the line after “…should be made out to” and fill in who checks should be made out to.

5. Click on the line after “…fee will be kept in the” and fill in the name of your county.

6. On the Forms toolbar, click on the padlock icon (Protect Form) to lock the form.  The form is now ready to be e-mailed to leaders as an attachment or placed on a Web site for them to use, along with the following instructions.
Instructions for club leaders to use the participant fee form as a Word form.

1. Open the document club_form_form.doc in Word.

2. The Club Name field should already be selected.  Fill in your club name and hit the Tab key.

3. Fill in the name and phone number fields, hitting the Tab key after each.

4. Fill in the number of youth for which your club is submitting $10 per individual and hit Tab.

5. Multiply that number by $10, fill in the dollar amount and hit Tab.

6. Fill in the number of families with three or more youth participants for which your club is submitting $30 per family and hit Tab.

7. Multiply that number $30, fill in the dollar amount and hit Tab.

8. Fill in the number of youth represented by the family count and hit Tab.

9. Fill in the number of youth who are members of your club, but pay their fee to another club (their primary club), and hit Tab.
10. Fill in the number of youth receiving a fee scholarship and hit Tab.

11. Fill in the total the number of YOUTH (don’t include the family count on line two) club members and hit Tab.

12. Fill in the total dollars being submitted and hit Tab.

13. Choose how the payment is being submitted by placing an “x” in cash, check or both (for a combination) and hit Tab.

14. Fill in the check number and hit Tab.

15. Enter the name a youth who is a member of your club but pays the participation fee to another club (their primary club) and hit Tab.

16. Enter the name of the youth’s primary club and hit Tab.  Continue entering youth names and club names until you have listed all youth who participate with your club, but pay their fee to their primary club.

17. Under “File,” choose “Save As…” and rename the form.  Submit the completed form to your county 4-H educator according to the instructions they have set. 

