Tools & Directions for Tracking Fee Payments
BEFORE EXPLORATION DAYS:
· The Exploration Days registration book states that an $80 deposit is due with each registration form. 
· Counties can choose to collect more at the time of registration.
· Less should be collected if the county is confident that the participant’s portion of the fee will be under $80 after scholarships are applied. We want to limit having to issue refunds!
· Use the box at the bottom of each participant's paper Exploration Days Registration Form to record the date and amount of payment received. 
· Keep forms in alphabetical order. 
· You’ll use these for reconciliation later.

















· Submit all checks via the County MSUE Deposit Transmittal Form. (The county should keep a copy of the completed form.)

· Deposit Exploration Days fees to DS100010, subaccount 1202.

· Deposit $20 4-H participation fees directly into your county account, sub-account 4HHLD.
· Beginning mid-May, counties will be able to view a County Fees Payment Tracking Spreadsheet from the online Exploration Days Registration System (MSUNet ID login required). This spreadsheet should help you keep track of the amount to be collected from each participant.
· This spreadsheet will be auto-populated with fees and state 4-H scholarship amounts for your county delegation. 
· The “State 4-H Scholarship Credit” column will add together all State level scholarships for a single participant if they receive more than one type. State 4-H scholarships include awards delegate scholarships, scholarships for instructors, session helpers and CCAs, and the $40 partial scholarships funded at the state level but allocated by counties using the “scholarship recipient form” due to campus in mid-May. 
· Counties can download the spreadsheet in Excel to:

· Enter the deposit for each participant. Use your alphabetically filed paper registration forms – where you’ve recorded payment received information – to obtain the deposit amount paid for each participant! 

· You can add columns to what’s pre-listed on the Excel spreadsheet as “Deposit Amt Rec’d” and “Balance Amt Rec’d” if you’re getting multiple payments. 

· Enter any county 4-H scholarship credits for each participant (this includes scholarships your county may provide to chaperones).

· Use Excel’s AutoSum feature to tally the amount already collected, the scholarships, and the remaining amount due from each participant. Add a row for totals at the bottom.

· Collect the balance due at your County Pre-Event Orientation Meeting. 
· Counties will need to determine the amount of scholarship support each participant receives before their final payment is due to the county. (Scholarship payments from County 4-H Councils can be deferred until the exact scholarship amount that they’re paying is determined.)
· Use the Balance Amount Received column to record the remaining payments. 
· All fees should be paid prior to the event (using the County MSUE Transmittal Forms) except for the county fund transfers.  Any remaining balance owed by your county after Exploration Days will be due to campus by mid-August.

AFTER EXPLORATION DAYS:

In early July, counties will be able to access their “Final Participant Fee Report” from the “Reports” menu on the online Exploration Days Registration System.  (Counties will be notified by email when this report is available for viewing.) Because it can be accessed directly online by those who worked with the county registration; counties are not be sent a hard copy. Use the County Final Participant Fee Report to reconcile your participant fee balances.  This report will break down all the scholarship types applied at the State 4-H level. 
