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4-H Record Keeping System    2/07
Parts of the Record Book

Cover: Often a purchased 3 ring binder. Beginning members often start off with a 1” binder and buy a larger one in future years. It can be any color, but green or white are most often used. A round 4-H sticker is available at the E.O. for the cover. Original cover designs are also acceptable. Cover needs to be in good condition and be able to securely hold the papers and records.

Divider pages: You will need 5 plus 1 for each additional project area you carry. Try to get tabs that will stick out beyond page protectors.
Yearly picture page: A new picture of the 4-Her each year. (Often their school photo or a scan of the school photo is used). Include your name, year in 4-H, grade and year.
Yearly Summary: This is a listing of your activities and participation in the areas of 4-H, Home and family, School and community. It is much easier to complete if the 4-Her will keep a running list every month to refer to in August when they complete this form. The Secretary has a record of attendance. A new form is completed each year.
Personal Goals Record: These are goals that improve your personal skills, increase participation in 4-H, or to help other people.  Two goals or more are suggested. These goals are not specific to a project area. Goals include action, results and a time table (ART). Results need to be something the 4-Her has control over. Another way to think of it is What, Why and When. Goals should be made early in the 4-H year. Do a new sheet each year.
Newspaper Clippings: Monthly club news, pictures from our meetings and county activities and events. Caption any photos that need explanation. Highlight your name in news articles. Mark yourself in group pictures with an arrow, sticker or star. Put the events in chronological order. Do not include the clubs monthly newsletter.
4-H Story: This is optional, but valuable over the years. A 4-H story is a summary of that year’s 4-H life for the 4-Her. Try not to repeat what you have documented other places in your book, but use it as review that a person can quickly see what your 4-H year involved.
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Project Areas: This includes project record form, pictures, workshops, exhibits write ups, projects books if you used them (do not include empty books that are not filled in with responses). You are encouraged to include cost, safety, leadership, citizenship, and how you felt about the project. Pictures help tell the story. A separate divider page is needed for each project area with separate record form write-ups.
Awards and Certificates: These are usually received at 4-H er-ama, or the Fair. Do not include your ribbons. First year record books do not always have items for this section.

 Evaluation Sheet:  Before turning your book over to your leader in August complete the self-evaluation sheet that will arrive to you in the monthly newsletter.
Record Keeping Systems are due by September 1st to the club leaders. This is a requirement of 4-H and to exhibit in the 4-H division of the Hamilton County Fair. Our club only distributes fair premium money to those who have turned in completed books. It helps 4-Hers to learn organization, goal setting, and growth over several years.
Keep records neat. Use the computer or erasable pen. Page protectors are nice. A table of content may be included. Some 4-Hers color code their years using different color paper for each year. The record book is the 4-Her’s and should be done in their handwriting or typing. Family support will be needed for what to include and examples to write about, which photos to include and activities to list, but the 4-Her needs to be responsible for completing the record book. Be sure to check spelling. Be cautious of glue so pages do not get stuck. Do not go overboard with scrapbooking. Of course, start early, take pictures and organize!! The book will last a long time with care and be a wonderful record of 4-H life. 
Resources: Download forms at www.extension.iastate.edu/hamilton
Livestock record keeping forms: http://www.extension.iastate.edu/4H/Agriculture/recordkeeping.htm 
Printed forms available from Extension Office and 4-H Leaders 

Binders and 4-H stickers available at Extension Office or may be purchased elsewhere
News clippings from the paper or make copies at KYL

Photos: Ask other 4-H families and leaders for extras; check the Hamilton County Extension web site many project meetings are posted with photos.
