4-H Record Book Tip Sheets
Record Book Supplies List

Record Book (a three ring binder works well)

Record Book Forms (These forms are available at the Extension Office or on 


the web at http://www.extension.iastate.edu/4H/recordkeeping.htm.  


These can be downloaded, filled out on the computer and printed out.)
Page Tabs

Paper

Photos

Newspaper Clippings

Page Protectors

Highlighter

Scissors / Paper cutter

Double stick tape / Glue stick

*  All supplies should be acid free / photo safe.

SUGGESTED RECORD BOOK SEQUENCE

1. County Record Book Award Evaluation Form

2. Title Page:  Include your current photo, the 4-H year, your age and grade.

3. Yearly Summary:  The most current yearly summary form should be placed 
first.

4. Record Keeping Self Evaluation Form

5. Non-project Photos and Clippings:  You may include photos of club 
gatherings, service projects, demonstrations and newspaper clippings.

6. Project Records:  

A.  Project Record Sheets *

B.  Project Write-ups
C.  Project Worksheets - (if applicable and used, i.e. Livestock,    
 

Horticulture and Photography)

D.  Photos and Clippings. 

*Complete at least 2-3 project area record sheets.  Use the version that matches your level of experience.  (Recommended: Basic – Juniors, Experienced – Intermediates, Advanced – Seniors)  You should have a selection in your record book for each project area that you participated in at fair.  Separate the project areas with tabbed dividers.  Place the most current year on top behind each Project Record Sheet. 

TIPS FOR A BETTER RECORD BOOK

· Be Neat!  Be creative!
· Use the same color ink throughout the record book.  Even better, use the computer.

· Start early.  Write goals at the beginning of the year not the end.  Keep a separate notebook or a calendar to note your progress or do some journaling. Keep records on what you do and learn as you work on your project(s), list sources, ideas, materials, costs and take pictures.  Include what worked well, what did not and what you enjoyed the most.

· Write in complete sentences and be specific. 

· Follow some type of order (i.e. project areas in alphabetical order with years chronologically behind each area, most current year on top, ex. Beef, 2007, 2006; Clothing, 2006, etc.)

· Use tabs.

· Use page protectors.

· Use acid free, photo safe products.

· Include photos and newspaper clippings but remember it is not a scrapbook.  Be sure to add caption to clippings and photos as needed.  Highlight your name in clippings.  Take pictures while working on project as well as the finished project.

· Include what you have done to teach others about a project area and citizenship and leadership experiences

· For each project tell:

· Projects goals and accomplishments.
· Materials used.
· Steps in completing your project.
· Financial summary.
· New skills or ideas learned.
· What ribbons or awards you received.
· Include project related activities, i.e. community service, 





citizenship or leadership projects or activities.

