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4-H Record Keeping Basic Format

1. Cover Pages
New Cover Page should be made each year with current year on the top. The title page helps describe you to others and should contain the following: 

· Your name 

· Name of your club 

· If member is a junior, intermediate, and/or senior 4-H’er 

· Years in 4-H 

· Grade you just completed 
· Your favorite picture of yourself from this year
2. 4-H Yearly Summary 

The summary helps to summarize your participation in 4-H projects, local group involvement, and at community, county, area, and state levels. This can be tabbed. 
Behind your yearly summery you should include supporting material: photos, newspaper clippings, etc. related to 4-H activities (non-project). Label pictures and underline name in clippings. This is also where Citizenship and Leadership pictures should go for the specified award.

3. 4-H Project Records 

Exhibit Bldg. Project Records are included with your Goal Sheet/Project Record and should be put in your record keeping system under the appropriate project area. For Livestock projects there is a Livestock Goal Sheet/Project Record to fill out and include as well as specified forms for either Market or Breeding Animals. Juniors who have livestock projects may fill out the Junior Market Animal Project sheet and/or Junior Breeding Animal Project sheet whichever appropriate. 

· Behind the form should any information which supports the project, be included. Such as financial records, goal cards any and all supportive information. 

· Also place related pictures and newspaper clippings of work done in each project behind the project record. Label pictures, underline name in clippings. 

Tips of the Trade: 

· Personal Preference as to how it is organized: all current year projects etc. on top and/or organized by project areas 

· Prefer fair ribbons not to be in record books this year and in the future. Helps to prevent lost ribbons if book should travel to the office for awards. 

· Materials are in a binder of some sort to help organize records.
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