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Benton County 4-H Club Secretary Book Evaluation 
 

Club Name ____________________________________________________________________________ 
 
Club Leaders ___________________________________________________________________________ 
 
Club Secretary’s Name _______________________________________________ Grade ______________ 
 

Overall Secretary Book 
Organization and Appearance 

Points 
Awarded 

Evaluator Comments 

Club officer list is included and organized. (1 pt.)   

List of club members/club families is included: 
organized, includes all active members. (1 pt.) 

  

Yearly calendar is included: organized, easy to 
read, includes all pertinent meeting information. (1 
pt.) 

  

Club meeting minutes are included: call to order, 
adjournment, date/time/location of meeting for 
each meeting date. (3 pt.) 

  

Meeting attendance record is included and 
complete. (2 pt.)  

  

Signature of the secretary is included. (1 pt.)        

Records are legible, neat and attention to detail is 
evident. Secretary’s effort and completeness of 
records and the book is evident. (2 pts.)  

  

Few to no grammar and spelling mistakes (1 pt.)   

  10-12 Points = Excellent    
      7-9 Points = Good  
     0-8 Points = Improvements Needed  
 

 

 

 
Overall Secretary Book Comments: 
 
 

Total Points Awarded: _____ 

___ Excellent 

___ Good 

___ Improvements Needed 


