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Achieving Goals through 4-H Record Keeping 
 

Why should I do it? How will it help me? These are questions that 4-H’ers often ask. Record 
keeping is a process that can be used throughout life in many ways.  
 
4-H’ers can learn the following:  

 How to set goals. 

 To plan and do things to meet their goal(s). 

 To collect and organize information. 

 To accept and complete responsibility. 

 To tell about what they liked to do and learned. 

4-H’ers are encouraged to select one or more of the following options for record keeping on 
project(s):  

 Basic project record 4H-96A 

 Experienced Project Record 4H-96B 

 Advanced Project Record 4H-96C 

 Project worksheets/manuals, such as livestock, food and nutrition, and others 

 Video Tape 

 Audio Tape 

 Portfolio 

 Computerized formats 

 Create your own record keeping system  

4-H’ers can follow five steps for record keeping: 

1. Determine your interests. 
2. Set your goals. 
3. Form an action plan. 
4. Do it! 
5. Evaluate and make future plans. 

Step 1: Determine your interests.  
This step occurs at the beginning of the 4-H year when you select your projects. The 4-H Pick a 
Project paper, 4H-200, outlines some activities that can help you determine your interests. 
Then select those projects in which you want to enroll. Think about questions like: 

 What things do you find interesting? 

 If you were in 4-H last year, what did you enjoy about the 4-H projects? 

 What new things would you like to learn and do? 



Your 4-H leader and parents can help you make these decisions.  

Now is the time to start keeping track of the decisions you have made. 

Talk to your 4-H leader about the different ways there are to do this. Refer to the options for 
record keeping on this page.  

You can use a 4-H project record form to write down what you want to learn, or record your 
ideas on an audio tape, video tape, or computer if you have one available.  

Be creative. Use the method that you enjoy most. If you have more than one project, you might 
like to try different methods of record keeping. It is okay if you change your ideas and plans 
during the year.  

Ask your leader for the resources that are available, such as: 

 4-H Record Keeping 

 Project Record Forms—Basic, Experienced, Advanced  

 Using Audio or Video Tapes for 4-H Record Keeping 

 4-H portfolio Guidelines 

Step 2: Set your goals. 
Setting goals is simply deciding what you want to learn and do. Having goals is like a road map. 
It is a tool that helps you plan how to get to where you want to go. Keep track of your goals by 
using your record keeping system.  
 
Goals have three parts that can be measured or checked. Think about the three parts of a 
measurable goal:  

a. The action: how you are going to do it; 
b. The result: what you will do; 
c. The timetable: when you plan to have it done. 

Ask your leader or the extension office for worksheets to help you practice writing goals. 4-H 
goal writing worksheet, VI-2025A-sas 

If you are not certain that you can carry out a goal easily, you can give it a “control test.” 

 Do you have control over all three parts of the goal? 
 Does the action part of your goal tell what you will do? 
 Do you have control over the result of the goal? 

You have control over a goal such as “I will learn to put in a hand sewn hem by February 1.” 
However, if the result mentioned in the goal is what someone else will do, the goal does not 
pass the control test. The goal statement, “I will exhibit a champion steer at the county fair,” 
does not pass the control test because the beef judge determines the result that decides which 
steer will be the champion.  



At the beginning of the year, determine your goals for the project(s) in which you enrolled. 
Record them in the record keeping format you have selected.  

Step 3: Form an action plan. 
Now you have a goal to work toward. It won’t just happen. You have to make it happen! For 
example, if you have a goal to learn how to make a pie by July 1, think about these questions: 

 Where will you get information you need? 
 What types of pie might you consider learning how to make? 
 Which recipe will you select for pie crust? 

Now take a look at the goal(s) you have recorded.  

 List the steps you will need to take to complete your goal. 
 Plan time needed to complete each step.  

Step 4: Do it! 
As the year goes along, record what you do and learn in your project(s). Include what worked 
well, what did not work, and what you enjoyed most. 
 
You can also list things that you did related to your project(s), such as communication, 
citizenship (helping others), and leadership (leading, teaching, organizing) activities, as well as 
recognition that you earned.  

Pictures, clippings, project worksheets (e.g., livestock, horticulture, photography, food and 
nutrition), exhibit write-ups, and other items can be included to help tell what you have done. 
Be creative and have fun. 

Don’t worry about recording information for every section of the project worksheets if the 
questions do not match your goals. 

It is up to you whether you do your record keeping once a month or immediately upon 
accomplishing a goal. Find the way best for you! 

Step 5: Evaluate and make future plans. 
As you complete each project goal, it is time to evaluate it. Take time to look back and see what 
you did, what you learned, and how you feel about it. It’s time to see if you have met the 
goal(s) you set at the beginning of your project.  
 
As you evaluate, think about these questions: 

 Were you able to accomplish your goal(s)? 
 What changes did you make on your project as you went along? 
 Is there anything about your project that you would change? 
 How do you feel about what you have learned? 
 What ideas would you like to build on for next year? 


