Crook County 4-H Record Book Portfolio Guidelines

 Overview:
· Record book pages for Crook County 4-H members can be found  at: http://www.uwyo.edu/ces/County/Crook/4-H.html  

Please use the Record Book Portfolio forms posted at the county website rather than using the forms on the state website.  

· See Section 1 Project Record on page 2 of these guidelines for which form to use for each project area.  There are three different Section 1 Project Record forms available on the county website:  (1) Market Animal Record, (2) Non-Market Animal Record, and (3) Non-Animal Record.  The three different Section 1 Project Record forms are also included in this guideline on pages 12-17.  
· Deadline: Record books are due in the Extension Office by 5:00 P.M. on the first Monday in October.  Record books not turned in by that deadline will not be judged for awards given at Achievement Day.
· Record Book judging will be arranged by the Extension Office and will occur as soon after the record book deadline as possible.  
· Members scoring at least 78% on Sections 2-7 of the Record Book Portfolio will be eligible for Section 1 project awards to be given at Achievement Day.  
· A market animal record book is required to be completed for each animal sold at the Crook County Fair Livestock Sale. 
· The portfolio must be in the hard green cover provided by the 4-H Council and available at the Extension Office.
· The first page of the portfolio should be the 4-H Records page (a fill-in-and-print version is posted at the website mentioned above).  The year should be the current 
4-H year which starts October 1 and ends September 30; for example, 2010-2011.
· On the 4-H Records page list only the projects that have project records in the folder and list them in the order they are in the folder.
· The member, a parent, and a leader all need to sign the 4-H Records page.
· Divider pages with tabs are encouraged for each of the seven sections AND for each project record.  Plastic page protectors can be used for all pages in the portfolio and are encouraged.
· Record books are for projects listed on the back of the enrollment form      (Examples: Beef Futurity goes under Breeding Beef, Orphan Lamb under     Breeding Sheep or Market Lamb, Wool under Breeding Sheep). 
· Do not put ribbons or certificates or other items in the record book.  Consider making a separate 4-H scrapbook and enter it as an exhibit in Visual Arts.
· HIGH SCHOOL SENIORS Five (5) consecutive years of records are required to apply for 4-H scholarships, and record books must be turned in by the record book deadline as stated above.  4-H State Scholarship Portfolio Guidelines can be found on the website:  http://4-h.uwyo.edu/Scholarships.asp For county scholarships, all project records (Section 1) are left in the portfolio.  
· Junior division is 8-10 years old.
· Intermediate division is 11-13 years old. 
· Senior division is 14-19 years old.
The following criteria, hints, and examples will help with completing record books.  All members are allowed to use a typewriter or computer, or they can hand write the record book pages.  Hand writing should be neat and legible. 
If there are questions regarding record book completion, contact a club community leader, Extension Office, or another 4-H member.  

SECTION 1 - PROJECT RECORD
This section, for scholarship purposes, will be a complete list of projects and each year in that project.  See 4-H Scholarship Portfolio Guidelines for more information.

· A separate Section 1 project record form is to be completed for each project for each year the member is enrolled. 
· For example if a member is enrolled in a Livestock project, Shooting Sports, and  Foods and wants to complete a record book in each area, a total of three project records, one for each project, will be completed.
· All activities for a project will go in the size and scope section.

· For market animals use the Market Animal Record (form example at end of this document). 

· For Breeding Animal, Small Animal, and Horse projects use the Non- Market Animal Record (see example at end of this document). 
· All other projects use the Non-Animal Record (see example at end of this document).
· One page front and back of pictures or news clippings may be included in each project record.  Include captions or descriptions on the pictures.  Do not layer pictures.  Members should identify themselves in group pictures.  Put each picture page at the end of each project record relating to it.  See Section 7 (Photos) for more hints on using photos.  
· Select photographs that will show personal growth experiences in the project area.  Action pictures are great to show more of a story so take pictures while working on the project as well as a photo of the finished project.
GOALS
Goals should be age and/or experience appropriate.
Describe goals in this project for this year.  What new things does the member want to learn this year?  What would the member like to do with the project?  What skills would the member like to improve this year?  Examples:  
      - I want to learn how to make spindles using a lathe.


- I want to improve my shotgun handicap to average 35 out of 50.


- I want to have corn that is table ready for my fair exhibit.


- I want to train my market lamb for showmanship and improve my placing at County Fair.

      - I want to pass Horsemanship Level 2 and teach my horse to respond to lead changes quicker.





SIZE AND SCOPE
Size - Has to do with numbers.  For example, number of hours spent, dollars invested, profits, losses, savings, time prepared, etc.  Tables, charts, graphs or plot plans can be made to help explain activities.

Scope - Indicates the varieties, different types, recipes, plants, or animal breeds with which the member worked.  Charts, graphs, paragraphs or any other format can be used to communicate size and scope.

MARKET SUMMARY

This section is only for animals sold at the county fair.  The market price per pound is the buy- back price announced at the county fair sale.  That is where the price is determined unless another source is used.  When the date was looked up is the date of the sale.  
To find the value of the animal if it sold at an auction barn, take the weight of the animal when it sold and multiply that weight by the buy-back price.  Subtract that answer from the amount the buyer paid at the county fair sale.  This is how much more money the buyer gave the member than market value.
KNOWLEDGE AND SKILLS ACQUIRED

Add more pages if needed.  To increase the space in this section push the enter key and the summary box will move down to the next page.  Briefly describe the project and explain the actual skills gained while completing it. 

For example: 

   - Learned how to bind using an iron-on binding.

   - Learned how to use acrylic paints on ceramics.

   - Increased my speed in latching.

   - Learned the genus and species of two new orders of insects. 

   - Learned how to compare sugar levels in cereals.

   - Learned how to use a fin guide correctly.

   - Learned how to safely apply insecticides to plants.

   - Learned how to control my breathing to obtain a tighter shot pattern.  
SUMMARY
The member should list exhibit(s) and where exhibited (county, state, or national level).   List ribbons earned and if no ribbons were awarded put NONE.  If exhibited somewhere other than at fair, explain where. The column headings can be changed to fit specific needs.
DO NOT list trophies, plaques, medals, or other awards (See Section 2).  
	Project 
	County
	State
	National

	
	
	
	

	
	
	
	


SECTION 2 - AWARDS AND RECOGNITIONS
Do not restart this page every year. Leave a blank space to separate the previous year awards and recognitions (if any) from the current year awards and recognitions.  This section is cumulative, and all pages will be submitted for scholarships.

[image: image2.wmf]DATE - The 4-H year, the month and year, or the full date may be used.  Determine which is the most appropriate for each individual experience.
AWARD or HONOR - This section is for awards or recognitions received other than ribbons (cash awards, certificates, trophies, belt buckles, trip awards, scholarships, record book awards, etc.).  These can come from club meetings, fairs, Achievement Day, etc.  Rosettes can be listed.  Do not list ribbons or placing of exhibits at fair here.

RECOGNITION – Gives the member credit for accomplishments and achievements. 

Examples of Awards and Recognitions: 
· Certificate, pin, or sticker for yearly 4-H completion

· Newspaper articles or 4-H Newsletter recognition of individual or club
· Certificates of participation in events or activities given by club or someone else
· Money awards or gift cards

· Trips won 
· Books or other items received for being on a team

· Medals, pins, plaques

· Jackets, hats, t-shirts won
· Savings bonds

· Garment bags, halters, feed buckets, blankets, chairs, grooming equipment

· Rosettes (these are the only ribbons listed on this page)

· Scholarships

· Pen sets, sewing kits, drawing sets, or other awards 

· Belt buckles
DESCRIPTION / ACTIVITY - Briefly describe the project or activity for which the Award, Honor or Recognition was received.  Don’t just list the project area for which it was earned. 
[image: image3.wmf]LEVEL - indicate the level of involvement:


· Club - activity sponsored by one or more clubs.

· County - activity sponsored by county.

· District - activity involving more counties in the district.

· State - activity sponsored at the state level.

· National - activity sponsored by National Council.

EXAMPLE:

	Date
	Award

 or Honor
	Description / Activity or Event
	Level

	2000-01
	Medal
	3rd Place Junior .22 Air Pistol at County Shoot.
	CO

	Aug 2, 2001
	Trophy
	Champion Junior Dog Showman
	CO

	2000-2001
	Certificate
	Most Improved Beginner Sew-er in Wrangler 4-H Club
	CL

	
	
	Leave a space between years.
	

	Feb 2002
	Trip
	Denver Roundup winner in Style Review
	S

	10/30/02
	Feed Bucket
	Top Sr. Member Market Sheep Record Book Achievement Day
	CO

	
	
	
	

	6/15/03
	Scholarship
	Livestock Judging to Northwest College
	S


SECTION 3 - LEADERSHIP
[image: image4.wmf]Do not restart this page every year.  Leave a blank space to separate the previous year leadership activities (if any) from the current year leadership activities.  This section is cumulative, and all pages will be submitted for scholarships.

This section is for leadership actions performed throughout the 4-H year.  This is not limited to elected offices held. 

[image: image5.wmf]DATE - Just the year, the month and year, or the full date may be used.  The most appropriate for each individual experience will dictate which way to list the date.

LEADERSHIP - Indicate the type of leadership experience.

Volunteer Leadership - List experiences in which the member has participated, such as performing

at 4-H activities, camps, achievement programs, workshops, judging events, directing community tours,
field trips, fairs, and others.  
Elected Leadership - List 4-H offices held.

Appointed Leadership - Identify and describe the various committees on which the member has served.

4-H Promotional Activities - Emphasize what the member has done to promote 4-H, such as presentations to organizations, radio and/or television appearances, participation in parades, etc.
· Be very specific - How was the action done and how does it apply to leadership?
· Indicate if the member was the chairperson or a committee member.
· Examples:

· [image: image6.wmf]4-H promotions - window paintings, parades

· Radio spots

· Newspaper articles

· Giving presentation or talks

· Mentoring or teaching

· Leading pledge at 4-H meeting; making motions or seconds

· 4-H camp leadership activities

· Performing at clinic (showmanship, fitting)

· Assisting at workshops (youth day, quilting)

· Serving on a club committee

· Club or Jr. Leader delegate to 4-H Council Meeting

	Date:


	Type
	Description of Leadership Responsibilities
Include the office held, activity involved in, or committee assigned to. 
	Level

	02/23/2001
	E
	Song Leader for County Teen Council
	CL

	
2001
	P
	Organized and made PSA’s for 4-H Week with club members
	CL, CO


SECTION 4 - COMMUNITY SERVICE
Do not restart this page every year.  Leave a blank space to separate the previous year description of community service activity list (if any) from the current year description of community service activity.  This section is cumulative, and all pages will be submitted for scholarships.

[image: image7.wmf]
DATE - Just the year, the month and year, or the full date may be used.  The most appropriate for each individual experience will dictate how the date is listed.

DESCRIPTION / ACTIVITY - List 4-H related community service experiences.  Include things that contribute to the welfare of the club or group members, other individuals, or community, country, or world citizens.  Indicate the size and scope of what was done.  List numbers of participants, recipients, items prepared, etc.  Be very specific - how was the action done and how does it apply to community service? 
Examples:
Adopting a highway

Angel tree

Helping at a fundraiser (like a dinner or auction)

Adopting a family for the holidays

Sending care packages to Armed Forces soldiers

Care packages for elderly people or children

Coats for Kids

LEVEL - indicate the level of involvement:


· Club - activity sponsored by one or more clubs.



· County - activity sponsored by your county.

· District - activity involving more counties in the district.

· State - activity sponsored at the state level.



· National - activity sponsored by National Council.
	Date
	Description of Activity
	Level 


	1999
	Bake and Take Week, delivered cookies to seven widows with my club.
	CL

	
	Leave a space between years.
	

	2000
	Food for the Homeless Shelter, designed and distributed 30 ads/fliers for placement on the bulletin boards in local businesses.
	CO

	2000
	Helped our Junior Leader Club paint the fence at the Senior Citizens Center for 10 hours over the space of 2 weeks. 
	CL,CO

	
	
	

	2001
	Helped with county wide Koats-for-Kids drive during November and December.
	CO


SECTION 5 – 4-H PARTICIPATION AND NON 4-H EXPERIENCES

Do not restart this page every year.  Add the current year in the next column on the State and County opportunities pages.  Leave a blank space to separate the previous year entries for group or activity (if any) from the current year list.  This section is cumulative, and all pages will be submitted for scholarships.
4-H Participation Checklist

Check the boxes of events or activities for State or County Opportunities in which the member participated.  In the County section, make sure to list the county-wide activities in which the member participated. Contact the county office for details of events, if necessary.

	County Opportunities



	2002-03
	2003-04
	2004-05
	2005-06

	
County Fair
	X
	X
	X
	X

	
Achievement Day
	
	X
	
	X

	       Presentation Contest 
	
	X
	X
	X

	
Ropecraft Workshop
	
	
	
	X


Non 4-H Experiences
List all the other organizations, clubs, and groups the member belongs to, including school activities and clubs, involvement with a church group, or activities sponsored by community or civic organizations.

School (S) - Activity sponsored by a school or a school club.

Church (C) - Activity sponsored by a church group or religious organization.

Town (T) - Activity sponsored by a town, community, or civic organization.

Examples of non 4-H Participation or Experience:
Dance 



Contests

Clubs


Band


Boy/Girl Scouts

Camps


Sports


Work
Bike Rodeo


Church Group

Fishing Derby

FFA
	YEAR
	GROUP or ACTIVITY

	

	2000
	Little League Baseball
	T

	2000
	Youth Group
	C

	
	Leave blank space between years.
	

	2001
	Little League Baseball
	T

	2001
	Marching Band
	S


SECTION 6 - MY 4-H STORY

A new 4-H story needs to be completed each year.  Keep stories from past years for scholarship purposes, because one story from each of the years in 4-H will be submitted.
The 4-H Story should be of some length, not one or two lines.  A maximum of four pages (two sheets of paper filled on front and back or four sheets filled on only one side).  If typed or prepared using a computer, double-spacing should be utilized.  For ease of reading do not use font smaller than size 11.  Use a readable font like Ariel, Verdana, or Times New Roman.
Emphasize personal growth and development experienced through 4-H.
All formats for the 4-H Story are acceptable (i.e. journal, monthly report and narrative story). 
Date the 4-H Story for the current year (i.e. 2010-2011).  Different project areas can be identified by bolding, highlighting or starting a new paragraph. 
The following suggestions may help in developing the 4-H story:

Introduce yourself.  You may wish to include your age, personal interests, information about your parents, brothers, and sisters, where you live, where you go to school, when and why you joined 4-H, etc.


Highlight all 4-H projects and activities – including major learning experiences, special interests, and unusual situations. Talk about your projects, high and lows during your 4-H year, funny or strange happenings in your 4-H experience.

Talk about county fair, competitions, your experiences and what you learned from the judges.

Explain the leadership and community service activities you participated in and how it made

you feel.  You may want to mention plans for next 4-H year.


Explain how 4-H helped you become a better leader and citizen.  Describe how 4-H has increased your interest and participation in community affairs and what you have learned from team efforts.


Older 4-H members can describe how 4-H participation has helped them to feel good about themselves, influenced their school and career goals, and impacted their use of leisure time.  Future plans and career plans can be discussed. 

SECTION 7 - 4-H PHOTOGRAPHS AND CLIPPINGS
New photographs and clippings pages need to be completed each year.  
This section will not be used in the evaluation for scholarships. See 4-H Scholarship Portfolio Guidelines for more information.

Up to 8 pages total (4 pages front and back) of 4-H photographs and clippings are allowed each 4-H year in Section 7.  

Photos cannot be layered. Newspaper clippings can be layered.
· Try to select photographs that will show personal growth experiences in the illustrated project areas and represent total 4-H involvement.
· Each photo needs a caption with an interesting description or explanation.  Each caption must be on the same page as the photograph it describes.
· The member should be identified in group photos or news clippings.
· Photographs can be cropped but should not overlap one another on the page or form a collage.
· Use action shots and photos taken while working on the project.
· The same photos used in project records may be used in this section.

· If you use the fill-in-and-print Word forms, you can insert photos from your computer files.  To be able to move the pictures, click on the picture.  Click “Wrap Text” on the right side of the tool bar.  Click “Tight” in the drop-down box.  Repeat for each picture.  
DO NOT PUT RIBBONS OR CERTIFICATES OR OTHER ITEMS in your record book.  
THIS IS NOT A SCRAP BOOK!  If you would like to make a 4-H scrapbook consider doing a scrapbook as an exhibit under the Visual Arts project.

Checklist for Completed Record Book Portfolio:
____ Removed Sections 1 (project records), Section 6 (4-H Story), and Section 7 (Photos/Clippings) from the previous year. Keep these for scholarships.
____ Put portfolio in the hard green cover provided by the Crook County 4-H Council and available at the Extension Office.
____ First page is a 4-H Records sheet. 

____ Listed the year as the current 4-H year which starts October 1 and ends September 30 (i.e. 2010-2011).
____ On the 4-H Records sheet listed only projects included in the portfolio.  

____ On the 4-H Records sheet listed projects in the order they are in the portfolio.
____ Member signed the 4-H Records sheet.
____ Parent signed the 4-H Records sheet.
____ A Leader signed the 4-H Records sheet.
____ No ribbons, certificates or other items were included. 
____ Market animal projects sold at the fair used Market Animal Record Book. 

____ Breeding animal, small animal, and horse projects used Non-Market Animal Record. 


____ All other projects used Non-Animal Record Book. 

____ “My 4-H Story” is not more than 4 pages long.
____ All pictures have captions.
____ Member is identified in any news clippings or group pictures.
Recommended:

____ Each section has a divider page with a tab that labels the section.
____ Each project record has a divider page with a tab that labels the project area.
____ All Portfolio pages are in plastic page protectors.
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MARKET ANIMAL RECORD 
Wyoming 4-H —


Market Summary

* What was the market price per pound for your animal on the day you sold your animal?

   ____________¢__

* Where did you find the price? ________________

* What was the date you looked up the price? __________________

* What was your animal's value if it sold at an auction barn or co-op market (weight of animal 

   when sold X market price per pound)?  $__________________

* How much more money did your buyer give you than the market value of your animal?

   $________________.   Make sure you thank them properly!!
Knowledge and Skills Acquired  
Summary



NON-MARKET ANIMAL RECORD
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NON-MARKET ANIMAL RECORD
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Knowledge and Skills Acquired  
Summary


NON-ANIMAL RECORD  
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Size and scope

NON-ANIMAL RECORD 

  Wyoming 4-H —

Knowledge and Skills Acquired  
Summary
2000-2001


2000-01


Feb. 2001


	         02/20/01


8


Code:		Level:


   CL    	Club


   CO    	County


    D     		District


    S     		State


    N     		National


2000-2001


2000-01


Feb. 2000


	     02/20/00


Code: 		Type:


V		Volunteer


E		Elected


A		Appointed


P		Promotional


Code:        Level:


   CL   		Club


   CO    	County


    D     		District


    S     		State


    N     	         National


2000-2001


2000-01


Feb. 2000


	    02/20/00


Code:    	Level:


   CL    	Club


   CO    	County


    D     		District


    S     		State


    N    		National
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Project Record


Member’s Name:______________________________________Report Year:_________


4-H Project Being Reported: _______________________________________________


Name of Project Leader:___________________________________________________


Year(s) Enrolled in 4-H:______________Year(s) in This Project Area:______________
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