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Reno County Record Book Guidelines


(Revised - February 2018)
General Comments
1. 4-Hers should complete their record books.
2. Complete one record book with project record forms for all projects completed.

3. Projects considered for county medals and “Overall Record Book” must include:

a. One general 4-H photo page (maximum of 6 general photos with captions on front side of page only) placed after the 4-H Story
b. Ages 7-8: 1 project photo page with a maximum of 6 project pictures with captions (front of page only) for each project placed after each project story.
c. Ages 9-up:   3 project photo pages for each project (one page for project learning, one for project citizenship, and one for project leadership (maximum of 6 pictures per page with captions; front of page only) placed after each project story.
4. 4-Hers have a choice of the following ways to complete their record books:

a. Young members may use pencil. (7-8 year olds only)
b. 4-Hers (7 and up) may use ink.

c. 4-Hers (all) may use computers.

5. Record Book pages should be in the following order:

a. Personal Page (original or copy)
b. Permanent Record (Required)
c. 4-H Story 

Minimum of ½ page for ages 7-8 year old
Minimum of 1 page for ages 9 & up
Maximum of six pages for all ages

Double spaced

See “The 4-H Story Instructions” for additional instructions.
d. General 4-H Photos ( one page with up to six photos with captions)
e. Individual Project records

f. Project Story 

Minimum of ½ page for 7-8 year old

Minimum 1 page for ages 9 & up

Maximum of six pages for all ages

Double spaced

g. Project Story Photos  -
Ages 7-8: 1 project photo page with a maximum of 6 project pictures with captions (front of page only) for each project placed after each project story.
Ages 9-up:   3 project photo pages for each project (one page for project learning, one for project citizenship, and one for project leadership (maximum of 6 pictures with captions per page; front of page only) placed after each project story.

6. The green activity check list and the Achievement Pin application should be turned in to the community club leaders with the record book.  (The Achievement Pin application should not be put in the Record Book). The green activity check list should stay with the club leader (do not put it in the Record Book)
7. A calendar kept especially for 4-H activities is a helpful tool in filling out the record books.

8. If the 4-Her cannot fill out the record book himself/herself due to special circumstances, a note indicating this would be helpful.
9. All forms can be found at  https://www.reno.k-state.edu/4-h/forms/index.html
 .
Personal Page

1. Projects should be listed alphabetically by their main heading.  Include the project phase in the listing.  Example:   Clothing: Level 2

2. Use a head and shoulders individual picture. The picture should just include the 4-Her without any other people or animals. 

3. Make sure the book is signed by the member and parents before turning it in to the community club leader. 

DO NOT BRING THE RECORD BOOK TO THE OFFICE.  ONLY CLUB LEADERS WILL TURN RECORD BOOKS INTO THE OFFICE.
4-H Story

1. You must write a general 4-H story. A minimum of ½ page for ages 7-8; a minimum of 1 page for ages 9& up with a maximum of six pages for all ages.  The story should be double spaced.  

2. See “The 4-H Story” for details on how to write your story.
Permanent Record

Remember:

1. The permanent record is a record-keeping tool designed to assist the 4-Her in developing record-keeping skills.  The permanent record is a great tool when completing the KAP forms each year and college scholarship forms. Completing the permanent record is required for the Record Book.
2. You may use more than one line per year, beginning with records from your first year in 4-H.  Continue in chronological order.  If you need to add more forms you may. (2nd year forms should be placed BEHIND 1ST year forms and so on to keep it in a progression of years.
3. Non 4-H experiences may include, but is not limited to school (FFA, FCCLA, clubs, groups, teams, activities, etc.), faith based activities/organizations; breed associations, etc.

4. Any non 4-H related entry enter an * in the non 4-H column.
5. L-Local is any club/school/local community event or activity (Ex: club meeting, church activity, etc.)
6. C/D-County or District is any county or district level activity (Ex: 4-H Day, County Fair, etc.)
7. A/R-Area or Regional is covering more than one county or district within the state of Kansas (Ex: animal shows, school contests, judging contests, etc)
8. S-State is Kansas or one other state (Ex: Kansas State Fair, Discover Days, KYLF, etc.)
9. Nat’l-National is two or more states (Ex: Kansas City Global Conference, National Congress, Citizenship Washington Focus, etc.)
1. Section 1 - Groups/Organizations
a. List 4-H meetings and project meetings held and meetings attended
b. List non 4-H meetings held and meetings attended

c. List offices and committees and roles you held (both 4-H and non 4-H roles)

d. Hours - Includes the activity time, preparation, organization, practice time, etc. (Does not include personal time (travel, sleeping, meals, etc.) We strongly encourage you to write in hours. 
2. Section 2 - Communications/Presentations, Exhibits, Contests

a. Projects should be listed in the same order as on the Personal Page.

b. Size of project should be filled out for every project. (Ex: Number of activities, recipes made, number of animals, amount of produce, etc.)
c. Include number attending in the “Size of Project” column for presentations given We strongly encourage you to write in audience size. 
d. Talks given at school, etc about 4-H should be included

e. Indicate judging as individual or team

f. Include “Open Class” exhibits/events at the State Fair and other shows

g. Include judging contests/event at a school or contest that encourages members to learn and apply decision making skills to “situations” such as ranking livestock, photographs, fruits and vegetables, or health choices.

h. Include exhibit judging to show or display project work to the public or a judge at an event.  This is usually a competitive event where awards and recognitions are presented.

3. Section 3 - Activities

a. 4-H Sunday is a national event

b. List Discovery Days, county camp, 4-H Day, fairs, etc.

c. List 4-H projects and/or activities that involve leadership and citizenship
4. Section 4 - Most Important Recognitions

a. Include what the 4-Her thinks is most important (Ex. achievement pins, blue ribbons, purple ribbons, etc.)

b. Include honor awards at school, sports, debate, etc.
Pictures
1. General 4-H photo page (included after the 4-H Story) only one page (front only) with up to six general 

4-H photos with captions
2. Project photos:
Ages 7-8: 1 project photo page with a maximum of 6 project pictures with captions (front of page only) for each project placed after each project story.
Ages 9-up:   3 project photo pages for each project (one page for project learning, one for project citizenship, and one for project leadership (maximum of 6 pictures  with captions per page; front of page only) placed after each project story.

3. No shingling or overlapping.

4. Use 8 1/2 x 11 inch white paper. Photo paper is acceptable but is not required.  However if mounting prints, it is strongly recommended to use card stock, which is strong enough to support the pictures and flexible enough to turn easily.
5. A caption is required with each picture.

6. Action and sequence pictures are recommended.

7. Newspaper pictures are okay, but the story should not be included.


It is suggested that you keep these guidelines for future reference.
