General Instructions for Record Books
I. What dates should my book include?

The record books for Park County are due to the Extension Office on September 15th of each year. Because of this, dates to include in your record keeping are from September 1st through August 31st of the next year for continuing members. For members that begin in the middle of the year, begin your record keeping at that point and continue through August 31 of that 4-H year. Your records after that point will begin September 1st and close August 31st of the following year.
II. What should my completed record book look like?


Your record book is complete and ready to turn in when you have completed all of the required sections, as well as put them in order for the judges. The following is the order in which the sections of your record book should be placed in. 


Section 1 – This section will be first. It is very basic information stating who the book belongs to as well as which projects you are in. It will also outline the number of years you have participated in each project.


Section 2 – Next, is section 2. In this section, you will outline your overall 4-H experiences. The items in this section are not specific to one project, but an overview of all of your projects and time spent in 4-H. Follow the instructions at the beginning of each part to complete the book correctly. 


Project Pages – Many projects have specific pages for that project.  Horse, Market Livestock, Breeding Livestock, Shooting Sports, Small Animals, Poultry, and Rabbits all have individual project pages. If you are taking more than one animal in the same project, you only need to fill out one project record, but be sure to include all animals. For instance, if you are taking one market pig and one market sheep, then you will need to fill out two separate records. However, if you are taking two market sheep, you will only need to fill out one market livestock record, but include both sheep in that record.

For the remaining projects, there is a general record that must be filled out for each project. As with the animals, only fill out one record per project. For instance, if you are in both Leathercraft and GIS/GPS, you will need to fill out two separate records. However, if you take two Leathercraft exhibits, only one record should be filled out, but include both exhibits in that record.


For the juniors, the project pages described above are optional. Juniors have their own project record that is required for each project. These project pages are only available as a written version. Refer to the section on junior record books for more information.


Story Section – Following all of the project pages should be the story. This section should outline some of the overall impressions and learning experiences of individual members. It is not necessary in this section to have a lengthy introduction, but it is more important to highlight the main things that stand out for you in 4-H in the past year. Seniors will have a somewhat different task than juniors and intermediates. Seniors should write an essay using the guidelines at the top of the story section. Juniors and intermediates simply need to provide a short answer to each of the questions found in the story section. 

Photos and Clippings – This section is much the same as before. Keep in mind that this section should show important events in your 4-H year. This section is limited to 2 pages front and back. Extra pages may be docked when it comes to record book judging.

III. How are Junior Record Books different than seniors and Intermediates?


Junior record books will be required to have all of the same sections as mentioned above. The only difference will be in the requirements for the project pages. Unlike the intermediate and senior pages, the junior project pages are all the same for each project. These project pages are not available on a computer file, and so will need to be filled out by hand. The other sections are available on a computer file, and so they will have the option to either hand write or type them. The required project page for juniors is a colorful page with graphics front and back. After completing the required project sections, juniors have the option of completing the project record required by intermediate and senior members. If completed, the extra section will be used to break ties between junior records. So, the main scoring will be based on the junior project pages, and if there is a tie it will be broken based on the optional pages completed. Junior project sections not completed will receive zero points.
IV. What should be done with past record books?


Record books from the past years should be kept. In order to compete at the State level for trips, awards, scholarships, etc, you will need to have an accounting of your entire 4-H career from beginning to end. The past record books should be placed in order behind the current year’s records. Each year your new books should be added so that they are the first year in the book. It may be worthwhile to use dividers to label each year’s records. 
V. What do I do if I don’t have any information to put in a section?


Though everyone is extremely busy every year in 4-H, there are times when you may not have done anything that pertains to sections of the record book. However, rather than just leaving those blank it would be better to put N/A. This indicates to the judges that you did not skip that part, but instead simply didn’t have anything to put in there. Many judges will give a zero if nothing is found in a section. However, before entering N/A be sure you have thought of every possible thing you could enter. You will not receive many points for entering N/A.
VI. What if I don’t understand what goes in the sections?


Be sure to read the directions at the beginning of each section. If you don’t understand, call the Extension office, and the 4-H Extension Educator will help you to better understand what goes in each section of the record book. Parents and leaders are also good resources to use.
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