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RECORD BOOK GUIDELINES 
4-H members should fill out the following forms and place them in your record book in this order. All of the forms are on the UW-Extension office website: Monroe.extension.wisc.edu

1. Record Book Cover Page
· Insert the cover page in the outside, front cover of your three-ring binder.
2. Member’s Application for Record Book Awards Form 
· Fill this out completely and place it inside your record book in the left front pocket. 
3. Member Introduction Page
· This is the first official page of your record book. 
4. Table of Contents for your Record Book
· A template for this is available on the website. The Table of Contents must correlate with dividers, tabs OR page numbers.
5. My 4-H Story
· This four-paragraph story is meant to have you reflect about the impact that 4-H has had on your life. You can find more specific directions for this at the top of the My 4-H Story form.
6. Activity Program Form
· Check all the activities that you participated in during this 4-H year and list any additional club, county, or state/national activities that you completed in the blank boxes.
7. Activity Summary Forms
· A total of 3 Activity Summaries are required for each record book.
· Each form asks you to reflect upon one of the activities that you did during the 4-H year. 
· Examples of acceptable activities to include are the ones listed on the Activity Program Form or things like volunteering, club meetings, project days, camp, etc.
8. Project History Form
· This form helps you to keep track of which projects you participated in throughout your time in 4-H. 
· Please note that projects are different than activities; they are what you sign up for in 4-H Online and do throughout the year. Examples – beef project, sewing project, photography project, dog project, etc.
9. Project Record Forms
· You do not have to report on all the projects you completed during this 4-H year, but you must report on a minimum of project 1 for Jr, 2 projects for Intermediate, and 3 projects for Sr.  You may choose which projects to report on.
· There is a separate form for Animal Projects and Non-Animal projects. Both forms ask you to reflect upon one of the projects that you did during the 4-H year.
· Please note that projects are different than activities; they are what you sign up for in 4-H Online and do throughout the year. Examples – beef project, sewing project, photography project, dog project, etc.
10. Project Hour Tracker
· Needs to follow the corresponding Project Record Form. This form helps to keep track of the hours that you spent working on your project throughout the year.
11. Photo Pages
· Needs to follow the corresponding Project Record Form and Project Hours Tracker. 
· A minimum of 4 photo pages (2 double-sided sheets) need to follow each project area. 
· Must include captions with each picture.
· You can attach photos to a blank sheet of paper and write or attach captions, or you can create a document with photos and captions and print them. Photos do not need to be in color but should be clear.
12. Scrapbook
· Minimum 5 pages (single sided). Includes things like newspaper clippings, Cloverlink clippings, certificates, extra photos, etc. to show us more about your year in 4-H
· No large ribbons/accessories in book, i.e. merit ribbons, metals, pins, etc. (You can add these at home after judging)
· The scrapbook should be placed at the very end of your record book. 
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