4-H RECORD BOOK TIPS
1) GREEN 4-H  COVER completed.  Use the 4-H Record Book Cover available at the Extension office.  No loose-leaf notebooks or report binders allowed.
2) PICTURE OF YOURSELF.  Mount one photo of yourself on a single sheet of paper.  Print or type name, age, address club and county below the photo.  Pictures should be at least 2"x3" and not more than 5"x7".  Never write on front or back of the photos.
3) TABLE OF CONTENTS - On a single sheet of paper, list the order of your projects, use colored paper or tabs, & where pictures and clippings can be located.  Make sure everything fits in the book and does not hand over the edge too far.

4) NM 4-H REPORT FORM #300 A-2 completed and signed by the 4-H member, parent and leader.  If there is no project leader, have the organizational leader or another active leader sign.  Only one New Mexico Report form is needed regardless of number of projects.  It is the responsibility of the member to get the proper signatures, not the county agent or leader.  LEADERS AND PARENTS SHOULD NOT SIGN UNLESS FORMS ARE COMPLETE.  The proper leader should sign.  Don=t sign if you are not the leader.
5) 4-H STORY.  - This is your overall story of participation in 4-H during the year.  This should include:

a) Give your name, age, where you live and how you became interested in 4-H.

b) Tell something about your projects, what you found interesting, and why.

c) State the goals you set for yourself and your success or failure in reaching them.

d) Tell about some of the things your club did as a group e.g. fund raising, community service, etc.

e) State how 4-H has made you a better person.  (Did it help you stick to what you started?  Did it help you by learning to give demonstrations, making talking in front of others easier?  Did you become a better shopper or more knowledgeable in a subject?)

f) Tell about club meetings, citizenship, leadership activities, out-of-county activities, (like district, state leadership conferences, state officer, diplomat, ambassador, etc.)

g) Tell what goals you hope to achieve for yourself next year.

h) Most project accomplishments can be reported in the project story.  However, if there is a major accomplishment in a project, such as State Rodeo All-Around, you could mention this in the 4-H story.  You will probably want to list the projects you have taken and maybe the one(s) you liked best or did the best in.

6) PROJECT RECORD INFORMATION.  (One for each project.)
a) Record Form - Complete!  Use only the specific form provided for each project.  If in doubt, check with the Extension Office.   Be sure you list expenses and income, if any.

b) Accurate information.  If you include calculations, make sure your figures are correct.

c) 4-H Story - Story for that specific project.  If provided, use the space on your record sheet.  Otherwise, use a separate sheet of paper.  Include related material, such as horse certificates, shooting records, etc.

d) BE NEAT!  Neatness is an eye-catcher for the judge.
7) PICTURES & CLIPPINGS, include with the project record, with an interesting caption for each one.  Include only those that apply to you.  Underline your name with colored pencil or ink.  Mount on thick paper so that articles on back don't show through.  Pictures of awards may be included, but not the award itself.  A photo story of projects from start to finish is usually interesting.  All pictures relating to one project area should be grouped together.  Take pictures and save newspaper clippings throughout the year.  Include any 4-H correspondence, letters or telegrams, concerning your 4-H activities.  Place everything with the project record that applies to that project.  Only general pictures and clippings should go in the back of the book.
HELPFUL HINTS
· 4-H'ers need to fill out pages in their own handwriting or use the computer.  4-H’ers should do their own work to the fullest extent possible.  Parents are encouraged to advise.  You should mention that you did your own work.

· Younger 4-H'ers may use pencil but be neat and don’t smear the writing.

· Do not include ribbons, certificates or other awards in book.  Pictures of awards may be included.

· Take pictures and save newspaper clippings throughout the year.

· Use dividers between sections of the book.   If dividers with tabs are used, recess the tabs inside the cover to prevent them from breaking off.  Fix labels so they do not come off or out of plastic holders.

· ONLY MATERIAL FOR THE CURRENT YEAR should be included.  This includes activities from October 1 through September 30 of each year.  Don't have last year’s forms in the book you turn in. (It is confusing to the judges.)  You will need to keep past records for later reference and if you apply for a state award.

· Complete record book before the deadline so that you can get forms or do a section over, if needed.
FAILURE TO MEET ANY OF THE REQUIREMENTS ABOVE WILL

DISQUALIFY YOU FROM BEING CONSIDERED FOR PROJECT MEDALS.
YOU MUST COMPLETE AT LEAST ONE PROJECT TO RECEIVE A MEMBERSHIP PIN AND COMPLETE THE YEAR.  When you turn in your record book, indicate which projects you want considered for judging, i.e. all, none, list.
If you take an animal project and sell at the County Fair and then do not complete the project (which includes turning in the project records on that project), you are not eligible to sell that species of animal at the County Fair next year.

