THE FOLLOWING OUTLINE DESCRIBES THE CORRECT ORDER TO ASSEMBLE YOUR REPORT FORM:

1.
Cover page - Junior cover page for 8-13 years old as of 1/1/current year.

Cover page - Senior cover page for 14-19 years old as of 1/1/current year.

A  new cover page must be added each year for juniors and seniors.  When you go from 13 to 14 years old, you will switch from the junior cover page to the senior cover page.

2.
Report Form Guidelines

3.
4-H Project Pages (Size and Scope) Juniors can use one page per project.  Seniors: When you declare your project area, this page will be first.  If you declare Citizenship or Leadership, list these beside 4-H project.  This page will then be blank because all your activities will be listed on the Citizenship or Leadership pages of the report form.  

4.
Knowledge and Skills will then follow each of your  project pages. Each project that you do should have a Size and Scope page and a Knowledge and Skills page.  You may have as many project and knowledge and skills pages as you have projects.

5.
Awards page will then be next.  You can list your awards by years on this page.  You do not have to have a separate page for awards in each project.  You may add one additional page.

6.
Learning Experiences will be next.  You may add one additional page.

7.
Elected & Appointed Leadership will be next.

8.
Volunteer Leadership is next.  You may add one additional page.

9.
4-H Promotional Leadership is next.

10.
Citizenship and Community Service is next.  You may add one additional page.

11.
Non 4-H Experiences in School is next.

12. 
Non 4-H Experiences in Church is next.

13.
Non 4-H Experiences in Other Community Organizations is next.

14.
Your 4-H Story is next - put the current year’s story on top of previous year’s stories.

15.
Your Picture Pages are next.  Be sure to label pictures and following guidelines.

16.
Put report form in a standard stiff 8-1/2 X 11 inch binder.  Don’t use loose leaf binders or

binders that  have a plastic slide on the side.

17.
Put your name, your club on the front of the binder, and whether this is a junior report form or senior report form.

GENERAL SUGGESTIONS FOR THE JUNIOR AND SENIOR REPORT FORMS

GENERAL SUGGESTIONS:

· Cover - Use a standard stiff 8-1/2 X 11-inch binder.  Do not use a loose-leaf binder or binders that have a plastic slide on the size.

· Use computer or type or print in black (juniors may use pencil).  

· Type may not be smaller than 12 spaces to an inch with no photocopy reductions.

· Organize in a logical sequence with no repetition.

· Collect your facts and be sure you record all requested data (start with first year enrolled in 4-H with subsequent years following).

COVER PAGE - JUNIOR & SENIOR:

· Junior Cover page is for youth 8-13 years old as of 1/1/current year.

· Senior Cover page is for youth 14-18 years old as of 1/1/current year.

· When changing from junior to senior, the only change will be replacing the junior cover page with the senior cover page.

· Seniors must then declare a project area.

· Fill out all information correctly.

· Be sure to have the member’s signature, parent’s signature, and leader’s signature.

· A new cover must be added each year for senior report forms.

SIZE AND SCOPE - JUNIOR & SENIOR

· Size means anything that can be expressed in quantity.  Select examples that show the size of your project.

· Scope means growth in your project from year to year.

Examples:

Clothing: 

	Year
	Garments

sewn/repaired
	Fabric Used
	Care or remodeling
	Cost to sew
	Cost to purchase
	Savings 

	2004
	3sewn - blouse, vest, pants
	Cotton 
	Cold water/hang to dry
	$35.00
	$70.00
	$35.00


Woodworking:

	Year
	Item Made
	Wood Used
	Tools Used
	Skills Developed
	Cost to Purchase
	Money Saved

	2003
	Book Shelf
	Oak
	clamp, power saw, square, hammer, glue
	dowel connectors, miter corners, cutting wood square 
	$100.00
	$50.00


Horse:

	Year
	Animals give by age, sex
	Training hours or work done
	Care
	Shows 
	Starting Value
	End

Value 
	Levels

	2002
	Dusty, 12 yrs, female
	2 hrs/day X 30 days = 60 hrs.
	Feed & water, exercise

worm, shoe
	3 County shows

5 Open Shows


	$1,000
	$2,500 - 

increased value due to training
	Level 2 West

Level 1 English


Beef:

	Year
	Inventory of Animals
	Value Animal
	Value Equipment
	Net Sold
	Premiums
	Expenses
	Profit or Loss

	2004
	1 heifer
	$800.00
	$200.00
	None
	$30.00
	$600.00
	+$430.00

	2005
	3 heifers
	$3000.00
	$300.00
	2 died

-2,000
	None
	$1,800.00
	-$70.00


Notes:



· Do a separate page for each project, showing size and scope for each.  

· Seniors: make sure your first page is the project in which you are submitting this report form. 

· Juniors: projects do not need to be in any particular order.

KNOWLEDGE & SKILLS:

· Review your total time in the program/project.

· Consider goals you have had.

· Summarize knowledge and skills you have gained.

Example:

2001

In the Speech Contest, I learned:

...how important eye contact is when speaking

...each speech should have an attention-getting introduction

...how to use hand gestures and body movement for emphasis

2002

In the Ceramics Project, I learned:

...how to patch an article if it breaks

...the difference between stains and glazes

...how to apply decals

2003

In the Sheep Project, I learned:

...to wash & shear for show; break to lead; living with death of lamb before show

...showmanship skills for market and breeding sheep

...to teach animal to push for show, develop muscle tone, proper combs for wool

AWARDS RECEIVED:

· Awards can also show size and scope of your project.

· This page goes behind all project pages.

· Combine your information within years.

· Indicate level (L = Local Club; C = County; D = District; S = State).

· Indicate how many awards at each level.

· Add one additional page if needed.

	YEAR
	TYPE OF AWARD
	FOR WHAT RECEIVED
	LEVEL/NUMBER

	2001-2004
	4GC; 3RGC; 10C;

16B; 4R; 2W
	Dog Shows Obedience  & Showmanship
	L-22; C30; S-4

	2003 & 2004
	Washington Focus Trips

County & State
	Application for trips
	C-1; S-1

	2003
	2GC; 3C; 4B;
	Clothing & Fashion Revue
	C-4; S-2


LEARNING EXPERIENCES:

· List demonstrations, talks, exhibits, radio & television appearances.

· List newspaper articles written about your club or project.

· List tours, workshops, camps.

· List judging events and field trips.

· List participation by year.

· List number of meetings held & meetings attended.

· Include all general and project meetings.

· Designate level (L=Local Club; C=County; D=District; S=State).

· What was taught, learned,  presented, or observed.

Demonstrations:

Year   

 What you did/title

# in audience
Level

What was taught
2001-2002
5 Demonstrations/Clothing
23

L-5

Seam finishes

2003

“How To Cook Rice”

34

L-2; C-1; S-1
Rice cookers are great

Sheep:


2004

“Fitting A Show Lamb”
12

L-3; C-1
Shearing & trimming feet

Leathercraft:

2002

“Single Loop Lace”

10

L-1

Single loop lace on straight & curved leather



Tours, Outings:

Year

What you did/title
# in audience

Level

What was observed:
2005

Tour Vet Clinic
4


L-1

Neuter a male dog


ELECTED AND APPOINTED LEADERSHIP:

· List only information called for under each heading.

· Responsibility should reflect leadership duties you performed in this capacity.

Year

Office/Committee

Responsibility

Level

2002

Calling Officer

Telephoned 13 members
L-13

2003

Reporter


Submitted 7 articles

L-7

2004

President/Club & Y Council
Conducted 14 meetings
L-8; C-6

2005

District President

Attended meetings

D-2; S-1

VOLUNTEER LEADERSHIP:

· Identify things you have done where you planned, organized and gave direction.

· Use action words.

· Include ALL roles you have performed at 4-H activities.

· If you volunteer within the scope of your elected office, you may include these activities here.

· Include all experiences, at all age levels, including any volunteer leadership in your club, as a junior leader or teen leader.

Year

Level

Leadership/Participation

2001

C

Manned a Christmas Wrap Booth for Youth Council 

2002

L

Spoke to first graders about responsible dog ownership

2003

S

Volunteered as a Teen Clerk at State Fair

2004

D

Presented a dance workshop at District Retreat

2004

L

As President of my club, I organized “Kids On The Block” program

4-H PROMOTIONAL LEADERSHIP:

· List all things you have done to promote 4-H.

· List any presentations done, radio or TV spots, or newspaper ads.

· List any school promotion, including telling your friends about 4-H.

· Designate your level of participation and give your specific responsibilities.

Year

Type of Promotion

Responsibilities


Level

2002

4-H Promotion Saturday
Manned club booth 


C-1

2003

4-H Carnival & Dance
Put up posters at school

C-1

2003

Talked to friends

Told them about 4-H; asked to join
L-10

2004

The Benefit of 4-H

School speech English Class

C-1

2005

4-H promotion

Interview w/newspaper & article
C-1

2005

Ice Cream Social

Promoted 4-H for State Fair

S-1

CITIZENSHIP AND COMMUNITY SERVICE:

· Citizenship can be defined as acting with concern for self and others, as an individual or in a group.

· Helping and assisting others is important.

· You can take some leadership, but it is not required, so do no duplicate items listed as leadership.

· Community Service is what you as an individual, or with others,  perform to help your community or others.

· Helping your family is not community service.

Year

Kind of Activity

What You Did


Involvement (Y, M, GL)


2000

Collected stamps

Sent over 5,000 stamps to a 

German Hospital


Y-9

2001

Easter baskets


10 baskets for nursing home

GL-2

2002

*Dress-A-Doll

Cleaned, sewed outfit for needy
M-2

2003

Cooked & served dinner
SRDA Senior Center


M-1

2004

Concession Stand

Raise money for Tsunami victims
GL-1

2004-2005
Made valentines

Sent to servicemen overseas

Y-20

NON 4-H EXPERIENCES IN SCHOOL:

· List by years your most meaningful experiences in school.

· List SCHOOL leadership roles, citizenship, & community service.

· List any honors received.

Year

Activity




Honors Received

2000-2004
Honor Roll




Was gold cord senior

2000

Read over 100 books



Received gold metal for reading

2001

Did speech for Optimist Club Contest
Represented my school, lst place

2002-2004
Belonged to marching band


Won state championship metal

2003-2004
Active in Spanish Club


Was President of the club

2005

Member of Volleyball Team


Placed 5th in league

NON 4-H EXPERIENCES IN CHURCH:

· List by years your most meaningful experiences in church.

· List CHURCH leadership roles, citizenship, & community service.

· List any honors received.

Year

Activity




Honors Received

2000-2005
Active member of my church


None

2001

Collected clothing for migrants

Received $10.00 for most collected

2002

Made my First Communion


Officially became member of church

2003

Camp Counselor - Bible School

Received official teen leader pin

NON 4-H EXPERIENCES IN OTHER COMMUNITY ORGANIZATIONS:

· List by years your most meaningful experiences in any other community organizations.

· Include any leadership roles, citizenship, & community service performed in OTHER organizations.

· List any honors received

Year

Activity




Honors Received

2001

Arts Center Children’s Play


Received standing ovation each night

2002

Pueblo Youth Diversion Program

Invited to speak - received plaque

2004

Miss Colorado Teen Pageant


Received scholarship & 2nd place

2003-2005
Girl Scouts




Earned Gold Award for working at senior center teaching computer skills

2004

Concerned Parents



Earned awards for community service

2004

Planned a dinner for local EMT’s

Received a certificate for leadership

2005

Christmas Ice Skating Show


Earned money for Ice Skating Club

4-H STORY:

· Type double-space or print in black on one side.

· Type may not be smaller than 12 spaces to an inch; no photocopy reductions.

· Use 8-1/2 X 11 with 1-1/2 inch margin on top and left and 1 inch margin on bottom and right of each page.  Follow age guidelines for length of stories listed at the top of the story page.

· Type or print your name in upper right corner of page 1.

· Don’t save the best for last - put it near the beginning to catch the reader’s interest.

· Find a theme to tie all your activities together, showing how you reach your goals.

· Don’t  use slang.

· Check and proofread your story.  Have another person read it; if it is not clear, change it.

The following outline might help you in developing your story:

· Introduce yourself.  Include your age, parents; brothers & sisters, where you live, where you go to school, interests, and when and why you joined 4-H.

· Tell how 4-H has helped you learn things that you didn’t know before.

· Tell how your project grew in size and scope.

· Tell what has been successful and what you have tried that were unsuccessful and what you learned from each.

· Highlight projects & activities, including major learning experiences.

· Tell about any unusual situations you encountered.

· Explain how 4-H has helped you become a better leader and citizen.

· How has 4-H increased your interest and participation in community affairs?

· What you have learned working as an individual and/or on a team.

· Describe how 4-H participation has helped you feel good about yourself.

· Has 4-H influenced your school and your goals and use of your time management skills?

· Tell about future plans.

PICTURES:

· Photos should tell a story.

· Illustrate your pictures with appropriate captions.

· Action shots and photo sequences are good ways to show your progress.

· Be sure to identify yourself in group pictures.

· Layering is not allowed.  You can trim your pictures to allow more room.

· Mount photos with rubber cement.

· Four to six pictures per page is suggested.

· Show progress in each of the following areas: project work, leadership, and citizenship.

