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PURPOSE OF 4-H RECORD KEEPING
▪ To teach how to set goals

▪ To make plans for action

▪ Evaluate – how well you did

▪ To learn record keeping skills

▪ To learn to communicate, prioritize and summarize what you did

▪ To practice responsibility

▪ To evaluate and prioritize information.

▪ To allow 4-H members to tell how they have grown, learned within 

outline parameters

▪ Competition
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PROJECT RECOGNITION REVISION 
PRIORITIES

Simple and straight forward

Reinforces record keeping

Tech friendly

Reinforces project mastery and growth mindset

Relevant and applicable to today’s youth

Stair-stepped awards and recognition process
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Tech Tip:

• Download Acrobat DC

• Save the file – don’t open 

on browser



HOW ARE PROJECT RECORDS DIFFERENT FROM 
KAP? 

There are two forms:

General Project Form 

Animal Project Form

Age groups changed slightly (Junior is 7-9)

New structure/Organization of Forms

4-H’ers will need to prioritize what they will list on the form

Project finances for animal form requires more information

No 4-H Story Submitted → Project Reflection instead

Regional and State Evaluation will require a resume and cover letter. 
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GUIDE TO KANSAS 4-H
PROJECT RECOGNITION 

Resources at: https://www.kansas4-

h.org/resources/4-h-library/awards-and-

recognition/ProjectRecognition.html
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KANSAS 4-H PROJECT RECOGNITION SYSTEM
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PROJECT RECORDS IN JOHNSON COUNTY 4-H

Project Records are judged locally in October by volunteers from 

every club. 

All 4-H’ers are encouraged to submit at least one project record but it 

is not mandatory. 

Juniors/Intermediates: Record keeping skill being developed. 

Seniors: Top records from each project will move on to Regional 

Screening. Top regional records will move on to State Screening. State 

winners will be invited to attend 4-H Congress in Atlanta. 
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WHAT DO YOU NEED FOR
COUNTY EVALUATION?  

1. Check Sheet

2. Personal Information Sheet

3. Project Report

4. Permanent Record
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PROJECT REPORT FORM
Form Fillable PDFs

Animal Report Forms

General Report Forms

Age-appropriate level forms

▪ Junior: Ages 7-9 before Jan 1 of current yr

▪ Intermediate: Ages 10-13 before Jan 1

▪ Senior: Ages 14-18 before Jan 1

Set font size, Arial size 10 
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PROJECT REPORT FORM - LEVELS OF PARTICIPATION

Learning activity or experience levels:

L Local Club level

C/D County or District level

R Regional (More than one county or district) level

S State level

M Multi-state level

N National level

I International Level
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PROJECT REPORT FORM- SECTION 1: 
GOALS
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KEEPING A RECORD

Section 2: Project Presentations & Communications

Project Talks, Demonstrations, Public Speaking, Newspaper, Blog entries, social 
media, videos, etc. 

Section 3: Project Learning Experiences

project meetings, workshops, clinics, contests, tours, field trips, computer 
learning programs, etc.

Section 4: Project Exhibit & Showcase Opportunities 

any project-related exhibits, entries and displays

may include 4-H events and non-4-H events such as school or community 
showcases
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SECTION 5 – PROJECT LEADERSHIP
Be as specific as possible

Leadership is defined as teaching another person or a group skills 
or information. Leadership also includes organizing or 
coordinating an activity, event, or meeting. Include elected, 
appointed, and volunteer leadership within your project. 

Do not include leadership that occurred as part of performing a 
community service activity. 

Molly



SECTION 6 – PROJECT 
CITIZENSHIP/COMMUNITY ENGAGEMENT
Be as specific as possible

Citizenship is defined as helping out in your community and 
serving others without compensation. 

List civic engagement, community service, or service-learning 
projects. 
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PROJECT REPORT 
FORM- SECTION 7

General Project 

Report Form Finances
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PROJECT REPORT 
FORM- SECTION 7

Animal Project Report 

Form Finances
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SECTION 8 – PROJECT REFLECTION

Junior Senior

Project Reflection should not just be a repetition of what is in the project 

record. Include new information, expand on the entries to ‘tell the story’ of 

your 4-H project work. Organize your writing by including an introduction, 

body and conclusion.

Expand upon the entries in the 

record, sharing your experiences, 

growth, frustrations, challenges, 

highlights and future project 

plans. 
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SECTION 9 – PROJECT PHOTOS
Junior:

6 Project photos that demonstrate learning, leadership & 

citizenship 

Intermediate:

6 Project Learning, 6 Project Leadership & Citizenship

Senior:

6 Project Learning, 6 Project Leadership, 6 Project Citizenship
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EVALUATING 
THE PROJECT 
REPORT 
FORMS
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WHAT DO YOU NEED FOR
COUNTY EVALUATION?  

1. Check Sheet

2. Personal Information Sheet

3. Project Report

4. Permanent Record
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PERMANENT RECORD
Section 1: Groups & Organizations

• Meetings, committees, offices, leadership roles

Section 2: Communications & Presentations, Exhibits, Contests
• fair exhibits, judging contests, quiz bowls, skill-a-thons, demonstrations, illustrated talks, project talks, articles 

written, web pages developed, TV or radio presentations, county/district and regional club days activities, 

forensics and debate contests, fitting and showing, tractor driving, fashion revue, dog shows, horse shows, 

photography exhibits, etc. 

Section 3: Activities
• achievement programs, talent shows, camps, regional 4-H days, nursing home programs, sponsorship of club or 

county awards, fairground clean up, assistance to fair superintendent, special fund-raising efforts, band, teams, 

or FFA.

Section 4: Most Important Recognitions
• Camp Scholarship, National 4-H Congress, 4-H Key Award, County Project Award, School Achievement Award, 

Letter. 
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KANSAS 4-H PROJECT RECOGNITION SYSTEM
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PURPOSE OF 4-H COVER LETTER
& RESUME

▪ Encourage project mastery

▪ Learn to communicate, prioritize and summarize 

what you did

▪ Connect project work to possible career paths 

▪ Develop workforce readiness skills

▪ Recognition for depth and scope of project work
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EVALUATING 
THE COVER 
LETTER & 
RESUME
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SUPPORTING RESOURCES

Guide to Kansas 4-H Project 

Recognition

KSU Career Center
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RECORD KEEPING 
& REPORT FORM 
WEBSITE
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IMPORTANT TIPS

✓ Record keeping = Valuable Skill

✓ Checklist, Personal Page, Permanent Record, & Project Report 

Form

✓ Accuracy v. Quantity

✓ Record Keeping begins in October and end in September
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QUESTIONS?


