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Complete rules for this project can be found in the 4-H Handbook in the non-
animal section.  

 
WHAT IS AN ACHIEVEMENT BOOK? 

 The Achievement Book is an organized summary of your entire 4-H experience that 
contains a comprehensive report of your goals, plans and accomplishments.   
 

WHY BUILD AN ACHIEVEMENT BOOK? 
 It is one way to make a formal review of your goals and achievements and is a helpful 
tool to plan your own growth for the future.  Your achievement book will be a good keepsake for 
years after you’ve finished your 4-H career.  The record you build opens doors to many awards 
and benefits such as medals, trips, scholarships and other kinds of recognitions.  Completing an 
achievement book will make it easier to apply for Boone County and Indiana 4-H scholarships. 
 

WHAT YOU HAVE LEARNED IS MUCH MORE IMPORTANT  
THAN WHAT YOU HAVE EARNED 

 The Achievement Book differs from the record sheets you turned in during the fair 
because it is more complete and covers your entire 4-H career rather than just the current year’s 
work.  In the Jr. Division your Record Book is divided into 5 sections: 1. Project Information w/ 
Photographs, 2.Club Information, 3. School & Community Activities, 4. Personal 4-H Story and 
5. Record of Achievement. This format will assist members by providing an overall picture of 
their 4-H career and will be helpful when compiling a resume for state accomplishment 
scholarship competition, which you can apply for starting your sophomore year of high school. 
 

LIFE SKILLS 
In 4-H, youth develop life skills by participating in 4-H projects, trips, and other experiences. 
When you are working on your Achievement Book, think about the life skills you have 
developed and strengthened through 4-H. In Section 1 you will write about those life skills. Here 
is a list of possible life skills that you can use in your examples:  
Decision-making 
Problem solving 
Critical thinking 
Service learning 
Relating 
Communications 
Cooperation 
Social Skills 
Conflict Resolution 
Accepting Differences 
Giving 
Community Service-
volunteering 
Leadership 

Responsible 
Contribution to group 
Living Healthy life-style 
choices 
Stress Management 
Disease Prevention 
Personal Safety 
Managing 
Goal setting 
Planning/organizing 
Wise use of resources 
Keeping Records 
Resiliency 
Concern for others 

Empathy 
Sharing 
Nurturing relationships 
Working 
Marketable/useful skills 
Teamwork 
Self-motivation 
Self Esteem 
Self-responsibility 
Character 
Managing feelings 
Self-Discipline 

 
More examples can be found on the handout “Targeting Life Skills in 4-H” which can be found 
on the Achievement Book project page.  



 

ASSEMBLING YOUR ACHIEVEMENT BOOK 
• A 2 inch three ring binder is required. 
• The sections of the Achievement Book should be typed, except for the personal story, 

which can be hand written for 3rd and 4th graders. 
• Pages must be inserted in page protectors. 
• Divider tabs should be used to separate each section. Dividers need to state the section 

and stick out from the page protectors. 
• Font must be in Times New Roman or Arial and be no smaller than 12 font 
• Project information consists of a separate page per project you are in. 
• For each project you can have no more than 3 pages of pictures that span your entire 4-H 

career in that project. 
• Picture pages go behind the project information page for each project. 
• Pictures must include captions 

 
CRITERIA FOR JUDGING ACHIEVEMENT BOOKS 

 Neatness, completeness, and clarity of your report are very important.  Your 4-H story is 
also an equally important item in your report.  The judges will be looking for experiences in 4-H 
projects and activities as shown by knowledge acquired, attitudes and skills learned, scope and 
size of project growth and development.  Leadership, citizenship and community service are 
equally important.  Indicate your involvement in these areas by your development of positive 
attitudes toward service to others, your leadership experiences as both officers and committee 
members and in one on one leadership opportunities. 



 

 

BOONE COUNTY 4-H ACHIEVEMENT BOOK 
COVER PAGE 

 

 
 
 
Name               
 
Gender     Date this report was completed       
   
Grade Level as of Jan. 1 of the current calendar year      
 
Number of Years of 4-H Completed including this year    
 
Name of 4-H Club        
 
Name of School You Attend           
 
 

 
 
 

Attach a recent 
photograph here 



 

  

Section 1  
4-H Project Information  

WITH PHOTOGRAPHS 
 

Part A- Life Skills Developed 
 

 
Name of 4-H Project      Years enrolled in this project   
 
COMPLETE A SEPARATE PAGE FOR EACH PROJECT ENROLLED.  Organize information 
chronologically by year beginning with the first year enrolled in the project. 
 
For each year enrolled in this project list the life skills you developed and give at least one 
example of how you strengthened that skill. The same skill can be used multiple years, but 
examples need to be different 
Example: 

2018 Responsibility: I properly feed my pigs. 
   Record Keeping: I recorded the expenses that came from have 2 pigs to raise. 

2019 Time Management: I learned to make sure I had time to feed and care for my  
pigs and be on the baseball team at the same time.  
Teaching: I taught my younger sister how to show her pig since this was her first 
year in 4-H.  

 
 
 



 

Part B: Size and Scope of Project 
 
 

Name of 4-H Project    ______  Years enrolled in this project   
 
COMPLETE A SEPARATE PAGE FOR EACH PROJECT ENROLLED.  Organize information 
chronologically by year beginning with the first year enrolled in the project. 
 
For each year enrolled in this project list the number of articles made, net profit, hours 
spent working on your project, etc.  Examples – Spent 25 hours wiring my electric project, 
baked 25 dozen cookies, etc. 
Example: 
Swine 

2018 Fed 4 pigs, worked 300 hours, spent $1,450.00 for feed, supplies, veterinary  
expenses, showed 2 gilts and 2 barrows at the county fair, had a loss of $22.46 

2019 Fed 4 pigs, worked 320 hours, spent $1,700.00 for feed, supplies, veterinary  
expenses, showed 2 gilts and 2 barrows at the county fair, showed 1 barrow at the 
state fair, earned a profit of $184.65 

Sewing 
2018 Made 2 articles, worked 20 hours, spent $40.00 for material, thread, etc.  To  

purchase ready made would cost $55.00.  I saved $15.00. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Part C: Workshops, Field Trips, and Tours Attended Related to Projects 

For each year enrolled in this project list the number of workshops attended and locations of field 
trips, tours, etc. you participated in. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Part D: Photography 
Include no more than 3 pages per project of photographs that have been mounted securely that 
shows the progress you have made in each project.  Caption each photograph with a description 
of what is taking place.  Photographs are not to be shingled or overlapped.  No more than 3 
additional pages of photographs may be included showing club activities.  A current year’s 
picture should be in each set of project pictures. 

 



 

Section 2 
Club Information 

 
Name of 4-H Club          
 
Organize information chronologically by year beginning with the first year enrolled in the club. 
 
Offices Held and Committee Work 
List the officer position and your involvement as a committee member.  Examples include 
calling committee, skating party committee, etc. 
 
 
 
 
 
 
 
 
 
Citizenship and Community Improvement Involvement 
Examples include leading the pledge to the flags, helping your club plant trees, etc. 
 
 
 
 
 
 
 
 
 
 
Demonstrations Presented and Educational Programs or Trips Planned 
Examples include giving a demonstration about one of your projects at a club meeting, arranging 
for a speaker to present a program at a club meeting, planning a farm tour, etc. 
 



 

Section 3 
 School and Community Activities 

 
Participation in School Activities, Awards and Honors Received 
Examples include sports, clubs, honor roll, etc. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Participation in Community Activities, Awards and Honors Received 
Examples include scouts, church, volunteer activities, etc. 
 
 
 
 
 
 
 
 



 

Section 4 
My 4-H Story 

 
 Make your 4-H story interesting to read and help the judge get to know you better.  Your 
story should tell what you have done and learned from being in 4-H.  Your story is limited to 6 
pages, one side of the page, on 8 1/2" x 11" paper, double spaced. 
 
Part 1 Introduce yourself . . . include your age, interests, and information about your parents, 

family, where you live, go to school and when and why you joined 4-H.  (1/2-1 page) 
 
Part 2   Tell about the projects and activities in which you are submitting your records. . . Why           

did you choose the projects, what you set out to accomplish, what you tried and found 
successful and tell about your failures and what you learned from them.  Give 
information about your learning experiences, special interests and unusual situations that 
you encountered in your 4-H career.  (1-4 pages) 

 
Part 3   Explain how 4-H has helped you become a better leader and citizen . . . describe the most 

important offices you have held and the committee assignments you have accepted;  tell 
about what you have learned from working with other 4-Hers and explain how you have 
learned to accept citizenship responsibilities.  (1/2 page) 

 
Part 4   Describe how 4-H participation has influenced your school and career goals . . . tell about 

your plans for the future and the career you would like to pursue.  (1/2 page) 



 

Section 5 
 My Record of Achievement 

 
The next section of your report is the My Record of Achievement, 4-H 620.  This can be 
downloaded from the Achievement Book project page on the Purdue Extension- Boone County 
website. Save this form to your computer and update it annually and then print off the newest 
version and put into your binder. Use more than one card to report everything if necessary. 
 
Under the column that says list number of items, garments, dishes, etc., list the total number you 
worked with during the year, not just the items you exhibited.  You may have only owned 1 pig, 
but you may have worked with 15 on your farm.  List 15.  You may have only exhibited 3 cookies, 
but you may have baked 10 dozen during the year.  List all of them in the column as instructed. 
 
Note: As a high school senior you can submit My Record of Achievement, 4-H 620 to 
Indiana 4-H for a chance at a scholarship to Purdue University. You must be enrolled in  

major course of study in the College of Agriculture or one of these Academic Units in the 
College of Health and Human Sciences.  (Development and Family Science, Family and 
Consumer Sciences Education, Financial Counseling and Planning, Nutrition Science, 

Retail Management, or Hospitality and Tourism Management). Applications will be due in 
January. 



 

Section 6 & 7 Over View  
 
The Cover Letter and Life Skills Resume portion of this project are part of the 
Indiana 4-H Foundation Accomplishment Scholarship process. By completing the 
4-H Achievement Book project  in time to exhibit at county fair you are creating at 
least one (max of 3) applications for this scholarship, which you can start applying 
for in January of your Sophomore year of high school. That means that the Cover 
Letter and Life Skills Resume have very detailed instructions to help your chances of 
receiving an interview for the scholarship and hopefully, actually receiving the 
scholarship.  
 
Here are some details on how the 4-H Accomplishment Scholarship works, so that 
you can prepare your Cover Letter and Life Skill Resume for the Achievement 
Book Project and this scholarship the same way and get the most out of your work.  
 

4-H Accomplishment Scholarship: 
• Eligibility grade 10 through one year post 4-H (as of January) 
• Application consists of two page life skills resume and one page cover letter 

• Cover letter introduces applicant to reader and highlights life skills 
developed 

• Life skills resume demonstrates 3-5 life skills developed as a result of 
participation in 4-H project/subject matter, events, and activities 

• This is all about what you have LEARNED from 4-H, not what you 
have EARNED. So do not focus on 4-H awards!  

• Applicant may submit one application in up to three categories per year 
• Applicant may reapply in subsequent years if not awarded 
• Once applicant is awarded a category scholarship, may only apply in premier 

categories if eligible 
• Minimum of 30 Category awards $1,000.00, three Premier Category 

$2,000.00 
• Finalists interviewed in March, notified in April, awardees honored at Indiana   

4-H scholarship luncheon, claim form mailed in December, payment to 
college/university on behalf of 4-H member. 

 
Scholarship Categories 

(You will pick at least one and no more than 3 categories to submit in your 
Achievement Book project and scholarship applications. You may use the same 
categories for multiple years in both the project and scholarship application until you 
win the scholarship from the Indiana 4-H Foundation. If you do not win then you 
may continue to update and perfect your cover letter and application. ) 
 



 

Seven categories related to educational mission focus areas plus three premier 
categories:   
Animal Science- Meat and Milk Production Category 
Animal Science- Companion and Small Animal Production Category 
Citizenship 
Communications 
Engineering and Technological Science 
Healthy Living, Food, and Nutrition Science 
Leadership Development 
Plant and Environmental Science 
Premier Achievement 
Premier Citizenship 
Premier Leadership 
 
Here is a detailed list of what 4-H Activities, project, events, etc. that you can use as 
examples as you write your Cover Letter and Life Skill Resume:  
 



 

 



 

 



 

Section 6 
 Cover Letter  

• Introduces you to the reader. 
• Must mention 3 life skills from resumes. Do NOT repeat examples. 
• Bold the life skills that you talk about in the cover letter and resume.  
• Need to catch reader’s interest. 
• It is suggested that you write your life skill resume first and then write the 

cover letter.  
• Use the same header for the cover letter and the resume. A header should 

have your name and contact info listed.  
 
Example of overall formatting:  
 



 

Section 7 
 Life Skill Resume  

• List 4-5 life skills that you have learned 
• Under each life skill you will give 4-5 examples (WOW Statements) about 

how you have developed each life skill through your 4-H experience.  
• You will also include a short term and long term goal for yourself 
• List your 4-H Awards and Honors (make this section short and only top 

honors) 
 

Life Skills 
Here is a list of possible life skills to choose from. Remember you need to be able to 
talk about 4-5 life skills on the resume.  
 
Accepting Differences 
Character  
Citizenship 
Communication  
Community Service 
Volunteering 
Concern For Others 
Conflict Resolution 
Contributions To Group 
Effort 
Cooperation 
Coping 
Creative Thinking 
Critical Thinking  
Decision Making  
Disease Prevention 
Empathy 
Goal Setting  
Healthy Lifestyle Choices 

Honesty 
Interpretation 
Keeping Records 
Leadership  
Listening 
Managing Feelings  
Managing Resources 
Managing Stress 
Marketable Skills 
Mastering Technology 
Motivating Self 
Negotiating 
Nurturing Relationships 
Organizational 
Personal Safety 
Planning 
Planning & Organizing  
Problem Solving  
Reasoning 

Record Keeping  
Resiliency  
Responsible Citizenship  
Responsibility 
Self-Discipline  
Self-Esteem  
Self-Motivation 
Self-Responsibility  
Service Learning 
Sharing 
Social Skills  
Speaking 
Stress Management  
Teaching 
Teamwork  
Technology 
Thinking Critically 
Time Management 
Wise Use Of Resources 

 
 
 
 
 
 
 
 
 
 



 

WOW Statements 
The examples (4-5 of them) that you give under each life skill need to impress the 
judge/scholarship committee. Use these tips to create examples that leave the judge 
saying “Wow” this kid has done some impressive things while in 4-H.  
 
Steps to creating Wow Statements:  

• Need 5 bullet points (examples) 
• Start with power (action) verb. (See list of these on next page)  
• Show results and numbers.  
• Each bullet should include: topic, background, action verb & results. 

 
Examples of taking an activity you did and turning it into a WOW statement:  
 
Example A:  
Activity – Camp Counselor at Shakamak.  Led science class. (Life Skill- Teaching, 
Public Speaking, Mentoring) 
WOW – Taught 95 4-H members in a 30 minute hands on learning activity about 
lift, thrust, drag and gravity using paper airplanes. 
 
Example B:  
Activity - Fed my animals daily. (Life Skill - Time Management) 
WOW – Executed the daily routine of feeding, grooming and exercising my own 
horses, as well as maintaining clean stalls. The health of my horses is extremely 
important to me, and these activities help keep them at their best. 
 
 

Resume Formatting Suggestions and Example: 
• Top: Name, Address, Phone Number; 
• Skills should stand out so bold them 
• Font large enough to read (Font size must be a minimum of 10 point.) (prefer 

– Arial) 
• Can only be 2 pages 
• Goals - include a short term and long term 
• Awards - keep to minimum and only what is project related.  Remember: 

Review team wants to know what you learned not what you earned 
• Put strongest skill first and 2nd strongest last with weakest in the middle  



 

Page 1 Example 

Page 2 Example 



 

 



 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

It is the policy of the Purdue University Cooperative Extension Service that all persons have equal opportunity and access to its 
educational programs, services, activities, and facilities without regard to race, religion, color, sex, age, national origin or ancestry, 

marital status, parental status, sexual orientation, disability or status as a veteran. 
Purdue University is an Affirmative Action institution. This material may be available in alternative formats. 
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