Documentation of Your 4-H Project(s) in a Portfolio

You may choose to do a portfolio instead of the traditional project record(s) and/or Summary Record.  A portfolio is a collection of items and information that documents growth and achievement made over a period of time.  These items can be written work, art work, photographs, audio tapes, videotapes and other items.  They must be organized and presented in such a way that they convey meaningful information and show knowledge and skills developed and growth over the designated period of time to those looking at the portfolio.  

Remember, as with the traditional record system the portfolio needs to document progress made in the project(s) that you choose to report on in that 4-H year. Progress in other areas such as community service, leadership and general activities must be shown over the entire 4-H career (not one year only, as is the case with the project).  The portfolio option allows for more creativity on the part of the 4-H member.   This option is not easier than doing the more traditional record forms.

Portfolios must contain the following sections in the order listed:

1. Cover sheet from the Summary Record (must include name, age, birth date, etc.)

2. Table of contents

3. Project(s) (maximum of 4 plus Community Service); Identify the specific project(s) you are reporting on

4. 4-H Story

5. Support materials

· Optional to include the Summary Record

Guidelines:

The portfolio format allows you to be creative in presenting your information.  You are required to document specific information regardless of the format you choose.

· You need to include goals and steps you will take to reach your goals.  You may look at the record instructions for ideas.  Include a financial summary, if applicable.  

· You must show the knowledge and skills that you have gained over the year in each project you are reporting on.  Remember, you need to show the project and progress made over the current 4-H year.

· If you choose not to include a Summary Record (which summarizes activities and learning in community service, leadership, etc. over your entire 4-H career) then you need to cover these in your project portfolio.  You must distinguish between what has been done/learned in the current 4-H year and what was done/learned in previous years.  It is recommended that you include the Summary Record.
· If you include leadership and community service as projects, consider the following.  What are your leadership roles and how are you applying the skills you have developed to other situations in your life?  Include samples; one sample for a club officer could be an agenda that he/she prepared.  You must be very specific about what you do yourself, and what is done by the group or others.  What community services have you performed and what are the benefits to the recipients and the community?  

Your 4-H Story:

· Your 4-H story should reflect the impact that 4-H has had on your life or the lives of those around you.  It should not merely repeat what has already been documented in your project portfolio.  Focus on your most meaningful experience(s) in 4-H.  Tell how you apply what you have learned in 4-H to other parts of your life.  If you would like additional information about writing a 4-H story, see the Summary Record Instructions.

· Written stories must be a maximum of 6 pages in length, font size of 12 points, double-spaced, 1” margins.

· Follow the same guidelines for stories done in audio or videotape format.  These may be a maximum of 15 minutes in length.

· CD’s and disks must be accompanied by a hard copy.

Supplemental Materials:

You may have up to 7 pages of supporting materials.  These may include:

· A summary of your awards and recognition

· Letters of support (up to 3): these may not be from a relative 

· Newspaper clippings, photographs, drawings, etc.

· Scrapbooking style is acceptable

Overall Presentation:

The package presented for judging must be neat.  All pieces must be bound in a folder/notebook or enclosed in a portfolio (there is one available for sale in the National Supply Source Book).  This portfolio must be no larger than 24” x 24”.  Secure a label on the bottom left hand corner with the following information:  name, complete address, club name and county.

Judging:

The 4-H Portfolio Review Sheet will be used to judge all portfolios.

For Additional Information:

For forms, instructions and additional information visit our website at www.mass4h.org and go to “kids, tweens and teens”, then look at “records for all ages”.

