
DATE:
March 18, 2010

DUE BY NOON THURSDAY, APRIL 1, 2010

Record Books and Entry Forms for State Competition

TO:

County Extension Educators with 4-H Responsibility

FROM:
Jessica Stewart

RE:

State Record Book Forms -- DUE ON OR BEFORE APRIL 1, 2010
This letter contains details for submitting record book information for State 4-H Awards. Record Books will be entered using an ACCESS program, which will be available for download from the Oklahoma 4-H Website (http://oklahoma4h.okstate.edu) Once all books, scholarships, and special programs have been entered, the program will generate the transmittal form for your county.   
If you are bringing your record books to campus, place the transmittal form and the disk with your database in the box with the record books. After checking all record books, place the transmittal form on top of the record books in the box. 

If you are mailing your record books, fax the transmittal form to the State 4-H Office (405-744-6522) in addition to placing a copy in the box. If the box gets held up, we will know to expect books from your county. 

Entry Forms for State Awards

All 4-H Project Record books, Scholarships and Special Award programs will be entered utilizing the database program available at the bottom of the Awards Handbook Page on the 4-H website. Please complete all requested fields, including race.  This information will be compiled into one database on campus.

After information is entered, print a hard copy of the data – this is your county’s entry / transmittal form.  In addition, save the information to a disk and include the disk with the transmittal form and books

Packing Your State Record Books

(Please follow directions carefully.)

1.
Pack record books (even one) in a strong box or package marked "4-H Records."

2.
Write the total number of boxes or packages you are sending on each box, e.g., "Box 1 of 1," "Box 2 of 2," etc., so we will know if your books are in more than one box.

3.
Whether you mail the books or bring them in person, be sure they are packed securely in a strong box or package.  They will be returned in the same package in which we receive them.  

4. Please ensure your package and allow at least 5 days time for mail delivery. UPS and FedEx packages are easier to track than those through the postal service if there is a problem.

5.
Mail your record books to:








State 4-H Office






205 4-H Youth Development Bldg.







Stillwater, OK  74078-6063

Hall of Fame
Applicants must be at least 16 years of age by January 1 of the program year in which they apply and have completed no more than their freshman year in college or passed their 19th birthday by January 1 of the program year in which they apply.  In addition 

College Freshmen are eligible to submit a State 4-H Hall of Fame application, even if the member has passed his/her 19th birthday by January 1 of the current year. 

Entry Database
Check to see that the names of all 4-H members submitting records are listed and spelled correctly. The records of 4-H members whose names are omitted from entry forms may not be judged, since the judging committee's list will come from the database, not individual book labels; however, record book labels must correspond to the entries on the entry form.  

Number of Entries
Counties may enter five (5) record books in each Level I and Level II state project award program.  Counties may enter as many 4-H members as qualify for Level III and Level IV Scholarships, Hall of Fame, special programs, etc. 

Four-H members may enter two project record books, and all other special programs or scholarships for which they are eligible.  Counties may enter five record books in each of the All Other Projects Categories.  Please indicate on entry form and label on the record book the category in which the book is to be judged.

News Information Sheets 
Two copies of the News Information Sheet are required from every 4-H member who submits a Project Record Book, Scholarship Application, National Congress Application or National Conference Application or other special program entry. 

News Information sheets should be placed in TWO SEPARATE ENVELOPES. 

On the outside of one envelope, write:
Ag Communications
On the outside of another envelope, write:
State 4-H Office
Place one copy of each award applicant’s news information sheet in each envelope.

Use the revised form available on the 4-H website. 
Photos will be taken of project and scholarship finalists the day of interviews. 

Objectives
The State 4-H Judging Committee will rely heavily on the objectives of each program.  Four-H members should be aware of these objectives and try to show how they have fulfilled them as they complete records.  These objectives are in the Awards Handbook (located on the Oklahoma 4-H website).

Interview Certification 
 Interview Certification Sheets are no longer required.  That information has been included on the Oklahoma Report Form front page. Be sure to use the newest Oklahoma Report Form, which can be found on the Oklahoma 4-H Website. 

National 4-H Youth Congress Applications
Four-H members applying for the National 4-H Congress must have reached their 16th birthday and not passed their 19th birthday by January 1.  The application form can be found on the state 4-H website.

State Entry Check Lists
Insert a completed copy of the appropriate check sheet into the front of each book and scholarship folder submitted for state awards. These are available on the State 4-H Website (Duplicate as needed).

Format
Record books and scholarship folders submitted for state award programs must follow the required format, as outlined on the enclosed check sheets.  Each book/folder must be labeled on the outside of the front cover with name, county, and program or project area. Use a mailing label for this information. Place label in the upper right corner of the book or application. The database program will create labels for you, or you can format your own.
Note: Books entered in the All Other Projects categories should also include the name of the specific project entered. 

Example:

Name:

Chris Clover




County:
Green




Project:
AOP – Science & Technology






Photography

Interviews – May 3 and May 1 (Level IV Scholarships ONLY)
 A list of those selected for interviews will be e-mailed to county offices by noon Friday, April 10. County staff will be asked to verify interview participation.

REMINDER
If your county is not entering any records, please notify the State 4-H office (Karen Brown, (kfbrown@okstate.edu) that you will not be submitting any award entries.  We still continue to have counties submit record books without entering books into the database.  We will not process books until we have the database and transmittal form.  Remember that all project books, scholarship applications and special programs applications except Level IV scholarships must come through the county office and must have the county extension educator’s signature.

BOX CHECKLIST
Before sealing your box, ensure that it contains:

· Transmittal form

· Disk/CD with database (if you did not send your database electronically)

· Two copies of the News Information Sheet for every member

· An extra copy of each member’s 4-H Story

recbooks\letrb02.doc

