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Guidelines for Annual Report

The report will cover the high points of the previous year’s operations and finances and attempts to project the coming year’s operations.  The report also attempts to cover present directions and highlight present strengths.

The annual report will cover five major categories:

1. Letter or statement to the membership from the president.

2. A description of  (name, address, overall business, a summary of operations, pictures and images.)

3. Narrative section(s) containing articles on operations, i.e., highlights programs & services.

4. Financial Statements.

5. List of Board of Directors and Staff.

Letter or statement to the membership.  This section of the annual report is a direct statement to membership from president. This statement or letter is second in readership only to the financial statements.  It should avoid repeating financial reports; instead, it should be used to (1) interpret the entire year’s performance, (2) touch upon plans and future directions, and (3) give explanations for any failures.  The statement to membership may be an in-depth review of the operations during the past year, or it may be a brief summary of the entire annual report. Avoid stereotyped language, clichés, and technical terms when writing this statement.  Use simple sentences and short paragraphs, and use straightforward and informal style.

Description of organization. 

The annual report will contains logo, headquarters, photos and captions, charts or tables, graphs.

Narrative Articles. 

This section will present operations and new products, services, or developments in a positive light, making certain that they are timely and meaningful and that they contribute to the primary objective of the annual report

Financial Statements.  

The financial statements should be straightforward and consistent with the rest of the annual report. The financial statements will appear either in the middle or the end of the annual report.

Board of Directors and Staff. 

The final part of the annual report will list board of directors, committees, and staff.  A photograph will accompany the board of directors and staff.

Preparing the Annual Report

Organize a meeting or interview the Executive Director, CEO, President or the Board of Directors and management team to determine the general direction the report is to take.  Determine from these executives the emphasis to place on their divisions’ performances, but stay within the general direction established by the management team.
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