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Most voluntary groups and voluntary management committees have a responsibility to produce an Annual Report.





This not only ensures they are fulfilling their legal obligations – for example as a Charities must submit an Annual Report to OSCR as part of the Scottish Charities legislation. 





An Annual Report is also an excellent opportunity for promoting the organisation.








The benefits of producing an Annual Report include the following:





Advertising your organisations  aims


Outlining its activities


Reaching potential funders and donors


Advertising services to potential users and referring agencies


Encouraging high quality job applicants


Helping volunteer recruitment.





When you write your Annual Report think about the following:





who the report will go to – this will help in writing it and in deciding how many to produce


Concentrate on producing the report for your potential readership.  Look at the issues with their level of outside knowledge (not with your extensive knowledge of the organisation)








Explain the cause the organisation works for – not just the workings of it


Outline the aims and objectives in a clear sequence


Include statistics of the work done by the organisation where possible


Where the full accounts are long and detailed it may be better to summarise in the text of the report.  A full statement can be in a separate insert or booklet or on the last pages


Always include a tear-off reply slip for donations or requests for further information.





IF YOUR GROUP IS A REGISTERED CHARITY 


You have a legal requirement to send a copy of your Annual Report to OSCR along with your Accounts. Your Annual Report should include the following:-





Name of your charity


Scottish Charity Number


Address of your charity


Name of all the Charity Trustees


Particulars of your constitution


The purposes of your charity


How the Charity Trustees are appointed


Main Activities and Achievements


A note about your Reserves policy


Explanation of any deficit and how it will be rectified


Analysis of donated goods and services





Your Annual Report must capture the reader’s attention.  It is important that people read it in order for it to be of benefit.





Design tips for presenting your information in an interesting way.  





An imaginative, well produced report can impress as much as an expensive glossy one.





POINTS TO REMEMBER:





Simplicity and consistency are key elements (don’t use too many styles as they will make it look untidy)





Where possible try and use only one colour along with black – especially on the front cover





Good photographs or drawings add interest, enhance the report and break up the text





Good design and presentation of graphs, charts etc. will catch your reader’s attention.








Every care has been taken to ensure information given is accurate and current.


SLCVO cannot accept any responsibility for claims  arising from error or misinterpretation.
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Skye & Lochalsh Council for 


Voluntary Organisations


Tigh Lisigarry Bridge Road Portree 


Isle of Skye IV51 9ER


Tel 01478 612921 Fax 01478 613341 
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ADVICE, INFORMATION & 


PRACTICAL ASSISTANCE


For COMMUNITY GROUPS


in the local area


(


Annual Membership of Skye & Lochalsh C.V.O 


costs from just £15.00 per year for small community groups – take a look at the benefits this brings…


(





FREE ACCESS to  Funderfinder


 to help you identify funding sources





FREE ACCESS 


to Outreach sessions





FREE LINE ENTRY 


in the Community Groups Register





50% DISCOUNTED MEMBERS RATES 


on all our photocopying,


desk-top publishing & administration services plus venue hire and videoconference facility





FREE PROMOTION of events, fundraisers, volunteer opportunities etc plus a forum for exchange of ideas 


on our website   www.slcvo.org.uk
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Look at other organisations Annual Reports for some ideas on how to present information in an interesting way.  Pick out the design methods they use to highlight information.








Finally, if you need any help or assistance call into Skye & Lochalsh CVO where we have some examples of Annual Reports which you could look at and maybe help give you some ideas.








