Annual Report Checklist

Annual reports are required to secure grants; proactive library boards provide evidence to funding partners and the public to demonstrate the return on investment and the support provided makes a difference in the community’s quality of life. 

The annual report is a narrative record of your library’s services and activities over the reporting period. Print copies of the annual report are distributed to each funding agency and government. Libraries should consider distributing the report efficiently to all neighboring library systems, partner organizations, associations, the Manitoba Library Trustees Association, and the public by placing the document on the library’s website. The following items are important components which should be included:
1) Message from the Chairperson | max length: 1 page
___
Library’s goals in context of the regional or province-wide priorities
___
Milestones and significant accomplishments
___
Appreciation and acknowledgement to local and provincial governments
___
Photo of chairperson

2) Message from the Library Director/Administrator | max length: 1 page
___
Highlight successful services and initiatives referenced further in report
___
Appreciation and acknowledgement to supporting agencies and partners

___
Photo of director/administrator
3) Overview of Organization | max length: 1 page
___
Vision and mission statement
___
Served municipalities and populations
___
Lines of business (services offered at the library)
___
Location and hours of operation, contact information
___
Non-resident fees 
___
Board information: names, positions and indicate council or citizen rep 

___
Employee information: number of staff, consider names and titles
___
Demonstrate key statistics graphically
4) Accomplishments and Challenges | max length: 1.5 pages
___
Brief view of the accomplishments and challenges in the reporting period

5) Partner Recognition | max length: 2 pages
___
Acknowledge local, provincial and federal governments
___
Recognize partner organizations for financial or in-kind contributions
___
Acknowledge private and community foundations, friends groups, and private donors

▪ Confirm each donor’s interest in publishing name and amount
___
Highlight amounts spent and any items purchased through legacy funds
6) Service Outputs and Outcomes | max length: 6 pages
Annual reports include both service outputs and outcomes. Outputs are measurable activities and outcomes are the changes in behavior, skills, and attitudes, which reflect the impact on the lives of individual clients and the entire community. 

___
List activities/services/programs and articulate goals and objectives
___
Demonstrate service outputs (statistical/measurable performances) 

▪ Use charts to illustrate measurements (circ, use, trend)

___
Relate outputs to outcomes and articulate impacts on the people and community as it relates to the goals and objectives. Request permission to include client testimonials, photos and media articles.
___
Photos of activities

___
One year plan of programs, services, activities to be offered by/through the library in the upcoming year.

7) Opportunities/Challenges Overview | max length: 2 paragraphs
___
Highlight opportunities and challenges likely to arise in the near future
Style Guide 

1) Avoid jargon.
2) Limit sentences to 1½ or 2 lines in length and paragraphs to 7 lines in length.
3) Write actively (as opposed to passively).
4) Use correct and consistent tense. Past tense is appropriate.

a) Write out numbers under 10 and at the beginning of a sentence.

5) Use commas to indicate place values of numbers over 999.

6) Write dates without using “th” (May 17 not May 17th).
7) Write the full name of a statute in italics.
8) Capitalize appropriately; use lower case where a reasonable option exists. 
9) Avoid the use of: etc., e.g., i.e.

10) Avoid confusion by spelling out acronyms on first use. 

11) Keep white space to avoid a cramped visual.

12) Keep consistent appearance and style with print and electronic versions.

13) Write in a clear and easy to read font (12 point).

14) Place page numbers and library name in footer.
15) All margins: 1”.
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