C O U N C I L2C O U N C I L
Checklist for preparing council annual reports

	As the deadline for submitting county annual reports draws near, here is a list of items every report should include:

Cover

· current logo - University Outreach and Extension - University of Missouri System/Lincoln University

· name of extension council

· affirmative action statement:  "University Extension does not discriminate on the basis of race, color, national origin, sex, religion, age, disability or status as a Vietnam era veteran in employment or programs."

· Graphics, photos, etc., that communicate positive image of county's extension program

· time covered by report

· "Annual Report"

Introduction

· letter from council secretary and chairman, may be co-signed by CPD

· brief description of mission, goals, initiatives, history, etc., of University Outreach and Extension

Council

· roster of membership, including officers

· description of duties and responsibilities

Staff

· roster of staff headquartered in county and those with primary assignments in the county

· brief description of staffing, organizational structure and how people access resources

Finances

· all revenue and expenditures by type, not just general operating for period of report 

· financial relationship between the University and the council

· amount and type of University funding
	Content

· primary focus on client actions

· program activities

· clear program objectives, stated in measurable terms

· sponsoring organizations, teachers, locations

· data demonstrating program results:  statistical summary of program activities, testimonials, news clippings, evaluation data

· targeted to primary audience: county commissioner, public officials, key leaders

· affirmative action impact, including examples of haw programs have improved the lives of minority and hard-to-reach audiences

· news writing style:  easy to read; addresses who, what, where, when and why; consistent throughout report

· brief descriptions of each initiative/program area, including objectives, primary audiences and rationale about its importance

Image

· clear, sharp print quality

· paper opaque enough to prevent ink from bleeding; preferably white or blue paper

· ink color black or blue

· layout that enhances readability by using proper headings, two or three columns, graphics, photos, etc.

· inserts to highlight quotes, impact information, devices to break up text

· clear photos with captions identifying individuals where possible

· graphics to highlight data

· table of contents

· numbered pages

Other

· statement from staff thanking council volunteers, county commissioners, others for their support; signed by all staff or CPD on behalf of staff

· listing of county commissioners/county legislators


