COUNTY ANNUAL REPORTS

I.
OVERVIEW
County annual reports continue to improve each year. They were easier to read, report impact, and present highlights of extension programming in an interesting format. County annual reports are due to the regional director by January 15 each year.

II.
ELEMENTS REQUIRED IN ANNUAL REPORTS

A.
Cover (or pg. 1 in newsletter format) must include:

1.
Words “(year) Annual Report”

2.
Current print version of University Outreach and Extension logo

3.
Name of county council

4.
Non-discrimination/affirmative action statement (at the bottom):

“University Outreach and 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.” 

5.  Graphics, photos, ete., that communicate positive image of county's extension program
B.
Body must include:

1.
Brief letter (signed by council secretary)
a.
Missouri Statute 262.617 requires the council secretary to file the report annually, so his/her signature must be on the document. The statute reads:

“At the close of each calendar year the council, through its secretary, shall make an annual detailed report to the county court, covering all receipts

and expenditures, together with a summary of work undertaken and results accomplished. The report shall be filed with the county court not later than February first, following the close of the year or portion of year covered by the report.” 

b.
The CPD and/or the council chair also may sign the letter. The letter should be on page 1 of the report and be as concise as possible.

2.
Mission statement

The mission of University Outreach and Extension—in partnership with the University of Missouri campuses, Lincoln University, the people of Missouri through county extension councils, and the Cooperative State Research, Education and Extension Service of the U.S. Department of Agriculture—is to serve Missouri by extending the research-based knowledge and problem-solving resources of the University of Missouri and Lincoln University to focus on high-priority needs of people throughout the state. This effort is integral to the land-grant university mission.

3.
List of extension council members

The reports should list council members on page 1. The list looks “cleaner” with just names and officers designated, and not districts. If no room on page 1, back page also would be a good visible spot for the list.


4.
List of staff headquartered in county

Put in prominent place. 
5.
List of other extension staff serving county

Put on same page as headquartered staff.
6.
Financial report

Summary of revenues and expenditures by type for which county council is accountable--not a budget. A pie chart adds color and clarity, financial relationship between the University and the council, amount and type of University funding.
III.
SPECIFIC RECOMMENDATIONS

A.
Choose a reproduction method that ensures a quality product.


Reports that are copied on office copy or Rizzo machines detracted from otherwise attractive layouts. If photos are used, they should be of top quality and not reproduced on office copiers. It is better to not use photos than to reproduce them in such a way. Counties vary in the amount of money they are willing to spend to produce an annual report, county councils should budget adequate funds to produce a quality product that will represent UO/E well.

B.
Include a table of contents--and list page numbers. 
Try to use a subject and verb, like “teens learn life skills,” not just a label head like “life skills.”  Works well if you enclose table of contents in a box. Be sure to list page numbers.

C.
Use space wisely.

Try to balance effective use of white space with need to fit pertinent information. Don’t try to cram too much onto each page! It reduces readability and probably discourages anyone from reading it at all.  Plan your pages so that you don’t include blank pages. 

D.
Incorporate the impact of extension programs on local citizens.

Include information about what local citizens are doing as a result of extension programs and how staff helped achieve those results--not simply a listing of staff activities. 

E.
Provide the year’s highlights and important statistics--not a detailed accounting of the entire year’s activities.
Choose the major accomplishments of the year, then devote more space and emphasis to those. Consider using a summary of statistics to give any important figures.

F.
Use a consistent style throughout the report.

If various staff contribute articles, be sure to edit stories to present a consistent style for the publication. 

G.
Be sure the non-discrimination statement is positioned in a prominent spot.

Preferably, this statement should be at bottom of page 1. 

H.
Number the pages.

This is important. It makes the report more readable.

I.
Consider having your report printed if you want to include photos.

Photos are great to show impact, but dark photos reproduced on a copy machine detract from the report. Obtain printing bids ahead of time. It usually costs $10-$15 per photo to have it screened by a printer (plus printing costs). Discuss options with a printer. You might find it feasible to print your report, rather than photocopy to be able to include quality photos.

J.
Suggested layout specifications

1.
Page margins:

.5 inch = top, left, right

.4 inch = bottom

2.
Page numbers:

Alternating bottom (pg. 2 on lower left, pg. 3 on lower right, etc.)


3.
Number of columns: 
2 or 3 (3 is preferred)

(Do not set 1 column with type all across page; difficult to read)
4.
Space between columns:
.25 inch 

5.
Headlines:


--Flush left

--Sans serif (either Helvetica or Arial)

--Relative sizes: 24 or 18 pt. for main stories; 

18, 16, or 14 pt. for secondary stories, depending on format.

24 pt. Arial 
(Extra large)

24 pt. Arial 
(Extra large, bold)
18 pt. Arial 

(Very large)

18 pt. Arial 

(Very large, bold)
16 pt. Arial 

(Large)

16 pt. Arial 

(Large, bold)
14 pt. Arial


(Medium)

14 pt. Arial

(Medium)
6.
Body text:


12 point Times New Roman

Flush left (ragged right)

7.
Photo captions:

10 pt. Helvetica or Arial bold, italic, flush left

K.
Do spelling and grammar checks.

The word-processing software provides these features. Check your spelling and grammar before printing out your final copy.

L.
Including your office fax, e-mail address and your county’s web site.
This information might be incorporated into the section listing your office address and phone, or in the section listing staff. You will also want to publish you annual report on your web site.

Adapted from EC Regional "Annual Report Requirements", 1996, Roxanne Miller editor.
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