Assisteens of Irvine 

Sample Annual Report

1. General Information 

· Chairman position

· Chairman name(s) and email and phone
· Organization name, contact name, email and phone
· Hours you spent on this job

2. Job Description

· Tell exactly what you were supposed to do.

3. Timeline

· Tell exactly what you had to do and when you had to do it.

· Include planning and preparation

4. Goals

· What did you set out to accomplish?

· At any point did your plans change?  Why?

5. Budget

· What was you budget for this year?

· How did you spend your budget?

· What should the budget be for next year?

6. Statistics

· How many Assisteens participated in this project/event?

· How many people from the community were served by this project/event (estimate)?

7. Recommendations 

· Do you have any ideas on ways to make this job run more smoothly in the future?

· Would you make any changes to how the project/event is organized and run?

