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The annual report 

 

The annual report helps people decide if: 

 

• your group is any good 

 

• they want to give you money 

 

• they want to join your group.   
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A good annual report has 1 or 2 key 

messages.   

 

A key message is the most important thing 

you want people to know about the last 

year. 

 

You need to decide the key messages 

before you start to write the annual report. 

  

 

It is good for the members committee and 

the Board to talk about what the key 

messages should be. 
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Advice 

 

Most people do not start at the beginning 

of the annual report and read to the end.   

 

Most people will look at the pictures and 

read little bits.   

 

It helps if the annual report looks 

interesting so people keep picking it up 

and reading more bits.  
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Writing the report  

 

Look at other organisation’s annual 

reports that you like and think are good. 

 

Here is what to put in the report: 

 

• a front cover  

 

• a list of what is in the report 
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• clear headings on every page  

 

• 'special reports' on things you have 

done 

 

• charts, photos and pictures 

 

• a report about the organisation’s 

money 

 

• quotes or comments written in boxes 
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• a list of difficult words 

 

• contact information, including your 

website address if you have one. 

 

Make the main report short and easy. Use 

photos and pictures. 

 

Some people may want more detailed 

information. You can add this at the back. 

This is called an annex.  

 

If your report is on a website, you can add 

a ‘click for more information’ to get to the 

annex. 
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Money report 

 

Members need to know: 

 

• how much money the organisation 

got this year 

 

• where the money came from 

 

• how much money the organisation 

spent 
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• what the money was spent on 

 

• how much money the organisation 

has in the bank 

 

• things to think about for next year 

 

If you are a charity, there are rules about 

what you must put in your annual report.  

 

Please check the Charity Commission 

website to find the rules. 
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You need to find a clear, easy way to 

explain this.  

 

You can use writing and pictures.  

 

Annual Accounts 

 

If you are a charity, you must put the 

annual accounts into the annual report. 

 

Annual accounts are hard to understand 



Page 10 of 12  © All Wales People First 2017 

 

If you must include the annual accounts, 

we just you also write an easier money 

report. 

 

If you do not have to put the annual 

accounts into the annual report, you still 

need to tell people how to ask to see the 

annual accounts. 

 

Using your annual report  

 

You must send your annual report to your 

members. 

 

You can send your annual report to other 

important people too.  
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It can give strong, clear messages about 

what People First means.   

 

It shows that people with a learning 

disability can run groups and make a 

difference.   

 

You may want to send the annual report 

to: 

 

• funders  

 

• local councillors  
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• your Assembly Members  

 

• your Member of Parliament 

 

• local community groups 

 

• your local voluntary council 

 


