Annual Report Template
[ORGANIZATION NAME] — Annual Report for the Year [FISCAL YEAR, e.g., July 1, 20XX – June 30, 20XX]
This is a fill-in starting point you can adapt to your organization's voice, programs, and finances. Replace every [BRACKETED] placeholder with your own details, delete sections you don't need, and confirm that all financial figures match your audited statements or IRS Form 990. The numbers and statements you publish here are donor-facing, so have your treasurer, CPA, or auditor review the financial summary before you distribute it. This template is not legal, tax, or accounting advice; verify current IRS rules and thresholds with a qualified professional each year.
How to use this template: Work top to bottom. Fill the brackets, swap in your own photos and stories, and keep the tone warm and personal — an annual report is a thank-you to your community as much as it is a record. Aim for plain language a first-time donor can follow. Final length for a small nonprofit is typically 4–12 pages.
1. A Letter to Our Community
[Open with a single warm sentence that names the people you serve and the year you're reporting on. Example tone: "This year, because of you, [NUMBER] of our neighbors found [the support / the meals / the shelter / the mentoring] they needed."]
[Paragraph 1 — Gratitude and the headline. Lead with thanks and the one accomplishment you are most proud of this year. Make it concrete: a number, a milestone, or a single story that captures the year.]
[Paragraph 2 — The challenge and the response. Briefly name a need or obstacle in your community this year and describe how your organization met it. Honesty about challenges builds donor trust.]
[Paragraph 3 — Looking ahead. Share one clear goal or hope for the coming year and invite the reader to stay part of it. End with genuine thanks.]

______________________________    Date: ____________
[FULL NAME], Executive Director
______________________________    Date: ____________
[FULL NAME], Board Chair
You may use one signer or both. A joint letter from the Executive Director and Board Chair signals that staff and the volunteer board are aligned. Consider including a small photo of the signer(s) beside this letter.
2. Who We Are: Mission & Vision
Our Mission
[STATE YOUR MISSION HERE — one or two sentences. Use the exact mission language adopted by your board and on file with the IRS so it stays consistent across your website, grant applications, and Form 990.]
Our Vision
[STATE YOUR VISION HERE — the long-term change you exist to create. One or two sentences describing the world you are working toward.]
Our Values
1. [VALUE 1 — e.g., Dignity: we meet every person with respect.]
1. [VALUE 2 — e.g., Community: we are led by the people we serve.]
1. [VALUE 3 — e.g., Stewardship: we honor every dollar entrusted to us.]
1. [VALUE 4 — optional]
Founded: _______________________________________
Communities served: _______________________________________
People reached this year: _______________________________________
3. The Year in Review: Program Highlights
[One or two sentences framing the year's work. Then tell 3–4 short highlight stories below. The strongest highlights pair a specific number with one real person's experience. Keep names and photos only with written consent — see the note at the end of this section.]
Highlight 1: [SHORT TITLE]
[2–4 sentences. What did you do, who did it serve, and what changed as a result? Include one number if you can — e.g., "We served [NUMBER] meals," "We placed [NUMBER] families in stable housing."]
Highlight 2: [SHORT TITLE]
[2–4 sentences describing a second program or accomplishment. Consider a short quote from a participant, volunteer, or partner in their own words.]
Highlight 3: [SHORT TITLE]
[2–4 sentences describing a third highlight — perhaps a new program launched, a partnership formed, or a milestone reached.]
Highlight 4: [SHORT TITLE] (optional)
[2–4 sentences describing a fourth highlight, if you have one. Delete this block if you only have three.]
Before publishing any photo, full name, or personal story of a client or beneficiary, get written consent — ideally a signed photo/story release. Be especially careful with minors and with anyone in a vulnerable situation; use a first name only or a pseudonym when in doubt.
4. Impact by the Numbers
[Replace these example metrics with the 4–8 measures that best tell your story. Showing last year alongside this year lets donors see your trajectory. Only publish figures you can support with your own records.]
	Metric
	This Year
	Last Year

	People served
	[NUMBER]
	[NUMBER]

	Programs / services delivered
	[NUMBER]
	[NUMBER]

	Volunteer hours contributed
	[NUMBER]
	[NUMBER]

	Volunteers engaged
	[NUMBER]
	[NUMBER]

	[YOUR KEY OUTCOME METRIC — e.g., families housed]
	[NUMBER]
	[NUMBER]

	[YOUR KEY OUTPUT METRIC — e.g., meals provided]
	[NUMBER]
	[NUMBER]

	Donors / supporters
	[NUMBER]
	[NUMBER]



Tip: One well-chosen outcome metric (a change in people's lives) is worth more to donors than ten output metrics (units of activity). If you can, include at least one outcome measure here, not just counts of services delivered. Note for your records: under GAAP, contributed (volunteer) services are recognized in audited financial statements only in limited cases, and the IRS does not let a volunteer deduct the value of their donated time — so report volunteer hours as a narrative impact measure, not as revenue.
5. Financial Summary
[Brief framing — one or two sentences. Example: "We are committed to spending every gift wisely. Here is a summary of our [FISCAL YEAR] finances." The figures below should reconcile to your audited financial statements or your IRS Form 990.]
Where Our Support Came From (Revenue)
	Revenue by Source
	Amount
	% of Total

	Individual donations
	$[AMOUNT]
	[%]

	Grants (foundation & government)
	$[AMOUNT]
	[%]

	Corporate & business support
	$[AMOUNT]
	[%]

	Fundraising events (net)
	$[AMOUNT]
	[%]

	Program / service fees
	$[AMOUNT]
	[%]

	In-kind contributions
	$[AMOUNT]
	[%]

	Other income
	$[AMOUNT]
	[%]

	TOTAL REVENUE
	$[TOTAL]
	100%



How We Used It (Expenses by Function)
	Expenses by Function
	Amount
	% of Total

	Program services
	$[AMOUNT]
	[%]

	Management & general (administration)
	$[AMOUNT]
	[%]

	Fundraising
	$[AMOUNT]
	[%]

	TOTAL EXPENSES
	$[TOTAL]
	100%



Net surplus / (deficit) for the year: _______________________________________
Net assets without donor restrictions at end of year: _______________________________________
Net assets with donor restrictions at end of year: _______________________________________
Total net assets at end of year: _______________________________________
The three expense categories above — Program services, Management & general, and Fundraising — are the standard functional expense classes U.S. nonprofits report on IRS Form 990 and under GAAP. "Program" covers the mission work itself; "Management & general" covers overhead like accounting and governance; "Fundraising" covers the cost of raising money. Under current FASB standards (ASC 958), report net assets in two classes: "without donor restrictions" and "with donor restrictions" (the older terms 'unrestricted,' 'temporarily restricted,' and 'permanently restricted' are no longer used). There is no single legally required percentage your organization must spend on programs — beware of citing a fixed 'overhead ratio' as a rule, because none exists. Make sure these summary figures tie out to your Form 990 and audited statements; if they don't reconcile, have your CPA or treasurer review before publishing.
Our complete audited financial statements and our IRS Form 990 are available at [WEBSITE LINK] or by request at [EMAIL / PHONE]. [If applicable: "This report presents an unaudited summary; figures are drawn from our [audited statements / internally prepared statements / Form 990]."]
Public-disclosure reminder: Federal law requires most 501(c)(3) organizations to make their three most recent annual information returns (Form 990, 990-EZ, or 990-PF, and Form 990-T for those that file it) and their original exemption application (Form 1023, 1023-EZ, or 1024, with supporting documents) available to anyone who asks. Pointing donors to the 990 in your annual report is good practice — confirm your current obligations with your CPA, as filing thresholds and rules change.
Form 990 filing and deadlines (for your internal calendar, not for donors): Form 990 is generally due by the 15th day of the 5th month after your fiscal year-end (for a June 30 year-end, that is November 15). You can request an automatic 6-month extension by filing Form 8868. Organizations with gross receipts normally $50,000 or less may file the Form 990-N (e-Postcard). Failing to file a required 990-series return for three consecutive years results in automatic revocation of tax-exempt status. The 990 also asks whether your board has adopted a conflict-of-interest policy, a whistleblower policy, and a document-retention/destruction policy — adopting these is good governance. Verify current thresholds and your specific filing requirement with your CPA, as IRS rules change.
6. Thank You
[A short, heartfelt paragraph. Example: "Everything in this report was made possible by you — our donors, funders, volunteers, and partners. Thank you for believing in [MISSION / the people we serve]. You are the reason this work happens."]
Donor Honor Roll
[List donors and funders below, grouped by giving level or simply alphabetically. Always ask permission before naming a donor, and offer an "Anonymous" option. Update the dollar ranges to fit your organization's scale.]
	Giving Circle
	Gift Range
	Donors

	[LEADERSHIP CIRCLE NAME]
	$[AMOUNT]+
	[NAMES]

	[SUSTAINER CIRCLE NAME]
	$[AMOUNT]–$[AMOUNT]
	[NAMES]

	[FRIENDS CIRCLE NAME]
	$[AMOUNT]–$[AMOUNT]
	[NAMES]

	[SUPPORTERS]
	Up to $[AMOUNT]
	[NAMES]



Our Funders & Grantmakers
1. [FOUNDATION / GOVERNMENT FUNDER NAME]
1. [FOUNDATION / GOVERNMENT FUNDER NAME]
1. [CORPORATE SPONSOR NAME]
Our Volunteers & Partners
[Thank your volunteers and partner organizations. Example: "Our [NUMBER] volunteers gave [NUMBER] hours this year. We are grateful to our partners, including [PARTNER ORGANIZATIONS], for working alongside us."]
Honor-roll cautions: (1) Get consent before listing anyone by name. (2) Proofread spellings carefully — a misspelled donor name is a common and costly error. (3) Set a clear cutoff date for the gifts reflected, and state it. (4) Keep a process to correct omissions graciously.
7. Ways to Give & Get Involved
[Invite readers to take a next step. Keep it specific and easy.]
Give
1. Donate online at [WEBSITE / DONATE LINK]
1. Mail a check to [ORGANIZATION NAME], [MAILING ADDRESS]
1. Become a monthly sustaining donor — [LINK]
1. Make a gift of stock, a donor-advised fund grant, or a qualified charitable distribution from an IRA — contact [NAME / EMAIL]
1. Include us in your will or estate plan (legacy giving) — contact [NAME / EMAIL]
Get Involved
1. Volunteer with us — [LINK / EMAIL]
1. Bring your company or group to a service day or sponsorship — [CONTACT]
1. Follow and share our work — [SOCIAL HANDLES]
1. Sign up for our newsletter — [LINK]
Tax-deductibility language: Contributions to a 501(c)(3) public charity are generally tax-deductible to the extent allowed by law, and the deductible amount is reduced by the fair-market value of any goods or services the donor receives in return (for example, an event ticket or auction item). If you include a deductibility statement, keep it general and accurate, and confirm the exact wording with your CPA — donors should consult their own tax advisor. Verify your current EIN and good standing before printing any tax language.
Donor substantiation basics (IRS Publication 1771 — for your gift-acknowledgment process, not for printing in the report): (1) For any single contribution of $250 or more, the donor needs a written acknowledgment from your organization to claim a deduction; the acknowledgment should state the amount of cash and/or describe any non-cash property received, and whether you provided any goods or services in return. (2) For a 'quid pro quo' contribution over $75 (where the donor gives more than $75 and gets goods or services back), you must give a written statement that the deductible amount is limited to the excess over the value of what the donor received, and provide a good-faith estimate of that value. (3) For donated (non-cash) property, your acknowledgment should describe the item but should NOT assign it a dollar value — determining fair-market value is the donor's responsibility. (4) Donors deducting non-cash gifts over $500 file Form 8283 (and you may need to sign Section B for items over $5,000), while your organization reports significant non-cash contributions on Form 990 Schedule M. Confirm the current thresholds and wording with your CPA.
Organization legal name: _______________________________________
EIN (Tax ID): _______________________________________
Tax status (e.g., 501(c)(3) public charity): _______________________________________
8. Our Board & Staff
Board of Directors
	Name
	Role
	Affiliation (optional)

	[FULL NAME]
	Board Chair
	[ROLE / EMPLOYER / COMMUNITY]

	[FULL NAME]
	Vice Chair
	[ROLE / EMPLOYER / COMMUNITY]

	[FULL NAME]
	Treasurer
	[ROLE / EMPLOYER / COMMUNITY]

	[FULL NAME]
	Secretary
	[ROLE / EMPLOYER / COMMUNITY]

	[FULL NAME]
	Director
	[ROLE / EMPLOYER / COMMUNITY]

	[FULL NAME]
	Director
	[ROLE / EMPLOYER / COMMUNITY]



Staff
	Name
	Title

	[FULL NAME]
	Executive Director

	[FULL NAME]
	[PROGRAM DIRECTOR / MANAGER]

	[FULL NAME]
	[DEVELOPMENT / OPERATIONS]

	[FULL NAME]
	[ROLE]



[Optional: note emeritus board members, advisory council, or AmeriCorps/fellows here.]
Contact Us
Organization name: _______________________________________
Mailing address: _______________________________________
Phone: _______________________________________
Email: _______________________________________
Website: _______________________________________
Social media: _______________________________________
Final reminder: This is a template to adapt, not legal, tax, or accounting advice. Before you publish, confirm that every financial figure reconciles to your audited statements or Form 990, that all named donors and beneficiaries have consented, and that any tax or legal statements are reviewed by your CPA or attorney. Laws, IRS thresholds, and disclosure rules change over time — verify current requirements each year.
Provided free by Good Circles · goodcircles.org · This is a starting-point template; adapt it to your organization and confirm current rules with a qualified professional.
