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11. Annual Reports

A. Publications which report on an organization’s annual performance

Objective:

The YWCA Annual Report is the primary information and resource tool for the organization, providing readers with descriptions of programs, funding sources and outcomes; donor listings, program success stories, an organizational chart and other pertinent information about the future of the YWCA of Greater Milwaukee.  Target Audiences: donors, government officials, board members, friends and employees.

Research/Planning:

A. Opportunity

Following meetings with individual donors and after obtaining feedback from YWCA board members and advisory committee members, content was determined for an annual report.  Analysis of fund-raising campaigns by other non-profit organizations showed that they successfully utilized their annual reports in campaign materials.  In planning for marketing materials in the new $15 million “Momentum for Real Change Campaign,” development director included the annual report in campaign folder.

B.  Plan

YWCA Communication Director coordinates production of annual report, including planning editorial content, gathering program information, writing articles and photography.  Quarterly and year-end report information is used to obtain important program information and program managers are contacted to recommend participants as “program success stories.”  Key vendors are contacted regarding donation of services.  Design firm agreed to donate design of the annual report and a printer agreed to donate $5,000 towards printing of the annual report.

C. Budget 

Design and pre-press

Donated

Printing



  $2,000 ($5,000 donated)

Postage



       350

Photo processing

       200

Total



   $2,550

Execution

Annual Report is mailed to existing donor mailing list, government officials, board members and friends; distributed internally to staff through interoffice mail, displayed in literature racks at 13 YWCA sites in the central city, given to YWCA tour groups, and used in conjunction with YWCA displays at events.  5,000 annual reports are printed.

Evaluation/Results:

Positive feedback was received from targeted audiences whose comments were received while visiting the YWCA Women's Enterprise Center and from those attending YWCA events.  Positive feedback received from executive director, employees and members of the YWCA board of directors.

