Austin Area Quilt Guild

Outline for Annual Report of Officers and Committee Chairs

Position:


Your Name:

Dates Held:

1. Activities

a. List the main activities and events of the term, including dates where appropriate.

b. Include names and addresses of all non-Guild contacts made.

c. Describe any revisions made to Guild Policies & Procedures during the term.

d. Identify major problems encountered.

2. Income and Expenses

a. Identify sources and amounts, summarizing as needed.

3. Property

a. Provide an inventory of items belonging to this position.

b. Include all tangible items, files, records, and so forth that support or document this position.

c. Include copies of important correspondence.

d. Include hardware and software owned by the Guild.

e. Include computer data files, whether the Guild owns the computer or not.

f. Specify location of property items.

g. Identify and explain items dropped from previous year’s inventory.

4. Resources

a. Identify people, Guild members and others, who supported the efforts of this position. 

b. Identify donations or loans of items supporting this position, indicating current status as appropriate.

c. Identify special knowledge or training required that might not be documented in your job description.

d. Identify computing resources, both hardware and software, used by this position but not owned by the Guild.  Include version and other helpful information.

e. Describe the backup procedures currently in use for computer data files.

5. Recommendations

a. Suggest possible solutions to problems encountered.

b. Identify possible changes and improvements to streamline activities.

c. Suggest new initiatives to enhance the position’s service to the Guild.

d. Propose future revisions to Guild Policies & Procedures as appropriate.

e. Review job description and propose necessary updates.

f. Suggest changes and improvements to the property and required resources.

g. Make budget recommendations for the future.

h. Provide any additional comments or feedback. 
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