
GUIDE TO
ANNUAL REPORTING
Emphasising achievements
Proving credibility
Increasing accountability
GUIDELINES TO HELP YOU PREPARE OUTSTANDING ANNUAL REPORTS

This document serves as a guideline to NGOs to write simple, high impact Annual Reports that would 
hold up to high standards of scrutiny while sustaining the readers’ interest. 



INDEX

1

Laying the foundation for a good Annual Report  2
Importance of transparency and accountability  3
Content guidelines  4
Who you are and what you stand for  6
Organisational  governance  8
Details of general body  9
Human resources  10
Programme performance  11
Financial performance  13
Donors & Funding  14
Networks & Alliances  15
Acknowledgements & Appeals  16
Communication guidelines  17
Rate your Annual Report  20



WHO IS AN ANNUAL REPORT FOR?
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THE CHALLENGE OF WRITING GOOD ANNUAL REPORTS

NGOs often feel that communication needs to be shared only within the communities 
they work in. There is also a belief that due to regular interaction with community 
members and stakeholders their activities are already well-known. Further, NGOs feel 
that preparing Annual Reports costs time and money. Consequently they bring out 
reports which are not effective in terms of their content and presentation. 

On the contrary, the Annual Report of an NGO plays a crucial role in that it 
communicates its progress and status to stakeholders, community members, donors 
and well-wishers.

LAYING THE FOUNDATION 
FOR A GOOD ANNUAL 
REPORT

For many readers the “Annual 
Report” is “the NGO”. It is all 
that they see about the 
organisation. If there are 
errors or omissions in the 
report they will naturally 
assume that this is reflective 
of the organisation.
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THE IMPORTANCE 
OF TRANSPARENCY 
& ACCOUNTABILITY

With increased attention and investment of different stakeholders 
	�#����"�%�'� 	��� ��		����������	��� 	��������	�	����������������$�
������	���� �	
�	��	�����������	������������	�	�������(��������� �$�"�%��
demand accountabil ity from other stakeholders, they must demonstrate 
similar transparency and accountabil ity themselves. The Annual Report 
of an NGO is the ideal tool to demonstrate its transparency and 
readiness to keep its accounts and records open for public scrutiny while 
also reaching out to a wider constituency. 

WRITING YOUR ANNUAL REPOR T
The key elements of a good Annual Report from an NGO involve the 
fol lowing: 

��������������������$�	���������'��
�	���'�������	�����������������
 performance. 

��)����������$�$ ����������	�	���������$������(�
 The ‘why’ or content along with the ‘how’ or the quality of information  
 presented work together to make an Annual Report effective and   
� ����!���	��������(

��*��������	�������������	�	�����$�
���#�������������$�����
������
 attractive package is also an essential component of a good Annual   
 Report. 
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Nominee, 3rd CSO Partners Outstanding 
Annual Report Awards, has an attractive 
cover page to begin its story. 



INTRODUCING YOURSELF

Essential information about your organisation should be included in the Annual Report. 
The information provided must enable a reader to understand your organisation and 
contact you if required.

INFORMATION CAN BE INCLUDED ON 

*%"+/*+�)�+/�;�

��<����������$�	����������	���(�/����������������
����$�
����������	���������		����
� ���#������������#�
(�<����������	����������	���'�=*�����>���	������?��@����#����� �
� ���#�����*>?(�

��*��	��	���$���	����B�������'�	���������������'��B�������������'��������$���
��
 contact persons with designation and website details.

CONTENT GUIDELINES

If there is more than one 
Office, provide contact 
information about all the 
offices classifying it 
under Head Office, 
Registered Office, Field 
Office, etc. If you do not 
have a website, please 
consider setting one up 
as it is imperative that 
NGOs be digital ly 
connected. The NGO 
Marketplace init iative of 
CSO Partners 
(www.ngomarketplace.com) 
can help set up a micro 
site at a nominal cost. 
Also provide information 
about other public 
profi les of your 
organisation – eg. 
Facebook,Twitter, 
LinkedIn etc. 
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INCLUDE REGISTRATION 
AND BANKING INFORMATION 

��>����	�	������$���	����J�#��	�������	������������	
���+��	������	����KM�� �
 Company, FCRA registration status. 

����������+��������	������	�������	�������	��QK/�QSUKV*X'�YS�������	������	����(�

���"�������$��������(

���+������$���	����������	��������������
�	�����	�����	�������
���/������>���	������
 that a reader can easily get in touch. The inner front or back cover is a good place  
 for these details.

CONTENT GUIDELINES
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Swami Vivekananda Youth Movement, 
Winner, 3rd CSO Partners Outstanding 
Annual Report Awards (Large category), 
provides relevant information.



VISION AND MISSION

Vision and Mission statements are the guiding force and the key elements of an 
organisation’s strategic planning. An organisation’s vision defines its purpose and 
serves as a source of inspiration to personnel. The mission outlines how the 
organisation will accomplish its vision in realistic terms. The mission must be 
compatible with its legal purposes and must meet the requirements for not‐for‐profit 
or charitable status.

VALUES

Values influence an organisation’s activities, its relationships with stakeholders and its 
���	�	���(�\��������
���������������������$�'������������������'�������
������	���	�
in a code of conduct.

WHO YOU ARE AND 
WHAT YOU STAND FOR
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Udayan Care, Nominee 3rd CSO Partners 
Outstanding Annual Report Awards, 
displays the Vision, Mission and Values 
adhered to by the organisation. 



WHAT THIS SECTION SHOULD COVER

�� ��$���	�������	����������$�	����������	���'��	��]�����������\����������������	�����
 message from the Chief Functionary. 

�� *������������������������	���	
'�������	�����	
'��	���������	����'�������� � �
 client‐focused and responsive.  

��%�^��	�����$��	������	����
�������	������������	�	�����	�	�������������� �
 included. These provide a concrete base to understand your programme. 

�� /������������	������	#�����������	��������^��	���������]�������\�����(�

Revisit the Vision and Mission 
statements and check if it is of 
relevance to the organisation 
in its future journey. If not, it 
could be a good time to 
rethink and reset the 
statements.

WHO YOU ARE AND 
WHAT YOU STAND FOR
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Good governance is the key to the sustainability, legitimacy and impact of NGOs. 

Good governance is defined as a transparent decision-making process in which the 
leadership of a non-profit organisation, in an effective and accountable manner, directs 
�����������������������#�����	����������$�������������(�+����$���	�������������
�
vested in the governing body of the organisation. This body provides leadership to the 
organisation, guides its mission and helps set its strategic direction. It also ensures 
	��	� 	��� �������	���� ������ ��� 	�� �	�� ������� ���� ��^��	����(� �	� ��	��������� ��	�����
systems of checks and balances that ensure that public interest is served. 

The presence of a strong and well functioning governing body helps make the 
organisation democratic and inclusive, ensures that resources are well managed, and 
safeguards the organisation’s public-service orientation.

WHAT THIS SECTION SHOULD COVER

Details pertaining to the governance provided in a reader-friendly tabular format as 
given alongside. 

ORGANISATIONAL 
GOVERNANCE
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Name & gender
 
Position on the
governing body     

%�����	�����
Designation

No. of meetings
attended



Along with this information, you can also provide some of the key resolutions that have 
been taken during the reporting year. 

DETAILS OF SPECIAL GOVERNANCE SYSTEMS, IF ANY. 
These could range from:
�� ����
��	�����������������_�����	�����������
�����������	���������������� �
 making.
�� *���	�	�	�������/�����
�*����		��������	��$����������(
�� `�����������	�������������$����$$���	��	�	������	���������$������B������� �
� �����!�	���(�
�� `������������������	�	�������
��������$�������	���	�������������	������	�� �
 registered in India. 
�� ]��	�����$�	�����#������������������	���	������������������	#����	����������	���@����
 mission and its governance. 

�� All information pertaining to the organisational governance must be     
 provided in a manner consistent with the type of organisation

These details demonstrate the transparency of your organisation and also boost its 
credibility.

ORGANISATIONAL 
GOVERNANCE

� +
����$�%������	����� �����������	��	��
� �����	
� ������������
�
� +��	� ������$�+��	������]��������*����		���
� ���	����KM�������
� ������$�)���	�������]��������*����		��
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Dream a Dream Foundation, Winner, 3rd 
CSO Partners Outstanding Annual Report 
Awards (Medium category), throws l ight on 
Board related matters.



The vision of an organisaton is shaped by its employees. ‘People power’ is of particular 
significance to NGOs, most of whom are understaffed. According to studies, nearly 
73.4% NGOs have one or less paid staff. With recruiting and retaining staff emerging 
as a challenge, including them in the Annual Report is a good way to motivate them.

WHAT THIS SECTION SHOULD COVER
Information about the organisational structure preferably supported by an 
organogram to depict the hierarchy. 
Gender composition and staff strength in different departments - eg. in 
administration, finance, programme, fund raising, etc. Gender composition will 
portray you as an equal opportunity employer. If you employ people with disabilities, 
	����� ������� #�	�� `�\� ���� /�)�� �� $��� �����	
� �������	���� 	���� ������ ���
highlighted too.
Information on volunteers who are not on the payrolls that will demonstrate the  
�����	���^�
����
�
����������	���(�
�����������	�����$��	�$$����	���	�������������������	��������#�	���#����#��(��
Information on salary scales in your organisation to indicate your paying capacity 
and help attract fresh talent. It will also demonstrate the working of ‘equal 
opportunity’. 
)�	������$�������������	
����������$$����	�������
���(��������������������������
child protection or employment to special groups of people can be mentioned.

�

�

�

�
�

�

HUMAN RESOURCES 
– BUILDING BLOCKS 
OF AN ORGANISATION 
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Atma, Nominee, 3rd CSO Partners 
Outstanding Annual Report Awards, takes 
pride in highlighting the support it enjoys.  



PROGRAMME 
PERFORMANCE 

Programmes are the heart of an NGOs work. They outline the steps being taken by the 
organisation to bring positive change in the lives of the people it seeks to serve. The 
programmes help the reader to gain in depth understanding of the issues and 
communities they serve while establishing credibility with local communities, 
governments and donors alike. 

WHAT THIS SECTION SHOULD COVER

��)�	������$��������	���	��������	�����������	������	����
��(�?�����������������#�
� 	�����������������$��#�$���
����������	��������^��	����'����������������'
 strategy etc. 

��)�	������$�
���������������������U�	�	��'����	��	�'�������'���������X'�������	�����
 covered and issues touched.  Target areas can be depicted on a simple map, for 
 easier understanding. 

��Target populations can be shown on a graph or chart.

��Information about other stakeholders covered in your programmes - eg. 
 Government, Panchayats, etc. 
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Bharti Foundation, Nominee 3rd CSO 
Partners Outstanding Annual Report 
Awards, talks of its Program Strategy in an 
eye-catching manner.



While including case studies or 
photographs of individuals, 
please respect people’s right to 
privacy and take their informed 
consent. Organisations 
working with HIV positive 
people or with survivors of 
human trafficking often use 
personal stories of individuals 
to highlight how their 
interventions offered them 
better lives. In such cases, 
names should either be 
changed or informed consent 
of the individual should be 
obtained. Showing sensitivity 
and concern improves the 
image of the organisation in 
the eyes of its stakeholders, 
supporters and the public.
 

��Response to various challenges and its impact on future plans of the organisation.   
 This information could be provided in the form of graphs, pie or flow charts to make  
 it reader friendly. 

��Case studies that showcase the success and impact of the programmes undertaken. 

��Details on monitoring the progress of programmes

��History and evolution of programmes and their adaptation to changing societal   
 needs. 

��Learnings to indicate the knowledge-driven culture of your organisation and the   
 affinity to introspect on past actions, successes and failures.

 

PROGRAMME 
PERFORMANCE 
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Financial transparency is a key component to good governance. It is therefore 
imperative that NGOs become more transparent and accountable. Information 
provided has to be both reliable and timely for effective regulation and monitoring by 
beneficiaries, donors and governments. 

WHAT THIS SECTION SHOULD COVER

�� /����������$����������	�	����	��������������������������	����	�	����	(�
�� <����������	�	����	�����
��������������	�����$�����	���������	�(�
�� ��	���������	�#�	����	��������������x
  � Type of internal audit system of the organisation 
  � Frequency of audit system  
  � Persons involved in the audit 
������������������	����	�	����	���$�
���$����������	��
��%������	�����	��	��������������	������������$��������	�����������$	��	����� �
 made by their beneficiaries should consider disclosing information about it.  
�����������	������$����������	�	����	����������������������������������������� �
 from where any interested reader may access it. Also ensure that all statements   
 are signed by office bearers to validate them. 

FINANCIAL 
PERFORMANCE
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Dream a Dream Foundation displays 
transparency in f inancial matters.



Funding is a key concern area and NGOs are always looking at ways to increase or 
diversify their funding. NGOs receive funds from government, foreign sources, 
corporate or public donations and are therefore accountable to them. Additionally, the 
people whom the NGO serves have a right to know where the organisation derives its 
resources from.

WHAT THIS SECTION SHOULD COVER:

�� ������������	��$���^�������'���$����
���^��	B#���(�/�	������	���������	���� �
 statutory requirement, NGOs may consider it their moral obligation to disclose their  
 sources of funding. 
�� �$��_����'����	����#��	�����	�����$�
���������������	�#������������
�������
 donor. Providing absolute numbers in this section or in the abridged financial   
 statement section is a good practice. 
�� �$�
�������������������B����	�
������	�J����	���$����$�����	��������	�����'��
 list these details as well. 
��]��	�������������������������	�����#�����������������	�	�������	���������� �
 support and provide relevant details. 
�� /�������������������	
����	���	����������	���������
��������	
��$���
�J�������$��
 it is not included in your books of accounts.  

DONORS AND FUNDING
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VAANI, Nominee 3rd CSO Partners 
Outstanding Annual Report Awards, draws 
attention to the funding received.



Initiatives that address key 
issues may be mentioned. For 
example: your organisations’ 
mandate may be the education 
of girl children, but you may 
find that one of the main 
factors preventing this is early 
marriage. So you might also be 
partnering with another 
organisation that works 
towards conducting marriages 
after the legal age of 18. 

Today, networks play a crucial role in virtually every aspect of society across the globe. 
The utility of networks in social development is well acknowledged. Using their 
collective strength, networks can draw attention to critical issues and bring desired 
social or policy level changes through their bargaining power. Networks can also enable 
NGOs to access funding and other resources through pooled in competencies. 

��	����� �����	��� �������������	���#����������� ��$���	���������
� �����������
thus strengthen the work of the NGO. Additionally, they can leverage their own 
��	#����	����������	���"�%�@���	�����	�����������	�������$$��	(������	��������
bring their individual competencies and benefit the NGOs. 

WHAT THIS SECTION SHOULD COVER

�� ������������	��$�	�����	#����	��	�
���"�%��������	��$(�������������$�������	�����
 of the network’s mandate, how it fits with your organisation’s philosophy and   
 mandate, its activities and how your organisation’s association with it in the   
 reporting year. 
�� ������������	��$���	�����������������$�������	�������	���	
����$��������	���(�
�� Provide a list of your supporters with their due permission as some of them may wish  
 to maintain their anonymity.

NETWORKS & ALLIANCES
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NGOs always seek means to highlight their cause and needs. The Annual Report serves 
��� �� ����� ������ 	�� $�	��� 
��� ������ ��� �	� ��� #����
� ���	���	��(� ?��� ������ #����
highlight needs for financial sustenance, support on issues, and for volunteers or 
personnel, amongst other requirements.

WHAT THIS SECTION SHOULD COVER

�� Include a message from your Chief Functionary to summarise the achievements of  
 the year, highlight successes and briefly mention plans for the future.

�� This section can be used to appeal for funds, volunteers and other forms of support. 

�� Thank your donors and supporters for their unflinching support. 

�� Include a tear-off donation card if applicable and if possible. 

�� Provide details about your needs regarding funds, voluntary support, etc., so that it  
 is easy for those wishing to contribute their resources. 

�� Provide a contact number, even if address details are provided elsewhere in the   
 report.  

�� If your organisation and its work have been acknowledged or awarded, be sure to  
 include the information in your report. This is a source of great motivation for your  
 board, staff and other stakeholders. 

ACKNOWLEDGEMENTS 
AND APPEALS  
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Udayan Care makes a fervent appeal to 
donors.  



Visual impact
The Annual Report communicates critical information to a wide stakeholder base. It 
has to effectively communicate through written content and visually so as to promote 
transparency. This might be a challenging task as NGOs may lack the requisite 
communication skills to package information succinctly yet attractively. Care should be 
taken to ensure that the Annual Report is neither too wordy nor too flashy with 
minimum substance. A good Annual Report has to balance information well with 
desirable design features. 

What to keep in mind
��%����$�	�����
�������	���$�������������	�����������������������	���(�Every colour  
 has�����$$���	�$����������������������	����(��
�����������������������������	�����
 of colours for your brand identity, you will take on those associations. Colours will  
 evoke certain emotions and feelings towards your brand so it is vital to choose a   
 colour that will represent your identity effectively.

COMMUNICATION 
GUIDELINES

17

VAANI uses a mascot to provide a connect 
with the organisation and help recall it 
immediately.



��{������$�������������$��	��	�������	�	���/������>���	(���������
����������	���
 use different fonts, it should be with good reason. 

��)����������		��	������������������������	��	'��������'����	�����������	�������
� ���	��	'�����������������������'����	����
(�

�� �����������	�������	��	���������������	�������	��(����	������������������$��$��
 achievement and enhance the appearance of the Annual Report.

��While using photographs of beneficiaries avoid individual pictures and depict them in  
� ���������	���(�%�	����������	��$�	������^��	�����	������	������(�`�������	�	������
 point in the Report so the reader knows that you are sensitive to the privacy of the  
 individual. 

�� ������	��	�	����������������������	������	��	�	����������	
������������ �
 ���(�?���>���	��������������
�	�����(�+�����	���'������������$�	��������^����(  
 Narratives should be concise and succinct.

��Make use of diagrams, graphs, pie charts, and flow charts that make your report less  
� 	��	�����
�����������	�����(

COMMUNICATION 
GUIDELINES

18

Research suggests that people 
make subconscious judgments 
about a person, environment, 
or product within 90 seconds of 
initial viewing and that 
between 62% and 90% of that 
assessment is based on colour 
alone. 



It should be noted that a good 
design or tasteful presentation 
need not be thought of as 
being an expensive affair. By 
giving it careful thought, it is 
possible to bring out a well 
designed and attractive Annual 
Reporting in a cost effective 
manner.  

COMMUNICATION 
GUIDELINES

�� ����������	������'�������	����������	��	���������������$��$�#�������� � �
 achievements. 

�� ������������	����������	���	����������$���	���*���$�<���	����
����	���$����$��
 appeals and letters etc. 

��)������#��	���
���>���	�#�����������	����'����������������������������������(�

�� �����	���>���	������	�����	��������	�������	���	���(
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CRITERIA 

RATING

1-Poor 

2-Satisfactory

3-Good

4-Excellent  

RATE YOUR 
ANNUAL REPORT

 BASIC DETAILS 1 2 3 4

 Organisation name, address and contact details 
� U����������������������'��B�������������'�
� �������$���
����	��	��������#�	���������	���X

� %������	��������	�	��������	��������	������	����

� ������������|����	����	����

 VISION & MISSION

 %������	����\�����'�]������'�\����������%�^��	����

 Origin and brief history of the organisation

 ORGANISATIONAL GOVERNANCE

 ����������
��������	����U#�	����	������$������X'�
 meetings held and resolutions passed

� ������������
��������	������	�����U#�	����	������$������X�

 Details of special governance systems eg. Advisory 
 Committee, Local Community representation etc. 
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CRITERIA 

RATING

1-Poor 

2-Satisfactory

3-Good

4-Excellent  

RATE YOUR 
ANNUAL REPORT

 HUMAN RESOURCES  1 2 3 4

 Details of organisational structure 
� U�	�$$'������	���'�������	��	���	�X�������������������

� )��������	�����$���	��������	�$$��������	����J������'�
 Persons with Disabilities, PLHIV etc.  

 Provision of social security 
� U�<'����������B���������	��	�X�

 Recognition of special contributions made by staff 

� ����
���������������	���	�$$�

 PROGRAMME PERFORMANCE

 Description of the main activities undertaken 
 for the reporting year. 

 Details of geographic coverage 
� U�	�	��'����	��	�'�������'���������X'�
 population covered and issues touched.  

 Information about other stakeholders covered in 
 programmes - eg. Government, Panchayats, etc. 
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CRITERIA 

RATING

1-Poor 

2-Satisfactory

3-Good

4-Excellent  

RATE YOUR 
ANNUAL REPORT

 PROGRAMME PERFORMANCE 1 2 3 4

 Information on achievements, response to various 
 challenges and its impact on future plans of the organisation 

 Provision of case studies to showcase the success and 
 impact of the programmes undertaken 
� U��������	��	������
��$��������������������	�����X

 Details on monitoring the progress of programmes
 Information on programme linkage to previous years 
 Details on lessons learnt 

 DONORS & FUNDING

� ;��	��$���^������������$����������������
� U��^��	�#����$�������������X�
 Information on non monetary support received

 Information on community contributions if any 

 NETWORKS & SUPPORTERS

 List of the networks that your NGO is a part of
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CRITERIA 

RATING

1-Poor 

2-Satisfactory

3-Good

4-Excellent  

RATE YOUR 
ANNUAL REPORT

 NETWORKS & SUPPORTERS 1 2 3 4

 List of partnerships and a brief description 
 on the type of association

 List of supporters with their due permission to 
 maintain their anonymity if required

 COMMUNICATION & VISUAL IMPACT

� {����$��������U���������������������X�����$��	�
 Design, layout and cover page

 Correct use of language and readability 

 Use of photographs, case studies and testimonials 

� ����������$������	���������
'�����	����������
� 	���	����������U��		����$������#��������	'���������
� $���*���$�<���	����
'��	�X�

 FINANCIAL PERFORMANCE

 Provision of abridged financial statement and 
� ����������������	����	�	����	�
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CRITERIA 

RATING

1-Poor 

2-Satisfactory

3-Good

4-Excellent  

RATE YOUR 
ANNUAL REPORT

 FINANCIAL PERFORMANCE 1 2 3 4

 Financial statement analysis and segregation of assets

 Details of internal audit

� )��������	����	�	����	���$�
���$����������	��

 Financial statements are properly validated through 
 signature of office bearers

 Disclosure of resources raised through sale 
 of commodities like craft items made by beneficiaries  

24


