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CSO PARTNERS OUTSTANDING ANNUAL REPORT AWARDS 2011

Introduction

Civil society organizations (CSOs) have assumeagynificantrole in engaging and impacting the
processes of both the State and businesses. They represent the voice of the people and their
aspirations: providing channels for marginalized and weaker sections of society to assert their rights.
CSOs have proven the significance of their position iregobly creating waves in the processes of
democracy, accountability, human rights, environmental sustainability, HIV/AIDS, poverty alleviation,
amongst many others. CSOs have taken a lead role in upholding the issue of accountability. For
example, they ha8 dzaAy3 we¢lL | OG ownnpuv G2 SyadaNB LIS2 LX) S«
However, similar consistency needs to be built in the context otdistlosure for CSOs towards
society.With ahighly volatile environment createground the issue oforruption in India, CSOs have a
large role to play in promoting accountable and transparent processes. CSOs have a responsibility to
incorporate systems of transparency and accountability first within themselves, and consequently

demand this from other sectors.
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accountsThey are also a tool which can be utilized by organizations as a means to effectively showcase
theirgood work./ { h t I NIy SNR Q h dartiAwdrdg &dagizad joingfyywitd: FVISFMiRiia)

and Credibility Alliancerecognizes the need for a national movement towards better accountability

and transparency practices. By appreciating the forerunners in the NGO sector, this initiative is
generating anation-wide effort towards more effective public disclosure practig®snual reports can,

and must be used to communicate to a variety of readers, including donors, potential donors,
corporate stakeholderssupporters, government agencies, other lkénded organisations and

beneficiaries of the programmes implemented by the organisation.

Theawards are divided across three categories: small (Budgets >Rs.50 lakhs), medium (Badifets
lakhsRs.5 crore) and large (Budgets >Rs. 5 crbnese reports wer then assessed using simple
criteria, covering aspects of reporting that CSO Partners thought to be essential fomg atraual
report. While only threewinners could emerge from this conteist the large and medium categories
every organisation can &n something about how to improve annual reporting. This document seeks
to help you understandvhat the main strengths and weaknesses of the annual reports received were,

andhow annual repoi$ can be used bettdo communicate the goo@ork of your orgaisation



Round up of Awards Ceremony: Annual Report Awards 2011

In what one might consider to be one of the largest national events which recognizes and applauds
accountability practices,the { h  t  NOYSNARQ hdziadl yRANWHinNgwDdthit wS L2
on 9" April 2011,was attended by a diverse and passionate group of Civil Society Organizations from

across the country.

The 2011 wards attracteda largenumber ofnominations from NGOsutting across sizes, causes and
geographicabreas Outof 245 entries received, 3®rganiations were short listedby an independent
jury. The jury, comprising Gudhir Sahni (PresideqtHead of Advertising, O&M New Delhijymrish
Kumar (CA¢ Institute of Chartered Accountants of Indiaphd Paul Soni (Executive Director and
Practice Leader, Development Advisory Services, Ernst & Young) revalidated the ratisgteeted

the final6 national winners.

Mr. Jagadananda (State Information Commissioner, Government of Odisah), and Mr. SubratgiMukhe
(President, ICICI Foundation for Inclusive GroyeWwarded thewinnerswith a trophy and acash prize

(Rs 3 bkhs for the winners and Rs 1 laddch for the two runnersip in each categojy
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Runners Up included The Akshaya Patra Foundation Hmel Evangelical Fellowship of India
Commission on Relief (EFICORPS W[ I NAS b32Q OFGS3I2NRI FYyR L. ¢! 51
WaSRAdZY bDhh® NBILPINANEB GAY W{YIff bDhaQerdtablS@2NE 685

meet the minimumbenchmarks required to be considered for the award.

ual Report
Awards 7111

or

About the winners
Large Category

Swami Vivekananda& outh Movement (SVYM) WINNER

Established in 198ih Mysore, SVYM is engagedouilding a new civisociety in India though its grass
roots to policy action in health, education, and community development. Strongly rooted in its values
of satya, ahimsa, sevandtyaga, the organization works across Karnataka and serves nearly 6 million

people. SVYM wothe Runner Up place in Annual Report Awards of 2010.

The Akshay Patra Foundation (TARFRUNNER UP

TAPF is a Public Charitable, secular Trust established through the support of ISCKON missionaries,

corporate professionals and entrepreneuiAPF works towards its goal of a prosperous and educated



India by partnering with the Central and State Governments in providing clean and nutritious, cooked

mid day meals to government schools. TAPF has won the Runner Up place in Annual Report 2010 also.

The Evangelical Fellowship of India Commission on Relief (EFJRRNER UP

A national Christian relief and development organization, EFICOR is the official relief and development
arm of the Evangelical Fellowship in Inddafirst time winner of the Anual Report Awards, EFICOR
serves the poor and marginalized through its activities in the areas of community development,

disaster response and HIV/AIDS.
Medium Category

Dream A Dreang WINNER

Registered in Bangalore, Dream A Dream empowers childrenvfubmerable backgrounds to discover
their potential and sensitizes the community towards a discrimination free society that respects
diversity.From being Runner Up in 2009 and 2010, the organization has now moved ahead to bag the

winning position.

IBTADA; RUNNER UP
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empowerment and livelihoods. IBTADA aims to strengthen society, especially women, to play a crucial

role in alleviating poverty and inequality.
Akshara Foundatiomr RUNNER UP
Akshara Foundation believes that quality education is the undeniable right of every Bagdd in
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This award has been supported by IGFGundation for Inclusive Growth from its very inceptiwith
the understanding thatigil society organisations play a crucial role in the nation's growth tlaaudit is

importantto recognise and evaluate their impact.



FEEDBACK ON ANNUAL REPORTS

The 245 Annual Reports received by CSO Partners were assessed with respmdilito disclosure,
financial transparency and communicatiém arrive at selection of the best Annual Reports for the

Annual Reports Award.

On completionof the assessment, certain broad trends emerge from the shortlisted reports in each
categoryc large, medium and small hese trends are outlined below to help you understand which
annual reports are strong documents for communication and which can beoirag. We hope that

this information will help you continue your efforts towards creating excellent annual reports that you

can use widely to promote your organisations and the good work that you do.

PUBLIC DISCLOSURE

Basic Details

first step in public disclosurdasic detad NGO name and type Incomplete banking details

about NGO name, contact details . . :
Full contact details Lack of tax exemption details

registration and tax exemption details ant
. . . No web address
banking information create a sense c
surety about the organisation to the readén. generalmost ofthe reportshave included these details,
with only small omissions, suasthe name of a contact person or lack of detail on tax exemption.

Medium and smaINGOs also need to take carert@ntionyour banking details.

By providing a valid @ addressyou are able to direct your reader to more information about your
organisationand the work you do. This is a detail that must be mentioned, and is missing in many
medium and small NG@ports. If your organisation does not have a website, it would be well worth
setting one up, andipdatingit regularly, as today many potential dom® and other supporters would
have access to the internet above any other form of medtas is a vital opportunity for you to

publicise your work to the right people.



Vision and Mission

Mentioning your vision and missior
gy Strengths Weaknesses

gives the reader an immediate idec

o NGO mission and vision Limited description of NGO origin
of what your organisation seeks to dc

mentioned or history
and what your philosophy is. Neg opjectives Inconsistencies between activities
Providing objectives for a year in al described and NGO vision
annual report helps you Brief NGO profile

communicate how you sought to provided

fulfill your vision and mi&on in that particular yearA brief origin and history ofour organisation

helps you discloshow it was started and with what motive.

In most of the annual reportshis sectionhas beervery welldisclosedand you have clearloutlined

your missionyisionand objectivesHowever, some of you have missed the opportunity to mention the
origin of your organisation, whicheaders could be very interested in knowing aboutAnother
observation is that at times the programme activities were not aligneithéovision and mission of the
organigtion. It could be that the organization has evolved beyond its original vision and mission or that
the activities are not in tandem. In both cases, there ischéor reflection at the organaional level

and if required, revisioning and resetting the strategic priorities.

Governance

Governance as a function include girengths Weaknesses

providing strategic support and ENSUNNTNGO board members — General Body members not

that the organization is moving in the mentioned mentioned
right direction, responding to the externa Details of board Competencies on board &
environment while remaining true to its Meetings & relationship between board

.. - . . remuneration given members not described well
vidgon and mission. This role is usual.;

carried out by the Board of an organizatidturnishing information on NGO governing bodies provides
your reader with assurance that you are a transparent and credible organisation. Your reader can also
see whether yougovernance bodies meet requirements through your annual report. It is good if you
can mention details of boaremembership (gender wise)neetings held during the year, major

decisions made and money spent on conducting them.



Details on members of the @Geral Bodycould be better disclosedespeciallypy small and medium
NGOs.You can provide a very brief paragraph or a table on your governance bodies, but you should
include this information. formation on Board membership is better disclosed, but is kvea points

like occupation of Board members, their areas of expertise and their relationship with other Board
members.Your readers will find your Board more trustworthy if they kneto the members areAnd

that they are not related to each other. This puts to rest any apprehensions about nepotism or conflict
of interest. This includes mentioning what social group the Board members come from, which you can
do in your table or paragraph. Some of your aep have presented etails of Board meetings and

remunerationgiven well, but others castrengthenthis as well.

Programme Details

Perhaps the most important sectior srengths Weaknesses

of your annual report would be the Programme activities Missing links to programme of
programme section, where you highlighted previous years

outline what you did in the year gone Target populations, Lessons learned from

by. In this section you can highligh areas, issues discussed implementation not mentioned

your successes and what you hav Stakeholders involved Challenges faced this year left

achieved, assuring your readers the described out

_ _ indicators included
and money well. Including details ot.

target populations, areas and issugsu have addressed will give your reader a more tangible

understanding of your work. Do try to be brief, especially when it comes to explaining activities.

Most of your reports have provided good information on who you work with, what activities you did in
the reporting year what issues you addressed and which other stakeholders you worked with. Many of
you have also included information onomitoring systers and indicators. Howevedp try to link your
present programmaewith that of earlier yearsand includelessons learnedrom your experiences of
working in the field. This will provideontinuity of the programme for the reade/ section on
challenges amh obstacles faced along with description about future plans would be much appreciated

by the discerning reader.



Organisation Details

Providing relevant information on who
g Strengths Weaknesses

works in your organisation, what they dc
NGO staff details  Details of volunteers and consultants

nd the cr tion of expertise th ;
and the crossection of expertise theyl o 4\ e not included

represent will assure your readers of ho\ : _ L
No mention of special contribution

competitive  your  organisation is. made by employees
Recognising staff who have performe Social security provided to employees
well or have achieved swething special not disclosed

is also a good indicator that you value your staff and it will be a motivating factor for your employees.

Data on social security measures will show your readers that you take good care of your employees.

The annual reports coveiggificant details on the organogram, staff, and other personnel engaged in
the organization. Howeveyou can includeletails of volunteers and consultants who may not be on
regular payroll giving them some recognition and showing your readers that there is mqertise in
your organisation that just your stafSpecial recognition given to personnel for contribution to the
organization is rarely mentionednd can be doné€¥ou can also incorporatesthils on social security

measures provided and complianceyolur organisation with the PF and gratuity acts.

Financial Information

It is essential that you include Sirengihs Weaknesses

appropriate and easyo-understand : :
Abridged balance sheet  Asset & grant segregation not

provided done
shows how you have handled financiz Income & expenditure

financial information in your report as it
Analysis of financial
resources and that your systems ar statement included statements not done

transparent. This is important especiall Vel aelt aEEs seldlam

for current or potential donas and also mentioned
for other people interested in financial Signatures of office bearers
information. omitted in most cases

A good abridged financial statement is a very good disclosure mechanism for the lay péosoraf
your annual reports contain goodadged balance sheets and income and expenditure states)
although analysis ofinancial statementshas only been done foreports in the large category
medium and smaltan improve the analysis done on their financial statemeptkis will explain the

figures better to your readersfou can also strenigén the information orasset and gint segregation



as this average across the categories. Internal asigperformed within the organisation can be
disclosed and all documents must be signedfiice bearerslif you includenternational travel details

in your report, it will be more robust

Donors and Networks

Mentioning your major donors and supporters sirengihs Weaknesses
will give them a sense of recognition, whilst givir Details of major Details of networks
other readers information about where youl donors included could be furnished

money comes from. Disclosing what networks Details of supporters
forums you are members of will also provid included
information to likemindedNGOs and to others about what your organisation is passionate about and

how you engage with others.

Most annual reports have presented information on donors and supporters well, but you can include

more information on networks, forums and other externaklependent bodies you are members of.

FINANCIAL TRANSPARENCY

Presentation of Financial Statements

Financial information disclosed ir sgrengihs Weaknesses

your annual report will provide your poaqapility of financial  Clear segregation of financial

reader with a sense that you are statements is good information not done

accountable and have good systen Financial summary of Inconsistencies between
for financial management in place previous year included  programme & financial information

This would assure your donors Accounting policies of organisation

potential donorsgovernment,other not included

supporters and readers that you Limited information on bank
accounts provided
manage finances well.

Financial statements not signed
While many of your reports do appropriately
contain appropriate financial information, it could be better organised and could include more details.
Financial statements in most of your repohave good readability and are easyfadlow, making the

information understandable even to a lg@erson You could strengthen the financial information by



including tear and segregated information on income, expenditure, receipt, payment, fund dods

bank accounts.

Always ensure that yor report has cleauniformity between programme and financial informaticars

this will be what guides your readens addition, if you include the financial summaries of previous

years, it provides your readers with a sense of where you have come fndntha direction in which

progress is taking plac¥ou could also provide information on your accounting policies and your bank

accounts If your organization receives foreign funding, ensure that your FC and non FC accounts are

maintained separately. Thi RA & ONB LI y Oé

g1l a
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You should ensure that all statements are signed by the appropriate pers@wigihal balance sheets

should be signed by the auditor and chief functionary before photo copietgken. Unsigned balance

sheets cannot be considered valido not sign on photo copies.
Transparency in Financial Statements

The amount of financial information you Sirengihs

reveal and the way in which you revee
Major donors and

it will decide whether your readers sypporters mentioned

think you are a transparent organisatiol Accounting policies

or not. Therefore, take care to disclos: harrated

all the money you have spent and whe

you have spent it onavoiding vague

and disguised heads for expendituié.

is easy for a trained eye to detec

ambiguities.

Weaknesses

Expenditure against budget not
charted

No disclosure of inter-project
fund transfers

Remuneration to trustees or
directors not mentioned

Administrative expenses not
included

Common expenditure & basis
for allocation left out

Transparencyan be improved in your annual report by disclosing informationremunerationor

reimbursement giverto trusteesor other parties exgenditure against budgets, intgroject transfers,

interest earned how it was assigned to project fundsmd common expenditureHow well your

expenditure statements match your budgets will show your strength in planning appropriaigy

can also briefl mention reasons for alterations in your budgeddentioning your administrative

expenditure and its proportiomo programme expenditure would also give your readers an idea as to

how efficient your programme isDo mention your major donors and supporsershowing who

supported you the most.



COMMUNICATION AND PRESENTATION

Visual Appeal

The first impression is a lasting on€isual Strengths Weaknesses

appeal can provide your readers witlihe
Occasional use of  Good photographs have not

brand colours been included
among large
you want to conveyln factA y (2 R+ ( organisatons

stimulus required to enjoy the entire

document along with getting the information

paced world, your readers are more likely tc Brand colours could be

. . highlighted
get through reading the whole document if i Uniform colour and fonts not
has visual appeal. used

Annual Report designs are poor
Although as NGO workers we think that it is

important to highlight the work we do and keep presentations Jkmsy, it is importantthat you use
appropriate colours, fonts anghotographsin your annual report. Try and highlight your brand colours

if you have any, and use fonts of appropriate size for titles;tmddings and paragraphBhotographs
should covey a clear message anawd highlight the positive aspects of your work. Try to avoid
photographsof large groups of people where no emotions are visiblgless used as an evidence for
activities done. @se upphotographs of small groups otlirect beneficiariesshowing how hey have
benefitted from your work are the best communicatotsyou are using pictures of individuals, ensure
that you have taken consent from the subject of the photograph to use it in the annual report. If you

have, disclose it in the report. The readell appreciate your sensitivity in this regard.

Also try and add a design touch to your annual report. Follow a specific scheme of colour and layout
across the whole document. Make an attractive cover page which will catch the attention of your
readersand make them want to read the document. Also ensure that you include the right information
on the cover page, including your organisation name, which year the reportasddrighlights of the

year for your organisation.

Large and medium organizatiohave fared better on the visual appeal front. Small organizations have
not scored as well in this sectiolm many cases, the reports were simply printed out Word documents,

probably due to resource constraints.



Readability

It is an important aspect of your annual Strengths Weaknesses

report. A bulky and verbose documen:

Annual reports in Use of diagrams is very limited
R2Sa y2u FUUNF OU  regional language plus
attention. English improve reach
Long, difficult-to-read
Do ensureghat you use correct language sentences and jargon are used
too often
grammar andthat your paragraphs are
easyto-read. Avoid using jargonand Language and grammar needs
improvement

text-heavy sections.Adding diagrams
makes reading and understanding your content easier. For example, you can use a simple pie chart to
show proportions of social groups involved in your work, or a bar chart to show how much funding you

receive from various donors.

Some of the organizationgpted to have only arelectronicversion of their annual report. In such
cases, they have taken a pratt of the report and filed the nomination. We appreciate this step
towards saving the environment. However, we would like to point out that in such dhseprint-out
should be taken in colour (if the report is in colour) to retain the desired visual imfagbu are
sending in a prirbut of anelectronicannual report, e sure to upload the same gyour website. In
one case, the reporsubmitted for he Awards did not match with the version available onlirgo
ensure that the online version is the sanethe one you submitted antthat both are the latest annual

report.

While making a choice to have only electronic annual reports, organizationgdshear in mind that
this will restrict readership of their primargtakeholders, the communities at the grassroots who in

most cases may not have access to technology.

While majority of the reports were in English, a few reports in regional languages alss received.
We applaud these organizations for making this choice. Of special mention are those few organizations
who have published their Annual Report in both English and regional language. This is a unique

measure and you can consider using this&seans to reach a wider audience.



Evidence of work done

Showcasing evidence of work doireyour = Strengths Weaknesses

annual report gives your readers a Sense " caco oy djes and success  Limited use of good

reality. Including photographs of your stories used stakeholder testimonials

beneficiaries and other stakeholders ca nzmes changed to Lack of good quality

provide tangibility to your reportUse of = protect privacy of programme related
beneficiaries photographs

photographs can be for two purpes: for
aesthetic value to enhance visual appeal of the report and as evidence of work done by the
organization. In the latter case, choice of photographs calls for improvement, being of low resolution

and not appropriately placed in the narrative.

Case sudiesand success stories will enable your readers to understand the impact your work has had
2y LIS2LJ) SQa fA@Sa YR y2i 2dzad dzy R Sestindnialghem ¢ K| (G @ ;
various stakeholders, including even your own staff, can sulna S LJS2 L) SQa G K2dAKG &

sentences. Such short and succinct elements can provide verification of your activities to your readers.

Most of the reports have provided case studies and sucsisisacross categories. Mention must be
made of fev organizations in large and medium category that changed names of the persons in the
case studies to protect identities. We applaud you for your sensitivity in protecting the privacy of the
individual.

Direct Messages to readers
g Strengths Weaknesses

Theseare a good way to appeal for funding Letter from chief Very few messages and

support or volunteerism and functionary included appeals to readers found

acknowledgement to those who have Limited use of tear-off
supported your organisation in theporting donation cards

year. These elements also communicate your needs directly to readdes. of the reports carried a

letter from the Chief FunctionaryThis isa good way to begin your document, where the readers are
AINBSGSR yR GKS SyGANBE &SIFNRa ¢2N)] Aa adzyyYrk NAl SR
mentioned briefly, as well as other highlights included@hesecould have been strengthened with
messages and appeals to readers. Few organizations dovetailed thewrdisimy with the annual
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mostly to message fronthe Chief Functionary. This is an area, which small category organizations

should consider strengthening.

CONCLUSION

Post awards, individual feedback has been sent to the top 30 NGOs whose reports were made it to the
final round of screening. This general feedback is meant for all the NGOs who have patrticipated in the
Annual Reports Award 2011. CSO Partners sincerelgshtifat the feedback will help in preparing

quality Annual Reports in the future.

We look forward to your continued participation in this uniqgue awards contest in the future also.




