GFWC West Virginia 
2011 Report Writing Guide for Clubs 
WHY REPORT?
There are many reasons for reporting:

· It helps create a history of your club’s activities. 

· GFWC gets a record of what kind of projects clubs and members are interested in. 

· It is vital to have a record of our collective achievements to share with potential funders. 

· Reporting creates information to help your club learn, change, and expand in new directions. 

· If your club used resources that were listed in the GFWC Club Manual, please let us know. GFWC can use this information to document to sponsoring organizations that their money is being well spent. 

TOP 10 REPORTING TIPS FROM STATE CHAIRMEN
1. You must use the 2010-2012 GFWC Reporting Form when reporting if you wish to be considered for awards. 

2. When including a Narrative Report identify the GFWC Reporting Area, local club name and local chairman name as a title at the top of each page.  
3. BE POSITIVE. Even if you only accomplished a few things, work very hard to find a way to describe them in a positive manner.
4. Cross Reporting is not allowed. Find the best place to report your club’s efforts and do not repeat on either the statistical report or in the narratives. 

5. Follow the specific state guidelines such as deadlines and page length. 
6. Report only project completed from January 1st to December 31st.

7. When reporting on joint projects, whether it is another GFWC club or district or an outside organization, include statistics regarding their member participation and contribution to the project. 

8. Emphasis should be on what the club did, not what the chairman did. Your last paragraph can be entitled “Work done by the Chairmen,” and can include things like: communication efforts; displays set up at meetings; workshops at meetings. 
9. If at all possible have all reports typed using standard fonts on plain white paper.  This makes it easier for chairmen who may be reading over 50 reports.
10. If in doubt, please reach out to GFWC WV chairmen or GFWC West Virginia for guidance.
WHEN WRITING A NARRATIVE REMEMBER TO:
· Get to the point and briefly describe each project. 

· Number each project. 

· Provide statistics for each project either above it or within the narrative. 

· Provide the following details: 

a. What was the project? 

b. How was it accomplished? 

c. Who benefited from the project? 

d. Where and when did the project take place? 

e. Why did your club undertake this project? 

· Be concise. Narratives may not exceed two pages, single-spaced, 10-point font.
· Do NOT add supporting materials, like flyers, pictures, or program booklets.
Let’s take a look at the GFWC Reporting Form (statistical page)
On the GFWC Reporting Form (statistical page) 

a) Be sure you are using the 2010-2012 GFWC Reporting Form, as this form changes each administration. 

b) Report ONLY those hours spent by each member in approved club programs/projects. (Participation in regular club meetings and the travel time to/from these meetings should not be included.) 

c) It helps if ONE person from each club fills out the reporting form (statistics). 

d) Gather the reports from your club chairmen. 

e) Fill in the number of programs or projects for each special project, community service program (collaboration and partnership), and advancement area. 

f) Fill in the number of members who participated (the total number of members participating may NOT exceed the total number of members in your club). 

g) Fill in the number of hours by adding the hours spent by every club member on club approved projects in each area. 

h) If you raised or donated any money, fill in the amounts. If you donated items, please try to estimate their value. 

i) Check the box if you chose to enclose a narrative. 

Who Should Use Online Reporting? 
1. GFWC has developed a way to report online by going to www.GFWC.org. If you choose to report online to GFWC, it is EXTREMELY important that you still send a full copy of your reports to your appropriate state and/or district officers and your state and/or district program or project chairmen. They do NOT receive a copy of the online report you send to GFWC. 

2. You may also fax a copy of your report to GFWC at 202-835-0246 or e-mail it to GFWC@GFWC.org, but again please remember to send copies to your state or district officers and/or your state or district program or project chairman. 

3. You may also mail a copy of your report to GFWC at 1734 N Street NW, Washington, DC 20036-2990, but again please remember to send copies to your state/district officers and/save copy for local club.
WHAT’S THE DIFFERENCE IN COLLABORATION AND PARTNERSHIP?

· Before the reporting season begins check the GFWC website for updates to the six Community Service Programs and the Special Projects and Advancement Areas.

· Activities your club has accomplished but not specifically listed under partnerships should be reported in the collaboration report. 

· There is absolutely NO cross reporting or double reporting permitted. You must choose the area to report each project your club accomplishes and should never report the same project in two or more areas. 

· All supporting materials like pictures and media coverage should go into your Publicity Book Contest entry under Public Affairs Advancement (Communications and Identity).

· Individual member accomplishments are NOT reportable unless:

· Your club votes to support their efforts in some way. 

· Your club voted to undertake the project they worked on alone. 

Here is a GFWC suggested sample heading to be used on club and/or state Narrative Report page.
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Arts Collaboration (Title of GFWC Program) 

 Date 

GFWC (State) or GFWC (Club Name) 

Prepared by: (Club chairman’s name) ________ 

Contact information (for Club chairman): 

Name 

Mailing Address 

City State Zip Code 

Phone E-mail 

Number of members in club _________ 
Number of club members participating _________ 

Total number of projects/programs ___ 
Total number of Hours _______________ ______
Total $ raised _____________________ 
Total $ of “in kind” items donated _____________ 

Questions of the Day:

Can individual member’s efforts be reported? The simple answer is no. For example: If a club member serves on another organization’s board of directors, she must be representing the club in order to include her volunteer hours. Merely serving on an outside board does not automatically make it a club project.  The only way you can legally or honestly report individual member’s efforts is to have that member ask the club for support. Support means either a financial donation from the club’s treasury or the enlistment of additional members’ time and talents to help with a project. Additionally, your club must vote to make these “individual” efforts a “club” effort or reporting it is just plain “fudging” your reports.

Is it considered cross reporting when our clubs report a project under one of the Community Service Collaboration Programs and later develop that some project into the clubs entry into the Community Improvement Contest?  The short answer is NO!  Any project could become your club’s entry into this contest.  Contest rules state that the entry shall be new

If clubs do projects and make contributions to their local humane society where is it reported?  Under Partnership if it’s the Human Society of the United States, but local is under collaboration?  Answer:  If your local Humane Society is affiliated with the National Humane Society it goes under Partnership, if not, Collaboration.

