How to fill out Year-End Reports
Total Number of Volunteers – This is the number of ladies from your Unit that have volunteered for a program. If a member worked on three different projects for a program she is one volunteer.


Example: Member A does 3 projects for Community Service.



      Member B does 5 projects for Community Service.



      Member C does 2 projects for Community Service.


That’s three total volunteers for Community Service.

Remember: You cannot have more volunteers for a program than you have paid members. If you have 88 paid members, you cannot have 237 volunteers for a program.

Total Number of Junior Volunteers – This is counted the same as total number of volunteers. Each junior can do more than one project for a program but she is only counted once as a volunteer for that program.

Total Dollars Spent or Raised – This is your donations and value of donations in kind (where you donate goods instead of money). If you do a dinner and the unit pays for the food that was prepared and doesn’t reimburse the Unit from the proceeds of the dinner, the dollar value of the food can also be counted as a donation.

Don’t forget the assessments that are sent in with the dues paid for each Senior member into Department. Children & Youth is $0.25 for each paid member. Veterans Affairs & Rehabilitation is $0.75 for each paid member. Calculate these and add to your donations on those two reports.

Total Number of Veterans Served – This is the total number of veterans for which the Unit has done things.


Example: 

· The unit made up comfort bags for 15 veterans in their local nursing homes.

· A dinner was furnished at the Post and they had 45 veterans.

· The Unit had a Poppy Program and 20 veterans attended. 

That’s a total of 80 veterans. Sometimes at an event you don’t know for sure who all are veterans and you have to estimate the number. Please try to be realistic. Or you could always circulate in the crowd, welcome them, ask if they are a veteran and give them an application.

Total Number of People Affected – This is the number of people at the event that are not veterans.


Example:

· When you pass out the comfort bags to the veterans at the nursing home, you may have decided to do this during a program recognizing them for their service. All those in attendance that are not veterans are counted as the people affected.

· The dinner at the Post where you served 45 veterans…the rest in attendance are counted as the people affected.

· The Unit’s Poppy Program where 20 veterans attended…the rest in attendance are counted as the people affected.

For District Awards
The 5-major program reports are mailed to the District Chairmen by 15 April.


Americanism


Junior Activities


Children & Youth


VA&R


Community Service

All Narratives are to be judged at the District Level and then sent on to the Department Chairman regardless of judging.   National has asked that Department submit all entries for National Awards to the Divisional Chairman and to do so they must be forwarded from the District to the Department and so on.  Districts and Department will select awardees and forward all entrees. 

If there is no narrative, it will not be sent on as Department and National  require a narrative.

A Department Standing Rule also states that to win a Department Award you need to have submitted the Unit Impact Report to the District President. She turns in a list of those that have turned it in to Department.

For All Other Programs

Reports are sent to Department Chairmen by 15 April. Must have a narrative attached to be eligible for a Department award.

Requirements for Citation of Merit

Reports with or without narratives must be sent in. The Chairman supplies a list of the unit reports received to Department.

Community Service

Poppy

Chaplain



History



National Security

Children& Youth


Legislative



VA&R
Besides the reports, must also:
Bonding Fee – must be paid before May 1 of year due

Poppies – must order small poppies before 31 December
Membership – must make goal by last business day in May
President’s Special Citation

The President may also have a special Citation which has the same requirements as the Citation of Merit except it does not require meeting membership goal.

Still must turn in those program reports listed and the Impact Report form, pay bonding fee and order poppies.

Mid-Year and Year-End Reporting
All Department Chairmen are required to send in a Mid-Year and Year-End Report.

This information comes from you. If each Unit would send in just a few lines about a project they have done, all this information could be compiled into a Department Report. If you don’t have something for all the programs, please send information on those programs you do work on.

Units should send info to the Department Chairmen by 15 December 2015 for the Mid-Year Report and by 15 May 2016 for the Year-End Report.

If you have a specific question that you would like to ask when you are filling out your reports…please do not hesitate to send me an email and ask. My email address is gclef419@yahoo.com
Annual Impact Report Form
Member Year-End Impact Numbers Report due to Unit President by 15 April.

Unit Year-End Impact Numbers Report due to District President by 1 May.

District Presidents will send their completed Impact Report Form along with a District Worksheet to the Department Secretary by 15 May. 

