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Amber Oberc of the Tanzanian Children’s Fund, a member organization of the Next Mile Project 

(NMP), led our Lunch + Learn this past Tuesday on the process of preparing annual reports for 

nonprofits. Oberc facilitated an informal round table discussion in which NMP member 

organizations and attendees shared their knowledge, tips, and tricks on how to survive the, at 

times daunting, annual report process. During the discussion, the nonprofits engaged in 

thoughtful dialogue and collaborated with one another, drawing on personal experiences and on 

observations of successful, nonprofit annual reports. Last Mile Health provided copies of their 

compelling and efficient 2013 annual report for other NMP organizations to reference in their 

upcoming adventures with annual reports. To access Last Mile Health’s 2013 Annual report, 

refer to the following link: http://lastmilehealth.org/2013-annual-

report/9rio1e0vx4xqnkun44tia5fizwzyha 

 

Prior to the lunch, Oberc compiled a list of questions regarding annual report preparation, 

submitted by other NMP member organizations. Oberc used these questions to initiate 

conversations to find answers. Oberc’s presentation allowed NMP nonprofits and attendees to 

gain valuable insight from one another on how to better refine and improve their future annual 

reports, respectively. The following tips and tricks are intended to equip any nonprofit with the 

framework to deliver an optimal annual report.  

 

Questions to Anticipate Pre-Annual Report: 

 Timeline -How far ahead of time do you need to start preparing your annual report? 

 Effective workflow planning -Which comes first, the copy or the layout? 

 Working with a graphic designer -What are best practices for working with a graphic 

designer?   

 Recipients -Which donors should you send your annual report to? What should the cutoff 

point be? 

 Financials -How do you prepare the financials for the annual report? 

 

Shaping Your Timeline: How far ahead should you plan? 

 Annual reports typically require 2-6 months of planning 

 Amber advises spending an extra 2 months for the first annual report you do with 

an organization 

 Timeline depends on organization. Are their prior annual reports? Who is reviewing it? 

 Ask yourself: What’s your BIG STORY for the year? 

 Reach out to your staff and your team early in advance 

 Plan ahead for the stuff you need from the field (i.e. photos) and what other people you 

need things from 

 Capturing photos 

 Plan ahead of time for specific shots you might need and make a wish list for 

photographers beforehand. Make note if certain photos need to be vertical or in 

landscape? 

http://lastmilehealth.org/2013-annual-report/9rio1e0vx4xqnkun44tia5fizwzyha
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 Get board members/volunteers with good cameras to help take photos (good way 

to have donors help contribute to organization) 

 Organize a photo database ahead of time so images that you need are easier to 

find (great project for an intern) 

 Make sure that photos are High Resolution (2 or 3 megabytes) and transfer them 

to thumb drive 

 Factor in delivery date of photos with community calendar for the year 

 Who do you need to obtain photo permissions from?  

o Can you get signed permissions from children’s parents?  

o Can you show the photo ahead of time to patient? 

o Give photo permission slips with pre-operation paperwork if medical care  

 Ceeya from Team Heart has noticed that most patients are proud to 

have the nonprofit use their photos to help spread the mission! 

o Can you obtain verbal consent from individuals in areas where low-

literacy is prevalent? 

 Do you make sure appropriate stakeholders are in the room? 

 If you are taking videos you can record verbal consent in the 

beginning of filming  

o Raghu from the MINDS Foundation has volunteers sign contracts saying 

anything they take photos/video of during their time with the nonprofit, 

the nonprofit can use and someone needs to approve before they post any 

media personally  

o Is there a way to provide participants with an orientation to 

Communication Policies for your nonprofit? 

 Eve from Gardens for Health says the nonprofit explains why 

photos are important for their communications materials to 

everyone who is photographed so they understand the need better 

 

Maximizing Workflow Planning:  

 Who should develop the outline/theme of the annual report? 

 Is the report a fundraising tool? Determine the goal of the report, unique to your 

organization, before you start, then determine best person to outline it (If it is a 

fundraising tool, have fundraising lead the project etc.). 

 Start by building an outline, and then outsource different content pieces to your staff 

based on what they manage. 

 Comprise a Review Committee to ensure that your annual report is consistent with your 

nonprofit’s mission (i.e. Director of Development, field staff, communications staff, etc.) 

 Have a few people outside of your organization proofread  

 Determine the largest story of the year for your nonprofit then build your content around 

that larger story. Keep in mind: annual reports have roughly similar content (i.e. table of 

contents, letter from director, financials, thank you etc.). 

 It helps to create a master spreadsheet and have those responsible for each section report 

progress on the spreadsheet. 

 Look at other annual reports you think are effective (i.e. the IRC’s Annual report, Naya 

Health, Last Mile Health) 

 



Working with graphic designers: 

 Determine how much creative input you want to have from the beginning. 

 If you want more creative control, a good idea may be to sketch out page layouts for 

graphic designer first (can take photos and scan/email).  

 Think about whether you want to determine the content or design first, and whether you 

can work with the graphic designer regularly throughout the process or towards the end 

when you have everything ready. 

 If you want the designer to have more creative control and give you suggestions for 

layouts and the best way to show what you want to say, then give the designer the 

opportunity to look through your content and communications materials first, to get a 

sense of the look and feel your nonprofit brand has. 

 Create a schedule for updates with the graphic designer.  

 Figure out your graphic designer’s knowledge of the printing process, not just the design 

process. It may be a good idea to have designer meet with your printer for requirements 

before they begin working.  

 

Building an Annual report: 

 

Content  

 Resist making your annual report too text-heavy. Focus on including evocative photos 

Size 

 Who is your target audience? 

 Some non-traditional formats can be effective, such as a postcard or posters, for certain 

uses  

 NMP member organizations conferred that a traditional annual report should be easy for 

someone to carry around with them, meaning bigger in size but not “floppy”  

Printers 

 Know printing requirements in advance  

 Remember to convert PSD files and format for print 

 Recommended Boston-area printers: Gnomon Copy and AlphaGraphics  

 http://www.gnomonhs.com/     

 http://www.alphagraphics.com/centers/waltham-massachusetts-us478 

 How many copies do you intend to print? 

Online 

 Put individual JPEG’s of pages on your website 

 Explore Charity Water’s online, interactive annual report as a model 

 http://www.charitywater.org/annual-report/12/ 

 For Word Press, install a plug-in and convert to PDF. Make sure the file is lower in 

resolution and a smaller size 

Tracking Response  

 Gage feedback of the quality of your annual report through interactions on social media. 

Does your annual report have many “shares”? Have people forwarded it to their friends? 

 Are you receiving many donations (i.e. in the form of Remittance Envelopes)? 

 Informal feedback  

Financials 

http://www.gnomonhs.com/
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 What financials must you include? Do they have to be audited or can you include un-

audited financials (keep in mind that auditing financials subjects them to change)? Are 

your financials consistent with your 990? 

 Check and confirm that your 990 and annual report reflect the same data 

 

Summary  

 

Lessons Learned: According to discussion 

 Create a flexible timeline/start planning in advance 

 Plan out content before starting to work with a graphic designer 

 Familiarize yourself with InDesign so you can do last minute tweaks on your own 

 Include remittance envelope or personal note with finished copy 

 Share widely on social media –make it easy for your staff to do so as well 

 To donors who don’t receive a hard copy, send a postcard with the online URL 

 Write up a list of photos you’ll need, and ask your team to collect them throughout the 

year 

 Check with printer first on what is possible with regard to size/shape 

 Have someone external to the organization edit/look for spelling errors 

 Print it out in the local language and make sure to have enough copies to distribute in 

country 

 

Advice: According to discussion 

 If it is a fundraising tool, when you mail out your annual report, include a note and a 

Remittance Envelope  

 Make sure to ask your team to take certain types of programmatic photos in various 

orientations THROUGHOUT the year...otherwise you'll spend weeks searching for the 

right photo to accompany text 

 Try to work with a graphic designer in-person if you can (i.e. not over the phone/email) 

 If at all possible, have someone on your team learn InDesign so that you can make any 

last changes/ tweaks yourself, and aren't totally reliant on your graphic designer 

 


