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How to use this template
1	Fill the blanks and swap each gray prompt for your own words. Then delete the gray notes.
2	Short on time? One page works: a two-sentence letter, your three best numbers, one story and one chart.
3	Thank people warmly, but never list what anyone gave.
This page is just for you. Delete it before you share your report.
Made by Ember, free tools for nonprofits. donewithember.com


[Organization name] Annual Report
[Year, or your fiscal year, such as July 2025 to June 2026]
Add one photo of people doing the work, with their permission.
A letter from [name, role]
Dear friends,
Paragraph 1: What did this year feel like? Name one moment you'll remember.
 
 
 
 
Paragraph 2: What changed, in one or two numbers?
 
 
 
 
Paragraph 3: Thank the people who made it happen.
 
 
 
With thanks,
[Name], [Role]


Our year in numbers
Our mission: 
 
 
Three to six numbers that matter most, each beside last year's when you have it. Use the same dates as your fiscal year.
	What we count
	This year
	Last year

	People served
	
	

	Volunteer hours
	
	

	Meals, books, visits or rides
	
	

	
	
	

	
	
	

	
	
	


If you put a dollar value on volunteer time, say the rate and where it came from. Independent Sector puts a volunteer hour at $36.14 for 2025.


Programs and stories
One block per program. Copy it as many times as you need.
Program 1: [name]
What it does, in one sentence: 
 
Its numbers this year: 
 
One story: who or what changed, in three to five sentences. Ask before you use anyone's name or photo.
 
 
 
 
 
Program 2: [name]
What it does, in one sentence: 
 
Its numbers this year: 
 
One story: who or what changed, in three to five sentences. Ask before you use anyone's name or photo.
 
 
 
 
 


Money and thanks
Use the same year-end figures your treasurer shared with the board, so nothing disagrees. Show each table as a simple chart if you can.
Where the money came from
	Source
	Amount
	Share

	Grants
	
	

	Gifts from individuals
	
	

	Events
	
	

	Earned income
	
	

	Donated goods and services
	
	

	Other
	
	


If you count donated goods, say what you valued them at.
Where it went
	Spent on
	Amount
	Share

	Programs
	
	

	Running the organization
	
	

	Fundraising
	
	


Thank you
Thank volunteers, partners and funders, by name or as groups. Never list what anyone gave.
 
 
 
 
Our board and staff
	Name
	Role

	
	

	
	

	
	

	
	

	
	


What's next
One or two plans for the coming year.
 
 
 
How you can help
1. Volunteer: [link or how to sign up]
1. Give: [link]
1. Share this report with a friend: [link to this report]
[Organization name] · [website] · [email]
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