Organization:  ________________________________________________ 
Academic Year: __________


Howard University Office of Student Activities

Student Organization Annual Report

INFORMATION SHEET 
Purpose:

Each year, the Office of Student Activities produces an annual report that includes information, data and significant achievements of the office and student organizations on the campus of Howard University.  In our efforts to be more supportive and inclusive of ALL RECOGNIZED STUDENT ORGANIZATIONS, we are requiring that each organization complete the attached Student Organization Annual Report.  The Annual Report will serve to better communicate to the University the progress your organization has made toward achieving the directives, mission and expectations outlined by the Inter/National organization, Constitution and Howard University during the academic year. The report should include information about your progress and fulfillment of your organizational goals and will be used as part of the End of Year Evaluation and Assessment process for recognized organizations. 
A complete Annual Report submission will include the following documents and/or submissions:

1. Annual Report Data Sheet




2. Mission, Goals and Objective Summary Document

(A brief summary of your organization’s mission, goals and objectives that includes details about your progress on fulfillment of your mission, goals and objectives by discussing your annual goals and actual results)

3. Organizational Self Assessment

4. Letter of good standing from National Organization (if applicable)
5. Supporting documentation: Pictures, Letters from Charitable Organizations, Award/Recognition Letters, links to website, flyers
6. Recognition Forms: Census(for the next academic year), Advisor Agreement Form, Membership Roster
Sample Submission

	Event Name
	Date
	Description of Event (include Charity/Cause that benefited)
	# of members involved
	# of hours per member
	Total # of hours

	 National Do the Right Thing Day
	 9/28/09
	National Association for Educational Empowerment sponsors a day of volunteer tutoring in the public schools. Members serve as support staff to help elementary school students “do the right thing” during the school day.
	 25
	 4 hours
	 125


	Event Name
	Date
	Description of Event (include type of event: social, member development, educational)
	Co-sponsors (if applicable)
	# of members 
	Total attendance at program or event

	 The Fs to A of Student Achievement
	  2/18/10
	An open educational workshop facilitated by Professor David Green.  The discussion included information and strategies to increase student grades from year to year.
	 Education Students Organization; HUSA;
	  25
	 63


	Event Name
	Date
	Description of Involvement or Service
	# of members involved in planning (if applicable)
	# of members participating 
	Total organization attendance 

	 Earth Day Beautification Project
	  4/22/10
	Organization members participated in the clean up and planting activities.
	 2 – John Smith; Kerry Anza 
	  45
	 47


	Name of Member
	Elected/Appointed Position
	Description of duties/responsibilities
	Indicate if this is a Regional or National position or office
	Term of Office

	 Kerry Anza
	 Director of Educational Outreach
	Responsible for the coordination of all the undergraduate chapters of the National Association for Educational Empowerment outreach efforts to local schools in the Region 7 – District  5
	 Regional position
	 Dec. 2009 – July 2010


Mission, Goals and Objectives 

Mission: Our organization mission is to serve the campus, local and global community through service and educational empowerment.  During the 2009-2010 academic year, our organization engaged in activities and programs including participation in our National Do the Right Thing Day.  We collaborated with several academic student organizations on educational empowerment programs such as The Fs to A of Student Achievement and BABY GENIUSES – why kindergarten Education is important. Two of our executive officers attended our regional convention in St. Louis and were volunteers for the officer training educational track.

Area of Concentration: Self Governance 
Goal: To develop a cohesive officer training and transition process that will incorporate outgoing officers, alumni and advisors. 

Objective 1: Identify an officer training/transition committee to assess current officer transition process 

Objective 2: Charge committee to revise, develop an officer training and transition process (seeking alumni, advisor and current officer input) 

Objective 3: Revise and Approve officer training and transition program. Develop a calendar with specific dates for implementation in spring semester  

Anticipated Results: New officers would participate in officer training and transition process. 90% of newly elected officers would receive an officer training manual 

Newly elected officers would be completely trained and transitioned into the leadership role by May 2010. Newly elected officers would have had a goal setting meeting with advisor by May 2010.

Actual Results: Although we had some challenges in developing and establishing the training/transition committee due to conflicts with student and advisor schedules.  We were able to hold several executive board meetings with the advisor present to develop the officer training manuals.  Each officer was responsible for creating a page to be inserted into the training manuals.  We held our transition retreat on April 28, 2010 and all the new officers were able to review the information in the training manual with the outgoing officer.   

Organizational Self Assessment

Challenge: Executive board was responsible for all the programs. It was difficult for officers to get members to help with program planning and PR and to volunteer to work at the events.

 Projected Solution: At the first general body meeting, all members will be asked to provide suggestions on programs and ideas for activities for the club for the semester.  All the suggestions will be compiled and voted on by the membership. Once the semester programs have been identified, committee chairs for each program from the general body will be selected.  The committee chair will then be responsible for the planning and coordination of that specific program.  Each executive officer will serve on at least two program committees; however they can only serve as the chair for one program a semester.    

ANNUAL REPORT SUBMISSION CHECK LIST:

YOUR COMPLETE ANNUAL REPORT SHOULD INCLUDE ELECTRONIC COPIES OF THE FOLLOWING:

1. Annual Report Data Sheet








2. Mission, Goals and Objective Summary Document





(A brief summary of your organization’s mission, goals and objectives that includes details about your progress on fulfillment of your mission, goals and objectives by discussing your annual goals and actual results)

3. Organizational Self Assessment







4. Letter of good standing from National Organization (if applicable)

5. Supporting documentation: Pictures, Letters from Charitable Organizations, Award/Recognition Letters, links to website, flyers

6. Recognition Forms









ANNUAL REPORT DUE TO HUSTUDENTACTIVITIESDIRECTOR@GMAIL.COM
 BY MAY 7, 2010
HOWARD UNIVERSITY OFFICE OF STUDENT ACTIVITIES – RECOGNIZED STUDENT ORGANIZATION ANNUAL REPORT DATA SHEET
	Organization Name:
	
	
	
	
	
	

	Community Service/Activism 
	
	
	ACADEMIC YEAR: 
	

	Event Name
	Date
	Description of Event (include Charity/Cause that benefited)
	# of members involved
	# of hours per member
	Total # of hours
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	TOTAL:
	 
	 
	 
	 
	 
	

	Programming Report
	
	
	
	ACADEMIC YEAR: 
	

	Event Name
	Date
	Description of Event (include type of event: social, member development, educational)
	Co-sponsors (if applicable)
	# of members 
	Total attendance at program or event
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	TOTAL:
	 
	 
	 
	 
	 
	

	University Service/Involvement
	
	
	ACADEMIC YEAR: 
	

	Event or Committee Name
	Date
	Description of Involvement or Service
	# of members involved in planning (if applicable)
	# of members participating 
	Total organization attendance 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	

	TOTAL:
	 
	 
	 
	 
	 
	

	Regional/National Engagement
	
	
	ACADEMIC YEAR:

	Name of Member
	Elected/Appointed Position
	Description of duties/responsibilities
	Indicate if this is a Regional or National position or office
	Term of Office

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	 
	 
	 
	 
	 

	TOTAL: 
	
	
	
	


Mission, Goals and Objectives 

Please provide a brief summary of your organization’s mission, goals and objectives.  Include details about your progress on fulfillment of your mission, goals and objectives by discussing your annual goals and actual results (Attach a separate page or summary document, with pictures as appropriate). Select 3 – 5 goals in the following areas to include in your report: 

Alignment to Organizational Values, Mission and Constitution 


Academic Excellence 
Commitment to Service





Citizenship, Activism and Social Responsibility 
School Spirit & Collaboration





Self Governance

Alumni Relations






Public Relations

Organizational Self Assessment

Please list key organizational performance indicators: 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please list significant events: (List events that you would like highlighted in the OSA annual report, include pictures of the events)
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please list significant achievements and recognition (ex: campus or university recognition, local, regional or national awards or recognition, officer recognition or awards): 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please indicate at least 3 challenges from this academic year and 3 projected solutions for your organization for next academic year:

Challenge:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________Projected Solution :_____________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Challenge:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________Projected Solution :_____________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Challenge:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________Projected Solution :_____________________________________________________________________________________________________

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Annual Report submitted by (print): ____________________________
Title: ______________________________
Date: _____________

President Signature: _____________________________

Date: ________________________

Advisor Signature: _______________________________

Date: ________________________

*************************************Office of Student Activities Use Only**************************************************

Date submitted: ____________ Received by: ________________________   Recognized: Yes/No      Organization Constitution on file: Yes/No   


