This document contains the template for three types of reports, Annual, Mid-Year, and Updates.  Please use the template as instructed. Include the required headings and delete the optional headings that are not applicable to your committee.  Sub headings  under each heading are permitted, but do not add additional headings. Please deleted red/ [braced] text.
Submit reports to: Your board Liaison, Newsletter, & Secretary.

[Annual Report Template]
(Year/Year)(Committee Name Spelled out) Annual Report, submitted by: (Name)

[example:  2010/2011 Archivist Annual Report, submitted by: Jane Smith]
Members 

(Name), chair (Affiliation)

(Name), vice-chair (Affiliation)

(Name), member (Affiliation)

(Name), board liaison (Affiliation)


[example:  Jane Smith, chair (University of the Midwest)]
Continuing Activities (Required)
Completed Activities (Required)
Budget (Required)
Statistical Information (Delete heading if not applicable)
Action(s) Required by Board (Delete heading if not applicable)
Questions for Board (Delete heading if not applicable)
Recommendations to Board (Delete heading if not applicable)
submitted on:  (Month day, year)

[Mid-Year Report Template]

(Year/Year)(Committee Name Spelled out) Mid-Year Report, submitted by: (Name)

[example:  2010/2011 Archivist Mid-Year Report, submitted by: Jane Smith]
Members 

(Name), chair (Affiliation)

(Name), vice-chair (Affiliation)

(Name), member (Affiliation)

(Name), board liaison (Affiliation)


[example:  Jane Smith, chair (University of the Midwest)]
Continuing Activities (Required)
Completed Activities (Required)
Budget (Required)
Statistical Information (Delete heading if not applicable)
Action(s) Required by Board (Delete heading if not applicable)
Questions for Board (Delete heading if not applicable)
Recommendations to Board (Delete heading if not applicable)
submitted on:  (Month day, year)

[Update Template]

(Committee Name Spelled out) Update (Month Year), submitted by: (Name)

[example:  Archivist Update (October 2011), submitted by: Jane Smith]
Members 

(Name), chair (Affiliation)

(Name), vice-chair (Affiliation)

(Name), member (Affiliation)

(Name), board liaison (Affiliation)


[example:  Jane Smith, chair (University of the Midwest)]
Continuing Activities (Required)
Completed Activities (Required)
Budget (Required)
Statistical Information (Delete heading if not applicable)
Action(s) Required by Board (Delete heading if not applicable)
Questions for Board (Delete heading if not applicable)
Recommendations to Board (Delete heading if not applicable)
submitted on:  (Month  day, year)
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