
	ANNUAL REPORT
Report Title
A subtitle that says what the report covers



Prepared by [Your name]
[Organisation]
[Date]
Contents

Introduction	3
Background	3
Scope	3
Findings	4
Results	4
What the results mean	4
Recommendations	5
Next steps	5

[bookmark: _Toc100000001]Introduction
Say what the report is about, who it is for and what question it answers. A reader should know from this section alone whether the rest is worth reading.
[bookmark: _Toc100000002]Background
What the reader needs to know first: how things stood before, and why the question came up now.
[bookmark: _Toc100000003]Scope
What the report covers, and what it leaves out on purpose.
[bookmark: _Toc100000004]Findings
Set out what was found, most important first. Keep each finding to a paragraph, with the evidence for it.
[bookmark: _Toc100000005]Results
	Measure
	Last year
	This year
	Change

	Customers
	1,240
	1,515
	+22%

	Orders
	3,980
	4,610
	+16%

	Average order
	£42.10
	£44.80
	+6%

	Returns
	3.1%
	2.4%
	-0.7 pts


Table 1: the year in four measures.
[bookmark: _Toc100000006]What the results mean
Explain what the figures show and what they do not. A table answers "how much"; this paragraph answers "so what".
[bookmark: _Toc100000007]Recommendations
Give each recommendation as an action someone can take, with who should take it and by when.
[bookmark: _Toc100000008]Next steps
1. Agree the recommendations and who owns each.
2. Set a date to review progress.
3. Share the report with everyone it affects.
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