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NON PROFIT ORGANISATION ANNUAL REPORTS

In terms of the Nonprofit Organisations Act, 1997(Act No, 71 of 1997)

The accompanying guideline will help registered nonprofit organisation office bearers (Chief Executive Officers, or governing body Chairpersons, or both) prepare and submit their Annual Narrative (written) Report to the Department of Social Development’s Nonprofit Organisation's Directorate.

This report, together with the Financial Report that must also be submitted, tells the story of your organisation’s activities, its income and expenditures for the past year. This report describes your organisation’s activities over the previous twelve month periods, and includes the following sections:

Section A:  Basic details about the organisation on the form provided.

Section B:  The organisation’s major achievements over the year, in response to the table provided.

Section C:  List of important meetings held by the organisation during the year, and details of any changes to your constitution.

· Please follow the headings on the forms when preparing your reports, and answer all the questions.  You can choose to add further information on separate sheets of paper.

· Receipt of these reports will ensure that the name of your organisation remains on the Department’s Non-profit Organisation Register.  The Directorate has the powers to cancel your registration if you fail to comply.

· Registration may also be removed should the Directorate discover that you have issued  false reports on either activities or finance.

The reports must reach the Directorate within nine (9) months of your organisation’s financial year end.  We urge you to adhere to this timing.  Please indicate any difficulty you may be having well in advance of the date.
We hope that the guidelines and the forms will assist you in submitting your annual reports.  Please contact the office of the Directorate if you have any questions.

With best wishes for your organisation and its work.

Yours faithfully

Director:  Nonprofit Organisations

NARRATIVE (WRITTEN) REPORT ON THE PAST YEAR’S ACTIVITIES:

(Please note that you must submit the Financial and Accounting Officer’s Reports together with this report)
1.  SECTION A:  BASIC DETAILS ABOUT THE ORGANISATION:

1.1 Organisation’s name:…………………………………………………………………….

1.2 Nonprofit Organisation Registration Number (NPO Number):………………………..

1.3 The twelve-month period this Report covers (please state the beginning and ending of the Financial year. E.g. 01 April 2012 to 31 March 2013):………………………………………….

1.4 Contact person (An office bearers nominated by the Organisation):

Name of contact person: …………………………………………………

Contact person’s position in your organisation: ………………………………………………

Telephone number (          ) ……………………………

Fax number (if there is any): (        ) …………………….

Cell phone number (if there is any): ………………………..

      E-mail address (if any)…………………………..

1.5 Organisation’s physical address: 

……………………………………………………

…………………………………………………….

Province  ………………………………………….

Postal code  ………………….

1.6 Organisation’s postal address (if different to 1.5): 

……………………………………………………

…………………………………………………….

Province  ………………………………………….

Postal code  ………………….
1.7 Organisation’s Office Bearers (Persons who hold positions of authority and responsibility within the Organisation.  These are the members of your Governing Board or Controlling Committee.)  If the form does not have enough spaces for all your office bearers please add the rest on a sheet of paper, and attach.

	Name
	Office bearer position
	Work or home address
	Postal address
	Telephone (include dialing code)
	ID Number

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


NOTE:  If any of the above Office Bearers are changed between this Report and the next Report please send the information to the Directorate, within one month of the change.  This should contain information, as above, about each of the new  Office Bearers.
2.  SECTION B:  THE ORGANISATION’S MAJOR ACHIEVEMENTS OVER THE PAST YEAR:
NOTE: This requires you to state for the past year: (1) what you aimed to achieve for the year, (2) did you achieve it, or only partially achieved it, or not achieved at all, (3) how were you able to achieve/ partially achieved or not achieved, and (4) what were the benefits to your beneficiaries or what the impacts of the activities have been. 

	Measureable activities (projects, plans and programmes) you planned to achieve for the year
	Achievement (please tick)
	Explain how you were able to achieve
	How beneficiaries benefitted or what were the impacts of your activities

	
	Fully Achieved
	Partially Achieved
	Not Achieved
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Please complete this form and if the form does not have enough spaces for all your activities, please add the rest on a sheet of paper, and attach.
2. SECTION C:  LIST OF IMPORTANT MEETINGS AND ANY CHANGE TO CONSTITUTION

This section of the report requires you only to fill in the number of times that specified types of meetings were held, where applicable. Also, if your organisation had changed or amended its constitution, you are required to indicate so and submit the amended constitution (if applicable).

2.1 List the types and number of meetings your Organisation held during the past year.  Use the following headings (if applicable):

	Type of meeting 
	Indicate by ticking 
	No of meetings
	What were the reasons for the meeting

	
	Yes
	No
	
	

	Annual general meeting
	
	
	
	

	Special general meeting
	
	
	
	

	Management meeting
	
	
	
	

	Board meeting
	
	
	
	

	Executive meeting
	
	
	
	

	Others (specify)

	
	
	
	


	YES/NO


3.  Did the Organisation make any change or changes to its Constitution during the past year: 

NOTE:  If your answer is YES, please attach the following to your Report:

3.1.1 A copy of the resolution/s to change the Constitution; or copy of the minutes at which a resolution was taken to change the constitution
3.1.2 A copy of the changed Constitution.

Please note that a copy of Annual Financial Statements, which include a Balance Sheet and an Income and Expenditure Report, must be attached to this Narrative Report
NB: Please note that you can APPLY for NPO Registration and SUBMIT annual reports Online by visiting www.dsd.gov.za/npo 
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