Guidelines for Annual Report Preparation

Elements of an Annual Report

Spring 2008
	Element
	Description
	Comments/Requirements

	Report of management
	A letter from the head of the accounting department taking responsibility for the validity of the financial information in the annual report.
	Signed by the CEO and the VE Coordinator. 

	Auditor’s report
	A summary of the results of the audit, if the financial statements have been audited.

Note: audits are expected to be available in fall 2008.
	Firms that wish to have their company stock publicly traded must have an audit performed. Refer to the separate audit checklist. 

	Financial statements and footnotes
	Statements that provide the raw numbers for the company's financial performance and recent historical financial performance that include a balance sheet, income statement and cash flow statement for the current fiscal year and a comparison to the prior year's balance sheet and income statement. Start up firms should compare the actual financial documents to the projected financial documents.
	1. Current and one year prior:

· Balance sheet 
· Income statement

· Cash flow statement

2. Print out of checking account register providing cash balance as of last day of current fiscal year. 


	Management discussion 
	A series of short, detailed reports discussing and analyzing the company's performance.
	Profit margin percentage can be disclosed in this section.  

	Financial highlights
	A brief summary of the company's performance.
	A quick summary of the company’s performance. Profit margin percentage can be disclosed in this section.  

	Letter to the Stockholders
	Typically a letter written by the CEO and the officers of the company (department VPs/managers). It reflects the business philosophy and management style of the company's executives and lays out the company's direction for the following year.
	

	Board of Directors and Management
	A list of the names and position titles of the company's board of directors and top management team.
	All NYC firms’ Boards of Directors include Iris Blanc, John Jastremski, Kathleen McGrath, Nadine Laguardia, Eric Spinner, school principal, VE coordinator. 

	Corporate message
	Typically covers the company's line of business, markets, mission, management philosophy, corporate culture, and strategic direction.
	The corporate message need not be delivered in a separate section of the report and can instead - and probably should - pervade the report. 


