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2025 Annual Report Worksheet
Collaboration Tool
Welcome to the Fulbright Chapter Annual Report Worksheet! This document is designed to help your board collaborate as you prepare your annual report. Different members of your leadership team can work on the sections that align with their roles; for example, Advocacy Directors can focus on advocacy activities, the Treasurer can complete the financial section, and the Secretary can handle board meeting information.
A few important reminders:
1. Submission: Through our new streamlined process, all official reports should be submitted online at this link.
2. This Worksheet: This worksheet does not need to be submitted and does not have to be completed in its entirety. Use it as a working document to gather information, draft responses, and collaborate across your team.
3. Required v. Optional Questions: Questions marked with an asterisk (*) are required. All other questions are optional. You will not be able to submit your online form without completing all required questions.
Feel free to use and share this worksheet as needed – it’s here to make your reporting process easier and more organized.
A clickable table of contents is included below so you can quickly jump to the sections most relevant to you:
Materials Checklist	2
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Chapter Events (Non-Grant Funded)	7
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[bookmark: _Toc221731888]Materials Checklist
To complete this form, please have the following materials ready. You will be asked to upload all supporting documentation directly within the form:
· Chapter financial report for 2025 (only required for groups with bank accounts)
· Bank statement as of December 31, 2025 (only required for groups with bank accounts)
· Current list of chapter officers and directors,
· Board meeting minutes from 2025
· Event reports for any events not previously submitted
· Documentation of advocacy-related activities (if applicable)
· Chapter mailing lists not generated by the national office (if applicable)
File formats: Please upload documents in Word, Excel, or PDF format. Clearly label each file to make submission and review easier.
[bookmark: _Toc221731889]Elections and Governance
This section collects information about your Chapter or IG’s leadership and elections in 2025. Please provide details about your officers, board members, and any lessons learned from your election process. This helps us track governance practices across chapters and support leadership development.
Did your chapter or interest group participation in the national elections process last spring?*
Select “Yes” if your chapter submitted officer elections through the Fulbright Association national election process. Select “No” if your chapter held elections independently.
· Yes
· No
If no, please describe how your chapter conducted elections.
e.g., "Our chapter held an in-person meeting on March 10, 2025, where members nominated and voted for officers. Votes were counted by two board members and results were shared via email.”



Beyond officers, what additional roles or areas of responsibility do board members hold?*
e.g., “Our board includes a Membership Director who manages renewals, an Advocacy Director coordinating policy engagement, and an Events Coordinator organizing both virtual and in-person events.”



What lessons were learned from your most recent election? What changes would you make in the future to recruit new leaders?*
e.g., “We learned that emailing the call for nominations earlier increased participation. Next year, we plan to hold a virtual Q&A session for potential candidates to encourage new leadership involvement.”



Please list current board members and their positions.*
Example:
Jane Smith, President, term ends 2026
John Doe, Treasurer, term ends 2027
Maria Chen, Advocacy Director, term ends 2028







[bookmark: _Toc221731890]Chapter Communication
In this section, we want to understand how your chapter communicates with Fulbright alumni and visiting Fulbrighters in your area. Please describe which methods you use, how effective they are, and any ways the Fulbright Association can help you improve communication. This includes email, social media, websites, apps, and other outreach strategies.
How does your chapter communicate with Fulbright alumni and visiting Fulbrighters in your area?*
	Resource
	Often
	Sometimes
	Rarely
	Never

	Email (personal or chapter account)
	
	
	
	

	Email marketing platforms (Mailchimp, Eventbrite, Constant Contact, etc.)
	
	
	
	

	Website
	
	
	
	

	Blog
	
	
	
	

	Facebook
	
	
	
	

	Instagram
	
	
	
	

	X (formerly Twitter)
	
	
	
	

	LinkedIn
	
	
	
	

	Fulbrighter App
	
	
	
	

	YouTube
	
	
	
	

	Postal mail
	
	
	
	



Please describe any other communication tools you use to connect with Fulbright alumni and visiting Fulbrighters in your area (if applicable).



Which communication methods are most effective for engagement? Which are least effective?*
Reflect on what channels give the best response or attendance. For example: “Email reminders through Mailchimp result in the highest RSVP rates for events. Instagram posts generate minimal engagement, so we plan to focus more on Facebook and email in 2026.”



How does your chapter identify Fulbright alumni in your area who do not appear on lists provided by the Fulbright Association?*
Explain your process for discovering new or unlisted alumni. For example: “We reach out to local universities’ Fulbright offices, ask current members for referrals, and attend alumni networking events to collect contacts.”



What steps does your chapter take to encourage membership renewals?*
Describe strategies your chapter uses to retain members. For example: "We also highlight upcoming member-only events and benefits in monthly newsletters.”



How can the Fulbright Association better support your communication efforts?*
Suggest ways the national office could help your chapter reach alumni.



Has your chapter reached out to any local institutions for collaboration?*
Describe any partnerships with universities, cultural centers, or organizations. Include the institution name and type of collaboration. For example: “We partnered with the local university’s international programs office to host a Fulbright panel for students and visiting scholars. We also collaborate with the city library for community educational events.”



[bookmark: _Toc221731891]Board Meetings
This section collects information on your Chapter or IG’s board meetings in 2025. Please provide dates, whether an annual meeting was held, and a brief summary of the topics discussed. You’ll also have a chance to upload copies of board meeting minutes for documentation.
Please list the dates of all board meetings held in 2025.*
List the date of each board meeting.For example:
· January 15, 2025: Planning for annual event, officer updates
· April 20, 2025: Review of membership recruitment
· September 10, 2025: Budget planning, grant applications


Did the chapter host an annual meeting open to all members?*
If yes, please provide the date.For example: “Yes, Annual Meeting held on October 12, 2025.”



Upload copies of your board meeting minutes. (ATTACHMENT UPLOAD)
Include minutes for all board meetings held in 2025. If meetings are summarized together in one document, that is acceptable.
If minutes are not recorded, please explain why.
If your chapter does not take formal minutes, explain the alternative documentation used. For example: “We summarize all discussions in a shared Google Doc and share with members, but do not maintain formal minutes.”



Please provide a brief summary of the chapter meeting(s).*
Include a short summary of what happened in your meetings: number of attendees, topics discussed, and any decisions made. For example: “Our board met four times in 2025 with an average of 8 attendees per meeting. Topics included membership recruitment, planning community events, reviewing the chapter budget, and preparing advocacy initiatives.”
[bookmark: _Toc221731892]Chapter Events (Non-Grant Funded)
This section collects information on non-grant-funded events your chapter or Interest Group held in 2025. For events already documented through the Chapter Grant process, no additional submission is required in this form.

The final formatted annual report that will be returned to your chapter will include a summary of all events, combining information submitted in this form with events previously submitted via grant-funded event forms.
How to Submit Your Events
You have two options for submitting your non-grant-funded events:
1. Type your events directly in the form using the text box provided below. Include for each event:
· Event Title
· Event Date
· A brief description of the purpose, location, or number of attendees
2. Upload a single file (Word, Excel, or PDF) with all events listed in a clear format. Include title, date, and description for each event.
You may use either method, or both if needed. If you submit both, the file upload will take precedence for formatting in the final annual report.
Option 1: Event Submission - Text Box
For example:
Event Title: Community Networking Night
Event Date: June 8, 2025
Description: Hosted at the local library with 25 attendees, focused on networking between alumni and visiting scholars.

Event Title: Holiday Social
Event Date: December 12, 2025
Description: End-of-year gathering for members and visiting Fulbrighters, 40 attendees.




Option 2: Event Submission - File Upload (ATTACHMENT UPLOAD)
Tip: Name your file clearly, e.g., “Idaho_NonGrantEvents_2025.pdf.”

Optional: Which event(s) was most successful this year and why?



Optional: Did the chapter charge an admission fee for any events? If not, why?



Optional: What changes would you make to events or scheduling next year?



Optional: What resources or support would help your chapter organize events more effectively?








[bookmark: _Toc221731893]Advocacy Activities
This section collects information on any advocacy-related activities your Chapter or Interest Group participated in during 2025. Advocacy can include local, state, or national activities that support the Fulbright Program, build relationships with elected officials, or engage your community.

If your chapter did not engage in advocacy this year, you may skip the optional fields.

The final formatted annual report will summarize your advocacy activities for internal documentation and national reporting.
Please indicate which advocacy activities your chapter engaged in during 2025.*
Check all that apply. You can also describe additional activities in the following text box.
· None
· Encouraged chapter members to respond to national advocacy alerts
· Added local Congressional staff to chapter mailing lists
· Invited elected officials or staff to speak at chapter events
· Visited Congressional offices in support of the Fulbright Program
· Participated in National Advocacy Day or related activities
· Designated a Chapter Advocacy Director
· Other:
For each activity selected above, please briefly describe the process, outcomes, and impact.
For example: “We invited the local Congressional representative to our annual meeting. They were unable to attend but sent a staff member who engaged with 15 alumni, providing feedback on program priorities. We also added three local staff members to our mailing list for future updates.”



Upload Advocacy Documentation (ATTACHMENT UPLOAD)
Upload any supporting documents, such as copies of letters to elected officials, meeting agendas, photos, or email correspondence.

Optional: What lessons were learned from your advocacy activities in 2025?
For Example: “We learned that in-person meetings generate more engagement than email alerts alone. Next year, we plan to coordinate with other local chapters for joint visits.”



Optional: What support or resources from the Fulbright Association would help your chapter strengthen advocacy efforts?
For Example: “Templates for contacting Congressional offices, suggested messaging for alumni outreach, and a list of local contacts would be very helpful.”

















[bookmark: _Toc221731894]Fundraising Initiatives
This section collects information on any fundraising events or initiatives your Chapter or Interest Group conducted in 2025. Include both individual donations and organized events.
List all fundraising events held in 2025.*
For Example:
1. Spring Benefit Dinner (April 15, 2025)
Dinner to raise funds for chapter programs; 50 attendees; $2,500 raised.
2. Alumni Raffle (November 20, 2025)
Description: Raffle to support chapter scholarships; 30 participants; $500 raised.



List any individual donations received in 2025.*
For Example: “John Doe: $100; Jane Smith: $250; Community Partner: $500”



Does your chapter intend to hold any fundraising initiatives in 2026?*
For Example: “Yes, we plan to host a virtual auction in March and an end-of-year holiday fundraiser.”







[bookmark: _Toc221731895]Bank Account Confirmation
Does your chapter or interest group have a bank account?*
· Yes – Continue to Next Section (“Financial Summary & Bank Confirmation)
· No – Skip Next Section, Go to “Optional: Feedback”
[bookmark: _Toc221731896]Financial Summary & Bank Confirmation
This section collects your chapter’s bank account information, year-end balances, and cash receipts/expenses.
Bank Account Confirmation: I confirm that our bank account information was verified via email on January 27, 2026.*
· Yes
Cash in bank on December 31, 2025*


Outstanding checks (from 2025)*


Total 2025 Cash Receipts*
List all sources of cash received in 2025 with brief descriptions.

For Example:
Membership dues: $2,500
Fundraising events: $3,000
Other donations: $500
Total: $6,000



Total 2025 Expenses Receipts*
List all expenses for 2025 with brief descriptions.
For Example:
Event expenses: $1,200
Office supplies: $250
Travel: $300
Total: $1,750



Cosigners on the Account (minimum 2)*
List all authorized cosigners on your chapter account, including name and position.
For Example:
Jane Smith, President
John Doe, Treasurer



Upload a Copy of the December 31, 2025 Bank Statement* (ATTACHMENT UPLOAD)
Please submit a scanned or downloaded copy of your bank statement as of December 31, 2025.








[bookmark: _Toc221731897]Optional: Feedback
We welcome any comments, suggestions, or feedback regarding your chapter activities, reporting process, or support from the Fulbright Association.
What worked well in 2025?



What templates or resources would be most helpful to your chapter in 2026?
Think tangible materials like checklists, social media template, grant application guides, etc.



How can the Fulbright Association improve support or resources for chapters?
For example: leadership skills for new board members



If the Fulbright Association were to host an optional webinar series for chapter leader development and to boost chapter health, what topics would you want included?
For example: Fundraising tips, local advocacy outreach, 990 Filing Guidance, best practices for board management and succession planning



Additional suggestions or feedback.
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