Annual Department Activity Report
Structure

1. Cover Page
® Department Name
® Report Title
® Report Period
e Submission Date

e Prepared by

2. Executive Summary

Brief overview of the key achievements, challenges, and highlights of the year.

3. Department Overview
e Mission and objectives
e Organization structure

o Staff and key roles

4. Activity Highlights

1. Major Initiatives Undertaken
o Project titles

o Objectives
o Outcomes/impact

2. Regular Operations & Services
o Routine activities

o Improvements made
o Statistics (if applicable)

3. Collaborations & Partnerships
o Internal and external partners

o Purpose and summary of collaboration

5. Outcomes & Impact
e Key performance indicators
e Achievements vs goals

e Testimonials, feedback, or case studies



6. Challenges & Solutions
e Major challenges faced
e Steps taken to address them

® Lessons learned

7. Financial Summary
® Budget allocation
e Actual expenditure

e Variance explanation

8. Future Plans & Recommendations
e Goals for next year
e Proposed new initiatives

® Resource requirements

9. Appendices
e Data tables
e Charts and graphs

® Relevant documents or references

Important Notes
e Keep content concise and focused on outcomes rather than activities.
e Use data and evidence to support key statements and achievements.
e Maintain a logical flow for ease of reading and reference.

e Customize sections to reflect the specific needs and priorities of your department.
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