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REPORT WRITING GUIDELINES

Report Writing is record keeping for your club and it doesn’t have to be difficult or
complicated. It can be as easy as answering the basic questions— WHO? WHAT? WHEN?
WHERE? WHY? HOW? HOW MANY? HOW MUCH? The more information in your reports
the easier it will be for you, or someone else, to repeat the project. If the project failed, a
good report can show where things need to be done differently to make the next try
successful. All clubs should write and keep these records.
However, with the exception of the required President’s report, submitting reports to CJW is
done voluntarily. There are good reasons, though to choose to submit your reports. In
addition to allowing your club to be recognized and awarded for your volunteer efforts and
work in your community, you might want to submit reports for the following reasons:

a. To help protect the non-profit status of your club

b. To share your good ideas with the CJW Department Chairs

c. To allow your ideas to be shared with other CJW clubs.

If you have any questions or concerns about the report writing process, please contact the
CJW Report Writing Chair.

Please note these guidelines are to be used by Junior & Juniorette clubs. The only
exception for Juniorettes is the limit of reports - a maximum of 3 reports per division
for a maximum of 12 reports per department.

These Guidelines are for the Report writing period for the following departments:

Arts Conservation
Current Affairs Education

Health Home Life
Leadership Membership
State Project Ways & Means

ALL CLUBS MUST SUBMIT A PRESIDENT’S REPORLT.

Physical Presentation
1. Typewritten or computer generated
2. Stapled securely by department. Please do not use covers.
3. No artwork or supportive materials can be submitted with your reports.
Those items should be sent to the CJW Department Chairs during the year as your
club events occur.
4. Copies—3 copies
a. Submit one copy to the CJW chair.
b. Keep one copy for club files.
c. Give one copy to your club president to assist her in compiling her report.
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REPORT WRITING GUIDELINES

B. How to Assemble Your Reports
For the Title Page, Summary Sheet, and Project Report Sheets please follow the format of
the sample pages included in the Blue Book. Please fill out all forms completely. Each
department’s reports must be assembled in the following order.

1. Title Page

2. Summary Sheet

3. Project sheets (organized by division)

C. Report Contents
1. Title Page

a.
b.

d.

Please use your club’s proper name as listed in the CJW Blue Book

Use the membership number as of February 28. This number must be
consistent throughout your reports and match the number reported on
your President’s report.

Donations in department: This includes any monetary and non-monetary
donations, and solicitations. These figures must agree with your President’s
reports.

Club Name, Name of Department, Club Chair's Name, Address, Phone
Number and Email Address.

2. Summary Sheet

a. Please include all projects completed in the department, whether or not a

Project Report is included.

b. Please include all monetary and non-monetary donation amounts.
3. Project Report Sheets

a. Service Departments - Number of reports:

Each service department has four divisions. For each division you may
submit up to FIVE (5) Project Report Sheets. Thus a maximum of TWENTY
(20) Project Reports may be submitted for the entire department.
Juniorettes - limit of THREE (3) Project Report Sheets per division with a
maximum of TWELVE (12) reports for a department.

Listed below are the Service Departments and their divisions:
1. Arts: Performing Arts (5 reports)
Visual Arts (5)
Creative Arts (5)
In-club (5)
2. Conservation: Beautification (5)
Environmental Awareness (5)
Resource (5)
In-club (5)
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3. Current Affairs: Local (5)
National (5)
International (5)
In-club (5)

4. Education: School Priorities (5)
Scholarship (5)
Community Education (5)
In-club (5)
5. Health: Physical (5)
Mental Health (5)
Substance Abuse (5)
In-club (5)
6. Home Life: Community Living (5)
Gerontology (5)
Youth (5)
In-club (5)
7. State Project: Community Awareness (5)
Fundraising (5)
Volunteering (5)
In-club (5)

b. Non-Service Departments:
1. Leadership: Organizational Leadership (5)
Personal Leadership (5)
2. Membership: Membership Drive (5)
Retention & Unity (5)
CJW Connection (5)
3. Ways & Mean: There is no limit to the number of reports that can
be submitted for Ways & Means. Please use Project Report Sheets
to report your Ways & Means projects.

c. Length of reports:
NOTE: PROJECT REPORTS SHEETS MUST FOLLOW THE PROJECT
SHEETS FORMAT AND BE NO MORE THAN ONE PAGE IN LENGTH.
Only information on the front of the project report sheet will be considered
for judging purposes.

d. How to complete the top portion of each project sheet:
1. Use your proper club name, no initials. We have numerous clubs with
the same initials.
2. Use the proper department and division names listed in the Blue Book.
3. Project Titles should match the titles on the Summary Sheet.
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4. The reporting period is March 1 through February 28. Projects must
have been COMPLETED during this time period to be included.

5. Intent: THIS IS VERY IMPORTANT! The intent of the project helps
determine the proper department and division for report writing
purposes. Example: Your club is holding an Art Auction to raise money
for a scholarship for a student continuing his/her education in the field of
Art. The Intent line will help to clarify for the CJW Chair if this project
belongs under Arts because the scholarship is specifically for an Art
student or will the money raised be used in your general scholarship
funds and therefore fall under Education? Please be very specific in
your intent. If you have any questions, please contact the CJW Report
Writing Chair or the chair of the department where you think it belongs.

e. Details:
Project reports should answer the basic questions: WHO? WHAT? WHEN?
WHERE? WHY? HOW? HOW MANY? HOW MUCH?
Projects may be written in outline or narrative form as long as they are written
on a project report sheet. Be sure to include all necessary information on the
work done and the results achieved. Include all expenses, income, profit
figures, important contact people, and donation amounts. Describe or explain
where the donation is going. Make sure there is enough information on the
organization benefiting from your donation so that the CJW Chair
understands its mission and the reason for your support. Example: "Beacon
House" is a home for teenage girls who through no action of their own have
been removed from their homes, but if the CJW Chair does not live in your
area of the state "Beacon House" will mean absolutely nothing to her.
Statements about the impact of the projects and the ease or difficulty of
implementation may be helpful to the judging process.

D. President's Report: THIS REPORT IS MANDATORY FOR ALL CLUBS!

It must be filed each year with the CJW Director by the March Executive Board
meeting. This is to protect your club and its individual members regarding tax-
exempt status with the IRS, Department of Consumer Protection, and liability
Insurance. You may attach any copies of supportive materials that describe the
activities of your club. Instructions for the President’s Report can be found in the
Director’s section of this Blue Book.

1. 100% Participation Report: This is awarded to any club that has fulfilled all
the obligations listed on the form. See the Director’s Section for this form. This form
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should be attached to your President’s Report and handed in at the March
Executive Board meeting.

E. Newsletter: To be judged for awards, club newsletters should be mailed to the CJW
newsletter judges on a monthly basis. See Junior Bulletin Section for complete information.

F. Parliamentary Procedure: Please forward updated copies of club bylaws and standing
rules to the CJW Parliamentarian and your District Rep whenever they are revised.

G. Juniorette Reports: Please refer to the Juniorette section of the CJW Blue Book for
information on submitting reports.

H. Scholarships & Awards

1.

Ella Grasso Membership Award: Each club may nominate members who meet the
criteria. An application form and guidelines can be found in the Membership section
of the CJW Blue Book. Completed applications should be submitted at the March
CJW Executive Board meeting.

Juniorette Campership: An Application form can be found in the Juniorette section
of the Blue Book. Applications must be submitted by the March CJW Executive
Board meeting to the CJW Juniorette Chair.

Marie Bates Juniorette Scholarship: An application form can be found in the
Juniorette section of the CJW Blue Book. Complete applications with the necessary
attachments must be submitted by the March CJW Executive Board meeting to the
CJW Juniorette Chair.

Maureen Borski Scholarship: An application form and rules can be found in the
Education section of the CJW Blue Book. Completed application with the
necessary attachments must be submitted by the March CJW Executive Board
meeting to the CJW Education Chair.

l. Deadlines

1.

Projects must be completed between March 1 and February 28.

2. Reports should be handed in at the March CJW Executive Board Meeting. If your

club is not attending this meeting, reports should be mailed first class and
postmarked by the meeting date. In case of extreme bad weather, the postmark
deadline will be extended to the Monday following the meeting. If you are mailing
your reports, please contact the CJW chair directly to let her know that your reports
are coming. Please do not send reports by certified mail because that causes
delays in delivery. Reports must be mailed to the individual CJW Chair, NOT to the
CJW Director or Report Writing Chair.

Any Questions PLEASE contact the CJW Report Writing Chair. She is available to
attend district or club meetings to explain the report writing process and answer any
qguestions.
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Reporting Period March 1- February 28

1.

2.

Every Junior and Juniorette Club MUST submit a President's report.

Submit project reports only for projects COMPLETED during the March 1 - February
28 reporting period. Project reports must be ONE-SIDED only. Information on a
second page will not be considered for judging.

The intent of the project determines the department and division to report it under.
No double reporting allowed.
Two or three small projects that benefit one cause may be reported in one report.

51% rule - - to report a fund-raiser in a specific department, 51 % or more of the net
proceeds must have been donated to a project in that department.

There are seven service departments:

Arts, Conservation, Current Affairs, Education, Health, Homelife & State Project.

a. Each service department has three divisions for community service projects,
plus an In-Club division. You may submit five (5) project report sheets for each
division.

b. To receive an Overall Award in a department, a club must submit reports in at
least three out of the four department divisions.

Other Reporting Departments:

a. Leadership - Leadership has two divisions. You may submit five (5) project
report sheets for each division.

b. Membership - Membership has three divisions. You may submit five (5)
project report sheets for each division.

c. Ways & Means - Ways & Means does not have divisions and you are
encouraged to report all your Ways & Means Projects. There is no limit on
the number of reports you can submit.

All departments require title pages, summary sheets, and individual project report
sheets.

a. All the departments (except Ways & Means) have special summary sheets.
These summary sheets list specific projects that do not need project report
sheets. Example: "Current Affairs - In Club - Recite Pledge of Alliance at
meetings" - if your club does this at every meeting, all you have to do is check
off the project - do not submit a project report sheet.

10. Report Deadline: CJW March Board Meetings/ President's Dinner.
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