INSTRUCTIONS FOR DISTRICT 12 ANNUAL REPORTS

All required forms and instructions for annual reporting are available on the District 12 website and the in the District Manual.  These instructions will provide guidance on where to submit reports, define required time frames and  define the use of each report in order to facilitate submission of the reports.    A flow chart is attached. 

Reports

A specific report form for all committee reports has been developed.  On the website http://zontadistrict12.org click on Club forms and you will find the following:

1.  Status of Women/Service

2.  Scholarships/Awards

3.  UN/International Relations

4.  Directory

5.  Newsletter

6.  Public Relations

7.  Membership

8.  Nominating

9.  Generic Form to be used by other committees specific to clubs, but not

 Required by District.  

10.  Annual Club Report

These reports are required from each Club.  In the event that your Club does not have a formal Committee as noted above, the Club President should complete the Committee form to detail the activities.  

Time Frames

All club Committee Chairmen submit their reports to Club President by May 1.

Club President produces an Annual Club Report from this information.

Club President forwards all Committee Reports noted above and Annual Club Report

to Area Director by May 10.

Area Director uses the information to complete the Area Director Report.

Area Director forwards the Club Committee Reports and Club Annual Report to appropriate District counterpart by May 20.

District counterpart uses the information to complete the District Report.

District counterparts forward reports to District 12 Governor and to Zonta International by June 1.  

As we do great things in District 12, please report your activities.  

