
Annual Report Submission 

Date: [Insert Date] 

To: [Recipient's Name] 

[Recipient's Title] 

[Recipient's Organization] 

[Recipient's Address] 

Dear [Recipient's Name], 

We hope this message finds you well. We are pleased to submit our annual report for the year 

[Insert Year] for [NGO Name]. This report outlines our activities, achievements, and financial 

performance over the past year, highlighting the impact we have made in [specific area or 

community]. 

Attached to this letter, you will find the detailed report, which includes: 

• Executive Summary 

• Program Activities 

• Financial Statements 

• Future Plans 

We believe that transparency and accountability are critical to our mission, and we welcome any 

questions or feedback regarding our report. Thank you for your continued support and 

partnership. 

Sincerely, 

[Your Name] 

[Your Title] 

[NGO Name] 

[Contact Information] 


