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ANNUAL REPORT TEMPLATE
All clubs, except casual clubs, are required to submit an Annual Report to the Club Program Coordinator, 
no later than the end of their Fiscal Year. The Annual Report is designed to be a transition document 
to help keep your club sustainable.

This template is to be used as a base for what to include in your Annual Report. Other additions can 
be made as per your club’s discretion.
At a minimum your annual report MUST include:

	□ The names and contact information of the outgoing and incomoing Club Executives
	□ A list of all Memebers current to the end of the Fiscal year
	□ A summary of all Club Events
	□ Current Copy of the Club Constitution

Club Contact Information
The Club Program Coordinator MUST receive updated contacts for the club’s incoming executive 
team. Without this, a club is considered inactive until current contact information is provided.

Outgoing Club Executives

President

Name: 						   

Phone: 					   

E-Mail: 					   

Vice President

Name: 						   

Phone: 					   

E-Mail: 					   

Treasurer

Name: 						   

Phone: 					   

E-Mail: 					   

Other Executive: 

Name: 						   

Phone: 					   

E-Mail: 					   
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Incoming Club Executives

President

Name: 						   

Phone: 					   

E-Mail: 					   

Vice President

Name: 						   

Phone: 					   

E-Mail: 					   

Treasurer

Name: 						   

Phone: 					   

E-Mail: 					   

Other Executive: 

Name: 						   

Phone: 					   

E-Mail: 					   

The British Columbia Institute of Technology Student Association (“BCITSA”) is committed to the 
protection of Personal Information. The BCITSA has developed a Privacy Policy in conformity with 
and subject to the applicable requirements of the Personal Information Protection Act, SBC 2003, 
c 63
(“PIPA”). The BCITSA does use service providers, as defined in the Privacy Policy, which may host 
data outside of Canada. Any personal information that is volunteered may be stored on servers 
outside Canada. However, any Personal Information collected, used and disclosed by BCIT to BCITSA 
pursuant to the BCIT Agreement, is to be dealt with in accordance with the relevant provisions of 
the Freedom of Information and Protection of Privacy Act, RSBC 1996, c 165.The complete Privacy 
Policy (SL-6) can be viewed here: https://www.bcitsa.ca/policies. If you have any questions about 
the BCITSA privacy policy or procedures please contact the Privacy Office by emailing privacy@
bcitsa.ca. By completing this form, you consent to the collection, use and disclosure of your personal 
information as described above.

By completing this form, you consent to the collection, use and disclosure of your personal information 
as described above. Outgoing Club Executives

Membership List
On the following page please provide a list of all members from the past year. Include additional 
pages if necessary.
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Full Name BCIT Program Year of Schooling
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Membership List
Most clubs have annual staple events that have become a tradition for the club. Please provide a 
detailed list of all events hosted by your club this year.

Event Date Date Loction Budget
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Additional Information
The following information is not required to be provided in your club’s annual report, however, keeping 
track of this information on an annual basis can certainly improve the success and functionality of 
your club.

What were the Club’s Biggest successes this year?

															             

															             

															             

															             

														            

What were the Club’s Biggest successes this year?

															             

															             

															             

															             

														            

What were the Club’s Biggest successes this year?

															             

															             

															             

															             

														            


