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Michigan Dental Hygienists’ Association
2310 Jolly Oak Road 
Okemos, Michigan 48864-4599 
517-381-8557 
517-349-5818 FAX 
Joyce Losen, MDHA Association Administrator
Guidelines for Preparing MDHA Annual Reports

Your cooperation is needed in making MDHA Annual Report a document that will be a credit to the Association and all its entities!

In a effort to standardize reports, the authors are asked to follow the format attached.  The list of committee personnel should include all credentials as well as each individual’s component affiliation.  
List all of the strategies (from the Strategic Plan) that were assigned to the council.

To ensure uniformity, the final report should be printed in Arial 12 pitch with one inch margins on both sides of the paper.

If you have any questions regarding this standardized format, please Joyce Losen, at Central Office at:  517-381-8557 or email, joyce@mdhatoday.org.  We are confident that our combined efforts will result in a professional report that will be easy to work with and a pleasure to share with others.

Michigan Dental Hygienists’ Association

ANNUAL REPORT Template
name of Officer, Council, Task Force, Committee, other

COUNCIL PERSONNEL:  ______________, RDH (Central)
___________________________________, RDH (Washtenaw)







, RDH (Oakland)

________________________________________________________

MEETING DATES AND LOCATIONS:
List -month, date, year, location
· Body of report begins here in block form using various headings for topics.  

· Please do not use bold type or all CAPS

· Spell out the name of any organization or body prior to using its acronym or abbreviation.

· Be as comprehensive as possible

· One of the first paragraphs should read:


Pursuant to the House of Delegates and Board of Trustees meetings of October 
xxxx, the following charges were assigned to me/ this council:

· 1. 

· 2.
· 3. Etc.

· Explain or list significant activities for the year

· Reference all recommendations made to the Board of Trustees (BOT)

· Recommendations (be as specific as possible)

Date submitted:
The purpose of Annual Reports is intended as an overview of your activities for the year.  You may add a disclaimer that if the reader wants to review specific actions, recommendations and proposed action plans, they may contact you, the council chair, or trustee, who will have the minutes of meetings or other back-up information in their files.

