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GUIDELINES FOR CHAPTER REPORTS

Purpose:   To share and exchange information about initiatives, events and activities that have been carried out in the various chapters within your country during the year. 

Country Reports are due by the end of August and December each year.  

December:  
Send list of activities to CLAIR/JETAAi. (use CLAIR template)


August:
Send complete list as below to JETAAi (use THIS template)

Each Chapter within a country is responsible for writing a report on their Chapter’s activities. All Chapter Reports are sent to the respective Country Representatives to be compiled and forwarded to the Secretary of JETAA-I, who will format them into one single Combined Country Report.   The following is a template to use for completing your Chapter Report.
	LOGO

	CHAPTER NAME

	This section is used to describe your chapter (delete this red bit and feel free to add more) 

JETAA XXXX is XXX years old and has a membership of XXX.  Our subchapters includes XXXX (if applicable).  Newsletters (frequency, online/print), Timing of elections of Executive Officers, Decisions affecting the Chapter.

	Event
	Date 

Short Description

	Event
	Date 

Short Description

	Event
	Date 

Short Description

	Event
	Date 

Short Description

	Future Events:
	Date

Short Description

	Website
	http://www.jetaabc.ca

	Contact
	Main Contact Email (if applicable) 

	
	President                        
Vice-President           
Treasurer                    
Secretary          

(insert positions as required)           
	email
email
email
email
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EVENT NAME
	PHOTO OF EVENT

(If appropriate)

	1. Please pick one event/ initiative undertaken this year (or late last) which has been particularly successful and could be replicated by other chapters. This could include for example, JETAA participation in a local festival, a photo competition your chapter has run, a successful way your chapter has sold advertising in a newsletter , a knock out session at the Pre-departure orientation - 

ANYTHING which you can give as a "gift" to other chapters which will make your chapter stand out as examples to our peers around the globe. 

2. Write a 1 page synopsis including:

· short description of what you did for the event/initiative 

· who were the stake holders involved (eg. festival organisers/members/Japanese businesses in the area) 

· factors that made the event a success 

· tips that you would give other chapters who may want to try this in their own country 



	(optional) best contact e-mail if another chapter would like more information


