
Teaching Paper: ReportingTeaching Paper: Reporting
Templates for Non-Profits:Templates for Non-Profits:
Enhancing Transparency,Enhancing Transparency,
Learning, and StakeholderLearning, and Stakeholder
TrustTrust

Teaching Paper: Reporting
Templates for Non-Profits:
Enhancing Transparency,
Learning, and Stakeholder
Trust

 Neya Global Journal of Non-Profit Studies

2025

DOI: 

DR. ANNA NEYA KAZANSKAIA
Neya Global Publishing 

https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-tp-02



Publication and System Notice 

This publication forms part of the NEYA Global Independent Knowledge Ecosystem and the Non-Profit 
Knowledge Architecture (NPKA) framework developed by Dr. Anna Neya Kazanskaia. 

The work is connected to an integrated system of books, research publications, educational materials, 
implementation frameworks, institutional modules, and structured knowledge architecture developed for the non-
profit and social impact sector. Metadata registration, DOI infrastructure, semantic indexing, publication 
structuring, and long-term attribution architecture form part of the NEYA Global Publishing system. 

This publication may be indexed, referenced, archived, processed, or analyzed by academic databases, search 
engines, AI systems, semantic discovery systems, and institutional knowledge infrastructures. 

Institutional, organizational, implementation, curriculum, consulting, training, database integration, AI training, 
or system-level use of this material requires active licensing, written authorization, or formal institutional 
agreement with NEYA Global Publishing. 

Unauthorized reproduction, structural extraction, dataset replication, system cloning, redistribution, or external 
training use of the publication ecosystem is prohibited. 

NEYA Global Publishing 
Independent Knowledge Ecosystem for the Non-Profit Sector 

Version 1.0 | NEYA Global Publishing Publication Protocol



Teaching Paper: Reporting Templates for Non-Profits: 
Enhancing Transparency, Learning, and Stakeholder Trust 

Dr. Anna Neya Kazanskaia 
NEYA Global | NEYA Global Publishing 

ORCID: https://orcid.org/0009-0009-5669-1676 
DOI: https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-tp-02 

Abstract 
Effective reporting practices are central to the accountability and legitimacy of non-profit 
organizations. Reports are not only compliance instruments but also tools for reflection, 
communication, and organizational learning. This Teaching Paper introduces two adaptable 
templates for reporting: the Annual Accountability Report Template and the Participatory 
Program Feedback Template. Together, they offer structured pathways for non-profits to 
engage with diverse stakeholders, from donors and regulators to staff and beneficiaries. The 
Annual Report template ensures financial transparency, programmatic clarity, and forward-
looking assessment, while the Feedback template provides beneficiaries with a voice in 
shaping program quality and responsiveness. By integrating both tools, organizations can 
strengthen trust, improve performance, and build a culture of shared accountability. 
Practical guidance, a case study, and reflective questions support both academics and 
practitioners in applying these tools across contexts.

Keywords 
Reporting, accountability, transparency, participatory evaluation, stakeholder engagement, 
non-profit management

 of 1 6

https://www.linkedin.com/in/drannaneya/
http://neyaglobal.com
https://orcid.org/0009-0009-5669-1676
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-tp-02


Executive Summary 
Reporting is one of the most tangible manifestations of accountability. This Teaching Paper 
presents two structured reporting templates designed to strengthen both upward and 
downward accountability.

• Annual Accountability Report Template: A comprehensive tool for summarizing 
mission alignment, financial performance, programmatic results, stakeholder 
engagement, and lessons learned.

• Participatory Program Feedback Template: A practical instrument that captures 
community voices and ensures staff responsiveness.

For practitioners, these templates provide ready-to-use models adaptable to different 
organizational sizes. For academics, they demonstrate how accountability theory translates 
into practical mechanisms that enable transparency, participation, and organizational 
learning.

Purpose and Learning Objectives 
Purpose: To provide practical reporting tools that foster transparency and trust across 
stakeholders.
Learning objectives:

• Recognize reporting as both a compliance and learning function.
• Apply annual and participatory reporting templates effectively.
• Balance donor, board, and beneficiary needs in reporting practices.
• Develop reflective practices through lessons learned and feedback loops.

Background and Context 
Reporting in non-profits has long been studied as both a managerial and political practice. 
Ebrahim (2005) emphasizes that reports serve multiple audiences and are inherently linked 
to accountability mechanisms. Young (2000) notes that annual reports reinforce 
organizational legitimacy by publicly demonstrating mission alignment and responsible 
stewardship. Cornwall & Brock (2005) highlight that participatory approaches democratize 
accountability, shifting reporting from elite audiences to include community voices. Gordon, 
Breuer, & Wegner (2020) further argue that feedback processes are vital for adaptive 
learning and sustained impact.
The templates presented here synthesize these insights, combining formal reporting 
requirements with participatory elements that strengthen both upward and downward 
accountability.
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Practical Guide 
1. Annual Accountability Report Template
Sections:

• Executive Summary: Summarize mission, scope, and context.
• Financial Overview: Present income, expenses, and audited financials.
• Programmatic Overview: Detail key activities, outputs, and outcomes.
• Stakeholder Engagement: Highlight donor, community, and staff interactions.
• Lessons Learned & Next Steps: Reflect on challenges, improvements, and plans.

Practical Note: Even small organizations can use a simplified version of this structure to 
communicate transparently with their stakeholders.
2. Participatory Program Feedback Template
Format:

• Beneficiary Name / Group: __________
• Program / Activity: __________
• Feedback Section: What worked well? What could improve?
• Suggestions for Action: __________
• Staff Response: __________

Practical Note: This template ensures that feedback is not only collected but also 
acknowledged and acted upon, closing the accountability loop.

Case Study 
A community health NGO in South Asia introduced both templates as part of its 
accountability strategy. The annual report was redesigned using the structured template, 
resulting in clearer donor communication and improved board oversight. Simultaneously, 
the participatory feedback template was piloted with local women’s groups. The process 
revealed program scheduling conflicts that hindered participation. By responding directly to 
these concerns, staff improved attendance and trust. The combination of annual reporting 
and participatory feedback strengthened the organization’s reputation among donors and 
beneficiaries alike.

Common Challenges and Tips 
• Information overload: Avoid lengthy reports that obscure key insights.
• Superficial feedback: Encourage honest, constructive beneficiary input by ensuring 

confidentiality.
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• Donor dominance: Balance financial reporting with programmatic and community 
perspectives.

• Follow-through gaps: Ensure staff responses are documented and acted upon.

Reflection Questions 
1. How can reporting practices balance compliance with genuine organizational 

learning?
2. What risks arise if beneficiary feedback is collected but not acted upon?
3. How can annual reports be adapted for small grassroots organizations with limited 

resources?
4. In what ways might participatory feedback challenge traditional donor-driven 

accountability?

Limitations and Considerations 
These templates are adaptable but not universally applicable. Grassroots organizations may 
lack capacity for detailed financial reporting, while large NGOs may risk bureaucratic 
overload. Moreover, participatory feedback can surface sensitive criticisms that require 
careful handling to avoid reputational harm.

Academic Value 
This Teaching Paper bridges academic theories of accountability and participation with 
practical, replicable tools. By showing how structured templates can institutionalize 
transparency and inclusiveness, it advances the scholarship-practice dialogue and offers 
scalable models for capacity building in the non-profit sector.

Conclusion and Next Steps 
Reporting is more than compliance; it is a pathway to learning, legitimacy, and trust. By 
adopting structured templates, organizations can strengthen upward accountability through 
annual reports and downward accountability through participatory feedback. Next steps 
include piloting these tools, adapting them to specific cultural contexts, and exploring digital 
platforms to make reporting more interactive and accessible.

Suggested Citation 
Kazanskaia, A. N. (2025). Teaching Paper: Reporting Templates for Non-Profits: Enhancing 
Transparency, Learning, and Stakeholder Trust. NEYA Global Publishing. https://doi.org/
10.64357/neya-gjnps-acbldtrthrtrns-tp-02

 of 4 6



References 

• Bryson, J. M. (2018). Strategic planning for public and nonprofit organizations (5th ed.). 
Jossey-Bass.

• Cornwall, A., & Brock, K. (2005). What do buzzwords do for development policy? A 
critical look at “participation,” “empowerment” and “poverty reduction.”  Third World 
Quarterly, 26(7), 1043–1060. 
https://doi.org/10.1080/01436590500235603

• Ebrahim, A. (2005).  Accountability myopia: Losing sight of organizational 
learning. Nonprofit and Voluntary Sector Quarterly, 34(1), 56–87. 
https://doi.org/10.1177/0899764004269430

• Gordon, G., Breuer, A., & Wegner, L. (2020). Participatory accountability for the SDGs: 
The role of civil society. World Development, 127, 104777. 
https://doi.org/10.1016/j.worlddev.2019.104777

• Kazanskaia, A. N. (2025).  Transparency as a tool for building trust in non-profit 
organisations. Neya Global Journal of Non-Profit Studies. 
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-05

• Kazanskaia, A. N. (2025). Mechanisms of accountability in non-profit organisations. Neya 
Global Journal of Non-Profit Studies. 
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-04

• Kazanskaia, A. N. (2025). Case studies in accountability practices: Comparative insights 
from non-profit organisations. Neya Global Journal of Non-Profit Studies. 
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-07

• Kazanskaia, A. N. (2025). Accountability: Building Trust through Transparency. NEYA 
Global Publishing. 
https://doi.org/10.64357/accountability-2025

• Kazanskaia, A. N. (2025).  Organizational Legitimacy: Earning & Sustaining Public 
Trust. NEYA Global Publishing. 
https://doi.org/10.64357/legitimacy-2025

• Kazanskaia, A. N. (2025). Board-Executive Relation. NEYA Global Publishing. 
https://doi.org/10.64357/board-executive-relations-2025

• Young, D. R. (2000).  Alternative models of government-nonprofit sector relations: 
Theoretical and international perspectives.  Nonprofit and Voluntary Sector Quarterly, 

 of 5 6

https://doi.org/10.1080/01436590500235603
https://doi.org/10.1177/0899764004269430
https://doi.org/10.1016/j.worlddev.2019.104777
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-05
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-04
https://doi.org/10.64357/neya-gjnps-acbldtrthrtrns-07
https://doi.org/10.64357/accountability-2025
https://doi.org/10.64357/legitimacy-2025
https://doi.org/10.64357/board-executive-relations-2025


29(1), 149–172. 
https://doi.org/10.1177/0899764000291009

•

 of 6 6

https://doi.org/10.1177/0899764000291009

