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What is the purpose of 
writing a Chapter 

Achievement Report?



Report 
Writing 101

Why write a CAR?
• Showcase accomplishments
• Self-assess how the year went & 

how to improve next year
Writing Resources

• Reporting guidelines
• List templates
• Essay guidelines
• Quick guide



Chapter Achievement 
Report Quick Guide



CAR Quick Guide
• The 3 “I’s”

• Innovation – creative & 
unique

• Involvement – who 
participated & how

• Impact – what was the affect 
of the activity

• CAR sections break down
• Pro Tips 



How to use the 
CAR quick 
guide



How to use the 
CAR quick 
guide



Chapter 
Achievement 
Report 
Guidelines



CAR Guidelines

• Overview of Awards program
• Requirements for recognition
• Description of divisions, eligibility, & awards
• Awards selection & presentation
• CAR submission instructions
• Access to reporting form
• Appendices



CAR Guidelines

What’s required?
• Chapter constitution/bylaws
• Chapter goals & objectives
• Advisor submission confirmation
• Photographs & supplemental materials
• CAR form 
• Optional sections:

• Most Improved 
• Innovative Programming



CAR submission form







List 
Templates





Essay 
Guidelines



Essay Guidelines

What do these tell me?
• Detailed descriptions of the 3 

“I’s”
• What kind of events & activities 

to report



Writing the 
CAR



Writing top tips

Do’s & Don’t’s
• Do highlight the 3 “I’s”
• Don’t forget who your audience is
• Do showcase the events you’re most proud of
• Don’t include events that haven’t occurred yet
• Do verify your essays & documents answer the question
• Don’t keep writing for the sake of “meeting” the word count



Writing top tips
files & supporting documents

Pro Tip

How to name your files
• School_goals
• School_OTCeventname_1
Example:
• Albany_budget
• UF_OSUDtakeback_1



Writing top tips
common confusion



“local” or “chapter 
specific” activities / 
projects should not 
include any nationally 
recognized operations

Writing top tips
common confusion



When entering 
numbers, double 
check that they make 
sense

Writing top tips
common confusion



What happens after CAR 
submission?



Feedback 
Calls



Feedback Calls

Why should I do a feedback 
call?
• Opportunity to meet with 

ASC liaison
• Talk through strong points of 

your report & ways to 
improve for your next one

• Another chance to ask CAR 
writing questions & get some 
more pro tips!



What feels like the 
biggest barrier to writing 
your report?



Where are you in your CAR 
writing process & what does 

your plan look like?



What would be the most 
helpful in getting 

started & successfully 
writing your report?



Q&A



Chapter Achievement Report Workshop

Maggie Davis
mdavi159@uthsc.edu

Thank You to Our Supporter!


	Slide Number 1
	Meet your presenters
	Thank You to Our Supporter!
	Agenda
	What is the purpose of writing a Chapter Achievement Report?
	Report Writing 101
	Chapter Achievement Report Quick Guide
	CAR Quick Guide
	How to use the CAR quick guide
	Slide Number 10
	Chapter Achievement Report Guidelines
	CAR Guidelines
	CAR Guidelines
	CAR submission form
	Slide Number 15
	Slide Number 16
	List Templates
	Pro Tip
	Essay Guidelines
	Essay Guidelines
	Writing the CAR
	Writing top tips
	Writing top tips
	Writing top tips�common confusion
	Slide Number 25
	Writing top tips�common confusion
	What happens after CAR submission?
	Feedback Calls
	Feedback Calls
	What feels like the biggest barrier to writing your report?
	Where are you in your CAR writing process & what does your plan look like?�
	What would be the most helpful in getting started & successfully writing your report?�
	Q&A
	Chapter Achievement Report Workshop

