Understanding Reports
 There are 4 quarterly reports and one Domesday report 
1ST quarter:   Information from January 1 through April 1

2ND quarter:  Information from April 1 through July 1

3RD quarter:  Information from July 1 through October 1

4TH quarter:  Information from October 1 through January 1

Domesday:    Information from all four quarters…. It is a year end report 


 combining all information from all four quarters  

Due dates for the office of Chatelaine:

February 15 (Domesday and 4th  quarter)--- 2 Reports due

Domesday:  Information from all four quarters January 1 through January 1 

                      ---and a separate 4TH quarter report-----
4th quarter report information from October 1 - January 1 
May 15 (1st quarter)---Information from January 1 through April 1

August 15 (2nd quarter)---Information from April 1 through July 1

November 15 (3rd quarter)---Information from July 1 through October 1 
You will notice that the dates of information are different from the report due dates.  This gives you time to get the information gathered, reports to your Seneschal and to this office.  Due dates for your group are set up by your seneschal. I have extended the due dates so that it gives Seneschals time to get the information together if it is not prepared by their Chatelaine.  You can send your reports to this office at the same time your send them to your Seneschal…… the extension is just a courtesy.  

If you are going to be late with your report you must notify your Kingdom Chatelaine.

Reports are sent to your local Seneschal, and to the Kingdom Chatelaine.  Reports can be sent via email:  calontirchatelaine@yahoo.com or through the US postal service to the Kingdom Chatelaine the address is in the back of your MEWS.

It is your responsibility to keep copies of your reports and your office information for your local group.  If you use a computer, do not forget to keep a backup!  I speak from personal experience!!!
How and What to report 
USE THE REPORT FORMS on the website

Answer the questions on the report forms.  NUMBERS are necessary.  

Date/Quarter/Domesday:   I need the dates of information that has been used for report and the quarter your are reporting:  ie:  January 1 through April 1 2009   1st quarter report
Successes:  List any successes your group has had   ie:  got together and made new loaner garb for gold key and new people used them

Recruiting  activities  (how many)         ( I NEED NUMBERS HERE)
  Events ____   (events your group has hosted)
  Demos:

  

Recruiting only  ___   (where recruiting was your sole purpose..ie..went on morning show and talked about your group and the SCA, inviting people to come to your meetings)**remember to check with Media relations before doing anything with media or press!!!


      Community Involvement _______(where your group interacted with the community… ie:  demo at a school, library, mall, movie theatre  boosting their business and interests as well at that of your group and the SCA)

Number of new people  recruited:______________(people who have shown interest) 

Number of new members: ______________(people who have come and become a part of your group and or the SCA…they do not have to have an SCA membership to be considered a member of your group or the SCA)                                               

Local meetings and get-togethers  (your local populace meeting, fighter practices, sewing nights, anything that would be considered a local group or SCA get together…)_________

How often ____________________________(please list individually.. ie.  Populace meeting once a month, fighter practice one a week, sewing nights twice a month…. And so on)
Positive aspects: (Anything that you find to be a positive aspect of your position as Chatelaine or how the office of Chatelaine has made a difference
Concerns:  (Anything that concerns you in your office on a local level or as a Chatelaine in the Kingdom as a whole)
Ideas Comments Etc  (Anything you would like to change, comment on based on the local level, Kingdom level, or Society level in the office of the Chatelaine) 
