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DISTRICT REPORTING GUIDELINES 
 
USE THE FOLLOWING INFORMATION TO COMPLETE THE DISTRICT PARTICIPATION SUMMARY REPORT 
FORM: 
The guidelines listed below are intended to help clarify the Citizenship Teacher Award reporting process and to ensure that all par-
ticipation and expenses incurred by Posts/Auxiliaries are completely and accurately reported for proper credit: 
 

DISTRICT PARTICIPATION SUMMARY REPORT FORM 
 

POST NUMBER List each Post by their Post number that participated and submitted a Post winner to District for judging in this 
box. 
POST AUXILIARY Does the Post have an Auxiliary? Indicate with a yes or no in this box. 
NUMBER OF PARTICIPATING SCHOOLS Indicate how many schools participated in the Post program. NUMBER OF 
NOMINATED TEACHERS There is one winner for each category, K-5. 6-8 & 9-12. SCHOLARSHIP AMOUNT List total 
amount of honorariums given to Post winners. 
ADDITIONAL MONEY SPENT Total amount spent to promote program and recognize winners. 
 

GRAND TOTALS SECTION 
NUMBER OF POSTS and AUXILIARIES List total number of Posts and Auxiliaries that participated in their respective box. 
TOTAL NUMBER OF PARTICIPATING SCHOOLS Add up all the entries submitted to all listed Posts. 
TOTAL NUMBER OF TEACHERS ADVANCED Add up all of the Post winners advanced to District judging from each Post. 
AWARDS AND ADDITIONAL MONEY SPENT Total dollar values of awards presented to award participants at 
Post level.  All additional monies spent in conducting their program (banquet, gifts, medals, citations, etc.). 
MONETARY VALUE OF DISTRICT CONTRIBUTIONS DISTRICT SCHOLARSHIPS Amount that the District gave in 
awards to the District winner(s). 
DISTRICT ADDITIONAL EXPENSES All additional monies spent in conducting the program at the District level 
(banquet, gifts, medals, citations, etc.) 

SIGNATURES 
SIGNATURES OF THE DISTRICT CHAIR, AUXILIARY PRESIDENT AND DISTRICT COMMANDER ARE NEEDED TO 
VERIFY AND CERTIFY REPORT IS COMPLETE AND ACCURATE. 
 

District Chairman: The District winner’s materials that should be forwarded to State Headquarters (immediately after the District 
judging is complete). They are: 
 

The Post Summary Report Form from every participating Post. 
 
District winner(s) original entry form with resumes, and essay. 
 
Teacher Advancement Form with all signatures from post and District. 
 
Good quality head and shoulders 5 x 7 or 8 x 10 color photograph . Emphasis photograph (color copies or low grade computer 
printouts will not be accepted). 
 

The completed and signed District Summary Report Form. 
 
 
 
 

Each District may submit only one winner for each 
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