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Guidance notes

Community radio licensees are required to complete an annual report for two principal
reasons. Firstly, Ofcom needs to check whether stations are delivering on the key
commitments set out in their individual licences. Secondly, Ofcom also needs to check
whether a licensee has stayed within the financial limits imposed by its licence, both in
relation to advertisement and sponsorship income, and in relation to the statutory 50% limit
on income from any other single source.

Ofcom will also use information submitted within the reports to inform its community radio
policy. This year (2007) it will also use the information to inform a review of the sector to
date and to provide information to the Department of Culture Media and Sport.

The community radio annual report comes in two parts. A Word [.doc] document for
reporting against key commitments and an Excel [.xIs] spreadsheet for financial reporting.
Both the Word document and the Excel spreadsheet are being distributed to stations via e-
mail./

Community radio licence holders that went on air before 1 January 2007 should complete
both sections of the report.

The annual report covers the 12 months ending 31 March 2007. If you have not been
broadcasting for the full 12 months, but have been broadcasting since 1 January 2007 you
should still complete the form for the period that you have been on air. For stations which
have not been broadcasting for a full year, Ofcom will not use the partial figures provided to
assess compliance with the financial restrictions of the Community Radio Order 2004. Such
stations will be contacted again once they have been broadcasting for a full year.

The Word document should be completed with reference to these notes of guidance.

e Please provide the details required. In relation to station launch date, this should the
date at which you began to offer your community radio service, i.e. after the
completion of any test-transmissions.

e For each section, you should fill in the first box with your key commitments, copied
from your key commitments document; in the second box you should report back
your progress against those key commitments. If you require an electronic copy of
your key commitments document, please e-mail Elaine Woolford
(Elaine.woolford@ofcom.org.uk).



e For section 2.2 (programming) you should also include your average number of live
hours per month. If your average has changed substantially over the year (e.g. your
station has increased capacity during the year) you should give the average for the
preceding three months but state this clearly.
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e The purpose of this section is for you to explain the contribution of volunteers to the
operation of the station. You should include:

o The number of volunteers, and what roles they perform — e.g. ‘3 on air
volunteers, 2 administration volunteers, 1 technical volunteer’;

o Approximate number of hours worked on average per volunteer per month;

o Ifthere is great variation between the amounts of time different categories of
volunteers give, please explain this. If there is any other information you think
will help Ofcom in understanding the input of volunteers to your station,
please provide it here.

¢ Please tell us what you believe are your station’s major achievements over the year.
This will help us build a picture of the various community benefits which stations are
providing.

e Please tell us what you believe have been the biggest difficulties your station has
faced over the year. Ofcom may publish this information but in summary form only. If
you want your response to this question to be treated in confidence, please mark so
clearly.

%

Each community radio licensee should publish a copy of its completed key commitments
Annual Report Form on its website, and/or make it available in printed form. You may
choose to exclude section 2.12 (significant difficulties) from the public version, but all other
details should be made available. Community radio licensees which do not have a website
should make the non-confidential sections available in hard copy by written request. Ofcom
may publish information taken from the form on its website, excluding the confidential
sections. Whilst keeping station-specific financial information confidential, Ofcom may also
publish information drawn from the confidential sections in aggregated form. Ofcom may
also publish financial information in aggregated form and reserves the right to publish
specific financial information where a station is found to be in breach of the requirements of
the Community Radio Order.
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The Excel financial spreadsheet should be completed with reference to these notes of
guidance. If you need to provide additional clarification, background information or detalil,
please give this in Section Three towards the end of this word document, where space is
provided for additional information.



If your community radio station is part of a larger group the financial information you provide
should reflect the finances of the station itself. Where necessary it would be helpful if the
commentary provides details on how any apportionment (split) was carried out. For
example, if a member of staff works for two day in the wider project and for three days a
week on work related directly to the operation of the station this should be counted as 60%
of a full-time equivalent. The work related to the wider organisation should not be included.

The licensee should complete the worksheets labelled ‘Start’ and those named ‘Steps 1-5'.

If after we have received the completed forms we are unsure about any aspects we may
seek further information, clarification or explanation to help us understand your activities.

Complete the station name and licence number.
Period End — all information should be provided up to 31 March 2007.

C — this should be up to 12 months of data. Some stations will have less than
12 months of data if they have not been broadcasting for that long. Enter how many months
of operation the period relates to.

For stations providing 12 months of data, Ofcom will use the data provided to check
compliance with the restrictions on income (i.e. sources of income and percentage of
advertising and programme sponsorship). Ofcom will not formally check compliance at this
stage from stations providing less than 12 months worth of data, but such stations should
still complete all worksheets.

Ofcom will check compliance with income restrictions after 12 months. This will mean that
those stations submitting less than 12 months worth of data will be asked to provide further
information at some point after they have been on air for one year.

)] — enter the date of the financial year end of the company that holds the
community radio licence. This may be different from the March year end that Ofcom is
requesting data for.

If you have completed end of year accounts (audited or otherwise) which cover all or
part of the twelve month period to the 31st of March 2007, please provide a copy when
submitting these documents to Ofcom.
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This worksheet needs to be completed in order to populate the output worksheets. For each
income and expenditure category a breakdown should be provided where relevant.

Ofcom has tried to include the income types it is aware of in the income section. Do not
assume that you will need to fill in each section! Most community radio stations will only
receive some of these forms of income.

Definitions of income types:

On-air advertising: income or other financial benefit received in return for
broadcasting any advertisements on the radio service. This would include the value



of any contra arrangements, for example commercials broadcast in return for another
service, such as free rent or promotional packages.

Programme sponsorship: income or other financial benefits received in return for
including any programme sponsorship on the radio service. As with on air
advertising, this would include any figure for contra arrangements.

Station sponsorship: income or other financial benefits received in return for having a
sponsor for the station, for example “Station FM in association with Brand X”.

Off-air advertising: this would include, for example, advertising on the station’s
website.

Other sponsorship: this may include for example sponsorship of events held by the
licensee, or sponsors messages appearing on any promotional vehicles.

Grants: grants received from any awarding body in the year. This should only
include amounts relevant to the year to March 2007. If required, further details and
conditions attached to grants should be provided in section three of this Word
document.

Service contracts / Service level agreements (SLAS): these may include agreements
with relevant statutory or voluntary sector organisations for the delivery of output of
social benefit, in return for funding.

Fundraising: income received from fundraising events — for example from concerts.
This is distinct from income received from “events” below.

Events: income received in consideration for the station’s presence or assistance in
putting on an event, for example turning on the Christmas lights, attendance at fetes,
discos, etc.

Donations (Individuals): income received from individual donors. The five largest
donations must be disclosed under note 10, and any donations received from
employees or directors of the company and their associates must also be disclosed.

Donations (Organisations): income received from organisational donors. The five
largest donations must be disclosed under note 11, and any donations received from
organisations with trading relationships with the company must also be disclosed.
This includes donations received from any subsidiary companies.

Education and training: income received in return for the provision of education and
training courses. This would include for example, the provision broadcasting or
media literacy training for which a fee is paid.

Membership schemes: fees received in return for being a member of a scheme
created by the community radio company. For example, if the station operates a
paid-for membership scheme for its volunteers, include details of such income here.

Broadcast access fees: income received from programme providers who pay a fee to
the community radio licence holder in order to broadcast their programme or show.
For example a community interest group pay be a fee to broadcast a weekly show
and details of such income should be recorded here.



Merchandising: income received from the sale of items such as mugs, T-shirts, car
stickers and similar promotional items.

In Kind support: the value of services and other inputs provided to the station other
than in monetary form should be included here. For example this section might
include the value of accountancy services provided or the value of a salary paid by a
third-party for a seconded worker. Do not include the value of volunteer inputs here
as these are dealt with in this separate Word document.

Other income: Detail any sources of income not included above. Provide a
description of the type of income in this section and use section three of this
document to provide any other background information as appropriate.

Notes 1-5 of Step 1 require a breakdown of the number of clients. For example if seven
companies advertised on the station in the period to March 2007, enter “7” in the relevant
cell. Under note 1 (on air advertising), please identify the five largest clients and include the
remaining spend in the “other” row. For note 2, off air advertising, a per category breakdown
of this should be provided. This may, for example, include website advertising.

Income items - notes 6-17 of Step 1. Income items should be broken down by either income
type or largest individual sources.

Each licensee should provide explanatory notes about the income generated, for example
giving more information on any grants received, details of any SLAs and information on
events that have been held.

In all cases where external commission is paid, this should be entered as a positive value in
the relevant cell.

Expenditure items - notes 18-29. A suitable breakdown should be provided for each cost
item. Some examples have been given. Many of these cost items will not require further
explanatory notes, but Ofcom’s attention should be drawn to any material or unusual items,
again by adding information to Section 3 of this word document.

Net interest — note 30. Interest paid should be entered as a positive value.

Surplus or deficit for the period — note 31. The licensee should provide further details on the
surplus or deficit, for example why it arose, what any surplus will be used for and how any
deficit is being managed.

*$ -

This worksheet allows Ofcom to check that the licensee has not received more than 50% of
its income from a single source. The ten largest sources of income should be identified in
descending order. If there were more than ten sources of income, any remaining income
should be amalgamated into “other income” so that the total is the same as the total income
under “output 2 - income and expenditure sheet”, i.e. the total income identified in Step 2
should match the total income from Step 1.

Where one source has provided funding in more than one way (e.g. via a grant and via
advertising) this should be identified. An example has been given but extra rows may need
to be inserted.

*f _



This worksheet shows a breakdown of paid staff into full time and part time. Ofcom has
identified some roles on the left, although there is space to include additional roles if those
given are not appropriate. Please do not include volunteer or in-kind staff in this section.

For both full-time and part-time staff the number of employees should be identified, along
with details of their total salaries, national insurance, pensions, commissions and bonuses, if
any, as paid by the station.

For part-time employees, provide an estimate of how many employees this represents in Full
Time Equivalents (FTESs) in row 36. For example two part-time employees working 4 hours
a day each, 5 days a week, is one FTE.

The total staff costs figure in row 38 feeds into the "Output 2 — Income & Expenditure” sheet.
0 * -

This worksheet provides a breakdown of any in-kind support received by the licensee, that
is, revenue which is received in services, support or time rather than in cash or other
monetary form. Ofcom has identified what it believes are the main types of in-kind support
(e.g. staff time) but there may be others.

For each form of in-kind support provide a summary of what is received and estimate what
the value of this is. The value of this non-monetary support is the cost you would otherwise
expect to have to pay for it. Provide details on the basis for the estimate given (column D).

Please do not include volunteer support in this section, volunteer input is included in the
word from.

1

This worksheet provides a breakdown of balance sheet items. It needs to be completed in
order to populate “Output 3 — Balance sheet”.

Ofcom has tried to make the balance sheet as simple as possible, and has provided some
examples of headings to use in the breakdown where relevant. Sometimes a breakdown
may not be possible in a meaningful sense, in which case repeat the name of the heading
and insert the value in the yellow cell. For example, if note 35 “trade debtors” cannot be
broken down, simply write “trade debtors” in the yellow cells and insert the appropriate value.

Not every heading will be relevant, for example some community stations may not hold any
stock (note 34).

Further details should be provided in the commentary for asset and liability items. Ofcom
would specifically expect to see details on fixed assets (note 32) and any terms related to
overdrafts (note 29) and loans (note 41) received. Details on any grants received (note 43)
should also be included in the explanatory notes.

Profit and loss account brought forward (note 45). If the company has been formed during
the year (e.qg. if the station has been on air for less than 12 months) the value here is likely to
be zero. Where a station has been broadcasting for more than 12 months, the figure here
would be the profit or loss in the period up to March 2006.
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Ofcom will use this output sheet to assess whether a community licence is compliant with
the rules on receiving advertising and programme sponsorship income. For most stations
this is a 50% limit although some stations cannot take any on-air advertising or sponsorship.
If the proportion of total income represented by advertising and programme sponsorship
exceeds the statutory limit (usually 50%), in section three of this Word document, provide an
explanation as to why this was the case.

% $ &"

Ofcom will use this output sheet to compare the performance of different community radio
stations and to gain an understanding of the types of income and expenditure that such
stations typically incur.

% . 2

Ofcom will use this output sheet to gain an understanding of the financial state of the
community station and of the wider sector.

1 3

This sheet ensures that the data has been entered correctly — checking that the income
totals entered in different places match up and that the balance sheet balances. Only submit
the templates if these cross checks all equal zero. A cross-check simply compares the
values in various sections to ensure that they match and cancel each other out. If there is
an error, deducting one figure from another will not produce a zero result.

If you are in any doubt as to how to provide the required information please contact
us for assistance.
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Wythenshawe FM
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PLEASE NOTE: The following sections are set out one question

per page. However, each section can be expanded to take as much
information as you need to provide.
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Output will comprise a varied schedule offering a broad music-based service with
community news and discussion in daytime on weekdays, with specialist music
output in the evenings and at weekends

* Output will typically comprise 80% music and 20% speech. The station is
aiming to increase speech content to 30% over the licence period. (‘Speech’
excludes advertising, programme/promotional trails and sponsor credits).

* The music output shall comprise a broad mix of chart and oldies in weekday
daytimes and specialist output at other times. Specialist music genres will
include: Rock, Modern African, Punk Rock, Funk/Soul, Northern Soul,

Reggae, Garage, R'n'B, Hip Hop, House, Drum n Bass, Country, Latin,

Gospel, Ambient, Jazz, Dancehall, Classical, Soul, Traditional African, Irish

and world music. The station will broadcast new music from the local
community, subject to availability.

» Speech output will include local and community news, features, interviews and
discussion on a wide variety of issues that affect the locality, and a soap opera
produced by the community.

* The output will typically be live for at least 10 hours per day. (Live
programming may include pre-recorded inserts, if applicable).

[Report back on your key commitments in relation to programming achievements
over the past year here. ]

The station has achieved the aims set out above for its programming.

Most of the music genres named above have had exposure on the station and some
local bands have even recorded original material at the station.

Speech output has included all the elements above. This has mainly happened in
daytime output, both in general magazine style programmes, in specialist
programmes such as the weekly ‘Community Focus’, as well as during subject-led
‘Theme Weeks'. The soap opera is not currently running although the station will be
producing new drama this year.

WythenshaweFM has broadcast an average of 16 live hours of radio a day, which,
over a 30-day month, gives a figure of 510 live hours a month.
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[Copy the relevant key commitments from your licence here]

* The station is community-focused and caters for a community which feels
underserved by existing broadcasters. Wythenshawe is an area of multiple
disadvantage and has a strong sense of identity.

[report back against your key commitments here]

There continues to be no other service directed to the interests of the residents and
workers of Wythenshawe.
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[Copy the relevant key commitments from your licence here]

* Programming will encourage participation via phone-ins in debates and
discussion programming. Guests will be a regular feature discussing issues
that matter to the community. The service will be a platform for the local
community.

[report back against your key commitments here]

There have been many avenues for listener participation in the output on WFM.
Phone-ins are complemented by the ability to text and email the studio. There have
been debates on a wide range of issues including anti social behaviour, domestic
violence and a ‘Question Time'—style outside broadcast that had senior members of
the local Regeneration Team answering questions from residents. Regular and ad-
hoc guests are also a regular feature of the output.
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[Copy the relevant key commitments from your licence here]

* The station will offer opportunities and training for the whole community,
including broadcast related courses and taster courses, promoting courses
with other training agencies and schools, and offering opportunities with other
community projects.

* The station will host open days to attract interest in training from the
community.

[report back against your key commitments here]

The station has excelled in its provision of training to a wide cross section of the
Wythenshawe community. There have been accredited Level 2 courses at the
station (NCFE Introduction To Community Radio Skills) which involved residents
enrolling with Manchester College of Arts and Technology and delivered by freelance
trainers . 28 learners took place in these courses in the current academic year with
at least a dozen in the preceding period. This provision was complemented by a
wide range of informal station training delivered by station staff to volunteers and
project-based training delivered by both station staff and freelances. Primary and
secondary schools have benefited from training at WFM as have agencies such as
the local Crime & Disorder team and staff from the Primary Care Trust.

Due to limits on space and staffing we have not been able to offer Open Days to the
general public this year. Many groups, school classes and individuals have been
able to visit the station, see it at work and talk to the staff, but not in the format of an
Open Day. The station has instead concentrated on a series of Outside Broadcasts
in community venues, part funded by the Home Office Volunteer Recruiting Fund.
These projects included raining delivered in community venues

12




[Copy the relevant key commitments from your licence here]

The station will adopt an open door policy. It aims to develop closer ties with
other community organisations such as Wythenshawe Regeneration Team,
South Manchester Primary Care Trust, whilst encouraging volunteer
participation from the whole community.

[report back against your key commitments here]

The station has continued with its open door policy and offers coverage for virtually
any event or service of relevance to the Wythenshawe community. Its link to the
Regeneration Team was strengthened by the debate mentioned above and by more
regular contact with its arts worker and youth liaison officer. The PCT has recently
re-started its regular programming on the station. WFM is particularly pleased with
the range of local volunteers who continue to work at the station.
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[Copy the relevant key commitments from your licence here]
n/a

[report back against your key commitments here]
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[Copy the relevant key commitments from your licence here]

Wythenshawe FM will:

* Offer taster courses in a range of training and skills

* Offer a range of training courses

* Develop a work experience scheme to enable work experience placements
* Train up to 30 volunteers per year in a range of skills

» Mentor volunteers to assist in development

* Host 3 open days per year

* Provide a platform to promote other community organisations

[report back against your key commitments here]

WFM has fulfilled all of the above expectations

The one exception to this has been with Open Days. Due to limits on space and
staffing we have not been able to offer these events to the general public this year.
Many groups, school classes and individuals have been able to visit the station, see
it at work and talk to the staff, but not in the format of an Open Day. The station has
instead concentrated on a series of Outside Broadcasts in community venues, part

funded by the Home Office Volunteer Recruiting Fund.
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[Copy the relevant key commitments from your licence here]

Wythenshawe FM will actively encourage feedback and comment regarding the
service by methods such as the following examples:

 The Friends of WFM, a group of volunteers, listeners and community
representatives

« Establish local steering groups of listeners that report back to the main
steering group

» The main steering group shall consist of a varied membership: 2 staff
members, 2 statutory group members, 2 community group representatives, 4
listeners and 2 volunteers

* Hold two public meetings per annum

» Ensure regular meeting with the volunteers

» Undertake surveys of the community

[report back against your key commitments here]

This has been a relatively weak area of performance for the station — mainly due to
lack of resources. However, there have been regular and very constructive monthly
meetings with volunteers as well as surveys of local views of the station. The open
door policy and general accessibility of the station also means that there are very few
barriers to the station for listeners to feed back their views to the station. The
steering group has had an inaugural meeting but needs more work to establish itself.

Given the fact that WFM should have better structures in place for local
accountability, we are happy to commit to the establishing the local steering group in
the course of the report year March’07-March’08, with clear devolved powers over
the running of the station (i.e. devolved from the Radio Regen Board). The work on
this has already begun and it is Radio Regen’s stated intention to maximise the local
autonomy of the station. At least one public meeting will also be held and a clear
path for the consideration of residents’ views on the station published.
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2.10  Volunteer inputs (see guidance notes on page 2)

About 50 volunteers work regularly, on air, on WFM, working an average of 15 hours
a month (including show preparation). There is also a small handful of volunteers
who perform off air support roles (e.g. play-listing and creating reports) who are more
likely to spend 40 hours a month at the station.

Projects (as opposed to regular programmes) also involve many more residents; the
soap opera, whilst not currently running would involve about a dozen people a week
for three hours on average. The OB’s would entail training an average of twenty
people to participate — there were four of these in this period.

Over a hundred primary school children were involved in the Lottery funded VE day
drama project and over a dozen senior citizens have been active in projects for their
age group.

If required, Radio Regen has a month by month breakdown of the hours spent by
volunteers on WFM projects and could provide this on request.
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There have been many significant achievements at WFM in this period and apply as
much to the people in the WFM team as the radio they have created.

Being one of the longest running community radio stations in the country is an
achievement in itself. Maintaining the (albeit overstretched) support for the residents
volunteering at the station combined with the skill and dedication of all the team at
WFM is also something that we are very proud of.

We are proud that when £70 cash was found in an envelope on the station floor by
two young volunteers that it was handed in and so returned to its rightful owner.

We are proud that another volunteer, with a history of mental illness, did a sponsored
swim to raise money for a much needed microphone.

The ‘Theme Weeks’ on subjects as diverse as Climate Change, Refugee Awareness
and Domestic Violence have disproved the stereotype of residents of disadvantaged
areas being apathetic — and created great radio.

We are proud of the many residents that have been successfully trained and
supported to make radio in their station and look forward to completing our eighth
year on air.

We are proud that diverse and high quality radio is made day in, day out by the WFM
team for a non-profit organisation that exists for the benefit of the local people.
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Do you wish this section to be kept confidential? No

The significant difficulties faced by WFM come under one heading: resources.

The demand for what the station does is consistently and substantially overwhelmed
by the lack of resources to fulfil it. Not only is money short but the lack of any funding
that is guaranteed beyond twelve months means that much valuable staff time is
wasted on the pursuit of funding when it could otherwise be spent directly serving the
station’s beneficiaries.

The station fully realises that it does enjoy strong support from key agencies such as
the Local Strategic Partnership, the NWDA and MANACT but the constant changes
in targets and funding channels erodes the productivity of this support.

The station was lucky to receive funding for ‘social enterprise development’ — which
was used to employ a full time business development officer (BDO). In short, the
experience here was that a lack of awareness of the benefits of community radio
meant that there were no ‘easy sales’. In the area, the lack of a thriving small
business sector also meant that the sale of spot ads was difficult. The station has
therefore taken the strategic decision to focus the work of the BDO on the pursuit of
contracts for public service delivery from mainstream agencies.

Another key difficulty is the lack of a pool of experienced workers to recruit from to
support the station’s work. Radio Regen has been very lucky with its recruiting — as
evidenced by the skill and dedication of the station staff — but the charity has to grow
its own specialists either from the ranks of its trainees or by learning on the job by
recruits from other fields such as the arts, mainstream broadcasting or regeneration.
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Additional Notes Relating to Excel
Spreadsheet Questions

Please use this section to add free-form notes which may help our understanding of the
information contained in the Excel financial spreadsheet.

. 1%C&

9 /
Neighbourhood Renewal Fund funding to provide general support for activities of
Wythenshawe FM (WFM).

C r 1 7&4 )
Grant for business development project to develop income generation from
advertising and SLAs by employing Business Development Officer.

%
Funding for part of Station Manager and Administrator. Amount included is grant
allocated to costs from Apr 06-Mar 07.

C r 1 7,9 1
Grant to purchase equipment (capital and small items) for WFM's current central
office/studio and to set up satellite training studio in an outlying area of Wythenshawe.

C / 1
'Food Futures' grant to run a programme of activity about food issues.

# 5 C

Grant to run a youth training project in summer holidays

Grant for delivery of climate awareness-raising community arts project. Grant amount
included is contribution to station's core costs ....

i 95
C r 1 ?
Educational campaign about school meals and healthy eating - 2,040
C LI | ?

Public consultation about Irwell City Park project (joint project with Salford City
Council) - 2,250

9 /
Public consultation and research re Manchester Local Area Agreement.

20



1 1
Consultation about Irwell City Park project (joint project with Manchester City Council)

& +

C . 5 ;
Fee for delivery of accredited radio training courses at WFM.

/ 39 1
Partnerships for Older People project to provide radio training to older people in
Wythenshawe.

C 5 A
Schools radio training project.

2 5 )

/ 39 1
Fee to give broadcast access to older people trained through above Partnerships for
Older People project.

C r 1
Fee from Council's Crime & Disorder Unit for broadcast of weekly show presented by
local community policemen.

&B/&, $;C4&

1 : - the Climate project is a Defra-funded project which is being
delivered at WFM in partnership with a local arts collective (UHC Design Ltd). The costs of
this project (Co-ordinator time, artists fees, partner costs etc) have been included separately
since they represent expenditure that is additional to the station's normal operational costs.

$,2 8, C//%4;

The contribution of Radio Regen's core staff to the running of WFM has been included as in-
kind support. Core staff costs are apportioned both by timesheet and according to WFM's
expenditure relative to other Radio Regen projects. WFM receives a considerable amount of
support from Radio Regen staff.

% include e.g. organisational membership fees, bank charges, Trustee expenses.

Query - should Radio Regen's contribution to WFM (funding the station's deficit and
providing core staff to work on the project) be included as a source of funding? (And should
the cost of 'donated' Radio Regen staff time etc be included as a station cost - currently
shown as an in-kind donation of 33,529?) The total financial contribution by Radio Regen to
WFM in the period is 56,704.
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2595, 1& D&&;

o 1 3 - no figure has been given for this since WFM does not have a
separate bank account - any funds would be held in Radio Regen's bank account

and are not separately identified.
- the amount shown represents grant funding held to cover

e ) <
undepreciated capital assets at the beginning of the period.
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Checklist

Please ensure that you have done the following:
¢ Read the Guidance Notes.

e Checked that all sections of both forms (i.e. this document and the accompanying
spreadsheet) are completed.

e Ensured that the declaration is signed and dated by a member of the board of the
corporate body which has been awarded the community radio licence, and that the
person has the authority to act on behalf of the board.

Then

Submit your form by email to communityradio@ofcom.org.uk and send one signed hard
copy to

Community Radio,

Radio Team (5™ Floor),
Ofcom,

2A Southwark Bridge Road,
London

SE1 9HA.

Annual report forms must be returned to Ofcom by [DATE].

[X] 2007 — Issue 1

24



