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GENERAL REQUIREMENTS FOR FINANCIAL STATEMENTS 
in accordance with the Grant Agreement
Financial statement of organization on the costs within the project consists of two parts: a report in electronic form and report in paper form. The data in the electronic report must match the data and be supported by documents provided in the paper report.
1. PROCEDURE FOR SUBMISSION AND APPROVAL OF FINANCIAL STATEMENT
For the preparation of the financial statement the Organization provides blanks of financial statement that are adapted to the budget of the Purchaser, in the form of an Excel file with the name "Budget_Name of Purchaser.xls." When submitting a report the Purchaser shall specify in the file name the sequence number of the report in the "Statement_Name of Purchaser_01.xls", "Statement_Name of Purchaser _02.xls" and " Statement_Name of Purchaser _03.xls" format.  For example, a file with the second report of a Sources organization will be entitled "Statement_Sources_02.xls."
In accordance with the Donation Contract, the Purchaser shall submit the financial report to the Organization. The electronic financial report must be submitted within 10 calendar days after the end of the quarter. Financial statement on paper must be submitted within 15 calendar days after the end of the quarter.
The electronic financial report is regarded by a responsible specialist from the Organization’s department of financial management to examine data for compliance in different parts of the report and the accuracy of the formulas. If there are any comments, the expert returns the electronic report for the Purchaser to revise.

Paper financial report is passed to a responsible specialist from the financial management department of the Organization to examine these requirements, the provisions of the Donation Contract and the legislation of Ukraine.

Remarks on the identified deficiencies and correctness of the report composing are provided to the Purchaser in the form of the auditor's report within 30 calendar days after receiving of the paper report. All comments and points of the auditor's report are mandatory for execution by the Purchaser within the period specified in the audit report; the state of their implementation should be reflected in the letter of reply on behalf of the Purchaser and supported by relevant documents. The report is adopted by the Organization after receiving exhaustive replies to all the deficiencies identified in the audit report.

2. PREPARATION OF REPORT IN ELECTRONIC FORMAT
2.1. Prepare a table of expenditure during the reporting period in accordance with the approved Budget (see the Appendix to the Donation Contract)
In the expenditure table all expenses made during the reporting period in the appropriate column and according to budget items must be indicated. Table of expenses is cumulative form, i.e. the data of each subsequent report shall be entered in the appropriate column, reflecting thus the overall picture of expenditure within the project of Purchaser.
When completing the expenditure table it is necessary to indicate the source of funding for each budget item.
If during the period there was a need of funds redistribution within the project to articles that were not included in the approved budget, please send a letter of redistribution which has a substantial and financial justification for such redistribution. After receiving an approval from the Charity Organization The Good Deeds International Charity Foundation, approved changes will be made ​​to the financial statements form by a responsible specialist from the financial management department of the Organization.

Example of completing a “Table of expenses” (excerpt)
[image: image2.png]387N _Bee moxameo_final [Pexan cosmecrimoc] - Microsoft Excel -5 x

) oo oo coom ooe  Goemmm 6 @- 7 x
& - = V b | G=Boaswts - E -
Times NewRom - 110~ | A" A | = Oumii - e 4
s [ @& A = (@ %o ok i, co | P | s
o | a B0 AT - | e oroeroe " copemaonem comn o
g consemn e oottt et || ooomar~ || O Somien siatame
I R e e s Son PR
o5
=
e s
w27 - & =
= s T T : F o " T s =5
2 |DiHaHcoBMI 3BIT
2
2
2
=
5 e | suosiene e
e ey ot ey o
A T | e | wiors | coumirony | s |0
7 ToA.*10 ociiaens"2 ari) 800,00} 800,00} 800, ﬂﬂ' -| 100,00%
[KomnsioTep & romnnexti ‘"”“ﬁ"r“ym’“ N10.13 | Kourw npoexty wr 1
8 Ta obnagwana 5 000,00 5 000,00 5 000,00 -l 100,00%|
IppacTpyrTypa owTH npoeH wr T T
9 Tpurep CANON Ta ofnagrarns no2 S oy, ! 1.200,00| 1.200,00| 1200, ﬂﬂ' 100,00%|
MoniTop ans kommoTepa IngpacTeyTyPa N10.13 Kowrw npoexty wr 1
10 Ta oBnagransa 1.420,00) 1420,00] 1420,00] -| 100,00%
N IppacTpyrTypa owTH npoeH wr T T
[ et e A ; o P | i oond
MoG.renedon NOKIA. ‘"”“ﬁ"r“ym’“ W1043 | Kourw npoexty ur 1
12 Ta oBnagnarina 400,00} 400,00} 400, ﬂﬂ' el 100,00%|
e P R ; -
P I by S 4. ol e ] e
ButpaTi na T T
I e = ML S L }
@ B 200 s I . ncord
ButpaTi na T T
[— [T VR [P R
e B snc wned|_o0n . ncord
ButpaTi Ha T T
ep— | oy | snscwiemecor| e |
© i Lssoo0 sssoo] 1o . ncord
BuTpaTi Ha T T
[O—— e | s | ey | o |2
@ i s wned|_o0n . ncord
BuTpaTi Ha T T
[— e | s | ey | o |2
© e
£
z
o ——
2
z
) e ——
S

W4 v W[ Turyneva | TaGnmus ewrpar . Toasun ~ Cnncok onepawii . Insewrapwuii nncr .~ Kowrparewtn ¥ AL m

Toroso | =0 e





2.2. Prepare a list of operations performed during the reporting period in a chronological order (from the start and end date of the reporting period) and according to the forms provided by the Organization.
The list of operations is formed on the base data on the movement of funds in separate bank accounts of the project.

At the top of the table the initial balance (p.1) according to the bank statement is to be indicated.

The next graph (p.2) shows the recorded data on revenues from the project at the Benefactor of project on the account during the reporting period. 

The separate column (p.3) includes all other revenues on this account (passive income received in return of excess cash funds, erroneously credited funds, etc.).
In the following item (p. 4) will be shown the total amount of expenses during the reporting period that corresponds to the amount which was referred to at the end of the table “List of operations” – “Total expenses during the reporting period”. The amount will be included automatically.
Moreover, according to the structure of the table, all bank transactions are listed that occurred in the account during the reporting period in a chronological order, specifying the date of payment, the number and name of the document confirming the payment (e.g., payment), and the description of the operation is noted (e.g., payroll for August 2011).

In the “Document Number” and “Document Title” columns the following financial documents must be indicated, depending on how the expenses were made:

• In case of cashless payment - number of payment orders;

• In case of cash payment - number of outgoing cash orders;

• Bank charges - bank statement (without number of document).
In the “Budget Items” column one needs to choose from the drop-down list in the cell the budget item to which the payment is referred. In the next column the same choices must be made regarding the expenditure category, and then - on the type of expenditure (in accordance with the approved budget). Please note: if one transaction (payment) refers to several budget items, this operation should be described in details. For example, if one payment covers three budget articles it should be divided into three corresponding parts and specified in three lines of the operations list.
At the bottom of the transaction list in a separate graph (p.5) all other costs are included that occurred during the reporting period (for example, by using own funds, which were referred to as the initial balance at the beginning of the project, either through passive income).
In the following graph (p.6) the amount of the balance in cash / corporate account is stated.
Data on the current balance of the project (p.7) will be included automatically.

 

The following graph (p.8) states the balance of the bank account according to the statement on the last day of the reporting period.
If there is lack of the lines provided to describe all the costs, you can insert extra ones. For this purpose at the bottom of this page an "Add Line" button is provided. With it you can insert additional lines with all necessary formulas. If a new line is inserted in the wrong place, you can rearrange it by completely highlighting the line, cutting and pasting it in the right place, but just before the "Total expenses during the reporting period” line, otherwise correctness of the calculations will be violated.

If there are extra lines, you can remove them all except the last one.

How to fill in "List of Operations":
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2.3. Prepare an inventory list of fixed assets and non-current tangible assets of low cost that were purchased with the project’s funds
In the list of fixed assets should be noted ALL the fixed assets and non-current tangible assets of low cost for which funds were paid for current project during this reporting period.

The "Inventory list" financial statement is funded and completed during the term of the current project year.

If during the reporting period the Purchaser did not purchase any new fixed assets and  non-current tangible assets of low cost, you will still need to provide an inventory list with updated data as of the reporting date.

If the Purchaser did not purchase any fixed assets and non-current tangible assets of low cost under this program at all, the report must include an empty inventory.
2.4. Prepare a list of counterparties with whom settlements took place during the reporting period, according to the form provided by the Benefactor.
In the list of counterparties it is necessary to provide data on all the counterparties with whom settlements took place during the reporting period, noting all the information according to the form.

 The list of contractors does not need to include the labor costs of the project executors, the amount of daily allowance, one-time public transport ticket and banking services.
2.5. Prepare a title page of a financial report with the following basic information:
· Date of report submission;

· The name, address, phone, fax, email of project manager and accountant of the Purchaser for resolving potential issues related to the financial statement for the project;

· Balance in the bank account as of the beginning of the project.
Then follows a block, in which aggregate information on the financial report should be specified. It should be noted how much money has been transferred to the account of the Purchaser in the reporting period. The amount of the reported funds for the corresponding period will be affixed in the table automatically after the expenses table is filled in. Further on, it is necessary to note the accrued bank’s interest for the account of the project, the remaining deposit in the cash register (or on the corporate card account) as of the date of reporting and the balance in the bank account at the end of the reporting period. The current account balance and the difference between the actual and estimated balance is calculated automatically, so these lines are not necessary to fill out. If there is a discrepancy, it should be explained in the next line. If the explanation for the differences is substantial in size, it should be included in the accounting reference document.
2.6 Prepare copies of the accounting documents which confirm the spending of the grant funds in accordance with the financial report structure described below.

Prepare copies of the accounting documents which confirm the spending of the grant funds in accordance with the financial report structure described below. Copies of accounting documents must be filed in a folder without using office paper clips, staples or stapled files. Copies of accounting documents should only be made on A4 sheets.

Copies of accounting documents should be organized according to the structure and order of articles of the approved budget of the project. Categories of costs according to the budget of the project are as follows:
· Remuneration of labor
· Technical assistance

· Trainings

· Healthcare goods and equipment 
· Medicines and pharmaceutical products

· purchasing and supply costs
· Infrastructure and other equipment

· Publishing and communication expenses

· Monitoring and evaluation

· Goods for sustaining life of clients/target group

· Planning and administration costs
· The costs of supporting the organization
The report shall be accompanied by the following applications:

These must be added to every report:

· Copies of bank statements from the bank account during the reporting period;

· Copies of bank statements from the corporate card account if during the reporting period there was a movement on this account;

· Table of cash flow in the corporate card account;

Copies of the cash book during the reporting period without breaks with clearly highlighted operations of the project;
Applications related to the period of reporting:

· Document confirming the calculation of cash limit on the basis of calculation of establishing the balance of cash in the cash register (its form is given in Appendix 8 to Regulation № 637) and it must be mandatory approved by an internal order of the organization (always submitted at the time of submitting the first financial report and in the case of changes in cash limit);
· In case of absence of orders for making payment, an order that regulates the procedure of the organization’s director giving orders as to the payment procedure at the expense of the project funds (must be submitted at the time of submitting the first financial report) is issued; 
· If purchase of goods / works / services demands a tender (payment to the supplier, total value of the approved budget is equal to or is over 4 000.00 UAH). - Copies of the minutes of meeting of the tender committee and tender offers, filed in accordance with the requirements at the choice of suppliers.
· In case of conducting a tender at the choice of the supplier of goods for sustaining customers’ lives (food rations, hygiene kits, etc.), the Purchaser is obliged to invite to participate in tender and enter into appropriate agreements only with Ukrainian trade networks that specialize in selling these products;

·  In case if business entities participated in the tender at the choice of suppliers of works / services that do not apply to goods for sustaining customers’ lives, then copies of certificates of state registration and payment of the single tax, extracts from statistics, reference documents from the State Tax Service with a list of activities, payment document for payment of the tax, license (if activity is licensed), justifying the inclusion of these tender offers, shall be attached to tender offers;

· In case of conducting a tender for procurement of goods / works / services for the entire project year, documentation on the tender results should be provided only in the first financial report;

· Copies of letters about the redistribution of expenditure, containing a meaningful and financial justification of such a redistribution, with the Charity Organization The Good Deeds International Charity Foundation decision-makers’ approval;

· Copies of documents confirming the expenses made with their own or borrowed funds and with passive income;

· Accounting reference document on the discrepancies and changes in the use of budget funds or other non-standard situations that arose during the implementation of the project and are reflected in the accounting statements. Explanatory memorandum shall be verified by the signature of the organization’s accountant.

· Documents confirming the organization’s own contribution to the implementation of the project according to the approved articles.

3. SUPPORTING DOCUMENTATION
According to the Articles of the Budget it is necessary to provide the following copies of supporting accounting documentation:
4. Other budget items
If the expenses were made by cashless payment :
· Document, confirming the order of the organization’s director on making payment using Grant funds (administrative order, authorization document, resolution of the organization’s director on the invoice, certificate of completion, etc.).

· Invoice (if payment is made on the basis of an invoice).

· The contract for provision of services / works / lease etc. (if payment is made on the basis of the contract, the cost sheet must be an integral part of it). If the calculation is regularly carried out under the contract throughout the project, a copy of the contract should be given only when reporting the first payment.

· A payment order, which refers to the number of grant.

· Invoice or work/service completion certificate with compulsory specification of the expenses.

· A copy of the document confirming that the organization from which the services were ordered has the right to engage in such activity (license, patent, etc).

· If the services are provided by individuals - entrepreneurs (business entities), copies of certificates of state registration, single tax payment, extracts from statistics, certificates with a list of activities from the tax authority, in which the an entrepreneur is registered for tax accounting, payment document for payment of the tax, license (if activity is licensed) must be provided.
· Write-off certificates in accordance with the actually incurred expenses.

If the expenses were made by cash payment:
· Administrative order for payment execution from the funds of the grant.

· Cash receipt
· Cash issue note
· Report on the use of funds provided for a business trip or funds to reported for in the due form containing the list of expenses and mandatory copies of all documents referred to in the report (cash receipts, cheques, agreements, if they provide for payment by cash, with documents to agreements listed in the "cashless payments" paragraph (see above), if the services are provided by a business entity - copies of certificates of state registration, single tax payment, extracts from statistics, certificates with a list of activities from the tax authority, in which the an entrepreneur is registered for tax accounting, payment document for payment of the tax, license (if activity is licensed).
· Write-off certificates of material assets according to the actual costs incurred. 
To confirm the expenses related to the implementation of business travel as part of the project the following documents are required to provide:

· Administrative order on arranging travel allowance at the expense of the grant.

· Cash receipt

· Cash issue note

· Business trip permit.

· Report on the use of funds provided for a business trip or to report for in the due form containing the list of expenses and mandatory copies of all documents referred to in the report  report (cash receipts, cheques, agreements, if they provide for payment by cash, with documents to agreements listed in the "cashless payments" paragraph (see above), if the services are provided by a business entity - copies of certificates of state registration, single tax payment, extracts from statistics, certificates with a list of activities from the tax authority, in which the an entrepreneur is registered for tax accounting, payment document for payment of the tax, license (if activity is licensed).

·  If the trip was abroad, it is necessary to add an invitation, copy of passport (passport sheet that confirms the identity and mark on crossing the border).
The costs of providing charitable financial assistance to customers
· Statement of release and acceptance or statement of distributing the material aid signed by recipients, completed in an approved form, when providing this assistance to adult customers of the project;
· Statement of release and acceptance or statement of distributing the material aid among children signed by adults (parents, guardians, etc.) completed according to the approved form when providing such assistance to children;

·  Write-off certificates of material assets under the statement of release and acceptance or the statement of distribution.
Costs associated with conducting of activities (training, self-help groups, promo events, roundtables, work meetings, etc.)
· Order of the organization’s director to conduct an event. If the event is held on a regular basis, an order on approving a schedule of events must be provided;

· The program of the event;

· Estimated costs of the event with an obligatory reference to the number of persons;

· Registration form of participants with their signatures and contact phone numbers (for training participants);

· Copies of magazines of conducting self-help groups for the relevant reporting period;

· List of participants certified by the signature of the responsible person (all the other events);

· Estimate of actual costs (composed after an event is conducted, it indicates the actual costs incurred with the obligatory reference to the number of persons);

· If the training services are provided to a business entity, in addition to copies of state registration certificates, single tax payment, extracts from certificates with a list of activities from the tax authority, in which the an entrepreneur is registered for tax accounting, payment document for payment of the tax, license (if activity is licensed) copies of the original documents, showing expenses incurred by the business entity for the event, must be provided; 

· If the event is held by the organization itself, it is necessary to provide write-off certificates for items purchased for the event;

· If food services during the events were paid, a menu approved by the supplier of such services must be provided.

· Documents confirming services of hotel accommodation must refer to the number of persons and the cost of the hotel rooms.

5. REPORT PREPARATION
Print out all report forms and have each of them testified with the signature of the organization’s director, of the project manager (if any), the organization’s accountant, project accountant (if any) and the seal of the Purchaser.
Please note that by leaving their signature on the report forms, the director and accountant of the organization certify that grant funds are not being used for projects funded by other donors, and the distribution of the financial support by the Purchaser between donors is transparent, fair and justified.
Report forms are composed as follows:
· Title page;

· Table of expenses during the reporting period;

· List of operations during the reporting period;

· Inventory sheet;

· List of contractors.
To these reporting forms copies of supporting documents must be attached. To facilitate the work with the report it is recommended to divide the supporting documents in accordance with the budget articles by pages with titles.
After forming a complete set of copies of the supporting documentation it is necessary to number the documents starting from 1, including the cover page of the report. If possible, the Purchaser can make an extra copy of the report for his/her personal archive and future work on the report.
Expenses that are not reported appropriately will not be taken into account. Reports that are not submitted according to the requirements above will not be considered and will be returned to the Purchaser for improvement.


