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“I leave the Institute in your 
hands; you will sustain it.” 

St. Mary Euphrasia 

 
 

“Thoughtlessness and 
imprudence in administration 

are capable of ruining us.” 
St. Mary Euphrasia 
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Definitions 
 
x Account: a record of monetary transactions. 

x Accountancy: the process of recording, 

classifying, and reporting the financial 

transactions. 

x Actuals: the amount spent up to date of a 

specific budget line or a budget category. 

x Allocation: the share of costs proposed 

to/granted by a specific donor. 

x Application: the process of elaborating, 

writing and submitting a grant to a potential 

donor. 

x Audit: an examination of records, procedures 

and activities of an organisation, resulting in 

a report on the findings. There are two main 

types of audit: Internal Audit (undertaken for 

the benefit of those inside the organisation, 

ie trustees and management, and run usually 

by internal resources), External Audit 

(primarily for the benefit of those outside the 

organisation, eg stakeholders and funders, 

and run by external independent auditors). 

x Budget Category: an aggregate of costs of 

the same nature (eg Human resources, 

Equipment, Recurring Costs, etc.) 

x Budget Code: the unique code related to a 

specific budget line.  

x Budget Item: the single components of a 

budget. 

x Budget Line: the line related to a budget 

item, including code, description, total cost, 

planned and actual expenditures. 

x Budget Monitoring: the on-going process 

aiming to ensure that resources are used for 

their planned purposes and are properly 

accounted for to internal or to external 

bodies. 

x Budget: an estimation of income and 

expenses over a specified period of time and 

with regard to a specific donor/grant. 

x Cash flow: the difference between cash 

received and cash spent in a period 

x CFO: Chief Financial Officer 

x Classification of budget lines: the process of 

linking specific budget items to specific 

variables (such as the Thematic Area, 

Geographical Area, the Budget Category, etc) 

x Costs analysis and mapping: the process of 

assessing the resources needed for the 

implementation of the activities, in terms of 

quality, quantity and timing. 

x Disbursement: the act of sending to the field 

the funds related to the program. 

x Donation in kind: a contribution to a 

project/program made in the form of goods 

or services, rather than a cash grant or 

donation. 

x Donor: a person, organization or agency, 

which donates for the program. 

x Double funding: the bad practice of taking 

funding from more than one source of 

income or donor for covering the same 
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budget line. In the best case, it is unethical, in 

the worst is illegal. 

x Eligibility criteria: it refers to minimum 

requirements set by the donor for being 

admitted to a grant’s application. 

x Eligibility Period: is the time frame following 

the eligibility date stated in the approval 

document of a specific grant. It is important 

to determine which expenses are eligible, 

and therefore reportable to the donor, and 

which are not. 

x ERP: (Enterprise Resource Planning) is an 

integrated management tool that GSIF uses 

to collect, store, manage, and interpret data 

with regard to different sets of activities. 

x F&A: Finance and Administration  

x Financial forecasting: an estimate of future 

financial outcomes for a project/program. 

x Financial Planning: the process of estimating 

income, expenses and allocation over a 

specific period.  

x Funding Plan Section: it is a specific table 

included in every Strategic Financial Plan for 

mapping out the sources of funds for the 

current and estimated future activities of the 

program. 

x GAAP: Generally Accepted Accounting 

Principles. 

x Grant: funds that are disbursed to a recipient 

or organization by a government 

department, foundation, or corporation to 

fund a specific project/program. Every grant 

may have a narrative description, a budget, 

and guidelines for management. 

x GSIF: Good Shepherd International 

Foundation 

x MDO: Mission Development Office 

x M&E: Monitoring and Evaluation 

x NGO: Non-Governmental Organization 

x OLCGS: Sisters of Our Lady of Charity of the 

Good Shepherd 

x Overheads: overhead costs refer to all costs 

that are not directly related to a 

project/program. This includes, for example, 

administrative costs and cost related to 

fundraising. Normally costs like rent, 

insurances and salaries of people concerned 

with the running of the organization (i.e. 

secretary, accountant etc.) would be 

considered overhead cost. Overheads usually 

do not need to be reported to the donor by 

supporting documents.  

x Overspent: it happens when we spend more 

than the planned/approved amount for a 

specific budget line.  

x PM: Program Manager 

x PO: Program Officer 

x Procurement: The process of purchasing 

goods and services.  

x Program: refers to multiple projects aiming 

to impact in a wider area and with no specific 

limits of time.  

x Project: a set of activities related to specific 

outcomes over a specific and determined 
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period of time, usually related to a specific 

grant. 

x PSP: Policies, Standards and Procedures 

x Reporting: the process of producing financial 

reports, which disclose the financial status to 

different stakeholders. It is usually referred to 

a specific grant/donor and in specific formats. 

x Restricted funds: Income which has 

conditions attached to how used, usually 

with a requirement to report back to the 

donor. 

x Reversal/Recovery cost: Reversals/Recovery 

costs refer to costs that are incurred by GSIF 

as direct or indirect expenses for a project 

(experts, filed-visits, F&A support, M&E 

support, etc.) and which can be allocated on 

a budget or on a grant and funded by the 

donor. Unlike overheads, these costs must be 

reported to the donor. 

x RM: Regional Manager 

x Spending: the act of using the financial 

resources for the planned purposes.  

x Statutory audit: The annual external audit as 

required by law. 

x Strategic Financial Plan: The tool GSIF uses 

for strategic financial management. It 

complements the Strategic Plan. It is multi-

annual (3 years or 5 years, depending on the 

specific situation) and it includes the cost 

mapping, the forecast timing of the expenses 

of the budget items, the monthly register of 

the expenses, the monitoring section of the 

expenses and the funding plan section.  

x Supporting document: a written information 

attached to agreements, contracts, financial 

report, financial statements, procurement 

processes, etc., such as receipts/invoices, 

contracts, minutes, etc., to provide backup 

and depth in order to have a robust 

justification for every F&A event. 

x Underspent: it happens when we spend less 

than the planned/approved amount for a 

specific budget line. 

x Unrestricted funds: Income with no 

conditions related to their use. 

x Variance: The difference between the 

planned and the actual amount of income or 

expenditure. It can be in % or in value. 

x Voucher: is an internal supporting document, 

which does not guarantee traceability. The 

extensive use of this type of supporting 

document can expose to high risks and many 

donors does not accept this type of 

supporting document.  

x Yearly or Annual Financial Plan: part of the 

Strategic Financial Plan related to a specific 

year.  
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PART 1: General provisions 
 

1.1 Purpose 

The GSIF Finance and Administration Manual describes the financial standards, policies, 

procedures, and guidelines for ensuring accountability on effective and efficient use of funds. The 

procedures are aimed to give all levels of the organizations (including the Board of Directors) accurate, 

complete and timely financial information. 

The implementation of this Manual is essential for the successful achievement of GSIF’s 

objectives as we conduct our activities morally, ethically, and in the spirit of public accountability and 

transparency, and in conformity with applicable laws, regulations and practices.  

This Manual has been designed to suit specifically the financial and administration 

management practices at GSIF, and the general principles and essential features are applicable to all 

resources no matter their source (e.g. grants, internal solidarity funds, individual donations, etc). 

This Manual is not exhaustive but provides a framework for Finance and Administration within 

the organization. The guidance in this Manual should be used in conjunction with other policies and 

procedures specified from respective donors. 

Compliance with this manual is also required, where applicable, to local implementing 

partners receiving grants or funding from GSIF. In particular, this manual must be attached as an 

integral part to the MoUs signed with the implementing partners. 

Given the specific role of GSIF in the OLCGS constellation, and given the high impact that the 

local partners’ F&A performance might have on the general accountability, it is strongly recommended 

the use of this Manual, together with other tools (video-tutorial, trainings, etc.) for capacity 

development. Past experiences in capacity development have shown that the most effective trainings 

have involved the whole team of a project and not just the F&A staff. All GSIF staff must be familiar 

with the PCM and F&A processes of GSIF so that they can capacity build the local partners on the 

processes and completion of the SFP methodology.  Journeying with the local partners is very 

important. 

At the same time, we acknowledge that this Manual requires the user to have some basic F&A 

skills as well as Excel skills. 

It is not an easy task and you need a high level of zeal.  
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As circumstances and requirements change, the manual should be reviewed and updated to 

take into account potential new donor regulations, tax law regulations, as well as new developments 

in the accountancy profession and changes in the organization. 

This Manual has been approved by the GSIF’s Board of Directors and is used to govern all 

matters related to F&A management. The principles included in this manual are in addition to, and not 

a substitute for, the ethical guidelines recommended professional societies or associations, national 

laws, including applicable regulatory agency rules and regulations, and Good Shepherd policies. 

Each member of staff is responsible to adhere to these Manual.  
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1.2 The 4 pillars of Finance and Administration at GSIF 
We should consider the four pillars of Financial and Administration Management not only as a 

“donor’s request” or simply as useful “characteristics” for rising our profile in the global competition for 

resources. We should consider them as core values that are part our identity.  
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Transparency is the 
contrary of opacity. It is a 
way of operating that 
makes easy for others to 
see what actions we are 
performing and how.  
According to the Guidelines 
for the Administration of 
Assets in the Institute of 
Consecrated Life and 
Societies of Apostolic Life, 
“transparency is critical to 
the efficiency and 
effectiveness of the 
Mission”. 
Nevertheless, transparency 
can also involve risks. In 
case of doubt, it is always 
convenient to make a 
costs/benefits analysis and 
chose the correct approach 
in order to maximize the 
transparency and, at the 
same time, to manage the 
risks involved (i.e. sensitive 
data and information). 

Accountability means 
capacity to answer, to give 
account for what has been 
done. It’s the assumption of 
responsibility for actions 
and it includes the 
obligation to report, explain 
and be responsible for the 
consequences of the actions 
undertaken. 
Accountability Standards 
have been set up 
internationally (INGO 
Accountability Charter, 
AccountAbility's AA1000 
series, Humanitarian 
Accountability Partnership 
2010 standards, etc.).  
We can refer to two main 
type of accountability: 
- Downward 

accountability 
Being accountable to the 
beneficiaries, to the 
people we aim to help.  
- Upward accountability 
Being accountable to the 
donors, to the public 
opinion, to the public 
authorities, etc. 

Compliance means 
conformity with certain laws, 
rules or standards. It indicates 
accordance with the specific 
instructions issued by the Law, 
by Sector Authorities, 
Certification Bodies as well as 
Internal Regulations and 
Procedures.  
Being compliant also means 
being able to demonstrate 
compliance by keeping 
records of relevant events, 
having policies and 
procedures, and providing 
evidence that people are 
taking responsibility for 
compliance in order to 
mitigate the risks.  
There could be different levels 
of compliance: 
- Legal compliance 
(national and international 
laws and regulations). 
- Governance compliance 
(mechanisms and processes 
set up by our organization 
such as policies, internal 
regulations, Child Protection 
Policy, etc.). 
- Grant compliance 
(donors’ guidelines and 
policies). 
 

Ownership is taking the 
initiative to bring about 
positive results. 
It means not waiting for 
others to act, and caring 
about the outcome as much 
as an owner of the 
company would. 
It is being accountable for 
the results of your actions - 
that are of the highest 
quality and delivered in a 
timely manner. 
Taking ownership shows 
others that they can trust 
you to do the right thing. 
Ownership involves 
responsibility, vision and 
expertise. 
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1.3 What is Financial Management1 
Financial management entails planning, organising, controlling and monitoring the financial 

resources of GSIF to achieve its objectives. 

Financial management to an NGO is rather like maintenance is to a vehicle. If we do not put in 

good quality fuel and oil and give it a regular service, the functioning of the vehicle will suffer and not 

run efficiently. If neglected, the vehicle will eventually break down and fail to reach its intended 

destination. 

At the heart of 

financial management is the 

concept of financial control. 

This describes a situation 

where the financial resources 

of an organisation are being 

correctly and effectively used. 

This will only happen if strong 

and relevant financial policies 

and procedures are put in 

place. 

In many NGOs, 

financial management has a 

low priority, characterised by 

poor financial planning and 

monitoring systems. But NGOs 

operate in a rapidly changing 

and competitive world. If they 

are to survive in this 

challenging environment, they 

need to develop the 

confidence and skills to manage effectively their financial resources. 

 

 
1 MANGO - A Handbook for NGOs, 2013 

Top 10 Reasons for good Financial Management 
 

1. To be accountable to the people who give us money: With good financial reporting 
systems, it is easier to show donors and supporters that we are using their money for 
the purpose intended. 

2. To be accountable to the communities we work with: We have a moral obligation to 
show that funds raised in the beneficiary community’s name are being used correctly. 

3. To be able to produce financial statements for regulatory bodies: As part of the 
registration process, NGOs are required to be accountable for the money they raise and 
spend. 

4. To minimise fraud, theft and abuse of resources: Good financial management includes 
internal controls. When these are in place they help to stop fraud and protect the staff 
as well as the assets. 

5. To plan for the future and become more financially secure: We have to plan to make 
sure we have enough money to carry out our objectives now and in the future. Budgets 
help us plan for projects and manage cash. Financial information helps us to identify 
potential financial risks and the need for savings (reserves). We need financial 
information about where we are now and where we want to be in the future, to help 
identify our long-term financing needs. 

6. To enable staff to make better decisions on the use of funds: Complete, up-to-date 
and timely project monitoring reports enable project managers to plan their activities 
according to the budget available and take decisions to fulfil objectives. Good cashflow 
management enables activities to be planned, items purchased when needed and staff 
paid on time. 

7. To achieve the objectives of the organisation: Good financial management will give 
the management team and Board the information they need to ensure they are 
fulfilling the objectives of the organisation and following the strategic plan. 

8. To enhance the credibility of the organisation: NGOs that keep good accounts, create 
great budgets and produce accurate and timely financial reports, inspire confidence 
and trust in their stakeholders. This gives them an advantage over their competitors. 

9. To strengthen fundraising efforts: NGOs that present good budgets and audited 
financial statements with funding proposals are more likely to receive a favourable 
response. 

10. To get better value for our money: Financial information allows us to compare and 
assess spending plans to make sure we make efficient, effective and economic use of 
financial resources. 
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WHO IS RESPONSIBLE FOR FINANCIAL MANAGEMENT? 

Sometimes, we might have the impression that financial management is just about keeping 

accounting records. But accounting is just a small part of it. Rather, Financial Management is a 

fundamental organizational and legal aspect and it represents a crucial part of the programs’ 

management. Thus, it must not be seen as a separate activity left to finance staff. 

Being GSIF an incorporated Foundation, the legal responsibility of the overall GSIF financial 

management is on the Board of Directors and/or on its delegates, such and the Director and the 

Treasurer.  

At the operational level, the responsibility of the Projects/Programs financial management is 

on the Program Managers and the Regional Managers, who will coordinate with the F&A staff to carry 

out all the necessary duties and activities for sound and effective financial management. 

The Strategic Financial Plan Methodology (Chapter 2.2) and the SFP Process (Chapter 2.3) with 

the descriptions of the activities and steps, describe the different roles, perspectives and interactions 

on financial management.  
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1.4 The GSIF Accountability Framework 

The ability to provide accurate, complete and timely F&A information enables compliance with 

the rules and regulations of donors and other partners reporting requirements, as well as adhering to 

generally accepted accounting principles (GAAP).  This information also assists management to plan 

and coordinate their programmes effectively.  
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PART 2: Strategy in Financial Management 

See video tutorial at this link: https://youtu.be/EM3OHrZ9rdI.  

Strategy in financial management means shifting the focus from single projects to the whole 

program, from a single year to a multi-annual perspective. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

PROGRAM 

A Program is a set of projects and 
interventions over several years whose 
objective is a long-term response to the 

needs identified. It stems directly from the 
strategic plan. 

PROJECTS 

A Project is a set of activities and actions properly 
coordinated and with a high degree of autonomy 

which contributes to the achievement one or more 
objectives of the Program. 

STRATEGIC FINANCIAL PLAN 

It’s a strategic document that 
shows to every stakeholder the 

quantity of funding required, the 
breakdown and the timing of the 

expenses and the funding sources. 

BUDGETS 

A budget is an estimate of costs of 
every single components of the 

activities of a project. Usually it refers 
to 1 year. 
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2.2 The Strategic Financial Plan Methodology 
The most important tool GSIF uses for strategic financial management is the Strategic 

Financial Plan (SFP). It is an essential part of the strategic planning and it complements the Strategic 

Plan being its Financial Map.  

The SFP is multi-annual (3 years or 5 years, depending on the specific situation).  

The main functions integrated in the SFP are the following: 

1. Mapping the costs of the Strategic Plan; 

2. Forecasting income and expenditures for the whole Program; 

3. Recording the expenditures; 

4. Financial monitoring and control; 

5. Extracting data for financial Reporting; 

6. Forecast a funding plan. 

The SFP is like a box containing different financial information coming from various authors 

and from which various stakeholders take different financial information. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

With regard to the different roles, we can assume there are (at least) the following 

stakeholders of the SFP: 

 

SFP 

GSIF 
PMs/RMs 

Local 
Partners 

GSIF F&A Desk 

External 
stakeholders 
(auditor, donors, 
etc.) 
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x GSIF Director and Treasurer, who are formally liable to GSIF Board of Directors, to the Public 

Authorities and to the Donors for the robust financial management of the institutional activities. 

They are interested in having a good system of financial control. 

x GSIF Program Manager/Regional Manager, who is the reference person at GSIF for the overall 

management of the Program. She/he needs to have the overall financial picture of the Program in 

terms of planning, monitoring and controlling, and 

reporting. 

x GSIF F&A Desk, it is responsible for supporting the GSIF 

HQ Program Manager/Regional Manager and the Local 

Partners in the overall financial management of the 

Program; 

x Local Leader and Local Treasurer, who wants to have 

the overall financial picture of the Program for focusing 

on the sustainability of the program and controlling the 

adherence of the financial events to the Strategic Plan; 

x Local Program Manager, who is the reference local 

person for the Program at the local level. She/he needs to have the overall financial picture of the 

Program in terms of planning, monitoring and controlling, and reporting; 

x Local F&A Manager, who is responsible for supporting the Local Program Manager in the overall 

financial management of the Program. 

They all might be users of the SFP: by taking information from the SFP and putting information 

into the SFP. The majority of them take decisions based on what is happening in the SFP. 

In such a complex and multi-stakeholders picture, the main challenge relates to the Ownership 

of the SFP. Who is the “owner” of the SFP? Who is supposed for filling in, for its maintenance, for its 

revision, etc.? 

The approach that GSIF uses is the shared-ownership: it does not just mean that we are all 

owners but that every user is liable for its share of ownership as described in the following step by step 

procedure. 

In the case of GSIF local branches, it can be considered the use of software and tools (i.e. 

FAMAS in Nepal) that might be different form the Strategic Financial Plan, under the condition that 

these software and tools can guarantee features in terms of financial planning, accounting, monitoring 

and reporting which are equal to those of the SFP. 
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2.3 The SFP Process 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 1.3 
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Budgeting 

Applications 
Activity 3 

Step 4.1 
Updating the SFP and 

the ERP 

Implementation 
Activity 4 

Step 4.2 
Request of 
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Activity 1: Costs analysis and costs mapping 

The Strategic Plan is the road map from the needs of the community/beneficiaries to the 

outcomes of the program. This road map implies the identification of a set of activities and actions that 

need financial, human and material resources. Costs analysis and costs mapping means identify, 

quantify and allocate the funds needed for these resources to specific budget lines of the SFP, and 

organize these budget lines by categories (Human Resources, Equipment, Training, etc.). 

Although the ideal theoretical situation would require a needs assessment before starting any 

activity, it frequently happens that strategic planning takes place during the carrying out of activities 

that have been going on for some time. 

In these cases, if we plan to carry on with these activities, all costs related to ongoing activities 

must be included in the financial map of the SFP. 

Step 1.1 – Costs estimation & Standard Costs 

Step number 1.1 
Step name Costs estimation & Standard Costs 
Input • Strategic Plan and activity plan 

• Table of Standard Costs (Appendix A) 
• Local context analysis (market and legal) 
• Previous years actual costs 
• Pro-forma invoices 

Output Breakdown of cost categories and amounts needed 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission). The role of Local Partner should be key as its level of understanding of 
the local contest is supposed to be higher and could lead to a more realistic 
financial picture. 

Integration 
Points 

Desk Manager/Program Manager/Regional Manager/Country 
Representative/Local partner/F&A Desk/F&A partners’ local staff. 
 

Summary  
Program Manager, Regional Manager, Local partner 
would make sure and solicit a cost estimation based on 
realistic information. Cost estimation should not be 
based on opinion, common talk, hypothesis. Rather, it 
must take into account the actual costs of the previous 
years and the local context (i.e. local labor market, 
legal standard costs, inflation etc.)  
The F&A Staff will support the Program Manager, 
Regional Manager, Local partner in the step of Costs 
estimation & Standard Costs.  
 

Tools - SFP 
- Video tutorial at this link: https://youtu.be/m0a3c8nOims  
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Step 1.2 – Budget items classification and allocation 

Step number 1.2 
Step name Budget items classification and allocation 
Input • Residual funds from previous years 

• Budgets of approved grants 
• Co-funding availability from local partner 
• Earned income, if any 

Output SFP classification section completed 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Integration 
Points 

Desk Manager/Program Manager/Regional Manager/Country 
Representative/Local partner/F&A Desk/F&A partners’ local staff. 
 

Summary The classification and allocation of budget items is one of the most important 
aspects of the SFP. This operation keeps the SFP alive and is intended to be 
continuous for the following reasons: 

¾ In managing the program, it may happen that you need to shift funds from 
one budget line to another or from one donor to another (complying with 
the donor’s rule). In this case, you may need to duplicate the budget line 
in order to allocate part of that budget line to a donor and part to another 
donor; 

¾ When you are preparing the budget for an application for a grant, you 
filter the Donor column for “Unfunded” and you pick-up from there the 
budget items you are willing to submit to the donor. Now you need to 
change in the column Donor from “Unfunded” to “Proposal to Donor X” 
and in the column Status, from “Not Approved” to “Proposed”.  

¾ When a new project is approved, you need to change the column Project, 
by indicating the project name, and the column Donor (by changing 
“Unfunded” into the name of the approving donor). 

Program Manager, Regional Manager, Local partner would coordinate the 
classification of every single budget item with regard to a set of Variables relevant 
for the management of the program. These variables can be the geographical 
area, the outcomes (or thematic area), the budget category (HR, equipment, etc.), 
the project (if the budget line is already part of a grant), the donor (with regard to 
whom is paying for that specific budget line). These variables are not “permanent” 
and can be changing depending on specific needs of the program, in compliance 
with the donors’ requirements.    
The F&A Staff will support the Program Manager, Regional Manager, Local partner 
in the step of classification and allocation.  
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Tools - SFP 
- Video tutorial at this link: https://youtu.be/R-iP43FQQ9k  

 

Step 1.3 – Financial forecasting 

Step number 1.3 
Step name Financial forecasting 
Input • SFP 

• Program Activity Plan/Chronogram 
• Eligibility period of running grants 

Output SFP forecasting section completed and SFP Funding Plan updated 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Integration 
Points 

Desk Manager/Program Manager/Regional Manager/Country 
Representative/Local partner/F&A Desk/F&A partners’ local staff. 

Summary Once identified, quantified and allocated, the total amounts of every budget item 
should be spread during the months of the current year. At the bottom of the 
column of the month, you will have the total forecasted expenditures for the 
month and this will help you with the cash flow management. For the following 
years of the SFP it is sufficient to map the budget lines and indicate the total of the 
year.  
Program Manager, Regional Manager, Local partner would coordinate the monthly 
or quarterly forecast of expenditures for every single budget item.  
The forecast will take into account the eligibility period of the single grants (starting 
date and end date), the planned activities of the program and the chronogram. 
The F&A Staff will support the Program Manager, Regional Manager, Local partner 
in the step of classification and allocation.  
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Tools - SFP 
- Video tutorial at this link: https://youtu.be/B7s8Etb2DXI  

 

 

Activity 2: SFP Funding Plan 

The Funding Plan Section is a specific table included in every Strategic Financial Plan for 

mapping out the sources of funds for the current activities and planned future activities of the 

program. 

The SFPs funding plan section is one of the main sources of information for the preparation of 

the overall GSIF Funding Plan. 

 

Step 2.1 – SFP Funding Plan Section 

Step number 2.1 
Step name SFP Funding Plan Section 
Input • SFP Costs estimation (Step 1.1) and Budget items classification (Step 1.2) 

completed 
• Funding opportunities signaled 
• Arising emergency situations  

Output SFP Funding Plan Section completed 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Integration 
Points 

Desk Manager/Program Manager/Regional Manager/Country 
Representative/Local partner/F&A Desk/F&A partners’ local staff. 
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Summary Based on the SFP Costs estimation, Budget items classification, the funding 
opportunities signaled and on the project proposals, the PM/RM elaborates the 
Funding Plan section of the SFP to list prospect and current donors as sources of 
funding to cover the costs mapped in the SFP, in coordination with the Local 
Partner, the Finance and Administration offices and the other functions involved.   
The local partner shares the information on active funding and prospect donors 
available to contact to decide with the PM/RM on funding applications and to fill 
in the Funding Plan section.  
The PM / RM in collaboration with the Local Partner, ensures the finalization and 
validation of the Funding Plan section in the Local SFP. Once ready, the PM/RM 
sends the Funding Plan Section to the functions involved (CFO, COMM, Director, 
PMQ). 
The CFO Checks the consistency between the Funding Plan Section and the GSIF 
Financial Strategy and provides inputs to the PM/ RM, then the CFO integrates the 
Funding Plans section into the general GSIF Funding Plan and sends it to the 
Director. 
The PCM QM monitors regularly the allocation of the funding proposals to the 
various donors to verify overlaps or over-funding and provides information to the 
Director and to the CFO. He is also responsible to update the overall GSIF funding 
plan with the list of project proposals. The COMM and FR Manager plans any ad 
hoc communication campaigns aimed at fundraising at the request of the PM / RM 
to complement the funding plan of the project, if/when applications to donors 
may not cover all the costs or when fundraising campaigns opportunities arise. 
 

 
 

Tools - SFP 
- Video tutorial at this link: 
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Activity 3: Budget 

Prepare the budget for a project or a program is key for achieving the objectives. It does not 

mean simply filling out boxes in a Budget Model to be submitted to a donor. 

Preparing a budget means thinking carefully about the needs of the beneficiaries and 

planning precisely each single activity to be performed to meet those needs. 

Step 3.1 – Budgeting 

Step number 3.1 
Step name Budgeting 
Input • SFP 

• Arising emergency needs 
• Funding opportunity 

Output Budget for application 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Integration 
Points 

The CFO checks the Budget related to the Project Proposal and its compliance 
with the eligibility requirements and the Finance and Administration officer 
(F&AO) checks the Project Proposal Budget with the LS&FP and makes any 
improvements/corrections. 

Summary PM/RM (PO) provides the LP with the guidelines, formats and all the elements 
necessary to prepare the budget.  Where applicable, capacity development 
should be provided to LP on the F&A Manual.   
The local partner drafts the Budget. 
The PM/RM (PO) ensures the finalization of the Project Proposal according to 
the eligibility requirements of the donor by coordinating with the Local Partner 
and Finance Desk, then completes the Project Proposal by collecting all the 
necessary documents from the GSIF functions (Local Partner, Finance, COM, L&C 
Dev, Local Leadership Team, CLT) and from stakeholders external to GSIF. The 
completed project proposal, including the budget, should be agreed upon by the 
leadership of the unit with clear lines of accountability on project and grant 
management.  The Project Proposal is submitted to the donors (according to the 
donor's instructions, the submission can be done by the PM in Rome, RM or 
Local Partner).  
After submitting the proposal, the PM/RM ensures that the Project Proposal 
record is created or updated in the GSIF Information System (ERP). 

Tools - Donors’ template 
- SFP 
- Video tutorial at this link: 
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FOCUS 1: Guidelines for effective Budgeting 

Each need identified by your project in the planning stage, requires putting in place activities 

in order to be satisfied; each activity might be composed of smaller actions; every activity and action 

might have several components (human resources, equipment, etc.); every single item has very 

specific cost to be included in the budget.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

It is necessary to break down and analyse each cost item and make sure that the costs in the 

budget have the following characteristics: 

o Reality (corresponding to the costs that will be recorded in the accounting records); 

o Adequacy (commensurate with the price levels of the context and with the good/service 

covered); 

o Economicity (should be chosen the lowest price for the same quality); 

o Effectiveness (there must be a relation between the costs and results of the project); 

o Inclusivity (must include all components, i.e. net salary + benefits + taxes). 

Beneficiaries 
need 

Activities and 
actions Cost-category Cost-items 

Women 
Empowerment 

Training and 
formation 

Human resources 
(Trainers) 

Salary  

Tax and insurance 

…. 

Equipment 
Laptop 

…. 

Advocacy and 
sensitization 

Human resources 
(community 
mobilizers) 

Salary  

Tax and insurance 

… 

Other costs 

Transportation 
allowances 

… 
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More and more donors ask for proper documentation to support the estimates of 

expenditures of the budget lines. Some of them, in fact, ask to attach to the application the pro-forma 

invoices for the more relevant budget lines (buildings, vehicles, large supplies of materials, etc.). 

There is not a standard Format for the budgets of the project. Some donors leave complete 

freedom while others require a specific format. In general, the most common types of budget are: 

x Activity-based Budgets, in which costs are aggregated by activity, for example: 

 
 
 

x Cost-based Budgets, in which costs are aggregated according to the type of cost 

 
 

Sometimes formats represent a middle way between the two types of budgets described 

above. 

In the construction of the budget it is very important to make sure that anyone can understand 

the mechanism behind each individual amounts. To this end it is better to avoid only showing total 

expected cost for each budget line. It would be better to show the calculation you did to get to that 

total cost.  

 

 

 

 

Description Amount
Activity 1: Training
Trainer          
Computer             
Stationary             
Etc             
Activity 2: Construction
Carpenter             
Material             
Taxes             
Etc             
Activity 3: …………..
………………             
………………             

Description Amount
Human resources
Trainer          
Carpenter             
Administrator             
Etc             
Material
Stationary             
Construction material             
Equipment             
Etc             
………………
………………             
………………             

        Unit Cost          x       Month/Day      =         Total  

Description Unit Cost Month/Day Total
Activity 1: Training
Trainer 100 12 1.200,00    
Computer 1 1 1,00            
Stationary 20 12 240,00        
Etc -              
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A very important issue is the Eligibility of Costs. A cost is called eligible when it is acceptable 

by the donor. On the contrary, a cost is called ineligible when is not acceptable by the donor. 

It should be noted that each donor has its own rules regarding the eligibility of costs to which 

we must comply. 

In general, eligible costs should be: 

o included in the approved budget;  

o related to the purpose of the project; 

o necessary for the implementation of the project;  

o generated during the period of the project; 

o reasonable, justified, consistent; 

o verifiable according to principles of accounting records; 

o justified by appropriate supporting documents. 

 

One thing to keep in mind in the process of budgeting is related to the percentage and to the 

restrictions in the financial coverage of the budget items. Each donor has its own rules. Some donors 

agree to cover up to 100% of the project’s costs, while others allow you to charge only a certain 

percentage of the budget. Some donors provide restrictions in the coverage of certain types of costs 

(construction, human resources, etc.). 

 

Finally, it is important to always keep in mind that: 

¾ double funding is prohibited (you cannot report the same expense to more than one donor); 

¾ you should always consider the forgotten costs like2:  

x Staff related costs (e.g. recruitment costs, training, benefits and statutory payments); 

x Start-up costs (e.g. publicity); 

x Overhead or core costs (e.g. rent, insurance, utilities, cleaners); 

x Transport costs (e.g. moving goods around the country); 

x Vehicle running costs (fuel, maintenance); 

x Equipment maintenance (e.g. for photocopiers and computers); 

x Governance costs (e.g. board meetings, Annual General Meeting, etc.); 

x Audit fees. 

 
2 https://www.mango.org.uk/toptips/tt3budgeting 
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¾ you should always take care of an acceptable proportions: 

x between budget categories: depending on the type of activities, there are reasonable 

proportions between Human Resources, Formation and Training, Equipment, 

Constructions, Materials, Recurring Costs, etc. The majority of donors do not impose 

standard proportions; nevertheless, the great majority of them make discernment on 

the consistency of the proportions.  

x between direct and indirect expenses: there is not a unique international standard 

percentage for indirect costs. Nevertheless, it is commonly accepted the general 

principle that indirect expenses (overheads + F&A + M&E + Audit Fee) should not 

exceed in any case 20% of the total amount. 

x Overheads: generally, the percentage of overheads accepted could from 3% up to 10%. 

But this percentage can vary from donor to donor. 

¾ you should consider the good practice of apportioning parts of our core costs to each project. 

Core costs may be apportioned to different projects in a number of ways. For example, split 

by the relative size of: 

- Project staff hours; 

- Estimated use, eg office space (for rent). 

Generally, it is best to use a simple method and to be consistent. 

 

 

Activity 4: Implementation 

Once the project proposal is approved by the donor, we need to be sure of the exact starting 

date from when the donor will accept the reporting of expenses (usually the date of approval, but it 

might be different depending of the type of application and on the donor). 

At this stage, it is fundamental to update the SFP in order to align the overall financial picture 

of the program. Consider that the approval of a project will impact on the Funding Plan Section of the 

SFP. 

Step 4.1 – Updating the SFP and the ERP 

Step number 4.1 
Step name Updating the SFP and the ERP 
Input • Budget approved  
Output SFP updated 

ERP updated 
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Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Integration 
Points 

Desk Manager/Program Manager/Regional Manager/Country 
Representative/Local partner/F&A Desk/F&A partners’ local staff. 
 

Summary PM/RM (PO), in coordination with the Local Partner, ensures the updating of the 
Strategic Financial Plan with the support of the F&A Officer, by changing the 
status of the budget items approved, checking the amounts, or – in case of 
budget items not included in the SFP cost mapping – by adding the new budget 
items into the SFP. PM/RM (PO) updates the Project information on the ERP. 
 

            
 

Tools - SFP 
- ERP 
- Video tutorial at this link: 

 

Step 4.2 – Request of Disbursement 

Step number 4.2 
Step name Request of Disbursement 
Input • Budget approved 

• ERP 
• SFP 

Output Request of Disbursement sent via ERP 
Organizational 
roles 
responsible 

Program Manager/Regional Manager/PO 

Summary GSIF can only disburse funds only if the funds have been sent by the donor and 
received by GSIF. In exceptional situations, GSIF can accord advance of funds on 
grants approved but not yet received. 
The request of funds should be made quarterly and should be based on the 
forecasted expenses of the next quarter. The subsequent requests of funds are 
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generally approved if at least 70% of funds received have been used and if the SFP 
is regularly updated. 
The Local partner elaborates the request for the fund disbursement using the 
specific format, and sends it to the PM/RM (PO). 
PM/RM (PO) updates the request of disbursement form on the ERP and make sure 
that: 

- the Request of disbursement template and the Disbursement check-
list are filled-in in all their parts and uploaded on the ERP; 

- the ERP form is filled in in all its parts; 
- receive from the local partner a chat or phone calls confirmation of 

the request. 
 

Integration 
Points  

The CFO verifies and approves the request for the fund disbursement and follows 
up on the payment according to GSIF procedures.  
The F&A Officer updates the ERP with financial information about the 
disbursement (Bank transfer) and upload on the ERP proof of the bank transfer 
for quick check and tracking. 
Once the funds are received by the local partner, it should give acknowledgement 
to GSIF F&A Desk. 

Tools - Request of disbursement template  

Microsoft Word 
Document  

- Disbursement check-list 

Microsoft Word 
Document  
 

- Video tutorial at this link: 

 

Step 4.3 – Resources Management 

Step number 4.3 
Step name Resources Management 
Input • Budget approved 

• SFP 
Output Accountable and compliant use of resources 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Program Officer, Local partner 

Summary Resources Management relates to all the activities put in place to make the more 
effective, efficient, transparent and compliant use of the resources (financial, 
material, human) in order to achieve the objectives of the program/project. 
In this phase, a lot of decision-making is needed. 
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Managing resources may imply buying materials, hiring human resources, signing 
contract with building companies, making agreements with partners. 
It is one of the most complex steps of the Project Cycle Management and it has a 
lot of implications in terms of liabilities and high-risk potential.  
Therefore, it is fundamental the compliance to the “FOCUS2: Guidelines for 
effective Resources Management”. 
 
The PR/RM (PO) ensures the regular updating of the Strategic Financial Plan. 
The PM/RM (PO) ensures that the local partner is accompanied in the 
implementation of the project, remotely and through field visits.  Where 
applicable, conduct capacity development sessions on project management. 
The local partner takes care of the implementation of the different phases of the 
project, according to the agreed action plan. 
In case of deviations from the expected results, the PM/RM (PO) accompanies the 
local partner in the definition of corrective actions. 
 

Integration 
Points  

The F&A Desk support the PM/RM (PO)/LP in all the F&A aspects related to the 
resources management. 
 

Tools - FOCUS2: Guidelines for effective Resources Management 
- Video tutorials at this link: 

 

 

  
 
 
FOCUS 2: Guidelines for effective Resources Management 

 
Procurement 

Procurement means finding the resources you need at the best possible price in terms of 

quality and quantity and in the more transparent, fair and economically competitive way. 

With regard to the method of choice of supplier each donor usually provides its procurement 

rules. 

In general, unless otherwise provided by the law or by the rules of the donor, it would be 

preferable to observe the following procedures: 

• Up to € 5.000 (or equivalent in local currency). You can buy directly from a selected supplier. 

• Between € 5.001 and € 100.000 (or equivalent in local currency). Use the Negotiated Procedure: 

draw up a list of at least three service providers, invite them to submit a quotation, evaluate the 

proposals and choose the supplier, prepare an evaluation report to be kept in the archive. 

• More than € 100.000 (or equivalent in local currency). Use the Open Tender: publish the tender 

notice containing the rules governing the submission and presentation of tenders, the exclusion, 
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selection and award criteria, and set out the technical specifications; establish the composition of 

an evaluation committee; receive the tenders, evaluate them and prepare an evaluation report 

to be kept in the archive.  

There can be some exceptions to the above rule (such as in the case of insufficient number of 

suppliers in some rural places, difficulties in getting pro-forma invoices). These situations must be 

carefully evaluated and the decision taken must be documented and saved in archive for accountability 

purpose. 

With regard to the origin of goods and services, it should be paid attention to whether there 

are laws and regulations relating to importing of goods and services, in particular in the humanitarian 

field. 

For example, in Angola, the Decree 84/02 provides that all the goods and equipment necessary 

for international cooperation projects conducted by NGOs must be acquired in the Angolan territory. 

 

 

Labour issues 

Issues concerning labour relations are very delicate and deserve great attention because of 

legal, financial and ethical aspects. 

Entering into an employment contract implies Legal Obligations (fiscal obligations, security, 

etc.), Economic Commitments (wages and contributions) and Ethical Aspects (relevant especially for 

organizations working in the humanitarian field). 

 In general, the most common types of contracts are: permanent contract, fixed-term contract 

and occasional contract. However, national laws may provide other and different types of contracts.  

It is crucial to be familiar with the Labour laws of the Country or rely on experts in order to: 

- respect the laws and avoid risks related to labour issues; 

- estimate the cost of human resources correctly, taking into account in the projects’ budgets. 

 

The selection of the Human Resources should be made by:  

a) drawing a job description, 

b) Setting recruitment criteria; 

c) advertising the position in a way that can reach the wider audience; 

d) doing several interviews with potential candidates. 
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Selection criteria should be complete and transparent. The selection procedures should be 

formalized and presentable, on request, to auditors. A copy of the job ads published or circulated 

should be kept and the selection procedures should be tracked. 

 

With regard to the Payroll, it is necessary that: 

x Employees are paid in accordance with the letters of appointment; 

x Payments to employees are properly accounted for;  

x Statutory and voluntary deductions are properly accounted for and remitted to the 

appropriate authorities; 

x Salary advances are properly accounted for and recovered from salaries. 

The Local Administrator should maintain a personal record for each employee. The 

Administrator should regularly check the payroll data and verify information against the personal 

payroll records. 

Incentive schemes should be formalised, widely communicated and equitably applied. 

Incentives should only be paid once earned or achieved. Incentives should not be paid in advance. 

 
 
Partnerships 

Very often, for an effective and efficient implementation of the Program/Project, it is 

convenient to establish partnerships with one or more organisations who may be public or private, 

profit or non-profit. 

It is always preferable to formalize the collaboration through an Agreement detailing the 

nature of the collaboration and the specific obligations of the parties, especially when the 

collaboration has also an economic/financial content. 

GSIF has several models of agreement that can be adapted. 

When establishing a partnership, it is important to: 1) evaluate value/mission alignment with 

the partner organization/consultants; 2) assess the partner’s capacity – especially in case of sub 

granting to a local NGO. 

 

Constructions 

Funding for constructions are very delicate matter to which we should pay great attention. 
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Most donors have very strict rules that need to be complied and, in every country, building 

requires a number of permits, licenses, certifications to be obtained before starting any construction 

work. 

For these reasons, it is always advisable to contact and follow the step-by-step directions of 

a local expert. 

 

In general: 

- Verify the property of the land on which the construction will be built. If you don’t own full titles 

of ownership for the land very likely it would not be possible to obtain funding to build. For this 

reason, you always have to attach the Title deed for the land; 

- Verify that the land is a building plot and give proof of that, by attaching building permissions 

from the competent local authority; 

- Verify fees and taxes to be paid before, during and at the end of the construction; 

- Prepare and submit technical drawings and maps of the construction for approval of partners 

and local authorities; 

- Follow the procurement procedures provided by the law or by the donor or, in the absence of 

these, follow the procurement procedures provided in the section “3.3 Procurement” of this 

manual. Ask the company to provide a detailed Bill of Quantity, which must be attached to the 

project proposal; 

- Stipulate a contract with the construction company. The contract must be clear and under the 

law of the Country. The contract should eventually include also forms of penalties in case of 

discrepancies or delays. Establish the rule of payment for advancement stages; 

- Identify a person within the staff or an external expert who is responsible for a continuous 

monitoring of the construction works. 

 

 

Foreign Exchange Management 

As OLCGS are engaged in activities in many countries, and they receive funding from many 

international donors, it is crucial to consider the impact of foreign exchange fluctuations and the risks 

associated with it. These risks arise because the rate used to convert one currency into another 

changes frequently and can be affected by events – both expected and unexpected. Consequently, a 

foreign exchange risk can affect an organisation in a variety of ways at different stages. Some of these 

can be managed, while others are more difficult to recognise and deal with. 
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Furthermore, OLCGS are used to having a long-term involvement in a country, which gives 

them a long-term exposure. 

Sound financial management practices are the best way to anticipate the impact of fluctuating 

exchange rates and mitigate any negative effects on the Program/Project. In this manual we are 

implementing a multi-currency accounting system that can automatically record transactions in local 

currency and generate reports in local currency as well as equivalent USD and Euro. 

GSIF uses experts that constantly observe fluctuations in exchange rates. In some cases, it is 

also possible to enter into futures exchange contract that lock the exchange rate of a currency and 

nullify the risk of oscillation. 

Practically, the management of exchange rates in multi-donor projects is a problematic issue 

and there is no single solution.  

Most of our donors do not require a specific method in the application of the exchange rates.  

Unless otherwise required by the donor, we use the average exchange rate of the period.  

See the example below: 

 
 

 

 

This means that, at the end of the period of the project, the exchange rate used to calculate 

the expenditures in the financial report to the donor is going to be 124,64. 

The strength of this method is that it is very easy to apply and, if there are no significant 

exchange rate shocks in the period, it will guarantee a minimum level of gain/losses due to the 

exchange rate. 

The weakness is that the project manager (or whoever is managing the project) must check 

and update monthly (or at least quarterly) the exchange rate in the Financial Plan to update backward 

the level of expenditures. 
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With regard to the impact of the exchange rate on the activities of the project, the possible 

situations are the following 3: 

Exchange rate situation Impact on project’s activities 

1. The exchange rate from the beginning of the 
project to the end of the period has been 
maintaining the same level. No gain or loss 
are registered. 

The impact on the activities is inexistent 

2. The exchange rate from the beginning of the 
project to the end of the period has increased 
and we can register a financial gain due to the 
exchange rate.  

Usually, unless otherwise prescribed by the donor, 
we need to communicate the situation to the 
donor, make a proposal and wait for approval. The 
majority of the donors accept that the financial gain 
is used to improve the activities of the project, 
sometimes with a small extension of the timing.  

3. The exchange rate from the beginning of the 
project to the end of the period has worsened 
and we can register a financial loss due to the 
exchange rate. 

Usually, if the loss is not so big to affect the integrity 
of the project, and unless otherwise prescribed by 
the donor, we reduce proportionally the activities. 

 

 

 

 

Step 4.4 – Accounting, Monitoring, Variations 

During the Implementation all tangible and intangible means necessary for the development 

of the program shall be put in place as foreseen by the Strategic Financial Plan. 

During this phase, the PM/RM (PO) must verify and monitor regularly the financial situation. 

The SFP and the budget items, if necessary, can be re-oriented and corrected, following the necessary 

formal steps set down in the donors’ procedures. 

 
Step number 4.4 
Step name Accounting, Monitoring, Variations 
Input • Budget approved 

• SFP 
• Donors requirements/guidelines 

Output Accountability, compliance and time-keeping in Accounting, Monitoring, 
Variations 

Organizational 
roles 
responsible 

Program Manager/Regional Manager/PO/Local Partner 
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Summary Accounting means recording in the specific section of the SFP (see Guidelines for 
effective Accounting, Monitoring, Variations) every single eligible expense 
incurred during the implementation of the project/program. 
It is responsibility of the Local Partner to maintain accountancy updated regularly 
(at least quarterly). 
The PM/RM (PO) share with the LP the ownership of having accountancy updated 
and coordinating with the LP and the F&A Desk for insights and support. 
 
Monitoring means checking constantly the level of expenditures against approved 
budget.  
It is recommended the good practice of extracting periodically data from the SFP 
into donor reporting template to see variances, overspent, underspent or 
variation to be requested.  
 
The PM/RM is responsible to ensure general compliance with the GSIF PSP and 
with the requirements of the donor and to activate the related processes in case 
of anomaly. 
The PM/RM (PO) is responsible of controlling discrepancies between the budget 
lines approved and the actual use of the resources.  
The F&A Officer is requested to give alerts to the PM/RM (PO) in case of anomalies 
and provide input for possible solutions. 
 
In case of necessity of budget variations, the PM/RM (PO) will coordinate the 
actions with the Local Partner and the F&A Desk for the formal request to the 
donor, if needed. 
 

Integration 
Points  

The CFO is consulted by and provides the necessary support to the PM/RM (PO) 
in relation to needs, anomalies or difficulties in the implementation and 
verification of alignment with the PSP and for the F&A management that may 
emerge during the cycle of the project. 
Where possible, the activity of checking the supporting documents of the 
accountancy (invoices, receipts, and so on) should be run by F&A Staff, either at 
Regional Level or at GSIF F&A Desk Level. 

Tools - SFP 
- Guidelines for effective Accounting, Monitoring, Variations 
- Video tutorial at this link: 

 

 
FOCUS 3: Guidelines for effective Accounting, Monitoring, Variations 

 
Accounting 

For the Accountancy of the Project expenses, you should use the Accountancy Sheets of the 

SFP which are directly linked to the Financial Plan. This tool is fundamental in order to monitor the 

expenditures, to facilitate the financial control and to give all the necessary elements for the 

preparation of the reports for funders and donors. 

 



 

37 

 

 

 

How to entry of accounting records. 

 

 

 
 
 

Indicate the 
type of 

supporting 
document 

(see 
Acceptable 
Document 

section) 

If necessary, 
write any note 
you consider 

useful. 

Enter 
the date 

Enter the 
budget code 
as indicated 

in the 
financial 

plan 

Write a 
brief 

description 

Enter the amount in the column of the 
currency used to pay (it will be 

automatically converted in the currency 
used in the financial plan). Records have 

to be entered in the currency actually 
used for the expense and the value of 

the record must be identical to the one 
shown in the receipt. 

Scan the receipt/invoice in pdf format and give it a progressive relative number. 
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Each record of expense in the Accountancy Sheet should match with a scanned 

receipt/invoice. Remember: one date, one expense, one budget code, one record. Do not record in 

one single line multiple receipts with different dates. You can record more than 1 expense in one line 

only if they have the same date and they refer to the same budget line, with the same code. 

Every record must be consistent with the budget item to which it refers: for example, you 

cannot record an international air ticket travel in a budget line approved for materials.  

 

 

Acceptable Supporting Documents 

Type of Expense Acceptable Document 

Salaries Employee's pay check, receipt of payment of taxes and social charges, 
any health insurance. Usually the insurance costs are accountable only 
if the term of the policy is included in the duration of the project. 

Didactic material, 
stationary and similar 

Invoices/receipts  

Training Book of presences, receipts signed by the participants in the case of 
reimbursement of expenses, receipt for location’s rent, etc. 

Management of vehicles Fuel purchase receipts showing the plate number of the vehicle and the 
litres purchased. Invoices and receipts relating to the ordinary and 
extraordinary maintenance. Invoices related to insurance policies. 
Insurance costs are accountable only if the term of the policy is included 
in the duration of the project. 

Construction Contract signed with the construction company. Invoices issued for 
each state of progress of the works. 

Bank charges Bank receipt or bank statement. 

Utilities Utility bills. The bills are accountable only within the duration of the 
project.  

Flight Invoices and boarding pass 

Withdrawal of money Copy of the check or receipt issued by the bank. 

Bank transfer Bank receipt or bank statement. 

Money exchange Receipt issued by the bank or by the agency of exchange. 
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In kind contribution Unless otherwise requested by the donor, it is acceptable a self-
declaration that clearly expresses the value and purpose of the 
contribution. 

On the contrary, in case of “local contribution” or “other donor 
contribution” we need to provide the receipts and/or the invoices of 
the expenses related to the contributions as per the types of expenses 
listed above. 

 

 

In consideration of the fact that many projects are held in places where it is difficult to obtain 

the above-mentioned documents, it is possible to use the following type of voucher: 

 

 
 

Pay attention to the following implication: 

a) according to the most common accountability standards, a high proportion (higher than 

2/3%) of expenses justified with the above type of voucher is hardly acceptable. Many 

donors are therefore reluctant to accept this type of supporting documents. When you 

report to them, they just cut away the expenses justified by this kind of voucher and ask 

the money back. 

b) the extensive use of this type of supporting documents exposes the organization to a 

greater risk of fraud. 
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Monitoring  

As we keep spending and recording the expenses in the monthly spreadsheets of the SFP, the 

Actuals of the SFP for the current year will be automatically updated with the expenses and you can 

monitor the level of amount Spent and the Balance for every single budget item. 

 
 
On the right side of every Yearly Financial Plan, you can find at least 3 monitoring tables: 

• One is related to the Projects to be reported; 

• One is related to the Donors (Funding Plan Section); 

• One is related to the bank transfers. 

These tables help the PM/RM/PO/LP, with the support of the F&A Desk, to monitor the 

financial situation. They need to be constantly updated, maintained and kept under control.  
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The budget approved by the donor is the official one. This means that we cannot spend what 

is not planned in the Approved Budget. Nevertheless, during the project we might realize that some 

changes are needed (expense items to be added, amounts planned to be changed, etc.). 

In case of necessity of budget variations, the PM/RM (PO) will coordinate the actions with the 

Local Partner and the F&A Desk for the formal request to the donor, if needed. 

In most cases, donors accept changes if properly justified. After approval by the donor, the 

F&A Desk will support the PM/RM (PO) for updating the Strategic Financial Plan. 

As a general rule, unless otherwise required by the donor, changes that account for less than 

10% of a budget category can be made without any official request. But is prudent to double-check 

with donors’ requirements. 

 

Activity 5: Auditing and Reporting 

Once the project proposal is approved by the donor, we need to be sure of the exact starting 

date from when the donor will accept the reporting of expenses (usually the date of approval, but it 

might be different depending of the type of application and on the donor). 

At this stage, it is fundamental to update the SFP in order to align the overall financial picture 

of the program. Consider that the approval of a project will impact on the Funding Plan Section of the 

SFP. 

Step 5.1 – Auditing 

Step number 5.1 
Step name Auditing 
Input • Budget Approved VS Spent 

• Supporting documents 
• Donors’ Guidelines  

Output Audit certificate 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Summary  External Audit is an independent examination of the financial statement and 
reports related to a grant or to a set of grants. In this manual, it is not referred to 
the Province/Unit financial audit. 
Although external audit is considered a good practice, it is not always 
compulsory. 
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The purpose of the external audit is to verify that the accounts provide a true and 
fair picture of the finances and that the use of funds is in accordance with the 
aims and objectives pf the project. The audit should be a positive experience and 
not one to be feared; it is an opportunity to receive feedback on strengths and 
weaknesses in the systems.  
It is very important that all the financial transactions are traceable, that each 
expense is supported by acceptable documents, that rules and procedures in 
terms of risk management are in place. 
 

Integration 
Points 

F&A Desk/F&A partners’ local staff. 

Tools - SFP 
- ERP 
- Video tutorial at this link: 

 

FOCUS 4: Internal audit 

As stated in the abovementioned Guidelines for the Administration of Assets in the Institutes 

of Consecrated Life and Societies of Apostolic Life, "supervision and appropriate controls are not 

intended to be means of limiting the autonomy of an entity, nor are they signs of lack of confidence. 

Rather they express a service of communion and transparency, as well as promoting protection for 

those with the delicate tasks of administration." In addition, the Guidelines underline that "internal 

control systems appropriate to the size of works, based on proper segregation of duties and with a clear 

system of authorizations" should be put in place by all Congregations at all levels. 

To ensure a good level of compliance it would be desirable to have also an internal audit 

system: a detailed and formalized procedure, the development of monitoring tools for project 

activities and financial flows, the frequency of monitoring missions on the field, all these make the 

organization increasingly able to reduce the margins of deviation from the standards of compliance 

generally accepted. The daily commitment of everyone involved in carrying out the Programs/Projects 

is essential for continuous quality improvement.  

 

 

Step 5.2 – Reporting 

Step number 5.2 
Step name Reporting 
Input • Budget Approved VS Spent 

• Supporting documents from LP 
• Donors’ Guidelines  

Output Interim or Final Report 
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Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Summary  PM/RM (PO) provides the LP with guidelines, format and all the elements 
necessary for processing the report. The Local partner takes care of drafting of 
report. The CFO and the Financial officer provide support in the drafting of the 
reports.  
When extracting reports, consider that grants period may not correspond to the 
solar year (January to December). Have a look at the video tutorials on how to 
manage these cases. 
PM/RM (PO) ensures the finalization of the reports and all the closing documents 
of the project according to the requirement of the donor, in coordination with 
the Local Partner and the Finance Desk. 
It is always a good practice to have a double green light to a financial report. 
PM/RM submits the report and the documents of the project to the donor 
(according to the donor's instructions). 
Finally, once submitted to the donor, the PM/RM (PO) updates the project record 
in the information system (ERP) and store the documents in the GSIF digital 
archive. 

Integration 
Points 

F&A Desk/F&A partners’ local staff. 

Tools - SFP 
- ERP 
- Video tutorial at this link: 
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Activity 6: Closing and Re-opening 

Step 6.1 – Closing and Re-opening 

Step number 6.1 
Step name Closing and Re-opening 
Input • Budgets Approved VS Spent 

• SFP  
Output SFP of the current year closed and frozen and balances forwarded to next year 
Organizational 
roles 
responsible 

Program Manager, Regional Manager, Local partner (sisters and partners in 
mission) 

Summary  At the end of the year, we need to “freeze” the records of the year (let’s keep in 
mind that we can never change a budget allocation once it has been reported to a 
donor), extract the balances for every donor (if any) and bring the balances to the 
following year. 
The records sheets of the closed year will be “frozen” and new records sheets for 
the upcoming year will be created. 
The PM/RM (PO) is responsible to oversee the step, while the technical actions 
are executed by the F&A Desk.  
 

Integration 
Points 

F&A Desk/F&A partners’ local staff. 

Tools - SFP 
- Video tutorial at this link: 
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PART 3: Other relevant administrative issues 

3.1 Legal Status and Juridical Relations 
The concepts of Legal Status and Juridical Relations are complex legal concepts which will not 

be examined in this manual. Nevertheless, it is important to keep in mind the relevance of knowing 

what is the legal status and what are the main implications of that status (in terms of benefits and 

obligations) in the country where a Program/Project is carried out. 

To give some examples, Good Shepherd projects can be tun by different legal entities such as 

NGO, charity, not-for profit foundation, Association, or a Religious Institution, depending on the 

regulations of the country. Depending on the legal status you may have to comply with certain legal 

requirements (i.e., type of employment contracts), you may have tax exemptions, you may be subject 

to a specific sector regulations, etc. 

Be aware of "what you are” from the legal point of view helps you to respect the laws, both in 

terms of obligations and in terms of benefits. And, finally, it will help you to not make mistakes. 

To get a clearer picture, you could use these ideas: 

 

What is the current legal status of 
OLCGS/IGSF in the country? 

 

What are the major implications in 
term of benefits and obligations? 

 

What is the Law/Regulations ruling 
the status? 

  

What are the other options of legal 
status in the country? 

 

Do you know anyone (consultants, other 
NGOs, government offices) that can help 
and guide you in choosing the best legal 
status for OLCGS? 
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3.2 Bank and Cash Management 
The first principle to keep in mind in Bank and Cash Management is the principle of Segregation 

of Duties which means not appointing the same person for signing on bank accounts, holding the safe 

key, cash depositing and withdrawing, paying suppliers, do the recording in the accounts.  

Bank accounts are the main containers of the financial resources necessary to carry out the 

Project’s/Program’s activities. Given the risk of accounting errors or fraud in the execution of financial 

transactions, it is always preferable (if possible) to increase the use of the bank for payments and 

reduce the use of the cash. 

For each bank account, it would be desirable to have at least two "signatories" for operations 

beyond a certain limit.  

It would be a great advantage to open a bank account dedicated exclusively to the program. 

Every cash income or expense related to the Project/Program must be registered in the 

Accountancy Sheet and in the Cash Book. 

 In order to reduce errors and risks, it is strongly recommended to regularly perform the 

following periodic reconciliations: 

- Bank Reconciliation: every month the local bank issues the monthly statement showing the 

initial and final balance of the period and the movements. These values must be equal to those 

resulting from the accounting records; 

- Cash Reconciliation: count the cash monthly. The values must be the same as those resulting 

from the accounting records. 

 

It is advisable to minimize “loans” between projects and cash advances. Sound financial 

planning done through the Strategic Financial Plan provides a cash flow of the project appropriate to 

the activities to be carried out.  

In the extreme case where there is no banking system in the project area, the possibility to 

trace the flow of money is limited and the risks of fraud are greater. In such cases, make use of Money 

Transfer Enterprises (such as Western Union, Money Gram, etc.) whenever possible. Despite the 

higher costs, they still provide the traceability of funds. Another option may be to ask GSIF to directly 

transfer the funds into the bank account of the company or entity to be paid. Finally, if none of the 

above is possible, try to limit the payment of large amounts in cash and always use the Cash Payment 

Receipt. 
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3.3 Fixed assets 
It is the responsibility of the Local Administrator to maintain a complete and accurate 

program/project fixed asset register. The fixed assets register will be maintained on an excel spread 

sheet or a book and should have the following details: 

a) Identification or serial number 

b) Acquisition date 

c) Description of asset 

d) Location 

e) Class of asset 

f) Cost of acquisition 

g) Accumulated depreciation 

h) Net book value 

The Local Administrator should ensure that all the assets are tagged with identification codes. 

 

3.4 Fraud 
Fraud is a deliberate improper action which leads to financial loss to the organisation and 

usually also results in financial gain to the fraudster. 

Typical examples of fraud include, but are not limited to: 

x stealing money or assets; 

x abuse of procurement process; 

x collusion with suppliers to pay inflated prices; 

x pocketing of cash receipts; 

x bribes paid to NGO staff by suppliers or beneficiaries; 

x supplies sold for personal gain; 

x staff being paid inflated expenses (supported by false receipts); 

x double-funding, when the same project’s expenses are funded by two different 

donors submitting to them the same receipts/invoices; 

x unauthorised personal use of assets (e.g. telephones, vehicles); 

x resources given to ghost staff or beneficiaries, who do not really exist.  
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The Program Manager and the staff at all levels are responsible for exercising due diligence 

and controls to prevent, detect and report acts of fraud to GSIF. 

GSIF conducts a Periodic Risk Assessments in order to minimize the risks of fraud. 

WARNING SIGNS OF FRAUD 

¾ Lots of corrections to the manual cashbook – this may include extensive use of white-out or 

blocked out figures 

¾ Pristine records – ie a manual cashbook that looks as if they have all been written on the same 

day in the same hand. Could be an indication of rewritten/duplicate books 

¾ Delayed banking of cash received – shown up by bank reconciliation. Could be unauthorised 

‘borrowing’ of cash. 

¾ Records not being kept up to date – ie deliberately delayed so managers cannot detect false 

accounting going on. 

¾ Missing supporting documents – eg certain bank statements destroyed to cover someone’s 

tracks, or a project officer who regularly claims to have ‘lost’ receipts. 

¾ Debtors rising unexpectedly – eg if debtors have paid but the cash is being pocketed. This may 

occur if there are poor controls in issuing receipt books as someone could take an unused book 

and issue valid receipts without them ever being entered into the accounting records. 

¾ Hand written supporting documents with errors and corrections on them. Indicates possible 

changes made after the goods or services were purchased. 

¾ Cash counts not reconciling to the accounts but reconciling at the next cash count – possible 

borrowing of funds by the safe key holder 

SOME IDEAS ON FRAUD PREVENTION 

¾ Make sure you have robust internal control systems in place. 

¾ Visit projects, and see if the activities carried out roughly match the expenditure. 

¾ Share financial reports with beneficiaries, and ask if they think they have had value for money. 

¾ Hold regular meetings with other staff at all levels (eg project and administrative staff, board 

members, etc) to discuss financial reports, making budgets and reports openly available. 

¾ Help non-finance staff and managers improve their financial skills 
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3.5 Conflicts of interest 
A situation of Conflicts of interest arises when GSIF is entering into a transaction or 

arrangement that might benefit a private interest or might result in a possible excess benefit 

transaction.  

It is in the best interest of GSIF to be aware of and properly manage all conflicts of interest and 

appearances of a conflict of interest. 

These prescriptions are intended to supplement but not replace any applicable state and 

federal laws governing conflict of interest applicable to non-profit and charitable organizations. 

An interested person is any director, manager, officer, or member of the staff with decision 

powers, who has a direct or indirect financial or personal interest. 

Here some examples of potential or actual conflicts of interest that should be avoided and 

disclosed. The list is not exhaustive and is intended to provide guidance: 

x Self-benefit: Using your position or relationship within the organization to promote your own 

interests or those of your family or your enterprise; 

x Influence peddling: Soliciting benefits for yourself or your family from outside organizations in 

exchange for using your influence to advance the interests of that organization within the OLCGS 

organization; 

x Property transactions: Directly or indirectly leasing, renting, trading, or selling real or personal 

property to or from the organization;  

x Use of the organization property for personal advantage: Using or taking organization resources, 

including facilities, equipment, personnel, and supplies, for private use or other unauthorized 

activities;  

x Recording or reporting false information: Misrepresenting, withholding, or falsifying relevant 

information required to be reported to external parties or used internally for decision-making 

purposes, in order to derive personal benefits. 

 

3.6 Insurance 
All programs/projects should evaluate the opportunity of shaving insurance for 

employer/public liability/third party liability.  
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PART 4: F&A Dos and Don'ts 
 

1. Always comply with local legislations, with international standards of accountability and with the 

requirements of the donors. 

2. When you prepare a budget: 

- make sure that estimates of costs are realistic and adequate and are supported by adequate 

documents; 

- always use formulas to calculate the totals; 

- make sure that the costs are eligible (accepted) by the donor. 

3. Update your accountancy and monitor the expenditures at least weekly. 

4. Make sure that you have adequate documents to support the expenses (proper receipts, invoices, not 

vouchers). 

5. Always minimize payment in cash and prefer payment by bank transfer or check which are traceable. 

6. For cash and bank management, set clear and well-known rules (i.e. double signatures, minimum and 

maximum levels, etc.) 

7. In case of procurement, use a correct selection procedure also respecting rules and limit eventually set by 

the donors. 

8. Labour contract and working relations must always respect the local labour legislation and should be 

consistent with the ethic value of the GSIF. 

9. Some donors require External Audit. In general, it would be good also to have an Internal Audit periodic 

check.  

10. Be aware that Constructions are always a high-risk area of work. Take all the precautions and plan 

accurately how to proceed in the different phases in respect with the local legislation. 

11. Make sure your IT system is secure. 

12. Never use the same receipt to report an expenditure to different donors (no double reporting) 

13. Budget modifications must be agreed in advance with the donor.  

14. In case of multiannual programs, the use of unspent balances from previous years must be agreed in 

advance with the donor 

15. Be aware of the risk of Fraud: exercise due diligence and controls to prevent, detect and eventually report 

acts of fraud.
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PART 6: Attachments 
4.1 Example of a Strategic Financial Plan 

4.2 Table of Average Costs 

4.4 Disbursement Request Form 

4.5 Guidelines for the Administration of Assets in the Institutes of Consecrated Life and Societies of 

Apostolic Life 

 
 

Resources 
http://www.progressio.org.uk/content/capacity-building-manual 

http://www.mango.org.uk/guide/ 

http://www.securethefuture.com/our_experience/archive/financemng.pdf 

http://www.ingoaccountabilitycharter.org/about-the-charter/read-the-charter/ 

http://www.hapinternational.org/ 

http://www.aidtransparency.net/about 
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ANNEX A Standard Costs 

 

In the phase of budgeting, the Tables of Standard Costs are a very useful working tool which 

can help estimate the correct costs to be included in the budget.  

It is just a list of the most common costs of the project/program and it should be done annually 

and updated constantly. 

The list of the costs shown in the tables may not be exhaustive. In addition, each region or 

country could have cost indicators that are different from those listed above. It is therefore 

recommended that each country draws up an annual table of average costs considering the most 

appropriate costs for the context. This table will be very helpful in the financial planning (funding plan, 

budgeting, etc.). 

For estimating the costs items, you should… 

- …in general, have a look at the actual costs of the previous year and make reasonable 

and justified adjustments that might be needed; 

- …refer to pro-forma invoices (for materials, equipment, recurring costs, etc.); 

- …be aware of the local labour market and, if applicable, refer to national salary scales 

(for Human Resources). 
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N. Description Monthly Net Salary Taxes and benefits Monthly Total
1 educator
2 psychologist
3 social worker
4 operator family
5 animator
6 coordinator teams
7 Interpreter / Translator
8 accountant
9 secretary

10 cook
11 driver
12 teacher 
13
14
15
16
17

N. Description Net Cost per day Taxes and benefits Monthly Total
1 lawyer
2 administrative
3 computer
4 Fund raiser
5 communication officer
6 psychologist
7 social worker
8 Local trainer mid-level
9 Local high level trainer

10 builder
11 painter 
12
13
14
15
16

1. HUMAN RESOURCES: STAFF

2. HUMAN RESOURCES: CONSULTANTS/OCCASIONAL

N. Description Cost
1 Medium standard hotel
2 Average cost of a restaurant meal
3 Average cost meal in a bar or similar 
4
5
6
7
8

N. Description Cost
1 PC
2 Printer 
3
4
5
6
7

N. Description Monthly Avarage
1 Telephone (including mobile)
2 Energy
3 Gas
4 Water
5 Stationary
6 Cleaning
7 Security
8 Transportation
9 Maintenance

10 Bank charges
11 Postal fees 
12
13
14
15
16

N. Description Monthly Avarage
1 Office (specify No. rooms)
2 Classroom course
3 Equipped conference hall  
4
5
6
7
8

4. ACCOMODATION AND MEALS

5. EQUIPMENT

6. UTILITIES

7. RENT

N. Description Cost
City bus ticket 

2 Average cost taxi
3 Train ticket (from…to…)
4 Gasoline (cost per l i ter)
5 Used car medium size
6 Used car big size
7 Air ticket (from… to…)
8 Plane Italian-Country 
9

10
11
12
13

3. TRANSPORT
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List of the Video Tutorials 
 

Topic Sub-topic Link 
General provisions on Financial Management -  

Strategy in Financial Management General strategic approach https://youtu.be/EM3OHrZ9rdI  

Activity 1: Costs analysis and costs mapping Step 1.1: Costs estimation & Standard Costs https://youtu.be/m0a3c8nOims  

Step 1.2: Budget items classification and allocation https://youtu.be/R-iP43FQQ9k  

Step 1.3: Financial Forecasting https://youtu.be/B7s8Etb2DXI  

Activity 2: SFP Funding Plan  Step 2.1 – SFP Funding Plan Section  

Activity 3: Budget Step 3.1 – Budgeting  

Activity 4: Implementation Step 4.1 – Updating the SFP and the ERP  

Step 4.2 – Request of Disbursement  

Step 4.3 – Resources Management  

Step 4.4 – Accounting, Monitoring, Variations  

Activity 5: Auditing and Reporting Step 5.1 – Auditing  

Step 5.2 – Reporting  
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Activity 6: Closing and Re-opening Step 6.1 – Closing and Re-opening  

Other relevant administrative issues Legal Status and Juridical Relations  

Bank and Cash Management  

Fraud  

Conflicts of interest  

   

   

 


