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[bookmark: _Toc459302017]Introduction to Financial Management and Report Writing Module 
 
Overview of the Module
This financial management and report writing module is designed to give leaders of Civil Society Organisations (CSOs) an introduction to and tools for good financial management, financial reporting and report writing, elements that are essential for any organisation’s success. The module will be held over three days and the generally accepted principles shared dovetail into project identification, development and management modules which are the other parts of this training. There will be two days of financial management and reporting and one day of report writing. Participants will benefit from each other’s experience of this topic and will work individually and in small and large groups. 
The module is highly practical and interactive. Veni Apwann believes that our facilitators’ role is to tap into workshop participants’ collective wisdom while giving you practical tips and sharing best practices in CSO management. The facilitators will guide you to assess what current systems exist in your organisation and provide you with some useful tools and practices to increase your capacity at the organisational and project levels.


Learner Objectives for Module 1 
By the end of the Module, participants will be able to:
· state the importance of good financial management
· prepare a simple budget 
· keep basic records of income and expenditure 
· use the budget as a tool for monitoring income and expenditure 
· prepare financial reports for projects and for the organisation 
· source funding for projects 
· List the reports their organisation needs to prepare
· Link report writing to planning and documentation
· Gather tips for good report writing
· Draft outlines for interim and final project reports, annual reports etc.
· Write a short report
· Critique each other’s reports and recommend improvements



Module Topics
The module covers the following topics: 
· Good financial management– what it is, what it involves and its benefits
· Roles and responsibilities for financial management
· Financial policy and procedures 
· Why budget, what to budget for and how to budget 
· Funding sources, what funders look for and where to find funders 
· Financial recording
· Financial reports, who gets which report, how to prepare reports
· Understanding and preparing for the audit process 
· The purpose of  written reports
· Types of reports
· Tips for good report writing









[bookmark: _Toc459302018]Module 1, Session 1: Welcome, Introductions and Module Overview
 45 minutes
Session Overview [image: View Details]
You will get to know the facilitators and your fellow participants. You will be given an overview of the agenda and the objectives for the four modules of this training and more specifically for this module. You will have an opportunity to tell the group what you expect to get out of the module and you will then be able to assess which of your and others’ expectations will be met. 
Learning Objectives  [image: View Details]	
By the end of this session, you will be able to:
· State the objectives of the workshop.
· Name your fellow participants, the facilitators and the sponsor.
· Assess the extent to which your and other participants’ expectations will be met.
· Engage each other in a safe space for knowledge sharing

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 
·  	H1- Agenda for Module 1
· 

[bookmark: _Toc459302019]Module 1, Session 2: Good Financial Management, What it is and What it Involves
 45 minutes
Session Overview  [image: View Details]
We all have experience in financial management in our homes. The key difference between managing money at home and managing money in your organisation is – the money doesn’t belong to you. You will be exposed to the elements of good financial management that will help you move towards your vision, mission and goals.

Learning Objectives [image: View Details]	
By the end of this unit, you will be able to:
· Define financial management;
· Describe its role in the achievement of the organisation’s mission, vision and goals;
· List the elements of financial management;
· Explain the benefits of financial management.

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist  
·  H 2-Financial Year 
·  H 3- Checklist on Financial Management





[bookmark: _Toc459302020]Module 1, Session 3: Roles and Responsibilities 
 45 minutes
Session Overview [image: View Details]
The first thing to do when setting up and accounting system is to decide who is responsible for what in terms of financial management. This session will focus on determining the responsibilities of the key players who exist in all our organisations: The President (or Chairman), The Treasurer, The Board, and The Membership. The concept of collective responsibility of the Board will be discussed, as well as the financial management skills you should look for when recruiting Board members.

Learning Objectives  [image: View Details]		
By the end of this unit, you will be able to:
· Identify the roles and responsibilities of the key players in financial management;
· Create a culture for collective responsibility in financial management.
· Identify skills needed for financial management.

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 
·  H 4  - Roles and responsibilities







[bookmark: _Toc459302021]Module 1, Session 4: Financial policy and procedure 
 45 minutes
Session Overview [image: View Details]
This session will address the importance of written financial policy and procedure as critical for any organisation because it lays down the procedures to ensure that the organisation’s resources both financial and material are put to their proper use and that its members and reputation are protected.

Learning Objectives  [image: View Details]	
By the end of this unit, you will be able to:
· State the importance of this document for financial management
· Outline the main headings to include in a written financial policy and procedure manual for your organisation

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist  
· [bookmark: _Toc346524995][bookmark: _Toc222268901] H 5  Glossary of Important Financial Terms 
·  H 6  Outline (headings) to include in a financial policy and procedure manual 
·  H 7  Sample document (soft copy only)



[bookmark: _Toc459302022]Module 1, Session 5: Budgeting
 75 minutes
Session Overview  [image: View Details]
The session answers a series of questions. Why organisations need a budget? What are the different types of budgets? Who develops the budget? What information is needed for the budget? You will then develop a budget for your organisation.

Learning Objectives  [image: View Details]	
By the end of this unit, you will be able to:
· Explain why organisations budget
· List  some types of budgets a CSO might have
· Identify why and when organisations budget and who is involved
· List the main sources of information for a budget
· Draft a budget for their organisation

Learning Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist  
·   H 8  Sample budget 
·   H 9  Budget template





[bookmark: _Toc459302023]Module 1, Session 6: External Funding Sources
 45 minutes
Session Overview  [image: View Details]
“What do funders look for?” Here you will be guided in discussions on what makes your organisation attractive to funders. Where do you gather information on funders?  You will be introduced to a donor database which is available to CSOs in Trinidad and Tobago.

Learning Objectives  [image: View Details]	
By the end of this unit, you will be able to:
· Identify the main criteria for accessing external funding
· List  at least 5 sources of funding and how to find others



Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist  
·  H 10  Donor database (soft copy)







[bookmark: _Toc459302024]Module 1, Session 7: Check in and next steps
 30 minutes
Session Overview [image: View Details]
You will be able to freely express the things which were new or meaningful and what needs further clarity from the day’s sessions. We will also quickly look at what will be covered the following day.

Learning Objectives [image: View Details]	
By the end of this unit, you will be able to:
· Identify new learnings
· Express the importance of  the information shared to you and organisation
· Recap the main points of the day’s sessions.
· State what topics will be covered the next day


Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 








[bookmark: _Toc459302025]Module 1, Session 8: Recap of Day 1 and overview of Day 2 
 30 minutes
Session Overview [image: View Details].
This session will give you the opportunity to express how well you feel you have grasped the main topics introduced the previous day and to identify areas where you have questions or want further clarification. You will also be given an overview of the agenda for the day.
Learning Objectives [image: View Details]	
By the end of this session, you will be able to:
· Express your level of comfort with understanding the topics covered on Day 1 
· Identify topics that need clarification
· State what topics will be covered on Day 2


Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 
·  	H1- Agenda for Module 1




[bookmark: _Toc459302026]Module 1, Session 9: Financial record keeping
 30 minutes
Session Overview[image: View Details].
Probably the most important aspect of financial management is accurate recording of income and expenditure. In this session you will get practical experience in recording transactions and this information will be used in sessions for the rest of the day. We will also discuss other records that you should keep to ensure proper accountability.

Learning Objectives[image: View Details]	
By the end of this session, you will be able to:
· Record the income and expenditure in a handwritten spreadsheet
· Discuss the different record keeping methods used by your CSOs and the advantages of each  

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist  
·   H 11  Income and Expenditure Spreadsheet (soft copy)









[bookmark: _Toc459302027]Module 1, Session 10: Monitoring your finances
 30 minutes
Session Overview[image: View Details].
Here you will use the budget as a tool to monitor how you are actually doing as compared with your plan, with a view of keeping your CSO on track or adapting as necessary. You will discuss at least one scenario where an external event or change causes your budget to be inadequate and how you will cope with this situation.
Learning Objectives[image: View Details]	
By the end of this session, you will be able to:
· Compare budgeted income and expenditure with actual records.
· Discuss what can cause a budget to be inadequate
· Note ways a CSO can adapt to changes that affect finances  


Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist  
·   H 11  Income and Expenditure Template 


[bookmark: _Toc459302028]Module 1, Session 11: Types of financial reports
 30 minutes
Session Overview  [image: View Details]
In this session, we will discuss your stakeholders and the reports they would need or the reports you would want them to have.
Learning Objectives  [image: View Details]	
By the end of this session, you will be able to:
· List some of your CSO’s stakeholders
· Discuss what financial information each group of stakeholders needs
· List the items that would be included in a report 


Handout Checklist  
·   H 12  Exercise Sheet: Match your financial reports and your stakeholders 

[bookmark: _Toc459302029]Module 1, Session 12: Preparing a financial report
 30 minutes
Session Overview  [image: View Details].
Taking into consideration the information from the last session, you will prepare a report based on the budget and financial recording exercise. You will discuss the importance of the format of your report in ensuring proper accountability and transparency. You will anticipate the questions a board might ask on receiving the report.
Learning Objectives  [image: View Details]	
By the end of this session, you will be able to:

· Prepare a ‘real’ monthly financial report to your board 


Handout Checklist  
·   H 11  Income and Expenditure Template 


[bookmark: _Toc459302030]Module 1, Session 13: Preparing for an audit
 30 minutes
Session Overview  [image: View Details].
Many funders ask for audited accounts but some CSOs find it difficult to deliver these. Here we will discuss what is involved in preparing for an audit and the documents you would need to provide for the auditor.
Learning Objectives [image: View Details]	
By the end of this session, you will be able to:
· List the items of information an auditor might ask for
·  Discuss your organisation’s readiness for an audit


Handout Checklist  
·   H 13   Auditor's Document Checklist



[bookmark: _Toc459302031]Module 1, Session 14: Feedback on today/looking ahead to next day
10 minutes
Session Overview[image: View Details]
In this session, you will share with others how you felt about the day and we will quickly look at what will be covered the following day.
Learning Objectives[image: View Details]	
By the end of this session, you will be able to:
· Identify how you and others in the room are feeling about the day
· Identify what further help is needed in financial management and reporting
· State what topics will be covered the next day



Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------



[bookmark: _Toc459302032]Module 1, Session 15: Welcome, Introductions and Overview
1 hour, 15 minutes
Session Overview[image: View Details]
You will get to know the facilitators and your fellow participants. You will be given an overview of the agenda and the objectives and will have an opportunity to tell the group what you expect to get out of the day. You will then be able to assess which of your and others’ expectations will be met.
Learning Objectives[image: View Details]	
By the end of this unit, you will be able to:
· State the objectives of the Report Writing section of this module.
· Name your fellow participants, the facilitators and the sponsor.
· Brainstorm key components of effective and efficient report writing.
· Assess the extent to which your and other participants’ expectations will be met.


Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 
·  	H1- Agenda for Module 1




[bookmark: _Toc459302033]Module 1, Session 16: Purpose and Types of Reports 
  									40 minutes

[bookmark: _GoBack]Session Overview[image: View Details]
No longer will you see reporting as the dreaded task on your to do list, but as powerful tools which will help enhance your organisation’s ability to address social issues strategically and to meaningfully impact your beneficiaries’ lives. You will learn some of the different types of reports and understand the components that must be contained in the reports to enhance their effectiveness.  Expect the exercises to give you fresh insights into the ‘why’ and ‘how’ of report writing.
Learning Objectives[image: View Details]	
By the end of this unit, you will be able to:
· State why reports are important 
· State key components of a report 
· List types of reports


Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 
·  H14- Minutes (template)
·  H15-  Annual General Meeting (template)
·  H16 – CSP Interim and Completion (Final) Report (template)
·  H17-  J.B. Fernandes Interim Report (template)

[bookmark: _Toc459302034]Module 1, Session 17: Tips for Good Report Writing 
  								1 hour, 30 minutes

Session Overview[image: View Details]
Now that you know why reports are important, this session will give you the tips to make sure your reports are to the point, written to meet your readers’ needs and contain the information that will inform your organisation’s next steps. You will have the opportunity to practice writing in plain language and in small groups will begin to draft brief reports of your own.
Learning Objectives[image: View Details]	
By the end of this unit you will be able to:
· Know tips for good report writing
· Draft outlines for interim and final project reports, annual reports etc. incorporating the elements of good report writing

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------

Handout Checklist 
·  H18 - Writing Effective Reports 




[bookmark: _Toc459302035]Module 1, Session 18: Peer Evaluation 
  								1 hour, 55 minutes

Session Overview[image: View Details]
In this session you and your small group will complete the brief reports started in the last session. You will then make an oral presentation of the report to your peers, who will give you constructive feedback. 

Learning Objectives[image: View Details]	
By the end of this unit, you will be able to:
· Write a short report incorporating the elements of good report writing
· Critique each other’s reports and recommend improvements

Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------


Module 1, Session 19: Evaluation of the Module 
Session Overview[image: View Details]
You will have an opportunity to provide oral and written feedback on the module in terms of whether your expectations were met, what you found most valuable about it, and what you think could be improved.  
Learning Objectives[image: View Details]	
By the end of this session, participants will be able to:

·  provide feedback on whether the workshop met their expectations 
· evaluate the effectiveness of the facilitators and the tools and methods used


Session Notes [image: http://www.icons101.com/icon_png/size_128/id_69832/NOTEPAD.png]
---------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------------
 
Handout Checklist 
·   M4 H19  Module Evaluation Form


[bookmark: _Toc459302036]Handout M1 - H-1: Agenda Financial Management and Reporting


DAY 1
 8.00 – 8.30		REGISTRATION AND SNACK
 8.30 – 9.45		Session 1: Welcome, introductions and overview of the module
 9.45 – 10.30	Session 2: What is involved in good financial management and why is it important? 
10.30 – 10.45	BREAK
10.45 – 11.15	Session 3: Roles and responsibilities for financial management
11.15 – 12.00	Session 4: Outline of a financial policy and procedures manual
12.00 – 12.45	LUNCH
12.45 –   2.15	Session 5: Budgeting for your organisation
02.15 –   2.30	BREAK 
02.30 – 03.30	Session 6: Funding sources
03.30 –   4.00	Session 7: Feedback on today/looking ahead to tomorrow 



DAY 2
8.00 – 8.30		REGISTRATION AND SNACK
8.30 – 9.45	Session 8: Check in, introduction of new participants, review of Day 1 and overview of the day
 9.45 – 10.30	Session 9: Financial record keeping 
10.30 – 10.45	BREAK
10.45 – 11.15	Session 10: Monitoring your finances
11.15 – 12.00	Session 11: Types of financial reports
12.00 – 12.45	LUNCH
12.45 –   2.15	Session 12: Preparing a financial report
02.15 –   2.30	BREAK 
02.30 – 03.30	Session 13: Preparing for an audit
03.30 –   4.00	Session 14: Feedback on the day/looking ahead to tomorrow 






DAY 3
8.00 – 8.30		REGISTRATION AND SNACK
8.30 – 9.45	Session 15: Check in, introduction of new participants, overview of the day
 9.45 – 10.30	Session 16: Purpose and types of reports
10.30 – 10.45	BREAK
10.45 – 12.00	Session 17: Tips for Good Report Writing	
12.00 – 12.45	LUNCH
12.45 –   3.10	Session 18: Peer Evaluation WORKING BREAK
03.10 – 04.00	Session19:  Feedback on the day and evaluation of the module


















[bookmark: _Toc459302037]Handout M1 - H-2:  Financial Year

[image: ]


















[bookmark: _Toc459302038]Handout M1 - H-3:  A Checklist of Good Financial Management 

NAME OF GROUP………………………………………..

1. Ethics
Ethics form the basis of financial management, and ethical behaviour has been shown to lead to effective and efficient performance over the long term.

2. “ACTS”
Financial management should be accountable, credible, transparent and sustainable.
 Tick the items below that are in place now in your organisation: 

3. A written procedures manual, which
· documents the procedures for record keeping
· conforms to generally accepted accounting procedures
· documents internal controls relating to matters such as the handling of cash, the signing of cheques and the approval of spending and disbursements

4. Financial reporting on a timely basis.
5. Financial planning, as evidenced by budgets and cash flow forecasts.
6. Periodic stock in hand/asset checks.
7. Establishment of a reserve or contingency fund.
8. Annual audit or review by an external accountant.
9. Training in financial management for the members of the Board and anyone else with financial responsibilities.
10.  Statutory requirements met e.g. VAT, NIS, Health Surcharge, BIR annual returns.








[bookmark: _Toc459302039]Handout M1 - H-4:  Roles and Responsibilities 

THE ROLES AND RESPONSIBILITIES OF KEY PLAYERS 
IN THE FINANCIAL MANAGEMENT OF CIVIL SOCIETY ORGANISATIONS.

The Board
Has a collective responsibility for managing the organisation’s finances.  Under certain circumstances, this includes a legal responsibility for ensuring that the finances are properly managed.  You should never accept a Board position and assume it is somebody else’s responsibility to manage the finances.  You should insist that you are provided with adequate financial information (reports), both to assist your decision-making and to ensure that the finances are being handled in an accountable and transparent manner.  All Board members should be capable of interpreting the financial data (reports) relating to the organisation and training should be provided if this is not the case.
Specific responsibilities normally undertaken by the Board as a whole:
· Setting the guidelines for managing the organisation's finances;
· Approving annual budgets and financial reports;
· Reviewing monthly financial reports; 
· Approving contracts and project proposals;
· Deciding who should act as cheque signatories;
· Taking decisions on borrowing and investments;
· Recommending to the membership the appointment of the external auditor and reviewing the auditor’s findings.

The President (or Chairman)
The President provides the leadership and strategic direction to ensure that the vision, mission and strategic objectives of the organisation are met.  The President also plays a key role in team building (Board members, staff and volunteers), and in promoting the values which underpin sound financial management – accountability, transparency, credibility and sustainability.

The Treasurer
The Treasurer is the member of the Board or Management Committee who is responsible for ensuring that all aspects of financial management are carried out in an accurate and timely fashion, and in accordance with generally accepted accounting principles.  S/he should also ensure that the organisation meets all its fiscal and statutory requirements. 
S/he will also liaise with any external financial advisors, auditors, bank managers etc..
The elements of financial management for which the Treasurer is normally responsible include the following:
· Collection of cash and cheques;
· Monitoring and control of cash and cheque payments;              
· Monitoring cash availability (cash flow projections);
· Banking and bank reconciliations;
· Co-ordinating the budget process;
· Preparation of reports, including the annual report.
Depending on the size of the organisation and his/her skills, the Treasurer may undertake these tasks him/herself or delegate them to a member of staff, or an external accountant.

The Membership
The membership can, and should, provide additional oversight of the financial management of the organisation, in the following areas:
· Electing the Treasurer and the other members of the Board; 
· Requiring that the Board reports regularly and clearly to the membership on the handling of the organisation’s finances;
· Requesting clarification of any financial reports about which they are uncertain;
· Querying any expenditure that does not appear to meet the organisation’s mission vision and goals, or any transactions that they think may be unethical.
[bookmark: _Toc459302040]
Handout M1 – H5 Glossary of Important Financial Terms


[bookmark: _Toc221838397]ACCRUALS:	
Items of expense (or income) that have been incurred (or earned) but have not yet been paid (or received).  Accruals represent liabilities outstanding (in the case of expenses incurred) and assets receivable (in the case of income earned) to (from) third parties at the end of an accounting period.  

An accrual may involve uncertainty as to quantity and timing and may therefore require an estimate to be used.  An example of this would be legal fees incurred but for which a bill has not yet been received or income that has been quoted in US$ but will be received in TT$.

Example 1: 
Telephone calls made during the month of December but for which the bill is not received until January are an accrued expense at the end of December.

Example 2: 
Interest earned on a term deposit from September to January and not received until January are accrued income at the end of December.

ASSETS:
The properties or economic resources owned by an organisation that are expected to benefit its future operations.

BALANCE SHEET:				
A statement that shows the financial position of the organisation at a specific time.  It lists or summarises the entity's assets, liabilities and equity (accumulated funds) on the chosen date.

CURRENT ASSETS/LIABILITIES:	
The most liquid assets or liabilities of the organisation.  These are usually cash or items that are expected to be turned into cash (assets) or require the disbursement of cash (liabilities) within the year.

FIXED ASSETS:			
Economic resources owned by the organisation in a physical form with a useful life longer than one year and that will provide future benefit to the entity.  Common examples are furniture and fixtures, computer equipment, machinery, building and motor vehicles.

FUND ACCOUNTING:		
Accounting procedures in which a self-balancing group of accounts is provided for each donor or client.  The major attributes of fund accounting are:
1.	the segregation of funds based on purpose or specific restrictions by the donor;
2.	the ability to account for commitments; and
3.	the capacity to incorporate budgetary controls directly into the accounts.  

INTANGIBLE ASSETS:		
The economic resources of the organisation that do not have physical form but that provide benefits to future operations.  

INTERNAL CONTROL:
The systems established by management to ensure, as far as practicable, the orderly and efficient conduct of operations including guarding against waste, errors and fraud; assuring the safeguarding of assets, the reliability of accounting records; and the production of reliable, timely financial information.

LIABILITIES:	
The debts or obligations of the organisation that are owed to third parties.

STATEMENT OF INCOME AND EXPENDITURE:	
A statement that shows the result of the organisation’s operations for a specific period of time.  It lists or summarises the entity's income and expenditure and the resulting surplus or deficit.  This statement is also commonly known as an income statement, operations statement or statement of earnings.

POLICY:				
Guide to decision making to provide consistency among decision makers.  In the accounting context, policies provide guidelines to ensure that similar transactions are treated in a consistent manner.

PROCEDURES:				
Specific sequence of steps designed to ensure appropriate approval, controls and capture of data when recording and reporting a particular transaction.  


[bookmark: _Toc459302041]Handout M1 – H6 Financial Policy and Procedures Manual Outline


INTRODUCTION 
[bookmark: _Toc222268903]GUIDING PRINCIPLES
[bookmark: _Toc222268904]RESPONSIBILITIES  -Who is responsible for what 
[bookmark: _Toc222268905]INCOME	Sources
[bookmark: _Toc222268906]ACCOUNTING SYSTEM (Spreadsheets or whichever type of software)
[bookmark: _Toc346524992][bookmark: _Toc222268907]FINANCIAL AND ACCOUNTING POLICIES
[bookmark: _Toc222268908][bookmark: _Toc222268913][bookmark: _Toc222268914][bookmark: _Toc222268915][bookmark: _Toc222268916][bookmark: _Toc222268918][bookmark: _Toc222268919][bookmark: _Toc222268922][bookmark: _Toc222268923]General Ledger, Cash Management Policies (Bank Accounts; Cash Receipts, Cash Disbursements, Petty Cash), Payroll,Purchase of goods and services (other than consultant services),Contracting of consultants
[bookmark: _Toc346524993][bookmark: _Toc222268924]DETAILED FINANCIAL AND ACCOUNTING PROCEDURES
[bookmark: _Toc222268925][bookmark: _Toc222268931][bookmark: _Toc222268934][bookmark: _Toc222268937][bookmark: _Toc222268938][bookmark: _Toc222268940][bookmark: _Toc346524994][bookmark: _Toc222268950][bookmark: _Toc222268952][bookmark: _Toc222268953]Chart of Accounts, Receipts, Payments, Fixed Assets, Depreciation, Insurance, Filing systems, Budgeting, Financial Procedures Checklist, Monitoring and Control		
	




[bookmark: _Toc459302042]Handout M1 – H7 Financial Policy and Procedures Manual (Soft Copy)
	


[bookmark: _Toc222268902]


	








[bookmark: _Toc459302043]Handout M1 – H8 Sample Budget

	CASHEW TRACE COMMUNITY GROUP

	2016 BUDGET 
	 

	INCOME
	 

	Fund Raising (Village Fete)
	               10,000.00 

	Annual Dinner
	                 5,000.00 

	Membership Fees
	                 5,000.00 

	 
	 

	Total Income
	               20,000.00 

	 
	 

	EXPENDITURE
	 

	Stationery
	                    500.00 

	AGM refreshments
	                 1,200.00 

	Printing
	                 1,000.00 

	Stipend to Secretary
	                 4,800.00 

	Telephone (cards)
	                 1,200.00 

	Annual Dinner
	                 6,000.00 

	Fund raising expense
	                 3,000.00 

	 
	 

	Total Expenditure  
	               17,700.00 

	 
	 

	Surplus for the year
	                 2,300.00 




[bookmark: _Toc459302044]Handout M1 – H9 Budget Template

	YOUR CSO

	2016 BUDGET 
	 

	INCOME
	 

	
	

	
	

	
	

	 
	

	Total Income
	

	 
	

	EXPENDITURE
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	 
	

	Total Expenditure  
	

	 
	

	Surplus for the year
	





[bookmark: _Toc459302045]Handout M1 – H10 Donor Database  (Soft Copy Only)


[bookmark: _Toc459302046]Handout M1 – H11 Record of Income  and Expenditure 

	YOUR CSO

	INCOME AND EXPENDITURE RECORD FOR THE PERIOD XYZ

	Income
	Budget
	Actual to date
	Variance

	
	
	
	

	
	
	
	

	
	
	
	

	Total Income
	
	
	

	 Expenditure
	Budget
	Actual to date
	Variance

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	
	

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	
	
	 
	 

	Total Expenditure  
	
	 
	 

	Surplus/(Deficit)
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Exercise 
Draw a line from a financial report to a stakeholder or group of stakeholders. There is no limit on the number of reports to a group nor is there a limit on the number of groups to whom you may give a report.
	STAKEHOLDERS
	FINANCIAL REPORTS

	Board of Directors/Executive Committee
	Annual Income and Expenditure Statement

	Treasurer
	Event financial report with list of donors

	Funders/Donors/Sponsors
	Annual Audited Accounts

	Project Team
	Balance Sheet

	Members
	Monthly Income and Expenditure Statement

	Government Ministry
	Project financial report

	Members
	Monthly cash position (bank reconciliation)

	General public
	Management report (letter) from auditors





[bookmark: _Toc459302048]Handout M1 – H13 Auditor’s Document Checklist

	[bookmark: RANGE!A1:F28]My Organisation

	Auditor's Document Checklist

	
	
	
	
	
	

	
	
	
	
	
	

	 
	Period
	 
	Remarks

	
	From
	To
	
	

	□ Unaudited
Financial Statements
	 
	 
	 
	 

	□ Trial Balance
	 
	 
	 
	 

	□ Backup File
	 
	 
	 
	 

	□ General Ledger Printout
	 
	 
	 
	 

	□ Inventory Listing
	 
	 
	 
	 

	□  Fixed Asset Register
	 
	 
	 
	 

	□ Bank Reconciliations
	 
	 
	 
	 

	□ Bank Statements
	 
	 
	 
	 

	□ Cheque Payment Vouchers
	 
	 
	 
	 

	□ Deposit Slips
	 
	 
	 
	 

	□ Bank Debit/Credit Memos
	 
	 
	 
	 

	□ Receipt Books
	 
	 
	 
	 

	□ Minutes of Board of Directors Meetings
	 
	 
	 
	 

	□ Copy of Annual Return
	 
	 
	 
	 

	□ Insurance Policies/
File
	 
	 
	 
	 

	□ Payroll Files 
including NIS, HS, PAYE
	 
	 
	 
	 

	□ 
	 
	 
	 
	 

	
	
	
	
	
	

	Documents Received By:
	
	
	 

	Date:
	 
	
	
	
	

	Documents Returned By:
	
	
	 

	Date:
	 
	
	
	
	



[bookmark: _Toc459302049]
Handout M1 – H14   Minutes

Minutes of (CSO Name and type of Meeting e.g. Board Meeting) held on (Insert Date)  
	Venue:
	

	Present:


	Insert members present and positions held e.g. John Doe (Chairman), James Byron (Secretary)

	Apologies:
	

	Minutes Taken By:
	

	Time:  
	Insert start and end time of meeting



	AGENDA ITEM:
	DISCUSSIONS AND DECISIONS:
	ACTION BY:
(initials person responsible for action

	Welcome and Reflections       
	Introductory statements made by person chairing the meeting
	

	 Confirmation of Minutes 
	Indicate who moved for confirmation of minutes of previous meeting and who seconded the motion. Both persons must have been present at the last meeting   
	 

	Matters arising
	3.1   

3.2   
. 
  

	

	Treasurer’s Report

	
	


	Executive Director’s  Reports

	
	

	 10. Any other     
    Business
	

	



	11. Date of  Next   
      Meeting    
	
	


………………………………

Submitted by:  .....................  (signature) 	...............................(signature).
(Name),     Secretary 				(Name)   Chair

Date:  
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Insert CSO Name/Logo

Insert CSO Address and 
Contact information 

NOTICE OF ANNUAL GENERAL MEETING 

The Annual General Meeting of (insert CSO Name) will be held at (insert venue for the AGM) on (Insert date and time of AGM). 
Agenda

Chair’s Opening Remarks 
Report on Activities from January to December 2015
Presentation and Adoption of Audited Accounts 2015
Appointment of Auditors
Other Business 
Concluding Remarks
Vote of Thanks
Refreshments

(Insert name of Secretary)
Secretary
(Insert date of notice determined by CSO’s By Laws) 

 




[bookmark: _Toc332727746]Minutes of CSO’s 9th Annual General Meeting (AGM) held on (insert date of AGM) 
	Venue: 
	

	Present:
	Insert name and position of attendee e.g. John Doe (Chairman)

	Time:
	5:20p.m.




	Issues 
	Discussion & Decision

	1. Welcome and Reflection 

	

	2. Confirmation of Minutes 
	The following corrections were made to the minutes of the AGM held on (Insert date) 

Record who moved to confirm the minutes of the previous AGM and who seconded the motion. 


	3. Matters Arising
	3.1 Charitable Status

 

	

	3.2  Chairman’s Report



	4. Chairman's Report 


	.

	5. Executive Director’s Report 

	

	6. Treasurer’s Report
	

	7. Election of Officers
	Following is an example of one organisation’s electoral process: 

“According to Article 4.3 the number and qualification of directors the term of office for officers of the Board is 2 yrs.  Directors are to be appointed and the authorized number shall be no more than 10.  There are 4 returning directors, and 4 who are new”.  

The following is an example of the process that can be used for elections and how it could be recorded. 

Mary served as the Returning Officer. Jane proposed that the appointments be made en bloc.  June seconded, and the Returning Officer declared the new Board for the term 2013-2015 as follows:


	 Election of Officers (con’td)
	
Returning Members:

New Members


	8. Appointment of Auditors

	We Do Audits Co. Ltd. were appointed as (Insert CSO’s Name)  Auditors at the EGM held earlier in 2014.  The move to reappoint them was made by June and seconded by Jane.  

	9. Other Business
	The Chair  extended thanks to all staff and other members who made the day possible, and welcomed the new persons to the organisation.




Meeting ended at (insert the time meeting ended)


Submitted by (insert name of Secretary of the Board)  


…………………………………….……………………….
(insert name)
Chairman
Date:


[bookmark: _Toc459302051]Handout M1 – H16  Sample Final Report
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Community Based Social Interventions
Project Completion Report

General Information 

1.	Name of Project/Intervention:  
2.  Executing Organization: (Your CSO)
3. Communities Served: 
4. Short Description of Intervention (including content, structure, venue, resource persons  etc):

Methodology

A model proposal, based on the ICON format, titled ‘A Jewellery Making Course in Cashew Trace’ was used as an example, for the participants to practice application of project management tools and skills throughout the three day workshop. Following discussion of the model proposal example, participants will be given the opportunity to use the provided templates to apply the newly acquired knowledge to their own projects, allowing for peer review and comparison of approaches. 

List of Activities (actual)


5. Total beneficiaries served:
	Description 
	Age Group
	Male >25
	Female
	Total

	
	Male
	
	
	

	
	Female
	
	
	

	West – Gonzales & St. Barbs
	Male
	1
	1
	1

	
	Female
	1
	11
	6

	Central – Enterprise 1
	Male
	3
	2
	2

	
	Female
	6
	5
	7

	East – North Eastern Settlement, Quash Trace, Mount D’Or Road, Farm Road
	Male
	1
	3
	2

	
	Female
	-
	3
	2

	East – Pinto Road Arima
	Male
	2
	2
	-

	
	Female
	5
	6
	9

	West – Never Dirty, Mon Repos, Beetham Gardens, Sogren Trace
	Male
	-
	2
	-

	
	Female
	-
	3
	1

	South – La Romaine & Embacadere
	Male
	1
	5
	3

	
	Female
	2
	4
	5

	Total Participants: 139
Target # Participants: 200
Actual as Percentage: 70%
	Male
	8
	18
	10

	
	Female
	17
	40
	34








Achievement of Project Results[footnoteRef:1] [1: 2 Targets Matrix used here] 

7. 	List the project outputs and outcomes and elaborate on the achievement of each:
[Add rows as necessary. Please attach means of verification such as attendance records, trainer feedback, participant feedback etc.]
Targets Matrix – Veni Apwann Project Management Training for Community Based Organizations


	Activities 
	Target
	Status

	Conduct initial consultations with CSP Personnel including CAOs 
	1 consultation with CAOs and Community and Youth Specialist completed by June 2014
	Completed. 

Held June 25th, 2014.

	Conduct focus group session with ICON participants to inform development of Project Management Training Manual 
	1 focus group session held with 10 ICON participants 
	Completed. 

Held June 30th with 4 participants from three CACs present – Mount D’Or, Patna and Dibe, Long Circular. One participant who was unable to attend the focus group, completed focus group questionnaire and submitted after. 

	Consult with Event Planners for orientation to project and to collectively plan for its implementation
	1 group consultation with 8 event planners along with Community and Youth Specialist by June 2014
	Completed. 

Met with available event planners on June 12th and August 12th at the CSP office.

	Consult continually with individual Event Planners to collectively plan for implementation of each of the 8, 3-day workshops
	Liaise at least 5 to 6 times with each Event Planner, either by phone or in person, to ensure details for each workshop finalized between June 2014 and April 2015
	Completed

Prior to each workshop each event planner and (Your CSO) liaised continually with each other to confirm logistics mostly via the phone, sometimes via email.  









	
Outputs
	Target 
	Status

	Persons completing training in project management 
	80% of workshop participants (approximately 160 persons) attend 80% of all sessions held (minimum of 2.5 – 3 days)
	A total of 139 participants attended the workshops. 104 of those, representing 75% of total participants completed 80% of the training. In at least one instance where a participant from Enterprise was unable to complete day 3, she was able to make up the third day at the Pinto training. 

	Intermediate Outcomes
	Target 
	Status

	Workshop participants with increased understanding and capacity in project management principles and tools
	85% of workshop participants who demonstrate increased understanding and capacity in project management principles and tools.
	104 persons successfully completed the 3 day PM training. 

37 persons of 36% of them completed a post workshop survey at the graduation held on July 11th. Findings were as follows:

95% reported that their understanding of project management skills had increased. 


	Outcomes
	Target 
	Status

	CBOs from 19 of CSP’s partner communities effectively and efficiently delivering on their programmes and projects
	Within the 6 month period following this training 80% of participating CBOs deliver projects on time, within budget and achieve project objectives 
	104 persons successfully completed the 3 day PM training

37 persons or 36% of the eligible graduates completed a post workshop survey at the graduation designed to assess CBO’s performance in project management. Findings were as follows:

64% reported that they accomplished their projects on time
76% reported that they completed projects within budget
82% reported achieving project objectives 



8.	Did the implementation of the project result in any unintended effects?
      
During the focus group sessions a few participants mentioned that in addition to being able to apply the PM principles learned to their work within their CBOs, that they were also able to apply them to their own personal lives. Examples included being able to successfully project manage a relative’s wedding, inclusive of team management and risk mitigation. 
In fact the process of application seemed to include exposure to the knowledge, internalization of the knowledge and increased awareness of the correct way to manage projects both in their personal and community service spheres. More consistent demonstration of the long term effects of the training as manifested in increased projects managed more efficiently and effectively, should become more evident within the six month to a year span post the training. 
CSP may consider monitoring the quality of project management of future projects of its CBO partners over the next year against what was demonstrated before their exposure to project management training.
	 
9.  Are any other long term effects of the project (not covered in outcomes above) expected?
Not all of the participants at the time of the focus group were actively engaged in projects since being exposed to the training. It will therefore be expected that CSP would be better placed to determine to what extent any new and remaining projects are being managed more efficiently and effectively.
During the first focus group held in June 2014, participants indicated that they wanted to have a better understanding of how to budget appropriately so as to be well informed re the full cost of the project. Post training focus groups have indicated that there is an increased awareness of how to consider each cost in detail e.g. phone calls, paper etc. 




Cost Effectiveness of the Project
	10 a.	Income (CSP)
	



	10 b.  Expenditure
 

	 
	Budgeted Cost
	Actual Cost

	i.      Administrative
	 
	 

	Administrative Support
	
	

	Project management fees
	
	

	Development of PM Training Manual
	
	

	Focus Group interview with ICON participants (June 30th, 2015)
	
	

	Other Admin Expenses  (telephone, catering for post training focus groups, facilitators’ transportation)
	
	

	ii.    Operations (Direct transfers to beneficiaries)
	
 
	
 

	Training (Trainers/Facilitators)
	
	

	Production of Training Manual for Participants for 7 Workshops – Material and Equipment
	
	

	Design and Printing of Certificates 
	
	

	Post Training Focus Groups
	
	

	Refreshments for focus
	
	

	
	
	

	
	
	

	iii.    Total
	
	



11.	Is there a variance between Budgeted and Actual expenditure? If so, please explain: 

12.	Overall cost per client served: 

Project Sustainability
13.  What is the degree of school/community support, if any, for the project?


14.	Can the project be sustained without funding from CSP?		Yes 		No 
     
15. What experiences gained from planning or implementing this project can be applied to future projects of a similar nature?

It was commendable of CSP to contract community based Event Planners as they sought to give them the opportunity to build their capacity in this area. Doing so, however, would necessarily involve a certain measure of handholding, so time needs to be catered for this. The time an experienced Event Planner may take to accomplish the task, the novice Event Planners might need double.

Many of the CBOs which requested further support by way of coaching and mentoring asked for assistance in the area of proposal writing. It might be worthwhile to consider a two part training package which would begin with proposal writing, followed by project management and supported by an extended period of coaching and mentoring that would reinforce practice of the principles.

Lessons learnt which can improve the delivery of similar projects are: 

Additional Comments
16.  
Submitted by: _______________		Date: 
	For Official Use Only
----------------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------------- 
---------------------------------------------------------------------------------------------------------------------------- 
---------------------------------------------------------------------------------------------------------------------------- 
----------------------------------------------------------------------------------------------------------------------------
Reviewed by: ___________________________________		Date: _________________
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Instructions

Please submit this form electronically in word format (not a pdf). Attachments may be in pdf format. Submit form to (Name) at (email address).

Organizational Information
	Date of Report : 
	Click here to enter text.


Organizational Information
	Legal Name of applicant organization
	Click here to enter text.
	Name of President /CEO 
(if not primary contact)
	

	
Grant Request Information 

	Grant ID # (as indicated on grant letter):
	

	Grant Amount Received:
	

	Purpose of Grant (one sentence):
	
.  




1. Briefly describe the program(s) and goals supported by the grant. Exactly how are      JB Fernandes Memorial Trust I grant funds being used? (approx. 150 words)  


2. List the activities and outcomes outlined in section four of your proposal to the JB Fernandes Memorial Trust I and describe your progress in achieving each. Please describe any challenges faced and how they were addressed (approx. 350 words).

3. Did grant dollars help your organization to leverage other resources? Please elaborate if applicable (limit 150 words).

4. Please let us know about any achievements or obstacles at your organization that occurred during the grant period in question. (approx. 150 words).








	Expense Category
	Amount Requested from Trust I
	Amount supported by other funding
	Trust I funds spent to date

	Salaries and Benefits 
	
	
	

	Administrative/Support Staff
	
	
	

	Professional Fees
	
	
	

	Travel
	
	
	

	Program Materials and Outreach
	
	
	

	Equipment
	
	
	

	Other (specify)
	
	
	



	For RPA use only

A. Grant Category

 (
☐ 
General Support
☐ 
Program-specific Support
☐ 
Capacity Building
)This grant is for:
☐Education
☐Health
☐Poverty Alleviation

B. Staff Analysis







	
	


[bookmark: _Toc459302053]Handout M1 – H18- BGTT Reporting Format  
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BG TRINIDAD AND TOBAGO 
SOCIAL PERFORMANCE REPORT

(The frequency of this reporting will be determined by terms and conditions highlighted in the contractual arrangement)

The purpose of this Report is to help BGT&T better understand the organizations and programmes it funds, as well as give the relevant executing agencies an opportunity to share information and reflect upon the progress of BG sponsored programmes.  

In an effort to streamline the reporting process and keep it as concise as possible, we ask that you adhere to the following reporting guidelines.  

Instructions:  The responses in the report must relate directly to the funded programme, and the answers to the four narrative questions should not exceed three (3) typed pages.  The following information should be inserted on the title page:

Name of Organization:  
Address 
Telephone:  
Fax:  
Web site:  

Director/Head:  
Telephone:  
E-mail address:  

Name/title of contact person:  
Telephone:  
E-mail address:  

Project/Programme Name:   

Dates covered by this report:  

 
Respond to the following questions (please limit narrative report to no more than 3 pages):

1.  Objectives:  

List the original proposal objectives, including description of target group served.  

If the objectives have changed from those originally proposed, explain why.  How did this impact the programme/project?    

2.  Results:  

Describe the progress toward meeting each of the objectives (include major activities, outcomes, the overall impact to the programme/project).  

If applicable, address obstacles encountered and/or unanticipated outcomes.  

Describe how you are measuring effectiveness of the programme/project (i.e., through measurement systems that demonstrate the delivery of meaningful results).   

3.  Finances 

Attach program budget as submitted in the original proposal as well as actuals to date (explain variance).  

Who else has funded this program/project and at what level?  

4.  Challenges 

Explain whether or not there are any plans for ongoing funding, expansion, modification, or replication of the programme/project.  

What do you consider to be the most important concern(s) – apart from finances – currently facing the programme/project?  
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Civil society organisations (CSOs) produce a range of reports.  Among the most common are reports to donors and reports to the Board, including programme and project reports, the Executive Director’s report and financial reports.  Your organisation may also produce conference, workshop or meeting reports.
While each of these reports is different, some common guidelines apply to all of them.
1. Write with the readers in mind.  Think about what they want to know and in how much detail.
2. Write in a way that reflects your organisation’s personality.  A report is an opportunity to influence the reader’s perception of what you do and how you do it.
3. Keep the report as succinct as possible.  Few people have time to read a long report. Donors are much more impressed by a short, relevant report than a long, rambling one.  If the report is longer than a few pages, make sure you include an Executive Summary.
4. Focus on documenting your results.  Many reports just contain a long list of completed activities. But what the reader most wants to know, and particularly your donor, is what impact you have had and on whom.  Make sure you include not just quantitative results (e.g. how many people your programme has reached) but also qualitative ones (e.g. how your programme has changed the knowledge, attitudes and behaviours of your target group).  
5. Appeal to the heart as well as the head.  Don’t hesitate to include photos of and quotes from people who took part in your activities. These are what the reader will remember long after they have forgotten some of the technical details.  Send short video clips that capture the atmosphere of what took place.  
6. Document the things that didn’t go as planned and the lessons learnt.  Many CSOs shy away from documenting what they see as their ‘failures’, particularly when reporting to a donor.  But these are just as important as your ‘successes’ because they are opportunities for learning and adapting.  Sharing your experiences and explaining how you intend to do things differently in future demonstrates that you are a learning organisation - and you may save others from making similar mistakes.
7. Write in ‘plain English. Probably the commonest trap that CSOs fall into when they write reports is to produce heavy, formal, wordy documents that sound as if the writer has swallowed a dictionary or a legal textbook!  If you don’t say things like ‘aforementioned’ and ‘heretofore’ when you speak, don’t write them either.  Don’t say ‘endeavour’ if you would normally say ‘try’.  Don’t include words if you are not one hundred percent sure of their meaning as that will make you sound foolish rather than impressive. As you write, think how you would speak to the reader and use that as your guide.





[image: View Details]Helpful Tips


Here are some tips for writing clear and succinct reports (that you can also apply to any other writing).
a) Plan before you write.  Before you set pen to paper (or fingers to keyboard):
· make sure you are clear on the purpose of the report and your target audience;
· do any background reading or research that is needed; 
· jot down in bullet form the key points that you want to include; 
· decide on the outline and structure of the report.
b) Keep paragraphs short with just one main message, stated early in the paragraph.
c) Use short sentences because:
· they are easier to read and remember, so have more impact;  
· they make your message more obvious as an idea can get lost in a long sentence; 
· making a long sentence easy to read requires confidence in how to punctuate. 
d) Write in the active rather than the passive voice whenever possible, for example, 
‘We trained 15 representatives of Santa Anna Village Council in proposal writing’ not 15 people from Santa Anna Village Council were trained in proposal writing’.  The active voice is easier to read and tells you who is carrying out the action.
e) Cut out unnecessary words.  As you review what you have written, consider whether something could be said more simply or succinctly.  See the box below for some examples.
Example 1
Can we meet on Wednesday for the purpose of reviewing the budget?
Can we meet on Wednesday to review the budget?
Example 2
During the course of my visit, I met several outstanding community leaders.
During my visit, I met several outstanding community leaders.
Example 3
The AGM will be held in the very near future.
The AGM will be held soon.
Example 4
Despite the fact that the project started late, the results were outstanding.
Although the project started late, the results were outstanding.
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	1. What were your expectations of this module?




	2. Were your expectations of the training satisfied?

	
	Fully satisfied 
	
	Adequately satisfied
	
	Not satisfied

	
	

	
	
	
	

	3. Were the stated objectives realised?

	
	Fully realized
	
	Adequately realised
	
	Not realised

	
	

	
	
	
	

	4. What did you learn that will be of most benefit to you?



	5. Did the environment encourage and support learning?
	
	Yes
	
	No

	
	
	
	
	

	6. Was the information provided:
	
	
	
	

	
	
	
	
	

	· Easy to understand?
	
	Yes
	
	No

	
	
	
	
	

	· Relevant to your needs?
	
	Yes
	
	No

	

	
	
	
	

	7. Did the course content and delivery:

	· Encourage learning?
	
	Yes
	
	No

	
	
	
	
	

	· Encourage you to participate?
	
	Yes
	
	No

	
	
	
	
	

	8. Were the facilitators:
	
	

	· Knowledgeable?
	
	Yes 
	
	No 

	
	
	
	
	

	· Able to communicate effectively?
	
	Yes 
	
	No 

	
	
	
	
	

	· Supportive?
	
	Yes 
	
	No

	
	
	
	
	

	9. How could this module be improved?



	
	
	
	

	10. In what area do you need additional help?
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