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FINANCIAL GUIDELINES 

#1 The Principles of Reporting: January 2019 

 

1. INTRODUCTION 

This document outlines the basic financial reporting requirements for all AmplifyChange 

grantees. Throughout this document, ‘you/your’ refers to grantees, and ‘we/our’ refers to 

AmplifyChange.  

 

Our policy is to allow you as much flexibility as possible in your financial management. You 

may continue to follow your own financial management policies and procedures (which we 

would expect to be documented in a financial manual), but you must use our guidelines and 

templates for AmplifyChange project budgeting and reporting. This is so that we receive 

the same information from all our grantees, as we need to report to our donors in the same 

way we ask you to report to us.  

 

There are four AmplifyChange grant types: 

• Opportunity (up to €40,000) 

• Strengthening (€40,000 - €100,000) 

• Network (€150,000-€550,000) 

• Strategic (€550,000-€2,000,000) 

 

Budgeting and reporting templates are the same for all grant types except for Opportunity 

grants, which have simpler requirements because they are smaller. 

  



 

AmplifyChange – Financial Guidance - #1 Principles of Reporting – June 2019: P2 
 

2. YOUR FINANCIAL OBLIGATIONS  

In order to receive (and continue to receive) your grant, you must sign and comply with your 

AmplifyChange Grant Agreement.  This Grant Agreement lists your responsibilities as a 

grantee.    

 

Grantee responsibilities include: 

• Ensuring that AmplifyChange funds are properly managed and accounted for using 

your financial management policies and procedures 

• Keeping all accounting records and supporting documentation (invoices, receipts, 

payslips, timesheets etc.) relating these funds for 6 years after the end of your Grant 

Agreement 

• Meeting AmplifyChange’s financial reporting requirements by the given deadlines 

using our templates 

• If you are audited, answering our questions and sending us the documents we ask for 

by the deadlines given 

• Ensuring that all your funds (not only AmplifyChange funds) are not used in any 

fraudulent or illegal activity 

 

3. TIMING OF TRANSACTIONS 

AmplifyChange grantees must report to us using the cash accounting method. 

 

In this method you record the movement of project funds as they actually go out of the 

organisation/project, and not when they are moved around internally (e.g. staff advances or 

transfers to downstream delivery partners).  Payments are recorded on the date they are 

made, not when the service is provided, or the invoice is dated/received (unless paid on the 

same day). 

 

Many of you may use accrual accounting within your organisation. That is good financial 

management and in line with Generally Accepted Accounting Principles, and you may 

continue to use it internally, but unfortunately, we cannot accept it in grant reporting. 
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If you do not already use cash accounting, please be aware you may need extra time to 

reconcile your transactions between the two methods when preparing your AmplifyChange 

financial reports. 

 

Here is a worked example to help you understand cash accounting and how to report 

transactions. 

You have included EUR 1,000 in your budget for a training workshop. This is for 

accommodation, workshop venue hire, refreshments, travel reimbursements and trainer’s 

fee.  

On 1 February, a few days before the workshop, your Finance Manager withdraws EUR 800 

from your organisation’s bank account and gives it to the Project Manager as an advance 

to use for cash payments needed for the workshop. 

On 4 February the Project Manager travels to the location of the workshop and stays there 

the night before. 

On 5 February 2019, the day of the workshop, the project manager pays the hotel EUR 200 

for meeting room hire and refreshments and gives participants EUR 300 to cover their 

travel costs. 

On 6 February 2019 the Project Manager pays EUR 200 for their hotel room for the 

previous 2 nights. 

On 7 February the Project Manager returns to the office and gives back the cash she has 

not spent. She also gives a report of her expenses, with supporting evidence.  This includes 

receipts from the hotel for room hire, refreshments and her accommodation, and a signed 

sheet from participants acknowledging their travel reimbursements. 

On 8 February your organisation receives the trainer’s invoice for EUR300 for their work 

leading the workshop on 5 February. The invoice is dated 07 February.  

On 15 February the Finance Manager pays the trainer’s invoice by bank transfer. 

 

The way to record these transactions using the cash accounting method is shown below.  Do 

not report these transactions together as a single line of EUR 1,000.   
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The transactions that you need to report to AmplifyChange are those highlighted in orange.  

These are when project funds leave the organisation/project. 

Date Amount Description 

01 February EUR 800 Cash advance withdrawn and given to Project 

Manager 

05 February EUR 300 Project Manager gives participants cash to cover their 

travel costs 

05 February EUR 200 Project Manager pays hotel for workshop room hire 

and refreshments 

06 February EUR 200 Project Manager pays hotel for their hotel room 

07 February EUR 100 Project Manager gives unspent cash back to Finance 

Manager. She also submits a report and evidence for 

her expenses of EUR 700. 

07 February EUR 300 Date of trainer’s invoice for carrying out training on 

05 February 2019 

08 February EUR 300 Trainer’s invoice received 

15 February EUR 300 Trainer’s invoice is paid by bank transfer 

 

 

4. TRANSACTIONS WITH DOWNSTREAM DELIVERY PARTNERS 

You may work with partners on your project.  When you give a partner project funds to manage 

and spend, we call this a downstream delivery partner, as the funds flow ‘downstream’ from 

you to someone else. 

 

AmplifyChange defines a downstream delivery partner as: 

• an organisation that receives, manages and spends funds for the aims of the project 

• usually identified during the project proposal stage 

• named in your approved budget, workplan and Grant Agreement. 
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This does not include organisations who work with you on your project for free, or those 

who just invoice you for services they provided.  This is because you are not giving them 

project funds in advance to manage and spend on the project. 

 

If your project involves downstream delivery partners, your AmplifyChange report should: 

• include transactions by your downstream delivery partners, using cash accounting 

• record payments on the date they are paid 

• keep (or ensure your partner keeps) evidence of this expenditure e.g. invoices/receipts, 

just as for your own expenditure 

 

Again, you do not include internal movements of funds or those between your two 

organisations. 

 

Here is a worked example to show you how to report transactions that involve 

downstream delivery partners.   

You will be working with a downstream delivery partner. Your total grant value is EUR 

250,000. 

The AmplifyChange Grant Agreement is signed on 19 December. The start date of the 

Grant Agreement is 1 January.  This is the start of your first six-month reporting period. 

We send you the first payment of EUR 107,500 on 21 December. This is made up of EUR 

70,000 for your first six-months per your project budget, and a float of EUR 37,500 (15% of 

the total grant value). 

You receive the grant funds on 2 January. 

On 1 February you send EUR 10,000 to your partner. Your partner receives the funds on 4 

February. 

In the first 6 months you spend EUR 50,000 on the project and your partner spends EUR 

5,000. 

All expenditure is recorded on a transaction level using cash accounting. 
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This is summarised in the table below.  The only transactions you need to report to 

AmplifyChange are highlighted in orange. 

Date Amount Description 

21 December EUR 107,500 AmplifyChange sends your project funds for first 6 

months, plus a 15% float. 

02 January EUR 107,500 You receive the project funds. 

01 February EUR 10,000 You send agreed funds to your partner by bank 

transfer. 

04 February EUR 10,000 Your partner receives the funds. 

01 January – 30 

June 

EUR 50,000 You make transactions relating to the project.  

(Please note: these are on one line in this example for 

simplicity.  In your report they will be listed as 

individual transactions.) 

01 January – 30 

June 

EUR 5,000 Your partner makes transactions relating to the 

project.  

(Please note: these are on one line in this example for 

simplicity. In your report they will be listed as 

individual transactions.) 

 

At the six-month point, you would report spending EUR 55,000 between 1 January and 30 June 

on the project.  

You have EUR 10,000 left, and your partner has EUR 5,000.  The total EUR 15,000 underspend 

against budget is called ‘cash in hand’ and will be deducted from the forecast for your next 

six-month grant payment.   

 

Float funds 

Any remaining additional ‘float’ funds you were given up front are not deducted from the next 

payment but carried over to the next period. These funds are there to cover delays in receiving 

funds so the project can continue as budgeted.  
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5. REPORTING PERIODS 

• Reporting periods are based on the start date of your grant, not on financial years, 

or the date funds arrive or when you start spending funds. 

• The start date, end date and reporting deadlines are listed in your Grant Agreement. 

• The amount of reporting you will need to do depends on the type of grant you have.  

Strengthening, Network and Strategic grants submit a financial and technical report 

every six months.  Opportunity grants submit a report only once at the end of the 

grant. 

 

6. BUDGET CLASSIFICATION & REPORTING REQUIREMENTS 

Please read the documents below for more information on how to budget and report on 

your grant. 

 

There are different guidance and templates for different situations.  Please ensure you read 

the correct version for your type of grant and funding round. 

• #2 Budget Classification and Budget Management  

• #4 Reporting Requirements and Templates 


