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FINANCIAL GUIDELINES 

 

#1 The Principles of Financial Reporting: March 2021 

 

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 financial 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 £150,000) 

• Strengthening (£100,000 - £750,000) 

• Network (£300,000-€1,375,000) 

• Strategic/Partnership (£200,000-£2,500,000) 

 

Budgeting and reporting templates are the same for all grant types. 
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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. If you discover any instances of fraud, suspected fraud or 

financial mis-management with either your own, or downstream partner, organisation 

you must inform us straightaway 

 

3. TIMING OF TRANSACTIONS 

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

 

This means that 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 

actually 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 GBP 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 GBP 

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 GBP 

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

travel costs. 

On 6 February 2019 the Project Manager pays GBP 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 GBP300 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 GBP 1,000.   

 

The transactions that you need to report to AmplifyChange are those highlighted in orange.  

These are when project funds leave the organisation/project. 
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Date Amount Description 

01 February GBP 800 Cash advance withdrawn and given to Project 

Manager 

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

travel costs 

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

and refreshments 

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

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

Manager. She also submits a report and evidence for 

her expenses of GBP 700. 

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

05 February 2019 

08 February GBP 300 Trainer’s invoice received 

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

 

 

4. REPORTING TRANSACTIONS WITH DOWNSTREAM PARTNERS OR ON -

GRANTEES 

You may have chosen to work with downstream partners to implement some of your project 

activities or have ‘on-granting’ included for part, or all, of your AmplifyChange funds.  

• Transactions paid by downstream partners for delivery activity will need to be reported 

on a line by line basis in the same way as your own transactions, shown above. 

• On-grants awarded to organisations will need to be reported differently.  

Guidance #5 On-granting vs downstream partners gives more details on the difference 

between downstream partners and on-grantees and how to report the costs for each type 

of partner. 

 

5. Float funds 

Your initial disbursement will include an amount able to be used as a cash float to cover costs 

incurred between you submitting financial reports and receiving your next tranche of funding. 

These ‘float’ funds, given in advance, are not deducted from the next payment but are carried 
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over to the next period to ensure that the project can continue as budgeted should there be 

any delays in receiving funds.   

 

6. REPORTING PERIODS 

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

date funds arrive or when you start spending funds. 

The start date and end date of your project and the financial reporting deadlines are listed in 

your Grant Agreement. 

The number of reports you will need to submit depends on the length of your grant. The 

specific details are shown in the reporting schedule included in your Grant Agreement.  

 

7. BUDGET CLASSIFICATION & REPORTING REQUIREMENTS 

Please ensure you read the guidance documents listed below for more information on how to 

budget and report on your grant. 

 

• #2 Budget Classification and Budget Management  

• #4 Reporting Requirements and Templates 

• #5 On-granting vs downstream partners 

 


