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• Why is reliable financial management important?

• Basic requirements of reliable accounting and financial 
management

• Accounting system

• Requirements for supporting documents

• Requirements for reporting

• Reporting process + template
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Management Important?

 



Why is Reliable Financial Management Important?

INFORMATION
• How your business is doing 

financially and why
• Managing the operations 

proactively rather than 
reactively

• Tools for financial planning 
and decision making

ACCESS TO 
FINANCING

• Provide reliable financial 
information to investors

• Enable justifications for budget and 
financial projections

PROFITABLE AND 
EFFICIENT 

OPERATIONS
• Understanding the cost 

structure
• Measuring the business 

profitability
• KPIs



Expectations on Financial Management

Financial Management Models:

• In-house: 

• Hiring a financial manager / accountant

• Setting up an accounting system e.g. Xero, QuickBooks 

• Excel not recommended 

• Outsourced: 

• Hiring an accounting firm to do your bookkeeping 

Common Challenges:

• Lack of financial management capacity

• Lack of an adequate and reliable accounting system

• Lack of proper audit trail between accounting and financial reporting



Expectations on Financial Management

Good Governance best practice

• Management structure with clearly defined roles, responsibilities and 

authorities.

• Decision order that adequately ensures segregation of duties 

• Documented guidelines stipulating the key internal controls and appropriate 

distribution of work

• Rules and guidelines regarding procurements, travelling and per diems, 

advances, petty cash, inventories, credit cards etc.

• Approval of expenses

• Authorization of payments



Accounting Systems 
and Audit Trails



Reliable Accounting System

• Double-entry bookkeeping

• Audit trail = a set of documents that validate the transaction in the accounting 

books

• Transaction -> Invoice/receipt/proof of transaction from a third party -> Proof of 

payment -> Recording in the accounting system -> Financial report

• Information about the event, who created the event, the day/time of the event.

• In case of multiple projects under implementation, unique codes for each projects 

to be used for accounting to differentiate costs

• Only expenses that belong to the organization/project are recorded

• Donor funded projects: highly important to ensure the eligibility rules

• Timing of accounting : accrual vs cash 

• Documented reconciliation between accounting records and financial report



Supporting Documentation

Type of Document Purpose Examples

Invoice Confirms goods/services were provided 

and payment is due.

Supplier invoice for office supplies, 

consultant invoice.

Receipt Proof of payment made for a 

good/service.

Cash register receipt, fuel receipt, hotel 

bill.
Purchase Order (PO) Shows intent to buy and authorization 

before the transaction.

Internal PO for IT equipment.

Delivery Note / Goods 

Received Note

Confirms delivery of goods or services. Signed delivery note for equipment or 

materials.

Contract or Agreement Provides legal basis for ongoing or large 

transactions.

Service contract, lease agreement, 

consulting agreement.

Payment Voucher Internal record of payment made. Cash voucher, cheque payment voucher.

Bank Statement or 

Payment Confirmation

Confirms the payment was actually made. EFT confirmation, bank transfer proof, 

mobile money receipt voucher / 

statement.
Expense Claim Form Used for staff reimbursements and 

includes receipts.

Travel expense form with supporting taxi 

and meal receipts.



Supporting Document Examples: Purchases

+ Bid analysis where multiple quotes were received

 + Goods received note



Supporting Document Examples: Salaries

Signed salary pay slip Proof of salary payment



Supporting Document Examples: Other

Commercial invoice Delivery note Receipt



Financial Reporting and EEP Africa 
Requirements 



EEP Africa Requirements 

• Inclusion of sufficient information on project expenditures in the reports to ensure a 
transparent and clear view.

• The Financial Report must be based on actual expenditure “incurred and paid for” and 
must cover the expenditure for the reporting period.

• The grantee is responsible for ensuring that the report and supporting documents are in a 
clear form and appropriately labelled allowing verification by EEP Africa without 
difficulties.

• Timely reporting as per Annex 1 or as pre-approved by EEP Africa.

• Online reporting through SmartME platform and use of correct template.

• All projects funded by EEP Africa must undergo a financial audit at the end of the 
project.



EEP Africa Requirements 

• Personnel cost category:

• Staff contracts are required, even for founders receiving salary from the company.

• The payment of salaries must be additionally supported by an employee advice of 

receipt or an extract from the grantee bank account.

• All employees  (full time + part time) must record time sheets. A time sheet 

template is provided to all EEP Africa projects as part of the Financial Report 

template. 

• Proof of remittances of statutory deductions will be required e.g. PAYE taxes etc. 

• In-kind contribution is only applicable if pre-approved in the budget (limited to 

shareholders)



EEP Africa Requirements 

• Fixed Assets and Goods cost categories:

• Minimum of 3 quotes if cost is above Euro 3000. (Not required if Direct 

procurement is pre-approved in Annex V)

• A bid analysis of quotes, signed by at least multiple assessors / reviewers (at least 

3) is required. The document must include a justification for decision taken.

• Invoice from preferred supplier. 

• Contract may be required for larger items.

• International procurement to contain : Packing lists, Bill of Lading (B/L) / Air Waybill 

(AWB), Customs Declaration Forms etc.

• Delivery Note / Goods Received Note.

• Proof of payment.



EEP Africa Requirements 

• External Services:

• Minimum of 3 quotes if cost is above Euro 3000. (Not required if Direct procurement is 

pre-approved in Annex V)

• A bid analysis based on TOR’s provided to consultants. Must be signed.

• Contract with consultant / supplier.

• Invoice clearly billing for services rendered. 

• If final payment, certificate of completion or final deliverable is required for verification.

• Proof of remittances of statutory deductions will be required e.g. withholding taxes etc. 

• Proof of payment.



EEP Africa Requirements 

• Transportation and Logistics costs category:

• Quotes / Invoices for expenses (Multiple quotes if > Euro 3000)

• Customs Declaration Forms for internation procurements

• Vehicle log sheets if using company vehicles

• Proof of payment

• Travel cost category:

• Travel authorization

• Accommodation and Meal costs where applicable.

• Travel allowance claim forms where applicable.

• Boarding passes for flights.

• Proof of payment



EEP Africa Requirements 

Official supporting documents:

• All costs must be supported by official supporting documents. (Including Co-financing costs)

• In case a service has been provided by a third party that is not able to provide an official 

receipt, the provider must sign a grantee generated receipt / form / acknowledgement 

indicating the amount of the service and enclose a copy of her/his identity documentation/card.

• Original documents are expected to be available, with a retention of up to 5 years.

• Paid documents should be stamped “PAID” to avoid duplication.

• Quotes or estimates are not official receipts.



EEP Africa Requirements

Procurements thresholds:

• Costs below € 3,000: Procedures to be decided by the grantee. The price must be reasonable.

• Costs between € 3,000-60,000: Comparison of at least three quotes/offers to be obtained from 

suppliers. The request for bids, specifications, offers, justifications, bid evaluation report and other 

procurement-related documentation must be annexed to the Financial Report as supporting 

documents.*

• Costs above € 60,000: Competitive open tendering with invitations to tender announced publicly. 

The procurement procedure must be separately agreed upon with EEP Africa beforehand. The full 

tender dossier, invitations and adverts, offers, justifications, bid evaluation report and other 

procurement-related documentation must be annexed to the Financial Report as supporting 

documents.*

*Any evaluation of bids or proposals shall be performed and signed by an evaluation committee of 

at least three qualified people. The evaluation committee shall ensure that there is no conflict of 

interest resulting from their participation in the evaluation committee. 



EEP Africa Requirements

Common Weaknesses:

• Delays in reporting without notifying EEP Africa.

• Wrong template adopted for reporting.

• Errors and/or inconsistencies in reporting e.g. Duplication of expenses across milestones, or expenses 

not matching what has previously been reviewed by EEP Africa or matching transactions in the 

financial system.

• Reporting not aligned with the budget activities approved by EEP Africa

• Accrual reporting of expenses that have not yet been paid

• Budget deviations of more than 10% which is not pre-approved by EEP Africa.

• Wrong exchange rates used for reporting

• Missing support documentation for both EEP Africa and Co-financing.

• Inconsistent bank transactions that cannot be reconciled to the project



EEP Africa Requirements

Ineligible Expenses:

• Expenses that are not based on the approved project budget and plan;

• Merit pay, bonuses, fringe benefits and similar supplements to wages that are paid in addition to 
regular wage;

• General staff training

• Project preparation or other expenses incurred before the Contract

• Project or other expenses, which are paid after the completion date of the Contract except those for 
the project audit;

• Depreciation of equipment, machinery and vehicles;

• Overhead as a share of total costs;

• Fines, penalty fees and legal expenses, except legal expenses that are related to the project and 
that have been approved in the budget;

• Value-added tax (VAT) that may be deducted or refunded, or compensated for in another way;*

• Financing expenses: interest on loans, fees related to financing transactions, currency exchange 
fees and exchange rate losses



Walkthrough of the SmartME system
+ Financial reporting template



Financial Reporting process

https://smartme.adalia.fi/login

Use your credentials to Log in to the 
system. 

• Only staff that were set up at EOI stage 
have access to the project. These staff 
can also create additional users.

https://smartme.adalia.fi/login


Financial Reporting process

Click on “My Projects” to 
open your contracted 
projects.



Financial Reporting process

Click on “SUBMISSIONS” to 
access the Reporting 
module.



Financial Reporting process

Click on “New Report” and 
select “Financial Report”

Once clicked a Draft report 
form will be created. Please 
do not create multiple drafts 
for the same report to avoid 
confusion. EEP Africa can 
support to delete any drafts 
created in Error upon your 
request.



Financial Reporting process

Click on the “Edit” button to 
activate the form for editing 
purposes.



Financial Reporting process

1. Select the Milestone you are planning to Report 

2. Download the Financial Reporting template to complete

3. Upload / Attach the completed template

4. Update budget category amounts as per completed template



Financial Reporting process

Attach Relevant support 
documents for each budget 
category.

Ensure the uploaded 
documents are named as 
labelled on the uploaded 
reporting template for ease 
of reference.



Financial Reporting process

Click “Save” to save your 
progress and complete later.

Click “Submit” to finalize the 
report and avail it for review.

* Once you click “Submit” the 
form will NOT be editable 
until the report has been 
reviewed by the EEP Africa 
team. 



Q&A Regarding EEP Requirements



Misuse of Funds 



Misuse of Funds

• EEP Africa has a zero-tolerance approach to the misuse of funds and so should your 
company.

• Includes corruption and funds that intentionally and/or unintentionally misspent, fraudulently 
misappropriated or inadequately accounted for. It also includes corrupt, fraudulent, coercive, 
collusive and obstructive conduct. The most common fraud issue is theft.

• Fraud can and does happen. The best strategy to mitigate fraud risks is proper governance 
structures and financial management procedures. 

• Internal controls is the key. Poor or no internal controls equal virtually inevitable fraud. 

• A lack of appropriate separation of duties is one of the most common weaknesses.



Reporting Misuse of Funds

• All projects and contracted parties must adhere to the Nordic Development Fund’s 
Policy on Anticorruption and Integrity

• Reporting of concerns or evidence of corruption, fraud, coercion, collusion or 
obstructive practice can be done through any of the following channels: 

• EEP Africa Portfolio Manager (multiple contacts)

• EEP Africa Head of Portfolio

• NDF Anticorruption Committee

• Any information provided will be treated as confidential. 

• Reports may be made anonymously. However, as anonymous reports are difficult 
to investigate, anyone making an allegation is encouraged to provide some means 
that will allow further communication.

https://www.ndf.int/media/files/institutional-policies-and-guidelines/ndf_policy_on_anticorruption_and_integrity_2012.pdf
mailto:susanne@eepafrica.org
https://www.ndf.int/report-misconduct-and-corruption.html


Thank you!

www.eepafrica.org

Contact us:

info@eepafrica.org

Follow us: 

http://www.eepafrica.org/
mailto:info@eepafrica.org
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