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Agenda

« Why is reliable financial management important?
« Basic requirements of reliable accounting and financial
management
« Accounting system
« Requirements for supporting documents
« Requirements for reporting
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Presentations

« Short introductions of participants
« Expectations for the webinar
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EEP Team
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Faith Chege

Kenneth Nyange




Why is Reliable Financial
Management Important?




Why is Reliable Financial Management Important?
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INFORMATION

« How your business is doing
financially and why
 Managing the operations
proactively rather than
reactively
« Tools for financial planning
and decision making
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ACCESS TO
FINANCING

« Provide reliable financial
information to investors
« Enable justifications for
budget and financial
projections
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PROFITABLE AND
EFFICIENT
OPERATIONS

Understanding the cost
structure
* Measuring the business
profitability
« KPIs

N EEP

VII‘\ Africa

NORDIC
DEVELOPMENT
FUND



Basics of Financial Management

Financial Management Models:

 In-house:
« Hiring a financial manager/account
« 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 financia rting
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Good Governance

« Management structure with clearly defined roles,
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 in regard to procurements, travelling and per diems,
advances, petty cash, inventories, credit cards etc.

« Approval of expenses
« Authorization of payments
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Accounting Systems
and Audit Trails
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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
« Only expenses that belong to the organization/project are recorded
« Donor funded projects: highly important to ensure the eligibility rules
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Supporting Documentation

« Sales slips

« Invoices

« Receipts

« Travel claims

« Delivery notes

« Tickets

« Pay slips, payroll listings and timesheets

« Deposit slips

« Canceled checks; to ensure the audit trail

« Bank statements, mobile money payments, proof of cash payments
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Supporting Document Examples: Purchases

Sofaricom
1678 DATE  _15/06/2020
Mairon, Kenya CRDER MO

VENDOR: SHIP TO-

CONTACT NAME PAME /DEPT

CUENT COMPANY NAME CUENT COMPANT NAME

ADORESS ADDRESS

PHOME PHONE

SHIPPING METHOD

SHIPPING TERMS

CEUVERY DATE

cooe PRODUCT HAME / DESCRIPTION DEUVERY DATE
abex Sammng 1 $800.00

REMARKS /NOTES SUBTOTAL £800.00
DISCOUNT {%] %%

SUBTOTAL LESS DISCOUNT $800.00
TAX RATE 1400 %

TOTAL TAX $112.00

SHIPPING HANDLNG
TOTAL £912.00

Sofaricom

1678 DATE _20,05/2020
Mairatd, Kenya 1778
VENDOR: SHIP TO:

CONTACT NAME AME [DEPT

CUENT COMPANY NAME CUENT COMPANT MAME

ADDRESS ADDRESS

PHONE PHOMNE

SHIPPING METHOD

SHPPING TERMS

DEUVERY DATE

CODE PRODUCT HAME / DESCRIPTION ary UNIT PRKE DEUVERY DATE
abex Samsng 1 $800.00

REMARKS /NOTES SUBTOTAL $800.00
DISCOUNT (%] %

SUBTOTAL LESS DISCOUNT $800.00
TAX RATE 1400 %

TOTAL TAX $112.00

SHIPFING /HANDLING
TOTAL $912.00

Safaricom
1678 DATE _20/05/2030
Nairabl, Kenya 7896
VENDOR: SHIP TO-

CONTACT NAME NAME/DEFT

CUENT COMPANY NAME CUENT COMPANY NAME

ADORESS ADORESS

PHONE PHONE

CODE arr UNIT PRKE DEUVERY DATE
obex Samsung 1 $800.00

REMARKS [NOTES SUBTOTAL $800.00
DISCOUNT (%] %

SUBTOTAL LESS DISCOUNT $800.00
TAX RATE 1400 %

TOTAL TAX $11200

SHIPPING [HANDLING
TOTAL $91200

Documents for audit trail of a purchase (equipment)

N ggp

'I‘\ Africa

& Yo




Supporting Document Examples: Salaries

Company Name

[Address]
Salary Slip
Employee Name:
Designation:
Month & Year:
Earnings Deductions
Basic & D4 5,200.00 | ProvidentFund 358.00
HRA 3,00000 | ESI 12000
Conveyance 50000 | Loan -
Profession Tax -
TSDSIT T
Total Addition 8,700.00 | Total Deduction A478.00
MNET Salary 8,222.00
Dollars Eight Thousand Two Hundred Twenty Two Only
Cheque Mo. Mame of Bank:
Date:
Signature of the Employee: Director:
Salary Slip Template

Signed salary pay slip

ESALARV Mumber Entar rumber
| ACKNOWLEDGEMENT Amant dEnter smaust
'RECEIPT

! 1 pMame Hent] IDVPass pomt Mo, [X] acinowhsodae neceint of payment of tha salowing Hems from my
lemgicyer [Name] on date [Daie] by cashichegue M. [X]
1

! Wages From: Enber desorigiion

Dadunfion of Enber Information
BalaryiOdner

Total: Ender name

Reoalved By: Enter name

Aignatura:
'SALARY S ————
' ACKNOWLEDGEMEN T Armont 4Enkar smeust

'RECEIPT

'
1 | jHame Here| ID/Passport Mo, [X] acknowletdge receint of paymant of the folowing Hems from my
remgpicyer fHame] oo date [Date] by cashichegue No. [X]

]
1 Wages From: Ender desoripiion

Daduofion of Enter Information
Balary e

Reooalved By:- Ender name

1
1
1
1
1 Tetalk: Enter nama
1
1
1
1
1

Signatura:

wordewe e mplales oom

Proof of salary jpayme
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Supporting Document Examples: Other

i Commercial Invoice
CDrnpany June 19, 2018
Bicycies Unlimited NO S50075
300 ¥ North Temple -

Salll Lake Cily, UT 84103 Tarme: Of §als: Not: 28
Bill To: Ship To:
Ashiey Myers Ashley Myers
111 intefligent Lane 111 Intefigent Lane
Portind, Oregon 97217 Portland. Oregon 97217
Phare: 503-555-1717 Contact: Ashloy Myers
Emoi; ashley@rmyers org
[ Salos Porson | Order Curancy | Payment Terms | Ship Via | Req.snipDate | Total Packages |
[ admin 1 UsD [ coD | UPS | oemsizo1a | 1 |
Carton Information
Carton 1 (#123568977900868) 241 lbs__UPS Tracking
Total: 1 241 Ibs
Qty Net Extended
Itern | Description P Weight | ScheduleB| <10 Untt Price s
B200 - Discount Brake Cables 1 ea 0.01 0901.21.001 [USA $10.00 5 10,00
B20° - Hoawy Duty Brake Cables 1 0a 12 |oso1z1.002 [Usa $2500 S 25,00
B202 - Everyday Brake Cables 1ea 12 |090121.003 [USA 51500 5 15.00,
B203 - Adamantium Brake Cables 1 ea 0 [090121.004 [USA $ 100,00 $ 100.00
Totals: 4 2.41
Reasan For Expart:
Nores: SubTetal: $150.00
Sales Tax: $0.00
Total: $150.00
The exportar of tha praducts coverad by this docursert decleres that axcapt whers
ofhernise ceary ndicaled, these produc ss of United States Of Anwica preferential
sy
Ve haraby carlily that the information on this invoica ks ue and comect and ihat the
canlerts of this shipment ars as staled above.
Approval Date
Juna 26, 2018 1:28 10 PM MDT Page 1 of 1

Delivery Note Do, ideniiter:
[CravtaGric-12-DEN-m AN
Cemam: 22 foz 2000
Ractpient: [Recipient Name Here]
Project Officen [Name Here]
Dalvary addrass Hams
Svemet Agoress
City. 8T ZF
Code

Frone (50%) 5550130 Faw (509 5550451

Deliverable 1dentifler

Tithe Dlivrerable
(huslity Plan it
Deliverable contents
Tide I Docemcee keadfer Supporisy sweriah
| P Oer]]
{eaisy Fla= Domlric-12-D421-0008-1-3 X Had D
Ferle Mumggeemens Dwealirsd-12-04 2 103 03-1-3 x Had D
Tomglecs Datalrsd-12-TEM-l-1 -3.5p X Mad D
Cammzmme Thz gmem ofdhe Qualisy Plam sosesins s dossmeznt smeglem
{F)c: Catifye: 0 Do, OO: Compact Gk, M: desieoni o
Semdier: CERN Temimimme heosimiem]
Emsme domraved Gy Eamerras Gy
Hame Mr &, TAQUINE Na== DOr. F. CACLIARD] Ha== Ds ¥ BAEVANIDE
= Daae D=
Sagnatara: Ligrafuers St

Commercial invoice

Delivery note

SHOP NAME

Address: Lorem Ipsum, 23-10
Telp. 11223344

LR R B E R EEEEEEEEEEEEEEEES S

CASH RECEIPT

IR B B RS EEEEEEEEEEEEE SR RS S

Description Price
Lorem 1.1
Ipsum 22
Dolor sit amet 3.3
Consectetur 4.4
Adipiscing elit 5.5

N

Total 16.5

Cash 20,0
Change 3.5
AR R RS AR EE R R R NSRS R EE N
Bank card e hay
Approval Code #123456

thkhkkkdkkhkhkd ko k ok kdk ok hkh ok kh

THANK YOU!
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designed by @ freepik

Receipt
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What challenges do you face with
providing support documents?
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Coffee Break




Financial Reporting and EEP Africa
Requirements




Basics of Financial Reporting

Requirements:

+ Information needs of company

+ Reporting to regulatory authorities

+ Reporting to donors and investors

« Information sharing to external interest groups

Common Weaknesses:

« Delays in reporting

« Errors and/or inconsistencies in the reporting

+ Reporting not aligned with the budget

+ Budget deviations not elaborated

+ Reported expenses not aligned with actual sums paid budgeted

+ Reliable documentation of co-financing missing or the reported co-financing not in line with the requirements
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Best Practices for Financial Reporting

« Clear agreed processes and procedures: Defined roles and responsibilities,
reporting format and reporting schedule

« Policies, manuals, guidelines

 Adequate supporting documents
« Secured filing system/storage

- Documented reconciliation between accounting records and financial report

« Management approves the financial report
* Financial report is dated and signed by the management
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EEP Africa Requirements

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

project status.

« The Financial Report must be based on actual expenditure and must cover the
expenditure for the reporting period.

« The PD is responsible for that the report and the supporting documents are in a
clear form and appropriately recorder allowing verification by ECO without
difficulties.

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

- Salaries:

 For salary expenditures the payment must be additionally supported by an employee advice of
receipt or an extract from the PD’s bank account clearly showing the amount and recipient.

« Employees that do not work 100 % for the project must record hours worked and hours available in
a time sheet. A time sheet template is provided to all EEP Africa projects as part of the Financial
Report template.
 Travel:

« Can include reasonable travel and accommodation expenses for project personnel, and daily
allowances. It should be made clear in the project budget if the selected per diem rate covers both
accommodation and daily allowance, or solely daily all.

« All travel and accommodation expenses must be supported by an official receipt.

« Official supporting documents:
« All costs must be supported by official supporting documents.

« 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 receipt indicating the amount of the service and enclose a copy of her/his

identity documentation/card.

« Quotes or estimates are not official receipts.
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EEP Africa Requirements

« Procurements:
« Costs below € 3,000: Procedures to be decided by the PD. 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 ECO 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 by an evaluation committee of at least
three qualified people. All members of the evaluation committee shall ensure that there is no
conflict of interest resulting from their participation in the evaluation committee. All evaluation

committee members shall sign the bid evaluation report.

<
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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;

« 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

* The Project Developer shall pay when due and is responsible for following the applicable VAT
regulation and shall pay VAT when due in the country or countries where the project or the
Project Developer is located.

<
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Q&A Regarding EEP Requirements
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Misuse of Funds
Experiences?




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.
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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.

N ggp

4"} Africa


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 youl!

WWW.eepafrica.org

Contact us:

info@eepafrica.org

Follow us:

O@ 0@
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How to a PR |y You are here: Home [ How to apply

15th Call for Proposals
14th Call for Proposals

Two funding windows

HOW TO APPLY

EEP Africa runs regular Calls for Proposals to identify competitive projects for funding. Follow this
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http://www.eepafrica.org/
mailto:info@eepafrica.org
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