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Appendix 1

PROJECT ACCOUNTS
Contents of final accounts
1. As an annex to this appendix there is an example of a project accounts which comply with these requirements. 

2. The project accounts must be prepared in a clear manner in accordance with current regulations. Furthermore they must contain all additional information necessary for the understanding of the presentation of the project accounts for the  relevant grant.

3. The accounts must justify the use of the subsidy funds in the project period and specify unspent funds.
Unspent funds are understood to mean subsidy funds which are not yet used in accordance with the purpose of the project.
4. The final project accounts must contain the following:

· Identification

· Management endorsement

· Independent auditor’s report 

· Applied accounting policies

· Accounting statement

· Statement of profit and loss

· Notes

· Any appendices

These constitute a whole.
Identification

Identification of the accounts should clearly indicate the name of the partner organisation, the project and the grant.  It must also include the file number and accounting period.

Management endorsement
The project accounts must be endorsed by the senior management of the partner organisation, whose signatures are taken as guarantee of their contents.

Independent auditor’s report
Partner organisations receiving subsidies under the DPOD Mini Programme Agreement should refer to the audit regulations in appendix 2.

Applied accounting policies
The section on the applied accounting policies must contain confirmation that the accounts have been prepared in accordance with these regulations.

In the applied accounting policies the method used for converting foreign currency must be explained.

Furthermore, accounting procedures for handling any special circumstances relating to the project, which do not appear in the regulations, must also be explained.
Accounting statement
The accounting statement is an independent, written analysis of the accounts submitted, and as such is not part of the final narrative report containing an evaluation of the purpose of the grant.

The accounting statement must contain references to all factors of significance relating to the presentation of the accounts. The accounting statement must include:

· A summary of the partial results of the project in relation to the specified aims in the application authorised by [Danish member organisation].

· An assessment, as to whether the purpose of the grant has been achieved, based on indicators in the authorised project application.

· Evaluation of the quality of the documentation showing whether the funds have been used in accordance with their purpose, including a note of any documentation that is missing, incomplete or defective.

· A statement of any discrepancies between actual expenditure and budgeted expenditure of the subsidy funds to include a statement of budget margin expenditure.

· Information as to whether any funds from the grant remain unspent. This must include a statement of payment to [Danish member organisation] of bank interest earned and net capital gains.

· Assessment as to whether the purpose of the project has been achieved.

· Assessment of the quality of accounts/reports.

· A statement of over and under expenditure of budget items and the reasons for this.

Statement of profit and loss
Income and expenditure related to the project must be itemized in the statement of profit and loss. Budget figures under the terms of the authorised grant budget must be shown for comparison.
Income/received subsidies:

Subsidies from the Mini Programme Agreement must be included in earnings for the relevant project together with contributions from any other sources, including the partner organisation itself.
Expenditure:

Items of expenditure must be quoted individually in the statement of profit and loss or itemized in the accompanying notes. At minimum, expenditure shown in the statements of profit and loss must be itemized under the entries which appear in the authorised budget.

All expenditure must:

· relate to the project, i.e. be included in the authorised grant and not be unconnected with the project

· relate to the project in terms of time as defined in the authorised grant

· be entitled to subsidy

· be  correctly allocated to each item in the authorised budget for the grant

· have been paid
Notes
The position of the notes and their contents must be clear. References must be made to relevant items in the accounts.

The accounts must contain the following:

· Itemization of the income of the project. Contributions from all sources must appear in the notes. Transferred subsidy funds from the Mini Programme Agreement must appear separately.

· Contributions and calculations of the partner organisation itself must appear in the notes.

· Should sums of money be paid through several organisations, transfers must be analysed within each unit. Itemization must be in DKK and foreign currency where applicable. The date of transfer and exchange rate must be stated.

· Itemization of the correlation between subsidies paid and the use of these subsidies by the partner organisation involved in the project (possibly several sections). Itemization must be in DKK and foreign currency where applicable.

· Itemization of interest earned from funds from the Mini Programme Agreement.

· Itemization of statement of unspent funds.

When the project has been completed, the final accounts must contain a statement of unspent funds. This statement must be accompanied by a written declaration regarding the use of the funds which may be included in the accounting statement or submitted together with the financial calculations.

Any appendices
An appendix must accompany the project accounts where indicated in the accounts. In addition an appendix may be included where the partner organisation considers this essential to the understanding of the accounts.

When [Danish member organisation] has given authorisation for funds to be used for investing in fixed assets, the accounts must contain an inventory of such assets stating realised and budgeted acquisition value.
Example of layout of project accounts

Project accounts concerning:

NGO’s name:


Project title:


Project period:


Grant:


Contents:

· Endorsement of Management
· Independent auditor’s endorsement

· Applied accounting policies 

· Accounting report

· Profit and loss account for the project period

· Notes to the accounts

Endorsement of Management 

It is hereby declared that

· The project accounts for [project name] have been presented in accordance with the requirements of the Danish Ministry of Foreign Affairs concerning presentation of accounts, and
· The project accounts present a fair and true view of the activities and the financial position in relation to the Danish Ministry of Foreign Affairs.
(City) (date)

_____________________

name

title

Independent Auditors’ Report

To [Danish member organisation], DPOD and Danida

We have audited the project accounts for the period [Project-period] as regards cash receipts and payments for the project [Project-name] in accordance with the guidelines for presentation of accounts for the utilisation of grants allocated by the Danish Ministry of Foreign Affairs and the accounting policies for cash receipts and payments, described on page 5. 

The figures from the budget are not a part of our audit.

The project accounts are the responsibility of the partner organisation’s management. Our responsibility is to express an opinion on the project accounts based on our audit.

Basis of Opinion

We conducted our audit in accordance with international auditing standards (IFAC/INTOSAI) and audit instructions concerning the performance of audits in connection with the administration of grant funds from mini programmes within the agreement with DPOD. Those standards and guidelines require that we plan and perform the audit to obtain reasonable assurance that the project accounts are free of material misstatement. An audit includes examining, on a test basis, evidence supporting the amounts and disclosures in the financial statements of the project. An audit also includes assessing the accounting policies used and significant estimates made by the management, as well as evaluating the overall presentation of the project accounts. We believe that our audit provides a reasonable basis for our opinion.

It is common practices of the partner organisation that the project accounts are prepared on the basis of cash receipts and payments. By using this practice income will be included when received rather than earned and expenditures will be included when paid rather when occurring.

Our audit has resulted in no qualification. 

Opinion

In our opinion the project accounts give a true and fair view of cash receipts and payments for the project [Project-name] for the period [Project-period] and are in accordance with the guidelines for presentation of accounts for the utilisation of grants allocated by the Danish Ministry of Foreign Affairs and the accounting policies for cash receipts and payments, described on page 5. 

We hereby declare, that we fulfil the statutory conditions for legal capacity and that during the audit we have received all information requested, that the government grants were utilised in accordance with the objectives of the approved grants, and that all expenses have been paid.

(City) (date) 

[Name of firm of auditors]

[Auditor’s name]

Registered / chartered accountant

Applied accounting policies 
The project accounts have been prepared in accordance with the “Accounts and Audit Regulations for partner organisations in receipt of subsidies under the Mini Programme Agreement from the Disabled Peoples Organization Denmark (DPOD)” which is based on the “Guidelines for the administration of grant funds allocated by the Danish Ministry of Foreign Affairs to Mini Programmes”.
The project accounts are prepared on the basis of cash receipts and payments.
Income
Grants will be included when received
Expenditures

Expenditures will be included when paid during the project period. This causes that there are no prepayments or accrued expenditures.

Unspent grants

Unspent funds will be returned to [Danish member organisation] 
Currency exchange
A weighted average currency exchange rate has been employed in converting foreign currency based on exchange rates on the transactions date. 
Accounting report

· Summary of the outcome of the project in relation to the objectives stated in the application and an evaluation of whether the general objectives of the project have been achieved.

· Based on the indicators stated in the approved project application, statement as to whether the objectives of the grant have been achieved.

· Evaluation of the quality of the available documentation substantiating the extent to which the grants have been utilised in accordance with the objectives, including information about shortcomings, if any, insufficient or misrepresented documentation.

· Account of discrepancy between actual disbursements and the grant budget as well as an account of the utilisation of the budget margin.

· Statement of whether any unused funds from the grant remain and an account of repayment to MFA of unused funds, accrued interest on bank accounts and net currency exchange gains.

· Account of overspending/under spending of the budget items and the reasons for this.

· Evaluation of the quality of the accounts/reports.

Profit and loss account for the stated project period: 

Income:


Note
Account

Budget


[Danish member organisation]

/DPOD grant
    
   1
3.056.130

3.056.130

Accrued interest


     50.429                    _______0

Income, total


3.106.559

3.056.130
Expenditure:


Activities

                  1.122.511

1.287.479


Investments

        2
   130.743

   137.640


Posted staff


   220.000

   220.000


Local staff


   642.241

   944.396


Local administration

   115.599

   126.115


Project and programme or information
     87.980

     85.000


Project monitoring

     73.125

   152.000


Evaluation


     69.067

   103.500


Expenditure, total

2.461.266

3.056.130

Unspent funds (balance)
         3
   645.293
Notes to the accounts

1. Disbursements from [Danish member organisation]
1 April 1998

1.000.000

2 July 1998

   600.000

20 January 1999
   750.000

24 August 1999
   639.000

4 February 2000
     67.130
Total

3.056.130
2. Investments
4 machines at DKK 25,000

   100.000

1 car at DKK 30,743

     30.743

Total

   130.743
3. Account with [Danish member organisation] / DPOD/Danida
Grant received from [Danish member organisation] 
/ DPOD/Danida
 
 3.056.130
+ accrued interest
      
      50.429

- total expenditure

-2.461.266


= unused funds including interest to be refunded to
[Danish member organisation] / DPOD/Danida 

    645.293

4. Transfers to partners
Date
Exchange rate
Local currency

Amount DKK
7.4.98
7,0125
  120.000

   841.500

31.12.98
6,7205
      3.331

     22.386

08.03.99
6,8129
    69.000

   470.090

23.04.99
6,9938
      3.646

     25.500

06.05.99
6,8856
    21.854

   150.477

18.06.99
7,2140
    52.033

   375.363

0.1.01.00
6,8525
    10.215

     70.000

07.01.00
7,2315
    39.042

   282.330

01.05.00 returned
6,5520
-     1.000

  -    6.552
Total transferred
  318.121

 2.231.094

Weighted average currency exchange rate: 7.0133





Expenditure in [recipient country] in accordance with local accounts
   318.121
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