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Financial Standard 
for grants up to DKK 200,000



· Budgets
· A core cost budget is recommended and must show how much of total local administrative and staff costs are covered by the project funding if the local partner(s) have multiple donors or projects.

· Budget revisions: Project budgets and any major budget revisions must be approved by Management or Board.
· Accounting
· Bookkeeping: An accounting system with a chart of accounts must be in place where all transactions must be entered. No entries must be deleted. An incorrect entry must be corrected by a new separate entry.

· All supporting documents must be:

· approved and signed by a person other than the one who enters it into the accounting system prior to entry.

· given a reference number when the registration has been done, which is also noted in the entry in the accounting system.

· kept physically divided between those already registered in the accounting system and those still to be registered. 

· kept in a physical archive for at least 5 years after the final project account has been approved by CISU.

· If your project budget lines do not link 1:1 to your chart of accounts, it is recommended to write down how the bookkeeping of the project expenses are registered in your chart of accounts, i.e. in a budget integration overview. 






· Internal controls
· Bank reconciliations must be performed monthly and be checked and signed by someone else. 

· Petty cash reconciliations must be performed at least monthly and reviewed by someone more senior who signs as proof they have done so. It is recommended to be done on a weekly basis.

· The cashbox must be kept locked and administered by someone other than the bookkeeper.

· Cheques must be handled safely and responsibly.

· If the budget holder is not the buyer, the purchase must be authorized in writing by the budget holder before the purchase. A large purchase requires the obtaining of more than one offer (quotation) and authorization by at least two signatories prior to the purchase. 

· It is recommended to produce a policy for financial and administrative procedures that should describe the segregation of duties (delegation of functions between staff and volunteers) and the internal control mechanisms.

· If a project involves investments in fixed assets it is recommended to have a fixed asset register in place describing the volume and value of all fixed assets of a significant value.
· Financial reporting 
· Financial reports are produced at least half-year and are approved by the management and staff responsible for those activities for which expenditure has been incurred.

· Significant deviations between expenditures and budgeted allocations are commented upon in writing by the budget holder(s). 

· Financial reports are shared between the Danish and local partner organizations to ensure transparency in expenditures and a possibility to follow up on under- or overspendings. 
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