
annex 8
non exhaustive example of documents making up a  full financial report 
[image: image1.wmf] 

ACCOUNTS

 

BANK

 

Account name: ………………………….

 

Name of bank: ……………………………

 

Account No: ………………………

 

Account number: …………………………..

 

Account title: ……………………….

 

Account title: ……………………………

 

Date

 

I

tem No

 

Title of operation

 

 

 

 

 

 

 

debit

 

credit

 

debit

 

credit

 

30/../..

 

Balances to reconcile

 

……..

 

……..

 

Balances reconciled

 

……..

 

……..

 

Totals

 

T1

 

T1

 

T2

 

T2

 

accounts

 

bank

 

Account at the

 

Account in the 

 

(PARTNER COUNTRY)   ………………
EUROPEAN

MINISTRY       ………………
DEVELOPMENT FUND/
GENERAL BUDGET

OF THE EUROPEAN

UNION
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PROJECT ………………………
PROGRAMME ESTIMATE   ...……………………………………………………

COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
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FULL FINANCIAL REPORT No ...

COVERING THE PERIOD FROM ......……… TO ......………
THE FINANCIAL REPORT IS APPROVED FOR THE SUM OF: (currency) (amount in figures) …..………………………………………………………………………..
or: (currency) (amount in words) …………………………………………………………….
representing expenditure incurred in implementation of the imprest component of the budget of the programme estimate.

The imprest administrator
The imprest accounting officer
(name)
(name)
(date and signature)
(date and signature)
PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………

COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
FINANCIAL REPORT  No ...
COVERING THE PERIOD FROM ………………… TO …………………
Summary table of budget consumption by budget heading in (currency)

	Code 


	Title
	Programme estimate budget

(1)
	Previous

records

(2)
	Current

record

(3)
	Sum total of

records

(4) = (2) + (3)
	Available

balance

(1) – (4)
	Rate of

consumption
(%)(4) / (1)

	1.
	ACTIVITIES
	
	
	
	
	
	

	1.1
	
	
	
	
	
	
	

	1.2
	
	
	
	
	
	
	

	1.3
	
	
	
	
	
	
	

	1.4
	
	
	
	
	
	
	

	1.5
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	2.
	INVESTMENTS
	
	
	
	
	
	

	2.1
	
	
	
	
	
	
	

	2.2
	
	
	
	
	
	
	

	2.3
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	3.
	OPERATING COSTS
	
	
	
	
	
	

	3.1
	
	
	
	
	
	
	

	3.2
	
	
	
	
	
	
	

	3.3
	
	
	
	
	
	
	

	3.4
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	TOTAL
	
	
	
	
	
	


Financial monitoring document

PROJECT ……………………………
PROGRAMME ESTIMATE   ...……………………………………………………

COVERING THE PERIOD FROM ………………… TO …………………
INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
FINANCIAL REPORT  No ...
COVERING THE PERIOD FROM ………………… TO …………………
Detailed table of expenditure in (currency)

	Entry
   No.
	Budget/ analytical heading
	Account heading
	Nature of expenditure
	Supplier
	Invoice
No.
	Date of payment
	Payment file No.
	Amount

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	SUB-TOTAL
	BY ITEM
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	TOTAL
	BY MAIN HEADING
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


PROJECT ……………………………

PROGRAMME ESTIMATE   ...……………………………………………………

COVERING THE PERIOD FROM ………………… TO …………………

FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
FINANCIAL REPORT No ...

COVERING THE PERIOD FROM ………………… TO …………………
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Account name: ………………………….

 

Name of bank: ……………………………

 

Account No: ………………………

 

Account number: …………………………..

 

Account title: ……………………….

 

Account title: ……………………………

 

Date
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tem No

 

Title of operation
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Balances to reconcile

 

……..

 

……..

 

Balances reconciled

 

……..

 

……..

 

Totals

 

T1

 

T1

 

T2

 

T2

 

accounts

 

bank

 

Account at the

 

Account in the 

 

Statement of reconciliation of the balance of the “programme estimate” bank account in (currency) as at .. / .. / ..

The imprest administrator
The imprest accounting officer
(name)
(name)
(date and signature)
(date and signature)
PROJECT ……………………………

PROGRAMME-ESTIMATE   ...……………………………………………………

COVERING THE PERIOD FROM ………………… TO …………………

INDIVIDUAL FINANCIAL/BUDGETARY COMMITMENT No (accounting number)
FINANCIAL REPORT No ...

COVERING THE PERIOD FROM ………………… TO …………………

Cash statement in (currency) as at .. / .. / ..

Account No:
Name:

Explanation for the difference: ……………………………………..………………

…………………………………………………………………………………………

…………………………………………………………………………………………

The imprest administrator
The imprest accounting officer
(name)
(name)

(date and signature)
(date and signature)
	
	Description
	All Years
	Year N

	EDF/EU contribution

Imprest component
(1)
	EDF/EU contribution

Specific commitments

(2)
	Contribution of the partner country

(3)
	Other contributions

(4)
	Project's own resources 

(5)
	TOTAL

(1 to 5)

	1.
	Activities
	
	
	
	
	
	
	
	

	1.1
	Activity 1
	
	
	
	
	
	
	
	

	1.2
	Activity 2
	
	
	
	
	
	
	
	

	1.3
	Activity 3
	
	
	
	
	
	
	
	

	1.4
	Activity 4
	
	
	
	
	
	
	
	

	1.5
	Activity 5
	
	
	
	
	
	
	
	

	
	Subtotal
	
	
	
	
	
	
	
	

	2.
	Investments
	
	
	
	
	
	
	
	

	2.1
	Equipment
	
	
	
	
	
	
	
	

	2.2
	Vehicles
	
	
	
	
	
	
	
	

	2.3
	Supplies
	
	
	
	
	
	
	
	

	
	Subtotal
	
	
	
	
	
	
	
	

	3.
	Operating costs
	
	
	
	
	
	
	
	

	3.1
	Staff costs
	
	
	
	
	
	
	
	

	3.2
	Office rental
	
	
	
	
	
	
	
	

	3.3
	Office operating costs
	
	
	
	
	
	
	
	

	3.4
	Vehicle operating costs
	
	
	
	
	
	
	
	

	
	Subtotal
	
	
	
	
	
	
	
	

	4.
	Bank charges and  exchange differences
	
	
	
	
	
	
	
	

	5.
	Expenditure verification / Systems 
audit
	
	
	
	
	
	
	
	

	6.
	Contingencies
	
	
	
	
	
	
	
	

	
	TOTAL
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�  This section must be completed for the Action implemented over the next 12 months period.
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