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In this brief document, some of the issues that should be taken into 
considera�on from the beginning of the projects’ execu�on are 
detailed. This will help us fulfil the tasks related to the Administra�on 
procedures. 

The dona�on must be administered by the members of the group 
which submi�ed the project. 

For the FMS, the collec�ve administra�on of the money is of utmost 
importance, which means that all members of the group must know 
how much money was received and how it will be spent. 

Regardless of the aforemen�oned, it is important to appoint 
somebody so that she can oversee the Administra�on. This way, all 
tasks are channelled into one single person, who -together with the 
rest of the people in charge of the project- ensure that the money is 
spent in a clear and transparent way. 

 
Stages of the Budget Process 

 
• Planning: Which resources do we use during the planning 

stage? Human, financial, technical and structural resources. 
Define budget management tools, control and follow-up 
instances.  

• Implementation:  Alloca�on of responsibili�es among the 
members of the group. Con�nuously analyse the context so as 
to modify and adapt everyday tasks according to the needs, if 
required. 

• Control: Compare the achieved outcomes with the planned 
tasks and detect which aspects and/or ac�vi�es should be 
revised.  

 



LEADING FROM THE SOUTH 
 

  
 

FUND TO RESOURCE WOMEN'S RIGHTS 
ACTIVISM IN THE GLOBAL SOUTH 
     

  
 

      

Budget format for Small grassroots 
organisations    

  

 
      
Organisa�on name:       
Project �tle:       
Country:       
Project Start Date:       
Project End Date:      
Total Amount requested in Euros:      

 
 Year 3  

Expenses categories 
Total expense (in 

EUR)  % of expenditures  
1. Human Resources     
      
2. Operational expenses     
      
 3. Travels     
      
4. Communication and visibility     
      
5. Equipment and materials     
      
      
 6. Monitoring and Evaluation     
      
      
7. Training     
      
      
8. Contract services     
   
 9. Exchange program (accomodation and per diems)     
   
Total  0   

 

Budget Planning and Drafting 
During this stage we need to express the expenditures foreseen for 
the specific period of �me assigned to the dona�on. 

A picture of what we would it to be like: 
  



Agreement Implementation according to the 
Project Justi cation 

Person in charge of the Administra�on 

Requests quota�ons. Administers 
the money available for the project. 
Keeps payment receipts. Dra� s 
financial reports together with the 
rest of the people in charge of the 
project. 
Makes a follow-up of the budget 
execu�on so as to warn about 
possible under alloca�on or 
overalloca�on of funds. 

 
 

 
  

Budget justi cation    

 Year 3 

Expenses categories 
Expenses 

justi cation 
1. Staff costs   
2. Operational expenses   
 3. Travels   
4. Communication and visibility   
5. Equipment and materials   
6. Monitoring and Evaluation   
7. Training   
8. Contract services   
 9. Exchange program (accomodation and per diems)   
  
  
  
  
  
  
  
  
  
  
  
  
  

 

  

 

     

    
     
     
     
     



Budgetary control and Financial Report 
Within the framework of the dona�on, two financial reports must be 
submi�ed: one of them must be submi�ed on March 6, 2020 and 
the other one on January 30, 2021. 
The report seeks to gather financial informa�on regarding the 
dona�on given by the FMS during the execu�on period for which it 
was granted. In this regard, the member organisa�ons are requested 
to submit the two budgets, the ORIGINAL budget, with the 
informa�on contained in the approved version when the dona�on 
was granted, and the EXECUTED budget, which must reflect what 
actually happened. As a general rule, both budgets should be the 
same, but in the cases in which the figures of both budgets do not 
match, we ask you to provide an explana�on under the COMMENTS 
column.  
The report must be submi�ed together with the payment receipts 
that account for the expenses (invoices, transport receipts, per diem 
receipts, etc.) 
The purpose of the report and of the budget comparison is to detect 
the following issues: 
 

� Control execu�on percentages 

� Warn about devia�ons 

� Under- or over- alloca�ons  

� Changes in the current circumstances. Is it necessary to 
increase flexibility? 

� Failure to execute the budget 
  



  



If an addi�onal amount was received due to an Event or 
Exchange, it must be accounted for together with the Financial 
Report on the agreed dates. You must add to the original 
budget a line with such amount and the reason for which such 
amount was granted and the appropriate receipts (�ckets, 
hotels, per diem, etc.) 
 

 
SUBMIT ALL FINANCIAL AND ADMINISTRATIVE FILES TO FMS 
WITH THE EXTENSIVE DATA WHEN APPROPRIATE. 
 

� Financial File (it includes the bank data.) (Such informa�on 
must be submi�ed before the disbursement and each �me the 
bank data changes.)  

� Transfer Con�rmation File (it includes the exchange rate that 
will be subsequently used for the Financial Report). This file 
must be submi�ed upon recep�on of the disbursement. It is 
essen�al to submit it right a�er receiving the money to avoid 
delays in the following disbursement. 

� Donation receipt: If you do not have an organisa�on receipt, 
you can submit it in the format sent by the FMS (it must be sent 
upon recep�on of the money.) 

 

Applicable exchange rate 
The exchange rate that appears on the banks’ page on the date the 
donation was made, which is the same as such declared in the 
confirma�on file submi�ed to the FMS once the funds have been 
credited. If the currency is very fluctua�ng, an average exchange rate 
for the execu�on period can apply. 

Aspects to take into consideration: 



 
 
Variation of budget execution within a certain limit . 
Is there any limit percentage or requirement?  
It can vary up to 25% with no need to request authorisa�on from the 
FMS. Should you decide to make a varia�on beyond such percentage, 
you must submit a wri�en no�ce to the FMS, before making the 
expenditure explaining the reason for such change. 
 
How are expenditures evidenced? 
They must always be evidenced by o�cial receipts made out in the 
name of the member organisation and the sign “paid” must be 
wri�en on it by the person who received the invoice. Exceptionally, if 
you do not have the document previously men�oned, expenditures 
may be evidenced by a receipt granted by the organisa�on which 
must be signed by the two members in charge of the project (provided 
that the amount of the expenses is not significant in rela�on to the 
total amount of expenses.) Moreover, receipts must bear a stamp and 
a sign sta�ng to which line they belong. 

Example of the stamp: 
 
  

Receipt assigned in % 

to the project Leading from the South. 

Budget line No.    



It is advisable to keep a project expenditures folder divided into 
�tles by budgetary lines, where expenses can be easily iden�fied. It 
is also suggested that expenses receipt be kept in case they need to 
be shown. 
 
Which percentage of the budget must be executed 
at the end of the project?  
100% of the budget must be executed in order to request the 
following dona�on. Pursuant to the Coopera�on Agreement, in 
order to have access to the following dona�on, a financial report 
must be submi�ed. Such report must account for the execu�on of 
100% of the received dona�on. 

 

 

 
 

 
If the project was submi�ed to be executed by an organisa�on 
network or consor�um, for the FMS, the leader organisa�on or the 
one which requested the dona�on (the one which entered into the 

For networks/consortia:  



Coopera�on Agreement) becomes the organisa�on in charge. Such 
organisation is obliged to submit the consolidated �nancial report 
which must include the �nancial information and the expenses of 
all members. It is not necessary to submit individual reports or 
receipts in the name of each of the organisa�on members of the 
network or consor�um. The organisation which makes the 
request must account for the expenses of its members.  

Apart from complying with the formalities of the programme, 
you must comply with the legal, tax and �nancial formalities 
of the country in which the project is developed. 

 
 

  



Note!  
 

• Fill in all the blanks in the forms you submit. 
THE NAME of the organisa�on MUST MATCH 
THE ONE THAT APPEARS IN THE SIGNED 
COOPERATION AGREEMENT! 

• Include the name of the organisa�on in any 
no�ce or enquiry sent by e-mail. 

•  Hand in the reports on �me and include the 
informa�on that was requested. 

•  Inform about the exchange rate and keep such 
exchange rate for the report. 

• Leave the formula wri�en down in the cells of 
the report 

• Submit suppor�ng documents together with 
the Financial Report (invoice, receipts, �ckets 
and all other per diem evidence used by your 
organisa�on, etc.) 

 

The person in charge of providing financial follow-
up to member organisa�ons is Natalia Ber�che. To 
clear up doubts or to make any other enquiry write 
to:  

ber�chenatalia@mujeresdelsur.org 




