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KIOS Reporting Guide 
for Project Partners

The Finnish NGO Foundation for Human Rights KIOS works to 

promote human rights in developing countries by granting fund-

ing to human rights projects. KIOS provides ! nancial support to 

local civil society organisations that work for the promotion and 

protection of human rights in their own countries and regions. 

Reporting on the progress of the project is an essential require-

ment for cooperation with KIOS. Organisations receiving KIOS 

funds agree to report on the progress of the project. This Re-

porting Guide provides you with guidelines on how to meet the 

reporting requirements set in the Cooperation Agreement. 

Reporting is an integral part of the dialogue between KIOS and 

its grantees. Reports should re" ect the true situation of the 

project and its achievements. An honest analysis of the project 

makes it possible for reporting to be an opportunity for learning; 

both for you as a grantee and for KIOS as your partner. 

Reporting also gives us a chance to make the achievements of 

the project visible for other stakeholders, especially for KIOS’s 

founder organisations and their members. KIOS receives ! nan-

cial support for its activities from the Ministry for Foreign Affairs 

of Finland. This also makes reporting very important, not only to 

us and to you as project partners, but also to Finnish taxpayers 

who provide the funds channelled through KIOS. 

Hopefully this Reporting Guide will give you valuable informa-

tion on the reporting requirements. If you have further ques-

tions, please contact the project coordinator responsible for 

your project at the KIOS of! ce.

“Everyone has the right, 
individually or in association with 
others, to promote and to strive 
for the protection and realization 
of human rights and fundamental 
freedoms at the national and 
international levels.” 

Article 1, Human Rights Defenders 
Declaration 1998 
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Note: For some projects there are more instalments and correspondently more interim reports submit-

ted during the project period. The schedule for reporting and the release of funds will be agreed on when 

drafting the Cooperation Agreement.

At the end of each year: 
Consolidated audited accounts and 

the annual activity reports  

REPORTING of KIOS Funded Projects

Application accepted for funding 
by the KIOS Executive Board

Cooperation agreement signed

First instalment of project funds 50%

Third instalment up to 10%

Final report (Cover Sheet, Narrative Report 
& Financial Report of the whole project 

period & Auditor’s report ) 
submitted to and accepted by 

KIOS Executive Board.

Interim report (Cover Sheet, Narrative 
Report & Financial Report ) submitted to 

and accepted by KIOS

Second instalment 40%
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Cooperation Agreement and 
Estimated Reporting Schedule

Cooperation Agreement

After the KIOS Executive Board has made the 

decision to fund your project, the KIOS project co-

ordinator responsible for your project will contact 

you for the signing of the Cooperation Agreement. 

The Cooperation Agreement lays out the basic 

conditions for the cooperation and de! nes report-

ing requirements. The written Cooperation Agree-

ment ensures that there is a clear understanding 

between the project partners on what has been 

agreed regarding the project funding, and regard-

ing cooperation between you and KIOS. 

Annexes

Annexes to the Cooperation Agreement include the 

approved project plan, the approved project budg-

et, and the Estimated Reporting Schedule. 

Estimated Reporting Schedule

For the Estimated Reporting Schedule you will be 

asked to estimate the dates for submitting the re-

ports on the project. This Schedule can be changed 

during the project period, but only with prior agree-

ment from KIOS. If you would like to make changes 

to the reporting dates, please contact your project 

coordinator at KIOS to discuss the matter. The Es-

timated Reporting Schedule helps you to keep to 

the schedule of the project, and also helps KIOS to 

plan our yearly funding schedule.

Reports and Instalments

The schedule of the instalment of project funds is 

based on the reporting schedule. This means that 

you need to report to KIOS on the use of project 

funds, and on the progress of the project, before 

the next instalment of funds can be made.

Reporting times

For most projects, KIOS releases funds in three in-

stalments, and project partners are required to sub-

mit two main reports. These are the interim report 

and the ! nal report, both of these including Cover 

Sheet, Narrative and Financial reports. 

Longer projects and small projects 

If the project period is more than one year, there 

are usually more than three instalments and corre-

spondently also more intermediary reports are sub-

mitted. For small grants (less than 10 000 euro) 

there can be less than three instalments. 

Agreeing on reporting

For all projects, the schedule for reporting and the 

release of funds will be discussed already during 

the application stage, and agreed on when drafting 

the Cooperation Agreement.

Currency of instalments

The precise sums of instalments are determined on 

the day when the KIOS Board makes the funding 

decision, according to that day’s Euro exchange 

rate. 
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The ! rst instalment

The ! rst instalment, which is 50% of the total funds 

granted, will be transferred after both parties have 

signed the Cooperation Agreement.

The Interim Report and second instalment

The second instalment, which is 40% of the total 

funds, will be paid after you have submitted and 

KIOS has approved the Interim Report. The Interim 

Report should be submitted when the funds of the 

! rst instalment are used, no earlier. The second in-

stalment can’t be made if there are still funds left 

from the ! rst instalment. This means that the inter-

im reporting is done when half of the total project 

funds have been used. This does not always co-

incide with the halfway of the project in terms of 

time. 

Assessment of Interim Report

The assessment of interim report at KIOS of! ce 

takes usually a few weeks. The report is compared 

with the original project plan presented in the ap-

plication and the approved budget. The reports are 

always discussed with the project partner. The de-

cision on the approval of the Interim Report and 

making the second instalment will be made at the 

KIOS  of! ce.

The Final Report and concluding the project

For concluding the project, the project partner will 

submit the ! nal report. The ! nal report should con-

tain all operational and ! nancial information of the 

entire project. The ! nancial report must also include 

an auditor’s report verifying the actual expenses. 

The report will be discussed between KIOS and 

the partner, and ! nally taken to the KIOS Executive 

Board for ! nal approval. 

The third instalment 

The Executive Board will make the ! nal decision 

on approving the Final Report and on the payment 

of the remaining third instalment, or whether only a 

part of the remaining third instalment will be paid, 

or if there should be a repayment of unused funds. 

The third instalment will be paid as a refund of the 

real expenses occurred. The third instalment will 

amount to a maximum of 10% of project funds. This 

means that the organisation needs to ! nance the 

last 10 % of the project costs initially by itself, but 

this 10% will be refunded based on ! nal reporting. 

Note that you are required to also self-fund 7,5% of 

the total project costs, as agreed in the application 

stage. This 7,5% will not be refunded.

Reimbursement of funds

If at the completion of the project there are surplus 

funds left, or funds not adequately reported for, we 

will send you a request to reimburse the unused 

funds. The unused funds can be reallocated to oth-

er activities only with a written approval of KIOS.

Organizational annual reports

We also ask you to send us the consolidated au-

dited accounts and the annual activity reports of 

the overall work of your organisation for the years 

during which the KIOS project was implemented. 
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These reports can be sent together or separately 

from the interim and ! nal reports.

Reporting as part of learning

Submitting interim and ! nal reports is an important 

part of dialogue between KIOS and the project part-

ner. When you submit a report to KIOS, we always 

aim to have a good discussion on your experiences 

with implementing the project. Through discussion 

we have a better chance of getting to know your 

project fully and to bene! t from mutual learning. 

Projects in Small Grant Scheme

Especially in case of small projects KIOS keeps 

close contact with its partners throughout the 

project period and is closely following the project 

progress. We aim to support the partner in plan-

ning the project, to be involved in implementation 

through consultation, and most importantly to guide 

the project partner through reporting process.

Keeping in Touch – Informal Reporting

Staying in regular contact with project partners is a 

central part of KIOS’s work. The KIOS project co-

ordinator responsible for your project will keep in 

touch with you between the agreed reporting dates. 

Regular contact will give us a chance for dialogue, 

common learning and sharing of experiences.

Regular updates

Besides formal reporting we warmly welcome in-

formal reporting of any kind. We are interested in 

what goes on in the projects and wish to be updat-

ed regularly on the project activities. KIOS wishes 

to follow the progress of the project throughout and 

even beyond the project period. 

Informing on internal changes

In addition to keeping us up to date on the progress 

of the project, it is especially important to let KIOS 

know if there are any changes in your organisa-

tion’s strategy, funding, policies or staff. Even if 

these changes wouldn’t directly concern the KIOS 

funded project, we would like to follow the progress 

of your organisation and understand the role of the 

KIOS funded project in your organisation’s work.

Visits to Projects

Visits to projects are part of the cooperation be-

tween grantees and KIOS. KIOS staff make regular 

visits to projects according to the foundation’s an-

nual plan. Sometimes also KIOS Board members 

or Ministry of! cials visit KIOS funded projects. 

During ! eld visits, KIOS staff get acquainted with 

the overall activities of previous, current and pos-

sible future grantees; meet bene! ciaries and other 

stakeholders of projects; inspect the ! nancial ad-

ministration of funded projects and participate in 

any possible project activities. 

Visits to projects are valuable to us as learning ex-

periences and visits often help us to make improve-

ments in our work. At the same time we hope KIOS 

visits contribute to our partners’ work and build 

even better cooperation for the future.
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Unfortunately all funded projects can not be visited 

due to limited resources.

Changes during the Project Period

The KIOS funds are to be used according to the 

project plan approved by the KIOS Executive 

Board. However, circumstances may require that 

changes in the project plan or budget may be nec-

essary.

Negotiating on changes

If there is a need to revise the project plan or the 

project budget, grantees are required to contact the 

project coordinator at KIOS by mail or email to dis-

cuss the proposed changes. It is important to ex-

plain in detail why the approved project plan needs 

to be changed. 

Agreeing on changes

Substantial changes in the project plan (eg. regard-

ing objectives, activities, bene! ciaries, personnel), 

or in the use of the project funds, must always be 

formally requested by grantee and of! cially ap-

proved by KIOS in writing and beforehand. No ver-

bal discussions regarding changes in project imple-

mentation or budget are binding to either party. 

Changes in the budget

You should negotiate with KIOS in advance if a need 

arises to substantially readjust the agreed project 

budget. It is possible to make changes if it bene! ts 

the achievement of objectives of the project, but 

changes should always be agreed on beforehand. 

Readjustments can only be done within the total 

budget limits, because no additional funding can be 

granted once the project has started. 

Changing project reporting schedule

If the project is delayed, or implemented at a faster 

pace than anticipated, inform KIOS in advance so 

that the new completion and reporting dates can be 

agreed upon. The Estimated Reporting Schedule 

can be changed if agreed on with KIOS.

Monitoring and Evaluation

Monitoring your project activities and progress 

forms the very basis for gathering information to 

your project reports to KIOS. In your funding ap-

plication to KIOS you have already described 

your monitoring and evaluation plan. Throughout 

the project there should be ongoing monitoring of 

activities, and you should be keeping track of the 

activities, outcomes and results in comparison to 

those set out in the project plan. We would encour-

age you to conduct participatory monitoring and 

engage people from various stakeholder groups to 

analyse the project activities.

Impact Assessment

Besides evaluating short-term impact at the end of 

the project, assessing long-term impact is equally 

important, since changes in society often take a 

long time to materialize. We would therefore like to 

encourage you to conduct follow-up evaluations on 

concluded projects to determine what lasting im-

pact the project has had in the long term.
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COVER SHEET 
for Reporting

Cover Sheet

We ask you to attach the reporting Cover Sheet 

duly ! lled to the Interim Report(s) and the Final Re-

port. The Cover Sheet asks for the basic informa-

tion on the project: title and number of the project, 

name of the organisation, name, position and con-

tact details of the person responsible for the project, 

project duration and basic ! nancial information.

Checklist for narrative reporting

On the backside of the Cover Sheet there is a 

Checklist which is meant to help you to cover some 

of the issues of narrative reporting. Besides cover-

ing the questions on the Checklist you can provide 

any other information you deem relevant. 

The Cover Sheet is available at the KIOS web-

site www.kios.!  or you can ask for it by email from 

kios@kios.! . 

NARRATIVE REPORTS

Narrative report as a progress report

The narrative project report describes the progress 

of the project for the reporting period. Narrative re-

porting should aim to compare the activities and 

achievements to those set out originally in the ap-

proved project plan. What is most important is that 

the narrative report re" ects the true situation of the 

project.

Describing activities, achievements, strenghts, 

weaknesses and plans for the future

The narrative report should aim to compare the ac-

tivities and achievements with the original plans 

and objectives of the approved project proposal. It 

should describe whether, and how these activities 

were carried out and objectives reached. In gen-

eral the report should provide information on the 

strengths and weaknesses of the project. It should 

highlight the successes, but also describe how the 

same activity could be improved in the future. The 

narrative report should also outline plans for the fu-

ture.

Narrative and Financial Reports

The Interim report:
Cover Sheet (available at www.kios.! )

Narrative Report
Financial Report
Other material

The Final report:
Cover Sheet (available at www.kios.! )

Narrative Report
Financial Report

Audit Report
Other material
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Narrative reporting for KIOS is free-form

Narrative reporting on KIOS funded projects is free-

form. On the backside of the Cover Sheet there is a 

Checklist which is meant to help you to cover some 

of the issues and to help you to provide us the sort 

of information KIOS is interested in. Besides cover-

ing the questions on the Checklist we strongly en-

courage you to provide us with any other informa-

tion or material on the project that you deem impor-

tant and relevant. 

Activities funded by other donors

If activities undertaken with KIOS funding are part 

of a larger project, you must clearly state in your re-

ports, which of the activities were implemented with 

KIOS funding, and which were supported by an-

other donor. We are interested to hear of the work 

supported by other donors as well, especially if it is 

closely connected to the project KIOS is support-

ing.

Signature

The narrative report should be compiled by the 

person responsible for project management, and 

signed by the person authorized to do so on be-

half of the organisation (usually the director or the 

chairperson).

Interim Narrative Report

When to submit the Interim Report

The interim narrative report is submitted to KIOS 

together with the interim ! nancial report. The in-

terim reporting is done when half of the total project 

funds have been used, unless otherwise is agreed. 

This does not always coincide with the halfway of 

the project in terms of time. If the project period is 

more than one year, there are usually more than 

three instalments and correspondently also more 

intermediary reports are submitted. 

Narrative reporting to KIOS is free-form

The interim narrative report is free-form.  On the 

backside of the Cover Sheet there is a Checklist for 

narrative reporting, which gives you some help with 

forming your Narrative Report.

What to describe in Interim Narrative Report

Narrative Report should provide KIOS with infor-

mation on activities and achievements so far and to 

re" ect on lessons learnt. Consequently, the Interim 

Report should also include plans for the implemen-

tation of the rest of the project. Feel free to provide 

any additional information you deem important to 

give a full picture of where the project stands at the 

time of reporting, and where it is going. You should 

especially address any possible challenges you 

have faced in implementing the project, or chal-

lenges you perceive in the future, and analyse how 

these challenges will be addressed. 
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Final Narrative Report

The most important document of the project

The ! nal report (both narrative and ! nancial) is 

the single most important document of the entire 

project. The ! nal report is the main reference docu-

ment of the project once the work of the project is 

completed. It is the basis for any future follow up, 

evaluation or study on your project work. Final re-

porting of a previous project is also taken into con-

sideration when possible future cooperation with 

KIOS is discussed. It is important to put effort and 

time into compiling a comprehensive ! nal report 

that analytically describes what the project aimed 

for, what it achieved, and what was learned through 

its implementation. 

Making your work visible

The ! nal report is also the best chance for you to 

make the achievements of the project visible to 

those who have not been directly involved with 

the project. The ! nal report can be distributed to 

stakeholders and donors who have interest in the 

project, for example the KIOS’s founder organisa-

tions, the Ministry for Foreign Affairs, and the civil 

society in Finland. For instance, KIOS shares infor-

mation on projects it has funded through its web-

site, and through other channels in Finland, partic-

ularly those of KIOS’s founder organisations.  

Final Narrative Report to KIOS is free-form

The Final Narrative Report is also free-form. Once 

again, on the backside of the Cover Sheet there 

is a Checklist for narrative reporting, which gives 

you some help with forming your Narrative Report. 

What to describe in Final Narrative Report

The ! nal narrative report should cover the entire 

project period, not just the second half. Correspond-

ently when assessing the ! nal report also earlier 

reports and material are taken into account. Final 

report should give a full picture of all the activities 

during the project, how the project evolved during 

the project period, what results were achieved, and 

how objectives were met. Particularly you should 

analyse what were the strengths, weaknesses and 

challenges of the project. The ! nal narrative report 

should aim to describe the impact the project has 

had in the short term, and outline the future and 

possible long-term impact the project is seen to 

have. Plans for the immediate future of the project 

and its activities should be described also. To give 

a full picture of the entire project, we encourage 

you to provide any additional material or informa-

tion that is necessary.

Additional material and information

Kindly send KIOS copies of documents produced 

in the project: participant lists, feedback reports, in-

ternal evaluations, case studies, manuals or survey 

reports. If you have produced any speci! c material 

concerning the project it is useful to attach them to 

the report as well. You should send us copies of the 

information, education and communication mate-

rial produced (for example posters, lea" ets, books, 

videos, tapes, t-shirts, cd-roms, photographs). 
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Feel free to attach any other relevant project mate-

rial to interim and ! nal reports, or even send project 

material to KIOS in between reporting periods.

Reporting on Challenges

Preparing yourselves to challenges

It is quite usual to face challenges or problems 

during the project period. Hardly any projects run 

exactly as planned, without any challenges or ob-

stacles whatsoever. Risk assessment as a part of 

the project planning will help you to prepare for the 

challenges ahead, although it is not always possible 

to foresee all the possible risks and challenges. 

How to report on problems and challenges

When reporting on your project, you should also 

think about the factors that have caused dif! cul-

ties in and barriers for the work. If problems have 

occurred in your project, it doesn’t mean we auto-

matically think your project has been a failure. The 

dif! culties and failures can be an excellent oppor-

tunity for learning, even though it might be hard 

to admit weaknesses and describe them. We are 

sincerely interested in the challenges you face in 

your work. By sharing the less successful aspects 

of your work with us, you can show us that your 

organisation has learned something through the 

project process.  

FINANCIAL REPORTS

Ground rules set by the Ministry

KIOS receives ! nancial support for its activities 

from the Department for Development Policy at the 

Ministry for Foreign Affairs of Finland. The use of 

Ministry funding requires also KIOS’s project part-

ners to follow certain ground rules and procedures 

for ! nancial reporting. The basic conditions on ! -

nancial reporting and accountability are spelled out 

in the Cooperation Agreement signed by KIOS and 

the project partner.

Submitting ! nancial reports

For most projects the partners are required to pre-

pare two main ! nancial reports: interim ! nancial re-

port and ! nal ! nancial report. Financial reports are 

submitted with the interim narrative report and ! nal 

narrative report respectively. 

Audits or copies of receipts?

The ! nal ! nancial report includes an external au-

dit report. For smaller projects it can be agreed 

that the copies of receipts of payments made will 

be attached to the ! nal ! nancial report instead of 

conducting an external audit. For all projects, the 

schedule for reporting and the audit procedures 

will be discussed already during the application 

stage, and agreed on when drafting the Coopera-

tion Agreement.

Reporting to be based on bookkeeping

The ! nancial reports should give true and fair view 

of the state of affairs of the project as at the end 
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of the ! nancial reporting period and of its operat-

ing results for that period. The ! nancial reports 

should be based on bookkeeping, where different 

cost elements are clearly grouped according to the 

original budget breakdown. The project’s accounts 

are to be kept in such a way that the entries and 

the explanations concerning all various types of 

funds can easily be examined and checked from 

the bookkeeping. The person or persons who are 

in charge of the ! nancial transactions of the project 

should carry out the ! nancial reporting.

Special audits and other follow-up

From time to time KIOS commissions special au-

dits on chosen projects as part of our regular follow 

up on ! nancial management of projects. KIOS also 

requests every year some of the projects to sub-

mit copies of receipts of payments as a follow up 

on ! nancial management. During visits to projects 

KIOS staff gets acquainted with the bookkeeping 

and ! nancial management of partners.

Currencies and bank accounts

Currency of the budget and the instalments

KIOS requests applicants to present project budg-

ets in local currency. The grant amount is deter-

mined by the exchange rate of the date of the 

Board decision on the funding. Instalments of KIOS 

grants are made in euros.

Currency of ! nancial reports

It is important to use the same currency for report-

ing that is used in the approved project budget. The 

project budget should be presented in local curren-

cy and the reporting should therefore be done in 

local currency as well. 

Seperate bank account for KIOS grant

It is advisable to open a separate bank account 

for KIOS funds, as this makes follow up on use of 

funds easier. 

Exchange rate losses and gains 

KIOS grant amount is ! xed to the amount decided 

by Executive Board, and possible losses caused by 

exchange rates can’t be covered. In case you gain 

from exchange rate, these additional funds must be 

used only to project activities. 

Accrued interest

The accrued interest of grant funds can only be 

used for the project activities. It should also be duly 

reported in the ! nancial report.

Instalments of funds

Instalments from KIOS

The grant amount is determined by the exchange 

rate of the date of the Board decision on the fund-

ing. Instalments of KIOS grants are made in eu-

ros. The instalments are made to the bank account 

speci! ed in the Cooperation Agreement. KIOS will 

notify you by email when the transfer of funds is 

made. 

Receipt of the received instalment

Once you have received the transfer of funds from 
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KIOS, please send us a note by e-mail or by mail 

telling that the payment has been credited to your 

bank account. We also request you to send or fax 

us a copy of a bank con! rmation receipt indicating 

the information of the transaction. This should be 

done after every instalment received. It is essential 

for KIOS to get the information on the amount of 

funds received in your local currency. 

The bank receipt should include the following in-

formation:

The name of the organization to whom the pay-• 

ment has been made. 

Who has made the payment. • 

The amount. • 

When the payment was made and the project • 

name or code.

Receipts 

Receipts not to be included in ! nancial reports

No receipts of occurred expenses need to be in-

cluded in the ! nancial reports to KIOS. Receipts 

and other books must, however, be kept in accord-

ance with the national legislation on bookkeeping 

and accounting. 

Bookkeeping and receipts checks as follow-up

KIOS requests every year some of the projects to 

submit copies of receipts of payments as a follow 

up on ! nancial management. Also during visits to 

projects KIOS staff gets acquainted with the book-

keeping and ! nancial managements system of 

partners.

Submitting receipts in case no audit is conduct-

ed

For smaller projects it can be agreed that the cop-

ies of receipts of payments made will be attached 

to the ! nal ! nancial report instead of conducting an 

external audit. The ! nancial reporting and whether 

an external audit is required will be discussed al-

ready during the application stage, and agreed on 

when drafting the Cooperation Agreement.

Interim Financial Report and 
Final Financial Report

The Interim Financial Report and Final Financial 

report specify actual costs that incurred during the 

implementation of the project. The breakdown of 

costs should be given clearly and accurately show-

ing the expenditures and use of funds during the 

reporting period. 

Comparing the occurred expenses to the ap-

proved budget

The comparison to the original approved budget 

should be clear and explicit in your ! nancial report. 

Similarly the external audit report should be easily 

comparable with the Final Financial Report and the 

approved budget. 

It is important for the sake of easy comparison, that 

you don’t change any of the budget line titles or 

amounts of the approved budget. 

If the format of the external audit doesn’t follow the 

budget lines of the approved budget, please attach 
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an explanatory note on which budget lines corre-

spond with which audit lines.

What to include in the ! nancial report

The ! nancial report should include the following in-

formation:

The actual receipts in local currency. It is es-• 

sential for KIOS to get the information on the 

amount of funds received in your local cur-

rency.

Original budget approved by KIOS Executive • 

Board

The actual payments and costs of the project• 

Balance of the funds • 

Explanatory notes to possible deviances from • 

the original budget. If there is a need to re-

vise the project plan or the project budget, this 

should be approved on beforehand with KIOS.

Remember to report on the self-! nancing share • 

of 7,5% of the total costs. Specify on what ba-

sis the value of voluntary work and in kind do-

nations have been calculated.

Please specify ! nancing from other sources, • 

if there has been other donors supporting the 

project.

Budget line Approved 

Budget 

in local 

currency

KIOS 

funded 

expenses  

in local 

currency 

Self-funded 

expenses 

(minimum 

7,5% of the 

total costs)  

in local 

currency

Other 

donors 

funded 

expenses (if 

any)   in local 

currency 

Total 

Expenses  

in local 

currency 

Variance 

/ Balance 

(between 

approved 

budget 

and total 

expenses) 

in local 

currency

Budget line 1

Budget line 2

Budget line 3

Etc.

Total

Amount of received funds in local currency

Explanatory notes to  deviances from the original budget

Explanatory notes to  self-! nancing

Example of the format for ! nancial report
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Auditor’s Report as Part of Final Finan-
cial Report

The locally made auditing report has to be attached 

to the Final Financial Report. An external and im-

partial auditor, following the national legislation and 

approved principles related to auditing, should of-

! cially audit the accounts of the project. 

KIOS speci! c audit required

The audit required should be a separate audit on 

KIOS funds or a KIOS speci! c audit extracted from 

the consolidated audit. Your auditor and the com-

petent authority of your organisations should sign 

the report. 

Audit instructions

Please see the audit instructions available at KIOS 

website www.kios.!  and make sure to forward them 

to your auditor.
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AUDIT INSTRUCTIONS

This part contains Audit Instructions for projects 

funded by KIOS. These instructions have been 

compiled together with the representatives of the 

Ministry for Foreign Affairs of Finland.

We recommend that the grantee organisation ! nds 

an auditor before the start of the project activities. 

These instructions should also be given to the audi-

tor before the project starts. 

Principles of auditing

As a general condition for the development coop-

eration funding, the grantee organisation must ob-

serve principles related to good governance and 

anti-corruption activities. Funding from KIOS can 

be used only to cover expenses considered to 

be necessary and reasonable in carrying out the 

project activities. The grantee organisation shall in 

its accounting follow the national generally accept-

ed accounting principles (GAAP). The audit should 

be carried out in accordance with generally accept-

ed auditing standards (ISA 800) and relevant na-

tional legislation and standards. 

What is an audit?

An audit is an activity where the work of the person 

who keeps an organisation’s accounts is checked 

by another person, at least once a year. In this way, 

any possible mistakes can be found and corrected, 

and the person who is keeping the accounts can 

prove that she or he is honest. The auditor also 

checks the records of the organisation to ensure 

that there is good governance and proper manage-

ment in the organisation.

Who is an auditor?

The person carrying out the audit is called an audi-

tor. The auditor writes a report which ensures that 

the ! nal grant report gives a true and fair view of 

the activities of the organisation and that the grant 

has been used for the purpose mentioned in the 

agreement.

Who to choose as an Auditor?

The person who is appointed as auditor should • 

be independent.

Another name for an auditor is “independent • 

examiner”.

The auditor must not be involved in keeping of • 

the accounts of the organisation, or be related 

to any of the organisation’s leaders. 

The auditor should be a respected person, and • 

able to communicate well with people. 

Knowledge of book-keeping and auditing is • 

necessary.

KIOS recommends choosing an auditor who is • 

registered according to the laws and regula-

tions of the country.

 

Audit Report

We ask you to send the Auditor’s Report to KIOS in 

Finland both by email and by postal mail.  The re-

port should be in English, French or Spanish.

The Audit Report should include the following 

items:
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Project number and name• 

Implementing organisation• 

Date of the Co-operation Agreement• 

Reporting period and currency• 

Exchange rate used in the Financial Project • 

Report

Total amount of budgeted income and expen-• 

ditures 

Total amount of actual income and expendi-• 

tures of previous project period)

Closing balance (including advance payments • 

and outstanding checks) 

Auditor’s opinion (see the next page on this • 

document)

Give the main ! ndings and recommendations • 

of the audit 

Auditor’s name, position, address, phone, fax • 

and e-mail

Date, auditor’s signature and authorization• 

Auditor’s Opinion

The Auditor’s Report should offer an opinion on the 

following areas:

Does the Financial Project Report match with • 

the Bookkeeping?

Does the Financial Project Report correspond • 

with the Co-operation Agreement? 

Do received funds match with the Bookkeep-• 

ing?

Does the Bookkeeping match with the Vouch-• 

ers?

Are there proper Vouchers for the transac-• 

tions?

Is the bookkeeping adequate, including Jour-• 

nal and General Ledger?

Do the changes in the List of Fixed Assets • 

match with the Vouchers?

Does the Bookkeeping match with the Of! cial • 

Bank Account Statements and Cash Book?

Does the opening balance of funds correspond • 

with the audit report of last period?  

Is the approved Financial Project Report free of • 

material misstatement?

Are any received, yet unused funds properly • 

recorded as a liability in the balance sheet and 

included in the ending balance of the Financial 

Project Report? 

Are the recorded expenses in the Financial • 

Project Report in line with the approved origi-

nal budget or activity plan? 

Is the internal control system of the manage-• 

ment of the organisation adequate? Are there 

any material weaknesses that the organisation 

should improve? Have the by-laws of the or-

ganisation been observed in the project deci-

sion-making? 

Do the salaries of the project personnel match • 

with existing properly signed employment con-

tracts?

Have social security expenses including pen-• 

sions and taxes been recorded and paid to rel-

evant authorities in accordance to the national 

legislation?   

Does the organisation have copies of all valid • 

essential contracts (government, trading, rent-

al, lease, service agreement)?
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SELF-FINANCING SHARE   
in KIOS Funded Projects

According to the funding agreement between the 

KIOS Foundation and its funding source, the Min-

istry for Foreign Affairs of Finland, the grantee shall 

contribute with a minimum of 7,5 % (self-! nancing 

share) to the total costs of the project funded by 

KIOS. 

The self-! nancing share of your organisation can 

be either cash contributions, voluntary work or do-

nated goods. When the project costs are reported 

your auditor shall give a statement on the use of 

the self-! nancing share of 7,5 % always when the 

self-! nancing share consists of cash contributions. 

Self-! nancing share consisting of in kind contribu-

tion shall be duly reported on by the auditor and/or 

the accountant of the grantee. 

Thus the KIOS share amounts to 92,5 % of the total 

costs occurred and approved by KIOS. 

See below some guidelines for your calculations:

Cash contributions must come from your own • 

income sources. Any other public support re-

ceived from other donor organisations, govern-

mental bodies or other such institutions may 

not be included in self-! nancing.

Voluntary work and donated goods – name the • 

type and quantity of tasks/goods along with 

their current value. 

Value of voluntary work – the value of voluntary • 

work should be calculated according to the lo-

cal salary standard for equivalent work. Enter 

here the value of such work in terms of gross 

salary, excluding other salary-related costs.

Value of donated goods – the value of donat-• 

ed goods should be calculated according to 

the estimated local market value of the goods. 

Please keep the estimations cautious; the pric-

es must not be exaggerated.
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KIOS PUBLICATIONS

www.k ios . f i

Reporting on a KIOS Funded Project

The Final report:
Cover Sheet (available at www.kios.! )

Narrative Report
Financial Report

Audit Report (see instructions at www.kios.! )
Other material

The Interim report:
Cover Sheet (available at www.kios.! )

Narrative Report
Financial Report
Other material


