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Ad
1. r qrm W ChQi ' § 1 Purpose and financing
The Foundation grants the following approval to the Grant Recipient:

. Activity area: Human Rights
1.1 Setting up table A
Reference: 33.6.1A09.XXXX.1
. . X Grant Recipient: Sample Organisation
First of all enter all main data from the first page of the
Basis of approval: Application from 08.09.2013
contract (right) into the headlines of chart Ainthe —— ST U Y —
financial report(beneath). Project name: Workshops on Human Rights
In case of a perennial project, enter the actual period Bento,of gl Booze, (L0018 to SO0
. . . . A d t: Up to EUR 146.800,00 hortfall fi i
recorded in the reportinto theline ,period covered by PRRvEE g e [P eherRalinaneiig
thisreport'. If the project‘s duration totals less thana
year, this periodis identical to the period of approval. RefNr: 31.6.20031146.0 Page 1.6

Financial Report

Table A: Summary

3/18

File reference no.: 33.6.1A09.X3X1

Recipient of the grant: Sample Organisation

Project designation: Workshops on Human Rights

Period covered by this report: from:10/1/2013 9/30/2014 X
Period of approval: from:10/1/2013 9/30/2015 Erinneru ng

Amount approved:

146.800.00 | Euro

Verantwortung
Zukunft




I. Preparing [fe (har”

1.2 Costs and financing plan

Next, familiarize yourself with the costs and
financing plan on page 2 of thecontract.

The approved amount for each item is indicated in
the end of each line (right).

Please note: the amounts approved by the
foundation can differ from the ones requested in
your application.

4/18

Description Total costs Own Third- Approved
applied funds party-| EVZ fun- total
funds i
Project coordinator 80.000,00|  20.000,00 60.000,00|__ 80.000,00
Project assistant 34.000,00 4.000,00 30.000,00|__34.000,00
Honorar for workshops 5.000,00 5.000,00
Honorar for translations 8.000,00 1.000,00 5.300,00 6.300,00
Honorar for webpage 2.000,00 2.000,00 2.000,00
Personnel costs in total 129.000,00| 27.000,00 95.300,00| 122.300,00
Costs for food 15.000,00 5.000,00 8.000,00f 13.000,00
Public relations 1.000,00 1.000,00 1.000,00
Travel costs 8.800,00 8.800,00 8.800,00
Administrative costs, lump 1.700,00 1.700,00 1.700,00
sum
Ongoing non-personnel costs 26.500,00 7.700,00( 16.800,00f 24.500,00
in total
Project costs in total 155.500,00| 27.000,00 7.700,00( 112.100,00] 146.800,00
. [ J [ ] ® - e . L] L] L] . .
e © ®© ® .00 © © o o

Erinnerung

Verantwortung
Zukunft



. Pr&p«rimy lhe (hai”

1.3 Completing data on charts B,Cand D

Afterwards, copy all data from the costs and financing

(below) and paste it into the financial report (right):

Please note: neither make
modifications to the sums nor
to the names of items as you
find them in the costsand
financial plan. Don‘tadd extra
items to the chart. Should you
stillneed to append items,
please confer with the program

manager concerned.
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plan

T)escripﬁon Approved

total

| Project coordinator I ' 80.000,00 I

Project assistant ),
Honorar for workshops 5.000,00
Honorar for translations 6.300,00
Honorar for webpage 2.000,00
Personnel costs in total 122.300,00
Costs for food 13.000,00
Public relations 1.000,00
Travel costs 8.800,00
Administrative costs, lump 1.700,00
sum
Ongoing non-personnel costs 24.500,00
in total
Project costs in total 146.800,00

ating to personnel costs

Period covered by this report from:

10/1/2013 to

Euro Zloty

T'otal expenditures: 0.00

Expenditures in local currency converted into Euro:| 0.00

Total expenditures in Eur,
Approved budget]
Deviationg LL00

Reason for payment l Individual Item

fating to personnel costs

Period covered by this report from: l()fv

Euro Zloty
Total expenditures: 0.00 0.00
Expenditures in local currency converted into Euro: 0.00
Total expenditures in Eurgg el
Approved budget
Deviationg SO OO0 00
Reason for payment : Project coordinator

Erinnerung
Verantwortung
Zukunft




. Pr&p«rimg/ lhe Chai|”

1.3 Completing data on charts B,Cand D

Continue with the same procedure on charts B, CandD: | I— | I—

Don’t forget to pay attention to the subdivision
ofthecostsasyoufindthem onthecontract:

Personal costs —chartB

Zloty Zloty

R unn i n gco Sts - C h a rt C Total expenditures: 0.00 16,240.00 0.00 10,800.00
1 currency converted into Euro: 3,886.72 258476
Total expenditures in Euro; et RES
Non-recurringexpenditures—chartD Deviation e LR S

I Project coordinator ‘ . Project assistant |

er 2013, John Q. Public < §,120.00¢ . .

Erinnerung
. Verantwortung
6/18 . Zukunft




- Inserting Dile

2.1 Preview of the financial report

Aftersettingup thefinancial report,you canuse the chartsto track your expenses:

Financial Report

Table B: List of vouchers relating to personnel costs

Reference no.: 33.6.1A09.XXXX.1 Period covered by this report from:  10/1/2013 to: 9/30/2014

Please enter reference number and period of the financial report in table "A Summary"!

Euro Zloty Euro Zloty
Total expenditures: 0.00 16,240.00 0.0 10,800.00
Expenditures in local currency converted into Euro: 3,886.72] 2.584.74 . . . . . . . .
Total expenditures in Euro:| 3.886.72 2,584.7¢ .
Approved budget 80,000.00 34,000.00
Deviation: -76,113.28 -31,415.24
Date of voucher |No. of voucher Reason for payment Project coordinator Project assi

11/2/2013 1|project coordinator, October 2013, John Q. Public 8,120.00
12/2/2013 2|project coordinator, November 2013, John Q. Public 8,120.00
11/2/2013 3|project assistant, October 2013, Jane Q. Public 5,400.00 X
12/2/2013 4| project assistant, November 2013, Jane Q. Public 5,400.00 Erinnerung

Verantwortung
7/18 : Zukunft




2. Jnseiting [la
2.2 Monitoring expenses

Under ,deviation‘ you can check how much money is left in each column. Please note that you mustn‘t spend more
than 20 percent for each item. As soon as you perceive that your expenses extensively exceed the approved
budget, consult the project manager concerned immediately to discuss a budget reallocation as long as the project

isrunning.

Financial Report

Table B: List of vouchers relating to personnel costs

Reference no.: 33.6.1A09.XXXX.1 Period covered by this report from:  10/1/2013 to: 9/30/2014
Euro Zloty Euro Zloty
Total expenditures: 0.00] 16,240.0 0.0 10,800.0
Expenditures in local currency converted into Euro: 3,886.72 2,584.7 . . .
Total expenditures in Euro: 3,886.72) 2.584.7
Approved budgets: 80.000.00 34.000.0
Deviation: -76,113.28 -31,415.24
Date of voucher |No. of voucher .
11/2/2013 1|project coordinator, October 2013, John Q. Public 8,120.0
12/2/2013 2|project coordinator, November 2013, John Q. Public | 8,120.0
11/2/2013 3|project assistant, October 2013, Jane Q. Public 5.,400.0
12/2/2013 Al project assistant, November 2013, Jane Q. Public 5,400.0 .
Erinnerung

. Verantwortung
8/18 : Zukunft




- Ingedfing [ila
2.3 Completing the data

Furthermore enterall data into the columns ‘reason for payment’, ‘no. of voucher’and ‘date of voucher’. Especially

‘reason for payment’should be specified in detail:

Financial Report

Table B: List of vouchers relating to personnel costs

Reference no.: 33.6.1A09.XXXX.1 Period covered by this report from:  10/1/2013 to:
Euro Zloty Euro Zloty
Total expenditures: 0.00] 16,240.0 0.0 10,800.0
Expenditures in local currency converted into Euro: 3,886.72 2,584.7 . . .
Total expenditures in Euro: 3,886.72) 2.584.7
Approved budgets: 80,000.00 34,000.0
a7l 2 =53 24
Date of voucher [No. of voucher |Reason for payment I..G.I'IS:S ey ';Jfllj":' =
11/2/2013 Tproject coordinator, October 2013, John Q. Public SER e “; — roject assistant
12/2/2013 2project coordinator, November 2013, John Q. Public lego:o
11/2/2013 3project assistant, October 2013, Jane Q. Public [ 5.,400.0 .
12/2/2013 Yproject assistant, November 2013, Jane Q. Public 5,400.0 Erinnerun g

Verantwortung
9/18 : Zukunft




Inseting Dafa
2.4 Insert lump sums

Pleasenotethatin case of lump sums, you mustn‘titemize. Neither have those coststo bewrittendown atall nor

will they be audited by the foundation. Simply enter the total amount approvedinto the cell:

Euro Zloty Euroe Zloty
Total expenditures: 0.00 4,690.00 1,700.00 0.00
Expenditures in local currency converted into Euro: 1,122.46 0 )
Total expenditures in Euro: 1,122.46 1,700.00 [ . C ()
Approved budgets: 13,000.00 1,700.00 PY o -
Deviation: -11.877.54 0.00 . :
Date of voucher  No. of voucher Costs for food Admin. costs, lump sum . Sﬂftung
Administrative costs, lump sum | | 1,700.00 .
12/2/2013 1 catering during seminar, sample caterer 4.690.0 M \E/rl n netru ngt
erantwortung
. . .

10/18 - e Zukunft




1. Tnseting [ala

2.5 Handling different currencies

Thegivenchartcontains separatecolumns to track expensesin differentcurrencies. Thisway you can enlist your

expensesinthelocallyused currency:

Euro Zloty I
. . L] ’ [ ] ° ’ o - o . [ ° [ . . .
-+ © ® ® ®@-0c°0 © © 0 o o =
o 0 0 @0 0:.0000:0.0 .0 0 0 o
0. 0:0:0000:0. 0 0 0 o
° * Erinnerung
e Verantwortung
11/18 % Zukunft
[
LN
°



L. Inserfing afa
3.1 Annual average exchange rate

To calculate the average annual exchange rate insert all
exchange transactions covered by the report as they are
stated on your bank account statements or exchange

receiptson tableE.

You can write down the name of the currency in the cell

Jlocal currency’ (here: Zfoty).

The calculated average exchange rate (highlighted in red)
automatically converts all expenses into Euro on all other

charts.
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Compilation of exchange transactions of this reporting period from Euro into local currency
(with balance carried forward from previous years):

Date EURO Voucher no. Zloty Remarks
0.0 0.00{Balance from previous year
10/30/2013] 1.0 41
12/26/2013] 1.0 4.14
2/4/2014| 1.0 424
4/13/2014| 1.0 418
7/9/2014] 1.0 4.14
9/17/2014| 1.0 4.19
6.00f 25.07
Annual average exchange rate:
4.178

Erinnerung
Verantwortung
Zukunft




3. (oeiplefing Pafa

3.2 Own funds, third-party funds

Incaseyour contractimplies own funds and/or third-party funds, it has to be displayed on table A:

INCOME

a) Third-party funding, own funds, other revenues (e.g. interests )

Income in
Euro

2.100.00

Income in
Zloty
own funds
polish sample organisation 5,000.00
Subtotal income from a) in local currency 5.000.00
Subtotal income from a) converted into Euro 1.196.65

2.100.00

2.100.00

3,296.65) °

13/18

Erinnerung

Verantwortung
Zukunft




(ortplefing Dala

3.3 Instalments from the foundation

Enlist all instalments from the foundation on table A as well. Please insert the dates as they are stated on your bank

accountstatements.

b) Instalments from the "Remembrance and Future" Fund:

Balance carried forward from previous years:
Instalments with date of receipt:

10/4/2013

12/13/2013

2/4/2014

4/5/2014

6/3/2014

8/5/2014

Subtotal income from b)

S —

>

8,000.00

>

10,000.00

-

10,000.00,

>

8.000.00

-

15.000.00

>

9.000.00

>

-

>

-

>

-

60,000.00

14/18

Erinnerung

Verantwortung
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(leswre and Carrﬂr— Over

4.1 Balance and signature
The remainder in your project is shown at the bottom of table A indicating simultaneously the balance carriedforward
to nextyear.

Should your contract be based on a shortfall financing and you are submitting your final financial report showinga

deficit, thisamount has to beretransferred forthwith to the foundation’s bank account.

Balance (income minus expenditures) 46,741.07

Eventually, please don‘t forgetto sign the first page of the financial reportand send an original copy to us:

We hereby confirm that the Financial Report is based on proper documentation and vouchers, that income and expenditures
are correctly documented by original vouchers, that all the contractual agreements and other conditions of use have been

observed, that the expenditures were necessary, that procedures were economical and that the entries conform with the e e @0 @ @ sci0 0 0 0 o o .
bookkeeping and vouchers. d.%° ...'... oo '........ oo
Place, date Signature of the representative of the recipient of the grant ° Erinnerung ;
L Verantwortung
°
15/18 % ® Zukunft



k. Qloswre and (arry—Qher

4.1 Carry-over to following year

In preparation for second year's and all following financial reports, please don‘t forget to transfer the average exchange

rateand the balancefrom the previous financial report. Pleasenote theremarksin thefinallettertoyour previousreports.

Date EURO Voucher no.

Zloty

-8,305.93

-34.704.93

Compilation of exchange transactions of this reporting period from Euro into local currency
(with balance carried forward from previous years):

Remarks

alance from previous year

Table E:Calculation of exchangerate

b) Instalments from the "Remembrance and Future' Fund:

alance carried forward from previous years:
[nstalments with date of receipt:

=5 46,741.07

Table A:Summary

16/18

Erinnerung
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9. (hectlie]

After you‘ve finished drawing up the financial report, make sure you can check off all following points:

v' Check for overdrafts of more than 20 percent. In case you have overdrawn the approved amount for an item, please
issue a statementforeachoverdrawnitemand/orapply fora reallocation

v' Arealltransactionsissued withinthe period reported?
v Doeseveryvouchercome withanumber,adateand a detailed description?

v Haveyouinsertedallinformationregarding own funds, third-party funds as well as instalmentstransferred by the
foundation?

v Arealllump sums quoted as a total sum?

v Haveyou transferredallinformation exactlyas you found themin the notification of grant oL
approval? e ......t;;:o.o'o.o‘o .
"o .0.99625::6?6.0.0.0° o’

In caseyou can‘t check off all points from the list above, please contact us.
We will be glad to answer your questions!

° 0 Erinnerung
e Verantwortung
17/18 % Zukunft
[}
e O
[ ]



Stiftung

Erinnerung
Verantwortung
Zukunft

Foundation Remembrance,
Responsibility and Future

Friedrichstr.200
10117 Berlin

Tel.: +49(0)30259297-0
Fax: +49(0)302592 97-11

reports@stiftung-evz.de
www.stiftung-evz.de

facebook/twitter: evzfoundation




