Dear 
BSF Grant recipients
From 
Gerard Fischer, Financial Manager

Date 
29 November 2009

1. Cash flow forecast

a. Please submit a revised cash flow forecast before the 10th December 2009.

· Please make sure that the accumulated expenditure in the 4th Q of 2009 reflects the total expenditure report of December (that is the expenditure up to November 2009 in most cases). 

· The 3rd Q 2010 should reflect the June expenditure, expenditure to be included in the last invoice which will be submitted in July 2010.

b. Please respect this deadline;

2. Submission of December financial report

a. December is a normally a very hectic period for all concerned; so the earlier your report is submitted, the more chance you have it will be on the “December train” to DFID.

b. Email me you when you expect to submit the report ;

c. Confirm in this email the date you send your previous report and the month of which it reported. That way I can make sure we are on the same timeline.

3. Budget Amendment/modification/revision

To improve our records we changed the budget amendment form. The form is split in 2 sheets: (1) Title page and (2) budget details. The (main) columns are:

a. Original Budget (or as the case may be the budget revision  which was approved earlier; in this case clearly indicate in the covering note: the date(s) this/these budget revision(s) was/were submitted and the date(s) of approval);
b. Cumulative expenditure to date; preferably from the last submitted (and approved for payment) report;

c. Proposed expenditure for remaining period (with, when relevant Unit, Number of Units, Unit costs and the proposed total expenditure for the remaining period;
d. Total proposed revised budget;
e. Changes in amounts;
f. Changes in percentage;
g. Column for making observations;
· In the narrative please follow the numbering of the observations;
· Treat the budget request for a modification separate from the monthly reporting;
· Email the budget revision request clearly indicating in the subject the name of organisation and month of revision.

4. ToR (final) Audit and auditors

In my email on Financial Matters 16/10 I suggested and interim audit; ToR are prepared and we intend to publicize before year end, to allow you to make the necessary arrangements. For an early indication we refer to the ToR first phase which are on the BSF website. 
BSF Secretariat at its own discretion can modify or add to the final ToR for your organization additional request for clarification if issues have been identified during project implementation or reporting.
5. Financial procedures guidance on BSF website
For easy reference we intend to upload the financial/administrative guidance given in the various emails (16/10, 20/11 and the present one) on our website..
