Last updated: [dd.mm.yyyy]




Indhold
Purpose	2
Organisational Chart	2
Segregation of Duties and Authorisation Rules	2
Bank	3
Signing Authority in the Organisation	3
Procedures for Procurement and Investments	3
Bookkeeping and Documentation	4
Monthly Reconciliation and Control	4
Financial reporting	4
Overview of the Organisation’s Approval Procedures	4















[bookmark: _Toc226715085]Purpose
This document describes the procedures that [Organisation Name] follows to ensure responsible, transparent, and efficient management of grants. The procedures follow the requirements set out in/by [insert document/organisation/donor(s)] 
The procedures are reviewed and updated continuously, and at least [insert interval].

[bookmark: _Toc226715086]Organisational Chart
[Insert organisational chart here]

[bookmark: _Toc226715087]Segregation of Duties and Authorisation Rules
To minimise the risk of errors and misuse of funds, the organisation applies strict segregation of duties. There must always be at least two people involved in financial transactions.
· Commitment of expenditure: The authority to enter into agreements or initiate expenses lies with [insert title, e.g. Project Manager].
· Approval: All supporting documents and expenses must be approved by a person with budget responsibility before they are incurred. This person must not be the same as the one carrying out the bookkeeping or payment.
· Bookkeeping: The organisation’s bookkeeper records income and expenses on an ongoing basis in [a double-entry bookkeeping system/Excel (depending on the size of the grant)].
· Payment: All payments (via bank or cash box) must be approved jointly by at least two people. No individual may have sole signing authority over the organisation’s bank accounts.



[bookmark: _Toc226715088]Bank
The organisation ensures that grant funds are at all times kept separate from the organisation’s other funds. This is done by establishing separate bank accounts for the grant funds.
All transactions related to the grant are made exclusively through these accounts to ensure full traceability and transparency in the management of the funds.

[bookmark: _Toc226715089]Signing Authority in the Organisation
The following persons have access to the organisation’s bank accounts:
	A-signature (sole authority)
	B-signature (joint authority)
	C-signature (view-only access)

	[Insert title]
	[Insert title]
	[Insert title]

	[Insert title]
	[Insert title]
	[Insert title]

	
	
	



[bookmark: _Toc226715090]Procedures for Procurement and Investments
The organisation follows fixed thresholds and approval processes for all procurements to ensure value for money.
· Approval before purchase: The person responsible for the budget must always approve a purchase before it is made.
· Minor purchases (below [insert amount] DKK): May be carried out after approval from the budget responsible person.
· Major purchases (above [insert amount] DKK): Must be approved by at least two people. At least two (preferably three) independent quotations must be obtained to ensure the most economical price.
· Investments: Larger physical assets (e.g. IT equipment, cameras, or vehicles) with a lifespan beyond the project period must be recorded on an inventory list stating quantity and value.

[bookmark: _Toc226715091]Bookkeeping and Documentation
· Accounting system: The organisation uses [a double-entry bookkeeping system/Excel], ensuring a clear link between the chart of accounts and the approved project budget.
· Documentation handling: All vouchers and supporting documents must be approved by two people and include information on which budget line the expense relates to.
· Storage: All accounting records and relevant documentation must be stored for 10 years after approval of the final reporting.


[bookmark: _Toc226715092]Monthly Reconciliation and Control
· Bank (and cash box, if applicable): Bank accounts and cash holdings are reconciled monthly. The reconciliation must be reviewed and signed by a person other than the one who performed it.
· Cash handling: The organisation’s cash box is kept locked and managed by a person independent of the bookkeeper.
· Cheques: Any cheque books are kept locked, and cheques must never be pre-signed.
· Time registration: All organisations that budget for and record salaries must maintain time registration to document actual time spent. Time records must be reviewed and approved by a person other than the one who made the registration.

[bookmark: _Toc226715093]Financial reporting
· Budget monitoring: Financial reports are prepared at least three times a year. The report must compare actual expenses with the approved budget.
· Deviations: Any significant deviations between budget and actual expenditure must be explained and commented on in the report.
· Approval: The financial report must be approved by a person who did not prepare it.


[bookmark: _Toc226715094]Overview of the Organisation’s Approval Procedures
(To ensure adequate segregation of duties, at least two different persons must be involved in the actions below. If more people are involved in your organisation, the table can be expanded with additional columns.)

	Task
	Performed by  (title)
	Approved by (title)

	Commitment/Procurement
	 [Insert title] e.g.project coordinator
	[Insert title] e.g.project manager

	Bookkeeping
	[Insert title]
	 [Insert title]

	Bank Transfers
	[Insert title]
	 [Insert title]

	Inventory list
	[Insert title]
	 [Insert title]

	Larger purchase (above X DKK)
	[Insert title]
	 [Insert title]

	Reconciliation
	 [Insert title]
	 [Insert title]

	Budget monitorering
	 [Insert title]
	 [Insert title]

	Financial reports 
	 [Insert title]
	 [Insert title]

	Workhour registration
	 [Insert title]
	 [Insert title]

	
	
	





