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FOKUS 
Storgt. 11, 0155 OSLO 
Tlf.: 23 01 03 00 
Fax: 23 01 03 01 
fokus@fokuskvinner.no 
www.fokuskvinner.no 
 
For contact details to the secretariat staff, please see http://www.fokuskvinner.no/en/About-
FOKUS/Staff/.  
 
 
 
 
 
 
 

1. ABOUT THE PROJECT MANAGEMENT MANUAL 
 
FOKUS has made this manual as a tool for organizing project and program work, an aid to 
help organizations systematize their project management and simplify the administrative 
follow-up. 
 
The manual contains explanations of the entire project cycle. The information is organized 
chronologically, beginning with the preparation of applications and ending with the 
presentation of the annual report and accounts. Sections concerning project travels, 
monitoring etc are also included.  
 
New project co-workers must be made aware of the manual and kept up-to-date on project 
work that is in process.  
 
All templates will be made available by e-mail or on FOKUS website. 
 
Good luck with the project work! 
 
 
 
 

mailto:fokus@fokuskvinner.no
http://www.fokuskvinner.no/
http://www.fokuskvinner.no/en/About-FOKUS/Staff/
http://www.fokuskvinner.no/en/About-FOKUS/Staff/
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2. INTRODUCTION 
 

What is FOKUS 
FOKUS – Forum for Women and Development – is a knowledge and resource center for 
international women’s issues with an emphasis on the spreading of information and women-
centered development cooperation. The organization consists of 62 women's organizations 
and women's committees in political parties, trade unions, and solidarity and aid 
organizations.  
 
FOKUS’ vision is 
A just world where the organizing of women serves as the foundation for equal societies 
without oppression. 
 
FOKUS’ main goal is; 
To work for an improvement of women’s social, economic and political situation 
internationally, with an emphasis on the countries in the South1.” 
 
FOKUS’ purpose: 
 FOKUS shall be the women’s organizations’ knowledge and resource center on 

international women's issues. 
 Through development cooperation and advocacy, FOKUS shall work to improve 

women's social, economic and political situation internationally with an emphasis on 
countries in the South. 

 Through information activities, FOKUS shall work to increase the Norwegian society’s 
knowledge and understanding of the situation of women and their role in development. 

 FOKUS shall aim to strengthen contact and cooperation between women's organizations 
in Norway in their international commitments. 

 
Main pillars in FOKUS’ work 
FOKUS’ activities consist of three main pillars: advocacy and communication; 
program/project cooperation; and knowledge and resource center. All the three pillars are to 
reflect the reality in the South and based on the situation of women there. Advocacy shall be 
based on information and input from partners, and FOKUS shall promote the spokesperson 
role of women's organizations in the South. Similarly, the knowledge and capacities of the 
member organizations shall guide our work. 
 
FOKUS activities 

 coordinate women’s organizations’ development cooperation in Africa, Asia, the 
Middle-East and Latin-America. 

 administer support to women’s organizations’ information activities. 

 organize seminars and conferences. 

 promote women’s rights in national and international forums, to ensure the 
implementation of women’s rights internationally.  

 coordinate preparations for international conferences and ensure active 
networking nationally and internationally. 

 
FOKUS’ work is primarily based on the UN Convention on the Elimination of All Forms of 
Discrimination against Women (CEDAW), and the Beijing Platform for Action (1995), and 
regional conventions on elimination of discrimination against women. 
 

FOKUS’ approach in general is rights-based, and this affects all areas of its work. In order to 
contribute to improving women’s situation, in the strategy period, FOKUS will give priority to 
the following themes in the coming strategy period, 2012-2016: 

                                                           
1 Countries in “the South” include poor and marginalized countries that, according to the OECD, may receive aid. They are 
mostly located on the southern hemisphere. Greater parts of Africa, Asia, Latin America, Eastern and South-Eastern Europe are 
included in the term.  
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 Women and climate change 

 Sexual and reproductive health and rights 

 Violence against women 

 Women, peace and security 

 Women’s economic participation and rights 

 Women’s political participation and rights 
 
The general assembly consists of all member organizations, is the supreme authority of 
FOKUS. It elects the board and approves annual budgets, accounts and primary objectives, 
strategies and action plans. The board manages FOKUS between the General Assemblies. 
The board is responsible for the running of FOKUS according to the by-laws and the current 
guidelines and priorities passed by the general assembly. 
 
The FOKUS secretariat is responsible for the daily running of activities; coordination of 
projects and programs and advocacy and communications work. 
 
FOKUS has framework agreements with Norad on development cooperation and information 
activities. 

 
FOKUS – from project to programme 
Project/ programme co-operation forms a central part of FOKUS’ activity and is run in 
cooperation between Norwegian member organizations and partner organizations in Asia, 
Africa and Latin America. 
 
The point of departure for the program-approach is that smaller projects are grouped 
together in larger programmes based on various joint criteria, such as target group, theme, 
geographic area or work methods. The advantages of grouping several projects in a program 
are various. Working in fewer, larger programs, rather than many smaller projects, makes it 
easier to develop a joint analysis and strategy, which will be the basis for actions at both 
programme and project level. Furthermore, it will be easier to capture the synergies between 
projects and obtain better results in, for example, a programme country, if a joint added value 
from joining into a program is found. 
 
More information concerning FOKUS organizations’ joint visions and aims for its work can be 
found in FOKUS’ Strategy on our website.  
 
FOKUS policies on each of the thematic priority areas can also be found on the web site. 
These are crucial as they define what types of activities that fall within FOKUS’ mandate.  
 
Information concerning FOKUS’ projects can also be found on the website. 
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3. CALENDAR  
 

 

DEADLINES 

 

ANNUAL MANAGEMENT SCHEDULE FOR FOKUS SUPPORTED PROJECTS  

15th January  

Deadline for submitting bank statement of the project´s account per 

December 31st to FOKUS. In the course of January, FOKUS can transfer 

an advance payment of approximately 25% of approved annual budget, 

upon need and request from the Partner depending on advance payment 

from back-donor. Bank statement, signed contract and budget required.  

15th February  Submit copy to FOKUS of e-mail/letter from auditor confirming when 

audit report for previous year will be finalized and delivered.  

15th March  

Deadline for submitting narrative report and audited financial report for 

previous year (including signed auditor’s opinion) to FOKUS, in 

accordance with FOKUS’ templates. Auditor’s management letter and the 

Partner’s reply to this is required, if such a letter was issued. An updated 

inventory list of assets bought with FOKUS funds should be included as a 

note to the accounts. The Partner’s overall audited accounts (including 

other donors’ contributions) have to be presented by August 1st. 

Feedback and comments from FOKUS within three (3) weeks after 

submission. 

15th March 

 

Transfer of 50% of approved annual budget (minus advance installment) 

upon signed contract, signed annual work plan and signed budget. 

Transfer date depends on when FOKUS receives funding from back-

donor. 

1st August 

Deadline for submission of a 6-month (January 1- June 30) financial 

report, activity report and indicator collection report using the FOKUS 

templates, including suggestions for budget revisions, if any. 

Feedback and comments from FOKUS within three (3) weeks after 

submission. 

Deadline for submitting overall audited accounts from previous year (it 

not submitted with project report due March 15th).  

20th August 

Transfer of 25% of this year’s total support, subject to all previous 

requirements having been met and FOKUS having approved reports from 

previous year. 

15th September  
Deadline for annual work plan and budget for next year. 

10th October  

  

Deadline for submission of the 9-month financial report (January 1 – 

September 30) and indicator collection report. 

30th October 
Transfer of the remaining 25% of this year’s total support, based on need 

and request from the partner organization. 

15th November Feedback from FOKUS on annual plan and budget for next year. 
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Project partner to be included in planning  
The project partners must receive an adapted version of the calendar so all are aware of 
what must be done and when. The project partner should have an earlier closing date than 
the Norwegian organization to enable it to submit its reports, half-yearly overview and 
applications in time. The timetable set up with project partners can vary from that decided by 
FOKUS as long as the closing dates set by FOKUS are complied with. 
 
The last payment to the project must take place before 1. December in the project year. 
 
 

4. APPLICATIONS/BUDGETS 
 
Applications 
Organizations which are affiliated to FOKUS can apply for funds on behalf of organizations in 
the South. Projects must be initiated and applications formulated by organizations in the 
South, in compliance with their premises. It is a requirement that there is an organization 
from the south that will operate the project. Applications must be in accordance with FOKUS’ 
strategy and policy for each of the six thematic priority areas. If a FOKUS member 
organization receives applications from several partners in the same geographical and/or 
subject area, the possibility of incorporating these into one application to FOKUS should be 
considered. 
 
Information on funding through FOKUS is available in April/May for the following year. This 
means that organizations have over three months to collect annual plans, budgets etc for the 
next year. It is important to start this work early. Templates can be found on the website. 
 
The closing date for project applications to FOKUS is 
 
  1 September  
 
at the initiation of new cooperation agreement period with Norad. Within the cooperation 
agreement period the closing date is September 15th.  
 
This date must be complied with. 
 
The application must be submitted in English. 
 
The application must include a budget in FOKUS’ budget template, P1 (see next page). 
 
The application must be approved by either the project committee or the board of the 
Norwegian member organization. 
 
 
The budget process 
Budgets from the project partners 
South partners set up a budget proposal in their local currency (e.g. South African rand) 
and/or the foreign currency which is most used in the country (e.g. US$). A bank can be 
contacted to obtain an indicator for the expected currency rate for the coming year. The 
average rate for the previous year can be found on the web site of Norges Bank (The Bank 
of Norway), www.norgesbank.no. FOKUS provide a rate in dollars and euro in connection 
with funding information which is to be used by all. 
 
FOKUS’ budget and accounts template (P1) must be used, see guide lines for completion of 
the form (to be found inside the form itself, last page). 
 
It is important that the budget reflects, and is in relation to, the results and activities defined 
in the project application. 
 

http://www.norgesbank.no/
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The funding from FOKUS is often only a part of the total budget, therefore it is important that 
the budget and plans for the project’s total activity is clear. The total budget for the whole 
project must also clearly show if the Norwegian organization funds the project or organization 
together with other contributors.  
 
FOKUS shall receive the local co-partner’s budget for the organization’s total activity, where 
the various donors’ contributions are specified.  
 
Budgets in Norwegian crowns 
Some project expenses in Norway are included in the budget (e.g. project travel and support 
for audit in Norway, see own box). Other expenses which accumulate in Norway in 
connection with the follow up of the project are to be covered by an administrative 
remuneration. This is calculated only from the sum applied for from FOKUS (90%) and not 
from the own contributions. 
 

5. GRANTS, CONTRACTS AND PAYMENTS 
 
The Fokus board approves 4-year applications at a board meeting in October, on 
recommendation from the secretariat. The proposal is sent to Norad in October, and an 
answer is usually given in February/March.  
 
Contracts 
A contract will be entered into between FOKUS and the Norwegian project organizations to 
ensure that all comply with their obligations. A contract meeting will be arranged as soon as 
FOKUS has received the approval from Norad.  
 
Results matrix, summary and detailed budget (Format P1), and annual work plan (Format 
P2) are to be pasted in App. l of the contract. New work plans and annual budgets will be 
made every year of the period of financing and signed before instalments are made.   
 
Norwegian project organizations are, in addition, obliged to enter into contracts with partners 
in the field. All must use the FOKUS’ templates when drawing up contracts. 
Copies of contracts between Norwegian and non-Norwegian organizations must be sent to 
FOKUS before the second payment can take place. The closing date is 15. April. 
 
 
Payments 
Norwegian organizations must open project bank accounts before payments from FOKUS 
are made. FOKUS demands one account per project or one account per programme. 
 
As long as FOKUS receives grants form back donor(s), all project reporting requirements are 
fulfilled, and the project is implemented according to the agreed results framework, the 
annual amount shall be transferred as follows: 
 

 the first 50 percent of the allocation will be transferred after the 
contract/annual work plan and budget is signed.  

 the next 25 percent will be disbursed in August when a copy of the sub-
contract with the co-operating partner (s) has been received and a semiannual 
financial report (covering the period 1st January through 30th June for the 
current year) has been received and approved by FOKUS. For ongoing 
projects, it is also a requirement that the annual narrative report and audited 
accounts with the auditor’s statement for the previous year have been 
approved by FOKUS.  

 the remaining 25 percent will be disbursed in October after a nine month (1st 
January through 30th September) financial report has been received and 
approved by FOKUS.  
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The organizations can ask for an advance of 25% at the beginning of the year. This applies 
only to running projects and only when FOKUS has a current framework agreement.  
 
Contracts with project organizations in the field must be signed before funding is transferred 
to the project/programme.  
 
 

6. MONITORING AND EVALUATION 
FOKUS defines monitoring as all activities that implementing partners, member organisations 
or the secretariat perform in order to document and verify if and how: 
 

 the project/program is delivering the planned activities; 

 the activities are producing the intended outputs and ultimately the expected 
outcome. Monitoring enables us to verify if the assumptions underlying the project 
plan are valid;  

 the funds are being spent according to the budget; 

 there are any adjustments that need to be made in order to reach the planned results 
(outputs and outcomes). 

 
Monitoring helps us improve the project/program by generating a better understanding of 
what works, what does not, and why. It starts with being absolutely clear about what we want 
to achieve. Without such clarity, monitoring will only be able to provide feedback on what we 
do, and not on the results of our actions.  
 
Monitoring and evaluation are closely linked, but different in nature. Whereas monitoring is a 
process of constantly checking and reviewing activities and achievements, evaluations are 
conducted once the project has already been running for a certain period. An evaluation is a 
systematic and independent assessment conducted by somebody external to the project and 
organisation. Please see FOKUS Evaluation strategy for more on evaluations. 
 
Our most important monitoring tool is the results matrix, as it defines what we want to 
achieve. A well defined and logically structured results matrix is key. The results matrix builds 
on an assumption about what actions are needed to generate positive change. Monitoring 
will reveal if the assumption holds. 
 
Other important monitoring tools are the annual work plans, the 6-months activity reports and 
the annual reports. I addition to this comes field visit/travel reports from the partner, the 
Norwegian member organization, and FOKUS secretariat staff.  
 
FOKUS has also designed a format called indicator collection plan (format P3). This is a tool 
for the systematization of data collection to verify the achievements of the targets set for 
each output. This tool is intended for use by partners who have not developed their own 
outcome/output monitoring tools. 
 
It is the responsibility of the member organizations to oversee and quality check the 
monitoring of the project. Start by going through the results matrix together with the partner 
and discuss how to monitor results at output and outcome levels.  If necessary, clarify the 
definition of monitoring and go through relevant formats with the partner. Formats P1 
(budget, financial reporting and 6 months activity report) and P2 (work plan) are important 
and compulsory. Format P3, Indicator collection plan, is a very useful monitoring tool, and 
equally important, but not compulsory if the partner has a similar tool. Member organizations 
can always count on guidance and advice on monitoring from the FOKUS secretariat. 
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7. INTERIM REPORTING 

6-month financial and activity report 

A financial and brief activity report for the first 6 months (January 1- June 30) is to be 
submitted on August 1st, using the FOKUS P1 budget/finance template (sheets 3 and 6). 
Please include suggestions for budget revisions, if any (see section 8 below).  
 
Activity report, sheet 6: please give a brief description of each activity carried out during the 
first 6 months of the year. Explain any deviations from the Work Plan. 
 
FOKUS secretariat will revert with comments within three (3) weeks after submission. 
 
9-months financial report 
A 9-month financial report (January 1 – September 30) is to be submitted on 10th of October, 
using the FOKUS P1 budget/finance template, sheet 4. 
 
These two reports must be submitted and approved by FOKUS secretariat before the 2nd 
and 3rd transfer can be made. 
 

8.  REVISION OF BUDGETS 
 
FOKUS accepts reassignment of funds between budget lines by up to 10% of the total 
budget, with a limit of NOK 75 000, without applying to FOKUS. All reassignment of funds 
above this amount must be approved by FOKUS, following a written application. A 
suggestion for a revised budget must be enclosed.  
 
All reassignments of funds between budget lines must be in compliance with the aims of the 
project and clearly shown in the accounts and reports. Application for reassignments of funds 
can be submitted throughout the year. 
 
Currency gain/loss 
FOKUS accepts use of currency gains by up to 10%, with a limit of NOK 10 000 in a project, 
without approval. All use of currency gains over this amount must be submitted to FOKUS in 
writing. 
 
Currency gain must be in accordance with the aims of the project and be included in the 
project budget. Currency gain must be clearly shown in the annual report and accounts. 
 
 

9. BANK STATEMENTS AND REPAYMENT OF INTEREST 
 
All interest accumulated from Norwegian project accounts, regardless of size, must be repaid 
to FOKUS by 
 
 20 January 
 
In addition, FOKUS must receive copies of the bank statement per 31.12 from the project’s 
Norwegian account which shows interest gained the previous year. 
The interest must be transferred to FOKUS as follows: 
 
 Interest on Norad funds to be transferred to account 1607 35 44851 
  
 
Interest accumulated in a project in the field must be shown in the accounts. 
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10.  NARRATIVE RESULT REPORT AND ANNUAL 
ACCOUNTS/AUDIT 

 
Closing date for submission of result report and audited accounts is 
 
 15 March 
 
It is important that all points in the FOKUS reporting template are filled out, and that the 
guidelines inside the template are followed. The report must be submitted in English. The 
reports within the framework agreement period (currently a 4-year period) are short and 
concise on preliminary results, while the final report at the end of the period is a more 
comprehensive results report. It will be closely linked to the application, something which 
implies that the report must actually show if the plans and activities outlined in the application 
have been carried out, but first and foremost which results these activities have lead to.  
 
The deadline is absolute, and delays could have consequences for the project. Projects in 
the field must follow the Norwegian financial year.  
 
Documentation to be submitted to FOKUS: 
 

1. Audited accounts from the project partner with a local  declaration of audit ( from the 
country where the project is implemented). 

2. Audited total accounts for the project from the project partner if the project has 
several contributors. 

3. Control sheet (“Avstemmingsskjema”, see below). 
4. Norwegian declaration of audit or a copy of Norwegian bank statements/transference 

vouchers. 
5. Simple overview of what the administrative support (7%) has been used for. 

 
 

1. Audited accounts from project partner with auditor’s report  
It is important there is correlation between the approved budget and the accounts and 
that they are directly comparable. Please see FOKUS’ budget and accounts format with 
guidelines (to be found in the same document). 
 
If there is a large deviation between the budget and the accounts (over 10% of the total), this 
must be noted in the accounts. 
 
Below is an overview of what an auditor’s report from a project partner must contain, in 
addition to the financial report. 
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The following guidelines apply for the audit of project accounts: 
 
DESCRIPTION OF INSTRUCTIONS FOR EXTERNAL AUDITS OF PROGRAMS/ 

PROJECTS SUPPORTED BY FOKUS 

1. Formal documentation proving that the external auditor is publicly authorized must be 

enclosed. 

2. The audit is to be carried out on the basis of the generally accepted principles of this 

type of audit, and in accordance with the following requirements: 

2.1. The Partner must satisfy the conditions laid down in the Agreement and 

Appendix I. 

2.2. The grant must be used in accordance with the approved budget and work 

plans.  

2.3. The Partner must keep internal records of all petty cash and bank 

transactions. 

2.4 The Partner must be able to document all expenditures by means of the 

original invoices / receipts (signed and stamped), confirming that the sum has 

been paid. 

2.5 If the signed budget in Appendix I states that the Partner is to fund a specified 

part of the budget itself, it must be clear from the accounts that these funds 

have been used and recorded according to 2.1.7. 

2.6 The audit must be made in accordance with the FOKUS template for financial 
statement and draft auditor’s statement (on the next page). 

 

AUDITOR'S STATEMENT 

 (Project number, name and year) 

 

 

I hereby confirm that [insert currency] [insert amount] received from FOKUS has been used 

according to the agreements in the contract dated [insert agreement date] between FOKUS 

and [insert partner organization’s name] and that the necessary vouchers have been 

produced and checked by me.  

 

Of the entire grant, [insert currency] [insert amount] represents unused funds per December 

31, 20xx. 

 

A review of [insert organization]’s accounts has been carried out by comparing the 

program/project's accounts to the budget and to the grant provided by FOKUS. 

 

In my opinion, the accounts presented express the justifiable results of the program/project 

per 31.12.20xx and thereby for [insert organization]’s use of the funds granted according to 

the program/project agreement.  

 

Date : 

 

Auditor's signature and seal:  
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3. The Auditor MUST clearly state the amount received from FOKUS and the exchange 

rate used in each transfer. In addition, the Auditor must clearly state the amount of 

unused funds at the end of the year.  

4. The audit shall ascertain that the Partner's guidelines for internal inspections are 

acceptable in relation to the following aspects: 

 use of the Partner's means of transport 

 travelling expenses – domestic and international 

 international telephone calls and faxes 

 salary scales 

 use of the Partner's materials and equipment 

 Agreements and sub-Agreements in connection with purchase of services. 
 

5. A comparison of the budget with the sub-items and the actual expenditures is to be 

submitted as an appendix to the Auditor’s report.  

6. The auditor must state that the audit done in accordance with international and 

national auditing standards. 

 
 

2. How to report when a project receives funding from several contributors 
It is important that the project in its entirety is described in reports and accounts, e.g. which 
other bodies the project partners have received funding from. 
 
If the project partners provide the various contributors with individual reports and accounts, 
this will form an incomplete picture of the organization’s total activity. An annual report with 
audited accounts in its entirety to all the contributors will be best for all; project partners will 
save time and resources, and both project partners and contributors will have a total 
overview. 
 
For such a joint report to satisfy the individual contributors (including the Norwegians) it is 
important that it is clarified beforehand. Which of the expenses that are covered by 
Norwegian funding must be clear in the total accounts, both in the written report and the 
accounts. 
 
 
3. Control sheet (“avstemmingsskjema”) 
FOKUS has drawn up a layout, the control sheet, or “avstemmingsskjema” which clarifies the 
transactions in Norway, summarizes the project accounts in the field and gives an overview 
over the total use and possible unused funds in Norway to make the reporting of accounts 
the same for all. An updated version of the control sheet is distributed yearly well ahead of 
the deadline for reporting. 
 
Part 1: Transaction overview 
Part 1 gives an overview of money which has been transferred in and out of bank accounts in 
Norway during the financial year (1 January to 31 December). The balance on 1 January 
includes interest from the previous year, and in some cases, unused funds. Interest must be 
transferred to FOKUS by 20 January. 
 
Into the account: The Norwegian organization receives funding from FOKUS twice during the 
year.  

1) 50% of the amount is transferred when the contract is signed. 
2) The residue (or more or less, if the budget has been revised) will be transferred after 

the grant round, on condition that the accounts for the previous year have been 
approved. 
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Out of the account: The Norwegian organizations transfer funds to the project partners 
several times a year. Transference fees are covered by the administrative allowance. In 
some cases there will be project expenses in Norway so that not all of the funds will be 
transferred to the project. 
 
Part 2:  Summary of the program/project accounts 
Part 2 is based on the accounts figures from the project partner. The amount will 
automatically be given in Norwegian crowns (NOK) when the accounts template in Excel is 
used. 
 
Part 3: Return of funds 
Part 3 concerns the Norwegian organization’s balance in Norway according to FOKUS. 
Unused funding in the field is not included in this layout. The administrative allowance is 7% 
of Nora’s contribution. This allowance is therefore lower than originally granted if the project 
costs are less than planned. 
 
Unspent funds from the project will be deducted from the second payment.  
 
In addition, the interest gained shall be returned by 20 January, at the latest. 
 
The following must be enclosed with the narrative and financial report and control sheet 
when submitted to the auditor:  

- Norwegian bank statements 
- Norwegian vouchers 
- Contracts 
- Audited accounts from the field 

 
 
4. Norwegian declaration of audit 
Below is an example of a Norwegian auditor’s report, to be submitted to FOKUS along with 
the control sheet.   
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5. Use of administrative support 
A simple layout to show what the administrative funds (7%) have been used for must be 
made.  
 
Administrative expenses cover: 

 General costs e.g. internett, postage, office rental, salary etc 

 Cost of transferring funds 

 Translation of reports/applications 

 Project travel (which is not covered in the project budget) 

 

11.  ANTI-CORRUPTION WORK   
 
Below follows guidelines, practical examples and advice on fighting corruption. The 
text below is to be seen as a supplement to FOKUS’ anti-corruption handbook, to be 
found on the website. 
 
The following seeks to provide some advice on how the misuse of funds can be prevented, 
based on the experiences from Nicaragua. Similar experiences have been collected from 
other countries in Latin America and from Asia.  
 
Various measures are mentioned so that this can form the basis for a discussion on how 
anti-corruption work can be carried out. Corruption and misuse of funds are charged words. It 
is easy to feel that one is casting suspicion on co-partners if demands are made as to how 
the funds are handled. However, corruption exists and the result is that aid does not reach 
those who need it most. It is easier to prevent corruption than deal with it later. Corruption is 
a serious social problem which represents an impediment for development. Working against 
corruption is therefore working to promote development. 

Example 

Norwegian audit (YYY’s auditor has checked the total project accounts) 

AUDITOR’S REPORT 

………………………… (Project’s name/number and year) 

I (the auditor) confirm hereby that NOK……… received by FOKUS has been used in accordance with 

the budget and stipulations of the contract of ………… (date)  between FOKUS and YYY and that the 

necessary original vouchers have been produced and controlled by me. (Of the total funds NOK……. 

are unused, comprising of NOK……… in the project in the field’s account and NOK…….. in the 

Norwegian account). 

A control of the project accounts (YYY’s co-partner in the field) has been carried out by comparing the 

project accounts and the auditor report with the budget and FOKUS’ funding, together with a control of 

the audit report drawn up by the local auditor in the country receiving aid. My control of the project 

accounts is therefore (partly) based on work carried out by the auditor in the aid country. 

It is further verified that travel allowances which are being claimed for are in accordance with the 

agreement and in relation to State travel regulations. All the vouchers required by the State travel 

regulations are original and controlled by me.  

The rendered account, in my opinion, expresses responsibly the project’s results per 31.12. …. and 

therefore for YYY’s use of funds granted by the project agreement. 

Date: 

Auditor’s stamp and signature 
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Some usual methods of swindling: 
Some usual ways of gaining money from aid organizations by swindling are: 

 False receipts: This is very easy to do. Invoices can be higher than the real price 
or invoices are written for purchases that have never been made. This is often 
looked upon as a normal act of friendship. There is also a form of business where 
the buyer and the seller share the amount which is the difference between the 
actual price and that given on the invoice. 

 Over budgeting: Another form of swindling is that too high prices for material are 
given in the budget, whilst purchased at market price. The difference is then kept. 
Amounts of material are also over budgeted and the excess is kept.  

 Double budgeting: The same project is presented to two organizations. The 
funding from one of the organizations is then kept, presenting the finished project 
to the two organizations as the individual organization’s project. 

 Manipulation of the poor: Poor recipients who are barely literate are encouraged 
to sign that they have taken part in activities or received material without having 
done so. This is done by either telling they are signing something else, or claiming 
they will not receive funding for new projects if they do not sign. 

 Incorrect payment of salaries: If an organization is supported by the payment of 
salaries, the employees may be paid a part of their salaries, whilst signing for the 
whole amount. They sign because they are frightened of losing their jobs. 
 

Some signs of danger: 
Some may find it difficult to understand accounts. There are, however, some signs of danger 
which can be discovered by looking at the accounts: 
 
1. Extensive use of invoices which do not have the shop’s/company’s logo 
Invoices and receipts without a shop or company’s logo are often used when swindling with 
funds. These are receipts that are sold in blocks and can be filled out by anyone. An example 
of such a receipt is shown on the final page of this document. If there are a large number of 
these kinds of receipts in the accounts, it can be a sign that the purchases have not been 
made and the money has been used for other things. 
 
2. Invoices/receipts which have been manipulated 
Goods and prices are often added to manipulated invoices after the purchases have been 
made. This is often easy to discover because the handwriting varies and/or another type of 
pen has been used. That which is most difficult to uncover is if invoices have been issued for 
purchases which have never taken place. If purchases are only made at one place, without a 
reasonable cause, it can be someone has their ‘own contacts’ in this shop. 
 
If purchases are made over a long period and the receipts have consecutive numbers, it is 
probable someone has ‘produced’ them. It is wise to be sceptical if during a three month 
period there are10 invoices with consecutive numbers e.g. from 0087-0096. It is highly 
improbable that a shop does not have any other customers during this period. 
 
3. Forged participant lists 
It is wise to be sceptical if all participant lists from a course and other activities are filled out 
in the same handwriting and all the signatures seem the same. Check that the dates on the 
receipts are in agreement with the period for the activities. If large quantities of material have 
been purchased for a certain activity, but made post-activity, something can be wrong.  
 
 
4. Purchases which are not in harmony with the completed activities 
Suspicion should be aroused if large amounts of material, e.g. for administration,  are not in 
compliance with the activities carried out. This can indicate that the money has been used for 
other things. 
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Measures  

 Talk about ethics 
Talking about ethics or holding small seminars on the subject with the co-partners 
can be very seuccessful. We have talked about how Norwegians think and how 
Norway functions.  The co-partners have done the same about themselves and their 
country. In that way, we have discussed the theme without ‘attacking’ one another. 
 

 Insist that the invoices and receipts have the shop’s logo 
 It is more difficult to falsify this type of invoice than an invoice which                       
does not have the establishment’s logo. The invoices should contain an invoice-
number, date and a stamp to show the goods have been received and/or paid. In 
addition, it is important the unit prices and amount are stated. It is then possible to 
control that the price and amount are in relation to one another, together with an 
overview of how much was purchased. 
 

 Insist that the project code is entered on the invoice 
The project code should be entered on the invoice, along with the     customer’s 
name. This is to prevent the invoices being used in several project accounts. 
 
 

 Decide on standards for reasonable amounts and prices for the various 
activities 
The amounts for the various activities which are to be carried out, and financing for 
administration, should be entered into the budget. The receiving organization must, 
like any Norwegian one, have an idea as to which and how many activities this 
involves. It is important to discuss with the receiving organization as to what is a 
reasonable to use on food, and as to what is a reasonable amount of material for the 
various activities. 
 
Some organizations have developed standards in co-operation with partners as to 
how much is used on food per person and how much material is reasonable for each 
course which is held. This was after it was discovered that the amount of material 
which had been used, was not in proportion to the activities which had been 
completed. Participants on the courses should, without saying, have good food, but it 
was not reasonable that this was from the most expensive restaurants.  Another 
experience was a situation where people only participated in the activities because of 
the food that was served. Because of the standards which have now been devised, 
there is more money used on the activities and less consumption of material. 

 

 Separate between purchases for the various activities and administration 
Purchasing of material for activities and administration should be done   separately. In 
this way there is an overview as to how much material has been used on the activities 
and on administration. This is not usually the case in joint purchases. 
 

 Paying salaries  
Paying salaries can be preventative. Poor countries and people do not have the same 
premises as us as regards voluntary work. They simply have to survive and if they do 
not receive some form of payment for the work they do, they will find other sources of 
income. Because of this, a misuse of funds can occur. 
 

 Reporting several times a year 
 The receiving organization should report several times a year. A possible excessive 
consumption can be uncovered if the budget and the accounts are compared. 
Moreover, it is possible for the co-operation partners to request a reassignment of 
funds for purchases which are not in keeping with that which was planned. 
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 Control the accounts when making project visits 
 Time should be set aside to go through the accounts when visiting a project. This 
gives an important signal and it is easy to see if the accounts are correctly executed. 
 

 Speak with the local auditor when visiting a project  
 It is wise to set aside time to speak to the local auditor when visiting a project, to 
explain what the contributor emphasises in the keeping of accounts and reporting. 
 
 

 Be familiar with local prices  
 To understand the prices in a country it is sensible to visit local shops to find out the 
cost of the usual goods which are bought by the co-operation organization. It is easier 
to understand the project accounts when local prices are known.  
 

Examples of approved receipt: 
 
This is an approved receipt, as it contains the following: 

 the company’s logo 

 an invoice number 

 the date of the purchase 

 the project code 

 unit price, amount and total price 

 a stamp which confirms payment 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

[Skriv inn et sitat fra dokumentet 

eller sammendrag av et interessant 

poeng. Du kan plassere tekstboksen 

hvor som helst i dokumentet. Bruk 

kategorien Tekstboksverktøy for å 

endre formateringen av tekstboksen 

for sitat.] 

Date 

Company logo 

 

Invoice number 

 
Project code 

 

Unit price, 

amount and 

total price Stamp which 

confirms 

payment 
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This is an example of a receipt which has not been approved. This is the 
kind of receipt which can be bought in blocks and filled out by anyone.  
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12. PROJECT VISITS 

 

All travel expenses must be documented and kept account of.   
 
Plan trips well in advance, in consultation with the project partner.   
 
Prior to the commencement of the field visit, please arrange a meeting with the responsible 
program adviser in the FOKUS Secretariat.  The purpose of this meeting is to discuss 
important points to be followed up during the visit and to draft ”terms of reference” (ToR) for 
the visit. 
 
Upon return, a brief travel report based on the tasks stipulated in the ToR for the trip, must 
be written and forwarded to FOKUS, see format M1 – travel report member organizations.   
 
To do list for Project Visits 
The partner Organization: 

- Get to know the organization, find out who does what in the organization and on the 
project. Have a dialogue on the cooperation in general.  Specifically, what is good 
and what can be done better in terms of communication.  Get feedback from the 
partner organization – what is good and what can be improved? How is the capacity 
and expertise within the organization? 

 
Project Development – exchange of competence and experience  
Take initiative to foster the exchange of experiences, knowledge and material on common 
issues and work areas:  

- What competence and skills does the member organization/South-partner/project 
need? Do you see possibility for cooperation with other members of FOKUS or south 
partners?  

- Exchange around manuals, materials, literature and sources in general. 
- How is the partner’s relation with governmental authorities and how do they work with 

them?  Are there any experiences from other countries/Norway which can be of 
benefit?  

- Go through other FOKUS projects in the country/region and look at possibilities for 
network building, etc. 

- Discuss the challenges within the project.  How can the Norwegian member 
organization contribute?  

- Discuss relevance of the project in relation to national plans and priorities.   
- What is the balance between advocacy, capacity building and service delivery in the 

project?  Is this changing?  How is the advocacy work organized? Which alliances are 
they members of? Should any of this change? What support is needed if anything is 
to change?  

- The Norwegian member organization should obtain an overview of the organizations 
(both nationally and internationally) that may be important for the partner, and carry 
out meetings when possible (UN organizations, relevant NGOs and 
professionals/relevant groups).  

- If possible, meet with the Norwegian Embassy in the country on every visit.  This 
should be arranged well in advance.   

- The Norwegian member organization may also visit other similar projects in order to 
obtain a more nuanced picture of the situation, and thereby be able to assess the 
project in a broader context.    

- Discuss future cooperation, the progress of the project and future plans.  How long 
does the organization plan to receive support?  Which activities are planned?  What 
is the future outlook?  How will the organization achieve sustainability?  Etc. 

- Obtain an overview of the other contributors that support the project or can be 
possible contributors in the future.   
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Project Management in general  

- Inform about relations between the organizations in Norway and in the field, FOKUS 
and Norad, according to the partner’s needs. There can be confusion concerning this 
even in projects which have been running for some time. 

- Inform about the FOKUS guidelines for project support and management routines and 
go through the yearly calendar.  Go through the calendar and routines concerning 
applications, reporting etc. which are to be sent to FOKUS.  Clarify the importance of 
complying with deadlines and explain why such deadlines and procedures are in 
place.   

- Discuss quality of the previous year’s narrative report.  Suggest improvements if 
relevant.  
 

Monitoring 
- Go through the results matrix and discuss how to monitor results at output and 

outcome levels (see section 6). Clarify the definition of monitoring and go through 
relevant formats with the partner. Formats P1 (budget, financial reporting and 6 
monts activity report) and P2 (work plan) are important and compulsory. Format P3, 
Indicator collection plan, is a very useful monitoring tool, and equally important. This 
format is not compulsory; it has been made to provide an alternative for partners who 
have not developed formats for monitoring of results at output and outcome levels.  
 

Administration, Economy and Anti-Corruption  
- Have special focus on accounting, budgets, and deadlines, especially if there have 

been prior problems in this regard.  
- Review employment contracts for employees in the project.   
- Ask how the partner deals with anti-corruption  
- Ask about audits, meet with the partner’s auditor.  
- Go through the questions listed in FOKUS’ Anti-Corruption handbook.   

 
Travel Report  
A report must be submitted following field visits, the contents of which should be linked to the 
points raised in the ToR.  
 

 

 

 

 

 

 

 

 

 

 

 

 


