SAMPLE OF FINANCIAL REPORT
1. Name of the project: 

2. Duration: Period covered in this financial report from ___________ to ____________            
2. Balance sheet:
INCOME

	ITEM
	DESCRIPTION
	AMOUNT (HKD)

	1
	Advance payment from Christian Action, EMpower
	13000

	2
	Income from participants
	0

	3
	Contribution from the organization itself
	0

	4
	Amount to be reimbursed
	5313


EXPENDITURE 
	ITEM
	Approved budget of Expenditure in the project documents

(HKD)
	Accumulated Actual expenditures

(HKD)
	Balance

(HKD)
	Remarks 
(if any)

	1.Construction site: Occupational safety training

1.a Trainer fees
	3400

	1950
	+1450
	

	1.b Lunch/snacks
	2000
	2000
	0
	

	1.c Stationary
	400
	450
	-50
	

	1.d Classroom rental
	800
	
	
	

	1.e Safety equipments
	1300
	
	
	

	1.f Participation Allowance 
	1200
	
	
	

	1.g General Administrative expenses 
	1000
	
	
	

	2.Trade registration class

2.a Facilitator fees
	3400
	
	
	

	2.b Lunch/snacks
	2000
	
	
	

	2.c Stationary
	400
	
	
	

	2.d Classroom rental
	800
	
	
	

	2.Participation allowance
	700
	
	
	

	2.f General Administrative expenses 
	600
	
	
	

	3. Project Coordination Allowance
	2000
	
	
	

	TOTAL
	20000
	
	
	


Remarks:

· The amount to be reimbursed should be equal to the total funding amount minus the advance payment, income from the participants and contribution from the organisation itself. (If the amount is negative, then it will be the amount to be returned to Christian Action, EMpower)

· The sum of advance payment and reimbursement cannot exceed the total funding amount.
· The Income and Expenditure items and amounts in the budget of the project document are printed in this financial report; please fill in the Actual Income and Expenditure account accordingly. 

· Should there be any major virements in the budget of sub-items (increase of more than 15%), the Grantee should obtain Christian Action’s approval in writing before implementing such changes. Yet, budget virements of staffing costs are not allowed.
· Please fill in appendix A for detailed items of actual expenditure. 
3. Financial arrangement:
a) 
Total amount of funding:  



_______________________ HKD


Advance payment from Christian Action, EMpower:
_______________________ HKD


Amount to be reimbursed:



_______________________ HKD


(or the net amount to be returned to Christian Action, EMpower  _________________ HKD
b) 
The total amount of expenditure is _______________________ HKD


The relevant receipts are enclosed.

4. This is to certify that:

a) the above information is correct

b) the funded project has been completed

c) the relevant activities are reasonable and necessary for carrying out the project

d) all expenditures are spent on the approved project

e) no monetary interest is obtained from the above project

5. Please issue a crossed cheque for reimbursement made payable to

_______________________________________________________________________               

(please write the name of the account holder in English)

Signature:____________________________________
Name: (Mr/Mrs./Miss)___________________________
Identity Card Number:___________________________
Date:________________________________________
Contact Number:_______________________________
Address of the Organisation/Group :_______________________________________________________
____________________________________________________________________________________

Name of the Organisation / Group :________________________________________________________
Official Chop:_________________________________________________________________________
APPENDIX A : EXPENDITURE
	ITEM
	DATE
	DESCRIPTION
	APPROVED

BUDGET

(HKD)
	AMOUNT (HKD)
	BALANCE (HKD)
	REMARKS (IF ANY)

	
	
	1.Construction site: Occupational safety training

1.a Safety supervisors fees : TOTAL
	3400
	1900
	-1500
	

	1
	12/2/2010
	Trainer’s fee (Mr.Nick )
	
	650
	
	

	2
	25/2/2010
	Trainer’s fee (Mr.Wong)
	
	650
	
	

	3
	1/3/2010
	Trainer’s fee (Mr.Saqib)
	
	650
	
	

	
	
	1.b Lunch/snacks
	2000
	2000
	0
	

	4
	12/2/2010
	Snacks/drinks
	
	720
	
	

	5
	25/2/2010
	Snacks/drinks
	
	750
	
	

	6
	1/3/2010
	Snacks/drinks
	
	530
	
	

	
	
	1.c Stationary
	400
	450
	+50
	Over-budget (≤15%)

	
	
	1.d Classroom rental
	800
	800
	0
	

	
	
	1.e Safety equipments
	1300
	1200
	-100
	

	
	
	1.f Participation Allowance
	1200
	1480
	+280
	Over-budget (>15%) but received prior approval by EMpower

	
	
	1.g General Administrative expenses
	1000
	933
	-67
	

	
	
	2.Trade registration class

2.a Facilitator fees
	3400
	3200
	-200
	

	
	
	2.b Lunch/snacks
	2000
	2000
	0
	

	
	
	2.c Stationary
	400
	400
	0
	

	
	
	2.d Classroom rental
	800
	800
	0
	

	
	
	2.e Participation allowance
	700
	700
	0
	

	
	
	2.f General Administrative expenses
	600
	450
	-150
	

	
	
	3.Project Coordination Allowance

	2000
	2000
	0
	

	
	
	TOTAL
	20,000
	18,313
	-1687
	


