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1 Quick Guide

2 Background
2.1 The Southern Africa Trust
The purpose of the Southern Africa Trust is to support processes to deepen and widen engagement in policy dialogue with a regional impact on poverty. It seeks out partnerships in a spirit of mutual accountability and co-responsibility. The Trust places a high value on institutions and processes that are responsive, energetic, and dependable and is committed to transparency. It strives to deliver on its promises, solve problems when they arise, and make a real difference – and expects the same from its strategic partners.

2.2 Why are Reports Necessary?

The Trust needs to be able to assess how the project or programme is progressing in relation to the proposal and to be assured that the financial aspects of the project are being managed well. A project that is meeting its objectives and managing its finances effectively is assured the payment of the next instalment of funds. 
3
Writing an Interim Report

An interim report is written while the project or programme is in progress but not yet complete.  The purpose of the report is to compare the actual performance of the project with the plans that were proposed at the outset.

As it is unlikely that the project or programme will run exactly according to plan in every detail, it is crucial that the Trust knows how the project has changed and for what reasons.

The interim report also gives you the opportunity to suggest adjustments to plans.  These suggested alterations need to be justified. The Trust will consider the proposed changes and inform you of its assessment.

Interim reports are due upon expenditure of 80% of the previous grant instalment provided by the Trust.
3.1
The Format of an Interim Report  
The prescribed format for narrative reports corresponds with the format used for the full project proposal, so it should not be difficult to follow. The format is contained in form C1 that is attached to this guideline.

In addition, a financial report must be provided in the format prescribed in form C2 and a request for payment of funds for the next period must be provided in the format prescribed in form C3.
4
Writing a Final Report

The format for final reports is the same format as the interim report, but, in addition, must include an independent annual financial audit report (from an accredited auditor) stating that the income and expenditure have been reflected accurately.

Final reports are due no later than one month after the end of partnership agreement.

5
Financial Reports

Financial reports form part of the interim and final reports and must include a report on funds that were provided by the Trust but have not yet been spent.

Irrespective of when grant disbursements are due, you must submit a quarterly (three-monthly) stand-alone financial report to the Trust in the format provided in annex C2 if the project financing period runs for longer than six months.
Unspent funds are not allowed to be used for purposes that are not part of the contract signed between the partner and the Trust.  At the end of the partnership agreement and after the project has been audited, any unspent funds must be returned to the Southern Africa Trust.

6
Payments to Partners

The first instalment made by the Trust will be between 25% and 100% of the total annual amount that the Trust has agreed to pay.

After the Trust has received the interim report and has found this to be satisfactory, a second instalment (equivalent to the amount agreed in the disbursement schedule contained in the partnership agreement signed with the Trust) will be paid to the grantee within 30 days.  A member of the Trust office may visit the partner to assess its progress with the programme or project.
The above process will be repeated for any further payments of instalments that may be due from the Trust in terms of the signed partnership agreement.
If the partner wishes to apply for further funds after termination of a previous project supported by the Trust, the Trust must have an audited financial report from the partner before it will consider any new application.

3 How to Submit Your Reports
3.1 Report Forms and Supporting Documents
Proposals must be submitted exactly according to the report forms attached to these guidelines (refer to Annexes C1, C2 and C3).
The report forms can also be accessed on www.southernafricatrust.org or received electronically. Please address your request for these forms by:

Email: 
projects@southernafricatrust.org   
Tel: 
+27 11 313 3065
Applicants should keep strictly to the format of the narrative and financial report forms.

Reports must be submitted in English or Portuguese or French. 
Please complete the report forms carefully and as clearly as possible so that we can assess it properly.  Be concise and to-the-point, using straight-forward language to ensure the report is clear, particularly as to how the objectives of the project have been met through the activities and the impact that it has on policies related to poverty reduction.
Reports must be type-written. Hand-written reports will not be accepted.
Supporting documents
Report forms (Annex C1, Annex C2, and Annex C3 together) must be accompanied by the following supporting documents only:
· Copies of any products generated in the project with the use of funds from the Trust ; and
· A bank reconciliation statement indicating interest generated from funds provided by the Trust; and
· An audited financial statement for every period of up to 12 months for which the project is running with support from the Trust.
3.2 Where and How to Send Reports
Applications must be received in a sealed envelope addressed to the Southern Africa Trust contact person identified in the partnership agreement or the Grants Manager and sent by post, courier or by hand-delivery to the address below:
Postal address
Southern Africa Trust

PO Box 1234
Halfway House
1685
South Africa
Address for hand delivery and courier (between 09h00 and 16h00 only)
Southern Africa Trust  
First Floor, Block A, Samrand Development Building, Samrand Office Park
1 Samrand Avenue
Midrand
South Africa
Applications sent by any other means (e.g. by fax or by e-mail) will be not be accepted.
Only one original copy of the report must be submitted. 

The outer envelope must bear the reference number that has been assigned to the grant agreement between the Trust and the partner. 
3.3 Deadlines for Reports
The deadline for the submission of interim reports is 7 (seven) days after expenditure of 80% of the previous grant instalment received from the Trust. The deadline for submission of final reports is one month after termination of the partnership agreement. Any reports received after the deadline will be considered overdue and will not reflect well on the partner organisation in case of future applications for grants.
3.4 Further Information
Questions of clarification may be raised by:

· Sending an e-mail before the deadline for the receipt of reports to projects@southernafricatrust.org, indicating clearly the reference number of the partnership agreement signed with the Trust; or
· Calling the Trust’s call centre at +27 11 313 3065.
8
Frequently Asked Questions About Reporting

8.1
When are reports due?

An interim report is due upon expenditure of 80% of the previous instalment paid to the partner. A final report is due no later than one month after the termination date of the partnership agreement.

8.2
What documents are required in reports?

· A narrative report in the format provided in form C1; and

· Copies of any products produced with funds provided by the Trust; and

· A financial report (comparing actual expenditure against the budget and actual income against the income plan) in the format provided in form C2; and

· A bank reconciliation (reflecting the interest accrued on funds provided by the Trust); and
· A request for a cash advance for the next period of the project in the format provided in form C3; and
· An annual audited financial statement.

8.3
How do I make a request for budget re-allocation?

Send a written request to the relevant officer of the Trust (identified in the partnership agreement) requesting a re-allocation of funds. The project officer will reply in writing. A maximum of 10% can be requested for re-allocation from one line to another existing budget line item. No new budget line items may be added.
8.4
What if the project is under-spent on a budget line by the end of the project?

Any funds not spent in accordance with the agreed budget and activities must be returned to the Trust. Once the final report has been assessed by the Trust and an audit has been performed, an invoice will be sent to you for the return of the unspent funds. 
4 List of Annexes

Annex C1 :
Narrative Report Form
Annex C2 :
Financial Report Form
Annex C3 :
Cash Advance Request Form

For more information contact the Trust at tel. +27 11 313 3065 or visit our website www.southernafricatrust.org.
NOTE: To be used for the formatting of narrative and financial reports to the Southern Africa Trust only after you have entered into a partnership agreement with the Trust. If you have any difficulties completing the electronic forms C1, C2, or C3, please contact the Southern Africa Trust office at tel. +27 11 313 3065.





Step 1: 	You receive a grant instalment from the Southern Africa Trust. Note that irrespective of grant disbursements to you, you are required to submit financial reports in the format provided in annex C2 every three months if the project financing period runs for longer than 6 months.





Step 2: 		Read this guideline through completely





Step 3: 	Upon expenditure of 80% of the grant instalment, complete the narrative report form (Annex C1) making sure that all the necessary information is provided, that you comply with the limits set (length, etc), and that you have attached copies of any products developed with funds from the Trust





Step 4: 	Complete and attach the financial report from (Annex C2) ensuring that you have attached the bank reconciliation





Step 5:	Complete and attach the cash advance request form (Annex C3)





Step 6: 	Send all the requested documents to the grants officer (identified in the partnership agreement signed with the Trust) at the specified address





Step 7: 	If the Trust is assured of the progress of the project or programme and its effective financial management, you will receive a second grant instalment from the Trust within one month of submitting your report, in terms of the partnership agreement signed with the Trust


	OR


	The Trust engages with you about its concerns and comes to an agreement with you about the future of the project or programme in terms of the partnership agreement signed





Step 8: 	If you have signed a one-year partnership agreement with the Trust, on termination of the partnership agreement, complete steps 3, 4, 5 and 6 above, attach an audited financial statement, and return the final report to the Trust within one month 


OR


If you have a partnership agreement with the Trust that lasts longer than one year, return to step 3 above and send an audited financial statement to the Trust covering periods of no longer than 12 months within one month of the end of the 12 month period.
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