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RECOMMENDED COURSE SCHEDULE

Section Objectives Activities Slides Handout Timing

Introduction Define the purpose of 
financial management 
reporting and help 
participants 
understand the needs 
these reports meet.

Financial Intelligence

Communicating 
Through Financial 
Reports

Characteristics of Good 
Financial Reporting

2-4 15 minIntroduction

Financial Management 
Reporting in Your 
Organization

Handout 1:
Critical Financial 
Management 
Questions

25 - 30 min

Introduction

Introduce learning 
objectives

Learning Objectives 5 5 min

1. Financial 
Reports 
Overview

Help participants 
identify the main users 
of financial 
management reports, 
why they need the 
reports, and the type of  
reports that fit different 
users.

Users and Their Needs

Users and Their 
Different Reports

6-7 Handout 2: Who 
Said What?

30 min

2. Management 
Reports

Raise awareness of 
the types of 
management reports 
and how they are 
derived.

Where do Management  
Report Figures Come 
From?

Cash Flow Repot

Budget Monitoring 
Report

Forecast Report

8-11 Handout 3: 
Which Report 
Am I?

40-45 min

3. External 
Reports: 
Donor and 
Beneficiary 
Reports

Define what to 
consider when creating  
beneficiary and donor 
reports and the 
benefits associated 
with creating them.

Your Donors and 
Beneficiaries are 
Watching You

12 - 15-20 min

Break

4. Presenting 
Reports

Raise awareness of 
elements to include in 
reports and help 
students identity ways 
to present figures

Exceptions Reporting 13 Handout 4: 
Present This

30 min

5. Analyzing 
Financial 
Reports

Help participants 
identify what to look for 
when they read a 
financial management 
report and how to 
prepare a variance 
analysis

What Should We Look 
For?

Variance Analysis 
Techniques

14-15 - 20 min



Section Objectives Activities Slides Handout Timing

6. Action 
Planning

Help participants 
understand the various 
actions they can take 
when variances occur.

- - Handout 5: 
Planning and 
Taking Action

40 min

7. Conclusion Review / assessment Congratulations 16 - 15 min
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Introductions

Activity: What does the quote mean?

Ask session participants why they think Daymond John is a big advocate of 
financial intelligence.

Why is financial intelligence important in organizations?

Possible answers include:
Financial Intelligence:
 -- helps organizations monitor their affairs;
-- helps others understand how an organization is run.

Facilitator Message:

Financial Reports are used to provide financial intelligence. Financial reports 
accomplish this task by:

-- giving information about how an organization is run;
-- allowing an organization’s leaders and current and potential donor agencies to 
monitor an organization’s affairs;
-- helping people make sense of the numbers.

Facilitator Message:

Financial Reports donʼt take a long time to create as long as the accounts have 
been kept properly and they are accurate.

Itʼs the responsibility of the organizationʼs accounting team to make sure that the 
financial reports are accurate, timely and relevant.

Activity:

Distribute an anonymous list of financial management questions to the 
participants (Handout 1). If there are participants from the same organization, 
have them work in pairs to answer the questions. If the participants are the only 
ones from their organization, have them answer the questions alone.

Upon completion, take the lists and re-distribute them so that no one has their 
own. Review the answers as a group.

Ask the participants what they would think of the organization they just reviewed 
if they were a:

-- project staff member
-- manager
-- donor
-- beneficiary
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Facilitator Message:  

Introduce the learning objectives by expressing what session participants will be 
able to do upon completion of the course.

Activity: Who Wants What?

Tell the participants that financial reports are needed by a number of 
stakeholders both in and outside of the organization. Each one, however, needs 
these reports for a different reason.

Distribute Handout 2 and have participants match the need with the stakeholder.

Tell the participants that these needs are met by different reports.

Optional:

Have the participants identify their role within their organization and why they 
need financial reports. 

Facilitator Message:

Stakeholders can be internal to the organization or external and the financial 
information that needs to be provided can involve the management of the 
program itself or deal with accountability issues.

The type of report that’s generated depends of who it goes to and what it deals 
with.

This course focuses on the details of Managerial Reports (point to Budget 
Monitoring Reports, Cash Flow Report, Forecast Report) and Donor and 
Beneficiary Reports (point to Donor Report, Annual Report, Reports to 
Beneficiaries). 

Facilitator Message:

This slide serves as an introduction to management reports.

There are three types of management reports:
- Cash Flow Reports;
- Forecast Reports; and
- Budget Monitoring Reports.

They aren’t time consuming to produce as long as the accounts and other 
reports that feed into them are up-to-date and accurate.

The reports and plans in gray feed into the various management reports.
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Facilitator Message:

The cash flow report is the cash flow forecast updated with actual receipts and 
payments each month plus any new information (compared to the previous 
report about future spending or fund-raising plans.

The cash flow report allows managers to predict periods when cash balances 
are likely to be insufficient or in surplus to planned commitments.

With this report, managers can consider their options for managing cash flow. 
Such options may include:

- Exercising good credit control - chase debtors for prompt payments;
- Review grant schedules - encourage payment in advance rather than in 

arrears;
- Confirming all monies received daily are deposited in the bank;
- Requesting special payment terms from major suppliers (and sticking to them);
- Paying required overhead in installments (e.g. insurance premiums);
- Prioritizing major payments;
- Deferring major expenses if needed (e.g. taking on leases, purchasing 

equipment); and
- Determining if and when an overdraft facility is needed as a short term - but 

expensive - remedy for cash shortfalls. 

Facilitator Message:

The budget monitoring report is known by several different names including 
Budget Compared to Actual, Budget Variance, and Budget versus Actual.

No matter what it is called, the report takes the budget for the reporting period 
and compares that to the actual income and expenditure for the same period. 
The difference between the budget and the actual result is known as the 
variance. Variance figures can be positive, negative or zero. Figures can be 
expressed as percentages.

The reasons behind budget variances vary widely. No matter the background, 
variances are important to pay attention to since they can tell managers a lot 
about what is happening on a project or in an organization.
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Facilitator Message:

Forecast reports are especially helpful from the second quarter onwards as they 
predict the outcome for the fiscal year. They are also helpful with planning 
budgets for the next year.

Forecast reports help managers know if the organization is going to run a 
surplus or deficit.

These reports are all-important in relationships with donors because:

- A large deficit can make the organization appear poorly managed;
- A small deficit can demonstrate a great need or even a sense or good 

management;
- A small surplus can suggest good management; and
- A large surplus can indicate a failure to meet needs or budgeting inexperience.

Activity: Which Report Am I?

Distribute Handout 3.

Place the students in groups and have them complete the handout exercises. 
Facilitate as needed.

When they have finished, bring the class together and have the participants 
compare answers.

Optional: Facilitate a discussion around the use of these reports in the 
participants’ respective organizations.
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Facilitator Message:

When reporting to donors, NGOs need to make sure they cover certain reporting 
basics like providing the reports when they are supposed to, providing accurate 
figures that can be verified, not hiding any variances whether they be under- 
spending or over-spending, explaining any significant variances, and informing 
the donor of any potential problems.

To make sure you don’t overlook any important reporting guidelines, dates, or 
conditions, refer to documents like the funding application, guidelines, and the 
agreement signed by both parties.

If you don’t get the basics right, you risk loosing credibility and delays in 
receiving grants from agencies.

When you’re preparing your reports, you need to make sure you know the terms 
and conditions of your contract.

When do you have to provide progress reports? What format do your donors 
want you to use? What can and can’t funds be used for? Can they be carried 
over from one year to the next? What is and isn’t allowed as administrative 
overhead? What budget line items are needed? What accounting method should 
you use, what is the depreciation policy, do you need a separate bank account 
and who keeps the interest earned on the money? (Walk around as you make 
these points. Keep the participants engaged through your movement and voice)

These are all the things you need to know when providing reports to your 
donors..

Giving beneficiaries financial reports promotes transparency. Benefits of 
transparency include:
- Strengthening trust and respect between local staff and the community they 
are serving; and 
Encouraging other stakeholders in an area of intervention to become more 
involved with the work of the NGO and contributing to the NGO’s program.

Beneficiary reporting can improve the accountability of the development 
organization by reducing the risks of inefficiencies and fraud.

Beneficiary reporting can improve the sustainability of development 
organizations by:
- Encouraging communities to participate fully in an NGO’s work; and
- Empowering beneficiaries to make their own decisions on their own behalf.
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Facilitator Message:

Ask participants why it is important to know who will be reading the report.

Answers may include:
- To judge how much information to include (how long the report should be); and
- To judge the best format for the report.

Since managers and board members are busy and don’t always have time to 
read long reports, it’s a good idea to give them an exceptions report.

The exceptions report is usually only one or two pages in length. It briefly states 
key points in an easy to read format. It should include a brief cover note that 
draws attention to key areas or required decisions.

Exceptions Reporting Outline:

Overview of report period: how figures have been compiled, activities covered 
by the report, the author of the report and their position.

Significant variances - highlight the most significant variances (both over and 
under-spending of budgets) and the reasons they occurred.

Recommendation for action - Provide your recommended actions to address key  
issues. For example, outline proposals to get projects back on target or suggest 
spending restrictions if operational costs are running over budget.

Activity: Present This

Figures can be presented in graphical form or as a list of statements.

Distribute Handout 4.

Place the participants in their groups.

Have students complete the handout.

Facilitate throughout the activity.

When the students have finished, bring the class together and have the groups 
compare answers.

The first situation is best represented as a graph and the second as a list of 
statements.
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Facilitator Message:

Ask participants why it is important to analyze financial reports.

Answers may include:
- They help identify problem areas and provide an early warning when key 

targets are not being met.
- They can help detect errors and more serious problems like fraud or abuse.

What we should look for:

What is the accounting basis of the report? Is it compiled on a cash or accruals 
basis? Are there outstanding commitments or expenses which have been 
incurred but have not yet been accounted for?

What does the bottom line tell you? Is the budget over-spending or under-
spending significantly? Generally variances of +/- 10% are acceptable.

Are there unusual or unexpected results? Could this be due to a simple error or 
something more serious like fraud?

Do the budget figures tell the same story as the narrative project report?

Are there any significant variances in the individual lines items. Can the 
variances be explained?

Last	  Mile	  Learning:	  Financial	  Management	  Repor4ng(cc)	  –	  June	  2013	  (Crea%ve	  Commons	  License	  in	  process)	  	   Page	  10



Facilitator Message:

One of the best ways to analyze a report is through the use of the variance 
analysis techniques. 

Variance analysis involves looking at variations from budget to identify 
significant or unusual changes and what caused them to happen.

The first task is to identify whether a budget variance is positive or negative. 
Positive variances are sometimes described as “favorable.” Negative variances 
are referred to as “adverse.”

A favorable variance happens when:
- actual income is higher than budgeted amount; or
- actual spending is lower than budgeted (but this is not always good news for a 

NGO)

An adverse variance happens when:
- actual income is lower than budgeted; or
- actual spending is higher than budgeted.

Generally, variances are caused by changes in the timing of an activity, the 
actual price, or the actual quantity of a good or service taken.

After classifying the cause, we can decide if the variance is temporary or 
permanent.

Temporary variances - variances caused by a change in the planned timing of 
an activity (e.g. due to delays or rescheduling) are described as temporary 
variances. They will most likely work themselves out during the course of the 
year. Generally these are of less concern and no corrective action is required.

Permanent variances - variances caused by changes in the prices or quantity of 
particular budgeted items generally are described as permanent variances. 
Once they have occurred there is no going back so these variances are 
generally more serious. Management attention and corrective action will be 
required.

Activity:

Read the following examples to the participants and have them classify the 
happenings as temporary or permanent and what caused it (time, price, 
quantity).

Example 1: The project plans to purchase a vehicle in month 1 but supplies are 
held up at the port by Customs. The Budget Monitoring Report will show a big 
positive variance on Vehicles lines.

By month 2, the vehicle arrives and is purchased. It has just been done a little 
later than planned. The Budget Monitoring Report will no longer show a zero on 
this line item.
Answer: Temporary caused by timing
Example 2: The invoice for the vehicle is paid in month 3. The price of the 
vehicle has increased 10% due to a fluctuation in the exchange rate. The budget  
monitoring report for month 3 now shows a negative variance on the Vehicles 
line. This is the difference between the budgeted price and the actual higher 
priced paid. 
Answer: Permanent caused by price.
Ask participants what decision has to be made. Answer: How to fund the 
additional 10%
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Activity: Planning and Taking Action

Distribute Handout 5

Tell students that the classification of variances can determine the actions to 
take to manage the variance.

Place the participants in their respective groups.

Have the participants complete parts 1 and 2.

Facilitate as needed.

Keeping the participants in their groups, have the class share their answers.

Review the information in Part 3 with the students.

Have the students create and write down their own scenarios that could be 
reported using this table.

Take the papers and distribute to different groups, making sure that no group 
has their own.

Have the students fill out the table.

Bring the class back together and have them present the results to the class.

Activity: Over to You

If time permits either:

Have students create and write down scenarios based on their own experience 
which cover the information provided in the class.

Take the papers and redistribute them to different groups.

Have the students perform the analysis and complete and present the applicable 
report(s).

Or

Have the students create a test for their classmates.

Take the tests and redistribute them to the groups making sure that no group 
has their own.

Review the different answers as a class when the groups have finished.

Facilitator Message:

Review course and personal objectives and ensure all have been met.  

Address final questions.

Inform participants they should complete the online assessment of the course..
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HANDOUT 1: CRITICAL QUESTIONS ABOUT FINANCIAL MANAGEMENT 
REPORTING IN YOUR ORGANIZATION

Reporting plays a critical role in the financial management of your organization. But good financial management 
reports don’t create themselves. They need you to think critically about the information you receive and the 
reports you create.

Here are some key questions to keep in mind to help ensure good financial management reporting practices in 
your organization. How does your organization currently stand? Write down your answers.

1. How long ago was the last audit conducted?

2.  Does the organization have enough ready cash to pay its debts?

3.  Are income and expenditure broadly in balance?

4. Are there any significant variances from budget?

5. What is the projected year-end outcome?

6. What non-financial reports are being produced to show how your organization is progressing?



HANDOUT 2: WHO SAID WHAT? 

USER NEEDS 

Match the statement to the financial report user.
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HANDOUT 3: WHICH REPORT IS WHICH? 

PART 1

Match the Description to the Report Type

Description

A. Also known as Budget Compared to Actual, Budget Variance, and Budget versus Actual.

B. Forecast updated with actual receipts and payments each month plus any new information 
(compared to the previous month) about future spending or fund-raising plans.

C. Helps with planning budgets for the next year.

D. Allows managers to consider their options for managing cash flow.

E. Takes the budget for the reporting period and compares that to the actual income and 
expenditure for the same period.

F. Helps managers, especially from the second quarter onwards, predict the outcome of the 
fiscal year.

G. Allows managers to predict periods when cash balances are likely to be insufficient or in 
surplus to planned commitments.

H. Aids in predicting if the organization is going to run a surplus or deficit.

Reports:

Cash Flow:

Budget Monitoring Report:

Forecast Report:



PART 2

Answer the questions below.

1. What are some of the cash flow management decisions a manager might make?

2. What might variances in budget monitoring reports tell you about issues in the organization?

3. Why are forecast reports all-important in an organization’s relationship with donors?
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HANDOUT 4: PRESENT THIS

Read the two situations below. How would you present the information in a report?

Situation 1:  You have to present figures comparing the budget to actuals for various income sources 
(DRD, Smile Trust, V. Society, Training fees, Other) covering the period form January 1 to December 
31. The details are:

• DRD budget: $45, DRD actual: $30.

• Smile Trust budget: $45, Smile Trust actual: $45

• V. Society budget: $20, V. Society actual $15

• Training fees budget: $25, Traning fees acutal: $30

• Other budget: $10, Other acutal: $20

Situation 2:   You need to report the Milestone Project financial position on December 31, 2013. Here 
are the figures:

• You had $10,000 for the final quarter grant.

• You had $2,459 in ourstanding fees and other amounts owed to you. 

• You owe a total of $3,262 in unpaid invoices.

• If you use available funds to pay everything you owe, you would have $17,292 to continue.

• Your overall reserves, including the value of your equipment and vehicles, total $29,383.



HANDOUT 5: PLANNING AND TAKING ACTION

PART 1

Complete the table using the words and phrases below.

Negative Variance | Positive Variance | Temporary | Permanent | Fundraise | Cut Costs |
Delay Future Budgeted Costs | Increase Activities | Consider Cash Flow Implications |
Use Reserves | Reallocate Funds (if donor rules allow) | Reduce Operations |
Monitor Progress | Plan to Spend if Activity is Delayed 
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PART 2

When considering what actions to take on variances, what factors can influence your 
decisions? Write your answer below.
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PART 3

Read the information below. Afterwards, fill in the Budget Management Action Planner using 
the information provided by your classmates.

A Budget Management Action Planner is a useful tool that helps you manage and control your 
budget. This planner, in the form a table, can be used to discuss action plans with the project 
team and your management. It can also be useful to monitor progress as the team implements 
the action plan.

Here are some comments and questions to consider as you create the Budget Management 
Action Planner.

Column Heading What it Means

Line item description The budget line that requires some corrective action.

Variance % or monetary 
value

Include items that exceed +/- 10% variation from the budget and which represent 
a significant sum.

Variance Type Permanent or temporary? Remember that temporary variances will work their 
way through the system but very large ones might still have an impact (e.g. on 
cash flow).

Controllable To what extent can you control use of the budget? Can you restrict its use or 
make savings if  over-spent or stimulate its use if under-spent?

Impact on project and 
grant management if not 
corrected

For example, cash flow, achieving targets, meeting timeframes, allowable costs

Action required / by What should be done to minimize the impact and get the project back on target 
and/or meet donor requirement. And who should do it. E.g. budget reforecast or 
adjustments, advise donors of delays or request “no cost” extensions; request 
unrestricted funds to cover over-spend; change activity plans; put efforts into 
reducing costs or stimulate spending; etc.

Line item 
description

Variance % or 
monetary value

Variance Type Controllable Impact on 
project and 
grant 
management if 
not corrected

Action 
required / by
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