AIACC Guidelines for

Submission of Final Financial Report

Submission Requirements

The final Technical and Financial Reports for the AIACC regional studies are due within four months of the project completion date (31 December 2004 for most studies).  Thus, the reports are due on or before 30 April 2005.

This document describes the requirements and format for Final Financial Technical Report. Instructions for the Final Technical Report are provided in a separate document.

Guidelines for the Final Technical Report

Included in the Final AIACC Financial Report should be:

· Financial Report cover page (signature required) (see form below)

· Expense Report and Narrative (see example table below)

· Cash Advance Information and Request for Final Funds Transfer (see form below)

· Inventory of Non-Expendable Equipment (see form below).  Only items over $1500 need to be listed.  If you have listed items under $1500 in the past, please remove them from the form).  Every item listed on the form must have a corresponding receipt included with the report.  
· Receipts (photocopies) for non-expendable equipment listed on Non-Expendable Equipment form (these should be submitted in hard copy with the signed financial report and inventory form)

Instructions for Expense Report

1) The expense report should have the following format:

	Object of Expenditure
	Project Budget Allocation
	1st Semester Expenses
	2nd Semester Expenses
	3rd Semester Expenses
	4th Semester Expenses
	5th Semester Expenses
	6th Semester Expenses
	7th Semester Expenses
	Total Cumulative Expenses

	
	All Years
	1-Jan-02 to 30-Jun-02
	1-Jul-02 to 31-Dec-02
	1-Jan-03 to 30-Jun-03
	1-Jul-03 to 31-Dec-03
	1-Jan-04 to 30-Jun-04
	1-Jul-04 to 31-Dec-04
	1-Jan-05 to 30-Jun-05
	All Years

	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	 
	 
	 
	 
	 
	 
	 
	 
	 


2) The “Objects of Expenditure” and “Budget Allocation – All Years” columns should match the budget listed in Annex A of your Research Grant Agreement (RGA).  If AIACC has approved budget category reallocations since your RGA was signed, please make the appropriate changes in this column and explain in the narrative. However, include the following, even if not included in your original budget from the RGA:

a) List the name of each person to receive salary and benefits in a separate row.

b) Itemize all equipment purchases

c) List the travel expenses associated with each traveler for each trip. Include description in narrative.  Travel associated with workshops that the study team has organized can be listed as one line item (not every workshop participant needs to have a line devoted to their travel).

d) List each consultant separately.

e) List each sub-contract separately.

f) Explain other expenses at the same level of detail as in the budget of Annex A in your RGA.

3) All expenses should be reported in US Dollars (USD). 

4) This table should be formatted so that it can be clearly printed on one page.  If more than one page is necessary, the table should be formatted so that the entire table is one page wide (landscape orientation if necessary) and 1-3 pages long (depending upon need).  The top row of the table should then be repeated on subsequent pages.

5) A narrative should accompany the expense table that provides details for the expenses each budget category.  



AIACC REGIONAL STUDY FINAL EXPENSE REPORT 

Project statement of allocation (budget), expenditure and balance (expressed in US$) 

covering the period:

01 JANUARY 2002 – 30 JUNE 2005


Project Number: 

AIACC_{INSERT STUDY CODE}


Principal Investigator(s):
{INSERT NAME(S)}
Project Title:  


{INSERT TITLE}

Supporting Organizations: 
Global System for Analysis, Research and Training 

(START), 

Third World Academy of Sciences (TWAS)

United Nations Environment Programme (UNEP



I hereby certify that all information contained in this expense report is true and correct.

Signed:
________________________________  Date: ________________



(Duly authorized official of administering institution)

Signed:
________________________________  Date: ________________



(Principal Investigator)

Signed:
________________________________  Date: ________________



(Principal Investigator) 

CASH ADVANCE INFORMATION AND REQUEST FOR FINAL FUNDS TRANSFER

AIACC REGIONAL STUDY NO. ________

A.
Amount of Previous Cash Advances:




(Please modify if there are two recipient parties)







Date:  __________  
Amount:  __________

Date:  __________  
Amount:  __________








Date:  __________  
Amount:  __________








Date:  __________  
Amount:  __________








Date:  __________  
Amount:  __________








Date:  __________  
Amount:  __________

Date:  __________  
Amount:  __________

Total Cumulative Cash Advances:  



(1)__________

Total AIACC Award Amount (from Contract):


(2)__________

Maximum Amount of Future Transfer [(2) minus (1)] 

(3)__________

B.
Expenditures (by Reporting Period)


(Please modify if there are two recipient parties)
Total Expenditures for Period 01 Jan 2002 – 30 Jun 2002:
____________________


Total Expenditures for Period 01 Jul 2002 – 31 Dec 2002:
____________________


Total Expenditures for Period 01 Jan 2003 – 30 Jun 2003:
____________________


Total Expenditures for Period 01 Jul 2003 – 31 Dec 2003:
____________________


Total Expenditures for Period 01 Jan 2004 – 30 Jun 2004:
____________________


Total Expenditures for Period 01 Jul 2004 – 31 Dec 2004:
____________________

Total Expenditures for Period 01 Jan 2005 – 30 Jun 2005:
____________________

Total Cumulative Expenditures:



 
(4)__________


C.
Net Balance (Transfer Request)*:



(5)__________

[Total Cum. Expenditures (4) minus Total Cum. Cash Advances (1)]

(Please modify if there are two recipient parties)
I hereby certify that all information contained on this form is true and correct.

Principal Investigator Signature: 
______________________________
Date: _______________


Principal Investigator Name: 

______________________________

*If total cumulative expenditures (4) is greater than the award amount, the final transfer will be no more than the total award (2) minus the total cumulative cash advanced to date (1).

Bank transfer fees incurred by TWAS/AIACC upon transfer of funds are borne by TWAS/AIACC, and will not be deducted from your total award amount.  However, bank or currency fees charged/incurred by your banking institution upon receipt of the funds are your responsibility.  For this reason, the actual amount of the final transfer may be slightly less if your reporting of cash advance amounts are lower than TWAS/AIACC reports due to local bank charges you have incurred. 

INVENTORY OF NON-EXPENDABLE EQUIPMENT

PURCHASED AGAINST AIACC PROJECT

(ITEMS US$1,500 UNIT VALUE AND ABOVE)

Include ONLY Individual Items that Cost $1,500 or More; Include Receipts for Every Listed Item

PROJECT NUMBER:

____________________


PROJECT TITLE:


____________________________________________________________

ADMINISTERING INSTITUTION:
____________________________________________________________

PRINCIPAL INVESTIGATOR(S):
____________________________________________________________

	Description
	Serial No.
	Date of Purchase
	Original Price (US$)
	Present Condition
	Location
	Remarks

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


The physical verification of the items was done by:

Name:
______________________________
Signature: 
______________________________
Date: _______________


(Principal Investigator)
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