AFRICAN WOMEN’S DEVELOPMENT FUND

Questionnaire for the Assessment of the financial management capacity of Grant Applicants
The aim of this questionnaire is to assess the financial management capacity of grant applicants as part of our due diligence procedures. We expect all grant applicants to act with integrity and provide the correct information. We will carry out spot checks on the information provided and if it turns out that the forms were not truthfully completed, the application will be disqualified.

We will also use this information as a baseline to build the financial management capacity of successful grant applicants. It is therefore essential that the forms are completed with utmost care and sincerity.

About the Organisation
To be completed by the Accounts Officer or Person responsible for financial management

	Organization Name:

	Postal Address: 



	Physical Address

	Name of Individuals Responsible for Financial management:

Ms/Mrs/Mr

	Phone: 
	Fax:

	E-mail for general inquiries: 
	Your email: 

	Website: 


	2017 Annual Budget ($) $

Annual Budget local Currency

	Actual expenses in the last two financial years $(USD)

Eg. 2016
       2015
	Actual expenses in the last two financial years (local currency)

2016
2015


	Please underline your financial year end: a.31st March                 b. 30th June 
                                                                  c. 30th September        d. 31st December
Other please specify

	Provide the names and title of all the signatories on your organisations bank accounts.



Note; the development of this questionnaire was guided by Mango’s internal audit review checklist.
A. General
	Ref 
	Checklist Item
	Y/N
N/A
	Notes

	A1
	How many staff and/or Trustees are involved in financial administration of your organisation? Eg, accounts officers, treasurers etc
	

	A2
	Have any of the staff received finance-related training and/or possess accountancy qualifications?
Indicate details of qualifications/duration of training. 
	
	

	A3
	Does the organisation have a Finance Manual – i.e. written down procedures which cover financial rules, routines and processes?
If yes, who has access to the manual
	
	

	A4
	Does the organisation use an accounting software program to record it’s accounting information?  If yes, which program(s)?
If no why?
How often are systems backed up by the organisation? Is there a data backup guideline?
	
	


B. Accounting Records
	B1
	Which of the following basic accounting records do you keep:

· Cashbook?

· Petty cash book?

· A file of invoices/receipts for all expenditures?

· A file of receipts/vouchers for incoming funds?

· A file of bank statements for each bank account held?

· A fixed assets register?
	
	

	B2
	Which of the following additional accounting records do you keep:

· Payroll records?

· General ledger/nominal ledger?

· Accounts Payable/Purchase Ledger?

· Accounts Receivable/Sales Ledger?

· Others: 
	
	

	B3
	Are your annual financial statements formally approved by Board members at an annual meeting?

If yes, when?
	
	


C. Internal Controls 

	Ref 
	Checklist Item
	Y/N

N/A
	Notes

	C1
	Which of the following controls over procurement applies to your organisation
· Documented procurement policy or guideline

· Supporting documentation held for all items of expenditure (i.e. invoices, vouchers, receipts)?

· All expenditure properly authorised on a Payment Voucher?

· Invoices checked against orders made?

· The quality and quantity of goods supplied checked against orders made?

· Payments only made against original invoices (i.e. not on monthly statements or photocopies)?

· Regular stock-taking undertaken?
	
	

	C2
	Which of the following controls over payments by cheque/transfers are followed by your organisation:

· Conditions set down in the governing document about who can sign cheques/transfers complied with?

· At least 2 signatories on the bank mandate?

· All cheque expenditure is recorded in the cashbook with the relevant cheque number?

· Cheque stubs completed at time of payment?

· Cheques signed only with proper documented evidence of the nature of the payment?
· Advances or per diems or travel allowances paid to staff are in line with written guidelines.

	
	

	C3
	Which of the following controls over payments by petty cash are followed:

· All petty cash payments have supporting documentation?
· Supporting documentation authorised by someone other than the cashier or claimant?

· Amounts of claim entered on a petty cash voucher?

· All payments noted in a petty cash book?

· All replenishment withdrawals from the bank noted in the petty cash book?

· Regular checks made of petty cash records by someone other than the cashier?
	
	


C. Internal Controls Continued

	Ref 
	Checklist Item
	Y/N
N/A
	Notes

	C4
	Which of the following controls over bank accounts are complied with:
· All bank accounts are held in the name of the organisation, not individuals
· Instructions to open or close accounts are properly authorised and / or reported to Trustees of the organisation.
· Secure records are held for all bank accounts.
· Regular bank reconciliations are carried out.

	
	

	C5
	Do you have the following controls for employee payroll management: 
· Personnel records are kept and held separately from other records
· Salary levels  are properly authorised and recorded
· Staff are employed under a proper contract of employment
· Compliance with statutory tax regulations are ensured
	
	

	C6
	If the organisation owns fixed assets (Building, vehicles, office equipment etc.):
· Is an Assets Register/inventory held and updated regularly?
· Are assets checked regularly to ensure that they are still in good condition and in a proper location?
· Has insurance cover been considered for all valuable assets?
· Is the use of fixed assets reviewed annually to ensure they are put to best use and serving the organisation’s interest?
· Are vehicles fitted with appropriate security or alarm systems and kept in a safe place overnight?
	
	


D. Financial Reporting and Monitoring
	Ref 
	Checklist Item
	Y/N

N/A
	Notes

	D1
	Is there a chart of accounts? 

Are budgets prepared and reports produced by the organisation using the chart of accounts?
	
	

	D2
	Does the organisation produce financial statements (including a Balance Sheet and Profit & Loss or Income & Expenditure account)? If yes:

· How often?

· Period covered by the most recent statements?

· Who receives copies of the financial statements?
	
	

	D3
	Are the annual financial statements subjected to an independent audit by a qualified professional?

If yes:

· When was the last external audit conducted and by whom?


	
	

	D4
	Does the organisation produce periodic reports for managers which compare actuals against budgets? If yes:

· How often?

· Period covered by the most recent report?

· Who prepares the reports?

· Who receives copies of the reports?
	
	

	D5
	Does the organisation produce periodic reports for donors which compare approved donor budget against actuals? If yes:

· which donors?

· how often?

· who prepares the reports?
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