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INTRODUCTION TO FINANCE MANAGEMENT TRAINING MODULE

WHY TRAINING FOR FINANCE MANAGEMENT?

Non-Government Organisations (NGOs) rely donations from a wide range of 
sources, small public donations through to large multi-year grants from 
national governments and multilateral bodies. Ongoing funding depends very 
heavily on a NGO’s reputation. This may be their reputation for strong partner 
relationships or quality programing but it will also be a reflection of how well 
the NGO is managed. Indeed partners and communities also are interested in 
the reputation of the NGO they are associated with.  

Good management depends on a range of things including leadership 
from the Board and senior managers; staff skills and expertise; and the 
operational systems that guide everyone in their day-to-day work.

Staff work more effectively in work places where they are clear about 
expectations and systems. The training on finance management systems 
is designed to introduce new staff to the NGOs policies and procedures as 
well as being refresher training for existing staff.  It provides an opportunity 
for staff and management to reflect on current systems, examine their 
effectiveness and make suggestions for on-going improvements. 
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WHO IS THIS MODULE FOR?

This module is specifically for small to medium non-government 
organisations that wish to improve the effectiveness of their finance 
management systems. It brings together information about good practice 
that can be used by workshop facilitators to run finance management 
training with organisations. It can also be used to facilitate a training-of-
trainers workshop with organisation staff or by the organisation staff to 
facilitate their own financial management systems training. The module 
can also be used directly by managers if they wish to facilitate their staff or 
teams development.

The information in the module draws on many different sources that Oxfam 
feels reflect best practice and align with their commitment to participatory, 
empowering processes for local organisations. At the same time, 
organisations are also encouraged to learn more about relevant finance 
management systems and adapt them to suit their situation.

WHAT ARE THE LEARNING OUTCOMES FOR THIS MODULE? 

Individuals and organisations who use this material will:
• have a clear understanding of the importance of good finance 

management systems
• be confident to run and/or participate in finance management systems 

training
• have the tools to improve the skills and functioning of their organisations 

in finance management.

HOW IS THE MODULE STRUCTURED?

The module will take readers through the basics of finance management 
systems for NGOs. It is covers the following topics:
• Roles and responsibilities

• Budgeting
• Recording
• Purchasing
• Reporting
• Asset management
• Internal control
• Finance timetabling.

and includes a suggested one-day training outline with training support 
material and a resource list for further reading.

HOW CAN WE USE IT?

The module can be used as a step-by-step process, or as separate 
components that can be adapted according to the situation, audience and 
timeframe. Each component will include:
• a brief explanation of the content
• possible activities to discuss the content with relevant audiences.

You are encouraged to refine the activities as needed to ensure they are 
most appropriate for your context and purpose. The suggested activities 
largely focus on group activities, but if you have limited time and/or it is not 
as appropriate to involve all stakeholders, activities can be adapted for use 
in individual discussions.

Overall, the methodology encourages active participation and contribution 
from those involved in finance by using participatory activities to generate 
ideas. You should first conduct a training needs assessment with staff to 
decide how to tailor the training according to their needs and interests.
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OVERVIEW

All NGO staff need to fully understand why financial management is important 
to the ongoing success of their organisation.

Reasons include:
• accountability to donors, partners, communities, staff, general public
• provide information to support effective and efficient program    

management
• planning 
• minimise fraud and theft
• produce statutory reports.i

Staff also need to understand who is responsible for financial management.  
Whilst the Board hold ultimate responsibility for the organisation’s financial 
management and should understand the reporting statements and 
requirements, everyone in the organisation has an obligation to manage 
finances and assets appropriately depending on their position.

Key elements of good financial management
• Responsibility is clearly expressed in position descriptions
• NGO operates within an annual budget detailing fundraising, program   

and administration expenses, approved by the Board
• Appropriate financial policies and staff being well trained
• Every effort is made to act in an efficient and effective manner
• A system is in place to track all income and expenditure 
• Timely, accurate, user-friendly reports will be available 
• Donor funds only used for purposes intended by the donors 
• All contract ethical and legal responsibilities are honoured
• Donor approval is sought before changing any project
• Regular variance reports are provided to managers and the Board 
• Internal control procedures developed and operating 
• Audits conducted by independent, qualified accountant
• Systems in place to ensure NGO adheres to all legal financial and    

reporting requirements.ii

POSSIBLE ACTIVITIES 1. IMPORTANCE OF FINANCIAL MANAGEMENT

Outcome: Participants understand the importance and breath of 
financial management 

Possible activities:
• Introduce the topic by asking a) why is it important? b) whose role  

is it?
• Presentation on the key elements.  
• Participants to score their NGO good/bad for each of the key   

elements  listed above.
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SECTION 1: ROLES AND RESPONSIBILITIEs

Everyone involved in working with NGOs shares the responsibility of making 
sure that funds are used to help people effectively. 

There are three key messages:
• Good financial management is critically important for NGOs. NGOs cannot 

achieve their goals without it.
• Financial management is the responsibility of everyone – Board members, 

senior management and program managers as well as finance staff. Good 
financial management starts with the Board and the chief executive.

• Good financial management depends on program staff and finance staff 
working together. iii

It is important that everyone is clear about their finance responsibilities and 
what the limits are:  
• Board members are responsible for the long term finance goals and 

funding strategies and ensuring there are risk mitigation procedures in 
place. They should not get involved in day to day management of the 
organisation, although they do need to be aware of what is happening. 

• Senior management should focus on the running of the organisation. This 
includes ensuring the right people are employed who have finance skills 
and that all staff are aware of any financial management responsibilities 
i.e. through job descriptions.

• Finance staff set up, run and ensure compliance with the NGOs finance 
systems.

• Program staff should know what their financial management 
responsibilities are and how to do them. iv 

Integration of finance and programs

The best program management outcomes will happen when the finance and 
the program staff work closely together. Often program staff do not think it 
is their job to do finance tasks and finance people will not spend the time to 
learn and understand the program or project.

Some tips for integrating finance into program organisation:

• Jointly prepare the budget – finance prepare user friendly templates and 
then sit with program staff to develop and check budget

• Encourage finance staff to spend time working with program staff and 
beneficiaries to understand program goals. A good general rule is that 
all finance staff should spend at least one week visiting field work every 
year.

• Encourage program staff to think about financial issues. This can require 
finance staff to build up their training skills - which are very different 
from technical finance skills.

• Finance to develop finance report template in consultation with program 
staff to ensure appropriate reporting needs are being met

• Finance staff spend time discussing financial issues together with 

POSSIBLE ACTIVITIES 2. IMPORTANCE OF FINANCIAL MANAGEMENT IN 

ROLES AND RESPONSIBILITIES

Outcome: Participants understand the importance of integrating 

financial management into everybody’s roles and responsibilities

Possible activities:
• Presentation on the 3 key messages and overview of roles and 

responsibilities.
• Put each label Board, Senior Management, Finance on separate flip 

charts.  Give participants a task and ask them to identify whose role 
it is. 

• Introduce the concept of integrating finance and program staff to 
jointly work on project finance management. 

• Participants to do Mango checklist 
      https://www.mango.org.uk/Pool/G-Mango-Integration-checklist- 
      Oct-10.pdf
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SECTION 2: BUDGETING

The overall aim of budget preparation is to ensure that there are sufficient 
resources to match the anticipated needs to deliver programs and operate 
the NGO. 

The budget is a reflection of the NGO’s plan of how to best achieve its goals 
during the year; it is a tool for keeping managers on target and for measuring 
their performance against established benchmarks. 

There are many types of budgets including: 
• Income and expenditure – the anticipated funds that will be received and 

spent over a given period of time 
• Cash flow – the planning of when cash will be received and spent; 

important to avoid not having enough money to pay debts when they are 
due

• Capital – how much is planned to be spent on new assets.

It is important to have both an income and expenditure budget and a cash 
flow budget.  There is a difference between:
i)     income and cash receipts 
ii)    expenditure and cash payments.  

For example, a donor can approve a budget to fund VUV10,000 each quarter 
on a project (income) but the agreement might state that the funds will be 
paid on receipt of a satisfactory report i.e. at the end of the quarter (cash 
receipt). A cash flow budget will tell us when the money will arrive so the 
finance staff can be sure there is cash to pay salaries and other costs.

Budgets are important so we know:
• if the activity is achievable
• how much to ask donors for to find funding for the activity
• we have a tool to manage the activity to ensure it achieves its goal
• how to evaluate the success of the activity.

program staff. e.g. hold regular monthly finance meetings for program 
staff to review the finance reports

• Finance and program staff work together on donor and beneficiary reports
• Include finance responsibilities explicitly in job descriptions so staff are 

clear about responsibilities
• Provide finance training to Board, senior management and program staff
• Lead from the top – senior managers should demonstrate that they take 

finance seriously
• Board should include finance in strategic planning
• Change attitudes for program and finance staff towards how they help 

each other and work together. v
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The most common form of income and expenditure budgeting that program 
and finance staff are involved in together is a project or program budget.  
The standard and outcome of program management will be better if the 
activity plans are supported by a good budget.
Finance staff can help design templates for program staff to prepare 
budgets.  The program staff will need to be able to list all the activities that 
will take place and what resources are needed for each activity. Finance 
staff can assist by obtaining accurate estimates of costs. In order to ensure 
budgets are accurate careful checks should be made to ensure all costs 
are included, the calculations are correct, and foreign exchange rates are 
realistic. Finance can assist project managers and managers to identify 
the funding source for each budget; this may be donor funding or internally 
generated funds. It is important to check budgets against donor contracts 
to verify that all planned expenditure is allowable.  

When budgets are completed they should be checked by a manager; signed 
and dated and marked FINAL; it is advisable to keep a pdf copy so there is 
no confusion about the approved final budget.

There are different types of costs to be aware of when preparing a project 
activity budget:
• Direct costs - costs that can be traced to a specific project or activity; 

tend to be variable i.e. alter with the level or volume of the activity e.g. 
workshop materials, trainers’ salary, petrol for project vehicle.

• Indirect costs - costs associated with a project or activity but that will 
exist even if the project or activity does not occur; tend to be fixed over a 
period of time e.g. Senior Manager‘s salary. 

• Support costs/overheads - expenditure which cannot be easily or directly 
traced to, or identified with, any particular cost unit (activity, project or 
program); office rent. 

POSSIBLE ACTIVITIES 3. BUDGETING

Outcome: Participants are familiar with terms used in budgeting; 
understand some attributes of good budgets and the basics of 
preparing a project budget

Possible activities:
• Presentation on why budgeting is important and the basic 3 types 

of budgets used.
• Participants practise preparing a project budget that identifies and 

includes direct costs, indirect costs and support costs.

Where 
will 

the 

fun
ds 

com
e fr

om?

Is it realistic?

What are the

 objectives?

What will 

they cos
t?

What resources 

are needed?

What activities will be involved?
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SECTION 4: PURCHASING

It is essential to have clear purchasing guidelines to ensure the NGO’s 
financial resources are always used for the correct purpose; purchases are 
made for goods and services that provide the best value for money and are 
within budget. There should be a good internal control system to prevent 
fraud and waste. Any purchasing must be efficient to satisfy the program 
needs but also comply with donor requirements.

This includes:
• standard forms e.g. requisitions and purchase orders
• the levels of authority are in the Delegation of Authority
• clear steps depending on the value of the purchase e.g.

• purchases under a certain value require phone quotes from two 
suppliers

• purchases up to a certain value require 3 written quotes
• purchases over a certain value require a tender process.

• any purchase from a sole supplier requires an explanatory file note
• the purchase file should contain all the documents relating to each 

transaction, i.e. the purchase requisition, quotations, contact information 
of suppliers purchase contracts or orders, invoices, delivery slips and any 
other pertinent documents.

SECTION 3: RECORDING

Financial accounting is a system of classifying and recording financial 
transactions. The information can be kept in a manual i.e. handwritten books, 
sometimes used by very small NGOs, or computerised system.  

Financial record keeping relies on a system of classification so that similar 
transactions are kept together.  There are two tools used:

• chart of accounts – is a list of all the accounts used by an NGO in the 
classification of information; it is generally broken into major categories 
of Income, Expenses, Assets Liabilities and Reserves, with subcategories 
in each group; each account is given a unique number or code; NGOs 
develop a chart of accounts to suit their specific needs for information 
and reporting

• cost centres – a system of classifying financial information according to 
the project/program, region or donor; again NGOs develop the system that 
best suits their needs.

Each budget line should have a chart of accounts code assigned to it.  Every 
time there is a transaction to do with the budget the correct code should be 
identified. The project manager, not the finance officer, is responsible for 
coding as they are the budget holder or manager.

Finance will use this code to enter the transaction into the finance system 
and then be able to produce financial reports that correctly allocate the cost 
for the budget holder to review and make decisions about future spending.

POSSIBLE ACTIVITIES 4. CODING

Outcome: Participants understand the importance of accurate coding

Possible activities:
• Presentation on coding. 
• Participants to use the Chart of Accounts for their own NGO, or 

an example, to code a set of transactions. Discussion about any 
differences of opinion; what happens if different people use different 
codes (it can lead to incorrect and misleading information); what 
should we do if there is not a code (ask Finance to set one up).
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What paperwork is required?

There is a lot of paperwork associated with procurement, which needs to be 
kept and properly filed so that it can be easily retrieved for audit purposes.

Standard documents (internally generated):
• purchase requisition
• purchase order
• goods received notes
• payment requisition
• payment voucher
• purchase decision record (for a tender).

Source documents (from suppliers):
• quotations and pro/forma invoices or records of telephone quotes 

obtained
• proposals (e.g. for consultancy services)
• contracts (e.g. for services)
• invoices
• goods delivery notes
• receipts.

Other documents needed for reference:
• budgets
• grant agreements
• list of authorised suppliers
• ethical procurement policy
• minutes of Governing Body and Tender Committee meetings. vi

What can go wrong?

Purchasing is a very important aspect of the finance process. The issues 
associated with poor purchasing can range from buying goods or services 
that are not suitable, spending outside the budget, and perhaps the donor 
disallowing the purchase, financial mismanagement or fraud that affects the 
NGO’s reputation. 

POSSIBLE ACTIVITIES 5. PROCUREMENT

Outcome: Participants understand the steps and paperwork involved in 
a good procurement process

Possible activities:
• Presentation. 
• Participants brainstorm to name all steps, documents, and people 

involved in purchasing process.
• Participants to discuss a range of scenarios to determine if there is 

a possible mismanagement or fraud. 
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SECTION 5: REPORTING - VARIANCE ANALYSIS

There is a wide range of finance reports available depending on information 
needed by whom:
• Board – reports against annual budget; program summary reports; cash 

status; funding updates
• Senior management – monthly income and expenditure reports; detailed 

program reports; cash status; bank reconciliations
• Program Managers – budget variance reports.

A budget variance report is prepared by finance to provide the program 
manager with the information necessary to track income and control 
expenditure against the activity, project or program budget. It consists of 
financial information that may include the original budget, the budget for the 
period under review, the total expenditure to date and the expenditure for the 
period under review. Additionally it should show the amount left to spend for 
the period as well as the whole budget. The variance can be shown in vatu/
dollar value and in percentage.

A variance in ‘budget to actual’ will be caused by either a difference in price, 
quality or the change in timing of an activity. Finance and program staff 
should work together to identify variances and work out what has caused 
them. The project manager should use this information to decide what action 
to take. The action will depend on whether the variance is over or under 
budget and it is permanent (i.e. caused by a change of price or quantity 
purchased) or temporary (i.e. caused because an activity has been delayed or 
bought forward).vii

POSSIBLE ACTIVITIES 6. BUDGET VARIANCES

Outcome: Participants should be aware of the factors that can cause 
budget variances

Possible activities:
• Participants to bring samples of the variance reports produced 

by finance. They should review the reports to see if the following 
information is clear: budget for whole project and review period, 
actual for whole project to date and review period, variance in 
amount and percentage. Facilitator to collect sample variance 
reports for comparison. Participants to list good features.

• Sharing of stories about what has caused variances and what 
action has been taken.
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SECTION 6: ASSET MANAGEMENT

The proper management of all assets is of primary concern of NGOs.  

Full details of any fixed asset such as vehicles and computer equipment 
should be recorded on an asset register. The asset register should show the 
purchase date, purchase price, location, serial number, and funding source 
of all fixed assets. This should be checked at least once a year to ensure that 
the asset is still available and in good condition.

Current assets (i.e. those which are not expected to be kept for longer than 
12 months) such as cash, stationery, or stocks of material should also be 
recorded in separate records such as a register.  

Particular attention should be paid to assets such as cash, cameras or 
mobile phones that are very easy to steal or lose.

Cash management
Cash is a particularly vulnerable asset that requires special processes.

The key elements in cash management are:
• minimum cash is to be kept in the office and where possible payments 

should be made by direct deposit or cheque
• all payments must be signed by two people, one who is in not finance 

staff 
• all receipts and payments must have adequate supporting documents
• a register is maintained of who can sign payments
• petty cash to be used for small amounts
• petty cash is kept in locked place and reconciled regularly
• petty cash and bank reconciliations are regularly prepared and checked 

by non-finance staff
• staff can only have one cash advance outstanding.

Advances/Acquittals
Staff seeking an advance should complete a request form detailing budget 
lines and the amount they are requesting; this should be approved and 
submitted to finance within the stated timeframe. When the staff member 

returns to work they should return any unspent money and appropriate 
support documents for the funds they have spent within the stated timeframe. 
Staff should not be allowed a second advance until the first one is acquitted.

Staff seeking an acquittal should complete a request form detailing budget 
lines and the amount they are requesting; this should be approved and 
submitted to finance within the stated timeframe. When the staff member 
returns to work they should return any unspent money and appropriate 
support documents for the funds they have spent within the stated timeframe. 
Staff should not be allowed a second advance until the first one is acquitted.

All expenditure should be accompanied by an original support document. The 
support document should show:
• supplier’s name 
• date of supply
• description of purchase
• amount in words and figures 
• name and signature of the person receiving the money
• preferably it should be on a pre-numbered, printed stationery.

In many situations it is not possible to get support documents that meet 
the criteria above.  In these cases, the NGO should determine an acceptable 
alternative e.g. a signed, statutory declaration detailing the costs, staff 
members carry a ‘self-receipt’ book. 

POSSIBLE ACTIVITIES 7. CASH HANDLING AND ACQUITTAL

Outcome: Participants know the procedures for handling cash including 
the acquittal process

Possible activities: (Note: not included in training notes):
• Definition game to match terms and meanings.
• Brainstorm discussion on key elements of cash management.
• Complete a sample acquittal form (not included in training notes).
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SECTION 7: INTERNAL CONTROL AND AUDIT

Internal controls are designed to ensure:
• safeguarding of assets
• prevention and detection of fraud or error
• accounting records are accurate, complete and up-to-date
• compliance with relevant laws and restrictions
• employees are protected - from themselves and each other.

There are two important aspects of an internal control system: the control 
environment, and the control procedures that take place within that 
environment.

The control environment relates to the organisational culture. Staff need to 
be aware of what is acceptable, management and the Board need to model 
appropriate behaviour, policies and procedures are clear and available to all 
staff and staff adhere to these.

The control procedures are put in place to prevent something going wrong or 
quickly finding out that it has. The controls will generally fall into one of the 
following categories:
• physical verification – cash counts, asset verification and stock counts
• limited access – locks, computer passwords and bank signatories
• standard documents – standard formats for receipts, payment vouchers, 

requisitions, local purchase orders, travel advances and acquittals 
• segregation of duties – making sure no one person can carry out a 

transaction from beginning to end, no self-review or self-authorisation, 
ensuring opportunities for collusion are minimised

• checks and balances – balancing the manual cashbook, double entry 
controls over accounting records, reviewing the bank reconciliation

• approval and authorisation complies with delegation of authority 
documents– budget holders approval of payments, Board authorisation for 
asset disposal etc.

• reconciliations – comparing bank statement and cashbook, agreeing a 
statement from a supplier to own records.viii

Audits are independent checks on processes and financial records. NGOs are 
involved in three types of audits:
• project/grant audit required by a donor to check compliance with the 

contract and budget
• internal audit is undertaken to review actual practise against policies and 

procedures to produce a report for the Board and senior management; will 
highlight areas of weakness and make recommendations for improvements

• external audit is usually conducted annually by a charted accountant to 
verify the figures in the annual financial reports prior to the finalisation of 
the annual report.

POSSIBLE ACTIVITIES 8. INTERNAL CONTROL AND AUDITS

Outcome: Participants know what internal control means and the 3 
types of audits

Possible activities:
• Introduction to audit and internal control.
• Brainstorm what to prepare for an audit and then tick the list off 

against the list above.
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Being prepared for an audit will help to identify issues in advance and assist 
the audit to run more smoothly.

Below is a list of things that could be prepared for an external audit: 
A) Finance staff
• bank reconciliations -monthly
• bank statements – monthly
• petty cash records & reconciliations
• asset register
• trial balance for audit period
• general ledger printout/cash books
• draft reports (Income & Expenditure; Balance Sheet; Cash Report)
• exchange rates used
• budget & cash flow
• Finance, Human Resources & Administration Manuals
• creditors’ reconciliation
• debtors’ reconciliation
• bank authorisation letter
• representation letter
• signatory register
• receipt books 
• payment vouchers
• deposit books
• cheque books – in number sequence
• list of Board members
• minutes of Board meetings
• employee contracts
• donor contracts
• salary schedules
• tax and superannuation records and reconciliations
• group tax records if relevant
• depreciation schedule
• cash advance acquittals
• previous management letter
• ensure relevant staff and Board members are available.

B) Program staff
• contract documents
• agreed activity based budget
• activity reports
• organise beneficiary visits
• any outstanding receipts
• check availability of program staff.
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SECTION 8: FINANCE MANAGEMENT WORK PLAN

It is helpful to the whole organisation if finance prepares an annual timetable 
listing all the tasks involved in finance management such as budget 
preparation, reports, accounting routine (e.g. banking, payroll, payments) 
and year-end routines. The timetable should show who is responsible and 
when the action will take place. This should to be discussed during the 
annual planning workshops so all staff are clear about finance routines and 
expectations.

POSSIBLE ACTIVITIES 9. FINANCIAL MANAGEMENT WORK PLANNING

Outcome: Participants are aware of how to prepare and share finance 
management activities

Possible activities:
• List typical finance tasks, who is responsible and when they 

occur.
• Discuss the benefits of preparing and sharing the timetable.

SECTION 9: TOOLS, TEMPLATES AND RESOURCES

Finance Management Suggested one-day session plan:

Note: this workshop does not include sessions on Variance Analysis, Asset 
Management or Finance Timetables due to time constraints. If these are 
important aspects then a decision should be made as to which other topic is 
not covered, or extend the length of the training.

OBJECTIVES: Participants will: 
• be familiar with the Finance Management Policy and 

Procedure for their NGO
• list the functions of finance management and 

understand their importance 
• know how to integrate finance and project 

management for better outcomes
• know the steps in procurement and why they are 

important
• feel confident about their understanding of their 

NGO’s finance manual.

SESSION 
CONTENT:

• Welcome and registration
• Finance management overview 
• Roles and responsibilities
• Budgeting
• Recording
• Purchasing
• Audits
• Review NGO Admin Manual 
• Review of training

KEY LEARNING  
POINTS:

• Good finance management is a key component of 
achieving organisational goals

• Everybody has a role to play in the efficient and 
effective use of the organisations resources
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Time Activity Details Material

Advance 
preparation

• Set the room up ‘café style’ i.e. with 4-5 partic-
ipants per table. The chairs should be arranged 
so everyone can see the front but also so they 
can easily see each other for group discussions.

• Make sure each table has coloured marker pens, 
pencils, rubbers, a sharpener and assorted 
sticky notes.

• Have a registration sheet for participants to sign 
as they enter.

8.00 -8.15 Icebreaker Choose an ice-breaker to run - -see websites for 
ideas.
http://www.icebreakers.ws
http://www.icaso.org/vaccines_toolkit/subpages/
files/English/energiser_guide_eng.pdf

8.15-8.20 What are 
we doing 
today?

Outcome: Understanding of day’s activities
Outline:
1. Share agenda for the day.
2. Discuss ‘housekeeping’ – breaks, phones, exits, 

bathroom location.

Presenta-
tion

8.20-8.30 Personal 
goals

Outcome: Participants clear about personal goals
Outline:
1. It is important for participants to be clear what 

they want to achieve from the training i.e. to set 
a goal for their learning.  

2. Each participant to write own goal for the day 
on post-it note and stick on central flipchart to 
review at end of the day.

Flipchart- 
GOALS
Post-it 
notes & 
pens

8.30 – 9.15 Finance 
man-
agement 
overview

Outcome: Participants understand the importance 
and breadth of financial management
Possible activities: (See Possible Activities 1 in the 
Module)
• Introduce the topic by asking a) why is it import-

ant? b) whose role is it?  Have a general discus-
sion asking participants opinion. 

• Presentation on the key elements. These could 
be written on a flip chart and then disclosed one 
at a time as the meaning is briefly outlined.

• Participants to score their NGO good/bad for 
each of the key elements. Ask participants to 
consider their own organisation and decide if 
they do each aspect well or not. Discuss any 
general trends about what is not done well and 
the reasons for this.

9.15-10.15 Roles and 
responsi-
bilities

Outcome: Participants understand the importance of 
integrating financial management into everybody’s 
roles and responsibilities
Possible activities: (See Possible Activities 2 in the 
Module)
• Presentation on the 3 key messages and over-

view of roles and responsibilities.
• Put each label Board, Senior Management, Fi-

nance on separate flip charts.  Give participants 
a task and ask them to identify whose role it is 
(See Section 9 Tool, Templates and Resources – 
1. Roles and responsibilities – labels & cards).

• Introduce the concept of integrating finance and 
program staff to jointly work on project finance 
management. 

• Participants to do Mango checklist. Print a copy 
for each participant and ask them to complete 
it alone, then in NGO teams if there is more than 
one NGO represented, ask them to share their 
opinion and discuss any differences. https://
www.mango.org.uk/Pool/G-Mango-Integra-
tion-checklist-Oct-10.pdf

• Conclude with summary why it important for 
the finance functions to be integrated between 
program and finance staff.

Roles & 
responsibil-
ities cards

Printed 
Mango 
checklist

10.15-
10.30

Morning tea

10.30-
11.45

Budgeting Outcome: Participants are familiar with terms used in 
budgeting; understand some attributes of good bud-
gets and the basics of preparing a project budget
Possible activities: (See Possible Activities 3 in the 
Module)
• Presentation on why budgeting is important and 

the basic 3 types of budgets used
• Participants practice preparing a project budget 

that identifies and includes direct costs, indirect 
costs and support costs (See Section 9 Tool, 
Templates and Resources – 2. Project budget – 
scenario). 

Budget 
scenario

Session Plan
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11.45-
12.30

Recording Outcome: Participants understand the importance of 
accurate coding
Possible activities: (See Possible Activities 4 in the 
Module)
• Presentation on coding. 
• Participants to use the Chart of Accounts for 

their own NGO, or an example, to code a set of 
transactions. (See Section 9 Tool, Templates and 
Resources – 4. Coding – sample transactions). 

• Discussion about any differences of opinion; 
what happens if different people use different 
codes (it can lead to incorrect and misleading 
information); what should we do if there is not a 
code (ask Finance to set one up).

Sample 
Chart of 
Accounts
Transaction 
list

12.30-1.30 Lunch

1.30-3.00 Purchasing Outcome: Participants understand the steps and 
paperwork involved in a good procurement process
Possible activities: (See Possible Activities 5 in the 
Module)
• Presentation.
• Participants brainstorm/sort to name all steps, 

documents, and people involved in purchasing 
process (See Section 9 Tool, Templates and Re-
sources – 4. Purchasing process). 

• Participants to discuss a range of scenarios to 
determine if there is a possible mismanagement 
or fraud (See Section 9 Tool, Templates and Re-
sources – 5. Purchasing scenarios). 

Purchasing 
process 
cards
Purchasing 
scenarios

3.00-3.15 Afternoon tea

3.15-3.45 Audits Outcome: Participants know what internal control 
means and the 3 types of audits
Possible activities: (See Possible Activities 8 in the 
Module)
• Introduction to audit and internal control.
• Brainstorm what to prepare for an audit and then 

tick the list off against the list of preparation for 
an external audit (See Section 9 Tool, Templates 
and Resources – 6. Preparation for an external 
audit).

• Provide participants with the list following the 
training.

3.45-4.15 Review 
NGO Admin 
Manual

Outcome: increased familiarity with own NGO’s fi-
nance manual
Outline:
1. Working in groups of 2-3 from the same NGO 

complete a poster that summarises what is in 
your own manual. Consider the discussion from 
the afternoon sessions. If there are gaps in your 
manual make a note of them at the bottom of 
the poster so you can discuss this when you 
return to work.

NGO HR 
manuals
Flip chart 
paper/pens

4.15-4.30 Review 1. Participants to collect their post-it note goal and 
discuss with partner if they have achieved this 
goal.

2. Ask participants to work in pairs – preferably 
someone they have not worked with or from 
a different NGO. The pairs are to discuss the 
course and make notes that they will report back 
to the group:
a. something you didn’t know before
b. something you know but now makes more 

sense
c. something you will tell your colleague or 

manager.

Flipchart
pens
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Support materials

1. ROLES AND RESPONSIBILITIES – LABELS & CARDS 

Instructions: Print or write each label and stick on a flip chart

BOARD

MANAGEMENT

FINANCE

Instructions: Print and stick on coloured cardboard (Do not print shaded column 
– this is the answer)

Ensure funds are used to help beneficiaries effectively B

Ensure organisation has enough funding B

Ensure organisation has effective senior management B

Ensure organisation operates within the law B

Ensure Board can handle its responsibilities effectively B

Ensure resources are used effectively M

Matching resources and activities M

Supporting field staff/managers M

Ensuring that finance staff and program staff work together M

Ensure the finance system is effective F

Setting up and running financial systems F

Helping beneficiaries, managers and trustees understand finan-
cial management issues

F

Support relationships with partner organisation F

Support audits and meeting legal requirements F
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2. PROJECT BUDGET - SCENARIO 

Instructions:  Give each group a copy of the following scenario

Scenario
You are in the planning stages to run a 1 day work shop on alcohol awareness 
with a group of 17 year old school students in an urban based secondary school.  

Discuss the information you would need to develop a project or activity bud-
get. Don’t forget to include direct, indirect and support costs, for example your 
manager’s time to review the plans, finance and administration staff time, or a 
contribution to the office rent.

1. What are the objectives?
2. What activities will be involved in achieving these objectives?
3. What resources are needed to perform the activities?
4. What will the resources cost?
5. Where will the funds come from?
6. Check it is realistic and achievable.

Write your budget up on a sheet of flip chart paper using the following as a 
guide:

Objective:

Activity:

Resources Quantity Cost Total price

Materials

Transport

Staff

Other
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3. CODING – SAMPLE TRANSACTIONS 

Instructions: print a copy for each pair

Working either in pairs or as individuals use your own NGO’s Chart of Accounts 
or a sample one to decide what account code should be used for each of the 
following transactions.  

# Transaction Account code

1 Purchase order for paper to run a workshop

2 Bought a new computer for a project

3 Paid wages for project officer

4 Paid electricity for the office

5 Bought photocopy paper

6 Paid for sandwiches for Board lunch

7 Cash advance for air travel to visit a project site

8 Accountant to attend finance training

9 Project officer to attend finance training

10 Project officer reimbursed for mobile phone 
costs

4. PURCHASING PROCESS 

Instructions: print a copy for each pair and cut up.  Participants to work out the 
correct order, document and who is responsible

Step # Process Document Who is responsible

Prepare purchase 
documents

Purchase Requisition Budget holder

Authorise purchase Purchase Requisition Line Manager

Obtain quotations Supplier quotations Logistics/Finance 

Select supplier Quotation summary Logistics/Finance 

Issue Purchase Order Purchase Order Logistics/Finance 

Receive the goods from 
the supplier

Goods Received Note Logistics/Finance 

Enter purchase in 
Asset Register or Stock 
records

Invoice Finance/Logistics

Pay supplier - check 
invoice against 
quotation, purchase 
order and goods 
received note

Payment Authori-
ty Form/Cheque or 
bank transfer

Finance
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5. PURCHASING SCENARIOS

Instructions: print a copy for each participant

For each of the following scenarios discuss if there is an issue with the 
purchasing process that has been followed. What policies may have been 
breached? What are the risks involved? What action should be taken?

Scenario 1
The FAO has been asked to get quotes to run a workshop that has a budget of 
VUV800,000.  He knows this will be difficult as the hotels are tired of providing 
quotes and never getting the job. His brother works at one hotel as a senior 
manager and is able to provide the facility and lunch for a very good price. So 
the FAO fills in the quotation summary with two estimates – one for a hotel 
they have used before and the hotel where is brother works. He shows his 
brother’s hotel as the lowest.
 
Scenario 2
The project plan includes a contract for a supplier to build 25 classrooms. The 
estimated cost is VUV6,500,000. The logistician recommends to the finance 
manager that because the wet season will start soon they don’t have time to 
do a tender process and so they split the contract between material costs and 
labour costs. 
Four companies are asked to provide quotes but only one quote is received. 
The logistician thinks the price is good and completed the purchase order for 
the country director to sign.

Scenario 3
The project manager is driving back to the office and notices a sale of build-
ing materials. She knows that timber is needed to complete the health centre 
before the immunisation program can start. The project manager has been a 
builder and knows the quality of timber is appropriate. She decides on the spur 
of the moment to buy the material and order for it to be delivered to the build-
ing site. She pays for it on her own credit card even though the total purchase 
price is above her delegation.

Finance staff Check

• bank reconciliations -monthly

• bank statements – monthly

• petty cash records & reconciliations

• asset register

• trial balance for audit period

• general ledger printout/cash books

• draft reports (Income & Expenditure; Balance Sheet; Cash Report)

• exchange rates used

• budget & cash flow

• Finance, Human Resources & Administration Manuals

• creditors’ reconciliation

• debtors’ reconciliation

• bank authorisation letter

• representation letter

• signatory register

• receipt books 

• payment vouchers

• deposit books

• cheque books – in number sequence

• list of Board members

• minutes of Board meetings

• employee contracts

• donor contracts

• salary schedules

• tax and superannuation records and reconciliations

• group tax records if relevant

• depreciation schedule

• cash advance acquittals

• previous management letter

• ensure relevant staff and Board members are available

Program staff

• contract documents

• agreed activity based budget

• activity reports

• organise beneficiary visits

• any outstanding receipts

• check availability of program staff
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6. PREPARATION FOR AN EXTERNAL AUDIT

Instructions: print a copy of the list (previous page) to check following the 
brainstorm and then provide a copy for each participant to have following 
the activity.
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RESOURCES 

There are references within each module to source material that is available on 
the web.  

Additionally the sites below offer more broad and general information about each 
module or topic.

Progressio: Capacity Building Manual
http://www.progressio.org.uk/content/capacity-building-manual

Civicus: tool kits
http://www.civicus.org/index.php/en/media-centre-129/toolkits

How to do Strategic Planning
http://www.intrac.org/data/files/resources/729/Strategic-Plan-
ning-A-PLP-Toolkit-INTRAC.pdf

How to develop a Communication Strategy
https://knowhownonprofit.org/campaigns/communications/effective-commu-
nications-1/communications-strategy

DFAT requirements regarding Child Protection, Counter-terrorism and Anti-fraud 
policies
http://dfat.gov.au/aid/topics/safeguards-risk-management/Pages/default.
aspx

http://dfat.gov.au/international-relations/security/counter-terrorism/pages/
dealings-with-terrorists-information-for-australians-and-australian-business-
es.aspx

Anti-bullying policy
https://www.worksafe.vic.gov.au/__data/assets/pdf_file/0013/11191/MIA_
bullying_Final.pdf

Health and safety policies
https://www.ngoservicesonline.com.au/files/pdf/Workplace_health_and_safe-
ty_Checklist.pdf

Finance management
https://www.mango.org.uk/freeresources

References
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