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Guide to Proof of Use 
for grants from the Small Projects Fund for non-profit organisations 

This translation of the ‘Guide to Proof of Use’ is intended to assist in the preparation of the 
final report. Only the German version is binding. 
 
If you have any questions, please feel free to contact us by phone in advance. 

 

Contents: 
I  General explanations for preparing the proof of use 
II  Explanations for the financial report 
III  Explanations for the factual report 

 

 

 

 

 

Please send the proof of use electronically as editable files, in Word, Excel, or Open Office, 
with clear labeling concerning the relevant foundation. The factual report must also be 
submitted as a legally valid signed scan electronically. 

Please use the following contact details: 

 
W. P. Schmitz-Stiftung 
kpf@schmitz-stiftungen.org 
https://www.kleinprojektefonds.de/kontakt/kontakt-schmitz-stiftungen/ 
 
OR 
 

Stiftung Nord-Süd-Brücken 
vn-kpf@nord-sued-bruecken.de 
https://www.kleinprojektefonds.de/kontakt/kontakt-stiftung-nord-sued-bruecken/ 
 
 
 

 

 

https://www.kleinprojektefonds.de/kontakt/kontakt-schmitz-stiftungen/
https://www.kleinprojektefonds.de/kontakt/kontakt-stiftung-nord-sued-bruecken/
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I Explanations for Preparing the Proof of Use 

1. Deadline for Proof of Use 

The proof of use must be prepared after the project is completed and generally submitted within 
three to four months after the end of the project. For smaller projects, this may be earlier. The exact 
date can be found in the funding agreement. If an extension is needed, a justified written request (by 
email) should be submitted early (before the deadline), which will be reviewed and possibly 
approved by the foundations. 

2. Components 

The proof of use consists of the financial report, the factual report, and the required attachments. 
We recommend preparing the financial report first so that the factual report can address the 
financial results and explain significant deviations. 

Financial Report: The financial report consists of: 

− the binding financial plan for the project (TARGET), supplemented by the actual expenses 
and income (ACTUAL) 

− the list of receipts 
− the list of receipts for expenses under 50 euros 
− the attachments (depending on the project content) 

The financial plan and the lists of receipts are included in the Excel file "Part C". 

For payments to the partner organisation made in a currency other than the national currency or 
euro (e.g., USD, GBP, etc.), there are separate lists of receipts, which are initially not visible but 
included in Part C. If this applies to your project, please contact us at the latest at the start of the 
project so we can assist you in using the correct lists of receipts. 

The financial report is to be submitted as an Excel file. If a collective list of receipts for expenses 
under 50 EUR has been completed, it must be legally signed and scanned for digital submission. All 
attachments to the financial report should also be submitted electronically by email: 

− All expense receipts as scans (the originals must be kept by the partner organisation for at 
least 8 years after the project ends!) We reserve the right to request any or all original 
receipts at any time. 

− Scans of bank statements of the applicant, showing the receipt of funds and the forwarding 
of all financial resources (funding, own funds of your organisation, and possibly funds from 
other donors) to the partner abroad. 

− Scans of bank statements of the partner abroad, showing the receipt of all funds for the 
project and all non-cash (check/transfer) paid invoice amounts. 

− If the partner organisation has a EUR or foreign currency account (not national currency) 
(e.g., USD, GBP, etc.), you must include receipts for the exchange into local currency (e.g., for 
cash withdrawals). 
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If relevant:  

− Comparative offers (cost estimates) obtained before awarding deliveries and services, with 
the corresponding award note (unless already submitted during the application process – in 
this case, submitting the award note is sufficient). 

− Scan of the inventory list (see under “II Explanations for the Financial Report”, point 4.) 

− For fee expenses, scans of fee contracts and invoices. 

− Scans of employment contracts for all employees of the partner organisation paid by the 
project. 

− Expert reports on water quality/water analysis. 

− Handover agreement for construction projects or other major investments (more 
information can be found under section II, 3. Inventory). 

Factual Report: The factual report must be prepared using the “Proof of Use Part D” form, legally 
signed as a scan and sent by email and supplemented by the following electronic attachments: 

− 1–2-page compilation of photos documenting the project 

− For projects with minors as the target group:  
o Developed child protection policy and/or emergency plan (if not already available 

and submitted during the application process). 

− For funding of educational/training measures:  
o Scans of participant lists with title, times and date of the activity, name, and 

signature of participants, one signature per day. 
o Scan of the program, advertisement, etc. 

− For funding of printed materials/media:  
o Sample copies (alternatively, copy) of flyers, posters, book titles, links, etc. 

− Regarding your public relations work for the project in Germany:  
o Sample copies, web links, press articles, flyers, etc. 

You are welcome to include additional documents with the proof of use that you consider helpful for 
documenting the project. For extensive media documentation, you can also save photos or videos 
electronically and send them to us in addition to the 1–2-page photo compilation. 

 

II Explanations for the Financial Report 

The financial report consists of the most recently approved financial plan and the list of receipts (Part 
C of your project application) as well as the attachments. The financial report must be submitted as 
an editable file (e.g., Excel file), all other documents also electronically. 

When settling accounts with a Chartered Accountant (CA) (certified independent auditor), you must 
observe the notes in the application guide and the instructions for external auditing, both of which 
can also be found on the Small Projects Fund website in various languages. 

Always start preparing the financial report with the list of receipts, which forms its basis. 

1. About the list of receipts (this is a worksheet in Part C): 
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The “List of Receipts” worksheet contains three different tables: 

− Income 
− Calculation of the exchange rate 
− Expenses 

Please fill out all tables in the list of receipts completely according to the following points. 

If the list of receipts is completed by the partner organisation, ensure that the list from Part C is used. 
Make sure the list is not changed. The list of receipts is also available in the following languages: 

− English 
− French 
− Spanish 
− Portuguese 

Table “Income” (this should always be completed by you, as your partner organisation usually does 
not have the necessary information): 

Income includes all funding called up from the foundations as well as your organisation’s own funds 
and, if applicable, funding from others and/or the financial contribution of your partner organisation. 

The date of payment is: 
− For funding from the Small Projects Fund and other funding, the date the funds were 

credited to your organisation’s account (in Germany). 
− For your organisation’s own funds and a financial contribution from your partner 

organisation, the project start date, as these funds should be available at that time. 
− If additional money is received during the project period (e.g., from project activities), this 

should be indicated along with the date of receipt – unless it is used to permanently secure 
results for the target groups. 

All income in euros is also stated in euros; the partner’s share is usually in local currency and entered 
in the “Amount in local currency” column. This is automatically converted to euros by a built-in 
formula! 
 
Table “Calculation of the exchange rate” (this table should also be completed by you, using 
information from your partner organisation): 
This table records every single transfer to the partner organisation. If, for example, for cost-saving 
reasons, you transferred funds for the funded project and for other purposes in one transfer, please 
enter both the total amount in euros and in local currency in the “Exchange Rate Calculation” table. 
Please indicate next to it which euro amount relates to the project. 

If you did not calculate transfer and exchange fees during the application process and did not include 
them as operating expenses in the financial plan (Part C), you can take these fees into account when 
calculating the exchange rate. In this case, enter each transfer to your project partner with the 
amount debited from your account (amount in euros INCLUDING bank fees). Also, in the same row, 
indicate the amount credited to your partner organisation’s account (amount in local currency minus 
withheld bank fees), or the amount obtained in an exchange. 

If transfer and exchange fees were included as operating costs in the financial plan (Part C) during the 
application process, you can record these costs directly in the expenses table. In this case, to 
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determine the exchange rate, enter the amounts in the exchange rate table with which your account 
was debited for the transfer to the project partner (without fees). The same applies to the project 
partner’s account for the credit of the transferred funds. (This case is usually only necessary for 
currencies with a fixed exchange rate to the euro, e.g., CFA.) 

If the project funds were transferred to a foreign currency account of the partner organisation, you 
will need a suitable list of receipts. This is also already included in Part C, but initially not visible to 
you. Please contact us about this. 

Table “Expenses”: 
Before completing this table (unless this has already been done continuously during project 
implementation), you or your partner organisation should follow these steps: 

1. Expense receipts must first be sorted by budget lines (investments, operating expenses, 
personnel expenses). Please ensure that you and your partner organisation scan the receipts in 
the order in which they are entered in the list of receipts. 

Make sure the receipts contain the following components: 

a) Receipt (invoice, receipt) must be issued to the partner organisation 
b) Date of issue/payment 
c) If a receipt is issued, e.g., on a receipt pad of the partner organisation and thus no company 

logo is visible, please add the name of the payee in clear text 
d) Reason for payment 
e) Signature of the issuer/payee (can also be a fingerprint) 
f) Note whether payment was made in cash or non-cash (e.g., card payment, check, transfer). 

For non-cash payment, a payment confirmation in the form of a bank statement with the 
corresponding booking must be attached. 

For payments by check, a copy of the check must be attached to the payment confirmation (bank 
statement). 
For receipts in languages other than English, French, Spanish, or Portuguese, a summary in German 
must be provided. For non-Latin scripts, a translation of the entire receipt must be prepared (this can 
be done by you or the partner organisation, see Appendix 1: Example of a translation). 

Please copy receipts on thermal paper promptly, as they fade quickly! 

Please stick small-format receipts individually on a DIN A4 page before scanning and make sure all 
scanned receipts are fully visible and legible! 

For all personnel expenses, the receipts must contain the following information: 
a) Date of payment 
b) Amount 
c) Payee 
d) Function / service, period (for which the payment was made) 
e) Number of hours and reason, as well as a 
f) Signature of the payee 

If personnel are paid proportionally through the project, the percentage (%) should be stated. 
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Personnel expenses can also be documented in list form. These lists must also contain the above-
mentioned items, and the payee must acknowledge receipt of the amount in the respective row. 

For fee contracts, the hours worked or the agreed service must be included in an invoice. 

2. Serial number: Number the expenses and income in the list of receipts consecutively. 
 

3. Receipt number: Please assign a unique receipt number for each receipt and a reference to the 
project and note this on the receipt, preferably at the top. This is important for assigning receipts 
to the list of receipts. The receipt number can include the project number and the numbering 
according to the financial plan. 

 
4. Date of payment: Please indicate the date the payment was made. Please use the date format 

“dd.mm.yyyy”. It is important that only a full stop is used as a separator and not a slash (/) or 
similar. 
 

5. Payee: Enter the name of the payee/invoice issuer here. 
 

6. Reason for payment: Indicate what the payment was for (service provided, item purchased, etc.) 
 

7. Amount in local currency: the actual payment amount (taking discounts, etc. into account) 
 
8. Amount in EUR: This column is calculated automatically after the exchange rate calculation table 

is completed. Please do not overwrite this formula (exception: if the expense was paid in euros). 
 

9. Explanations: Please provide additional information here, e.g., on the calculation basis, obtained 
offers, further details, required to understand the receipt. 

Each receipt is entered in exactly one row in the list of receipts; individual expense items from 
invoices are not recorded separately in the “Expenses” table. Multiple invoices must not be 
combined. 

Individual expenses under 50 EUR 
Expenses under 50 EUR can be entered separately by budget line (investments, operating expenses, 
personnel expenses) in the worksheet “List of Receipts Small Expenses < 50€”. This list is structured 
the same as the “Expenses” table in the list of receipts. There are also other lists if expenses were 
made in different currencies. 

The list is submitted with an original signature as a scan. The receipts for the expenses recorded in 
this list do not need to be submitted. The sum in local currency for each budget line is then entered 
in the “List of Receipts” worksheet at the end of the corresponding budget line. 

Please check the “List of Receipts” worksheet before sending it to the responsible foundation. 
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2. About the financial plan: 
 

Please use the binding financial plan according to the funding agreement (or, in the case of changes, 
the most recently approved one) for the numerical TARGET / ACTUAL comparison of the financial 
report. Enter all expenses and income (grants, third-party services, own funds) in the ACTUAL 
column. 

2.1 Reserve fund: 

If a reserve fund was planned during the application process (e.g., to cushion cost increases or 
exchange rate losses), the expenses financed from it must be assigned to the corresponding 
individual items or budget lines. In the accounting, the reserve fund is already set to “zero” in the 
ACTUAL column of the financial plan. If the reserve fund is used for newly added expense items, this 
can be done by inserting a new row in the corresponding budget line (investments, operating 
expenses, etc.). If you have not already done so in advance, please apply for subsequent approval of 
the additional expense items and explain in the factual report under point 1.6.2 what the reserve 
fund was used for. Please also note that each budget line may only be exceeded by a maximum of 
30%. If the shifted funds from the reserve fund or other shifts result in an excess of more than 30%, a 
change to the financial plan must be applied for at the foundations in a timely manner (preferably 
before the funds are fully spent, in writing by email). 

3. Inventory: 

Please make an inventory of the mobile items purchased to fulfil the purpose of the grant, whose 
purchase or production value exceeds 800€. Please use the “KPF Inventory List” template, which you 
can find on the Small Projects Fund website: 
https://www.kleinprojektefonds.de/foerderung/projektabrechnung/. 

The inventory list must be signed by the project partner; submission as a scan is sufficient. 

Please note that all purchases with a single value over 800 EUR are subject to binding periods, i.e., 
they must be used for the approved purpose for a certain period, otherwise there may be claims for 
repayment. These binding periods and the obligation to compensate for non-compliance can be 
found in the funding agreement. This information must also be included in the partner/project 
agreement. 

For buildings or land acquired in the project that do not remain in the possession or ownership of the 
partner organisation but pass into the possession or ownership of the target group, a village 
community, etc., a handover/transfer agreement must be drawn up regarding the appropriate 
retention. Templates for the handover agreement can also be found on the Small Projects Fund 
website.: https://www.kleinprojektefonds.de/foerderung/projektabrechnung/ 

4. Administrative cost allowance 

The administrative cost allowance usually remains with the applicant association in Germany but can 
also be used for non-direct project-related costs of the partner organisation. These are always real 
costs but only need to be documented with receipts in the event of an audit by the BMZ external 

https://www.kleinprojektefonds.de/foerderung/projektabrechnung/
https://www.kleinprojektefonds.de/foerderung/projektabrechnung/
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audit or the Federal Audit Office. We strongly recommend creating a list of the costs incurred here; 
the receipts must be kept for 8 years. Enter the total costs according to the list in the corresponding 
ACTUAL cell (but not more than the maximum allowable amount or the amount applied for). If funds 
budgeted and approved as administrative costs were not spent for this purpose, they could be spent 
in other budget lines. 

Possible costs for this item in Germany are all costs incurred by the applicant organisation for project 
support; thus, these are listed in the annual report and the association’s income/expenditure 
statement for the tax office. Examples include: rent and ancillary costs, office supplies/printer 
cartridges, volunteer allowances, postage, general (not project-related) bank fees, volunteer 
allowances, travel expenses (for trips made in the function of association representation, e.g., to the 
grantor, for networking/organisation, further training), costs of the annual event with report, notary 
fees, and also project trips, provided they were not funded through the approved project. 

In the project country, these are costs generally incurred by the partner organisation as an 
organisation, similar to the costs listed above for the private sponsor in Germany. These do not 
include costs directly attributable to the project, as these (they go under “operating expenses”) can 
be settled individually. 

If the administrative costs are shared between the project sponsor and the partner organisation, this 
must be recorded in the partner agreement, and a second row must be inserted in the accounting so 
that the sums of the funds spent in Germany and those spent in the project country can be 
distinguished. 
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III. Explanations for the Factual Report 

Please use exclusively the current Part D form for the factual report, which you can also find on the 
website: https://www.kleinprojektefonds.de/foerderung/projektabrechnung/  

The factual report must be submitted both as a legally signed scan by email and as an editable file 
(e.g., Word document). 

The basis of the factual report is the project application (Part B). It describes the project 
implementation with regard to the target groups, objectives, impacts, indicators, and measures 
defined in the application. It should reflect the actual project reality, including any problems that 
may have occurred and how they were handled. 

The factual report: 

• Provides accountability for the completed project and presents a TARGET-ACTUAL 
comparison between the planned and realized project. 

• Serves as a reflection on the planning and implementation of the project, can be an 
important communication tool for all those involved, and contributes to quality assurance 
and intensive learning processes. 

• Can, in excerpts, become part of the public relations work for both the funded organisation 
and the grantor, helping to bring development policy issues to a broader public beyond the 
project. 

 
1. Project Implementation 

1.1 Project Duration 

Indicate the originally approved project duration. If changes to the project duration were requested 
and approved during implementation, also enter the most recently approved duration. 

1.2 Updated Short Description of the Project 

The short description explains the projects for interested third parties. The short description from the 
application (see Part B, 1.7) should therefore be updated. Briefly explain the project objective, the 
impacts achieved, and the measures used. This description may be published on the websites of the 
foundations and the Small Projects Fund. 

1.3 Changes in Framework Conditions and Project Organisation 

− Were there changes in the project environment (institutionally, at your organisation or the 
partner organisation, at the project location due to political or ecological influences, etc.) that 
affected the project implementation? 

− Was the project carried out as planned (in terms of time, content, finances), or were 
conceptual or other changes (project location, problem statement) made during the project 
period? 
 
 
 
 
 

https://www.kleinprojektefonds.de/foerderung/projektabrechnung/
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1.4 Reaching Direct / Indirect Target Groups 

Direct target groups: 

− Were there changes regarding the type, number, and composition of the target groups 
directly addressed by the project? Please explain. 

− Were as many people reached as planned? 

Indirect target groups: 

− Were there changes regarding the type, number, and composition of the target groups 
indirectly benefiting from the project? Please explain. 

1.5 TARGET-ACTUAL Comparison of Objectives / Impacts 

1.5.1 Tabular Comparison 

− Here the achievement of objectives (project objective, sub-objectives) is to be documented 

− Use the objectives and sub-objectives from your application, including initial values (ACTUAL) 
and target values (TARGET). 

− If a change request was approved during the project period, use the most recently approved 
formulations. 

− Add the actually achieved values to the table. 

1.5.2 Description of Achieved Objectives / Impacts 

− Explain the objectives/impacts achieved in point 1.5.1 in more detail. 

− If objectives/impacts were not achieved or only partially achieved, explain here. 

1.5.3 Other Unintended Impacts 

Did the project trigger other changes (positive or negative)? What are they? What implications do 
they have? 

1.6 TARGET-ACTUAL Comparison of Measures / Finances 

1.6.1 Detailed Description of Implemented Measures 

− Describe who implemented which activities and how during the project. Also explain in case 
the project on site could not be accompanied, evaluated, and documented by the partner 
organisation as planned. 

− Were the necessary skills conveyed through the training planned in the application for your 
partner organisation? If not, please explain. 

− If there were particularities / special circumstances during the project (unexpected questions, 
special findings, difficulties, delays, personal changes, unexpected positive or negative 
effects), explain these as well. 

1.6.2 TARGET-ACTUAL Comparison of Finances 

Explain possible changes/deviations regarding: 

− Income 

− Expenses, if significantly over- or underspent 

− Use of the reserve fund for unforeseen events 

− Fund disbursement 
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− Forwarding deadline: forwarding of funds to the project country or, in the case of 
procurement in the euro area (exception), within a maximum of 6 weeks after the funds are 
credited to the applicant's account 

− Spending deadlines: spending of funds in the project country within 4 months after the funds 
are credited to the applicant's account 

− That occurred during implementation in comparison to the application of the project  

1.6.3 Documentation of Notifiable Changes in Project Implementation 

− If fundamental framework conditions (location, duration, target group, partner organisation, 
etc.) changed during the project period or if there were changes of more than 30% in the 
budget lines (investments, operating expenses, personnel expenses) or changes in the 
quantity and number of individual items, these must generally be requested informally in 
advance and approved by the foundation. 

− Justify any changes you are applying for retroactively. This is necessary in case prior approvals 
could not be obtained (should be the exception!) or if the total project sum has increased, 
additional funds have been used for that by the applicant, etc. 

1.6.4 Cooperation with Other Stakeholders 

If other stakeholders were active on site in the same region, with the same target group, or in the 
same area on your project topic, was there an exchange between your partner organisation and 
these stakeholders, and were there any agreements, arrangements, or cooperations? 

1.7 Risk Factors and Risk Mitigation Measures 

− Did the risks described in the application, which could have prevented or impacted the 
success of the project, occur, and how did your partner organisation and your organisation 
respond to these? 

− Did the influences on the ecological balance and existing power structures named in the 
application occur? 

− Were there any other risks? What measures did the partner organisation take to counteract 
them? 

1.8 Sustainability 

− Could the intended positive impacts of your project be secured in the long term through the 
measures listed in your application? Please explain possible deviations. 

− What was done after the end of the project to ensure that the positive impacts for the target 
groups are maintained? 

− What resources (e.g., money, time, knowledge) are used to secure the project impacts after 
the project ends, and can these be provided permanently by the target group? 

− How long can the project’s services be used by the target groups? 

1.9 Public Relations in Germany 

− Were the project-related public relations measures planned in Germany carried out= Please 
explain possible changes. 

− Please add references to web links, press articles, flyers, sample copies, etc., to your proof of 
use (if available). 

1.10 Implementation of Conditions 

If conditions were imposed in the funding agreement/grant agreement, please report how these 
were implemented. 
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2. Conclusions 

− Please summarize the project’s success. Which planned objectives/impacts were achieved? Which 
additional positive objectives/impacts have emerged? Which negative impacts occurred? What 
strengths and weaknesses did the project have? Feel free to be critical; what matters here is the 
actual project reality. 

− Assess the project in terms of its relevance, effectiveness, and efficiency. How could these aspects 
be further improved in follow-up projects? 

− Which experiences and insights (“lessons learned”) should you and your partner organisation 
definitely consider in the planning and implementation of a follow-up project? 

− What perspectives does the project open up for the future (further substantive work on the topic, 
further cooperation with specific partners, prospects for partnerships, public impact/broad 
impact of the project, etc.)? 

 

 


