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Step 2 – Supporting Documentation
Before you submit this application, please ensure that you have included all of the documents listed below.  We will only continue with the assessment of your application once ALL the documents have been received.
	
	Documents
	Please Tick


	 OFFICE USE ONLY

	1.
	Copy of your latest Annual Report 
	 FORMCHECKBOX 

	

	2.
	Copy of your latest Unabridged Audited Financial Statements
	 FORMCHECKBOX 

	

	3.
	Copy of your Management Accounts – as per guidelines
	 FORMCHECKBOX 

	

	4.
	Copy of your NPO certificate
	 FORMCHECKBOX 

	

	5.
	Copy of PBO status letter from SARS (if applicable)
	 FORMCHECKBOX 

	


Complete the Financial Information Sheet below (for the organisation as a whole). Please refer to the guidelines below the tables.
	FINANCIAL INFORMATION SHEET

	Financial Year End (end of which month):   FORMDROPDOWN 


	
	A
	B
	C
	D
	E

	
	Last Audited Year


	Most Recent Financial Year (if not yet audited)
	This financial year
	Next financial year budget



	
	
	
	Budget
	Actual

(year-to-date)
	

	Year ending in
	20  
	20  
	20  
	20  

	
	
	
	
	
	

	A. Income: Transfers
(South African Government) 
	     
	     
	     
	     
	     

	B. Income: Donors
	     
	     
	     
	     
	     

	C. Income: Other (inc Fees/ Self-generated income)
	     
	     
	     
	     
	     

	D. TOTAL INCOME (A+B+C)
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0


	E. Expenditure: Payroll
	     
	     
	     
	     
	     

	F. Expenditure: Other
	     
	     
	     
	     
	     

	G. TOTAL EXPENDITURE (E+F)
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0


	H. SURPLUS / (DEFICIT) (D-G)
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0


	I. Reserves
	     
	     
	     
	     
	     

	J. Committed Reserves (funds earmarked for specific projects
	     
	     
	     
	     
	     

	K. TOTAL RESERVES (I+J)
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0


	L. Cash + Investments
	     
	     
	     
	     
	     

	M. Fixed Assets
	     
	     
	     
	     
	     

	N. Other Net Assets / Liabilities
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0


	O. TOTAL NET ASSETS (L+M+N)
	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0

	0 FORMTEXT 

0



Donor Information: List your 5 largest donors and the amounts granted during the most recent financial year.

	Donor
	Amount

	     
	     

	     
	     

	     
	     

	     
	     

	     
	     

	VAT registered?:         Yes:  FORMCHECKBOX 
 No:   FORMCHECKBOX 

NPO registered?:        Yes:  FORMCHECKBOX 
 No:   FORMCHECKBOX 

PBO registered?:         Yes:  FORMCHECKBOX 
 No:   FORMCHECKBOX 



	
	
	
	
	
	


Does the budget included in the column “This year budget” (Column C), include the budget for the application submitted?        Yes:  FORMCHECKBOX 
 No:   FORMCHECKBOX 

Guidelines on how to fill in page 2– Financial Information Sheet:

The Financial Information Sheet is a review of the financial health of the organisation as a whole. It should therefore be completed for the entire organisation (and not only for the programme for which funding has been requested).

The Audited and signed Annual Financial Statements, Management Reports and draft Annual Financial Statements are submitted as supporting documents for this section. Therefore the Financial Information Sheet should match the submitted statements.

Column A must be completed (using the submitted audited Annual Financial Statements). Audited Annual Financial Statements must be signed by the auditor and Directors or Trustees.

Column B should only be completed if Draft Annual Financial Statements have been compiled.  Draft Annual Financial Statements are financial statements in draft format which have been compiled but the audit has not yet been finalised.

Column C is the budget for the current financial year and must be completed (for the full year). Budgets need only be completed up until Row H (Surplus/ (Deficit)).

Column D should be completed if more than 4 months of the current financial year has passed and should reflect the figures on the Management account statements. Management Accounts are printed from your accounting system and include both an Income Statement and Balance Sheet. We need this information for your current financial year up to your most recent month end (if more than 4 months of the current financial year has elapsed).

Column E is the budget for the next financial year. It should be completed if the figures are available and must be completed if the organisation is within three months of the start of the next financial year. Budgets need only be completed up until Row H (Surplus/ (Deficit)).

Further Notes:

A) Income (Transfers): All income from the South African Government.

B) Income (Donors): Grants or donations from Private funders, Bilateral and Multilateral donors, Trusts, Foundations, Corporate Social Investment and Foreign governments.

C) Income (Other): Includes all rental income, self-generated income through fundraising events, interest income and all other income not generated through Grants or Transfers.

D) Total Income: Automatically calculated from above.

E) Expenditure (Payroll): The salaries and wages for the year.

F) Expenditure (Other): All other expenses incurred, including finance costs.

G) Total expenditure: Automatically calculated from above.

H) Surplus/ (Deficit): Automatically calculated on form. This should equal the Net Profit/ (loss) on the income statement of your Financial Statements or Management Accounts.

I) Reserves: Reserves is the Equity section on the Balance Sheet (and equals Total Assets less Total Liabilities). It may be called Reserves, Equity, Capital & Reserves or Funds on the Balance Sheet. Row (I) on the Financial Information Sheet is the uncommitted portion of the Reserves. If no funds are earmarked for specific projects, (I) equals the Total Reserves.

J) Committed Reserves: Funds earmarked for specific projects.

K) Total Reserves (I + J): This is automatically calculated from above and should equal the Reserves on the Balance Sheet of your Annual Financial Statements or Management Accounts.

L) Cash + investments: Cash, Money market accounts, unit trusts, interest or dividend earning investments.

M) Fixed Assets: As per the Balance Sheet.

N) Other Net Assets/(Liabilities): This is a balancing figure and is automatically calculated (O – L – M)

O) Total Net Assets / (Liabilities) (L + M + N): This is automatically calculated and equals K. 
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