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D E F I N I T I O N S

Governance

Management

By-laws

Q What is the difference between governance and 
management? Who provides governance, and 
why is it important?

A
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R E F E R E N C E S

A Handbook of NGO Governance  
http://www.ecnl.org/dindocuments/ 
18_Governance%20Handbook.pdf

Governance at a Glance
http://www.ngoconnect.net/c/
document_library.pdf

Governance & Board Mechanics

htm#Boards
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1

D E F I N I T I O N S

Governance

Management

Q Why does our organization need a Board, and 
how do we create an effective one?

A

Governance 1.1: Governance, Management and the Role of a Board 
of Directors 
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1

Example of Position Description for Board Members

Source A Position Description for Board Members A Handbook on NGO 
Governance  

AVOID CONFLICTS  
OF INTEREST

potential
perceived

Source:

Take time to get to know 
your candidates for the 
Board and carefully consider 
what they will bring to the 
Board if selected to serve. 
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Sample Orientation Agenda

Source: Sample Orientation Agenda 

R E F E R E N C E S

A Handbook on NGO Governance 
http://www.ecnl.org/
dindocuments/18_Governance%20
Handbook.pdf

Developing Board Recruitment Plan
http://www.createthefuture.com/
developing.htm 

Governance & Board Mechanics

htm#Boards

http://www.bridgestar.org/
LearningCenters/Recruiting/
RecruitingBoardMembers.aspx
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Q How do we get started planning for  
the future? 

A

actionable  short-term horizon

strategic  medium-term horizon 

D E F I N I T I O N S

Action Plan

Horizon—

Vision

Mission

Stakeholders
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1
long-term vision

1. Agree on a strategic planning process.

2. 

3. Conduct an environmental scan.

4. Identify key issues and choices.

5. Develop strategic goals.

6. Develop strategic objectives. 

7. Create an action plan.

8. Identify the resources needed to carry out your action plan.

9. Create a budget and implementation plan.

10. Monitor and evaluate progress adjust the plan as required.

R E F E R E N C E S

Civicus Strategic Planning Toolkit 
https://www.civicus.org/view/
media/Strategic%20Planning.pdf 

Problem Solving: SWOTS &  
Strategic Plans
http://www.networklearning.org/
index.php?option=com_content& 
view=article&id=118:problem 
solving-swots-a-strategic-plans& 
catid=21:management&Itemid=145

“Strategic planning is a process 
by which we can envision 
the future and develop the 
necessary procedures and 
operations to influence and 
achieve that future.”  

-Clark Crouch
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D E F I N I T I O N S

Financial Management

Financial Management Manual

Q  
involve? 

A

1. Planning

2. Organizing
3. Controlling

4. Monitoring

NGO FINANCIAL  
MANAGEMENT MANUAL

Sample Table of Contents

The manual may also include 
reference materials such as: 

Source: 
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Players in 
Financial 
Management Sample Responsibilities
Board of 
Directors 
(Trustees)

Chief 
Executive 

 
CEO 
(Executive 
Director)

Senior 
Managers

Program 
Staff

Finance Staff

http://www.access.gpo.gov/nara/cfr/waisidx_10/22cfr226_10.html

R E F E R E N C E S

U.S. Government Standards for 
Financial Management Systems 
U.S. Code of Federal Regulations
22 CFR 226.21
http://www.access.gpo.gov/nara/
cfr/waisidx_10/22cfr226_10.html

The Essential NGO Guide to 
Managing Your USAID Award
www.NGOConnect.NET/resources/
ngoguide

Practical Financial Management 
for NGOs—Getting the Basics 
Right. Mango (Management 
Accounting for Non-governmental 
Organisations)
http://www.mango.org.uk/Guide 

A Practical Guide to the Financial 
Management of NGOs. Namibia 
Institute for Democracy
http://www.nid.org.na/pdf/
publications/Financial%20
training%20manual.pdf
http://www.nid.org.na/pdf/
publications/Financial%20
training%20manual.pdf

MSH EHandbook Chapter 6 
“Managing Finances and Related 
Systems” http://www.msh.org/ 
Documents/upload/msh_
eHandbook_ch06.pdf

Good financial management 
enhances your accountability 
to your donors and 
beneficiaries. It also builds 
respect for and confidence in 
your organization, improving 
your chances for long-term 
financial health.
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D E F I N I T I O N S

Award Amount

Obligated Amount

Pipeline

Burn Rate

Q What are our “pipeline” and “burn rate,” and  
how do we calculate them?

A

pipeline
burn rate

pipeline

Calculation: 

burn rate

Calculation: 

OBLIGATIONS VS.  AWARD
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Calculation: 

Award Amount $1,000

Original Obligation $10

Additional Obligation $300

Total Obligation to Date $310

Jan Feb Mar Apr Total

Spending $25 $55 $35 $30 $145

Calculations Result

Pipeline $310-$145 $165

Burn Rate $145 / 4 $36.25

Months Remaining $165 / $36.25 4.5 months

R E F E R E N C E S

ADS Glossary 
http://www.usaid.gov/policy/ads/
glossary.pdf 

USAID’s Accrual Documentation  
http://www.usaid.gov/policy/
ads/600/631sab.pdf 

ITEMS TO CONSIDER

Remember:
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D E F I N I T I O N S

Burn Rate

Exchange Rate

Obligated Amount

Pipeline

Weighted Average Exchange Rate

Q is their impact on project implementation?

A
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Sound financial 
management practices are 
the best way to anticipate 
the impact of fluctuating 
exchange rates and 
mitigate any negative 
effects on your program.

Date
Amount 

Received  
in USD

Exchange 
Rate

Amount 
Received  
in Rand

Expenses 
in Rand

Expenses in 
USD

January 1 1,000 7 7,000 7,000 7,000/7 = 1,000

January 15 2,000 8 16,000 8,000 8,000/8 = 1,000

January 23 500 5 2,500 2,300 2,300/5 = 460

TOTAL 3,500 25,500 17,300 2,460 

Date USD Exchange Rate Rand
January 1 1,000 7 7

January 15 2,000 8 16,000

January 23 500 5 2,500

TOTAL 3,500 25,500

If the exchange rate greatly 
affects your programming 
and your targets, it is 
important to share this 
challenge with your funder 
and troubleshoot how the 
shortfall will be addressed.
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Financial Management 2.2.

Program Management 4.2.)

R E F E R E N C E S

Mandatory Standard Provisions 
for Non-U.S. Nongovernmental 
Recipients – Local Procurement (#8)  
http://www.usaid.gov/policy/
ads/300/303mab.pdf

Code of Federal Regulations –  
Local Procurement – 22 CFR 228.40
http://www.access.gpo.gov/nara/
cfr/waisidx_01/22cfr228_01.html
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Q What is cost share? What counts toward cost 
share, and how do we report it?

A

Example: 

Cash and in-kind contributions

D E F I N I T I O N S

Cost Share

In-Kind Contribution

 

COST SHARE VS.  
MATCHING FUNDS
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Volunteer services

Donated supplies 

R E F E R E N C E S

OMB Circular A-110 - Uniform 
Administrative Requirements 
for Grants and Agreements with 
Institutions of Higher Education, 

Organizations 
http://www.whitehouse.gov/omb/
circulars_a110 

IN YOUR AGREEMENT
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Q We have multiple projects with different funders; 

A

1. Direct project costs

2. Shared project costs

3. Non-project costs

may

D E F I N I T I O N S

Direct Project Expenses

NICRA

Shared Project Costs
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These percentages may 
also be used as the basis for allocating costs for other shared expenses. 

R E F E R E N C E S

Best Practices Guide for  
Indirect Costing. 
http://www.usaid.gov/business/
regulations/BestPractices.pdf

ITEMS TO CONSIDER

Q: If we have a NICRA, do we still 
need to allocate shared costs?
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Q  Is our organization exempt from paying VAT  
and customs duties on goods and services 
purchased with USG funds? And, what are the 
Foreign Tax Reporting requirements?

A

D E F I N I T I O N S

VAT

IN YOUR AGREEMENT

The Foreign Tax Report 
must be submitted by all 
organizations receiving 
USAID funding by April 16 
each year.
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even if you did not pay any 
taxes
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Because exemptions and 
reimbursement procedures 
vary from country to 
country, check with the 
in-country team or U.S. 
Embassy in the country in 
which you are working.

Figure A Taxes paid to the host government during the  

Figure B during the previous  
,

Figure C.   
  

The purpose of the Foreign 
Tax Report is to ensure 
that U.S. foreign assistance 
funds are being used for 
their intended purposes 
and not being taxed, and to 
track whether or not foreign 
governments are complying 
with the terms of their 
bilateral agreements.
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To simplify your annual 
reporting, your organization 
should develop a process for 
tracking VAT and customs 
duties paid, as well as for 
requesting and receiving 
reimbursements from the 
host government. 

Organization
Contact
Phone Fax Email
Agreement Number

Country Taxes Assessed 
during FY 08

Total Reimbursements 
Received during FY 08

Reimbursements 
Received on FY 08 

Taxes through Mar 31

Mozambique US$0 US$500 US$0

Tanzania US$1,000 US$1,000 US$1,000

Develop a list of exemptions and required taxes

Create a special code in your accounting system for tracking all 
payments of exempt taxes

Create a special code in your system for tracking incoming tax 
reimbursement payments from the host government
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Establish a log that tracks the tax payment and reimbursement 
process.

work with 
subrecipients to submit their reports to you prior to the April 16 
deadline

 

210 23-Oct-07 ABC 
Supplies

Office 
Furniture

$1,200 $120 A 31-Oct-07 15-Jan-08

223 15-Jan-08 DEF 
Imports

HBC Kits $1,000 $100 B 31-Jan-08

235 02-Feb-08 GHI 
Computers

Computers $2,000 $200 C

236 02-Feb-08 JKL Inc. Printer $500 $50 D

R E F E R E N C E S

USAID Guidance on Foreign  
Tax Reporting 
http://www.usaid.gov/policy/
ads/300/302mac.pdf
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D E F I N I T I O N S

FM

Program Income—

Q When and how do we request funds, and how 
much may we request at a time?

A

DOWNLOADING SF-270

Download a PDF version of  
SF-270 at http://www.whitehouse.

sf270.pdf. 

To take advantage of some of the 
form’s features, including auto-
calculations, be sure you have the 
latest version of Adobe Reader. 
Download it for free at http://www.
adobe.com/products/acrobat/
readstep2.html.
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ITEMS TO CONSIDER

Timing Your SF-270 and SF-425 
Submissions

Bank Account Requirements

Keep an Eye on Your Obligation 
Ceiling!

as 

obligated under your award. 

Financial Management  
Calculating Pipeline and Burn Rates.)
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The U.S. Government 
disburses funds to grantees 
in two ways: 1) by advancing 
funds or 2) by reimbursing 
partners for expenses after 
the fact. 

Advances Only

program income

Advances Only

a-c Total

a-j
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Initially, you may be limited 
to requesting funding 
advances one month at 
a time. When you have 
demonstrated that you are 
spending funds efficiently, 
your donor agency may 
allow you to request 
advances quarterly.

In general, you will be 
required to complete and 
submit the SF-270 no earlier 
than a week before the 
month in which you require 
the funds. 

a. Total program outlays to date:

b. Less: cumulative program income

c. Net program outlays a b
d. Estimated cash outlays for advance period

e. Total c d
f. Non-federal share of amount on line e:

actual

g. Federal share of amount on line e:

h. Federal payments previously requested:

i. Federal share now requested (line g minus line h):

j. Advances required by month:
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mail the original to the FM

R E F E R E N C E S

SF-270 Request for Advance  
or Reimbursement
http://www.whitehouse.gov/sites/
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D E F I N I T I O N S

FFR—

FM—

Obligated Amount—

Recipient Share  Cost Share

USG

Q How do we complete the SF-425, and when is  
it due?

A

  Federal Agency and Organizational Element to Which Report is 
Submitted

  Federal Grant or Other Identifying Number Assigned by Federal 
Agency

EIN

  Recipient Account Number or Identifying Number

  Basis of Accounting

  Project/Grant Period

DOWNLOADING SF-425

Download a PDF version of SF-425 
at http://www.whitehouse.gov/

assets/grants_
.

In order to take advantage of 
some of the form’s features, 
including auto-calculations, be 
sure you have the latest version 
of Adobe Reader for free at http://
www.adobe.com/products/
acrobat/readstep2.html.
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  Reporting Period End Date

  Cash Receipts

  Cash Disbursements

  Cash on Hand—

  Total Federal funds authorized

  Federal share of expenditures

  Federal share of unliquidated obligations

  Total Federal share

  Unobligated balance of Federal funds



F
IN

A
N

C
IA

L
 M

A
N

A
G

E
M

E
N

T
 

2

36

  Total recipient share required

  Recipient share of expenditures

  Remaining recipient share to be provided

  Rate—
. 

  Base—

  Amount Charged—
. 
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Period Due Covers

Quarter 1 Jan. 30 Oct. 1–Dec. 31  
(of the previous calendar year)

Quarter 2 Apr. 30 Jan. 1–Mar. 31

Quarter 3 July 30 Apr. 1–June 30

Quarter 4 Oct. 30 July 1–Sept. 30

Final Financial  
Status Report

90 days after the  
end of the award

Entire life of award

R E F E R E N C E S

Federal Financial Report SF-425
http://www.whitehouse.gov/omb/

Federal Financial Report SF-425
http://www.whitehouse.gov/
omb/grants/standard_forms/ffr_
instructions.pdf
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D E F I N I T I O N S

ADS—

Allowable Cost

Audit

Finding

Fiscal Year

Management Decisions

OMB

Q  What is an annual audit and how does the audit 
process work?

A
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An audit typically covers 
your entire organization. 
However, if you have just 
one program that receives 
USG funding, you may 
choose to have a single-
program audit.

related to the funding from that award, 
.  

 Program Management section 4.2.)

1. Before the Audit

(See Financial Management section 2.8);

2. The Audit

ITEMS TO CONSIDER

Q: If we have a NICRA, do we still 
need to allocate shared costs?
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3. Responding to Findings

4. Submitting to the USG

Example:

5. Issuing Management Decisions

The Audit Package Must Include:

WHO IS YOUR  
OVERSIGHT AGENCY

If you receive funding from multiple 
USG agencies, one acts as you 
oversight agency and takes the 
lead on management decisions 

multiple USG agencies.

The oversight agency is the USG 
agency that provides the majority 
of funding in a given year. The 
oversight agency is responsible for:

Providing technical audit 
advice to your organization 
and your auditor; 

Considering requests for 
extensions; and

Reviewing the audit package 
for quality and completeness.
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R E F E R E N C E S

OMB Circular A-133: Audits of 
States, Local Governments and 

 
http://www.whitehouse.gov/omb/
circulars_default

USAID ADS Chapter 591: Financial 
Audits of USAID Contractors, 
Recipients and Host Government 
Entities http://www.usaid.gov/
policy/ads/500/591.pdf

FAR (48 CFR part 42) 
https://www.acquisition.gov/far/
current/html/FARTOCP42.html

SF-SAC –Data Collection Form  
for Reporting Audits
https://harvester.census.gov/fac/
collect/ddeindex.html

Pre-Audit The Audit Response Submission Mgmt Decision
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HR Policies
Q What HR policies do we need to have  

in place?

A

s

 
not
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The laws of the country in 
which you are registered 
as an organization and 
in which you work take 
precedence over U.S. 
Government policy.

w

 

HUMAN RESOURCES 
POLICIES

Apply to: All recipients of USG funds

Required for: Annual Audit 
(particularly time tracking)

Governed by: Your Cooperative 
Agreement and funding agency 
regulations and in-country laws
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R E F E R E N C E S

Mandatory Standard Provisions: 
U.S.-based Organizations 
http://www.usaid.gov/policy/
ads/300/303maa.pdf

Non-U.S.-based Organizations 
http://www.usaid.gov/policy/
ads/300/303mab.pdf
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Q Why develop an employee  
handbook? 

A

1. Introduction

2. Policies include:

D E F I N I T I O N S

Human Resources (HR

HR Policies

HR Procedures

HR Practices

Employee Handbook



49

H
U

M
A

N
 R

E
S

O
U

R
C

E
S

3

3.  

4. Work Conditions and Hours 

5. Employee Conduct and Disciplinary Action 

Six Steps to Effectively Implementing HR Policies 

1. Involve. 

2. Disseminate.

3. Notify.

KEEP IT PRACTICAL  
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4. Orient.

5. Require Signature Statements.

6. Be Open to Change.

R E F E R E N C E S

HR Toolkit
HR Council for the Voluntary and 

 http://hrcouncil.ca

The Essential NGO Guide to 
Managing Your USAID Award
http://www.ngoconnect.net/
resources/ngoguide

Examples of HR Policy Documents
http://www.ngoconnect.net/ 
humanresources
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D E F I N I T I O N S

Active Listening—

understanding interpreting
upon

Social Intelligence—

Supervision—

Supportive Supervision—

Q Why is supportive supervision important, and  
how do we do it?

A

1. Set clear expectations from the beginning. 

clear 
job description. 

SMARTER” goals
Performance Appraisals 3.4

SMARTER Goals are: 
S
M
A
R
T
E
R
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Managers can play a 
key role in making their 
employees feel supported 
and motivated and, as a 
result, more productive.

Active Listening Skills

tailored
checklist

2. Provide regular feedback.
continuous performance 

assessment

3. Provide opportunities to discuss challenges and suggestions.
two-way communication

4. Ensure staff get the tools, skills and resources necessary.
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R E F E R E N C E S

Initiative’s Training and Supervision
http://initiativesinc.com/resources/
publications/techExpertise/ 
training.htm

Supportive Supervision to Improve 
Integrated Primary Health Care
http://www.msh.org/Documents/
OccasionalPapers/upload/
Supportive-Supervision-to-Improve-
Primary-Health-Care.pdf 

Guidelines for Implementing 
Supportive Supervision:  
A Step-by-Step Guide with Tools  
to Support Immunization
http://www.path.org/publications/
detail.php?i=1212

5. Reward high performance through recognition, incentives and 
opportunities for advancement. 

culture of supportive supervision 
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Q Why and how should our organization conduct 
performance appraisals of our employees?

A

1. Outline the purpose and objectives of the PA process.

D E F I N I T I O N S

Performance Appraisal (PA)

360° Review

Performance Improvement Plan 
(PIP)

Step 1: Sample 
Purpose

Objectives
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2. Map out the PA process for your organization.

3. Develop PA materials.

TOOL USE PROCESS ELEMENTS
Employee 
Performance 
Plan

Employee 
Self-
Evaluation

Evaluation of 
Employee

ITEMS TO CONSIDER

An effective PA process is:

Participatory

Transparent

Applied consistently

with all staff

Reviewed regularly
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TOOL USE PROCESS ELEMENTS
360° 
Performance 
Evaluation

Performance 
Improvement 
Plan

4. Establish a plan for PA implementation and monitoring.

 
 

5. Train staff and supervisors on the PA process.

R E F E R E N C E S

Funds for NGOs – Human 
Resources Management for NGOs
http://www.fundsforngos.org/
human-resource-management-2/
human-resource-management-ngos

360 Degree Feedback
http://www.businessballs.com/
performanceappraisals.htm#360 
degree feedback 360 degree 
feedback

Free Management Library – 
Employee Performance  
Reviews/Appraisals
http://managementhelp.org/emp_
perf/perf_rvw/perf_rvw.htm
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D E F I N I T I O N S

Key Personnel—
Q What do we do if someone designated as  

 leaves the project?

A

Note: 

IN YOUR AGREEMENT

ITEMS TO CONSIDER
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Tip: 
R E F E R E N C E S

USAID ADS Chapter 303 – Grants    
and Cooperative Agreements to 
Non-Governmental Organizations 
http://www.usaid.gov/policy/
ads/300/303.pdf

Results-Oriented Assistance: 
A USAID Sourcebook  
http://wwww.usaid.gov/olicy/index.
html
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D E F I N I T I O N S

Volunteer—

Volunteer Management—

Q How can volunteers support  
our organization? 

A

should can

(See Financial Management 2.4)
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Enlisting staff, Board members and other personal contacts:

Going where the people are:

Getting the word out:

FIVE COMMON 
MISCONCEPTIONS ABOUT 
VOLUNTEER MANAGEMENT

Recognizing the work, time 
and energy of volunteers… 
not only thanks people for 
their service, but it highlights 
the importance of their 
contributions and encourages 
them to continue their work.
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Use peoples’ time wisely

Supervise volunteers

Monitor and evaluate volunteers: 

Remember that, by 
virtue of their work with 
you, volunteers become 
ambassadors of your 
organization within  
the community.

R E F E R E N C E S

Ashoka – How to Recruit and  
Train Volunteers
http://www.genv.net/en-us/grow_it/
sustainability/volunteers   

Idealist Volunteer Management 
Resource Center 
http://www.idealist.org/info/
VolunteerMgmt 

Making the Most of Volunteers
http://volunteer.org.in/MakingMost 
Volunteers.php 
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D E F I N I T I O N S

Workplan
Q How can we best take advantage of our 

approved workplan? 

A

1. Activity descriptions 
2. Budget;
3. Indicators and targets

ITEMS TO CONSIDER

What changes need to be 
approved by USAID?
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Three main components of your implementation model

R E F E R E N C E S

Ten Steps You Should Follow to 
Successfully Manage Your Workplan
http://www.techrepublic.com/
blog/10things/10-things-you-
should-do-to-successfully-manage-
your-workplan/937

Developing and Using Workplans

3.htm&module=planning&language
=english

• 
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D E F I N I T I O N S

Prime Recipient

Subrecipient

WORKING WITH LOCAL 
SUBRECIPIENTS 

primes are 

Q What is the relationship among a prime 
recipient, a subrecipient and USAID? What 
responsibilities does a prime recipient have 
regarding working with subrecipients?

A

Selection Process

Pre-Award Assessment

USAID Approval

Agreement
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R E F E R E N C E S

USAID Mandatory Standard 
Provisions For Non-U.S., 
Nongovernmental Recipients 
http://www.usaid.gov/policy/
ads/300/303mab.pdf

Requirements and Regulations

Cost Share

Timelines

Audits

total
Financial Management 

Close Out

Records

Examples:  



69

P
R

O
G

R
A

M
 M

A
N

A
G

E
M

E
N

T

4
(AOR)

Activity Manager

Q Who is on the USAID team administering our 
grant award? What are their responsibilities? 
Whom do we contact with requests or reports?  

A
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ITEMS TO CONSIDER

Q: Do you know all your USAID 
contacts? Do the members of 
your team know who their USAID 
counterparts are?

Q: Do you know who at USAID 
should receive your reports, 
requests and other items related 
to your award? Do the appropriate 
members of your team know?

R E F E R E N C E S

22 CFR 226 Administration of 
Assistance Awards to U.S. Non-
Governmental Organizations  
(See subsections 52 and 71)   
http://ecfr.gpoaccess.gov/cgi/t/text/
text-idx?c=ecfr;sid=e09a890a366dd
0d569b1aeb311cdc0bf;rgn=div5;vie
w=text;node=22%3A1.0.2.22.25;idn
o=22;cc=ecfr 

Federal Audit Clearinghouse http://
harvester.census.gov/sac/
Federal Financial Report SF-425
http://www.whitehouse.gov/omb/

 
Financial Report SF-425
http://www.whitehouse.gov/
omb/grants/standard_forms/ffr_
instructions.pdf

SF-270 Request for Advance  
or Reimbursement  
http://www.whitehouse.gov/sites/

Requesting USG Funds Using SF-270 
http://www.ngoconnect.net/
documents/592341/749044/
Financial+Management+-
+Requesting+Funds+Using+SF-270

Request, Form or Report  
Generally Handle

Pre-Award Audit 
Response

Annual Audit

Federal Financial Report 
(SF-425)

Request for Advance or 
Reimbursement (SF-270)

Workplan

Performance Reports 

Final Reports

Requests for Vehicle 
Purchase Approval

Request for Cost or Non-
funded Extension

Request for Additional 
Obligation

Change to M&E Plan or 
Reduction in Targets

Request for Budget 
Realignment

Change in or Expansion 
to a New Geographical 
Location

Changes to the Program 
Description
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Donor

Deliverables

Communication Protocol

Q Why is maintaining a good relationship with 
donors important? How do we do it?

A
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4  External Relations

1. Communicate effectively. 

2. Follow up after donor meetings. 

3. Be responsive to donor requests.

4. Make realistic promises and deliver on them.

5. Use donor funds as expected

The initial stages of the 
donor relationship are 
crucial to establishing 
strong and open 
communication that will 
be important throughout 
your entire award.
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R E F E R E N C E S

The Resource Alliance
http://www.resource-alliance.org/ 

Worldwide Fundraisers Handbook: 
A Guide to Fundraising for Southern 
NGOs and Voluntary Organizations, 
by Michael Norton, published by 
Resource Alliance and Directory of 
Social Change, 3rd edition, 2009

6. Submit accurate, complete program deliverables on time   

7. Do not surprise donors

8. Share your achievements. Recognize and give credit to 
donors.  External Relations

 External Relations )

9. Take solutions a step further

10. Prepare for visitors and opportunities to showcase your program

Accountability and trust are 
keys to building relationships 
with donors who will sustain 
the long-term financial health 
of your organization.
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Q What does community engagement mean?  
How does it work? 

A

D E F I N I T I O N S

Community  

Culture—

Stakeholder—

Engaging your community 
will help your organization 
achieve long-lasting results 
and real change. 

Look to select 
community 
members to 
contribute to and 
validate strategy, 
goals and objectives  

Solicit community input 
to define the problem, 
test assumptions and 
identify resources

Train community  
members to help gather 
data and monitor progress. 
Share results for joint 
discussion on impacts 
 and future direction

Include community 
partners in activities  
and building support 
for your program 

5. MONrTORAND 
EVALUATE OUTCOMES 

AND IMPACT 

1. ESTABLISH THE 
NEED FOR THE 

PROJECT 

2. DEVELOP GOALS 
AND OBJECTIVES 

) 
4. IMPLEMENT THE 

PROGRAM 
3. DESIGN STRATEGY 

]/ 
ANDACTMES 

"-
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R E F E R E N C E S

Asset-Based Community 
Development Institute
http://www.northwestern.edu/ipr/
abcd.html 

The Community Toolbox
http://ctb.ku.edu/en/default.aspx 

Ten Principles of Authentic 
Community Engagement
www.afterschoolresources.org/
kernel/images/10principles.pdf

Monitoring  
& Evaluation 

OUTREACH VS.  
COMMUNITY ENGAGEMENT

Outreach

Engagement

Source: The National Center for Media 
Engagement, 
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Q What are performance reports and how do we 
prepare them?

A

D E F I N I T I O N S
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R E F E R E N C E S

Monitoring & Reporting Program
Performance Regulations (USAID)
22 CFR 226.51
http://law.justia.com/cfr/
title22/22-1.0.2.22.25.3.65.29.html

IN YOUR AGREEMENT
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D E F I N I T I O N S

Cost Share

In-Kind Contribution

DO WE NEED TO SET UP A 
SEPARATE ORGANIZATION?

Q Faith-based organizations (FBOs) and NGOs 
partnering with the U.S. Government (USG) have 
numerous questions about what FBOs can and 
cannot do as USG partners. What are the 
additional responsibilities for FBOs partnering 
with the USG?

A

  

Program 
Management 

does not

Note: 
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R E F E R E N C E S

Executive Order 13279 –  
Equal Protection of the Laws 
for Faith-Based and Community 
Organizations  
http://edocket.access.gpo.gov/
cfr_2003/pdf/3CFR13279.pdf

Guidance to Faith-based  
and Community Organizations  
in Partnering with the  
Federal Government  

GuidanceDocument.pdf

Protecting the Civil Rights and 
Religious Liberty of Faith-based 
Organizations   
http://georgewbush-whitehouse.
archives.gov/government/fbci/
religious-hiring-booklet-2005.pdf

USAID Center for Faith-based  
and Community Initiatives  
http://www.usaid.gov/our_work/
global_partnerships/fbci/

Non-discrimination in Service Provision:

Separation by Time or Location: 

time location

Separation in Organizational Practices:



80

P
R

O
G

R
A

M
 M

A
N

A
G

E
M

E
N

T

4

Documenting the successes 
and lessons learned during 
your program will help your 
organization, USAID and 
your local partners improve 
future activities.

Q Our USAID-funded award is coming to an end. 
What steps should we take to close out  
our award? 

A

 project funds may not be spent after the 
award end date 

Time Activity Who Details
12 months 
before end 
of award

9 months 
before end 
of award

1. 

a.  

b.  

c.  

2.

D E F I N I T I O N S

Non-Funded Extension (sometimes 
called a No-Cost Extension)
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Time Activity Who Details
6 months 
before end 
of award

1. 

2. 

3 months 
before end 
of award

IN YOUR AGREEMENT

When Does Your Agreement End?

Agreement End Date 

You are required to retain 
all accounting records 
related to your award 
for at least three years 
following the submission of 
the final financial report.
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It is best to have your 
subrecipients close out 
30-90 days before the end 
of the award to ensure 
that all final costs and 
reports are complete.

Time Activity Who Details
3 months 
before end 
of award 
( )

End of 
award

1. 

2. 

60 days 
after end of 
award

90 days 
after end of 
award

1.  

2.  Keep a close eye on all 
remaining grant funds by 
tracking accruals during  
the last three months of  
your award.
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R E F E R E N C E S

Review Cooperative Agreements 

requirements and 22 CFR 226.  
http://law.justia.com/cfr/
title22/22-1.0.2.22.25.html

Time Activity Who Details
End of your 

after award 
close out

3 Years 
following 
submission 

report
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D E F I N I T I O N S

Administrative Close Out
Q other key considerations related to project  

close out?

A

Some organizations 
choose to close out with 
their subrecipients 30-90 
days before the end of the 
award. This ensures that 
no costs are incurred by 
the subrecipient after the 
award end date.
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ITEMS TO CONSIDER

Final SF-425

Financial Management

incur
after

 (if appropriate)
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R E F E R E N C E S

Development Experience 
Clearinghouse  
http://dec.usaid.gov

 

 

 

 

Once close out is complete, 
send a letter to your AO 
confirming that key close-
out activities have been 
completed and make sure 
to keep this letter on file.



87

5



88



89

C
O

M
P

L
IA

N
C

E

5

D E F I N I T I O N S

Allowable Cost

Procurement

Micro-Purchase Threshold

Unallowable Costs

Q What policies governing purchasing goods, 
supplies and services does our organization need 
to effectively manage USAID funds?

A

Gratuities.

Disciplinary Actions.
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Procurement policies are 
meant to ensure that your 
organization does not 
mishandle funding or use 
it to purchase dangerous 
or low-quality goods that 
could potentially cause 
more harm than good.

Unfair Competitive Advantage

Clear Evaluation Criteria.

every
Compliance



91

C
O

M
P

L
IA

N
C

E

5

R E F E R E N C E S

OMB Circular No. A-122 –  
 

and Budget Circular that establishes 

organizations.
http://www.whitehouse.gov/omb/
circulars_a122_2004/

Small Business Administration
http://www.sba.gov/

Department of Commerce’s Minority 
Business Development Agency
http://www.mbda.gov/
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D E F I N I T I O N S

Allowable Cost

Procurement

Micro-Purchase Threshold

Unallowable Costs

Q What is the process for purchasing goods and 
services using USAID funds? How do we know 
when a cost is allowable?

A

Compliance 
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PROCUREMENT BEST 
PRACTICES

restricted

prohibited

Compliance

Compliance 
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  Is the cost reasonable?

  Is the cost consistent?

  Does the cost conform to the rules and regulations of the 
award?

Review your procurement 
policy and funding agency 
regulations closely and make 
sure that your staff and 
subrecipients understand 
them. Subrecipients are held 
to the same funding agency 
procurement requirements as 
prime recipients.

R E F E R E N C E S

22 CFR 226. 40-49, Procurement 
Standards (USAID)
http://www.access.gpo.gov/nara/
cfr/waisidx_07/22cfr226_07.html 

Excluded Parties List System (EPLS)
https://www.epls.gov/
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Procurement
Q How does our organization ensure that its 

procurement process is transparent, impartial 
and equitable?

A

Compliance 
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ITEMS TO CONSIDER

Segregation of duties

Approval / Authorization

RecordingCustody

Criteria Points
35
15
10
30
10

Total 100

ST
RE

NG
TH

EN INTERNAL

CONTROLS
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The most important aspect 
of the review process is 
ensuring that evaluation is 
based on the specifications 
and criteria outlined in the 
solicitation and does not 
change after proposals  
are received.solicitation

Compliance 
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after

R E F E R E N C E S

22 CFR 226. 40-49, Procurement 
Standards (USAID)
http://www.access.gpo.gov/nara/
cfr/waisidx_07/22cfr226_07.html 

Excluded Parties List System (EPLS)
https://www.epls.gov/

It is in your organization’s 
best interest to make 
the process of soliciting 
and selecting vendors as 
transparent, impartial and 
equitable as possible.
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Restricted Items

Prohibited Items

Commodity

Q What are restricted and  
prohibited items?

A

written 

waiver  
are met:
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R E F E R E N C E S

USAID ADS Chapter 312 Eligibility 
of Commodities
http://www.usaid.gov/policy/
ads/300/312.pdf

USAID Standard Provisions for  
U.S.-Based Partners / Non-U.S.-
Based Partners
http://www.usaid.gov/policy/
ads/300/303mab.pdf

OMB Circular A-122 – Cost 

Organizations
http://www.whitehouse.gov/omb/
circulars_a122_2004/ 

cannot

Cost Principles for  

restricted

prohibited items cannot

Financial Management  

IN YOUR NOTICE

CONSEQUENCES OF 
MISUSE OF FUNDS
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Commodities or goods

Commodity-related services

EPLS

Nationality

Source

Q What procurement provisions and/or restrictions 
apply to goods and services you can buy with 
USAID funds?

A
What 
Where source

 whom 
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USAID grantees are 
assigned a “geographic 
code” that designates 
specific countries from 
which they are authorized 
to purchase goods and 
services. 

EXPEDITED PROCUREMENT 
PROCEDURE FOR PEPFAR 
GRANTEES
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R E F E R E N C E S

Buy American Act
http://www.seia.org/galleries/pdf/
CRS_Report_-_The_Buy_American_
Act_3.13.09.pdf

ADS 310 – Source and Nationality 
Requirements for Procurement 
of Commodities and Services 
Financed by USAID  
http://www.usaid.gov/policy/ads/ 
300/310.pdf

List of Prohibited Countries, A 
Mandatory Reference for ADS 
Chapter 310  
http://www.usaid.gov/policy/ads/ 
300/310mac.pdf

Extended Parties List System (EPLS) 
http://www.epls.gov

USAID Acquisition Regulation 
(AIDAR) 
http://www.usaid.gov/policy/ads/ 
300/aidar.pdf
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D E F I N I T I O N S

Restricted Commodities

Vehicle

Q What steps are necessary to procure a vehicle 
with USAID funding?

A

Compliance 

EXPEDITED VEHICLE 
PROCUREMENT PROCEDURE 
FOR HIV/AIDS GRANTEES

Procurement 
Executive Bulletin No. 2008-05
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R E F E R E N C E S

ADS Chapter 312, Section 
E312.5.3b, Eligibility of 
Commodities: Motor Vehicles
http://www.usaid.gov/policy/
ads/300/31251m.pdf

22 CFR Section 228,  
Rules on Source, Origin, and 
Nationality for Commodities and 
Services Financed by USAID
http://www.access.gpo.gov/nara/
cfr/waisidx_02/22cfr228_02.html
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D E F I N I T I O N S

Excluded Parties List System 
(EPLS)   

Unallowable Costs

Q How do we know if a potential consultant, 
employee, vendor or subcontractor is prohibited 
from receiving USAID funds?

A

1. Excluded Parties List  System (EPLS)

2. U.S. Department of Treasury 

3. United Nations

 
Advanced Search

Important 
EPLS Advanced Search Information 

individual
Name Search Type



107

C
O

M
P

L
IA

N
C

E

5

R E F E R E N C E S

Excluded Parties List System (EPLS)
http://www.epls.gov

Executive Order 13224 on  
Terrorism Financing
http://www.state.gov/j/ct/rls/other/
des/122570.htm

United Nations Al-Qaida and Taliban 
Consolidated List
http://www.un.org/sc/
committees/1267/consolist.shtml

U.S. Department of Treasury List  
of Specially Designated Nationals  
and Blocked Persons

enforcement/ofac/sdn/

unallowable

not

“ ”
So and So
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D E F I N I T I O N S

Fly America Act

International Travel

Per Diem

M&IE

Incidental Expenses

Authorized Class of Service

Q What are the general rules we need to follow  
when planning for and traveling internationally 
for our program?

A

For official business 
travel, both domestic and 
international, you must use 
economy class (also referred 
to as coach class).
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Where security is a concern 
in a specific region, it is a 
good idea to notify the U.S. 
embassy of the traveler’s 
presence when she or he has 
entered the country.

NOTE
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R E F E R E N C E S

U.S. State Department 
Foreign Per Diem Rates
http://aoprals.state.gov/web920/
per_diem.asp

Federal Travel Regulations
www.gsa.gov/ftr

If you do not have written 
policies regarding travel 
costs, the standard 
for determining the 
reasonableness of 
reimbursement for overseas 
allowance will be the 
standardized regulations 
published by the U.S. 
Department of State.
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International Travel

Per Diem

M&IE

Incidental Expenses

Q What are the USAID rules covering 
reimbursement of expenses when traveling for 
our project? Does our NGO need a travel policy?

A

Approval

Advances

Reimbursement

Although your 
organization’s policy 
regarding the maximum 
amount for which you may 
be reimbursed may differ 
from U.S. Government 
(USG) policy, it is important 
to note that you will not 
be reimbursed by the USG 
for an amount above the 
maximum set by the USG.
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Exchange Rates

1. Lodging

2. Meals and incidental expenses (M&IE)

GOOD PRACTICE

You must apply your 
organization’s policy 
uniformly to both USG-
funded and other activities, 
unless the specific 
contractual agreement under 
which the travel is being 
conducted calls for different 
procedures/ requirements.
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Country 
Name Post Name

Season 
Begin

Season 
End

Max. 
Lodging 

Rate
M&IE 
Rate

Max. Per 
Diem Rate Footnote

Effective 
Date

The USG covers reimbursement 
of amounts up to but no more 
than the USG per diem rates 
established for the location. 
Any excess charge(s) would 
have to be paid by the traveler.
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R E F E R E N C E S

U.S. State Department Foreign 
Per Diem Rates
http://aoprals.state.gov/web920/
per_diem.asp

Federal Travel Regulations
www.gsa.gov/ftr

A common audit finding is 
that travel advances are 
not issued according to the 
organization’s own policy.
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Gifts

Prohibited Source

Lobbying

Q

A
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R E F E R E N C E S

OMB Circular A-122
http://www.whitehouse.gov/omb/
circulars_a122_2004/
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D E F I N I T I O N S

Environmental Impact Assessment 
(EIA)

Initial Environmental Examination 
(IEE)

Environmental Assessment (EA)

Environmental Mitigation Plan  
(EMP)

Environmental Status Report (ESR)

Q What environmental compliance assessment  
and/or documentation is our organization required 
to complete to comply with USAID regulations?

A
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NOTE

PREPARING THE 
DOCUMENTATION
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It is in your interest to complete 
the EIA process as soon as 
possible... USAID requires an 
IEE or a Categorical Exclusion 
Request to be submitted along 
with proposals.

R E F E R E N C E S

Title 22 of the Code of Federal 
Regulations Part 216 (Reg. 216) 
http://www.usaid.gov/our_work/
environment/compliance/22cfr216.htm 

USAID ADS Chapter 204
http://www.usaid.gov/policy/
ads/200/204.pdf

Environmentally Sound Design 
and Management for Partners 
and Programs in Africa: USAID 
Environmental Procedures Training 
http://www.encapafrica.org/eptm.htm 
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D E F I N I T I O N S

Evidence

Indicator

Problem Tree—

Stakeholders—

Goal—

Objective—

SMART:

Measurable

Achievable

Realistic

Time-based

Q What is evidence-based planning and how can it 
improve our project?

A

Evidence 
establishes the 
need for the 
project

Evidence shows 
achievement of 
desired outcomes 
and impact

Use of 
evidence 
for quality 
improvement Evidence supports 

the strategy and 
interventions

Evidence shows 
achievement of results

1. ESTABUSH THE 
NEED FOR THE 

PROJECT 

5. MONITOR AND............... 2. DEVELOP GOALS 
EVALUATE OUTCOMES '"'::!... AND OBJECTIVES 

( -] [-J~ 
'---;\.-------::=~~ 

4. IMPLEMENT THE 
PROGRAM 

3. DESIGN STRATEGY 
AND ACTMES 
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See Program Management 4.5.

PROBLEM TREE STEPS

Tip: 

Roots: the causes

Branches: the impact

The core problem
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An evidence-based approach 
helps program planners 
place particular emphasis on 
why a program is necessary 
as well as on the goals, 
objectives, target audience 
and strategic outcomes.

R E F E R E N C E S

Catholic Relief Services, 2004, 
Propack, The CRS Project Package 
http://pdf.usaid.gov/pdf_docs/
PNADG512.pdf

Evidence-based Planning for 
Sustainability of Government 
Reproductive Health Services. 

DocServer/evidence_based_
planing.pdf?docID=12042

Civicus Strategic Planning Toolkit 
http://www.civicus.org/new/media/
Overview%20of%20Planning.pdf

USAID’s TIPS series. Practical 
advice and suggestions on issues 
related to performance management 
and evaluation. These publications 
are supplemental references to  
the Automated Directive System 
(ADS) Chapter 203. 
http://www.usaid.gov/policy/
evalweb/evaluation_resources.html

USAID ADS Chapter  203 
Assessing and Learning.  
http://www.usaid.gov/policy/
ads/200/203.pdf

Participation is Essential
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D E F I N I T I O N S

Indicator

Data

Baseline

Target

Monitoring

Evaluation

 

Workplan

Performance Management Plan 

Q What is an M&E system and what are  
its features?

A

Monitoring

Evaluation 
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(See Program Management 4.5.)

SIX TIPS FOR MANAGING 
YOUR M&E SYSTEM
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(For more on data quality, see D and E noted in the reference box.) 

(For more on creating a PMP, see B noted in the reference box.)  

Building a Well
Participatory activity

Participatory monitoring:

Participatory evaluation

R E F E R E N C E S

A. Monitoring and Evaluation 
Toolkits http://www.civicus.
org/new/media/Monitoring%20
and%20Evaluation.pdf 

B. Preparing a Perforamnce 
Management Plan (PMP)  
http://pdf.usaid.gov/pdf_docs/
PNADW107.pdf 

C. Baselines and Targets  
http://www.usaid.gov/policy/
evalweb/documents/TIPS-
BaselinesandTargets.pdf 

D. Data Quality Standards  
http://www.usaid.gov/policy/
evalweb/documents/TIPS-
DataQualityStandards.pdf 

E. Data Quality Assessments  
http://www.usaid.gov/policy/
evalweb/documents/TIPS-
ConductingDataQuality 
Assessments.pdf 

F. Handbook on Planning,  
Monitoring and Evaluation  
http://web.undp.org/evaluation.
handbook/documents/english/
pme-handbook.pdf
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Q How do we review targets and make  
adjustments? 

A

ITEMS TO CONSIDER
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If you are starting a new 
program or expanding a 
program into new areas, 
discrepancies between 
targets and actual results 
are expected to arise.

Successful program 
managers take the time to 
understand the underlying 
reasons for target shortfalls 
and develop a plan to adjust 
their program and/or reset 
the targets.
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If you find multiple reasons 
for discrepancies between 
targets and actuals, focus 
on the one or two whose 
resolution will have the 
greatest impact.
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Your targets are likely tied 
to your budget. Therefore, 
when you propose 
adjusting your targets, 
you should also address 
the impact this will have 
on your budget.
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D E F I N I T I O N S

Marketing

Communication

Promotion

Q What is marketing? Why is it important for our 
NGO? How does it relate to communication?

A

E
X

T
E

R
N

A
L
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E

L
A

T
IO

N
S

7
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REVIEWING YOUR PLAN
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R E F E R E N C E S

The Community Toolbox
http://ctb.ku.edu/en/ 

Strategic Communications Audit 
http://www.mediaevaluationproject.
org/WorkingPaper1.pdf
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D E F I N I T I O N S

Marketing

Communication

Promotion

Q What is a brand? How do we develop one? What 
do donors expect?  

A

To get started: 

1. 

2. What is the essence of what we do? 

3. 
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ACKNOWLEDGING DONORS 
AND PARTNERS
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R E F E R E N C E S

USAID ADS Chapter 320 
Branding and Marking 
http://www.usaid.gov/policy/
ads/300/320.pdf
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D E F I N I T I O N S

Brand

Branding

Marking

Q What is marking, and how do we meet  
donor requirements?

A
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Program Deliverable(s) Marking Materials Used, Placement 
and Timing

 

IN YOUR AGREEMENT

Effective marketing 
can strengthen your 
organization’s identity, raise 
its visibility and reinforce its 
credibility with beneficiaries 
and donors alike.
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R E F E R E N C E S

USAID ADS Chapter 320  
Marking and Branding 
http://www.usaid.gov/policy/
ads/300/320.pdf
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D E F I N I T I O N S

Pitching
Q Why is it important to develop a “pitch” for  

our program? 

A

Keep your pitch short and 
engaging—tell your listener 
what is unique about your 
organization without getting 
bogged down in the details.
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THE 9 “Cs” OF AN  
“ELEVATOR PITCH”

Concise

Clear

Compelling

Credible

Conceptual

Concrete

Customized

Consistent

Conversational
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Set up: 

Target:

Sample talking points Rationale

“The most valuable of all 
talents is that of never using 
two words when one will do.”

—Thomas Jefferson
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Set up:

Target: 

Sample talking points Rationale

R E F E R E N C E S

Elevator Pitch 101
www.elevatorpitchessentials.com

The (Perfect) Elevator Pitch
http://www.businessweek.
com/careers/content/jun2007/
ca20070618_134959.htm



148

E
X

T
E

R
N

A
L

 R
E

L
A

T
IO

N
S

7

Q What is a success story? How do we write one 
about our program?

A

 

Stories and photographs 
are powerful ways to 
educate donors, prospective 
partners and the public 
about your programs and 
demonstrate their value to 
the community.
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ITEMS TO CONSIDER

Asking for Permission

Coordinating with the Donor

Success Story Examples

R E F E R E N C E S

Communicating Your Mission 
Through Photography – Photo Tips  
http://www.photoshare.org/photo-tips
 
Development & Photography Ethics
http://www.photoshare.org/resources/ 
development-photography-ethics

Telling Your Story. USAID Guidelines 
http://www.usaid.gov/stories/
guidelines.html
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