
 
 

 

 

 

 

 

 

 

 

Implementation and reporting guidelines 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This document is designed for the purposes of the project ‘Luxembourg support for civil society in Kosovo’, financed 

by the Government of the Grand Duchy of Luxembourg and managed by the Kosovar Civil Society Foundation 
(KCSF). 



CONTENT 

 
INTRODUCTION ............................................................................................................................................. 3 

REPORTING REQUIREMENTS ........................................................................................................................ 4 

Interim narrative and financial report ...................................................................................................... 5 

Final narrative and financial report .......................................................................................................... 5 

PAYMENTS FROM KCSF ................................................................................................................................. 5 

Bank account and receiving of funds ............................................................................................................ 5 

Payment of services .................................................................................................................................. 6 

Payment of office rent .............................................................................................................................. 7 

Payment of suppliers ................................................................................................................................ 7 

Payment of transport expenses ................................................................................................................ 7 

Regular invoices ........................................................................................................................................ 7 

Non Eligible Expenses ............................................................................................................................... 7 

Budget reallocations ................................................................................................................................. 8 

No cost extension ..................................................................................................................................... 9 

Financial records ....................................................................................................................................... 9 

Assets/equipment ..................................................................................................................................... 9 



 

INTRODUCTION 
This guideline aims to assist grantees in properly implementing and reporting the activities supported by 

the Luxembourg support for civil society in Kosovo (hereinafter referred to as Luxembourg support), 

financed by the Government of the Grand Duchy of Luxembourg and managed by KCSF. Consequently, 

the guide sets out the rules, conditions and guidelines for implementation and reporting. 

 

Grantees are obliged to respect the requirements and guidelines specified in this document. For any 

inquiry or additional information about the implementation of activities and reporting, grantees may 

contact KCSF to ask questions and request clarifications. 

 

For any potential question or requirement not prescribed in the guideline, KCSF 

project team will need 15 working days for its review. 

     



 
 

 

REPORTING REQUIREMENTS 
Grantees shall submit narrative and financial reports in hardcopy and electronic format. Narrative report 

should contain at least the below presented information in accordance with the documents based on 

which the grant agreement was signed. However, the report may include other information that may be 

considered relevant by grantees. 

 

 Summarized description of the situation prior to the beginning of the project and changed 

made during its implementation; 

 Summary of the context in which the project was implemented; 

 A detailed description of the progress on the project milestones specified in the intervention 

logic and contract;    

 Identification and brief explanation of the three major results that have achieved significant 

change in the project intervention area, especially when they relate directly to the project 

milestones and expected outcomes of Luxembourg support;  

 Description of the approach applied to the implementation of the activities and results 

achieved at the activity level;   

 Description of the target group and their breakdown by age, criteria set out in the guideline 

for application, gender and ethnicity (Annex 1 Beneficiaries Reporting Form); 

 Presentation of the difficulties and risks encountered during the implementation of the 

grant, measures taken and recommendations for the future;    

 To the extent possible, all participants of various activities (including trainers, moderators 

and facilitators) should give their assessment, preferably through separate forms, on 

content and technical aspects of activity;    

 Identification of all training needs during project implementation, including the trainings for 

the organization that are not necessary related to the project. 

    

Reports should be a reflection of the approach used in carrying out the activities. Of particular 

importance is the presentation of progress against project milestones. 

 

Grantees are encouraged to present project achievements in a clear and concrete manner. It is 

preferred that the intermediate narrative report is not longer than 10 pages, while the final report 15 

pages. The published materials and any other relevant supporting documents should be attached to the 

reports. 

 

During the implementation of the grant, grantees shall submit:  



Interim narrative and financial report 
In principle, these reports should be submitted every 6 months, while for short grants or in other special 

cases, a more frequent reporting may be required. The reports must be submitted 15 calendar days 

after the end of the reporting period. Intermediate narrative and financial reports along with the 

supporting documentation (Annex 2) should be compiled in accordance with the templates presented in 

Annex 3. Narrative report should to be submitted in word and pdf format while other reports should be 

submitted in Excel.  

Grantees should submit the necessary additional documents and/or address the comments within 7 

working days. 

Upon approval of the reports by KCSF, the grantee can submit to KCSF the request for execution of the 

following instalment (Annex 4). 

Final narrative and financial report 
Final narrative and financial reports should be submitted 30 calendar days after the end of the grant in 

accordance with the template presented in Annex 3. The final financial report shall be sent to the 

auditor appointed by KCSF within 14 calendar days after the end of the grant. Grantees are obliged to 

provide the auditor with all the required information during the audit phase.  

If there are remaining funds after the grant is concluded, the grantee is obliged to return them within 

the deadline stipulated in the contract. 

PAYMENTS FROM KCSF 

Bank account and receiving of funds 

The recipient organization shall have a separate sub account for the funds of the awarded grant. Sub 

account should be opened in one of the licensed banks operating in Kosovo.   

PAYMENTS BY GRANTEES AND RECORD (FILE) KEEPING   

When executing payments, grantees shall ensure that the below obligations are fulfilled:   

Salaries of the implementation staff  

For the implementation staff, the grantee shall have the following documents:   



- Employment contract between the organization and staff member (specific project contract or 

general contract with the organization);   

- Proof of the bank transfer for execution of the monthly salary; 

- Proof for the payment of personal income tax and pension contribution; 

- Proof for the payment of other contributions required by Kosovo laws that may become 

applicable during project implementation.   

The amount allocated for salaries according to the specification in grant budget is gross amount with 

all taxes and contributions included.  Salaries are paid at the end of each month implying that retro 

and/or advance payment of salaries is forbidden.    

Payment of services 
For each service provided for the needs of the implementation of the grant, the grantee shall have: 

- A service contract between the organization and service provider clarifying the respective 

service and the corresponding payment, and other specifics of the service agreement (both for 

legal entities and persons); 

- Regular invoice for the provided service (in cases when the service provider is a legal entity); 

- Proof of the executed bank transfer; 

- Proof for the payment of personal income tax; 

- Proof for the payment of pension contribution; 

- Proof for the payment of other contributions according to Kosovo laws that may become 

applicable during project implementation;  

- Copies of materials produced through intellectual services (trainings, analysis, researches, 

reports, or other evidence that verifies the provision of the respective intellectual service);   

- The maximum amount allowed for cash payments is EUR 200; 

- For goods and services of the value beyond EUR 1,000 grantee shall have three offers and select 

the most economically favourable offer1.  

- All individual payments (one invoice) that exceed the amount of 200 EUR are exempted from 

VAT. Grantee should fill out the request in accordance with the respective form and procedure 

attached as Annex 5 (i, ii and iii). 

                                                           
1 In case this amount is smaller according to internal regulation of the organization, the grantee should apply its 
own internal regulation. 



Payment of office rent 
- Organization shall have a valid contract with the landlord of the rented premise, defining the 

provided service, payment for that service and others specifics of lease agreement;   

- The rent shall be paid via bank transfer. Grantee shall provide a proof of the executed bank 

transfer;   

- Payment of rental tax is mandatory. 

Payment of suppliers 
For each supplier from whom the project procures goods, the grantee shall have:     

- The invoice for the purchased goods specifying all the information that a regular invoice should 

have;  

- Proof of bank transfer for the executed transfers; 

- For payments in cash between legal entities (business-business, business-NGO), only the regular 

invoice must be provided and there is no need for a fiscal coupon. In cases where the last buyer 

is a person (not legal entity) then the fiscal coupon must be submitted.     

Payment of transport expenses 
In cases when for project purposes a vehicle is used, the grantee must submit the car book containing 

the following information: the name and surname of the driver, the date of use, the destination and the 

distance (kilometres) and driver's signature. 

Regular invoices 
Each regular invoice shall have the following information: 

- Name of business/organization issuing the invoice; 

- Name of organization to which the invoice is issued (grantee); 

- Fiscal number for organisation to which the invoice is issued (grantee); 

- Unique Identifier Number (UIN) of the supplier; 

- Invoice number and date; 

- Signature and stamp of the issuing party and signature of the person receiving the invoice.   

Non Eligible Expenses 
- VAT (applicable for invoices beyond EUR 200); 

- Customs and import duties;  



- Debt or payments for losses;  

- Loan interest; 

- Exchange fees;  

- Equipment depreciation; 

- Purchase of land or immovable property; 

- Purchase of vehicle or generator; 

- Payment of expenses covered by other donors.  

Budget reallocations 
Request for budget reallocation should be submitted to KCSF at least 10 working days prior to the 

expenditure from the budget lines from which the reallocation is requested.    

For the subsequent reallocations, the grantee should notify KCSF in writing:  

- Reallocation between the budget lines of the same activity;  

- Reallocation from one activity to another of up to 10% of the amount of the budget line from which 

reallocation is required. 

For the following cases, the grantee should submit the written request to KCSF and reallocation can be 

performed only if the request is approved by KCSF: 

- Reallocation from one activity to another of more than 10% of the amount of the budget line from 

which reallocation is required. 

The written request should contain a detailed justification of the need and budget lines for which the 

reallocation is requested.  

Budget reallocations will not be approved if: 

Requests for reallocation is sent later than 30 calendar days before the end of the grant; 

Reallocation is requested for expenditures that exceed the grant implementation period and/or budget 

lines of finalized activities; 

In principle, reallocations between categories (salaries, direct costs and administrative expenses) are 

prohibited except the following instances:  

a. reallocation from the category of salaries to other categories;  

b. reallocation from the category of administrative expenditures in the category of direct 

expenditures. 



 

 

No cost extension 
Requests for project extension without additional costs may be approved only in cases when:  

- delays in project implementation have been caused by external factors on which the grantee did 

not have any influence; 

- grantee provided KCSF with a written notice for problems/challenges at the moment when they 

become evident;  

- has regularly informed KCSF on recent developments about the respective activity or activities;  

- the request clearly specifies the reasons for delay in project implementation and respective 

activities; 

- besides exceptional cases, the request was sent at least 30 calendar days prior to the conclusion 

of the grant implementation period. The request shall clearly specify the required no-cost 

extension.    

Financial records 
During the project duration, the grantee shall keep the financial records proving that payed expenses 

are in line with the approved budget. Attached to the financial report, the grantee shall also deliver the 

original documents of expenditures (invoices, contracts, payments receipts, as well as supporting 

documentation, such as the lists of participants with signatures, training materials, photographs, 

brochures, publications and similar). According to the contract, the financial records should be kept for 6 

years.             

Assets/equipment 
All assets and equipment purchased through received funds are property of the scheme. In cases when 

grantee considers that the purchased assets/equipment are necessary for the performance of the 

organization beyond the grant implementation period, the request for the transfer of ownership may be 

submitted. In such cases, grantees should fill in the form presented in Annex 6 and List of devices and 

equipment for which transfer of ownership is requested presented in Annex 7. Documents must be filled 

only by the Executive Director of the grantee organization and must be submitted (signed and stamped) 

electronically to the responsible person at KCSF and physically to the KCSF offices, together with the 

final report.  


