
 
 

 

 

 

 

 

 

 

 

 

 

 

Guidelines for Implementation and 
Reporting 

ENGAGEMENT FOR JOINT ACTION (EJA KOSOVO) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
 

 

Table of Contents 

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

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

Quarterly reports ................................................................................................................................ 4 

Interim and final reports ..................................................................................................................... 4 

PAYMENTS BY GRANTEES AND RECORD (FILE) KEEPING .................................................................... 5 

Salaries of the staff ............................................................................................................................. 5 

Payment of goods and services .......................................................................................................... 6 

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

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

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

Ineligible Expenses .............................................................................................................................. 8 

Anti-discrimination ............................................................................................................................. 8 

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

No cost extension ............................................................................................................................. 10 

Financial records ............................................................................................................................... 10 

Assets/equipment ............................................................................................................................. 10 

Annexes (separate documents/templates) ...................................................................................... 11 

  



 

 

 

INTRODUCTION 

 

This guideline aims to instruct and assist grantees in implementing grants and reporting the activities 

supported by the Engagement for Joint Action - EJA Kosovo (hereinafter referred to as the program).  

 

The guideline is part of the grant contract between KCSF and grantee therefore, grantees are obliged 

to respect all specified rules and requirements stipulated below. For any inquiry or additional 

information about the implementation of activities and reporting, grantees may contact KCSF for 

questions and clarifications. 

For all requests that are not regulated in these guidelines, KCSF will do all efforts to response as soon 

as possible, but not later than 15 days. In exceptional cases, KCSF reserves the right to extend this 

deadline. In such cases, KCSF will make sure to inform the grantees in due time. 

 

     



 

REPORTING REQUIREMENTS  

Grantees should inform KCSF on the planned activities on monthly basis. Information should be 

provided at latest at the end of the third week (precisely the end of the week before the last week of 

the month), as per the template provided in Annex 1. The table should provide detailed information 

about the activities and in case of a change, grantees should inform KCSF not later than 5 working days 

from the date when the activity/event is scheduled to take place.  

 

Grantees should report on overall grant development and budget expenditure on quarterly basis while 

interim reporting should be done in accordance with the reporting periods specified in the grant 

contract (at least every 6 months). Final report is to be submitted after the end of the grant. Reports 

should be prepared in compliance with the rules and relevant forms for quarterly, interim and final 

reports.  

 

Quarterly reports 

 
Quarterly reports should contain summarized information on the overall development and project 

progress, with focus on the main successes and difficulties. Grantees should also report if the grant 

implementation is going in accordance with the implementation plan and budget, and inform KCSF on 

any other significant development that had or may have an impact on the grant. The report should be 

prepared in accordance with Annex 2_Quarterly report and should be submitted electronically not 

later than 5 working days after the end of the reporting quarter. For quarters included in the interim 

reports, submission of the quarterly report is not required (ex. if interim report covers the period from 

January to June, grantee should submit the quarterly report for the period January to March. The 

following quarterly report to be submitted should cover the period from July to September).  

Interim and final reports 

 

Interim reports consist on narrative report and financial report, while final reports are accompanied 

also by an audit report. For specific instruments, audit reports are required also for particular interim 

reports. Reports along with the supporting documentation (Annex 3) should be compiled in 

accordance with the templates presented in Annex 4. Reports/documents for which a template is 

provided should be submitted in line with the respective format. Reports/documents listed from 1 to 

4 in Annex 3 should be submitted in an electronic format. Once approved by KCSF, final versions of 

these reports need to be submitted in hardcopy. When submitting the final report, the grantees must 

also deliver to KCSF all publications and audio-visual products in electronic version (CD, USB or 

equivalent). 



 

 

For the purposes of financial reporting all grant beneficiaries need to submit original and copies of all 

payments, receipts, requests and invoices. All transactions and supporting documents (payments, 

receipts, requests and invoices) should be arranged according to the respective budget lines. When 

applicable, means of verification of the implemented activities, as specified in the logical framework, 

should also be submitted in hardcopy. Once the documents are reviewed, the original file(s) will be 

returned to grantees. Maintenance of the original file is the sole responsibility of the grantee.  

Interim narrative and financial reports should be submitted in accordance with the reporting periods 

specified in the grant contract. For short grants or in other special cases, a more frequent reporting 

may be required. Interim reports must be submitted 15 calendar days after the end of the reporting 

period. If additional time is required and justified by grantees, the deadline will be extended and 

confirmed in written by KCSF. When submitting the hardcopy of the signed interim reports, the 

grantee should also submit the request for execution of the following instalment (Annex 5). 

The final financial report shall be sent to the auditor appointed by KCSF within 15 calendar days after 

the end of the grant. Grantees are obliged to provide the auditor with all the required information 

during the audit phase. Note that auditor makes the final approval of the eligible costs of each project. 

Final narrative and financial reports along with the auditors’ report should be submitted to KCSF within 

45 calendar days after the end of the grant. In case grantees are required to submit additional 

documents and/or address comments, this has to be done within 7 working days. Final reports are 

considered approved only when the grantee is informed of this, in written, by KCSF.  

   

If, after the grant is concluded, there are remaining funds totalling more than 10 EUR, the grantee is 

obliged to return the funds upon request on this by KCSF.  

PAYMENTS BY GRANTEES AND RECORD (FILE) KEEPING   

 
When executing payments, grantees must ensure that all payments are executed from the designated 

sub-account for the project1 (for payments in cash see section Payment of services) and in accordance 

with the following obligations:   

Salaries of the staff  

For the staff, the grantee must have the following documents:   

- Employment contract including a signed annex clearly indicating the job description and 

information on the budget line and remuneration amount to be paid by the grant. Note that 

unless not foreseen by the budget, all those engaged as staff (category 1.0, ‘Human Resources’ 

                                                           
1 In cases where grantees are individuals or unregistered initiative all payments will be executed by 
KCSF. Grantees must ensure that all their invoices are taken in behalf of KCSF and are submitted to 
the KCSF on time. 



 

 

in the budget) cannot be remunerated for contributing in direct project activities (category 

2.0, Activities - direct project expenditures); 

- Proof of the bank transfer of monthly salary; 

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

- Proof of 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 not allowed.   

Payment of goods and services 
 
For each good and service paid for the implementation of the grant, the grantee must have: 

- Regular invoice for the obtained service. If a regular invoice cannot be obtained then a 

contract clarifying the respective service and the corresponding payment, and other specifics 

(both for legal entities and persons) needs to submitted; 

 
- Service contract for intellectual services provided by external associates or other services that 

are more complex and require specific requirements/conditions; 

- Proof of bank transfer; 

- Proof of the payment of personal income tax; (for services provided by individuals) 

- Proof of the payment of pension contribution; (for services provided by individuals) 

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

applicable during project implementation; (for services provided by individuals) 

- 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 cash payments between 

legal entities such as NGO to business, possession of regular invoice is sufficient. Therefore, in 

such cases, fiscal coupon is not mandatory;  



 

 

- For goods and services in the value beyond EUR 1,000 grantee must have three written offers 

and select the most economic offer2; 

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

VAT. Grantee should fill out the request for VAT exemption in accordance with the respective 

form and procedure attached as Annex 6 (i, ii and iii). Note that it is not allowed to split 

invoices of the same purchase / service only to avoid VAT. 

Payment of office rent 

 
- The grantee must have a valid contract with the landlord of the rented premise, defining all 

details of the lease agreement;   

- The rent shall be paid via bank transfer. Grantee must provide a proof of bank transfer;   

- Payment of the tax on rent is mandatory. 

Payment of transport expenses 

 
In cases when a vehicle is used for grant purposes, the grantee must submit the car logbook 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. 

When using private vehicles for work related transport, vehicle usage costs should be calculated 0.16 

EUR per km.           

In cases of using other means of transportation (taxi, bus etc), a list indicating the names of the persons 

using the transport along with the personal identification number, destination, cost, date, and 

signature, should be submitted.  

Regular invoices 

 
Each regular invoice must have the following information: 

- Name, address and phone number of business/organizations issuing the invoice; 

- Name, address and phone number of the grantee to which the invoice is issued; 

- Fiscal number (applicable for both parties); 

- Unique Identifier Number (UIN) of the supplier; 

                                                           
2 In case this amount is lower according to internal procurement regulations of the NGO, the grantee should apply its own internal 

regulation. 



 

 

- Invoice number and date; 

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

Ineligible Expenses 

 
- Customs and import duties;  

- Debt or payments for losses;  

- Value Added Tax - VAT (for invoices above EUR 200); 

- Loan and interest repayments; 

- Currency exchange fees;  

- Equipment depreciation expenditures; 

- Purchase of land or immovable property; 

- Purchase of vehicle or generator; 

- Payment of expenses covered by other donors; 

- Credit to third parties. 

The above listed ineligible expenses and/or those considered not eligible due to non-compliance with 

the rules set forth in this document will not be covered by KCSF considered. Such expenses shall not 

be included and calculated in the financial reports and the funds shall be returned to KCSF. In such 

case, grantee will be informed on the decision by KCSF.  

Anti-discrimination  

Anti-discrimination clause on the grounds of race, ethnic origin or religion, when applicable, shall be 

published and applied during the grant's implementation. In principle, this shall apply to all grantee 

activities (ex. hiring of staff, selection of beneficiaries, invitations to events/meetings, notification and 

selection of service and goods providers etc.) 

Budget reallocations 

Request for budget reallocation should be submitted prior to the expenditure from the budget lines 

from which the reallocation is requested.     

Table below provides information on the procedure depending on the type of the budget reallocation. 

Type of reallocation Procedure for re-allocation 

I. Only for information,  

II. For approval by KCSF 

III. Not allowed 

Between budget lines 

of the same activity, 

 



 

 

regardless of the 

percentage. 

 

 

I. Grantee should Inform KCSF via email at the moment the grantee 

has made a decision for the reallocation, but prior to expenditure 

execution.  

 

From one activity to 

another activity up to 

10% of the amount of 

the budget line of the 

activity from which 

reallocation is required. 

From one activity to 

another activity more 

than 10% of the amount 

of the budget line of the 

activity from which 

reallocation is required. 

 

II. Grantee should send the signed request through email or hardcopy 

to KCSF. The request should contain a detailed justification of the 

need and budget lines for which the reallocation is requested. Same 

applies in case there is a need to add a new budget line to which the 

reallocated budget is to be assigned. The request should be made as 

soon as possible but not later than five days before the expenditure. 

Reallocation can be performed only when receiving in written the 

confirmation from KCSF that the request for re-allocation is 

approved. 

From one category to 

the other category, 

regardless of %, with 

exception of 

reallocations between 

specific categories that 

are not allowed 

From all other 

categories to the 

category of Human 

Resources (regardless 

of %) 

 

 

 

 

                                                  III. Not allowed 

From the category of 

Activities - direct 

project/program 

expenditures to other 

categories (regardless 

of %) 

If the request for budget reallocation is approved by KCSF, grantee and KCSF are obliged to keep the 

communication/information in the contract dossier. 

 



 

 

 

No cost extension 

Request for no cost extension can only be approved if:  

 Delays in project implementation are caused by external factors where the grantee has no 

control over (force major); 

 The grantee has informed the Monitoring and Evaluation Unit in written of the 

problems/challenges in due time; 

 Grantee has regularly informed the Monitoring and Evaluation Unit of recent developments 

about the respective activity or activities; 

 The submitted request is sound, well justifies and clearly specifies the reasons for the delay in 

project implementation and related activities; 

 The request is sent at least one month before the end of the grant application period. The 

application must specify clearly the necessary additional deadline. An exception to this are 

cases when extraordinary circumstances or unexpected developments have changed the 

prospects of grant implementation and closure even during the last month of implementation 

 

If the request for no-cost extension is approved by KCSF, the grantee is obliged to keep the 

communication/information in the contract dossier.  

Financial records 

 
During the project duration, the grantee must keep the financial records proving that paid expenses 

are in line with the approved budget. According to the legislation in force, the accounting records 

should be kept for 10 years after the execution of the last financial transaction. 

Assets/equipment 

Assets purchased by grantees through KCSF funds are the property of KCSF. All assets1 purchased 

through funds obtained by Engagement for Joint Action – “EJA Kosovo” program are not a property of 

the grantee, unless a written approval for transfer of ownership is received from KCSF following the 

written request from the grantee. In cases where grantees consider that assets purchased from grant 

funds are necessary for the performance of their ongoing work, they may apply for transfer of assets. 

The request must contain the official signed form (annex 7) and the list of equipment requested for 

transfer of ownership. This request must be submitted upon submission of the final reports and the 

auditor's report, not later than 45 days after the grant is completed.   

The request for transfer of assets ownership to the grantee will be approved if the following criteria 

are met:  

 The grantee confirms that the organization will continue to operate beyond the project's end 

date, with the same or similar mission; 



 

 

 The grantee has presented a sound reasoning / justification for the need for the specific asset 

(s) to implement their future activities; 

 The grantee commits to use the specific asset (s) for similar purposes supported by the grant, 

in line with the mission of the organization; 

 Purchased assets have been foreseen in the initial budget signed from both parties, or have 

been subject to budget reallocations, as per set rules for budget reallocation; 

 Purchased assets have been paid from specific budget lines foreseen for devices and 

equipment; 

 Within the implementation period of the grant, the grantee addressed all warnings issued by 

KCSF concerning the implementation of the grant, especially on the financial issues; 

 After the implementation period of the grant, the grantee has submitted all final narrative 

and financial reports, as per guidelines and contractual commitments with KCSF;  

 The grantee has returned all unspent funds to KCSF, as per guidelines and contractual 

commitments with KCSF; 

 The audit report has not stated any major financial or procedural findings or irregularities 

during the audit of the grant. 

 

Annexes (separate documents/templates) 
Annex 1_Information on monthly activities 
Annex 2_Quarterly report 
Annex 3_ Checklist 
Annex 4_Reporting templates 
Annex 5_Request for instalment payment 
Annex 6i_Explanation of the procedure for VAT exemption 
Annex 6ii_Purchase order for VAT exemption 
Annex 6iii_Request for exemption from VAT 
Annex 7_ The Rules of procedures for transfer of ownership of assets purchased by grantees within 
the “EJA Kosovo” program  
Annex 7a_Request for transfer of asset ownership_EJA 


