
Financial Reporting



All About Financial Reports

• You submit an annual financial report as part of your July 31 project report.

• The report is in a standard format that you must download and use.

• Non-profits and for-profits use the same financial report format.

• The currency of your financial report should match the currency of your agreement.

• If you are reporting in USD, you must note the exchange rate that you are using.

• It should cover all expenses to date for your TerraFund project – and only for your 
TerraFund project. Be accurate to the $0.01.

• It must be signed by your financial officer and executive director.

• We do not require you to submit receipts or other transaction documentation, but you 
must collect that information and provide it if we request it.



Enterprises!

You have to submit audited annual financial statements, too!

You will submit these as additional documents in the same project report.



Reminder: You Set A Budget for Each Line Item

• Remind yourself of the category definitions here.

• You are expected to spend according to those budget line items.

• We expect you to communicate any adjustments in advance to your project manager.

https://terramatchsupport.zendesk.com/hc/en-us/articles/15120920064283-How-to-Submit-a-TerraFund-Project-Budget


Step 1: Fill Out Your Approved Budget Totals – Double Check!



Step 2: Fill Out Non-Itemized Budget Categories

• You will report on your total spending for the following non-itemized budget lines by 
adding the correct figure in the “Summary Financial Report” tab.

• You do not have to break down each individual expense within these lines.

• Personnel/Salaries

• Community Engagement & Capacity Building

• Monitoring & Reporting

• Communications

• Local Transportation (Reminder: Conference and most international travel is not permitted)

• Administrative Expenses & Indirect Costs



Fill Out Non-Itemized Expenses Here!



Step 3: Fill Out Itemized Budget Categories
• Report on each expense that you made during the preceding period in the “YR1_Detailed 

Expense Report” tab.

• Break down your expenses by filling out the relevant line. They should mostly match the 
detailed line items in your TerraFund budget Excel.

• External Contractors

• Seedling Costs

• Tree Nursery Management

• Site Preparation

• Tree Planting

• Tree & Site Maintenance

• Material Inputs

• Other Project Costs

• Report on multiple expenses together, e.g., “Seeding purchases,” if you had several 
transactions of the same type.



Fill Out Itemized Expenses Here!



The Final Product Should Look Like This
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