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Civil Society in The Penal System Association Guideline For Financial Planning and Reporting  

 

1. Objective and Scope 
Civil Society in The Penal System Association conducts planning and reporting to be shared with various 
stakeholders to guarantee transparency and accountability and efficiently conduct its activities. This 
document acts as an outline to keep budgets and financial reports for financial planning purposes and 
specifies responsibilities detailed with job descriptions.  

2. Guideline For Financial Planning  

2.1. Basic Principles When Preparing Budget  

2.1.1. The budget plan must be in accordance with long- and short-term strategical objectives of 
the association.  

2.1.2. It must be realistic enough to reflect market prices in real life conditions, not estimates. 

2.1.3. There must be room for flexibility and regular revisions, and unexpected expenditures shall 
not be predicted so as to ensure preparedness for when estimates do not come true. 

2.1.4. The budget must be prepared in maximum accordance with the existing bookkeeping system.  

2.2. Budget Types 

The association prepares three types of budget: 
 

Biennial Budget: All income and expenditure of the association are budgeted based on activities 
envisaged in line with the strategical plan and programs of the association, and the budget is 
submitted to the biennial General Board. The budget encompasses the year when the General Board 
is held and the forthcoming financial year.  

 
Annual Budget: Annual Budget includes overall income and expenditure of all programs and projects 
within a financial year based on activities envisaged in line with the budget approved in the General 
Assembly.  

 
Project Budget: It is the budget that only encompasses income and expenditure of activities to be 
conducted within the terms of a project. It doesn’t have to be in accordance with the financial year, 
however income and expenditure of the project shall be calculated each financial year.  

2.3. Budgeting Periods and Liabilities  

2.3.1. Planning activities: Project coordinators and related employees prepare an annual financial plan 
and submit it to the Executive Board.  

2.3.2.  Budgeting Income and Expenditure: In line with the prepared financial plan, budgeting is 
effectuated based on the criteria specified in art. 2.1. upon an assessment of effective income 
and expenditure, pricing and risks.  

2.3.3. Preparation of a Draft Budget: A draft budget is prepared by the relevant program team, to be 
presented to counselors and the Executive Board for further suggestions.  

2.3.4. Approval Period: All periodically designed draft budgets are shared with the Executive Board. 
They are updated and approved in line with new opinions and suggestions. Biennial budget is 
approved in the General Assembly.  
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2.3.5. Monitoring: The budget is monitored via Interim Financial Reports prepared once in three 
months and project coordinators and financial coordinators initiate a period of revision, if 
necessary. [The budget is monthly supervised by the financial coordinator and the general 
coordinator, the latter presenting a financial report to the Executive Board. It is revision is deemed 
necessary. The revision period is initiated by the project coordinators.] 

 
3. Financial Reporting 

 
Financial reporting is based on the accounting system. It can be classified under three headings: internal 
financial reporting, financial reporting pursuant to regulations and financial reporting for fund boards.  
 

3.1. Internal Financial Reporting  
 
Employees of the association collect necessary data to design financial reports and transfer them 
to relevant data management systems to prepare financial reports. The Executive Board is 
informed about the financial situation once in three months via internal reports, and compares 
results of the planned and realized budgets. Relevant measures are taken if needed, and studies 
are conducted with the entire team to remove risks.  
 

3.2. Financial Reporting Pursuant to Regulations  
 
The association holds a biannual General Assembly in the direction of its charter. General 
Assembly members are presented with the activity report, table of expenses and incomes and 
balance sheets of the association.  Biannual estimated budget for the forthcoming period is also 
submitted to the approval of the General Assembly.  
 
The association is also liable to make a Declaration each year as part of the Law of Associations 
in a specified format specified by the Head of The Department of Associations. This declaration 
includes information about the financial situation and activities of the association.  
 
The association is monitored each year by an independent audit company, to the extent that it 
complies with the budget of the association, and an Independent Audit Report is prepared in 
the first quarter of the year. The prepared Independent Audit Report is submitted to the 
Executive Board.   
 

3.3. Financial Reporting For Fund Boards  
 
 “The association regularly informs donatees/fund holders about its activities, and this 
information is shared in various mediums. The association gives timely and exact information on 
where the fund is spent. It is among the priorities of the association to make viable expenditures, 
solidly report contributions and act in accordance with fund receiving requirements during the 
period of the fund.” 
 
Donations received within the scope of a project or a program are reported as part of a signed 
contract with the relevant funder in line with the schedule and format specified by the funder. 
Coordinators are liable to know these rules, accurately inform the Department of Financial and 
Administrative Affaires, finalize reports and submit them to relevant parties.  


