
 

 

 

	   	   	  

DCNA	  PROJECT	  	  

“SAVE	  OUR	  SHARKS”	  

ACCOUNTING	  AND	  REPORTING	  MANUAL	  

	  

	  

	  

	   	  

	  



Project	  Save	  Our	  Sharks	  

Manual	  accounting	  and	  reporting	  

FINAL DRAFT 
 

	  ! 	  

	  

 

1.  Introduction 
	  

The Dutch Caribbean Nature Alliance (DCNA) has received funding from 
the Dutch Postcode Lottery (Nationale Postcode Loterij) to run a 
three-year project entitled “Save our Sharks”. Funds must be used 
exclusively for the implementation of this project as described in 
the project proposal submitted by DCNA to the Lottery (hereafter 
referred to as the “Project Dossier”).  

The objective of the “Save Our Sharks” project is to work with local 
fishermen, scientists and local communities to put an end to the 
slaughter of sharks in the Dutch Caribbean and to encourage 
islanders to benefit from their presence as a valuable tourism 
asset.   

The following concrete results are expected from the execution of 
the project: 

-‐ substantial popular support for shark conservation; 
-‐ complete ban on commercial and targeting fishing for sharks; 
-‐ establishment of sanctuaries as safe havens for sharks. 

 

All organisations and individuals involved in the project are 
required to comply with the guidelines set out in this manual. 

  

2.  Organisations 
 

For the purpose of this manual, the organisations involved in this 
project are DCNA, Entities and Contractors: 

“DCNA” refers to: 

-‐ Board of the Dutch Caribbean Nature Alliance 
-‐ Executive Committee: responsible for final decisions  
-‐ Finance Committee: responsible for financial oversight 
-‐ Shark Committee: responsible for management and execution 

These Committees are represented by their respective Chairperson or 
the Treasurer in the case of the Finance Committee. The DCNA 
Secretariat is responsible for liaison  

“Entities” refers to the park management organisations, namely: 



Project	  Save	  Our	  Sharks	  

Manual	  accounting	  and	  reporting	  

FINAL DRAFT 
 

	  ! 	  

	  

-‐ Saba Conservation Foundation 
-‐ St. Maarten Nature Foundation 
-‐ STENAPA 
-‐ STINAPA, Bonaire 
-‐ Arikok National Park Foundation 
-‐ CARMABI 

“Contractors” refers to organisations contracted by the Shark 
Committee to work on part of the project. These will be stated 
explicitly where applicable, and include: 

-‐ IMARES 
-‐ Dutch Elasmobranch Society 

Each entity and each contractor must have a Terms of Reference 
signed by their Board Chair (if applicable) as well as their 
Director/Parks Manager and countersigned by DCNA’s Board 
Chairperson. The Terms of Reference must include a detailed action 
plan and budget, based on the Project Dossier, for the duration of 
their involvement in the project.  

 

Project Manager 

Each organization must nominate a person to represent their 
interests. This person will be referred to as “Project Manager”. 
Organisations must notify the Board of DCNA in writing with the name 
and contact information for their designated Project Manager. For 
the duration of the project any changes in Project Manager must be 
communicated in writing in advance to the Board of DCNA.  

The designated Project Manager is responsible for all aspects of the 
communication, execution, monitoring and reporting for the “Save our 
Sharks” project within their organisation. 

 

3.  Project management 
 

The ‘Save Our Sharks’ project starts in 2015 and runs for three 
years.  

The project implementation will be guided at all times by the 
Project Dossier.  
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Entities and contractors must keep separate record of all activities 
and transactions related to this project including: 

• contracts 
• proposals 
• bank statements 
• quotations 
• invoices 
• any other documentation for the project. 

This must be filed in a separate project file, together with the 
monthly financial reports and progress reports. 

Conflicts of interest must be strictly avoided. Where the Shark 
Committee Chair is compromised or cannot be impartial any 
approval/decisions must be passed to the Treasurer. Where the 
Treasurer is compromised any approval/decisions must be co-approved 
by the DCNA Chairperson. 

 

4.  Currency and exchange rates 
 

Entities 

Financial transactions and reporting for all entities will be in 
US$.  

For any expenditure in local currency (Aruban Florins, Antillean 
Guldens) the exchange rates applicable for the project costs are 
based on the sell rate of: 

-‐ Central Bank of Curacao and St. Maarten (for ANG) 
-‐ Central Bank of Aruba (for AWG) 

The exchange rates are determined by the invoice dates and the 
payment dates. 

 

Contractors 

Financial transactions and reporting for European based contractors 
will be in Euro, all other contractors will use US$. 
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5.  Project funding allocations 
 

Entities 

Entities will submit and the Shark Committee will discuss and review 
annual action plans and budget allocations (including milestones) 
for the year ahead by the latest in the last quarter of the year.  

These Annual Action plans and budgets will be sent to the Executive 
Committee and the Finance Committee and, providing the activities 
fall and budgets fall within the Project Dossier the DCNA 
Chairperson and Treasurer will jointly approve the Annual Action 
plans and budgets.  

Treasurer will transfer funds quarterly in advance to each entity. 

 

Contractors 

The Shark Committee will request annual detailed action plans and 
budgets (including milestones) from contractors at the latest in the 
last quarter of the year. These must comply both with their Terms of 
Reference as well as with the Project Dossier.  

The Shark Committee will review the detailed action plans and 
budgets and provide advice to the Executive Committee, copied to the 
Finance Committee. On the advice of the Shark Committee the DCNA 
Chairperson and Treasurer will jointly approve annual allocations.  

Treasurer will transfer funds quarterly in advance to each entity. 

 

Fund transfer procedure 

The Treasurer will inform the recipient (entity / contractor) 
whenever funds are to be transferred. The recipient of the funds 
must submit a copy of the relevant bank statement demonstrating 
receipt of funds to the Treasurer within 5 business days of 
receiving the project funding. 

Where there is a discrepancy between the funds received by the 
entity/contractor and funds transferred by the Treasurer this will 
be communicated to the Executive Committee in writing. The DCNA 
Chairperson will react to the report within 5 business days. 
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6.   Accounting and Expenditure 
Organisations must provide separate accounting for the project 
clearly showing all project funds received and how they have been 
spent.  

 

The entities/contractors will be held accountable for the project 
and for project expenses in accordance with the Project Dossier and 
the line items in the budget. [Refer to annex A for an example of 
the budget] 

 

Project managers must authorize all expenditure (including cash 
payments) for their organisation prior to payment and must ensure 
that paperwork states “Save our Sharks” with the appropriate budget 
line indicated. They must further ensure that there is an invoice 
date, number, description of services and delivery date, if 
applicable.  

 

All project expenditure above US$ 5,000 requires three quotations 
from different suppliers for the intended activity/item. Quotations 
must be evaluated in terms of quality and price. The results of this 
evaluation must be presented to the Shark Committee Chair and/or 
Secretariat for approval before funds are spent.  

Where only one or two suppliers can provide the necessary 
service/item this must be documented and approved by the Shark 
Committee Chair and/or Secretariat before funds are spent.  

Additionally all project expenditure above US$ 10,000 must be pre-
approved by the Treasurer together with the DCNA Chairperson.   

 

7.  Monitoring project progress 
The progress of the project is monitored against the approved 
detailed work plan and budget. 

On a quarterly basis each organisation will provide the following 
reports: 

• a short progress report on the previous quarter (using the 
approved template)  
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• an overview of the project expenses against the budget using 
approved templates (See Annex C and D).  

Reports must be submitted by the end of the following month to the 
Shark Committee and copied to the Finance Committee.  

Reporting should include an explanation for any deviations in 
expenditure in excess of 10% of the allocated budget and / or where 
there is significant under spending. 

 

Reporting deadlines; 

 Reporting deadline 
Jan – 
Mar 

30th April 

Apr- 
Jun 

31st July 

Jul - 
Sep 

30th October 

Oct -
Dec 

31st January 

 

 

Failure to submit the required reports and/or failure to comply with 
the requirements regarding expenditure (such as providing quotations 
and approval for larger spending)may result in the next quarterly 
advance being delayed until all reporting requirements have been met 
and/or issues resolved to the satisfaction of the DCNA Chairperson.   

 

Progress reports and overviews of project expenditure must be 
reviewed by the Shark Committee and the project expenses must 
additionally be reviewed by the Finance Committee within 15 working 
days.  

Where documentation is found to be in order the Chair of the Shark 
Committee together with the Treasurer will approve the reporting.  

Where the reporting is incomplete or contains discrepancies it will 
be returned to the entity/contractor who must resubmit the reporting 
and/or provide a reasonable explanation in writing as soon as 
possible for review.  
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Once the reporting has been approved for an entity/contractor the 
next quarterly funding advance will be transferred by the Treasurer 
to the relevant entity/contractor within 5 business days.  

The DCNA Chairperson will be at liberty to suspend funding advances, 
where in the opinion of the Shark Committee the project is not being 
implemented as agreed.  

 

 

8.  Reporting to the Dutch Postcode Lottery 
For the duration of the project DCNA will report annually to the 
Dutch Postcode Lottery on the progress of the project by means of a 
financial report and a progress (technical) report. These reports 
will be submitted by the 1st July annually. The communication will 
take place directly through the DCNA Secretariat.  

On finalization of the project DCNA will send the Dutch Postcode 
Lottery a financial report and a detailed end project report, which 
will include an indication of whether the intended objectives have 
been attained within 4 months of the completion of the project. 

 

9.  Requesting changes to the Project Dossier 
 

Project managers must report to the Chair of the Shark Committee and 
the DCNA Chairperson immediately whenever there is or could be any 
significant change and/or anticipated change to the project.  

The Shark Committee will evaluate and report to the DCNA Chairperson 
who will decide whether or not the Dutch Postcode Lottery must be 
informed.  

If necessary the DCNA Chairperson will request the written approval 
of the Dutch Postcode Lottery for a change to the project. 

	  

Before any significant changes can be made to the project the Dutch 
Postcode Lottery must give their written permission. Significant 
changes include: 

-‐ Changes in goals/objectives 
-‐ Changes in the duration of the project with more than 6 months 
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-‐ Significant changes in the budget 
-‐ Changes in activities that influence the character of the 

project 
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ANNEXES	  
Project (attached) 

Annex 1: Roles and responsibilities 

Annex 2: Year 1 approved budget 

Annex 3: Travel expenses 

Annex 4: Project progress reporting template 

	  

Financials (separate worksheets) 

Annex A: Budget overview per entity 

Annex B: Example set up general ledger accounts for project 

Worked example of general ledger accounts 

Annex C: Monthly expense report 

Annex D: Monthly financial reporting example  
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Annex 1: Roles and responsibilities 

 

Executive Committee 

• Approves all annual action plans and budgets for Entities and 
Contractors providing they fall within the Terms of Reference 
and Project Dossier 

• DCNA Chairperson is at liberty to suspend funding advances to 
Entities and Contractors if the project is not being 
implemented as agreed 

Finance Committee has overall financial oversight of the project.  

• Reconciliation of the funds received per entity with the funds 
transferred to each entity upon receipt of the quarterly 
reports from the entities/contractors 

-‐ Verification that the project expenses are in accordance with 
the project expenses as described in the budget. 

-‐ Monitoring of the progress of the project expenses against the 
allocated budget and, if necessary, request additional 
information. 

-‐ Deliberates and makes recommendations to the Board regarding 
any over- or underfunding of the entities and/or 
subcontractors. 

-‐ Treasurer transfers approved funds to Entities and Contractors 
-‐ Treasurer advises recipients of fund transfers and ensures 

that a bank statement is received confirming receipt of funds. 
-‐ Treasurer together with the DCNA Chairperson approves spending 

in excess of $10,000 
-‐ Reviews quarterly project progress reports and project 

expenses against the budget 
-‐ With the Chair of the Shark Committee approves quarterly 

reporting 
-‐  

 

Shark Committee 

• Reviews all annual action plans and budget allocations for 
Entities and submits them to the Executive Committee and 
Finance Committee  
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• Reviews all annual action plans and budget allocations for 
Contractors and provides advice to the Executive Committee and 
Finance Committee 

• Reviews and approves project spending of $5,000 to $10,000 
• Provides exemptions in cases where three quotations cannot 

reasonably be obtained 
• Reviews quarterly project progress reports and project 

expenses against the budget 
• With the Chair approves quarterly reporting 
• The Shark Committee informs contractors about the specific 

services required and provides them with the required 
information for the billing process (including the budget line 
item). 

• The Shark Committee meets as necessary and reports to the 
Board at least twice a year and at Board meetings.  

• At the end of the project the Shark Committee will be 
dissolved after receiving décharge from the Dutch Postcode 
Lottery. 
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Annex 2: Approved budget 2015 

The approved budget for Year 1 of the project is as follows: 

 

  

SAVE 	  OUR	  SHARKS 	  PROJ ECT
BUDGET
YEAR	  1 YEAR	  1
EUR USD

@	  1.12

DCNA
Board	  of	  DCNA -‐	  	  	  	  	  	  	  	  	  	  	  	  	  	  	   	   -‐	  	  	  	  	  	  	  	  	  	  	   	  
E xecutive	  Committee -‐	  	  	  	  	  	  	  	  	  	  	  	  	  	  	   	   -‐	  	  	  	  	  	  	  	  	  	  	   	  
F inance	  Committee -‐	  	  	  	  	  	  	  	  	  	  	  	  	  	  	   	   -‐	  	  	  	  	  	  	  	  	  	  	   	  
S hark	  Committee -‐	  	  	  	  	  	  	  	  	  	  	  	  	  	  	   	   -‐	  	  	  	  	  	  	  	  	  	  	   	  
DCNA	  S ecretariat 22,000	  	  	  	  	  	  	  	  	   24,640	  	  	  	  	  

Entities
S aba	  Conservation	  Foundation 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  
S int	  Maarten	  Nature	  Foundation 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  
CARMABI 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  
S TENAPA 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  
S T INAPA,	  Bonaire 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  
Arikok	  National	  Park 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  

Suppliers/subcontractors
IMARES 90,000	  	  	  	  	  	  	  	  	   100,800	  	  	  
The	  Dutch	  E lasmobranch	  S ociety 172,000	  	  	  	  	  	  	   192,640	  	  	  
Designated	  subcontractors	  /	  suppliers 40,000	  	  	  	  	  	  	  	  	   44,800	  	  	  	  	  

564,000	  	  	  	  	  	  	   631,680	  	  	  
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Annex 3: Travel expenses 

 

Where travel expenses are included in the budget the following rules 
apply: 

-‐ Tickets: economy class (original ticket and invoices or e-
ticket with boarding pass) 

-‐ Airport tax to be covered by per diem allowance 
-‐ Daily allowance:  

o USD 95.00 within the Dutch Caribbean; 
o US$ 125 in the USA/rest of the world;  
o EUR 135 in Europe in accordance with the DCNA guidelines 

-‐ Accommodation based on actual costs up to a maximum of EUR200 
(Europe) or USD200 (other regions) per night (including taxes 
and surcharges) in accordance with DCNA guidelines 

-‐ Local transport costs (including fuel) to be covered by per 
diem allowance. 
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Annex 4: Project progress reporting template 

 

Project:  Save our Sharks 
 

Project Manager: 
	  

	   Reporting period:	   	  

Entity/Consultant:	   	   Date presented:	   	  

 

Yes	   No	   N/A	   Overall status – at a glance	  

	   	   	   Is the project being implemented on time?	  

	   	   	   Is the project being completed within budget?	  

   Are the project deliverables being completed as agreed? 

	   	   	      Are any changes in the detailed work plan necessary?	  

   Are project issues being addressed successfully? 

   Are project risks being successfully mitigated? 

   Has the public been sufficiently informed? 

Explanation of items above checked ‘No’:    
 
 
 
 
	  

Significant accomplishments this period: 

 
 
 
 

Planned accomplishments next period:   
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Additional comments or highlights not reflected above: 
 
 
 
 

 

Project issues/ possible risks 
 

 

 
 

Distribution	  
This document has been distributed to: 

Name Title Date of issue Version 

Tadzio Bervoets Shark Committee Chair   

Paul Stokkermans DCNA Treasurer   

    

Supporting	  documents	  
- Detailed Project Work Plan; 
- Overview of the finances for this reporting period (using project template) 

 


