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Completing Your Accountability 
 

Accountability Report Due - Notification Email  
All grantees who have been successful in receiving a grant from Otago Community Trust will be 

required upon the completion of their project, programme and / or event to complete an 

accountability report.  

An ‘Accountability Report Due’ email is automatically sent within 12 months of your grant decision 

date. The email will instruct you to log back on to the grant portal to complete this requirement 

under the Accountability/Conditions section.  

To find Accountability Report: 

1. Go to our website www.oct.org.nz, click on Enter Grants Portal 

 

 

2. Log into the grant’s portal with your username and password 

 

 

 

 

 

 

 

http://www.oct.org.nz/
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2. Under Accountability/Conditions, click on Accountability Due. This will show the questions you 

have to complete for your accountability report. Note that blue boxes will appear with prepopulated 

information from your original application.  
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3. As part of the Accountability requirement, Otago Community Trust will require that you upload 

Financial Statements showing the receipt of our grant and / or copies of invoices. 
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Uploading the necessary supporting documents is straight forward.  

 

• Click on near Supporting Documents  

 

• Click on the ‘Add Files’ button 

 

• Select the documents to be uploaded. Once they appear click ‘Start Upload’ 

 

 

 

 

 

 

 

 

• When the documents are finished uploading click on the X – in the top right-hand corner  
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4. You can see a summary of the ‘Supporting Documents’ – as illustrated below. Check that all the 

required documents have been successfully uploaded and once you are happy, click the ‘Submit’ 

button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. The report will be filed in the ‘Submitted section of the portal, on the left-hand side.  
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If your Accountability Report is lacking information or missing supporting documents, the report 

maybe returned to you via the grant’s portal. If this occurs, you will be notified via email. You will be 

then required to log back into the portal and edit your Accountability Report which will be sitting 

under ‘Accountability to Edit’.  

Note: Once amendments have been made you will need to ‘re-submit’ you Accountability Report.  

 


