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3ATBEPIXEHO

IMporokon Pamu nupexropis

BJIATOJIIMHOI OPTAHI3AILIIT
“BJIATOJIIHUI ®OHJT
“CTABUIIBEMILIEH CYIIIIOPT CEPBICE3”
Bix «26» mrororo 2022 poky

Ne 1/2022

HNOJIOKEHHSA
MPO NMOPSAOK 3AilCHEHHS MJIATEXKIB

1. 3ATAJIBHI TIOJIOKEHHA

1.1. e IlonoxenHss po3poOieHe 3 METOIO
CTaHJApTH3aIlil MisUTBHOCTI 13 3abe3meueHHs
MJIAHOBOCTI B MUTAHHAX (DIHAHCOBOI JISIILHOCTI

BJIATOJIIHOT OPTAHI3ALIIT
«BJIATOIMHUN ®OH/|
«CTABUIIBEUIIEH CVYIIIIOPT CEPBICE3»
(mamami — «®PoHA») Ta BU3ZHAYAE TIOPSJIOK

O0(OpPMIICHHSI O4iKYBaHOTO TIIATEKy Ta OCHOBHI
BUMOTH JI0 IHII[laTOpa TUIaTEXy CTOCOBHO
MoJayi 3assBKU Ha CBOEYACHUH TUIATIK.

1.2. Ile IlomoykeHHs 3acTOCOBYETbCA IS
301MCHEHHS K O€3roTIBKOBMX TaK 1 TOTIBKOBHUX
TIaTexXiB 3a Kot DoHy.

1.3. Jos 3M1MCHEHHS IIJIATCXKIB 3
PO3paxXyHKOBHX paxyHKiB 4u 3 kacu DoHxy
npaniBHuK @DoHAY, IHILIATOp IUIATEXKY, TOTYE
3asBKYy Ha 3IIHCHEHHS IIaTexXy (eJLJIHCT,
Baydep, TOIIO, Ha/ami - 3asiBka) Ha DiHAHCOBOTO
JMPEKTOpa i3 3a3HaYCHHSAM JTaHUX
nocradajgbHuka (poOiT, TOBapiB, MHOCIYT) Ta
Ha3By MPOEKTy, HOMEpPY TI'paHTOBOi YTrOOH, B
paMKax SKuX OydyTh NpOBEICHI L IJIATEexXI.
3asBKa  TOJAE€ThCSI HAa  y3TOMKCHHS B
[arnepoBOMy Ta/a0do B €IEKTPOHHOMY BUIJIAI.

1.4. CBoeuacHIicTh peanizaiii KOKHOI 3asBKU B
nepury d4epry 3aleXWuTh Bix I MOJaHHA Ta
odOpMIIEHHS HAJIGKHUM YWHOM y BCTAHOBJIEHI
CTPOKH.

1.5. Crpok mpoBeneHHS IUIATEeXKIB MiCIsA
y3rO/DKEHHS Tu1aTexxy DiHAaHCOBUM TUPEKTOPOM
— 3 (Tpu) 6aHKIBCBHKI JHI.

APPROVED

Minutes of the Board of Directors of the
CHARITABLE ORGANIZATION
"CHARITY FOUNDATION
"STABILIZATION SUPPORT SERVICES"
dated February 26, 2022

No. 1/2022

REGULATIONS
on the Payment Procedure

1. GENERAL PROVISIONS

1.1. This Regulation has been developed to
standardize the activities to ensure planning in
the financial activities of the CHARITABLE
ORGANIZATION CHARITY FOUNDATION
"STABILIZATION SUPPORT SERVICES"
(hereinafter referred to as the Foundation) and
defines the procedure for processing the
expected payment and the main requirements
for the initiator of the payment to apply for
timely payment.

1.2. This Regulation shall be applied to both
non-cash and cash payments at the expense of
the Foundation.

1.3. To make payments from the Foundation's
current accounts or from the Foundation's cash
desk, the employee of the Foundation initiating
the payment prepares an application for
payment (e-mail, voucher, etc., hereinafter
referred to as the application) to the Financial
Director, indicating the details of the supplier
(of works, goods, services) and the name of the
project, the number of the grant agreement
under which these payments will be made. The
application is submitted for approval in paper
and/or electronic form.

1.4. The timeliness of each application
primarily depends on its submission and proper
execution within the established timeframe.

1.5. The term for making payments after
approval of the payment by the Financial
Director is 3 (three) banking days.
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1.6. 3abopoHs€TbCcsl  BUOaua, OTPHUMaHHS,
MPOBEICHHS  PO3PaxyHKIB 13  30BHIIIHIMH
KOHTpPareHTaMH, a TaKoXK PyX IPOIIOBHX KOIITIB
BCEpenuHI Donny 0e3 MOTOJKEHHS
dinancoBoro ampekropa abo ocodbw, siKka HOTro
TUMYacOBO 3aMiHSIE.

1.7. Omnnara TpoOBOAUTHCS HaA  MiJACTaBi
HaJIe)KHUM YHMHOM O(GOPMIIEHOTO IUIaTIKHOTO
JOpyYeHHS B  CHCTeMI  KIi€HT-O0aHK 3
HaKJIaICHHSIM EIeKTPOHHOTO  MH(POBOTO
mignucy — BuxonaBuoro — nmupektopa  abo
DiHAHCOBOTO TUPEKTOPA.

1.8. Hanexxno odopmieHUM  BBaXaeThCs
IUIATDKHE — JOpydYeHHs,  odopmiieHE  Ha
3aTBEP/KCHOMY 3aKOHOJABCTBOM OJIaHKY Ta
3aloBHEHE BIAMOBIIHO 10 «lHCTpyKUii mpo
Oe3roTiBKOBI ~ poO3paxyHKH B  YKpaiHi B
HaL[lOHAJIbHIN BAJIFOTI» (3arBepmxeHo
[TocranoBoto IIpasninus HanionansHOro OaHKY
Vkpainu 21.01.2004 Ne 22, 3apeecTpoBaHO B
MinicteperBi  roctumii  Ykpainu 29 Oepe3Hs
2004 p. 3a Ne 377/8976) i3 00OB’SI3KOBUM
3a3HAYCHHSIM  HOMEPY  TPAHTOBOI  yrojw,
BIJIMOBIJTHO JI0 SIKOT IPOBOMUTHCS IICH TUIATIXK Ta
32 HasABHICTIO JIOKYMEHTIB JMJIsi TPOBENEHHS
oriar (paxyHOK, aKT BHUKOHAHHX POOIT, KOITis
JIOTOBOPY TpU HEOOXiTHOCTI TOIIIO).

1.9. JlomyckaeTbcs MPOBEACHHS IUIATEXKY Ha
MiJCTaBl KOMIM JOKYMEHTIB 3 HACTYITHUM
OTPUMAHHSM X OPHUTIHAIB.

2. IPOLIELYPA THIIIAIIT TA
3AIMCHEHHSI IIJIATEXKY

2.1. Ilpouemypa imimiamii Ta 3IIHCHEHHS
IUIATeXKy MIOA0 3HAYHUX CYM 3aCTOCOBYETHCS
TIIBKM MICHS TMPOXOKEHHsSI yCiX MpOIenyp,
nepenbaueHnx [loMOXKEHHSAM TIPO  TOPSIOK
npoBefieHHs 3aKymiBenb. [lomanHs 3asBku 6e3
MIPOXO/DKEHHST TaKUX TPOLEAYpP 3a00pPOHSIETHCS.
BuHATKOM 3 1[BOrO TMpaBuja € BUKIIOYHO
IUIaTeX1 32  IoJarkaMu,  OO0OB’SI3KOBUMU
iaTexamMu 10 Jep>KaBHOTO OMKeTy Ta
JNepKaBHUX  IUIBOBUX  (OHMAIB,  BHUIUIATa

1.6. It is prohibited to issue, receive, and make
settlements with external counterparties, as well
as cash flows within the Foundation, without
the approval of the Financial Director or a
person temporarily acting in their place.

1.7. Payment shall be made on the basis of a
duly executed payment order in the client-bank
system with the electronic digital signature of
the Executive Director or the Financial Director.

1.8. A payment order is considered to be duly
executed if it is drawn up on a form approved
by law and filled out in accordance with the
"Instruction on Cashless Payments in Ukraine in
the National Currency" (Approved by
Resolution of the Board of the National Bank of
Ukraine No. 22 dated January 21, 2004,
Registered with the Ministry of Justice of
Ukraine on March 29, 2004 under No.
377/8976) with the obligatory indication of the
number of the grant agreement under which this
payment is made and the availability of
documents for making payments (invoice,
certificate of completion, copy of the contract, if
necessary, etc.)

1.9. It is allowed to make a payment on the
basis of copies of documents with the
subsequent receipt of their originals.

2. PROCEDURE FOR INITIATING AND
MAKING A PAYMENT

2.1. The procedure for initiating and making a
payment for significant amounts is applied only
after completing all the procedures provided for
in the Regulations on Procurement Procedure. It
is prohibited to submit an application without
going through these procedures. The only
exceptions to this rule are payments of taxes,
mandatory payments to the state budget and
state trust funds, payment of salaries, travel
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3apo0iTHOI  TUIaTH, BUIDIAT  KOINTIB  HA
BIJIPSIIPKEHHS, TIOBEPHEHHS paHillle OTPUMAaHUX
KOIIITIB.

2.2. IHimiaTopoM Tuiatexy Moxke OyTu mocajaoBa
ocoba DoHay, a TakoX Oyab-SKUN IpaliBHUK
@®oHay, y SKOro B XOJl BHKOHaHHS MOro
[MOCagOBUX OOOB’SI3KIB BUHHKIA HEOOXIIHICTH
3MIACHUTH 3aKyMiBIIIO TOBapiB (poOiT, mociyr).
JUis 1poro iHiLiaToOp IUIATEXy 3BEPTAEThCA 13
3asBKOI0 10 DIHAHCOBOTO JOUpPEKTOpa, [Ie
3a3Ha4ya€  HEOOXIJHICTh  LBOTO  IUIATEXY,
nifcTaBu (HaKas, po3MOPSAKEHHS Ta 1H.), Ha3BY
NPOEKTYy Ta HOMEp TPAaHTOBOI YroAW, IOJa€
KOTIii TOKYMEHTIB.

2.3. 3asBKa TaKOXK IOTOMKYETHCA 3 0CO00I0,
BIJIIIOBIIAJIBHOO 3a 301HCHEHHSA UX
3akyniBenb.  Oco0o010, BIAMOBIZAIFHOIO 32
BUILJIATy 3apOO0iTHOI IJIaTH, MOJATKIB Ta 1HIIHUX
00OB’S3KOBUX IIaTeXiB g0 OmOmKeTy Ta
JIep)KaBHUX MUIBOBHX (OHIIB € (HiHAHCOBHI
mupekrop. [lim d9ac y3TrO[KeHHS TUIATEKY
BIJIMOBiIaJIbHa 0co0a TMepeBips€ HasSBHICTh
notpedu y TakoMy IulaTexi Ta, y pasi
BIJICYTHOCTI 3aliepedeHb, 30upae yci HeoOXimaHi
JOKYMEHTH  JUIsl ~ 3IIACHEHHS  IUIATeXy
(moroBopH, paxyHKH-(DaKTypH, aKTH BUKOHAHHX
po0iT, B BHIAIKy NPHUBATHUX MiANPHEMIIB —
KOITisl BUIKCKA 3 €IMHOTO JIEPKABHOTO PEECTPY
IOPUIMYHUX oci0 Ta ¢i3uyHMX ocid —
MIANPUEMITIB, BUTAT 3 PeecTpy MIaTHUKIB
€IMHOTO TMonaTKy Tomo). Ilicms mpoBenacHHS
yCiX HEOOXiTHMX TpOUEAyp BiAMOBiTATbHA
ocofa 3a3Haya€ y EIEKTPOHHOMY  JTUCTI
«IToroxeHo». Y pa3i HasBHOCTI 3amepevyeHb
MIO0 3IIMCHEHHS TUIATEeXY BiAIOBiJalbHA
ocoba croBiIae iHiIiaTopa MmiaTexy Mpo CBOI
3arepeyeHHs.

2.4. OiHaHCOBMI JAMPEKTOp TMEpeBipse, YU
BUKOHAHI JUig 1€l 3aKymiBii BiJIOBIAHI
npouenypu (B pasi HeOOX1THOCTI), epeadavdeHi
[TomokeHHSIM ~ TIPO  TOPSAOK  MPOBEICHHS
3aKyIliBedb, Ta  HASABHICTh  KOWITIB Yy
BIJIMOBIHOCTI /10 3aTBEP/DKEHUX OIOIKETIB. Y
pa3l  BIJCYTHOCTI 3amepedyeHb, (piHaAHCOBUM

expenses, and repayment of previously received
funds.

2.2. The initiator of the payment may be an
official of the Foundation, as well as any
employee of the Foundation who, in the course
of performing their official duties, has a need to
purchase goods (works, services). To do this,
the initiator of the payment shall submit an
application to the Financial Director, stating the
need for this payment, the grounds (order,
instruction, etc.), the name of the project, and
the number of the grant agreement, and
attaching copies of the documents.

2.3. The application shall also be approved by
the person responsible for the procurement. The
person responsible for payment of salaries,
taxes and other mandatory payments to the
budget and state trust funds is the Financial
Director. When approving a payment, the
responsible person checks whether there is a
need for such a payment and, if there are no
objections, collects all the necessary documents
for making the payment (contracts, invoices,
acceptance certificates, in the case of private
entrepreneurs - a copy of the extract from the
Unified State Register of Legal Entities and
Individual Entrepreneurs, an extract from the
Register of Single Tax Payers, etc.) Once all the
necessary procedures have been completed, the
responsible person indicates "Approved" in the
email. If there are any objections to the
payment, the responsible person shall notify the
initiator of the payment of their objections.

2.4. The Financial Director checks whether the
relevant procedures (if necessary) for this
procurement have been completed, as provided
for in the Regulations on Procurement
Procedures, and whether funds are available in
accordance with the approved budgets. If there
are no objections, the Financial Director
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JUPEKTOp TMOTOo[Ky€ IIaThK 3 OJHUM 13
JUPEKTOpIB Ta/abo MeEHeKEpiB IMPOEKTy, B
paMKax SIKOro 1HIIIIOETHCS MJIATIK Ta 3aIIOBHIOE

IUIaTKHE JOpy4YeHHS. Y pas3l  HasBHOCTI
3amepeyeHb 1100  3IMCHEHHS  IJIATEeXy
(biHaHCOBUI TUPEKTOP CIIOBIILAE BiAMOBIIATBHY
oco0y Ta I1HIIaTOpa IUIaTeXy MpO CBOI
3anepeveHHs.

2.5. Tlicns TPOXOMKEHHS  3asBKOKO  BCIX
Opolenyp  Y3TO[KEHHs  Ta  IepeBipKH

®diHaHCOBUN TUPEKTOP CTaBUTh OCTATOYHY Bi3y
B IarnepoBoMy a00 €JIEeKTPOHHOMY BHIVISL, Ta
CKEpOBy€ Ha 3JIHCHEHHS IulaTexy. Y pasi
HasBHOCTI  3alepeyeHb  LIOA0  IUIATEXKy
®diHaHCOBUN TUPEKTOP Ma€ MPaBO BIAMOBHUTHU Y
3MIACHEHHI TMJaTexy, HaBiTh SKIIO  BCl
JOKYMEHTH HAJEKHUM YHHOM IIiATOTOBIICHO,
3alIOBHEHO, Y3TOJKEHO Ta NEePeBIPeHO. Y 1bOMY
Bunaaky DiHaHCOBUH AMPEKTOP CIOBIIIAE TPO
CBOI 3amepeueHHs] Ta 3ayBa)KEHHS IiHIIiaTopa
TUIATEXKYy.

2.6. 3a wHasgBHOCTI [103BOJY (hiHAHCOBOTO
JTUPEKTOPA 3AIMCHIOETHCS TUIATIK 32 BKa3aHUMU
B JOKyMEHTaxX, [JOJAaHUX  JI0  3asiBKH,
PEKBI3HTAMHU. [Tpu IIbOMY, TJIaTiK
3IIMCHIOETBCSL 3 BIANOBITHUX paxyHKiB, B
3aJIOKHOCTI BiJl KOAY Ta Ha3BH MPOCKTY,
3a3HaueHuX y 3asBii. Crutata BUTpAT OTHOTO
NPOEKTY 3 TMOTOYHHMX paxXyHKIB, BiJKPHTHX
cremianbHO  ans  (iHAHCYBaHHS  IHIIUX
NPOEKTIB, a TaKO)X THUMYAacOBE TEpEBEICHHS
IPOIIOBUX KOMITIB MDK TaKUMH TOTOYHUMH
paxyHKaMH 3a0OpOHSIETHCS, 32 BUKIFOYCHHSIM
BUIAJIKIB, TPSIMO TepeadaueHuX yrolaMu Mix
®onmom Ta JoOHOpamMH abo 3 0COOUCTOro
no3Boiny  (posmopsypkeHHs) — BuxonaBdoro
JTUPEKTOpa y 0COOIIMBUX BUIAIKAX.

2.7. be3roTiBKOBI TMepeKa3u 3IIHCHIOIOTHCA 3

3actocyBaHHsM  cuctemu  «KiieHT-0aHKY.
EnexTpoHHi TUIaTiXHI JOKYMEHTH 3aBipSIOTHCS
€JIEKTPOHHUMU mianucaMu BukoHaB4yoro

TUpeKTopa ad0 hiHAHCOBOTO TUPEKTOPA.

approves the payment with one of the directors
and/or managers of the project within which the
payment is initiated and fills out a payment
order. If there are any objections to the payment,
the Financial Director shall notify the
responsible person and the initiator of the
payment of their objections.

2.5. After the application has passed all the
approval and verification procedures, the
Financial Director shall issue a final visa in
paper or electronic form and authorize payment.
If there are any objections to the payment, the
Financial Director has the right to refuse to
make the payment, even if all documents have
been properly prepared, completed, approved,
and verified. In this case, the Financial Director
shall notify the initiator of the payment of their
objections and comments.

2.6. If authorized by the Financial Director,
payment is made to the details specified in the
documents attached to the application. In this
case, the payment is made from the appropriate
accounts, depending on the project code and
name specified in the application. Payment of
expenses of one project from current accounts
opened specifically to finance other projects, as
well as the temporary transfer of funds between
such current accounts, is prohibited, except as
expressly provided for in agreements between
the Foundation and donors or with personal
permission (order) of the Executive Director in
special cases.

2.7. Cashless transfers are made using the
Client-Bank  system. Electronic payment
documents shall be certified by the Executive
Director's or Financial Director's electronic
signatures.
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2.8. Ilicna 3nificHeHHS Miarexy (QiHAHCOBMIA
JUPEKTOp Hampasisge iHPOPMALIIO0 Mpo IJIaTix
HIIATOPy TUIATEXKY IS CKIIaaeHHs iHdopmartii
Opo  BHUKOHaHHA  OIO[UKETY IPOEKTYy  Ta
O0(OpPMIIEHHSI OpUTIHAJIIB JOKYMEHTIB.

JupexTop
BO "B® “Crab6inizeiimien Cynnopr
Cepsice3" s
depmot I'aminbTOH

3 MOJI0XKEHHSIM O3HAMOMIICHA:

dinaHCOBUIl TMPEKTOP
Cayx Ogbra

2.8. After the payment is made, the Financial
Director sends information about the payment
to the initiator of the payment to compile
information on the execution of the project
budget and to issue original documents.

Director

i —CO “CF “Stabilization Support Services”



