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s momituka po3pobiena, mo0d HagaTu MEpPCOHATY
BJIATOAIMHOI OPTAHIBALUI “BJIATOAIMHUIA
dOH “CTABUII3EMILIEH CVIIIIOPT
CEPBICE3” (nani — ®onx) HeoOXinHy iH(pOpMaIlio
Ipo po3poOKy, BHPOBA/DKEHHS Ta BUKOPHCTAHHS
OCHOBHMX KOHIICTIIiM, TPHHIUIIB 1 MPOIEIyp
¢iHaHCOBOI cHCcTeMH, sfKa 3a0e3Medye CHCTEMaTHUHY,
nociioBHy Ta epexTuBHY poboTy DoHIY, a TakoxX
O03HAHOMHWTH  HOBONPHHHATHX  MpPAIliBHUKIB 1
MpaliBHUIB 13 piHaHCOBUMHU nponenypamu OoHmy.

®dinancoBa moJituka — odiuiiiHe MOJIOKEHHS
®oHay, o MicTUTH iHpopManilo nMpo BHYTPilIHI
npouexypu ynpasBJiiHHS ¢pinancamu Ta
BHYTPillIHiil (piHAHCOBHI KOHTPOJIb.

OmrcaHi TyT TPUHITAIIN JOTIOMArarmTh 3a0e3ICUNTH
epexTuBHe ynpaBniHHs (inancamu Doy dYepe3
JOTPUMaHHS HeoOXigHMX (piHAHCOBHX MpOLEAYD,
oprafizamiro cucreM (HiHAHCOBOTO YIIPaBIiHHI Ta
cUcTeMaru3ailiro  (iHaHCOBUX  mpoleciB. Bonu
000B’SI3KOBI AJIs1 BCHOTO TIEPCOHAITY.

Lo momiTHKy cIiJi BUKOPUCTOBYBATH SIK JOTTOMIXXHHIMA
METOIWIHHUI MaTepian y HOBCIKICHHIH pOOOTI.
Komanpa, sika roTyBasia moJiTHKY, KepyBajach TAKUMH
KPHUTEPISIMU Ta JKEpesIaMu:
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FINAL PROVISIONS

INTRODUCTION

This policy is designed to provide the personnel of the
CHARITABLE = ORGANIZATION  “CHARITY
FOUNDATION  “STABILIZATION  SUPPORT

SERVICES” (hereinafter — the Foundation) with the
necessary information regarding the development,
implementation, and use of the core concepts,
principles, and procedures of the financial system that
ensures the systematic, consistent, and effective
operation of the Foundation, as well as to familiarize
newly hired employees with the Foundation's
financial procedures.

The Financial Policy is an official regulation of the
Foundation containing information on internal
financial management procedures and internal
financial control.

The principles described herein help ensure effective
financial management of the Foundation through
compliance with necessary financial procedures, the
organization of financial management systems, and
the systematization of financial processes. They are
mandatory for all personnel.

This policy should be used as a supplementary
resource in day-to-day work.

The team that prepared the policy was guided by the
following criteria and sources:
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® YVYKpaiHChKI  CTaHAApTH  OyXraaTepChKOTO
00Ky (nam “HanioHaJbHI CTaHAAPTH);

® c(eKTHBHICTh yNpaBliHHA (HiHAHCOBUMHU
iHcTpymeHTamMmu ®onHpay, mMoOymoBH SKiCHOT
cucteMu (DIHAHCOBOTO MEHEIDKMEHTY Ta
BHYTPIIIHHOTO KOHTPOJIIO;

e (opmyBaHHS LUKITY (hiHAHCOBOTO YIIPABIIHHS
4yepe3 CHCTeMy OIODKETHOTO YNpPaBIiHHS Ta
NPUHIHUITB BUKOHAHHS OCHOBHHX CTaTyTHHX
3aB/IaHb;

® [paBWia, SKI PEryalol0Th HAAXOIKEHHS,
BUTpaTH  Ta  YNPABIiHHS  TPOILOBUMH
xomramn @PoHmy, a Takox (hopMyBaHHS
aJIMIHICTpaTUBHOI ~ CHCTEMH  YIIPaBIiHHS

TPOIIOBUMH KOIITaMH, OTPUMaHUMH 3 Pi3HUX
Jokepen  (MDKHApOTHUX, HaIllOHATBHUX Ta
MIPUBATHUX);

® YCYHEHHS PU3MKIB y cucteMax (piHaHCOBOTO
yOpaBliHHA Ta (OPMYBaHHS OCHOBHHUX
cTaHmapTiB podotu mpamniBHUKIB DoHAY, 110

3a0e31euyIoTh BHKOHAHHS BHMOT
3aKOHOJIaBCTBA  YKpaiHM Ta JOHOPCBKUX
oprasi3arii;

® BHMOTH YKpPailHCBKMX Ta MIDKHApPOJHHUX
JIOHOPCHKUX opramizamii 0  SIKOCTi
0OCJIyroByBaHHS ~TPaHTOBMX  KOINTIB  Ta
CUCTEM KOHTPOJIO 32 (DiHAHCOBUMH MTOTOKAMH
Donmy.

@onn 3anmmae 3a  cobor MpaBO 3MIHIOBAaTH,
CKacoBYBaTd i OHOBIIOBATH MEBHI YMOBHU MOJITHKH.
[omiTiky 3arBepmKyoTh 3aranbHi 300pu. 3MiHH 10
3aTBEP/HKEHOT MOJITHKM MOXYTh IHIIIFOBAaTH BCi, XTO
npaiioe y @onai un O6epe ydacTb y Horo 3araibHUX
300pax, Pami gupexropi, Harmsanosiit Ta ExcrieptHiit
paxi. Taki 3MiHH TeX 3aTBEPKYIOTh 3arajibHi 300pH.
IIpo 3minm B momituky DoHA crooBimaTuMe BCiX
JOTHYHHUX MMCHbMOBUM YH €JIEKTPOHHUM JICTOM.

[IpariBHUKW/UIII  3alMpOIIyIOTHCS 0  BHECCHHSA
MUCBMOBHX TIPOIO3MIIN Ta IMOMPAaBOK IO MPOLEAYD,
AKi, Ha iXHIO MKy, MOIJIM O CIIpUATH MOKPAILEHHIO

e Ukrainian accounting standards (hereinafter
— “National Standards”);

e The efficiency of managing the Foundation's
financial instruments, building a high-quality
financial management system, and internal
control;

e The formation of a financial management
cycle through a budget management system
and principles for fulfilling core statutory
tasks;

e Rules governing the receipt, expenditure, and
management of the Foundation's funds, as
well as the formation of an administrative
system for managing funds received from
various sources (international, national, and
private);

e The mitigation of risks in financial
management systems and the formation of
core labor standards for Foundation
employees, ensuring compliance with the
requirements of Ukrainian legislation and
donor organizations;

e Requirements of Ukrainian and international
donor organizations regarding the quality of
grant fund servicing and systems for
controlling the Foundation's financial flows.

The Foundation reserves the right to change, cancel,
and update certain terms of the policy. The policy is
approved by the General Meeting. Changes to the
approved policy may be initiated by anyone working
at the Foundation or participating in its General
Meeting, Board of Directors, Supervisory Board, or
Expert Council. Such changes are also approved by
the General Meeting.

The Foundation will notify all relevant parties of
changes to the policy via written or electronic letter.
Employees are invited to submit written proposals and

(hiHaHCOBIMH JUCTIATLTIHA Ta migBuimeHHlo  amendments to procedures which, in their opinion,
e(eKTUBHOCTI MisITbHOCTI DOHTY. could contribute to improved financial discipline and
increased operational efficiency of the Foundation.
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1. 3ATAJIBHA IHOOPMALIA 110 40)
®PIHAHCOBI CUCTEMH

Y mpoMy pO3IiJi MOAAHO 3arajbHy iH(GOPMAILo PO
OCHOBHI TIPUHIUIH PoOOTH (PiHAHCOBOTO YIpaBIliHHS
®onpy, Micis Ta Bi3it0 (PIHAHCOBOTO YIPABITIHHA,
Horo 3aBmaHHS U cdepH BIOIMOBITAIBHOCTI, a TaKOX
npo (iHaHCOBY OpraHi3auiiiHy CTPYKTYpY.

VY KOKHOMY 3 HACTYyIHUX PO3IUTIB IIi€i MOMITHKH
OIIMCAHO 3aBAAHHS, NPOLEAYPH Ta IPOLECH Y IEBHUX
cdepax ¢biHaHCOBOTO YIpaBIiHHS Donuy.
Buxonyroun Taki MpOLENyPH, ¢iHanCcoBi
CHemiaNicT(K)d MaloTh KepiBHY ab0o0 JOMOMIXKHY
(YHKINII0O  3QJIOKHO  BiA  MAMOPSAKOBAHOCTI Ta
KOMIIETEHTHOCTI.

1.1. Micist pinaHcoBOro ynpapriHHSA
lapanTytoun eQeKkTHBHE BUKOPUCTAHHS pPECypCiB
®donny, 3poOUTH TaK, 11100 JOHOPHU Ta HAPTHEPU MAIH
MEBHICTh, M0 BiH TOCTIHHO MiJBUIIYE SKICTH CBOTO
(biHaHCOBOTO MEHEKMEHTY, BIIOCKOHAJIIOE
CTaHJIapPTU YIIPABIIHHS PU3MKAMU Ta C€PECKTHBHICTH
BHYTPIIITHHOTO KOHTPOITIO.

3abe3neunt (DIHAHCOBHI MEHEKMEHT Ha piBHI
MDKHapoOIHUX CTaHAApTIB 1 MaTh iHQopMmamiiHi
CUCTEMH, SKi BIIMOBIAAIOTh CYYaCHUM BHMOTaM
TOHOPCBKHX  OpraHi3amii  Ta  MIDKHApOTHUM
npaktukaMm. CBo€4acHO  IJIaHyBaTH  MalOyTHi
norpedM Ta TOCHIJOBHO YXBajroBaTH (hiHAHCOBI
pimeHHs 331 (PiHAHCOBOI CTAJIOCTI.

1.2. Bi3isa ¢inancoBOro ynpapJiHHA

e BcraHoBneHHs mnpodeciiiHUX — cTaHZapTiB
(iHAaHCOBOTO  yMpaBIiHHA, sKi  OymIyTh
BIJIMOBIaTH  TIEPEOBOMY MIKHApPOTHOMY
JOCBiTly, BUMOTaM AOHOPCHKUX OpTraHi3alii
Ta HAaLliOHAJIBHOTO 3aKOHO/IABCTBA;

e (CBoevacHHi po3nonin (hiHAHCOBHUX PECypCiB
JUISL IJThOBOTO €(DEeKTUBHOTO BUKOPHCTAHHS B
COLIAJIFHO 3HAYYIIMX MPOEKTaxX (Tporpamax)
Ta 3a0e3neueHHs (iHaHCOBOI CTadiTBHOCTI
®donmy;
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1. GENERAL INFORMATION ON FINANCIAL
SYSTEMS

This section provides general information on the core
operating principles of the Foundation's financial
management, the mission and vision of financial
management, its tasks and areas of responsibility, and
the financial organizational structure.

Each of the following sections of this policy describes
tasks, procedures, and processes in specific areas of
the Foundation's financial —management. In
performing such procedures, financial specialists have
a guiding or supporting function depending on
subordination and competence.

1.1. Mission of Financial Management

By guaranteeing the effective use of the Foundation's
resources, to ensure that donors and partners are
confident that the Foundation is constantly improving
the quality of its financial management, enhancing
risk management standards, and the effectiveness of
internal control.

To ensure financial management at the level of
international standards and to maintain information
systems that meet modern requirements of donor
organizations and international practices. To timely
plan for future needs and consistently make financial
decisions for the sake of financial sustainability.

1.2. Vision of Financial Management

e Establishing professional financial
management standards that correspond to
leading  international = experience, the
requirements of donor organizations, and
national legislation;

e Timely allocation of financial resources for
targeted, effective use in socially significant
projects (programs) and ensuring the financial
stability of the Foundation;
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e [loOymoBa CHUCTEMH e(hEeKTHBHOTO
BHYTPIIIHBOTO  KOHTPOJNIO Ta  3pYy4HOI
CHCTEMH NpEeACTaBICHHS iH(pOpMaIii;

e PerynspHe BUKOHAHHS CTPATETiYHUX TUIAHIB;

e BusHaHHS 3araJbHOI BiANOBINAJIBHOCTI W
MMO3UTHBHMI BILIUB (DIHAHCOBOI'O IEPCOHAIY
Ha BUKOHaHHA Micii oHay;

e 3amyyeHHs Ta  3aCTOCYBaHHS  CHUCTEM
(hiHAHCOBOTO YIIPABIIiHHS, MOHITOPWHTY Ta
IUIAaHYBaHHS, 10 BIAMOBIAAIOTH  PI3HUM
BHYTPILIHIM Ta 30BHILIHIM HoTpebam Donpy,
JIOHOPIB, AEPKABHUX CTPYKTYP;

e Hananus pi3HOOIYHIX MOKIIMBOCTEN
MpaiiBHUKaM/TIpaliiBHULISIM i
ympasiiHcbkoMy TiepcoHany oIy B HapHHi
TUTaHyBaHHS MaiOyTHIX BUTpAT i 3AiHCHEHHS
MTOCITiTOBHOT CBO€YACHOT MO THUKHU
YXBaJICHHSI BXKJIMBHUX (PiIHAHCOBUX DillICHb.

1.3. OcHOBHI MpUHIUTIH

@donn BcTaHOBUB 1S cebe MeBHI nmpuHIUNIHU y cdepi
(iHaHCOBOTO  YMpaBIiHHA, SIKI  JOIOMAraroTh
YIPaBIiHCBKOMY IepCOHaITy 3a0e3MmednTy e(heKTUBHE
BUKOPHCTAHHS KOIITIB i (yHKIIOHyBaHHS (piHAaHCOBOT
CHCTEMH.

OcHoBHi npuHIUNHU GiHAHCOBOTO YyIPABIiHHS:

® BHUAKICTH 00iry ¢inaHcoBoi iHpopmarii Ta
pecypciB Ma€ J03BOJSITH KEPIBHUM OpraHam
@DoHy yXBaJIOBaTH CBO€YACHI pIllIEHHS 32
YMOBH  €(DEKTHBHOTO  YMpaBIiHHA  Ta
KOHTPOJTIO BUTPAT;

® YJIcHM W WICHKUHI KepiBHUX opraHiB DoHIy
MOBHMHHI MaTH HaBUYKH Ta 1HCTPYMEHTH LIS
MIPUIHATTS PAaBIWILHUX (iHAHCOBUX PIIICHB;

e cucremn (iHaHcoBoi iHopMamii MTOBHUHHI
OyTH 3pydYHUMH U« HaJaBaTH CBOEYACHY,
MOBHY, IOCTOBIpHY 1 HafiiiHy iH(OpMaLiio;

® rmpaliBHUKK ¥ mpaniBaumi POHIY MOBHHHI
CBOEYACHO BHMKOHYBaTM YMOBU KEpIBHHUX
JOKyMEHTIB, 1 TPAaHTOBHUX YTOJ, 30KpeMa Bci

e Building an effective internal control system
and a user-friendly information presentation
system,

e Regular execution of strategic plans;

e Recognition of general responsibility and the
positive impact of financial personnel on the
fulfillment of the Foundation's mission;

e Attracting and applying financial
management, monitoring, and planning
systems that meet the various internal and
external needs of the Foundation, donors, and
government structures;

e Providing  diverse  opportunities  for
employees and management personnel of the
Foundation in the field of planning future
expenditures and implementing a consistent,
timely policy for making important financial
decisions.

1.3. Core Principles

The Foundation has established certain principles in
the field of financial management that help
management personnel ensure the effective use of
funds and the functioning of the financial system.

Core principles of financial management:

e The speed of circulation of financial
information and resources must allow the
Foundation's governing bodies to make
timely decisions, provided there is effective
management and cost control;

e Members of the Foundation's governing
bodies must have the skills and tools to make
correct financial decisions;

e Financial information systems must be
user-friendly and provide timely, complete,
truthful, and reliable information;

e Foundation employees must timely fulfill the
conditions of governing documents and grant
agreements, including  all  reporting
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BUMOTHM  WIOAO 3BITHOCTI  KOHTPOJbHHM
OpraHaM Ta JOHOPCHKHMM OprasizaifisMm 3a
HaIllOHAJIbHUMU 17 MDKHApOJHIMH
CTaHIapTaMu;

e (iHaHCOBI  mpolenypy  TMOBHHHI  OyTH
MPO30PUMHU Ta 3PO3YMUTUMH Ui KOMaHIIU
Donny.

IpuHnunu piHaHCOBUX MPOLEYP

IMocainoBuicTth. dDi”aHcoBa IONITHKA 1 cHUCTEMA
®donmy moBUHHI OyTH TTocTinoBHEMH. [le 3abe3medye
e(eKTUBHICTh 1 MPOo30picTh pobotu U (iHaHCOBOT
3BiTHOCTI. SIKIIO BHYTpimHI (hiHAHCOBO-EKOHOMIYHI
MPOIIECH 3MIHIOIOThCSI, DOHA MOXe BIOCKOHATIOBATH
3anpoBaHKEHY CHCTEMY. HenocninoBue
3aCTOCYBaHHS MiAXOmiB bi o) (hiHAaHCOBOTO
MEHEDKMEHTY MO)Ke OyTH O3HAKOI MaHIiyTIOBaHHS
(inancoBuM cranoBureM DoHy.

Min3BiTHicTh. 3BiTHiCT, @DoOHAY mNOBHHHA OyTH
BUKJIaJIeHa TOCTYIHO AJISl THX, XTO 1i aHaJi3yBaTuMe.
VY 3BiTHOCTI POHII Ma€ TOSCHUTH, K BHKOPHCTOBYE
CBOI pecypcu # 4Ooro Aocsir [jis BUKOHAHHS CBOiX
craryTHHX O000B’s3kiB. IH(dopmanis y 3BiTHOCTI
MOBMHHA OyTH 3pO3yMIIOI0 Ui BCiX 3aKOHOIABUO
BU3HAYEHNX KOPHCTYBadiB. YCI 3allikaBlieHI CTOPOHU
MAaloTh MPaBO 3HATH, HAa 10 BUKOPUCTAHO TXHi KOIITH.
®oH Mae OPUANYHHA OOOB'S30K MOSCHIOBATH CBOT
pimeHHs ¥ fAil, a TakoK TPEICTaBIATH CBOIO
(diHaHCOBY 3BITHICTP Ha PO3IISAA  3alliKaBICHUM
CTOpOHaM.

IIpo3opicTs. POHIT TOBUHEH MPOSBIIATH BIIKPUTICTH
B TOMY, IO CTOCYETbCS HOro poOOTH, HaJAr0UH
iHpOpMaliI0 PO CBOK POOOTY i CBOI IJIAaHM BCIM
3aIiKaBJIEHUM CTOPOHAM Ta cycHiibeTBy. [Ipo3opicTh

moTpedye CKJIamaHHA JOCTOBIPHUX, TIOBHUX 1
cBoedyacHMX  (iHAHCOBHX  3BITIB  HIsI  BCIX
3aIliKaBIICHHX, 30KpemMa OenediniapiB Ta
(hiHaHCYBaTHHUKIB.

Kurreznarnicrs. [{ns 3abesneueHHs ¢iHaHCOBOT
KHUTTE3NATHOCTI BUTpaTU ®oHny  MOBHMHHI
BIAMOBIZJATH HAIXO/KEHHAM SIK HA OIICPaTUBHOMY,
Tak 1 Ha cCTpaTeriyHOMy piBHAX. JKHTTE3HaTHICTH
BifoOpakae (iHAHCOBY CTajicTh. YHPaBIIHCHKHUHA

requirements to oversight bodies and donor
organizations according to national and
international standards;

e Financial procedures must be transparent and
understandable for the Foundation's team.

Principles of financial procedures

Consistency. The Foundation's financial policy and
system must be consistent. This ensures the efficiency
and transparency of operations and financial
reporting. If internal financial and economic
processes change, the Foundation may improve the
established system. Inconsistent application of
financial management approaches may be a sign of
manipulating the Foundation's financial position.

Accountability. The Foundation's reporting must be
presented in an accessible manner for those who will
analyze it. In its reporting, the Foundation must
explain how it uses its resources and what it has
achieved in fulfilling its statutory duties. Information
in reports must be understandable to all legally
defined users. All stakeholders have the right to know
how their funds have been used. The Foundation has
a legal obligation to explain its decisions and actions,
and to present its financial reports for review by
stakeholders.

Transparency. The Foundation must demonstrate
openness regarding its work, providing information
about its operations and plans to all stakeholders and
the public. Transparency requires the preparation of
truthful, complete, and timely financial reports for all
interested parties, including beneficiaries and funders.

Viability. To ensure financial viability, the
Foundation's expenditures must correspond to its
revenues at both the operational and strategic levels.
Viability reflects financial sustainability. Management
personnel must adhere to the strategic plan and
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MEPCOHAN TIOBUHEH JIOTPUMYBATHCS CTPATErivyHOTO
IUIaHy Ta KOHTPOJNIOBaTW B3sATi Ha cebe DoHIOM
(hiHaHCOBI 3000B’sI3aHHS 1 TUTaHH.

HinicHicTs. Komanma ®oHIy TOBHHHA MPAIIOBATH
4ecHO U perenpHO. Yci MaioThb JOTPUMYBATHCS
BCTaHOBJICHOI TIOJITUKH Ta MPOIEAYP 1 3asBIATH TPO
CBOI 0COOWMCTI iHTEpecH, SKi MOXYTh CYIEPEUUTH
MOKJIAJCHNM Ha HHX 000B’s3kaM. LlimicHiCTB
(iHaHCOBOI JOKyMEHTallii Ta 3BITIB 3aJIC)KUTh BiJ
JIOCTOBIPHOCTI ¥ TOBHOTH (hiHAHCOBOTO OOJIIKY.
Kourpoab. ®onx 3000B's3aHuil TypOyBaTHCh PO
JoBipeHi Homy (iHAHCOBI pecypcH 1 CTEXHTH 3a
iXHIM [iIJTOBHM BHUKOPUCTAHHSM. YTPABIiHCHKHIA
MEepCOHAN Hece 3a I1ie BHUKOPUCTAHHS CIUIBHY
BIAITOBIAAIBHICTE. YpaBiaiHChKHIA TepcoHa
3a0e3neuye HalEeKHUN (IHAHCOBUH HAIVIAL ILUISIXOM
PETENBHOTO CTPATETIYHOTO Ta POOOYOTO TIaHYBaHHSI,
OLIIHKK ()IHAHCOBHMX PU3UKIB 1 CTBOPEHHS HAJICKHUX
CUCTEM Ta 3aC00iB BHYTPIIIHLOTO KOHTPOJIIO.
Cranaaptu o6aiky. Cuctema BeeHHS (iHAHCOBOTO
oOJIKy Ta JOKyMEHTallii IOBHMHHA BIiJIOBIIaTH
MDKHapOIHUM cTaHaapraM (iHaHcOBOro oOMiKy Ta
HaIliOHAJTBHUM CTaHAapTaM OyXraJaTepchKOro OOJiKy.

1.4. CtpykTypa (piHAHCOBOT0 YNPABJIiHHSA

monitor financia obligations and plans undertaken by
the Foundation.

Integrity. The Foundation's team must work honestly
and diligently. Everyone must adhere to established
policies and procedures and declare any personal
interests that may conflict with their assigned duties.
The integrity of financial documentation and reports
depends on the accuracy and completeness of
financial accounting.

Control. The Foundation is obliged to care for the
financial resources entrusted to it and monitor their
targeted use. Management personnel bear collective
responsibility for this use. Management personnel
ensure proper financial oversight through careful
strategic and operational planning, assessment of
financial risks, and the creation of appropriate internal
control systems and measures.

Accounting Standards. The system of financial
accounting and documentation must comply with
International Financial Reporting Standards and
National Accounting Standards.

1.4. Financial Management Structure

B ocHoBi crpykTypu ¢inancoBoro ympasniHHg The Foundation's financial management structure is
QoHAy NeXWTh TPUHIUN  mignopsaxkoBaHocTi  based on the principle of team subordination.
KOMaH]I.
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Jaranswmi 300py
General Meeting

Excnepraa paa
Expert Council .
JIHpERTOpIE
Board of Directors

Kepisumx!
Ce P B

Department

DIHAHCOR] MEHETHEPHIK N
ITPOERTIE
Project Financial Managers

HAHCOB] ACHCTCHTH] KR
TIPOERTIE
Financial Project Assistants

1.5. Poab ynpaBJiHCBKOro nepcoHay B peaJizamii
(dinancoBux npoueayp
3aranpai 300pu  @DoOHAY — KIIOYOBHHA OpraH
peanizariii GiHaHCOBOI MOMITHKH. 3rigHO 31 CTaTyToM
@®onny, 3arameHi 300pu PoHay — HaUBHIIMHA
YOpPaBIiHCHKUI OpraH, SKWHA, 30KpeMa, 3IiHCHIOE
(iIHAHCOBO-TOCIIOIAPCHKY MisTIbHICTD.
IMoBHoBa:xkeHHs 3arajabHux 300piB @oHay, cepen
iHIIOT0, BKJIIOYAIOTh:
e 3arBepmxkeHHA CraryTy QOHAY Ta BHECEHHS
3MIH JI0 HbOTO;
e npu3HaucHHS (OOpaHHS) Ta 3yNHHEHHS YU
NPUNUHEHHS TIOBHOBA)KEHb (BIiAKIMKAaHHS)
ronosu HarmspoBoi paau;

1.5. Role of Management Staff in Implementing
Financial Procedures

The General Meeting of the Foundation is the key
body for implementing financial policy. According to
the Foundation's Charter, the General Meeting is the
highest management body which, among other things,
carries out financial and economic activities.

The powers of the General Meeting include:

e Approving the Foundation's Charter and
making amendments to it;

e Appointing (electing) and suspending or
terminating the powers of (recalling) the
Chairperson of the Supervisory Board;
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npu3HavYeHHsT (0OpaHHS) Ta 3yNMHHEHHS YU
NPUMUHEHHS TIOBHOBA)KEHb  (BIAKIMKAHHS)
4neHiB/wieHkuHb Harmsnosoi paay;
npu3HadeHHs (0OpaHHs) Ta 3yNMUHEHHS YU
MIPUITUHEHHST TOBHOBAXXCHB  (BIIKIMKAHHS)
BUKOHABYOTO  JHMpEKTOpa /  BHUKOHABYOI
TUPEKTOPKU;

npu3HadeHHs (0OpaHHs) Ta 3yNUHEHHS YU
TIPUNTUHEHHST TTOBHOBAXXCHH  (BIIKIMKAHHS)
Panu nupexropis;

YXBaJIEHHS pIMIEHHS TpO NPUIHHEHHS
poboTu, peopranizamito, JKBiJaIlil0O YH
camopo3sinyck DoHuy;

MIPU3HAYCHHS TiKBiAaiitHOT KOMicil,
3aTBEepXKECHHS JIKBiJaliiHOTO OanaHcy;
BU3HAYCHHS OCHOBHHMX HampsAMiB poOOTH
@oHay Ta 3aTBepMKEHHS CTPATETidHOTO
IIaHy i€l podoTy;

BH3HAUEHHS MOPSAKY Ta CIIOCOOIB peaizamii
MpaBa BJIACHOCTI HA MaiHO Ta KoiTu DoHmy,
KOHTPOJIb 32 HOTO pealizalli€lo;

yXBaJleHHS ~ pIIIEHHA  TPO  CXBaJICHHS
MPaBOYMHIB Ha CyMy (ILliHA MPABOYHHY), IO
nepesuinye exsiBaseHt 5 000 000,00 eBpo
BIITOBITHO o odimiitHOTO Kypcy,
BcTaHoBieHOro  HamioHanmpHuM ~ GaHKOM
VYkpainu Ha 1aTy yXBaJeHHs TAKOTO PIILICHHS;
3aTBEPKEHHS OnaromiHIX nporpam,
KOHTPOJIb BIIITOBITHOCTIL poboTtu "

BUKOPHCTAHHS aKTHBIB douny  Ha
1HI1aTUBU,BCTAHOBJIEH] YCTaHOBUYUMU
JIOKYMEHTaMHU Ta OnarofiitHUMH

nporpaMamu, sKkmo HarisgoBy pamy He
CTBOPEHO a0o0 11 po0OTy MPU3YITUHEHO;
3aTBEp/KCHHS  pIYHOTO  OIOKETy — Ta
¢inancoBoi 3BiTHOCTI DOHAY;

YXBaJICHHS W 3aTBEpDKCHHS pilIeHb MpO
CTBOpEHHsI pe3epBHOro Kamitany @Oonmy,
KOHTpPOJb 3a Horo (OpMyBaHHSM Ta
yXBaJICHHS pileHp npo HAMPsIMU
BUKOPHCTAHHS
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e Appointing (electing) and suspending or
terminating the powers of (recalling)
members of the Supervisory Board;

e Appointing (electing) and suspending or
terminating the powers of (recalling) the
Executive Director;

e Appointing (electing) and suspending or
terminating the powers of (recalling) the
Board of Directors;

e Deciding on the termination of operations,
reorganization, liquidation, or self-dissolution
of the Foundation;

e Appointing the liquidation commission and
approving the liquidation balance sheet;

e Determining the main directions of the
Foundation's work and approving the
strategic plan for this work;

e Determining the procedure and methods for
exercising ownership rights over the
Foundation's property and funds, and
monitoring their implementation;

e Deciding on the approval of transactions for
an amount (transaction price) exceeding the
equivalent of 5,000,000.00 EUR according to
the official exchange rate set by the National
Bank of Ukraine on the date of such decision;

e Approving  charitable  programs  and
monitoring the compliance of work and use
of Foundation assets with initiatives
established by founding documents and
charitable programs, if a Supervisory Board
has not been created or its work is suspended;

e Approving the annual budget and financial
reports of the Foundation;

e Adopting and approving decisions on the
creation of the Foundation's reserve capital,
monitoring its formation, and making
decisions on the directions of its use;

e Deciding on the admission or refusal of
admission of new participants, including
associates;
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HarnsgoBa

YXBaJICHHS  pIlIeHb
BiIMOBH y
YYaCHHKIB/y4aCHHLIb,
acolliioBaHMX;
yXBaJieHHs pinieHHs 1po Berynm DoHay B
acoriarii, CIIKH, iHII 00’ €HAHHS, Y4aCTh
(mpunuHEHHS y4acTi) B peaji3auii criiabHUX
MIPOEKTIB;

YXBaJICHHS pINICHHS TIPO CTBOPEHHSI (B
nepeaoaueHoMy 3aKOHOM MOPATIKY)
IOPUIMYHUX OCI0 (TOBapUCTB, MiTNPUEMCTB),
poboTa SIKWX BIiANOBiTaE IIIAM B OOpaHUX
chepax Omaromifinoi aisuibHOCTI DOHAY Ta
crpusie iX AOCSATHEHHIO, 3aTBEPIKEHHS TXHIX
CTaryTiB, Tmpu3HaueHHs (oOpaHHA) Ta
3yNUHEHHS YH TPUIUHEHHS TTOBHOBAXKEHb
(BiIKIIMKaHHS ) KEPiBHUKIB/KEPiBHUII;
yYXBaJICHHsI  pIIIEHb npo  BiAKPUTTS
BiTOKpeMJIeHHX Tminpo3ainie DoHIy sK B
YkpaiHi, Tak i Ha TEPUTOPIl IHIIUX JAEPKAaB;
BHpIIIEHHS THIIAX BU3HAUEHUX
3aKOHOJABCTBOM MHUTaHb 32 JIOTMIOMOTOIO
uporo CratyTy.

pana @ouay HajgileHa TaKUMHU

BCTymy abo
HOBHUX
30KpemMa

0710
BCTYTI

NMMOBHOBAKCHHSAMM
KOHTpOJ'IB 3a JOTPUMAHHAM:

cTaryTHUX c(ep, HanpsMiB poOOTH ¥ 3aBIaHb
3TimHO 3 YMHHUM CTaTyToM;

CTpaTeriYHuX HANpsIMiB poOOTH;

pitiens 3aranbHuX 300piB oHy;

CTaTyTHHX IOJIOKEHb TIOCAJOBUMH 0CO0aMu
®donny, ioro CTPYKTypHUMH MiIPO3AiTIaMu;
BHYTPIIIHIX TOJITHK Ta IPOIENYP;
Bbnaropiitnoi nporpamu ®oH7y;

cTareil OIOKETy Ta MiThOBOTO BUKOPUCTAHHS
komtiB Douy.

PeBizist Ta KOHTPOJB:

poOOTH KepiBHMX 1 BHKOHAaBYMX OpPraHiB
doHuy;
¢inancoBo-rocnogapcbkoi podotu Donny;
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Deciding on the Foundation's entry into
associations, unions, and other groupings, and
participation (termination of participation) in
the implementation of joint projects;
Deciding on the creation (in the manner
prescribed by law) of legal entities (societies,
enterprises) whose work corresponds to the
goals in the selected areas of the Foundation's
charitable activities and contributes to their
achievement, approving their charters, and
appointing (electing) and suspending or
terminating the powers of (recalling) their
heads;

Deciding on the opening of separate
subdivisions of the Foundation both in
Ukraine and in other states;

Resolving other issues defined by legislation
through this Charter.

The Supervisory Board of the Foundation is
endowed with the following powers:
Control over compliance with:

Statutory areas, directions of work, and tasks
according to the current Charter;

Strategic directions of work;

Decisions of the General Meeting of the
Foundation;

Statutory provisions by the Foundation's
officials and its structural units;

Internal policies and procedures;

The Foundation's Charitable Program;

Budget items and the targeted use of
Foundation funds.

Audit and control of:

Version: 1.0.

The work of the Foundation's governing and
executive bodies;
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cTaHy Ta OOJiKy MaifHa, aKTHBiB 1
MarepiajbHuX HiHHOCTEeH DoHY;
BUKOpHCTaHHS akTUBiB PoHAY 3rigHO 3 #oro

YCTAaHOBUYUMHU JOKYMCHTAMMU.

Pana nupexTopis i nupexTopok Ponay:

po3pobmsie crparerii pobotu PoHAy i monae
X Ha 3aTBepPKEHHS 3arajbHUM 300pam;
(hopmye 3micToBHUI (hiHaHCOBHI 3BiT DOHIY
U momae WOTO Ha 3aTBEPIDKEHHS 3arajbHUM
300pawm;

po3pobnsie Oromxer DoHIy Ha HACTYIHUN
KaJleHIapHUNA PiK 1 MMOJa€ Ha 3aTBEPIKCHHS
3aranpHUM 300pam;

3a0esredye  MPO30picTh 1 MIA3BITHICTH
MOTOYHOI CTaTyTHOI AiIbHOCTI DoHAY;
3a0e3rneuye BIOCKOHAJICHHA Ta NOTPUMAaHHS
BHYTPIIITHHOTO KOHTPOJTIO y BCIX
olepaliifHuX mpolecax;

3aTBEp/XKY€ 3arajbHi PpiYHI Ta TPOEKTHI
ornepariiiHi Tianu ®ouuy;

CHpusie 3aJy4eHHIO PeCcypcCiB IUIsl peamizarrii

CTpaTeriYHMX Ta  ONEpPAliMHMX IUIAHIB
DoHnuy;

3a0e3redye OTPUMAHHS JIOXOAY BIAMOBIIHO
b1 (6] cTparerii (hinaHCYBaHHS Ta

3aTBEPIKEHOTO OIOIKETY;

3abe3neuye 30epekeHHS (PIHAHCOBHX 3BITIB
Ta NEPBUHHOI TIoOKyMeHTarlii DoHuy;
yIpaBisie TporecoM OromkeTryBanHs DoHTY
Ta aHAITI3YE PUUKH;

3a0e3redye BUKOHAHHS  CTpaTeTiyHUX 1
MOTOYHUX TUIaHiB PoHAY;
3abe3neuye BUKOHAHHS OnarofiitHOT

nporpamu PoHzy;

KoopAuHye poOoty Bianinis @oHay;

3a pimeHHsAM 3araibHUX 300piB  Kepye
MalHOM.
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The financial and economic work of the
Foundation;

The status and accounting of the Foundation's
property, assets, and material values;

The use of Foundation assets according to its
founding documents.

The Board of Directors of the Foundation:

Version: 1.0.

Develops strategies for the Foundation's work
and submits them for approval to the General
Meeting;

Forms a substantive financial report of the
Foundation and submits it for approval to the
General Meeting;

Develops the Foundation's budget for the next
calendar year and submits it for approval to
the General Meeting;

Ensures transparency and accountability of
the Foundation's current statutory activities;
Ensures the improvement of and compliance
with internal controls in all operational
processes;

Approves the Foundation's general annual
and project operational plans;

Facilitates the attraction of resources for the
implementation of the Foundation's strategic
and operational plans;

Ensures revenue generation in accordance
with the funding strategy and approved

budget;

Ensures the preservation of financial reports
and primary documentation of the
Foundation;

Manages the Foundation's budgeting process
and analyzes risks;

Ensures the execution of the Foundation's
strategic and current plans;
Ensures the implementation
Foundation's charitable program;
Coordinates the work of the Foundation's
departments;

Manages property by decision of the General
Meeting.

of the
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Buxonasuuii tupexTop / BukonaB4ua qupekTopka:

OpraHi30oBye€ BHMKOHAHHS PilleHb 3arajibHUX
300piB Ta 3abe3mneuye epeKTHBHY CTaTyTHY
TisTBHICTE DOHTY;

HiAnMcye BHYTpILIHI HOpPMaTHBHI
JOKyMEHTH, 3aTBeprkeHi Pagoio mupekTopis;
npencrasisie oHp 1 Kie Big Horo iMeHi 0e3
TOpYYCHHS SK B YKpaiHi, Tak i 3a 1i MekaMu
Y BiJHOCHHAX 13 IOPHIMYHUMU Ta (Qi3HIHUMH
ocobamu;

BigkpuBae paxyHku @DoHgy B ycTraHOBax
0aHKIB 1 OIIEPyE TAKUMHU PaxXyHKaMHU;

B€/I€ BCIO NOTOYHY pobOoty DoHAY, 30Kpema
B3a€EMOJIi€ 3 TPEACTAaBHUKAMHU ITyOIIYHOI
BlIagu, Oi3HeCcy W MDKHApOOHHMX CTPYKTYp
JUTSI BUKOHAHHS CTaTyTHHUX HAIPSMIB POOOTH
®onny Ta 3abe3neyeHHs HOTo pecypcamu;
3aTBEpAKYy€E WTAaTHUI po3nuc PoHny;
Halimae Ta 3BiIbHsE epcoHas DoHy;
3abesmeuye aynut OoHuy;

TOTye Ta TONAE Ha 3aTBEPHKEHHS NPOEKTH
KOLITOpUCY HanxomxeHb 1 Butpar DoHzy,
3BITH MPO IX BUKOHAHHA, & TAKOX 3BITH IPO
poboty @onny, 3abe3nedye BUKOHAHHS
3aTBEPIKECHUX KOIUTOPUCIB HAIXOMXKEHb 1
Butpar OoHy.

Y ®ouai Takoxk cTBOpPHOEThes ExcneprHa paja,

AKa:
[ J

3MiHCHIOE Harmsa 3a pobortoro DonHmy, 3a
BHKOHAHHSAM HOTO TIporpaM 1 TPOEKTIB, 3a
YXBaJICHUMH WOTO OpraHaMH pillCHHSMH 1
3a0e3IeveHHsIM X BUKOHAHHS;

3[IACHIOE HAMIsA] 32 BUKOPUCTAHHSM KOIITIB
Dony, 3a JIOTPUMaHHSM DouHg0M
3aKOHOJIABCTBA YKpaiHU;

TOTYy€ MPOMO3HIii MOA0 MOKPAIeHHS pOOOTH
@dongy BiamoBigHO 1m0 il cyti ¥ Merw,
rependadeHnx M CTaTyToM.
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The Executive Director:

The

Organizes the execution of decisions of the
General Meeting and ensures effective
statutory activity of the Foundation;

Signs internal regulatory documents approved
by the Board of Directors;

Represents the Foundation and acts on its
behalf without a power of attorney both in
Ukraine and abroad in relations with legal
entities and individuals;

Opens the Foundation's accounts in banking
institutions and operates such accounts;
Conducts all current work of the Foundation,
including interaction with representatives of
public authorities, business, and international
structures to fulfill the Foundation's statutory
directions of work and provide it with
resources;

Approves the Foundation's staffing table;
Hires and dismisses Foundation personnel;
Ensures the audit of the Foundation;

Prepares and submits for approval draft
estimates of the Foundation's revenues and
expenditures, reports on their
implementation, and reports on the
Foundation's work, ensuring the
implementation of approved estimates of the
Foundation's revenues and expenditures.

Foundation also establishes an Expert

Council, which:

Monitors the Foundation's work, the
implementation of its programs and projects,
the decisions made by its bodies, and the
provision for their execution;

Monitors the use of Foundation funds and the
Foundation's compliance with Ukrainian
legislation;

Prepares proposals for improving the
Foundation's work in accordance with its
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1.6. ®DiHaHCOBHIi MePCcOHAJ Ta HOro poJii
3aBnanna ¢QinancoBoro mnepconanxy PDongy —
e(ekTUBHO KepyBaTu (DiHAHCOBHMH pecypcaMu Ta
3a0e3medyBaTi MPO30PiCTh PyXy KOINTIiB, HEOOXiMHY
JUIS YCHIIIHOTO BUKOHAHHS CTaTyTHHUX 3000B’s3aHb
Ta JIOCSITHEHHS CTpaTeridyHux uineir @oHmy.
Y pamkax 3aranpHOTO (HiHAHCOBOTO YIIPaBIiHHS
@donnom  (iHaHCOBMIA TIepcOHAN BHKOHYE TaKi
(dyHKIIIT:
e  Dopmye OyxranrepchKi 3alucu
e diHaHCOBUH IEepCOHAN MMOBUHEH JOCTOBIPHO
BimoOpakaTt B OyXraiaTepCchkoMy OOIiKy
BukoHyBaHi DoHzpom (¢iHaHCOBI omeparii,
moOM TNpPaBWIBHO BH3HAUYUTH  HANpPSIMH
BUKOpDHUCTaHHA  pecypciB.  Byxranrepchbki
3anucu MTOBUHHI BimoOpaXkaTu  BCHO
iHpopMaliro Tpo ¢iHAHCOBO-TOCIOAAPCHKY
poboty DoHny.
e 3miiicHIOe (hiHAHCOBE TNIAHYBaHHS
e ®diHaHCOBHH TmepcoHan QopMye
SIKUI IOBUHEH:

OynyBaTHCh Ha OCHOBI CTpaTeriyHux 1 poOounx
IUTaHIB OKPEMHX TMPOEKTIB 1 3arajibHOi CTaTyTHOI
pobotn DoHy 3aIs TUIAHOBOTO BHKOPHCTAHHS
(hiHaHCOBHX pecypcCiB y paMKax CTparerii;
nonomaratd €(peKTUBHO MOHITOPHUTH BUKOPUCTAHHS
(hiHAaHCOBUX PECYpCiB BIAIMTOBITHO JO TUIAHIB IXHHOTO
IJIbOBOTO BUKOPUCTAHHSI.

e [IpoBoauTh (hiHAHCOBHMI MOHITOPUHT
dinaHcoOBHIl mepcoHan Beae Oe3nepepBHY IJIAHOBY
(dinancoBy poOOTY Ha OCHOBI 3aTBEpPIHKEHOTO
OIOKeTy, a TaKoK NpO30pHH, CBOEYACHHN 1
MOCTIIOBHUN OyXrantepchkuil OOMiK 1 mocTiHMI
(iHaHCOBHH  MOHITOPHWHI, SIKHH  Ja€  3MOTY
KEepIBHUITBY OI[IHUTH CTaH CIpaB 1 CIUIaHyBaTH
0e3nepepBHy podoty DoHIy.

e 3niiicHIOE BHYTPIlIHIN KOHTPOJIb
CucrtemMa KOHTPOJIO 3aCTOCOBYETBHCS IUISl 3aXUCTY il
aKTUBIB Ta YIpPaBIiHHSA BHYTPIIIHIMH pPHU3UKAMH.
Mera BHYTpILIHBOTO KOHTPOIIIO — YCYHYTH PHU3UKH

OIOIKET,

essence and purpose as provided by this
Charter.

1.6. Financial Personnel and Their Roles
The task of the Foundation's financial personnel is
to effectively manage financial resources and ensure
the transparency of fund movements necessary for the
successful fulfillment of statutory obligations and the
achievement of the Foundation's strategic goals.
Within the framework of general financial
management of the Foundation, financial personnel
perform the following functions:
e Preparing Accounting Records
e Financial personnel must accurately reflect
the financial operations performed by the
Foundation in accounting records to correctly
Identify how resources are being used.
Accounting records must reflect all
information regarding the financial and
economic work of the Foundation.
e Performing Financial Planning
e Financial personnel develop the budget,
which must:
Be built based on the strategic and operational plans
of individual projects and the general statutory work
of the Foundation for the planned use of financial
resources within the strategy;
Help effectively monitor the wuse of financial
resources in accordance with their targeted use plans.
e Conducting Financial Monitoring

Financial personnel carry out continuous planned
financial work based on the approved budget, as well
as transparent, timely, and consistent accounting and
constant financial monitoring, which allows
management to assess the state of affairs and plan the
Foundation's continuous operation.

e Performing Internal Control
The control system is applied to protect assets and
manage internal risks. The purpose of internal control
is to eliminate risks of theft and fraud and to identify
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KpPaJDKOK Ta IIaXpaiCTBa W BHSBIATH MOMHJIKH Ta
HENOMIKM B OyXraarepchbKoMy Ta YIpPaBIiHCBKOMY
00IiKYy.

o cTpykTypu (hiHaHCOBOTO MEPCOHATY BXOJSATH:

®  KepiBHUK/KEPIiBHUIIS (iHAHCOBOTO BIAJLTY UM
BUKOHYBau(Ka) X 000B’S3KiB;

e (inaHCOBI MeHemKep(K)1 NPOEKTIB
(¢dinancoBi aHamITHKU(HI) UM aHAJOTIYHI 3a
(dYHKI[IOHATEHUM MPU3HAYCHHSIM
MPAIiBHUKKW/TIPAI[iBHUIIL  BIJMOBITHO IO
Knacudikaropa  mpodecii Ta  mocan,
BHU3HAYCHUX MITATHAM PO3IIHCOM);

e (inaHCOBI ACHCTEHT(K)H MIPOEKTIB
(exoHOMICT(K)A qu aHaJIOT1YH1 3a
(yHKIIOHATBHUM MpU3HAYCHHSM

MIPaIliBHUKH/TIPAMIBHUIIl  BIAMOBITHO [0
Knacugikaropa mpodeciii Ta  mocan,
BU3HAYEHUX LITAaTHUM PO3IHCOM);

® TOJIOBHUH OyxranTep / roJoBHA OyXTaiTepKa;

e Oyxrantep(K)H MPOEKTIB;

® crermiamicT(K)u 3 (hiHaHCOBOTO
JOKyMEHTOO00Iry (minoBoa(k)u) qH
aHaJIOT1uH1 3a (yHKLIOHATBHUM
MpU3HAYCHHIM TMIpaIi BHUKH/TIPAI[i BHATI

BianopinHo no Knacudikaropa mpodeciit Ta
1ocaj], BU3HAYCHHUX ITATHUM PO3IIHCOM).
BuxonaBuuii 1MpeKTOp / BUKOHABYA JMPEKTOPKA
KOOpAMHYE Ta KOHTPOIIOE pPoOoTy (iHAaHCOBOTO
BTy Ta BiAminy Oyxranrepchbkoro oOmiKy (Hamami
— (inaHcoBi Bignminm), 3abe3neuye yOpaBIiHHS
(hinarcoBuMH pecypcamu DoHITy Ta 3BITYBaHHS.
KepiBHuk/kepiBHuls ¢QinancoBoro Bingiay Hece
BiMoOBiKaJBHICTH 3a:
e 3a0e3MeyeHHs JIi€EBOT0O Ta e(EeKTUBHOTO
BHKOPHCTAHHS PECYPCIB;
® 3a0e3Me4eHHs IMEePCIIeKTHBHOTO IUIAHYBAHHS
MaiOyTHIX BUTpaT Ta yXBaJeHHS 3Ba)KECHHUX,
EKOHOMIYHO OOTPYHTOBaHHMX PilllcHb;
® [iArOTOBKY OIO[KETIB  MPOEKTIB/Mporpam
BIAMIOBITHO [0 BHMOT  JTOHOPCHKHX
OpraHizaiiii;
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errors and deficiencies in accounting and
management records.

The structure of financial personnel includes:

e Head of the Financial Department or Acting
Head;

e Project Financial Managers (Financial
Analysts or employees with similar functional
purposes according to the Classifier of
Occupations and Positions set forth in the
staffing table);

e Project Financial Assistants (Economists or
employees with similar functional purposes
according to the Classifier of Occupations
and Positions set forth in the staffing table);

o Chief Accountant;

Project Accountants;

e Financial records management specialists
(records managers) or employees with similar
job functions, as defined in the Classifier of
Occupations and Positions set forth in the
staffing table.

The Executive Director coordinates and controls the
work of the Financial Department and the Accounting
Department (hereinafter — Financial Departments),
ensures the management of the Foundation's financial
resources, and reporting.

The Head of the Financial Department is
responsible for:

e Ensuring the effective and efficient use of
resources;

e Ensuring perspective planning of future
expenditures and  making  balanced,
economically justified decisions;

e Preparing project/program  budgets in
accordance with the requirements of donor
organizations;
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MMIATOTOBKY PIYHOTO KOIMTOPHUCY (OIOMKETY)

DoHnuy;
MiJITOTOBKY 3BITHOCTI creniajibHOro
Mpu3HaYeHHs —  3BiTHUX  ¢GopM  3a
TPAaHTOBUMHU YTOIAaMH BiAMOBIIHO IO BHMOT
JIOHOPIB;

CBO€YacHe, TMOBHE M TOYHE IIOJAHHS
¢inancoBoi iHdopMamii 3a TpPaHTOBUMH
yTOZIaMH;

B1JICTTi TKOBYBaHHS JIOTPUMAaHHS BHUMOT
(iHAHCYBaJIBHHUKIB  IIOMO  JIO3BOJICHOCTI
BUTPAT 1 HOPSAKY BUKOPUCTAHHS KOIUTIB;
CBO€YACHE 3BITYBaHHA (DiHAHCYIOBAJbHUKAM
BIJIMTOBITHO JTO BUMOT JOTOBOPIB;

KOHTPOJIb Ta OOJIIK MEePEeMIlIeHHsI KOIITIB MiX
MPOEKTAMHU 32 HEOOXiTHOCTI;

po3noxain tiarexie DoHAY BIAMOBIAHO [0
crareil 3arajJbHOro OIO/DKETYy Ta OKpeMHX
MIPOEKTIB;

CBO€YACHE 3aMOBJICHHS KOIITIB 33 IPOEKTAMH
BIMOBiAHO 1O Tpadika TPaHTOBUX Yroxm Ta
IHIIMX BUMOT (DiHAaHCYBaJHHUKIB;

KOHTPOJIb BUKOPHCTaHHS KypciB
nepepaxyHKy MPOEKTIB y IHO3eMHY BaIIIOTY;
3BIpKy 3 OyXranarepchbKuM OOJIKOM MIONO
BiJOOpake€HHA  NPOEKTHUX  JIAaHUX  Ha
OyXranTepchKuX paxyHKax;

3a0e3meueHHsT TPaBIIBHOCTI  O(OpMITEHHS
MEPBUHHHUX JOKYMEHTIB y paMKax OKPEMHUX
NPOEKTIB JUIA mepedadi iX TOJOBHOMY
Oyxrantepy / TONOBHIM Oyxramrepmi is
MOJAJIBIIOrO O0JIIKY;

KOHTPOJIb PO3MOALTY 3apo0iTHOI IUIaTH Ta
TOHOpapiB KOHCYJIBTaHTIB BiJNOBIAHO 0
HOpM OIOIDKETHHX cTaTeil i Tabemo oOmiKy
pobodoro gacy;

HEOOXIHMA  KOHTpOJIb 1  TepeBipKd
BIJIMOBIZIHO JI0 TIONITHKH Ta TPOIEIYP,
BU3HAYEHWX Yy A TONITHI Ta IHIIUX
BHYTpImIHIX  fgokyMmMeHTax  PoHmy  #
3aTBEp/UKCHUX 3arajibHUMHU 300pamu Ta (abo)
Harnsimosoro panoro @oHuy;
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Preparing the Foundation's annual estimate
(budget);

Preparing special-purpose reporting —
reporting forms under grant agreements in
accordance with donor requirements;

Timely, complete, and accurate submission of
financial information under grant agreements;
Tracking compliance with funder
requirements regarding the eligibility of
expenditures and the procedure for using
funds;

Timely reporting to funders in accordance
with contract requirements;

Controlling and accounting for the movement
of funds between projects when necessary;
Allocating the Foundation's payments
according to the items of the general budget
and individual projects;

Timely requesting funds for projects
according to the schedule of grant agreements
and other funder requirements;

Controlling the use of exchange rates for
project conversion into foreign currency;
Reconciling  with  accounting  records
regarding the reflection of project data in
accounting accounts;

Ensuring the correctness of primary
document preparation within individual
projects for transfer to the Chief Accountant
for further accounting;

Controlling the allocation of salaries and
consultant fees according to budget item
norms and time tracking sheets;

Necessary control and checks in accordance
with the policies and procedures defined in
this policy and other internal documents of
the Foundation approved by the General
Meeting and (or) the Supervisory Board of
the Foundation;

Budgetary control ensuring the allocation of
funds according to their targeted purpose for
projects and the Foundation's funds as a
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® OIOMKETHWH KOHTPOJIb, IO 3ade3redye
PO3MOALT KOMITIB BiJIMIOBIAHO 10 IiJIHOBOTO
MpU3HAYCHHS 32 TPOEKTaMHU Ta KOIITIB
@DoHAy B HiJIOMY, a TaKOX Mependadae aHami3

BIIXWJICHh  PEAbHUX  TOKAa3HWKIB  BiX
3aIlJIaHOBAHHUX;
® OTpPUMaHHA BHYTPIIIHBOTO  KOHTPOITIO

(biHAaHCOBHX pecypcCiB Ta TPOIIOBHUX TOTOKIB

@doHAy  BIANOBIAHO 0  3aTBEPIKCHHX
OIOMKETIB;

e 3a0e3neueHHs MOXIIMBOCTI  TI€PEBIpKU
¢inancoBoi  mokymeHranii  HarmsimoBoro
panoro DoHIY Ta 30BHINIHIMHU ayIuTOpaMH,
JIOHOPCHKUMHU OpraHizamisiMu Ta
YIOBHOBa)KEHUMHU HUMH ayTUTOpaMH,

Jiep>KaBHUMH KOHTPOJFOIOUYMMHU OpTraHaMu;
® CBO€YaCHE Ta IIOCIIJIOBHE OHOBJIEGHHS Ili€l
MOJITUKY 3TiAHO 31 3MiHaMu B poboti Doy
Ta 3aKOHOMABCTBI YKpaiHu.
KepiBHuK/KepiBHUIIT (HiHAHCOBOTO BIAMIUTY 3BITYE PO
CBOIO  POOOTY  BHKOHAaBUOMY  JTUPEKTOPOBI  /
BUKOHaBYill mupekTopui. Bei ¢iHaHcoBi 3BiTH mepen
TTOaHHSAM 0 BiITOBITHUX KOHTPOIIOIOUYNX OPraHiB /
JIOHOPIB TIEpeBipsic Ta 3aTBEPIKYE BHKOHABYMHN
JUPEKTOp / BUKOHABYA TUPEKTOPKA.

®dinaHcoBi MeHemKep(K)M TMPOEKTIB  HeCyTh
BiMoBixaabHicTh 3a:
® 3a0e3medeHHs BUKOHAaHHA IMPOEKTHUX

OIOMKETIB;

® [IirOTOBKY 3alUTiB JOHOpPaM IIOA0 3MiH
MIPOEKTHHUX OIOMKETIB;

® Oo(QOpMIICHHS TaKeTiB JOKYMEHTaIlii
JIOHOPIB JI0 3BITIB 3a MPOEKTAMU;

® [Oro/KEHHsI OIOPKETHUX MPOEKTIB JOTOBOPIB
13 KOHTpareHTaMH 3a MPOEKTHOI POOOTOLO;

® aHaJi3 BUKOHAHHS OIOKETIB OpraHizatii;

® po3poOka (iHAHCOBMX HOPMATHBIB y 30HI
CBOE€] BIJINOBIIAJIBHOCTI;

e odopmieHHs (iHaHCOBOI MOKyMeHTamii Ta
MPOEKTIB IEPBUHHUX JOKYMECHTIB;

® 3a0c3MeUYcHHS JIOTPUMAaHHS
JIOKYMEHTOOOITY OpraHi3aiii;

JUTSE

CTpPOKIiB

whole, as well as analyzing deviations of
actual indicators from planned ones;

e Compliance with internal control of financial
resources and the Foundation's cash flows in
accordance with approved budgets;

e Providing the possibility for the Supervisory
Board, external auditors, donor organizations

and their authorized auditors, and state
control  bodies to check financial
documentation,;

e Timely and consistent updating of this policy
in accordance with changes in the
Foundation's work and Ukrainian legislation.

The Head of the Financial Department reports to the
Executive Director. All financial reports are reviewed
and approved by the Executive Director before being
submitted to the relevant regulatory authorities or
donors.

Project Financial Managers are responsible for:

e Ensuring the execution of project budgets;

e Preparing requests to donors regarding
changes to project budgets;

e Preparing documentation packages for donors
for project reports;

e Approving budget drafts of contracts with
counterparties for project work;

e Analyzing the execution of organizational
budgets;

e Developing financial standards in their area
of responsibility;

e Preparing financial documentation and drafts
of primary documents;

e Ensuring compliance with the organization's
document workflow deadlines;
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e OOmK BHKOHaHHSI OIOMHKETY 3a TPAaHTOBUMH
yrojamu, IMoTralieHHs 3a00pProBaHOCTI Iepes
KOHTpPareHTaMH, BiJICIiJIKOBYBaHHS KaCOBHX
PO3pHUBIB 1 HAsIBHOCTI KOINTIB JJISI CTaTyTHOI
JUSTIBHOCTI;

® [iepeBipKa IMEPBUHHOTO JOKYMEHTOOOIry 3a
MPOEKTaMH Ta KOHTPOJb 3a MECPBHHHUMHU
JOKyMEHTaMHU

® TIIATOTOBKAa 3BITHOCTI 3a ¢opMaMd 1 B
CTPOKH, BCTAHOBJICHI JJIs OopraHi3ailii 3 OOKy
¢iHaHCYBaJbHUKIB  Ta  YNPaBIiHCHKOTO

MEPCOHATY.
dinaHCOBI MeHemKep(K)u MIPOEKTIB
MiATOPSAKOBYFOTHCS KepiBHUKY/KEepIBHHLI

(hiHAaHCOBOTO BiIILITY.
®DiHaHCOBi acUCTEeHT(K)H HECYTh BilNOBiZa bHICTH
3a:

® [IJrOTOBKYy [aKETiB JOKyMEHTamii s
JIOHOPIB JIO 3BIiTiB 32 MPOEKTAMU;

® [IepeBipKy IMEPBHHHOTO TOKYMEHTOOOITY 3a
MPOEKTaMH T4  KOHTPOJb  TMEPBUHHHX
JOKYMEHTIB;

® JOMOMOTY B  WATOTOBII  3BITHOCTI 3a
¢bopmMamMu 1 B CTpPOKH, BCTaHOBJEHI I
opramizamii 3 0Ooky (iHAHCYBaJbHHKIB Ta
YIPaBIiHCHKOTO MEPCOHATY;

®  BIIOPSIKYBaHHS Ta nepeBipKy
paxyHKiB-aKkTyp, akTiB BHKOHAHUX pOOIT,
BUJIATKOBUX HAKIIATHUX;

® KOMYHIKaIlil0 3 MOCTa4aJbHUKaMH TOCIYT 3
MPUBOIY MEPBUHHUX JOKYMEHTIB;

e (hiHAHCOBY 3BITHICTb IIPOEKTY;

e (QopmyBaHHs, BeleHHS Ta 30epiraHHs 0a3u
maHux  (QimancoBoi  iHdopmamii,  sKa
BUKOPHCTOBYETHCS il 4ac OOPOOKH JaHUX.

dinaHcoBI ACUCTEHT(K)H MIPOEKTIB
M TOPSI AKOBYIOTHCS KepiBHUKY/KEepiBHUIII
(hiHAaHCOBOTO BiIILITY.

T'onoBHmii OyxraJjrep / ronoBHa OyxraJjrepka Hece
BiiNOBiKaJILHICTH 3a:
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e Accounting for budget execution under grant
agreements, settling debts to counterparties,
tracking cash gaps, and the availability of
funds for statutory activities;

e Checking primary document workflow for
projects and controlling primary documents;

e Preparing reporting in forms and within
deadlines established for the organization by
funders and management personnel.

Project Financial Managers report to the Head of the
Financial Department.

Financial Assistants are responsible for:

e Preparing documentation packages for donors
for project reports;

e Checking primary document workflow for
projects and controlling primary documents;

e Assisting in the preparation of reporting in
forms and within deadlines established for the
organization by funders and management
personnel;

e Organizing and checking invoices, acts of
work performed, and delivery notes;

e Communicating with service providers
regarding primary documents;

e Project financial reporting;

e (reating, maintaining, and storing a financial
information database used during data
processing.

Project Financial Assistants report to the Head of the
Financial Department.

The Chief Accountant is responsible for:
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BEIIEHHS OyXTaiaTepChKOTO OOJIIKY BiIIOBIIHO
o HALlOHAJIBHUX CTaH/IapTiB Ta
3aKOHO/IaBCTBA YKpaiHU;

norpuManHs [lomoxkeHHS T1po  OONIKOBY
nomituky PoHmy;

MiATOTOBKY 3araibHOI (piHAHCOBOI 3BITHOCTI
BIJIOBIIHO JI0 HAI[IOHAJIBHUX CTaHIAPTIB Ta
HONAHHS (inancoBoi 3BITHOCTI o
BIIMTOBITHUX KOHTPOIIOIOYHX OpPTaHiB;

HoJgaHHS 3BITHOCTI bi (o} JIepKABHUX
¢ickanrbHIX OpTaHiB Vkpainuy, b1 (6]
BIIOBITHAX JIep>KaBHUX ¢doHiB,
CTAaTUCTHYHUX BIJIOMCTB, IHIINX

pEJIeBaHTHHX JICPIKABHUX CTPYKTYP;
HapaxyBaHHs 3apoOiTHOI TIaTH Ta CIUIaTy
MOAATKIB 10 OIOKETY;

CHCTEMY TMEPBUHHOIO TOKYMEHTOOOITY, IO
3a0e3medye MOBHE Ta JOCTOBIpHE PO3KPUTTS/
JIOKYMEHTYBaHHS BCiX (pIHAHCOBUX OIEpaIliid
3a KOXKHUM HampsmoM poootu Donnmy, a
TaKOXK JIa€ 3MOTY UiTKO BiJICTeXKUTH JDKEepesia
HAJIXO/PKCHb Ta BUTPAT KOIITIB;

JOTPUMaHHS TOJIaTKOBOTO 3aKOHO/IAaBCTBA;
iHIII OUTaHHS, nependavyeHi OOIIKOBOIO
TTOJTI THKOIO.

lTonoBHmit  OyxranTep / TOJNIOBHA OyXrajaTepka
MiAMOPSAKOBYETBCSI  BUKOHABUOMY  JTUPEKTOPOBi /
BHUKOHABYIH TUPEKTOPII.
Byxraarep(x)u NMPOEKTIB HeCyTh
BiinoBinaabHicTh 3a:

BEJICHHS OyXTraJITepChbKOro OONIKY BiTIOBITHO
JI0 HAI[lOHAJIBHHUX TIOJIOKEHb (CTaHIApTIB)
OyXTalnTepCchKOTo OOIIKY.

KOHTpPOJTb TIJTOTOBKH JaHUX TPOEKTY JIIsI
¢dopmyBaHHSI (iHAHCOBOI 3BITHOCTI MPOEKTY

Ta ®oHny;
KOHTPOJIb 000B’13KOBHX PEKBI3UTIB,
KOPEKTHOCTI HOMEHKJIATypH, CyMH,

OTPUMAHUX TEPBUHHUX JIOKYMEHTIB Ta
BHECCHHS IMX JIaHUX Y OyXrajarepchbKy
00JIIKOBY Iporpamy;
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e Maintaining accounting records in
accordance with National Standards and
Ukrainian legislation;

e Compliance with  the Foundation's
Accounting Policy Regulations;

e Preparing general financial reports in
accordance with National Standards and
submitting financial reports to the relevant
control bodies;

e Submitting reports to the state fiscal
authorities of Ukraine, relevant state funds,
statistical offices, and other relevant state

structures;

e Payroll calculation and payment of taxes to
the budget;

e The primary document workflow system
ensuring full and reliable

disclosure/documentation of all financial
operations for each area of the Foundation's
work, as well as allowing clear tracking of the
sources of revenues and expenditure;

e Compliance with tax legislation;

e Other issues provided for by the accounting
policy.

The Chief Accountant reports to the Executive
Director.

Project Accountants are responsible for:

e Maintaining  accounting  records  in
accordance = with  national  accounting
regulations (standards).

e Controlling the preparation of project data for
the creation of the financial reports of the
project and the Foundation;

e Controlling mandatory details, correctness of
nomenclature, amounts of received primary
documents, and entering this data into the
accounting software;
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® KOHTPOIb ohopMIICHHS BiJIPSIKEHb,
HapaxyBaHHS 3apoOiTHOT IUIATH Ta IHIIUX
BUIUIAT  BIATOBIAHO 10  3aKOHOZABCTBA
Vkpaiunu;
® 3BipKYy JaHHUX OyXTalTepPChKUX PaxXyHKIB IJIS
CBOEYACHOTO 1 XPOHOJOTIYHO KOPEKTHOTO
BioOpakeHHA OyXTanTepChbKuUX —Omeparii
mpoekTy B iporpami «BAS byxranrtepis».
® TICPBUHHHUI OyXralaTepChKHi OONIK IPOEKTY,
BITOPSIIKYBaHHS Ta nepeBipKy
paxyHKiB-QakTyp  Bi  IOCTadaJbHHKIB,
MepeBipKy HaJaHWX AaKTiB BUKOHAHUX POOIT
BiX MIOCTavYaIbHUKIB, KOHTPOJIb 3a
CBO€YACHHUM TiIMHCAHHIM CTOPOHAMH TOIIIO.
Croeniagict(k)uy 3 JOKYMEHTO00iry  HecyThb
BiAmoBixaabHicTh 3a:
® BXiJHY Ta BUXiJIHY KOPECIIOHICHIIIIO;
® oprasizaliro JOKyMEHTOOOIry;
® BEJICHHS PEECTPY BXiAHOI
JIOKYMEHTAIIii;
® [POIIUBKY JOKYMCHTIB;
® JIpYK i CKaHyBaHHS JIOKyMEHTIB;
® apxXiByBaHHS JOKYMCHTIB.
Byxranrep(k)u  MpoOEKTiB  Ta
MiATNOPSAAKOBYIOTECS.  TOJIOBHOMY
TOJIOBHIM OyXTanrepii.
Jlst mepeBipku (hiHAHCOBOT JiSTTBHOCTI Ta 3BITHOCTI
3arajJibHOr0  npu3HadeHHss y  DoHAI  IOPOKY
MTPOBOUTHCS 30BHIIIHINA HE3aJCKHUHN ayIuT, KO0 Ha
e € KOImTH B OIOMKETi. AYIUTOPCHKI IepeBipKH
TakO)k  MOXYTh  IPOBOAUTHCH 33  BHUMOIOIO
JOHOPCHKHX Ta MapTHEPCHKUX opranizamii. [leranbui
MpaBwWjia Ta TPOIENypy MPOBENEHHS ayIUTOPCHKUX
nepeBipok BukiaaeHi y [lonoxeHHI mpo 30BHINIHIN
ay/IuT.

Ta BUXIIHOL

creniamicT(K)u
Oyxranrepy /

1.7. ®opma podoTu inaHcoBoro Bigminty

Jis BUpIIIeHHsT OTEepaIifHUX 1 CTPATeTiYHUX MMUTaHb
y Mexax poboTH  ¢iHAHCOBMX BIAmLIIB  iXHI
CHiBPOOITHUKY 1 CMiBPOOITHUII MPOBOISATH CUCTEMHI
3ycTpiui, CHUIKYIOTECSI B MECEHKepax, 1o TeJaeoHy
i depe3 poOOUy TIOMITY, KEPYIOUHUCHh, NEPEeIyciMm

e Controlling the documentation of business
trips, payroll calculation, and other payments
in accordance with Ukrainian legislation;

e Reconciling accounting account data for
timely and chronologically correct reflection
of project accounting operations using the
BAS Accounting software;

e Primary accounting of the project, organizing
and checking invoices from suppliers,
checking provided acts of work performed
from suppliers, controlling timely signing by
parties, etc.

°

Document Workflow Specialists are responsible
for:

e Incoming and outgoing correspondence;
Organizing document workflow;

e Maintaining a register of incoming and

outgoing documentation;

e Binding documents;

e Printing and scanning documents;

e Archiving documents.
Project Accountants and Specialists report to the
Chief Accountant.

To verify financial activities and general-purpose
reporting, an independent external audit is conducted
at the Foundation annually, provided funds are
available in the budget. Audits may also be conducted
at the request of donor and partner organizations.
Detailed rules and procedures for conducting audits
are set out in the Regulations on External Audit.

1.7. Working Format of the Financial Department

To resolve operational and strategic issues within the
work of the Financial Departments, their employees
hold systematic meetings and communicate via
messengers, telephone, and work email, guided
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e(EKTUBHICTIO BHYTPIIITHBOT
KOMYHIKaIii.

digaHCOBI BiAOiIM 3a ITOTOMKEHHSAM 13 BUKOHABYUM
JUPEKTOPOM / BHUKOHABUOKI JUPEKTOPKOK Ta ¥y
BIJIOBIIHOCTI JI0 TPYJAOBOTO 3aKOHOJABCTBA MOXYTh
obuparu ymoBH mipaii (odic, AiM, KOBOPKIHT, IyOmivHi
MIPOCTOPH  TOIIO), SKi 3a0e3meuyroTh e(eKTUBHE
BUKOHAHHS IOCTaBJICHUX 3apaaHb. Ha mepiox mii
BOEHHOTO YHM HAJ3BUYAHOTO CTaHy MpPAI[iBHUKU i
MpamiBHALI (HiHAHCOBUX BiJUIUTIB MOXYTh TPAIIOBATH
B JIUCTaHIIHHOMY (opMari

oOpaHoro  THITy

[Ipo BukoHaHy poOOTy (hiHAHCOBI BiJHINN 3BITYIOTH
BIMOBIAHO JIO MTOJIOXKEHB II€T MO THKH.

VYei cniBpoOiTHHKM Ta CHiBpoOITHULI (iHAHCOBUX
BIJUTUTIB 3BITYIOTh CBOIM Oe3nocepenHim
KEepiBHUKaM/KEPIBHUIIM, a KEPiBHUKW/KEPIBHHIN —
BUKOHABYOMY JTUPEKTOPY YW BUKOHABYIM TUPEKTOPIIL
Tak, SIK BU3HAYAE LISl MOJIITHKA YH OE3M0CepeIHbO.

1.8. KomyHnikauis ¢inancoBoro Bigainy 3 iHmumu
nigpo3aiyiamMmu
Jlnst peamizarii cBOIX 3aBmaHb (iHAHCOBI BTN
CHIBIPAIIOIOTH 3 IHIIUMH BifgaiiamMu DoHmy, 30Kpema
3 BIAIUIAMU:

® PO3BUTKY MPOEKTHOI AisUTHHOCTI;
MOHITOPUHTY 1 OIlIHKH;
TYMaHITapHUX TIPOTpam;
Mporpam pO3BUTKY Ta aIBOKAITii;
iHmUME  BigmimamMu (32 moTpeOu) s
BUKOHAHHS CITUJIbHUX 3aBJaHb.
Mnarickai  gui Ponay  Moxke  BH3HAYATH
BMKOHABYMHA JUPEKTOP / BUKOHABYA JTMPEKTOPKA.
IIpaBuia 3ailicHeHHs IJIATEKIB 1€TAJLHO ONMCAHO
B posmini 2.1. BignoBigaabHi ocodou dopmyroTs
IIIaTi>kHI 10kyMeHTH B cucteMi «KiienT-bank», a
cami mJare:xxi MOXKHA MiAMUCATH YM HATICJIATH B
0aHK y 3py4HUIl 1J19 KepiBHUKa/KepiBHULI Yyac.

primarily by the efficiency of the chosen type of
internal communication.

Financial Departments, in coordination with the
Executive Director and in accordance with labor
legislation, may choose working conditions (office,
home, co-working, public spaces, etc.) that ensure
effective fulfillment of assigned tasks. During the
period of martial law or emergency state, Financial
Department employees may work remotely.

Financial Departments report on work performed in
accordance with the provisions of this policy.

All employees of Financial Departments report to
their immediate supervisors, and supervisors report to
the Executive Director as defined by this policy or
directly.

1.8. Communication Between the Financial
Department and Other Units
To implement their tasks, Financial Departments
cooperate with other departments of the Foundation,
in particular with the departments of:

e Project Activity Development;
Monitoring and Evaluation;
Humanitarian Programs;
Development and Advocacy Programs;
Other departments (as needed) to perform
joint tasks
Payment days for the Foundation may be
determined by the Executive Director. Rules for
making payments are described in detail in
Section 2.1. Responsible persons create payment
documents in the "Client-Bank' system, and the
payments themselves can be signed or sent to the

bank at a time convenient for the manager.

2. AJIMIHICTPYBAHHS ®IHAHCOBUX 2. ADMINISTRATION OF FINANCIAL
PECYPCIB RESOURCES
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Pyx rpomoBux xomrtiB @oHay MoxkHa nipeacTaBUTH Yy The movement of the Foundation's cash flows can be
BUIJISIII CXEMHU. represented in the form of a diagram.
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2.1. IIpaBuia 3ailiCHeHHSI TJIATEXKIB

Yei mnarexi @oHay 3miHCHIOIOTHCS TICIS TPOBEACHHS
MpoLeayp 3aKymiBelb, BCTaHOBIeHUX y IlonoxeHHi
PO MOPSAAOK MpOBENeHHs 3aKymiBenb PoHAy Ta Ha

MiACTaBl  HAJNEXKHUM  YWHOM  O(OpMIIEHHX 1
MOTOJIKEHUX MEePBUHHUX JIOKYMEHTIB, 1o
MiATBEPKYIOTh ~ HEOOXiZHICTH  BUTpar Ta  iX

BIIMTOBITHICTE OIOMKETY TIPOEKTY.

2.1. Rules for Making Payments

All Foundation payments are made after conducting
procurement  procedures  established in the
Foundation's Regulations on Procurement Procedures
and based on properly executed and approved
primary documents confirming the necessity of
expenditures and their compliance with the project
budget.
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Bumoru npouenyp 3akymiBeib He 3aCTOCOBYIOThCS J10

TaKUX BUJIB IUIATEXKIB:
® 0aHKIBCHKI KOMICIT;
® [OoJaTKu Ta O0O0OB’A3KOBI
JIEP’KaBHOTO OIOIKETY;

[UIaTEX1

® TUTaTeXIi JI0 AepKABHUX IUIBOBUX (DOHIIIB;
e BuIUIaTa 3apo0iTHOI IMJaTd Ta TOB’s3aHi 3

HEro 000B’I3KOB1 HapaxyBaHHS;

® iHIII peryiaspHi IUIaTeXi, M0 3AIHCHIOIOTHCS

Ha TMIJCTaBi JOBrOCTPOKOBHX JOTOBOPIB i3
CTPOKOM
MOHA/A OAWH KaJleHJapHWH piK (Hampukian,
opeHna OQICHOTO TPHUMIMIEHHS, TIOCIYyTH
HOCITyTH

nocradyajJlbHUKaMU, YKIagCHUX

IHTEPHET-3B’SI3KY,
TOIIIO).

KOMYHaJIbHI

3a3HayeHl IUIATekKi 3MIHCHIOIOTHCA B OE3rOTiBKOBIH
dbopMi Ha miaCTaBI paxyHKiB, JOTOBOPIB abo0 iHIIOL
MEPBUHHOT JTOKYMEHTAIlil, HaJaHOl MOCTa4aJbHUKOM

MOCJIYT Y1 KOHTPAarcHTOM.

[Ipomemypa mOTOmKEHHST Ta 3AIMCHEHHS IIIATEXIB
TlomiTukoro, a  TakKoX

BU3HAYAECTHCS LIEI0

BHYTpilmHiMH ~ JokyMeHTamu  DoHAy, 30KpeMa
I'padixom aBTOpHU3aIii orurat Opranizartii,
3aTBEPIKCHUM [Tporokonom Ne 05-06/25

mo3aueproBoro 3acimanHs Pamu mumpextopie  BO

«CCC» Big 27 uepBHs 2025 poxy.

SIkmo  cepex  BHMOr  JIOHOpa  IependadyeHo
BUKOPDHCTaHHS IUIATDKHUX — BayyepiB,  IUIaTDKHI
JTOKYMEHTH 000B’I3KOBO CYIPOBOIKYIOTBCS

IJIATDKHAM BaydepoM (3pa3ok HaeemeHo y JlomaTky

2).

2.2. [IliaroroBKa, KOHTPOJb i 3aTBepI:KeHHA

oIJIaT"

[Mnarixamic  Baydep  odopmitioe

MiCTaBi IEPBUHHUX JOKYMEHTIB.

[Ticxst 3armoBHEHHSI MJIATIXHUIA Baydyep MepenacThCs Ha
TTOTOIKCHHS KePiBHUKY/KEPIBHHMIII TTPOEKTY. Bin/BoHA
nepeBipse BiAMOBIAHICTh BUTPATH OFOIKETY MPOEKTY

Ta MiINUCY€ IUIATHKHUN Baydep.

Bepcisi: 1.0.
Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM

JlaTa nepe3aTBepI:KeHHsI: IPOTATOM ABOX POKIB Bij 1aTn

3aTBep/KeHHs], SIKIIO paHille He BUHHKHE NOTpeda
©2026 BO “CCC”

¢inaHCOBHI
MeHepkep / (QiHaHCOBA MEHEIKEpKa NPOEKTYy Ha

Procurement procedure requirements do not apply to
the following types of payments:

e Bank fees;

e Taxes and mandatory payments to the state
budget;

e Payments to state special-purpose funds;

e Payment of salaries and related mandatory
accruals;

e Other regular payments made on the basis of
long-term contracts with suppliers concluded
for a period of more than one calendar year
(e.g., office rent, internet services, utilities,
etc.).

[ J

The specified payments are made in non-cash form
based on invoices, contracts, or other primary
documentation provided by the service provider or
counterparty.

The procedure for approving and making payments is
determined by this Policy, as well as internal
documents of the Foundation, in particular the
Organization's Payment Authorization Schedule,
approved by Protocol No. 05-06/25 of the
extraordinary meeting of the Board of Directors of
CF SSS dated June 27, 2025.

If donor requirements include the use of payment
vouchers, payment documents must be accompanied
by a payment voucher (sample provided in Appendix
2).

2.2. Preparation, Control, and Approval of
Payment

A payment voucher is prepared by the Project
Financial Manager based on primary documents.

After completion, the payment voucher is submitted
for approval to the Project Manager. They check the
compliance of the expenditure with the project budget
and sign the payment voucher.
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[Ticast moro/pKEHHS IUIATDKHUE Baydep MepeaaeThes
Ha 3aTBEP/DKCHHS BHKOHABYOMY JUPEKTOpPOBI /
BHKOHABYIH TUPEKTOPIII.
[lepen 3nificHeHHSIM TUTaTeXXy (DIHAHCOBHI MEHEIKEP
/ biHaHCOBa MEHEKEePKa TIOBTOPHO TEpPEBIpsIE:

® HaABHICTH BCIX HEOOXIIHUX ITOIOKEHD;

®  BiJNOBiAHICTH BUTPAT OIOIKETY MPOEKTY;

® HA’IBHICTh MOBHOTO MakeTa MEPBHHHHUX

JIOKYMEHTIB.

[licns  mepeBipku BiH/BOHa (opMye TUIATIXHE
JIOPYYCHHS y CHCTEMI iHTepHET-OaHKIHTY.
[Inarikae  mOpydeHHS  MIANHACYE  BUKOHABYMM
JIUPEKTOp / BUKOHABYA JAMPEKTOPKA, Micis 4Oro OaHK
HampasJIsI€ TUIaTiK Ha BUKOHAHHS.
[Ticns 3mificHeHHS TUIaTeXKy (iHAHCOBUU MEHEIXKep /
¢iHaHCOBa MEHEKEpKa MiANUCYE TUIATIKHUHA Baydep
1 Ioia€e OTo IO MIaTiXHUX IHCTPYKITIH.
[Tnari>kHi BaydepH, TUIATLHKHI IHCTPYKITIT Ta MIEPBUHHI
JNOKyMEHTH (OPMYIOTBCS y TakKeT MiATBEPIHOT
JNOKyMeHTalii Ta 30epiraloTbCsi B EJICKTPOHHOMY
Bursimi Ha  Google Drive mns  momamemioro
3BITYBaHHS JIOHODY.
S0  BEUMOramMM — JIOHOpa HE  IependadeHo
oQopMIICHHS TUIATDKHUX — BayyepiB, MOTOKEHHS
IJIATEeXKIB 3MIACHIOETHCS depe3 OQilliiiHy eJIeKTPOHHY
MOLITY BIiAMOBIMHO 10 rpadika aBTOpU3alii ormar
®DoHpy.
EnexrpoHHEe IOTOMKEHHS MiATBEPAKYE:

® OOIPYHTOBaHICTh BUTPATH;

®  BiJNOBIAHICTH OFOIDKETY;

® HAasBHICTh HIATBEPIHUX JOKYMEHTIB.
[Tnarexi 3 agMiHicTpaTUBHOTO paxyHKy DoHIY roTye
TOJIOBHHM OyXTanTep / TOJIOBHA OyXTanTepka.
[Nepen 3ailicHeHHsIM IJIaTEKy BiH/BOHA TEpEBIps€:

® HAsABHICTH HEOOX1JHUX IIOTO/KEHD

BiJIOBITHO 10 rpadiika aBTOpH3aIlii OIUIaT;
® HAjIBHICTh MOBHOTO MakeTa MEPBHHHHUX
JIOKYMEHTIB, IIO MiATBEPKYIOTh BUTPATH.

[licns mepeBipku BiH/BOHa (opMye IUIATIXHE
TOPYYCHHS B CHCTEMI iIHTepHET-0aHKIHTY.
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After approval, the payment voucher is submitted for
approval to the Executive Director.

Before making the payment, the Financial Manager
re-checks:
e The presence of all necessary approvals;
e Compliance of expenditures with the project
budget;
e The presence of all of the required primary
documents.
After checking, they create a payment order in the
online banking system.
The payment order is signed by the Executive
Director, after which the bank directs the payment for
execution.
After making the payment, the Financial Manager
signs the payment voucher and adds it to the payment
instructions.
Payment vouchers, payment instructions, and primary
documents are added into a package of supporting
documentation and stored electronically on Google
Drive for further reporting to the donor.

If donor requirements do not provide for the
preparation of payment vouchers, payment approval
is carried out via official email in accordance with the
Foundation's payment authorization schedule.

Electronic approval confirms:

e The justification of the expenditure;

e Compliance with the budget;

e The presence of supporting documents.
Payments from the Foundation's administrative
account are prepared by the Chief Accountant.

Before making the payment, they check:

e The presence of necessary approvals
according to the payment authorization
schedule;

e The presence of a full package of primary
documents confirming the expenditures.

After checking, they create a payment order in the
internet banking system.
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[lignucane BUKOHABYMM JIUPEKTOPOM / BUKOHABUYOIO
JUPEKTOPKOIO TUIATDKHE JOPYYEHHS HANpaBISETHCS
Ha OTLIATYy.
Bue3a3nadeHi  alropuTMH  HE  3aCTOCOBYIOTHCS
(SIKIIO 1€ He CyNepeylTbh YMOBaM YIOJH 3 IOHOPOM)
TIPH 3TIMCHEHHI TaKUX IUIATESXKIB!
® 3apoOiTHOI mary;
® 0aHKIBCHKMX KOMICIH;
® 000B’SI3KOBUX IUIATESKIB 10 OIOKETY;
® TIOCTIMHMX IUIATeXiB 3a JOTOBOpaMHU 3
nocTayanbHUKaMH, YKIAJAEHUX OiIbII HIXK Ha
1 xasneHmapHuil pik, OKpiM BUIAJKIB, KOJIU L€
000B'sI3K0Ba yMOBa JOHOpAa Ha 3alOBHEHHS
IHJMBIIyaJbHOTO Bay4depa.

2.3. ExexrponHi uudpoBi mignucu B 6aHkKy

BankiBcbKi pPO3paxyHKH 3I1CHIOIOThCS 3a
JIOTIOMOTOI0 CHCTeMH iHTepHeT-0aHKiHTy. L ciucrema
A€ MOXUIMBICTH TIepelaBaTH B OaHK CIIEKTPOHHI
TIAaTKHI TOKYMEHTH y GopMi QaiiiiB, chopMoBaHUX
Ha TiACTaBi HaJeXXHUM YHHOM  O(OPMIIEHHUX
IDIATDKHAX  JAOpY4YeHb. Taki eNeKTpOHHI IUIaTiKHI
JOKyMEHTH Ta BigomocTi ¢opmye diHaHCOBHIA
MeHemKep / (iHaHCOBa MeEHeIKepKa IMPOEKTy abo
TOJIOBHHI OyXTanTep / TOJIOBHA OyXTajnTepka.

Hoctyn bi (4] CUCTEMHU iHTepHET-0aHKIHTY
3OIMCHIOETBCA 332  JONOMOTOK  1HOWBIZyaJdbHOTO
JOTiHy Ta mapons (HampuKIaa, depe3 MOOUTbHUN
noxgatok abo BeOBepciro cTopinkm Oanky). Ilicis
BXOQy KOPUCTYyBa4/Ka Ma€ MOXJIHBICTH 00paru
BIJIMOBiTHE MiAPUEMCTBO, ToOTO DoHA. [IpaniBHuKH
MOXXYTh 3IIMCHIOBaTH BCi HEOOXimHI dii B CHCTeMi
iHTepHeT-0aHKIHTy B Mexax ii ¢yHkuionamy. [IpaBo
HaJaHHS ~ JIOCTyINy,  pedaryBaHHs,  CTBOPEHHSA
IUIATDKHUX ~JOKYMEHTIB y Mid cucrteMi (iHIIHHA
¢GyHKIIOHAI) BU3HAYa€ BUKOHABYMH JHpEKTOp /
BUKOHaBYa IHUpeKTopka. [IpaBo miamucy miaTiKHUX
JOKYMEHTIB MalOTh JIMIIE BUKOHABUMH IUPEKTOp /
BHKOHABYA JHMPEKTOPKa Ta YIIOBHOBaXK€Ha oco0a, fKi
BOJIOJIIIOTH KBaJTi()iKOBaHUMU CIEKTPOHHUMU
mignucamu (KEIT).
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The payment order signed by the Executive Director
is sent for payment.

The above algorithms do not apply (unless this
contradicts the terms of the agreement with the
donor) when making the following payments:

Salaries;

Bank fees;

Mandatory payments to the state budget;
Regular payments under contracts with
suppliers concluded for more than 1 calendar
year, except in cases where it is a mandatory
donor condition to complete an individual
voucher.

2.3. Digital Signatures at the Bank

Banking settlements are carried out using the online
banking system. This system allows the transfer of
electronic payment documents to the bank in the form
of files formed on the basis of properly executed
payment orders. Such electronic payment documents
and registers are formed by the Project Financial
Manager or the Chief Accountant.

Access to the online banking system is carried out
using an individual login and password (for example,
through a mobile application or the web version of
the bank page). After logging in, the user can select
the appropriate enterprise, i.e., the Foundation.
Employees can perform all necessary actions in the
online banking system within its functionality. The
right to grant access, edit, or create payment
documents in this system (other functionality) is
determined by the Executive Director. Only the
Executive Director and an authorized person
possessing Qualified Electronic Signatures (QES)
have the right to sign payment documents.
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T'onoBHmii Oyxranarep / roJioBHa Oyxrajarepka
YIIOBHOBasKeHMIl / a:

NEepeBipATH  3aJUIIKM  Ha
paxyHKax;

HEPEBIPATH 3aJIUIIKY HA BAIIOTHUX paxyHKax;
CTBOpIOBaTH, 30epirarm ¥  HaJACHUJIATH
TUIATDKHI JOPYYEHHS Ha MiAMUC BUKOHABYIN
JUPEKTOPL / BUKOHABYOMY AUPEKTOPOBI;
CTBOpIOBaTH, 30epiraTh Ta  HaACWIATH
3apIUIaTHI BiJIOMOCTI, BiJIOMOCTI Ha MAacoBi
BMILIATH, KOMIIEHCAI[il Ta IHII, Ha IIIIUC
BUKOHABYill AupeKTopui / BUKOHABYOMY
TUPEKTOPOBI;

CTBOPIOBATH, 30€piraTu Ta HAICUIIATH 3asIBKU
Ha TMPOJAX BAIIOTH HA MiANKUC BUKOHABYIN
JUPEKTOPL / BUKOHABYOMY AUPEKTOPOBI;
BUBaHTaXyBaTu  Qaiiii 1m0  MICTATh
0aHKIBChKI BHUIHUCKH, IUIATDKHI JOPYUYCHHS,
SWIFT, 3asBKy Ha NmpojaxX BaJlOTH Ta 1HIII
OaHKIBChKI JOKyMeHTH y (popmarax Excel un
PDF;

KOMYHIKYBaTH 3 OaHKOM Bif iMmeHi DOHTY.

T'PUBHCBUX

®dinaHcoBuii MeHeq:kep / (piHAHCOBA MeHeIKepKa
NPOEKTY YIIOBHOBAKEHI:

NEpEeBIpATH  3aJMIIKA  HA
paxyHKax;

MEPEBIPATH 3ATUIINKY HAa BATIOTHUX PaxXyHKax;
CTBOpIOBaTH,  30epiraTd W  HaJCWIATH
IIATKHI JOpPYYeHHsS Ha MiANUC BUKOHABYIN
TUPEKTOPIli / BAKOHABYOMY TUPEKTOPOBI;
CTBOpIOBaTH, 30epiraTi W HaICHIATH 3asBKH
Ha TIPOAaX BAJTIOTH HA MIAMHAC BUKOHABUIN
JUPEKTOPL / BUKOHABYOMY AUPEKTOPOBI;
BUBaHTaXyBatu  Gaiiam MmO  MICTITh
0aHKIBChKI BWITMCKH, IUIATIXHI JOPYyYeHHS,
SWIFT, 3asBKy Ha mNpoJa)k BalOTH B
¢dopmarax Excel uu PDF.

Byxranrep/ka nNpoekTy YIIOBHOBaXEHI:
NEpeBipATH  3aJMIIKM  HAa  T'PUBHEBHX
paxyHKax;

HEPEBIPATH 3aJIUIIKY HA BAIIOTHUX paxyHKax;

T'PUBHCBUX
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The Chief Accountant is authorized to:

Check balances on Hryvnia accounts;

Check balances on foreign currency accounts;
Create, save, and send payment orders for
signature to the Executive Director;

Create, save, and send salary registers,
registers for mass payments, compensations,
and others, for signature to the Executive
Director;

Create, save, and send applications for the
sale of foreign currency for signature to the
Executive Director;

Download files containing bank statements,
payment orders, SWIFT, currency sale
applications, and other banking documents in
Excel or PDF formats;

Communicate with the bank on behalf of the
Foundation.

The Project Financial Manager is authorized to:

Check balances on Hryvnia accounts;

Check balances on foreign currency accounts;
Create, save, and send payment orders for
signature to the Executive Director;

Create, save, and send applications for the
sale of foreign currency for signature to the
Executive Director;

Download files containing bank statements,
payment orders, SWIFT, and currency sale
applications in Excel or PDF formats.

The Project Accountant is authorized to:
Check balances on Hryvnia accounts;

Check balances on foreign currency accounts;
Download files containing bank statements,
payment orders, SWIFT, and currency sale
applications in Excel or PDF formats, and
upload bank statement files and currency
rates into BAS.
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® BHBaHTAXYBaTH (daiimn O MICTATH
0aHKIBCBKI BHITUCKH, IUIATDKHI JOpYYEHHS,
cBi(T, 3adBKy Ha mpopax BamoTH B Exel un
PDF ¢opmarax, 3aBaHTaxkyBatu (paiimm
BHUBaHTa)XEHHS BUMIHCOK OaHKY, KypCiB BaJIOT
y BAS.

2.4. 3nilicHeHHS MJIATEKIiB

lonmoBuuit OyxranTep / TonoBHa OyXrairepka dYu
¢inancoBuii MeHemkep / (iHaAHCOBa MEHEIKEpKa
MPOEKTIB (POpMy€e TUIATIKHI JOPYYCHHSI B CHCTEMI
IHTepHET-0aHKIHT'Y  O0CIyroByBaJIbHOTO OaHKy i
000B'SI3KOBO TIEPEBipsi€ iX Ha BiMMTOBITHICTH CyMaMm,
3a3HaueHUM y paxyHKax/IOroBOpax TOILO, MepeBipsie
PEKBI3UTH OIepXyBaya B KOKHOMY IUIaTDHKHOMY
JNOPYYeHHi, a TaKOX BIAMOBIAHICTE OaHKIBCHKOTO
paxynky @oHIy BiANOBIIHOMY MpPOEKTY. [oI0BHMI
Oyxrantep / rojloBHa OyxrainTepka 4d (iHaHCOBUH
MeHemkep / (piHaHCOBa MEHEIKEepKa NPOEKTIB HE
MOXKe OOpOOIATH OyIab-sAKi TUIATLKHI AOpydYeHHS Oe3
MOIEPEAHBOTO TIOTO/KCHHS, BU3HAYCHOTO B I[LOMY
MOJIOKEHHI  (Bayyep, TMOTOMKEHHS depe3 odiuiiHy
TIOINTY).

[Micns o3HaliomyieHHss Ta BUOIPKOBOI MEpPEBIpPKH
BUKOHABYMH JUPEKTOp / BHKOHABYA IHPEKTOpPKA
CTaBUTH IMEPIIAN MiANMKUC i HAJCHWIAE TUIATK y OaHK
TUTsT 00OpOOKH.

2.5. KoHTpoJIb 32 CIHCAHHSIM KOIITIB 3 PAXyHKY

He pingmie Hixk Ha MOYAaTKy KOKHOTO POOOYOTO THIKHS
(mo 11:00 moHenminka) Ui KOHTPOJIO OIIIAT OAaHKOM
¢inaHcoBuii MeHemkep / (iHaHCOBa MEHEIKEepKa
NPOEKTY BHUBAaHTaXye OaHKIBCbKY BHUIHCKY 32
TOTIepeIHIN TIKACHD. YCi JaHi 3 BUITUCKA 3aHOCITHCS
Yy TpaH3aKI[iHUH CIUCOK BiMTOBITHOTO IPOEKTY, J&
MPOCTABJISIIOTHCS KOAM OOMKETy 1 HEOoOXimHI JaHi
BiJIMIOBITHO /IO BUMOT JOHOpA.

Oinancopuit MeHemkep / (iHaHCOBa MEHEIKEpKa
MPOEKTY BUBAHTAXKYE IUIATDKHI JTOPYUYCHHS 3 CHCTEMH
iHTepHeT-0aHKIHTY (He piAme HiX pa3 Ha THXKICHD).
®dinaHCOBI aCUCTEHT(K)H 30HPaIOTh MAKeT JOKYMEHTIB
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2.4. Execution of Payments

The Chief Accountant or Project Financial Managers
create payment orders in the internet banking system
of the servicing bank and must check them for
compliance with the amounts specified in
invoices/contracts, etc., check the recipient's details in
each payment order, as well as the compliance of the
Foundation's bank account with the corresponding
project. The Chief Accountant or Project Financial
Managers cannot process any payment orders without
the prior approval defined in this regulation (voucher,
approval via official email).

After review and selective verification, the Executive
Director places the first signature and sends the
payment to the bank for processing.

2.5. Control over the Withdrawal of Funds from
the Account

No later than the beginning of each working week (by
11:00 a.m. Monday), the Project Financial Manager
downloads the bank statement for the previous week
to monitor bank payments. All data from the
statement is entered into the transaction list of the
corresponding project, where budget codes and
necessary data are assigned in accordance with donor
requirements.

The Project Financial Manager downloads payment
orders from the internet banking system (at least once
a week). Financial Assistants collect a package of
documents for each payment order (voucher (if
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MiJ] KOXKHE IUIATDKHE JOpydYeHHS (Baydep (SIKIIO
3aCTOCOBY€EThCS), PAXYHOK, aKT / BUAATKOBA HAKJIaJHA
tomo). [Hdopmariro Mmpo po3MOAIN KOWITIB MiXK
CTaTTSAMHU BHUTpAT Pa3HOCHUTH TOJOBHHMUA Oyxramrep /
rojloBHa OyxranTepka Ta/abo Oyxrairep(ka) MPOEKTY
B  OyXranTepchKiii  Tporpami  BIAMOBIAHO IO
TPaH3aAKI[IHHAX CIHCKiB MTPOEKTIB.

He pingmre Hixk Ha MOYATKY KOKHOTO POOOYOTO THIKHS
(mo 11:00 monexinka), [uiss KOHTPOIIO OIJIaT OaHKOM
i3 aJIMiIHICTPATUBHOTO PaxyHKY TOJIOBHUH OyxranTep /
TOJIOBHA  OyXrajrepka BHBAaHTaXye OaHKIBCHKY
BUNMCKY 3  aJAMIHICTpaTUBHOTO  paxyHKy 3a
TOTIepeIHIN TIKACHb. YCi JaHi 3 BUITUCKA 3aHOCITHCS
y  TpaH3aKIiHHWA  CHOHCOK  aJMiHICTPaTUBHOTO
PaxyHKy, A€ MPOCTaBISIOTHCS KOAH KOHCOJIOBAHOTO
OIOIDKETY.

2.6. 3aTBepIKEeHHSI IHIIMX IJIATEXKiB
Bunuara 3apo6iTHoi niiatu

Bumnara 3apo0itHoi mimaTw Ta TpHPIBHAHI 10 Hel
BUIUIATH 3IIHCHIOIOTBCS B YKPaiHCBKUX T'PUBHAX

(He3amexkHO  BiAg  Jpkepena  (iHAaHCYBaHHSA) Y
0e3roTiBKOBili  ¢opMi Ha  KapTKOBI  PaxyHKH
TIpaIliBHUKIB. Bumrara 3apo0iTHOL TJIaTH

BiJOYBA€TbCS HAa OCHOBI PO3PaXyHKOBO-TUIATIKHHUX
BIJOMOCTEH, AKi 3aTBEPKy€ BUKOHABUUHU JUPEKTOP /
BUKOHaBYa JaupekTopka PoHmy, 0e3 BUKOPUCTAHHS
IJIAaTDKHOTO Baydepa.

He nomyckaerbcs 3IiMCHEHHS BUILIATH 3apOOiTHOT
mwiatd  abo TpUpIBHAHMX A0 Hel BUIUaT 0e3
HapaxyBaHHS 3apOOiTHOI IUTaTH Ta ITONATKIB, & TAKOX
3MICHEHHS caMMX  IIIATEXIB, nepeadaueHuX
3aKOHO/IaBCTBOM MO0 MOJATKiB 1 300piB. ['onoBHMIA
Oyxrantep /  TomoBHa  Oyxrajrepka  Hece
BIJIMOBINANBHICTh 3@  JOCTOBIPHICTh  IUIATIKHHUX
BiJOMOCTEH Ta CyM HapaxoBaHUX MOAATKIB.

lomoBHwmit Oyxrantep / roloBHa OyxranTepka nepenae
CyMH HapaxOBaHMX MOAATKIB Ta CyMH 3apoOiTHOI
TUIaTH CTIOYATKy Ha IMOTOKEHHS KePiBHUKY/KepiBHHIIL

(¢iHaHCOBOTO  BiAMTy, a TMOTIM BHKOHABUYOMY
TUPEKTOPY /  BUKOHABYI  TUPEKTOPIN I
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applicable), invoice, act / delivery note, etc.).
Information on the distribution of funds between
expenditure items is entered by the Chief Accountant
and/or Project Accountant in the accounting software
according to the project transaction lists.

No later than the beginning of each working week (by
11:00 a.m. Monday), the Chief Accountant
downloads the Dbank statement from the
administrative account for the previous week to
monitor bank payments. All data from the statement
is entered into the transaction list of the
administrative account, where consolidated budget
codes are assigned.

2.6. Approval of Other Payments
Payment of Salaries

Payment of salaries and equivalent payments are
made in Ukrainian Hryvnias (regardless of the source
of funding) in non-cash form to employees' card
accounts. Salary payments take place on the basis of
payroll registers approved by the Executive Director
of the Foundation, without the use of a payment
voucher.

It is not permitted to make salary payments or
equivalent payments without accruing salaries and
taxes, nor to make the actual payments prescribed by
legislation regarding taxes and fees. The Chief
Accountant is responsible for the accuracy of payroll
registers and the amounts of accrued taxes.

The Chief Accountant first submits the amounts of
accrued taxes and salary amounts for approval to the
Head of the Financial Department, and then to the
Executive Director for approval and authorization of
payment for these expenditure items. The Head of the
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3aTBEP/KCHHSI Ta OTPUMAaHHS JIO3BOJIY Ha OIUIATy 3a
OUMH ~ CTarTsiMM  BUTpar.  KepiBHUK/KepiBHULL
(iHaHCOBOTO BIAMIMY BIANOBiZa€ 3a TeEpeBipKy Ta
KOHTPOJIb HapaxyBaHb Ta PO3MOALTY 3apOOITHOI TIaTH
W MOJNATKIB MiX MPOEKTAMH, BUKOHABYUHN JAUPEKTOP /
BUKOHABYa AMPEKTOPKA — 3a 3aTBEPKCHHS IUIATEXKY
Ta HaJaHHA JO3BOJly Ha OIUIaTy, a TOJOBHUH
OyxraiuTtep / rojoBHa Oyxraiarepka — 3a 3IMCHEHHS
OlJlaTH 3 BIANOBIAHOTO OaHKIBCHKOTO paxXyHKY.
OcHOBOIO [ HapaxyBaHHS 3apoOiTHOI TUIATH €
3aranpHUAN Tabens 00miKy poOOYMX TOJMH, HA OCHOBI
SKOTO TOJOBHHMI Oyxranrep / roloBHa OyxraiTepka
3MIACHIOE  HapaxyBaHHS  3apoOiTHOI IDIaTH  Ta
BIAMOBITHUX TOMATKIB. OCHOBOIO UISI PO3MOILITY ITUX
BUTpaT 3a MPOEKTaMU € IHAWBIOyaJbHUHA Tabenb
o0miky ~ pobouoro  yacy  cHiBpOOITHHKIB 1
cuiBpoOiTHHAIb. Po3momimn  HapaxXyBaHHS —€JIHHOTO
COI[IAJILHOTO BHECKY B MEXaxX TpaHUYHUX HOPM
BiOyBa€eTHCS BiJIIIOBiAHO b1 (o) BiZICOTKOBOT'O
chiBBigHOIIEeHH TrpaHnyHoi Hopmum €CB  mo
3arajgbHOI CyMU TOJATKy B MEKaX MiCSIIS.
BHyTpimHiii  KOHTpOTB 32 LHUMH
MIPEICTABIICHO B po3mimi 7
BHYTPIIITHHOTO KOHTPOJITIO”.

Cnuiata 000B’I3K0BHX IIATEKIB /10 OIOKETY

oreparisiMu
“IIpouenypu

Crmaty 00OB’SI3KOBHX TUTIaTeXiB Ta 300piB DoHT
3IIMCHIOE BIAMOBIAHO 0 3aKOHOABCTBA. | OJIOBHMIA

Oyxranrep /  rTonoBHAa  OyxraiTepka  Hece
BIIOBINAJIBHICTE 3a CyMH HapaxoBaHUX
TONIaTKiB/300piB.

KepiBHuk/kepiBHUIS (HiHAHCOBOTO BiJIiTy POBOJUTH
NEpEeBipKy Ta KOHTPOJIb HAapaxyBaHHS Ta CIUIATH
mogatrkiB.  lomoBHmid ~ Oyxramrep /  TOIOBHa
Oyxranrepka mepenac CyMd ITUIATeXiB 3a MOJATKaMH
Ta 300paMu  KEepiBHUKY/KEpiBHULI (iHaAHCOBOTO
BTy Ha 3aTBEPIDKCHHS He Ii3HINlEe HiX 3a J1Ba
pobounx JHI 0 KIHIIEBOTO TEPMiHY CIUIATH
nonatky/30opy. KepiBHuk/kepiBHUIS  (piHAHCOBOTO
BTy 3A1MCHIOE MEPEBIPKY Ta MOTOMXKYE ILIATEexXi.
[ToromkeHHsT BiMOyBa€ThCSA 3ac00aMH €IIEKTPOHHOTO
gucTyBaHHs. [onoBHmit  Oyxrajarep / TOJIOBHA
OyxranTepka B3IIMCHIOE IJIAaTiX 1 HACTYHNHOTO JIHS

Bepcisi: 1.0.

Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM

JlaTa nepe3aTBepI:KeHHsI: IPOTATOM ABOX POKIB Bif 1aTn
3aTBep/KeHHs], SIKIIO paHille He BUHHKHe NOTpeda
©2026 BO “CCC”

Financial Department is responsible for checking and
controlling the accrual and allocation of salaries and
taxes between projects; the Executive Director is
responsible for approving the payment and granting
authorization for payment; and the Chief Accountant
is responsible for making the payment from the
appropriate bank account. The basis for payroll
calculation is the general time tracking sheet, based
on which the Chief Accountant performs the
calculation of salaries and corresponding taxes. The
basis for allocating these costs to projects is the
individual time tracking sheet of employees. The
distribution of the Unified Social Contribution (USC)
accrual within limit norms occurs according to the
percentage ratio of the USC limit norm to the total
amount of tax within the month.

Internal control over these operations is presented in
Section 7 “Internal Control Procedures”.

Payment of Mandatory Payments to the Budget

The Foundation pays mandatory payments and fees in
accordance with legislation. The Chief Accountant is
responsible for the amounts of accrued taxes/fees.

The Head of the Financial Department conducts
verification and control of the accrual and payment of
taxes. The Chief Accountant submits the amounts of
tax and fee payments to the Head of the Financial
Department for approval no later than two working
days before the tax/fee payment deadline. The Head
of the Financial Department checks and approves the
payments. Approval takes place via email. The Chief
Accountant makes the payment and, the following
day, checks the credit of the corresponding amounts
in the taxpayer's account. If the corresponding
amounts are not in the taxpayer's account, he/she
consults with the bank. The Chief Accountant is
responsible for making payments from the
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MPOBO/IUTH TIEPEBIPKY 3apaxyBaHHS BiAMOBIIHUX CyM
y kaOiHeTi IIaTHWKa mMojarkiB. Skmo B kabiHeTi
TUIaTHUKA TIOJATKy BiNMOBIIHUX CyM HeMae, BiH/BOHA
MIPOBOANTHh KOHCymbTarlii 3 Oankom. lomoBHMI
Oyxrantep /  ronmoBHa  OyxraiTepka  Hece
BIAMOBINAJNBHICTE 34  3OIHCHEHHSA IUIATEXKIB 3
aIMIHICTPaTHBHOTO OaHKIBCHKOTO paxyHKy abo 3a
BKa3iBKM (DiHAHCOBOMY MeEHeIkepy / (iHaHCOBIMH
MEHEKEPIli MPOEKTIB, i3 AKOTO MPOEKTHOTO PaxXyHKY
Mae OyTH 3OiCHEHO OIulaTy 3apoOiTHOI IUIaTé
ITPOEKTHOTO TIEPCOHAITY.

BbankiBcbKi komicii

i Bumu TuTaTeXiB OaHK HApPaXOBYE Ta TPOBOIUTH
CaMOCTIMHO BIAMOBITHO JI0 YKIAICHUX JOTOBOPIB.
TonoBuuit Oyxrantep / ronoBHa Oyxrantepka Donmry
pa3 Ha MicAIb TOTY€E PO3MOJLT BUTPAT HA OAHKIBCHKY
KOMICIIO B pO3pi3i MPOEKTIB 1 BUBAHTAXY€E BC1 KOMICil,
cnucaHi OaHKOM 3 aJMIHICTPaTMBHOTO paxyHKY, B
Excel. BigmoBigHO 10 KUTBKOCTI Ta CyMH OIIaT Ha
30BHIIHI 0aHKH KOYKHA Taka KOMicisl iIeHTH(]IKyeThCs
METOJIOM IPHB’S3KH BHUXiJAHOTO Iiarexy depe3 MOO
Oanky Ta 3aHocuTbcs B Tabmumi Excel mo Toro
MPOEKTY, 3 sAKOTOo Oyno 3fificHeHo marix. Tax
3’SBISEThCS TAONUI PO3MOMALTY OaHKIBCHKOI KOMICIT.
[lizroToBneHa TabnMHMUs MEPEAAETbCS HA TMEPEBIPKY
¢inancoBuM MeHemkep(k)am. Ilicns mepeBipku BoHH
TOTYIOTh IUIATDKHY — IHCTPYKIil0 B OaHKy Ha
nepepaxyHoOK KOIITiB 3a OaHKIBCBKY KOMICiIO 3
MPOEKTHOTO  PaxyHKy Ha  aJMiHICTPaTHBHUIL.
[TepepaxyHOK KOMITIB BimOYBAa€ThCS HE piAIIe Hix
OAMH pa3 Ha KBapTaJ 1 He uacrime HiK | pa3 Ha
Micsnp. SIKmo JaHi cTaTTi BUTpAT BIACYTHI Y
OIomKEeTaX MPOEKTIB, BOHU IIPOXOIATE SIK BUTPATH, SIKI
KOMIICHCYIOTBCSI 32  PaxyHOK aJMiHICTpaTUBHHUX
Butpar ©@onny. [lopsaok po3moniny BUTpAT y BUIVISII
0aHKIBCHKMX IUIATeXIB TOJNOBHHNA Oyxramrep /
TOJIOBHA OyxraiaTepka BimoOpaxae B
OyXTanTepchbKoMy OOJTiKY.

2.7. AaMiHicTpyBaHHA 0aHKIBCHKHMX PaXyHKIiB
2.7.1. OcHoOBHI npoueaypHu
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administrative bank account or for instructions to the
Project Financial Manager regarding which project
account should be used for project personnel salary
payments.

Bank Fees

The bank accrues and processes these types of
payments independently according to the concluded
contracts. Once a month, the Foundation's Chief
Accountant prepares a distribution of bank fee costs
by project and downloads all fees debited by the bank
from the administrative account into Excel.
According to the number and amount of payments to
external banks, each such fee is identified by linking
the outgoing payment via the bank's MFO and is
entered into Excel tables for the project from which
the payment was made. Thus, a bank fee distribution
table is created. The prepared table is submitted to
Financial =~ Managers for verification.  After
verification, they prepare a payment instruction in the
bank for the transfer of funds for bank fees from the
project account to the administrative account. The
transfer of funds occurs at least once a quarter and no
more than once a month. If these expenditure items
are absent in project budgets, they are treated as
expenses compensated by the Foundation's
administrative costs. The Chief Accountant reflects
the procedure for distributing costs in the form of
bank payments in the accounting records.

2.7. Administration of Bank Accounts
2.7.1. Core Procedures
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The Foundation has open bank accounts in Ukrainian
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@donn Mae BiAKpUTI  OaHKIBCBKI  paxyHKH B

YKpaiHCHKill TPUBHI Ta B iIHO36MHUX BaJIOTaX.

PaxyHku B iHO3€MHIH BaIOTI BIAKPUTO AJIS CHIiBIpAIli
3 MDKHApOOHMMH JOHOPCBKMMH  OpraHi3allisiMHu,
MIXKHAPOTHUMHU OarogiiHUMHA (dhonnamu,
nmapTHepaMy Ta OnarofiiiHukamu. PaxyHKW B TpWBHI

Hryvnia and in foreign currencies.

Foreign currency accounts are opened for cooperation
with international donor organizations, international
charitable foundations, partners, and benefactors.
Hryvnia accounts are used for receiving and storing

BHKOPHCTOBYIOThCSI ISl OTpUMaHHA Ta 30epiramHs funds from national donors, converted foreign

KOILITIB HAaIlIOHAJILHUX JIOHOPIB, KOHBeproBaHux receipts, and for financing current expenditures for
iHO3eMHUX HagXOMKEeHb Ta 1y (iHaHcyBaHHS — statutory activities.

MMOTOYHUX  BUTparT Ha BHKOHAaHHA cTaryTHOi The classification of the Foundation's accounts is
JISUTBHOCTI. provided below:

Hwxue HaBeneHo knacugikaniro paxyHkiB @onuy.

BaJjrora Buj paxynky IIpaBujia BUKOPHCTAHHA

Currency Type of Account Rules of Use

HanionanbHa BamoTa (TpHBHS) AnMiHICTpaTHBHUH Ha npoMy paxyHKy 30epiraloTbcsi KOIITH
LUIBOBOTO (iHAHCYBaHHS BiJ (I3HYHMX
Ta FOPUIUYHHX OCi0, HAIXOMKCHHS BiJ
(haHIpeH3uHIOBUX KaMIIaHii,
rOCIOAAPChKOT  AisSUIBHOCTI, MACHBHUX

JIOXOMIB TOIIIO.

National currency (Hryvnia) Administrative

This account stores earmarked funding
from individuals and legal entities,
receipts from fundraising campaigns,
economic activities, passive income, etc.

HanionanbHa BamoTa (TpHBHS) IIpoexTHi Ha mux paxynkax 306epiraroTbcst KOIITH,
SKi HaJXOIATH 3a TPAHTOBHMH YrOJIaMH
Project Big HaL[lOHAJIBHUAX . JIOHOPIB Tq
(iHaHCYBaNbHUX CTOpIiH, KOHBEPTOBaHI
KOLITH 3 IHO3EMHOI BAIIOTH  JUIS
BHUKOHAHHS INPOEKTIB, MPOGhiHAHCOBAHUX

1HO3EMHHIMU TOHOPaMH.

National currency (Hryvnia)

Jns peanizanii IPOEKTY BiJKPUBAETHCS
OKpeMHH  IPOEKTHUH  PaxyHOK Y
HauioHanbHiil BamoTi (rpuBHi). Ilicms
3aBEPIICHHS] MPOEKTY PAXYHOK MOXKe
BHUKOPHCTOBYBATUChH TSI HOBHX NPOEKTIB,
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ale JWIIe TICHS HAAXOMKEHHS BCiX
aJMIHICTpaTUBHHAX BHTPAT BiJ JOHOpa,
SKi  TOTIM  TIEpepaxoBYIOThCI  HaA
aIMIHICTPAaTUBHUN PaxyHOK.

These accounts store funds received
under grant agreements from national
donors and funding parties, and funds
converted from foreign currency for the
implementation of projects funded by
foreign donors.

A separate project account in national
currency (Hryvnia) is opened for project
implementation. After project
completion, the account may be used for
new projects, but only after all
administrative costs from the donor have
been received and then transferred to the
administrative account.

[HO3eMHa BasioTa (T0TapH, EBPO TOIIO) IIpoexrHi

Foreign currency (USD, EUR, etc.) Project

Ha mpx paxyHkax 30€piraroTbCsi KOLITH
3a TPaHTOBHMH YTOJAaMH Ta IIJIbOBHMH
JIOTOBOPAaMH Bijl 1HO3EMHHX JOHODIB Ta
(iHaHCyBaNBEHUX CTOPIH, MIaCUBHI
JOXOMH 33 LUMH pPaxyHKaMH, SIKi CIij
BUKODHCTAaTH Ha IPOEKTHY MisUIBHICTh
(sxmmo JIOHOP JIO3BOJISIE
BUKOPDHUCTOBYBaTH HE 3a IIPOEKTOM,
KOIITH cmin  mepepaxyBaTu Ha
aIMIHICTPAaTUBHUN PAaXyHOK B IHO3eMHIH
BAJIFOTI).

Komrty, siki Haaxo#sTh Ha pPaxyHKH B
iHO3eMHiil BaJrOTi TMiCHs 3aKiHYCHHS
MPOEKTY sIK AeOITOpChKa 3a00proBaHiCTh
Ta/ab0 HEeBHKOPHCTaHMH 3aJMIIOK, SIKHH
JIOHOD JI03BOJIMB 3aJIUIINTH,
NIepepaxoBYIOTbCS Ha aJAMiHICTpaTHBHMI
paxyHOK IIPOTATOM 5 poOOYMX IHIB BiX
JIaTH 3apaxyBaHHS.

These accounts store funds under grant
agreements and targeted contracts from
foreign donors and funding parties, and
passive income on these accounts which
should be used for project activities (if
the donor allows non-project use, funds
should be  transferred to  the
administrative  account in  foreign
currency).
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Funds arriving in foreign currency
accounts after project completion as
accounts receivable and/or unused
balance allowed by the donor to be kept
are transferred to the administrative
account within 5 working days of the
date of credit.

[HO3eMHa BaioTa (I0TapH, €BPO TOIIO) AMiHICTpaTUBHHN

Foreign currency (USD, EUR, etc.) Administrative

Ha upoMy paxyHKy 30epiraroTbcsi KOIITH
LUTBOBOTO (hiHAHCYBaHHS Bill (Di3MYHUX
Ta OPUIUYHUX OCi0, HAIXOMKCHHS BiJ
(aHapeH3NHrOBHX KaMIIaHiH,
TOCIONAPChKOT  JTISUIBHOCTI, MACHBHHUX
moxomiB  Tomo. Ha meit  paxyHOk
HEepepaxoBYIOThCS 3aIUIIKH KOIITIB B
1HO3EeMHIH BaJIOTi, SIKi JOHODP JO3BOJIKB
3aNUIINTA Ha CTaTyTHY MAISUIBHICTH II0
TIPOEKTY, 3apoOJIeHI KOIITH BHACHTIIOK
KypCOBHX KOJNHBaHb, TNpodiHaHCOBaHI
TTCIIsS 3aKiHUYCHHS IIPOEKTY
aIMIHICTPaTHBHI BUTPATH TOLIO.

This account stores earmarked funding
from individuals and legal entities,
receipts from fundraising campaigns,
economic activities, passive income, etc.
This account receives foreign currency
balances allowed by the donor to be kept
for statutory activities, funds earned due
to exchange rate fluctuations,
administrative costs funded after project
completion, etc.

Hast KO)KHOTO npoektry ~ @oHI ~ NOBUHEH
BUKOPHCTOBYBaTH OKpeMHH OaHKIBCBKHI paxyHOK.
[IpoexTHMIT paxyHOK MOke OyTH SIK B iHO3EMHI, TaK i
B HAIIOHAJBHIA  BaJIFOTI.  3aJUIIKA  KOIITIB
OOJIKOBYIOTbCS B PO3pi3i MPOEKTIB B OyXraiTepchKiil
mporpami BiJIMTOBIHO JI0 TpaBWiI OOMIKOBOI HONMITHKH
B PO3pi3i KOXKHOTO OaHKY 1 OyXTaJTepChKOTO PaXyHKY
“LlinboBe ¢iHaHCyBaHHS .

BigkpuTTss HOBHX paxyHKiB Ta 3aKpUTTS PaxyHKiB
MPOEKTIB, IO  3aBEpUIMIACH, Y  OaHKIBCBKHX
YCTaHOBaxX 3/IMCHIOE BUKOHABYMW  JUPEKTOp /
BUKOHAaBYa JUPEKTOpKa ab0 Npu3HAYeHa HUM/HEIO
JIONIMHA.

[Ticst 3aBepmieHHs 1ii yroau 3 JOHOPOM OAHKIBCHKUI
PaxyHOK, II0 BHKOPHCTOBYBABCS IJIsi aKyMYITIOBaHHSI
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The Foundation must use a separate bank account for
each project. A project account may be in either
foreign or national currency. Fund balances are
accounted for by project in the accounting software
according to the accounting policy rules for each
bank and the “Earmarked Funding” accounting
account.

The opening of new accounts and the closing of
accounts for completed projects in banking
institutions is carried out by the Executive Director or
a person appointed by him/her.

After the expiration of the agreement with the donor,
the bank account used for accumulating that project's
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KOIITIB IBOTO MPOEKTY, MOXKE OYyTH BUKOPHCTAHO IS
HACTYITHUX TPOEKTIB, aje JIUIIC MiCIs HAJIXOMKCHHS
BCIX aJMiHICTpAaTMBHHUX BHUTpAT BiJ JOHOPA, SIKi TIOTIM
MepepaxoByIOThCS Ha afMiHICTpaTHBHUAN paxyHOK. Ha
MOYaTKy MPOEKTY BUKOHABYMHA AMPEKTOP / BUKOHABUA
IUpeKTopka (QopMye HaKa3 MPO CTAPT IPOEKTY, HIe
000B’s13KOBO BKa3y€ HEOOXIAHICTH BIIKPUTTS HOBOTO
0aHKIBCPKOTO paxyHKy. SIKIIO TpaHT y 1HO3EMHIiH
BaJIOTi, BIJKPUBAIOTHCS OJHOYACHO BAaIOTHHN 1
rpuBHeBU paxyHkd. lomoBHa Oyxramrepka /
TOJIOBHUHU Oyxrantep Bele peecTp OaHKIBCHKUX
paxyHkKiB, J0 SKOTO MaloTb AOCTYN (hiHAHCOBHIi/Ba
MEHEeDKep/Ka Ta OyXxraiaTep/Ka IPOEKTY.

@®oHx MPOBOANTE €IEKTPOHHI OaHKIBCHKI PO3PaXyHKH
3a JONOMOIOI0 CHCTEMH iHTepHeT-OaHkiHry. Lls
CHUCTEMa Ja€ MOXJIHUBICTH IIepeaaBaTd 10 OaHKY
CNIEKTPOHHI TJIaTDKHI JOKyMeHTH y ¢opmi ¢aiiris,

c(hOpMOBaHWUX Ha TIJACTaBI HAJICKHUM YHHOM
oQopMIIeHNX TUIaTDKHAX JOPYYeHb, 3aCBIIUCHHUX
CIeKTPOHHUMHU TianmucamMu. EJeKTpoHHI miamucH

HaAI0ThcA MOCaAoBUM ocobam DoHAy, sKi MaroTh
MIPaBo MiAMNCY IUIATHKHUX JOKYMEHTIB.

@oH Hamae Taki TOBHOBaKEHHS IMOMO MiAMUCIB Ta
po0OTH B OAHKIBCHKUX CUCTEMAX:

funds may be used for subsequent projects, but only
after all administrative costs from the donor have
been received and then transferred to the
administrative account. At the start of a project, the
Executive Director issues an order on the project
start, which must specify the necessity of opening a
new bank account. If the grant is in foreign currency,
foreign currency and Hryvnia accounts are opened
simultaneously. The Chief Accountant maintains a
register of bank accounts accessible to the Project
Financial Manager and Accountant.

The Foundation conducts electronic bank settlements
using the internet banking system. This system allows
the transfer of electronic payment documents to the
bank in the form of files formed on the basis of
properly executed payment orders certified by
electronic signatures. Electronic signatures are
provided to Foundation officials who have the right to
sign payment documents.

The Foundation grants the following powers
regarding signatures and work in banking systems:

Ilo3unis IIpaBa
Position Rights
1 BukonaBumii TMpeKkTOp / BUKOHABYA ANPEKTOPKA Teprumii mignuc

Executive Director

First signature

2 JlupekTop/ka nporpaM po3BUTKY Ta aJBOKAIIil

Director of Development and Advocacy Programs

Meprumii migmnuc

First signature

TonoBuuit Oyxranrep / romoBHa Oyxrantepka, (iHaHCOBHI MeHemkep /
(hiHaHCOBa MEHEIKepKa MPOeEKTY / Oyxranrep(ka) IPOEKTY

Hemae npasa niamnucy, ajie € npaBo JOCTYILy AJIs
BUBaHTAXEHHS  OAHKIBCBKMX  BHUIIHCOK  Ta
(hopMyBaHHS IJIATHKHUX TOPYUEHb.
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Chief Accountant, Project Financial Manager / Project Accountant

No right of signature, but has access rights to

download bank statements and create payment
orders.

2.7.2. BHyTpilIHii KOHTPOJb 32 BHKOPHCTAHHAM
KOIUTIB

[epeBipky craHy Bcix OaHKIBCBKHX paxyHKIiB i3
JeTaii3amlielo pyxy IpolIOBHX KOWITIB Y OaHKIBCHKUX
BUIIMCKAX Ta JAHUMH, 110 BHECEHI 0 OyXrajTepchKol
porpaMul 3IHCHIOE Ha TMOCTIHHIA OCHOBI TOJIOBHUH
Oyxranrep / romoBHa OyxraiaTepka Ta KEpiBHHK /
KepiBHHIIA (PiHAHCOBOTO BIIILITY.

JlomatkoBo OyxraiTep/kKa TpPOEKTy Ta (DiHAHCOBHIA
MeHepKep / piHaHCOBa MEHEPKEPKa MPOEKTY CTAHOM
Ha KIHEUb MICSIl BHUBAaHTAXY€E B EJICKTPOHHOMY
BUITIAL y dopmari pdf 3aranpHy MicsI9HY BHITUCKY 11O
KO)KHOMY OaHKIBCBKOMY paxyHKy 1 3aBaHTaXye Y
BIJMOBiAHI TAalK{d MPOEKTIB. 3aJHMIIKH KOWITIB Yy
PO3pi3i MPOEKTIB 3a BCiMa IPUBHEBUMHU 1 BATFOTHUMHU
0aHKIBCBKUMHU paxyHKaMH, SKi TPOBEACHI B CHUCTEMIi
OyXTanTepchkoro OOMiKy, TONOBHWE Oyxrairep /

roloBHa Oyxranrepka 3Bips€ 3 OaHKIBCHBKHMU
BUNMCKAMH Ha TIOYaTKy Ta B KIHIII MiCSIIA.
[epeBipstour  BaMIOTHUH  PaxyHOK,  TOJOBHHMI

Oyxranrtep / ronoBHa OyXrajiTepka 3BepTae 0COOIHBY
yBary Ha BiJNOBINHICTh HapaxyBaHHSI KypCOBHUX
pi3HUIL TpH  OONIKy OaHKIBCBKHX  OIEpamii.
[Mpouenypy 3Bipku cnig BukoHatn a0 10 uymcna
KaJEeHAAPHOTO MICSIIs, HACTYITHOTO 32 3BITHHM.

3Bipka JaHUX OyXTalTepchKOro OOJIiKY, IO BHECEHI
10 OyXraiTepchKoi Mporpamu, 3i 3BITHUMH JaHUMH
Uil JI0HOpa (3araynbHUM (hiHAHCOBHMIA 3BIT Ta/abo
TpaH3aKIIHHUI CHICOK) BiOYBa€ETHCA BiITIOBITHO 0
Honarky 4 3Bipka Butpar. Ha kiHelb KajeHIapHOTO
POKy (piHaHCOBI MeHemKep(K)U MPOEKTIB Ta TOJIOBHUN
Oyxrantep / TooBHa OyXTanTepka MPOBOIATH 3BIPKY
3aUIIKIB ~ KOINTIB Ha  OaHKIBCBKHX  paxyHKax
(BaJIOTHOMY Ta TPHBHEBOMY) B PO3pi3i MPOEKTIB Ta
aJMIHICTPAaTUBHUX  paxyHKax 1 3aJHIIKIB B
yIpaBIHCbKOMY 00J1iKy PoHy (y (hiHAHCOBUX 3BiTaxX
noHopy). L{ro 3BipKy citiji MPOBeCTH i y pa3i 3aKpUTTS
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2.7.2. Internal Control over the Use of Funds

Verification of the status of all bank accounts with
detailed movement of funds in bank statements and
data entered into the accounting software is carried
out on a constant basis by the Chief Accountant and
the Head of the Financial Department.

Additionally, the Project Accountant and Project
Financial Manager, as of the end of the month,
download a general monthly statement for each bank
account in PDF format and upload them to the
corresponding project folders. The Chief Accountant
reconciles fund balances by project for all Hryvnia
and foreign currency bank accounts entered into the
accounting system with bank statements at the
beginning and end of the month. When checking a
foreign currency account, the Chief Accountant pays
special attention to the correctness of the accrual of
exchange rate differences when accounting for
banking operations. The reconciliation procedure
should be performed by the 10th day of the calendar
month following the reporting one.

Reconciliation of accounting data entered into the
accounting software with reporting data for the donor
(general financial report and/or transaction list)
occurs in accordance with Appendix 4 (Expenditure
Reconciliation). At the end of the calendar year,
Project Financial Managers and the Chief Accountant
conduct a reconciliation of fund balances on bank
accounts (foreign currency and Hryvnia) by project
and administrative accounts, and balances in the
Foundation's management accounting (in financial
reports to the donor). This reconciliation should also
be conducted in case of project closure at a period
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MPOEKTY B IHIIMK MEPiof, HIXK pidHUH. Y Takomy pasi
3BipKy Tpeba poOUTH TUIBKH 32 MPOEKTOM. Y pasi ix
po30ikHOCTI (hiHaHCOBHII MeHemxep / ¢iHaHCOBa
MeHeJKEpKa MPOEKTY MPOCUTH TOJIOBHOTO Oyxranrepa
/ TONOBHY OyXTanTepKy HaJaTh IOSCHEHHS. 3BipKa
MIPOBOAUTHCS 3a (hOPMOIO BiAMOBITHO 110 JJomaTky 4.

2.8. ABaHCOBI BHILIATH 32 KOHTPAKTAMH

3aKymiBias TOBapiB 1 MOCHYT 3AilCHIOEThCS B DoHII
3rizno 3 IloMoKEeHHSIM TIpO TOPSAOK HPOBEACHHS
3aKYITiBEIb.

[lignucanaa n0roOBOpIB, yrof, KOHTpakTiB DoHAy Ta
aKTiB BUKOHaHMUX poOIT (HagaHuWX TOCIyr) €
BIJIMOBINAJBHICTIO ~ BUKOHABUOTO  Jupekropa /
BHKOHABYOI JTHUPEKTOPKH. BUKOHABUWE IHUpEeKTOp /
BHUKOHABYA JUPEKTOPKA Ma€ MPaBo YKJIaJaTH Bil iMeHI
®onny Oynb-sKi JOTOBOPH, YTOAM, KOHTPAKTH, 110 HE
cymepedars  Craryry  @oHmy, #oro iHIHAM
BHYTPIIIHIM TONITHKaM Ta peraMmeHTaM. [TiroToBKy
MPOEKTIB TaKUX OKYMEHTIB, MEPEBIPKY IOPUAMYHOT
iHQopMallii mpo MOCTAYaILHUKA/II0 3 BIIKPUTUX
JDKEpeNl TOTye€ IOPHCKOHCYAbT(Ka) y CHiBmpami i3
MEHEDKEpOM/KOI0 i3  3aKymiBelb, a KEpiBHUK /
KepiBHUL (IHAHCOBOTO BiAxilny Ta/abo (iHaHCOBUM
MeHemkep / (iHaHCOBa MEHEKepka IepeBipse Ha
BIAITOBIAHICTE BMMOraM 4YMHHOIO 3aKOHOJABCTBA Ta
OropkeTam npoekTiB DoHTy.

[Ipu ykmageHHI OTOBOPIB Ha 3aKyIiBIIO TOBapiB,
poOiT 1 mociayr DOHA HOTPUMYETHCS NPUHIHITY
PO3YMHOCTI:

e Burtpatm € po3yMHUMH, SKIIO 3a CBOIM
XapaKTepoM 1 CyMOI0 BOHHU HE NEPEBUILYIOThH
THX, SKi O TIOHECJIa PO3BAXIIMBA Ocoda Tif
Yac BelICHHS KOHKYPEHTHOI CTIPaBH.

e OOrpyHTOBaHICTb KOHKPETHHUX  BHUTpar
MOBMHHA  PO3SLAATHCS 3 OCOOJIHMBOIO
peTeNnbHICTIO, ocobmuBOo ans  QipMm, sKi
MOXYTb  HE  3a3HaBaTd  C(QEKTUBHHUX
KOHKYPEHTHUX OOMEXEHb.

Skmo npaBwia Ta [poLENypH  JOHOpa  He
BCTaHOBIIIOIOTH OOMEKEHb IOJ0 OIUIaTH aBaHCIB, TO
YKJTaJICHHSI TAKUX KOHTPAKTIB Ma€e OyTH OOTpYHTOBaHE

other than annual. In such a case, the reconciliation is
done only for the project. In the event of a
discrepancy, the Project Financial Manager asks the
Chief  Accountant to provide explanations.
Reconciliation is conducted using the form in
Appendix 4.

2.8. Advance Payments under Contracts

The procurement of goods and services at the
Foundation is carried out according to the
Regulations on Procurement Procedures.

The signing of the Foundation's agreements, deeds,
contracts, and acts of work performed (services
rendered) is the responsibility of the Executive
Director. The Executive Director has the right to
conclude any agreements, deeds, and contracts on
behalf of the Foundation that do not contradict the
Foundation's Charter, its other internal policies, and
regulations. Preparation of drafts of such documents
and verification of legal information about the
supplier from open sources is prepared by the Legal
Advisor in cooperation with the Procurement
Manager, while the Head of the Financial Department
and/or Financial Manager checks for compliance with
the requirements of current legislation and
Foundation project budgets.

When concluding contracts for the procurement of
goods, works, and services, the Foundation adheres to
the principle of reasonableness:

e Expenses are reasonable if, by their nature
and amount, they do not exceed those that a
prudent person would incur in conducting a
competitive business.

e The justification of specific expenses should
be considered with particular care, especially
for firms that may not be subject to effective
competitive constraints.

If donor rules and procedures do not establish
restrictions on the payment of advances, then the
conclusion of such contracts must be justified and
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1 po3yMHE, a TaKOXX Ma€ CBIMYHTH MPO Te, MO B
iHIIOMY pa3l BHKOHaHHS KOHTPAaKTy HEMOXJHBE 0Oe3
aBAaHCOBHUX IUIaTeXiB. ABaHCOBI miarexi B DoHmi
MoOXe OyTH TakoX 3acCTOCOBaHO [0 KOHTPAKTiB,
BIJIIOBIZIHO 10 SIKMX 3aMOBJISIIOTHCS TMOCIYTH Ta
oprasi3aris 3aXoIiB.

@DoHI TpH CIUIaTi aBaHCIB TOBHHEH 3a0€3MCUUTH
YITKHN IOPUANIHUN CyIpoBiJ
(FOPUCKOHCYNBTa/IOPUCKOHCYIIBTKH) Ta BHYTPIIIHINA
KOHTPOITb 32 TMOPSJKOM BUKOHAHHS ITUX KOHTPAKTiB.
@donn Hece BCI PH3MKH 32 IIMMH KOHTPAKTaMH.
Butparu 3a UM KOHTpakTamMH, HE BHKOHaHi, abo

reasonable, and must demonstrate that otherwise, the
execution of the contract is impossible without
advance payments. Advance payments at the
Foundation may also be applied to contracts under
which services and the organization of events are
ordered.

When paying advances, the Foundation must ensure
clear legal support (by a legal advisor) and internal
control over the execution of these contracts. The
Foundation bears all risks under these contracts.
Expenditures under these contracts that are not
executed or are lost by the Foundation are recognized

BrpaueHi @DoHmom, 1MOoHOpP BU3HAE TakuMH, Mo by the donor as not incurred for their targeted
ITOHECEHI HE 3a MUTLOBHM NpH3HadeHHsSIM, — abo purpose—or in accordance with the donor's decision.
BiJIIIOBIHO JI0 PillIEHHS TOHOpA. The Foundation has established the following rules
Y @onni BcTaHOBICHI HIKYeHaBeneHi mnpaBwia for advance payments under contracts:
aBaHCOBMX IUIATEXIB 3a KOHTpaKTaMHu:
Buj koHTpakTy IIpouenypa IIpaBuia Bunjiar Kontpons
Type of Contract Procedure Payment Rules Control
3amyd4eHi KepiBauk /  xepiBHuus  mpoekty | Orurata 3niiicHioeTbest | KepiBHMK /  KepiBHHUIIL
KOHCYNBTAaHT(K)d  Ha | y3romkye 3 KOXKHMM KOHCYJIBTaHTOM / | BIANOBIAHO MO  yMOB | MpOEKTy,
MOCTIHHIN OCHOBI | KOXXHOI0O ~ KOHCY/IIFTQHTKOIO TEXHIYHE | JOTOBODY. (inaHcoBuit MeHemxep /
(HampuKJIag Ha MepioA | 3aBOaHHS Ha MOYATKy 3BITHOTO mepiony / (¢inaHCOBa  MEHEIKEpKa
it NIPOEKTY, | MPOEKTYy Ta BIACIIAKOBYE 0OCSATH iforo Payment is made according MIPOEKTIB.
abOHEeMEHTHOTO BUKOHaHHA, NPO IO CKIAAaeTbess akt | © the terms of the contract. FOpuckoHCYIBT
00cITyroByBaHHS) BHUKOHAaHMX  pOOIT, /e  BKa3yeThCs

nepenik pobiT / mociyr / pes3yabTaTH
Consultants  engaged Project Manager, Project

MOCTYT, HaJlaHUX HA OCHOBI TEXHIYHOTO

on a permanent basis 3aBmaHHsA. B kiHHI 3BiTHOrO mepiomy

(e.g., for the duration
of a project,
subscription service)

KOHCYNbTaHT(Ka) Hajmae CBil 3BIT, Yy
SIKOMY KEPIBHHUK/LII MPOEKTY MpHHMAE
obcsr mocnmyr Ta mepenae iHdopmarito
(iHaHCOBOMY/Bili ~ MeHeIKepy/ui  [uist
(opMyBaHHS IUIATDKHOTO Baydepa Ha
oIuIaTy Juisi HPOBEACHHS PO3PaxyHKIB 3
KOHCYJIBTaHTOM/KOIO.

Financial Manager, Legal
Advisor.
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The Project Manager agrees on a
technical assignment (ToR) with each
consultant at the beginning of the
reporting period/project and tracks the
volume of its execution, for which an act
of work performed is drawn up,
indicating the list of
works/services/results provided based on
the ToR. At the end of the reporting
period, the consultant provides their
report, where the Project Manager
accepts the volume of services and
transfers information to the Financial
Manager to create a payment voucher for
settlements with the consultant.

3aydeHHS
KOHCY/IBTAHTIB/OK, SIKi
HaJaloTh MOCITYTH
MEepiOANYHO  (3aTydeHi
Ha BHUKOHAHHS HEBHOTO
o0csTy mociyr)

Engagement of
consultants  providing
services  periodically
(engaged to perform a
specific  volume of

Bapricte  ommiei romuHHM  mOCTYT
KOHCY/IbTaHTa/KH MOXKHA PO3paxyBaTH,
BUXOJSIYM 13 MaKCHMAJIBHOTO 00CATY
TOJIMH, K1 MOKE BUTPATHTH
KOHCYJIBTAHT/Ka, Ta 3arajbHOi CyMH
BHHArOpOIH, sIKi 3a3Ha4yeHi y OrOmKeTi
MIPOEKTY.

Bunnara BuHaropoau KOHCYJIBTaHT(K)aM
3IICHIOETECS. Ha OCHOBI  JIOTOBOPY
Ta/abo  akTy  OpuiiMaHHS-TIepenayi
HaJlaHUX MOCIYT y 0e3roTiBKoBiH (opmi

1. Slkmo mepion BukoHaHHs | KepiBHUK / KepiBHHISA
3aBlaHHS CTAHOBUTh JO | MPOEKTY,

OJIHOTO KaJICHIapHOTO )
MicAnd, TO apancosi | PIHAHCOBHIT MeHemwkep /
BUIVIATH He mepeibaueHo. (1)1Hch9Ba MeHeKEpKa
Omnara BigbyBaeThcss 3a TIPOEKTIB.

(akTOM HaJaHHX TOCIYT. JOpHCKOHCyET

2. SIkiio mepios BUKOHAHHS
3aBIaHHS CTAHOBHUTH Bix 1
Jo 3 xaneHAapHHUX Micduis, | Project Manager, Project
Moxxe Oyt mnepenbadena | Financial Manager, Legal

services) Ha PO3paxyHKOBHI PaXyHOK. 50-70% aBaHcOBa orIaTa. Advisor.

Po3mip  BuUHaropogu  BH3HAYAETHCS

BIATIOBIZHO 0 pe3yJbTaTiB Ta 00cATy )

HAJAHUX [OCIYyr 3a [epioxm, SKuii 1. If the task execution

BKA3HO y JOTOBOPI. period is up to one calendar
month, advance payments
are not provided. Payment
is made upon the fact of

The cost of one hour of a consultant's | (. .o o dored.

services can be calculated based on the

maximum volume of Thours the | 2. If the task execution

consultant can spend and the total | period is from 1 to 3

amount of remuneration specified in the | calendar months, a 50-70%

project budget. advance payment may be
provided.

Remuneration is paid to consultants on

the basis of a contract and/or an act of

acceptance-transfer of services rendered
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in non-cash form to a settlement

account.

The amount of remuneration is
determined according to the results and
volume of services provided for the
period specified in the contract.

3aydcHHS SIKIO  KOHCYNBTAHT(K)M  3aTydaroThCs
KOHCYIBTaHTIB/TOK JUIL  TIPOBENEHHS Oymb-sIKMX 3aXOMiB
(TpeHiHrH, KpyIii CTOJIM TOIIO) BOHHU
JIOTiCTIB/TOK IS | HAmAXOTh JIFOAMHI, BIAMOBITANbHIA 3a
oprasisawii 3axoxis 3a1.<yniBni, onucoBHi Ta (iHAHCOBUIA
3BIT IIOAO MPOBEAEHHS 3axomy
peecTpaliifHuil THUCT, Tporpamy 3axOmy

TOIIO
Engagement of
logistics consultants for | If consultants are engaged to conduct
any events (trainings, round tables, etc.),
they provide the person responsible for
procurement with a narrative and
financial report on the event, a

registration sheet, event program, etc.

organizing events

Iepenbaueno Bumary | KepiBHuk / KkepiBHHIL

aBaHCOBHUX IUIATEXKIB 3TiTHO
3 Y3TOMXKEHUM TOYATKOBUM

MIPOEKTY,
¢inaHcoBuit MeHemxep /

KOLITOPHCOM Ta/abo | ¢iHaHCOBa MEHEMKEpKa
JIOTOBOPOM i3 | mpoeKTIB.
MOCTa9aTbHIKOM OpuckoncysT

Advance payments are

provided according to the | Project Manager, Project

agreed initial  estimate | Financial Manager, Legal
and/or contract with the | Advisor.
supplier.

2.9. IIpaBuia 31iliCHEHHSI AaBAHCOBHUX IIATEXKIB Ta
BillIKOAYBaHHSA BHUTpaT 0e3 MOMEPeIHbOIro
OTPHMAHHS ABAHCOBHX ILIATEKIB

ABaHCH CHIBPOOITHUKAM/IISIM Ta  BiAIIKOTYyBaHHS
BUTpaT  MpaliBHUKaM/IsiM ~ 0e3  TOMepeHbOro
OTPUMAaHHSI aBaHCOBUX IUIATEXIB MOXe OyTH BHIAHO
Ha TOCHONApChKi MOTpeOM Ta Ha BIOPSIIHKESHHS
BinOBiAHO /10 [TOMITHKY BIAPSAIKEHb.

2.10. CTBOpeHHS pe3epBHOI0 KamiTaay

donnm 3abe3ledye Mpo30pe Ta  BIAMOBIAAIBbHE
BUKOPHCTaHHS KOWITiB, HAaJaHUX MDKHAPOTHUMU
/TIpUBaTHUMMU/ IEPKABHUMHU JOHOpaMu JUIst
3MIACHEHHA CTaTyTHOI AisibHOCTI. BomHowac, mo0
3a0e3neunTH e(hEeKTHBHICT BHKOPHCTAHHS THMYACOBO
BUTbHUX KOINTIB, DOHJ 32 MOMEPEIHIM y3rO[KSHHIM
i3 JIOHOpOM, IO HajaB (iHAHCOBI pecypcu Ta/abo 3a
paxyHOK  BIIACHHX  HAJIXO/DKEHb, BUKOPUCTOBYE
MakCUMaJIbHO  HaJiiiHI ~ MeXaHi3MH  yNpaBJiHHS
TPOLIOBUMH aKTHBaMH s 3a0€3MeUeHHS CBOE]
(hiHaHCOBOT CTAOUTEHOCTI.
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2.9. Rules for Making Advance Payments and
Reimbursement of Expenses without Prior
Advance Payments

Advances to employees and reimbursement of
expenses to employees without prior receipt of
advance payments may be issued for economic needs
and for business trips in accordance with the Business
Trip Policy.

2.10. Creation of Reserve Capital

The Foundation ensures the transparent and
responsible  use of funds provided by
international/private/state  donors for statutory

activities. At the same time, to ensure the efficiency
of using temporarily free funds, the Foundation, by
prior agreement with the donor that provided the
financial resources and/or at the expense of its own
receipts, uses the most reliable mechanisms for
managing cash assets to ensure its financial stability.
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PesepBHuii  kamitanm (QopMmyeTbcs Ha  OKpeMOMY
0aHKIBCBKOMY paxyHKy. PimieHHs mnpo CTBOpEHHS
PE3epPBHOIO  KalliTaly 1 HampsMH BHKOPHCTaHHS

KOIITIB 3 PE3epBHOTO  KammiTally MpUHAMAeEThCA
3araneHuMu  300pamMu  @onnmy. [ane pimeHHs
BioOpakaeTbcst y  OyxraiarepchbkoMy  OOINiKy

TonoBHIM/010 OyXTanTepOM/KOIO.

®dony 3a pimeHHsIM 3arajbHUX 300piB Mae IpaBo
PO3MICTUTH  KOIITH PE3CPBHOTO  KamiTaay Ha
0aHKIBCHKOMY JIETTO3UTHOMY PaxyHKY.

3. CUCTEMA BYXTAJITEPCBKOI'O OBJIKY

3.1. Onuc cucTeMu OyXrajJrepchbKoro 00Ky

Benenns  Oyxranrepcekoro  obmiky B Dongi
3MIWCHIOETBCS BiMMOBIAHO M0 3akoHy Ykpainu “TIpo
Oyxranrepchkuil OO0NiK Ta (iHAHCOBY 3BITHICTH B
Vkpaini” Ne 966-XIV Big 16 naumas 1999 poky (31
3MiHAMH Ta JONMOBHEHHSAMH) Ta HaIliOHAIBHHUX
MOJIOXKEHb (CTaHAapTIB) OyXraJTepchbKoro OOIIKY B
VkpaiHi.

Merta BeneHHsI OyXranaTepchbKoro OOMIKY i CKIIaTaHHS
(hiHaHCOBOT 3BITHOCTI — HaJaHHSI KOPUCTyBadaM JIs
OpPUAHATTS ~ pillleHb  MOBHOI, MNpaBAMBOi  Ta
HeynepemkeHoi  iHgopmaunii  mpo  ¢iHaHCOBe
CTaHOBHIIE, PE3YyJIbTaTH POOOTH Ta PyX I'POLIOBUX
komTiB oHmy.

Byxranrepcbkuii 001ik — 000B’SI3KOBUH BHI OOITIKY,
axkuii Bexgerbcss B Ponai. PiHaHCOBa, ITOJATKOBA,
CTAaTMCTMYHA Ta 1HII BUAM  3BITHOCTI, IO
BUKOPHCTOBYIOTh TPOIIOBHH BHMIpPHHUK, IPYHTYIOTHCS
TIJIBKY Ha JaHUX OyXTaaTepchKOTro OOIiKY.

Bimmogiguao mo II(C)BY 1, 3 ta 3akony Ykpainu “Ilpo
Oyxrantepcbkuii 007K Ta (DiHAHCOBY 3BITHICTH B
Vkpaini”  Oyxrantepcbkuii  obmik y  Donnai
3I1MCHIOETBCS HA OCHOBI METOAY HapaxyBaHHsI, TOOTO

Reserve capital is formed in a separate bank account.
The decision to create reserve capital and the
directions for using funds from the reserve capital is
made by the General Meeting of the Foundation. This
decision is reflected in the accounting records by the
Chief Accountant.

By decision of the General Meeting, the Foundation
has the right to place reserve capital funds in a bank
deposit account.

3. ACCOUNTING SYSTEM

3.1. Description of the Accounting System

Accounting in the Foundation is carried out in
accordance with the Law of Ukraine “On Accounting
and Financial Reporting in Ukraine” No. 966-XIV
dated July 16, 1999 (as amended and supplemented)
and National Accounting Regulations (Standards) in
Ukraine.

The purpose of accounting and financial reporting is
to provide users with complete, truthful, and impartial
information about the financial position, performance
results, and cash flows of the Foundation for
decision-making.

Accounting is a mandatory type of accounting
maintained in the Foundation. Financial, tax,
statistical, and other types of reporting that use a
monetary measure are based solely on accounting
data.

In accordance with National Accounting Standards
(NAS) 1, 3 and the Law of Ukraine “On Accounting
and Financial Reporting in Ukraine”, accounting in
the Foundation is carried out on an accrual basis, i.e.,
determining the financial result of the execution of
works regardless of the fact and date of payment for
services.

In addition to this Regulation, the Foundation forms
an Accounting Policy Regulation, where it approves
the set of principles, methods, and procedures used
for accounting, preparation, and presentation of its

Version: 1.0.

Category: open access document

Reapproval date: within two years of the approval date, unless the
need arises earlier

© 2026 CO “SSS”

Bepcisi: 1.0.

Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM

JlaTa nepe3aTBepI:KeHHsI: IPOTATOM ABOX POKIB Bif 1aTn
3aTBep/KeHHs], SIKIIO paHille He BUHHKHe NOTpeda
©2026 BO “CCC”



BNIAFO[IAHA OPTAHI3ALLIA «BNTATOAIMHUA ®OH[ «CTABIMI3ENLLEH CYTMMNOPT CEPBICE3»
CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

E;E%El;.
o 5

Sss | B® «CTABINISENLLEH
CYNNOPT CEPBICE3>>
Byn. Bonogmmupcbka, 6yAUHOK 49 A, cekuis 2, odic 156, micTo Kuis, 01001

49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001
€[IPMOY / EDRPOU 40567253

= info@sss-ua.org
& +38 050 449 46 04

BU3HAYCHHs (DIHAHCOBOTO pE3yNbTaTy BUKOHAHHS
pOOIT He3aneXHO BiJ aKTy Ta JaTh OIUIATH MOCIYT.
HomarkoBo n0 1mporo Ilomoxenns ®onp dopmye
[TomoxeHnHsa 1po OOMIKOBY MOJITHKY, A€ 3aTBEPIKYE
CYKYNHICTh MpPHUHIMIIB, METOAIB 1 Tpoueayp, IO
BUKOPHUCTOBYIOTbCS Ul BEIEHHA OyXIaJTepchbKOro
00Ky, CKJNamaHHsS Ta TOAAHHSI Horo QiHaHCOBOI
3BiTHOCTI. DOHJ Mae CBili 3aTBEpKCHUI IUTaH
OyXTanTepCchKUX paxyHKiB, CKJIAICHUI Ha OCHOBI
pexomeHparnii i3 Hakaly MinicTepcTBa ¢iHanciB No
291 Bimg 30.11.99 “IIpo 3arBepmxenns [lmanmy
paxyHKiB Oyxranrepcbkoro oOmiky Ta [HcTpykmii mpo
HOTro 3aCTOCYBaHHSA .

3arBep/KeHNH TUIaH OyXTalnTepChKHUX PpaxyHKIB €
nopatkoM 10 IlonoxkeHHS mpo OOMIKOBY TMONITHKY
donny.

3.2. I[Iporpamue 3a0e3nmeyeHHs] AJsI BeJeHHS
0yXrajaTepcbKoro ooJiky

Hna  Bemenns Oyxrantepcbkoro o0miky @Donumy
BUKOPHCTOBYETHCS crielianizoBaHe  OpOrpaMHe
3abesmedenHs (BAS), mo gae 3Mory okpeMo BecTH
OyXrajaTepChKuil OOJIIK KOXKHOTO TIPOEKTY B PO3pi3i
JOHOPIB 1 pKepest (iHaHCyBaHHS.

Jns 1pOoro KOXKHOMY 3 HPO€KTIB  BiAKPUBAIOTHCS
OKpeMi CYOKOHTO Ta/ab0 OyXTalTepCchKi CyOpaxyHKH
iTBOBOTO (piHAHCYBaHHSI.

®oHJ — BHUKOHABEIlb IIJILOBUX TPAHTIB, BUAAHUX HA
CTaTyTHy JisutbHiCTh. lle mporpamue 3a0e3nedeHHs

nependadae  BemeHHS — OyXTaJTepChKOTO  OOMIKYy
OTPUMaHMX TPAHTIB y PO3Pi3i KOKHOTO MPOEKTY Ta
JOHOpA.

Y ®oHII BHKOPHUCTOBYIOTHCS poOoui Tabmuii Excel
IUIs BEEHHS Pi3HUX CYIYTHIX OONIKOBHX PEECTPIB 3
O0NiKy TpPOEKTIB. YCi paxyHKH B3rpYyNOBYIOTBCS Ta
PO3KpHBarOThCA 3a IlmaHoM paxyHKIiB BiJIOBIIHO 10
I(C)BO.

Y mOpeacTaBHUKIB yCiX TIO3WINN, TMOB'S3aHUX i3
ynpaBiiHHSIM (iHaHCaMH, € TIEBHHUH PIBEHb JOCTYITY
0 OyXTajnTepChKOTO TIPOTPAMHOTO 3a0€3ICUCHHS.
JlaHi 1po 11e TUB. Y HIDKYCHABEACHIH TaOHIII.

financial reports. The Foundation has its own
approved chart of accounting accounts, compiled on
the basis of recommendations from the Order of the
Ministry of Finance No. 291 dated 30.11.99 “On
Approval of the Chart of Accounts for Accounting
and Instructions for its Application”.

The approved chart of accounting accounts is an
appendix to the Foundation's Accounting Policy
Regulation.

3.2.  Accounting Software

To maintain the Foundation's accounting, specialized
software (BAS) is used, which makes it possible to
keep separate accounting records for each project
broken down by donors and funding sources.

For this purpose, separate sub-accounts and/or
accounting sub-accounts of earmarked funding are
opened for each project.

The Foundation is an implementer of targeted grants
issued for statutory activities. This software provides
for the accounting of received grants broken down by
each project and donor.

The Foundation uses Excel spreadsheets to maintain
various related accounting registers for project
accounting. All accounts are grouped and disclosed
according to the Chart of Accounts in accordance
with NAS.

Representatives of all positions related to financial
management have a certain level of access to the
accounting software. For data on this, see the table
below.
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MMo3unis

Position
BukonaBuwmii IVPEKTOP /
BUKOHABYA JUPEKTOPKA
Executive Director

DyHKuii

Functions
Kepye mpomnecom OromkeryBanHs PoHAy Ta
OIOIKETaMH TIPOEKTIB.
[epeBipse Ta 3arBepaKye (iHAHCOBI 3BITH
Donny.
Manages the Foundation's budgeting process
and project budgets.
Checks and approves
financial reports.

the Foundation's

IIpaBa nocrymy
Access Rights
[epermsax Oyab-sKo1 (hinancoBoi
iH(opMmarii 6e3 mpaBa BHECEHHS 3MiH.
Viewing any financial information without
the right to make changes.

KepiBHux /
(iHaHCOBOTO OOMIKY
Head of Financial Accounting

KepiBHUIIL

Hamaromxye OromxerHuii npouec ®onay Tta
MIPOEKTIB.

KonTpomtoe BukxonanHs Owomxery PoHOy Ta
OFOIKETIB MPOEKTIB.

3arBepmxye (hiHAHCOBI 3BITH TOHOpPAM.
3BiTye 3a 3arajabHUM OropKkeToM DoHTy.

Sets up the budget process of the Foundation
and projects.

Monitors the execution of the Foundation's
budget and project budgets.

Approves financial reports to donors.

Reports on the Foundation's general budget.

Onsig iHpopMarii B po3nini
“Byxrantepcbkuii 00K 11 OPIBHSAHHSA 3
yIOpaBIiHCBKHM  oOmikoM, ©e3 mpaBa
BHECEHHS 3MiH.

Reviewing information in the
“Accounting” section for comparison with
management accounting, without the right
to make changes.

®dinaHCOBI
MIPOEKTIB

MeHeKep(K)U

KoHTpOIOI0OTh  BUKOPUCTAHHSI OIOIDKETIB 3a

MPOEKTaMH.
CknanaloTh (iHAHCOBI 3BITH JOHOpaM 3a
MPOEKTaMH.
IIpoBoaATh 3BipKy 3alHWIIKIB KOIUTIB 3a
[POEKTAMH.

Monitor the use of project budgets.

Compile financial reports to donors for
projects.

Conduct reconciliation of fund balances for
projects.

Onsg iHpopmarii B po3nini
“ByxrantepchKuii 00JiK™ U TOPiBHAHHS 3
yIOpaBIiHCBKUM  00iikoM, 0e3 mpaBa
BHECEHHS 3MiH.

Reviewing information in the
“Accounting'”’section for comparison with
management accounting, without the right
to make changes.

"o

TonoBHuit Oyxranrep / rojioBHa

DopMyIOTh OyXranTepebki pericTpu.

Buecenns iHdopmariii Ta BHECEHHS 3MiH

Oyxranrepka HapaxoByIoTb 3ap00iTHY IJIaTy. JI0 IPOTPaMHOTr0 3a0e3eUeHHS.

Chief Accountant BinmoBinaoTk 3a 30epexeHHs MepBUHHOTO  [IpaBo MOBHOTO JOCTYITY.
JoKyMeHToo0iry onmy. Entering information and making changes
Torytorp  OyxranTepcbky Ta momaTtkoBy  to the software.
3BITHICTB. Full access rights.
30iHCHIOIOTh TIATEXKi.
Create accounting registers.
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Calculate salaries.

Responsible for the preservation of the
Foundation's primary document workflow.
Prepare accounting and tax reporting.

Make payments.

Byxranrep(x)u mpoexTy
Project Accountants

OyHKIiT  BCTAHOBIIOIOTECS  I10CAJOBOIO
IHCTpyKLi€I0  BiAmoBiAHO g0  rpadika
3aBaHTAXXEHOCTI Ta KUTBKOCTI IIPOEKTIB.
Functions are established by the job
description according to the workload
schedule and the number of projects.

IlpaBo jmocTymy IO THX paxyHKiB,
BIZNOBIJAIBHICTE 3@ SIKi BCTAHOBJICHA
[OCaJIOBUMU OOOB’SI3KaMH, a TaKoX 10
po3paxyHKiB  3apoOiTHOI  mjaTd  Ta
HapaxyBaHHS [OJaTKiB.

Brecenns indopmanii moa0 nepconay.
Right of access to those accounts for which
responsibility is established by job duties,
as well as to salary calculations and tax
accrual.

Entering personnel information.

Harsosa pana
Supervisory Board

3niliCHIOE BHYTPIIIHIH KOHTPOJIb
Performs internal control.

Ommsn ycix po3ziniB oOJKOBOT HporpaMu
(1a 3anut Harsanosoi paamn).

Po3poOka Ta TUIaHyBaHHSA =~ 3MiH  JI0
BHYTpimmHIX  momituk  @DoHmy  momo
BIOCKOHAJICHHsSI BHYTPIIIHBOTO KOHTPOJIIO,
cucremu pobotn DoHAY, MiABHUIICHHS
e(eKTUBHOCTI TPOEKTHOI MisUIBHOCTI Ta
OpraHi3aIiifHoi CIPOMOKHOCTI.

Reviewing all sections of the accounting

program (at the request of the Supervisory
Board).
Developing and planning changes to the
Foundation's internal policies regarding the
improvement of internal control, the
Foundation's operational system, increasing
the efficiency of project activities, and
organizational capacity.

3.3.  Bamora 00iiky

3.3.

Accounting Currency

3rifHO 3 HAIOHAJBHUM 3aKOHOIABCTBOM, BaJIFOTOIO
OyxranTepcbkoro  OONIKy  3a  HalliOHAJIEHUMHU
CTaH/apTaMH € YKpaiHChKa I'PUBHS.

Bastororo 00i1iky B (piHAHCOBIH 3BITHOCTI JIOHOPaM €
BANIOTA, B SKill 3aTBEp)KEHO OIOMKET B yromi 3
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According to national legislation, the currency of
accounting according to national standards is the
Ukrainian Hryvnia.

The accounting currency in financial reporting to
donors is the currency in which the budget is
approved in the agreement with the donor. In parallel,

Version: 1.0.

Category: open access document

Reapproval date: within two years of the approval date, unless the
need arises earlier

© 2026 CO “SSS”



B® «CTABINI3EALLEH BNAFOAIAHA OPTAHI3ALLISA «BNAFOOIAHWUIA ®OH[ «CTABINI3ENALLEH CYMMOPT CEPBICE3»
SSS | CYNNOPT CEPBICE3>> CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

Byn. Bonogmmupcbka, 6yAUHOK 49 A, cekuis 2, odic 156, micTo Kuis, 01001 : X = E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 = |+nf8°@555 Ua~°ég sl
€PMNOY / EDRPOU 40567253 & 1306 050 449 40 04 Blos

noHopoM. [lapanenbHO BeNEThCS MEPEPaxyHOK B
YKpaiHCBbKI TPUBHI 3a KypCOM TMIPOIaxy BaJIOTH
(0OoB’si3K0BHIT  TIpofak abo Mpogak 3a 3asABKOIO
®DoHxy), MO HATIKTIUIA 70 00CITYTOBYIOUOTO OAHKY.

34. IlepBUHHMI TOKYMEHTO000IT
VYei  omepanii B ®oHAi  BinoOpaxkaloTbCs B
OyXrajaTepCchbKoMy OOJIIKY METOIOM CYIUJIBHOTO Ta

Oe3nepepBHOTO  JOKYMEHTYBaHHs.  3alicd B
OyxraiaTrepcbkoMy OONIKy BEAyTbCA HA OCHOBI
NEepBUHHUX  JIOKyMEHTIB, AKi  CKJIaJaloThes

YKPaiHChKOK MOBOIO.

CknaneHi iHO3EMHOIO MOBOIO JIOKYMEHTH, SIKi €
OCHOBOIO /Il  JOKYMEHTYBaHHA  3allUCiB ¥y
OyxraiaTepcbkoMy  0OJiKy, Mae OyTH  SKiCHO
MepeKiIaeHo YKPaiHChKOIO.

[lepBuHHI AOKYMEHTH CJiJl CTBOPIOBATH B MOMEHT
3MINCHEHHS KOXXHOI  omepamii abo, SAKmoO Iie
HEMOXJIMBO, Oe3mocepe/Hbo Tichs ii 3aBeplIeHHS.
[lpaBuna odopmieHHS NEPBHHHUX JOKYMEHTIB Y
®onpi BukianeHo y I'padiky HOKyMeHTOOOIry (IuB.
Honarox 7).

3.4.1. OO00B’SI3KOBI  peKBI3NTH  TNEPBHHHHUX
JIOKYMEHTIB

[TepBrHHI Ta 3BeACHI OOIIKOBI JOKYMEHTH MOXE Oy TH
CKJIaZICHO Ha MarepoBHX HOCISX a00 B €IEKTPOHHOMY
BUIIAAl. Bcl BOHM HOBHHHI MaTH Taki OOOB'SI3KOBI

PEKBI3HUTH:
® Hasmy;
® JaTy i MiCIIe CKJIaJIaHHS;
® HasBy MiANPUEMCTBA / cy0’exTa

TOCIOJAPChKOl MIsUTBHOCTI, BiJl IMEHI SKOTO
CKaJICHO  JOKyMEHT (Ha3Ba  TMOBHHHA
BignoBigatu manuM €JIPIIOY, 1 wmictutn
iHpOpMaIlifo TpOo  OpraHizalifHO-TPaBOBY
dopmy);

e omuc i o0cAr rocrmomapchkoi —omeparii,
OITMHUITIO BUMIpPY TOCTIOAPCHKOI orepartii;

® Tocaau JIFOZIEH, BIANOBIJATbHUX 34
3OifiCHEHHS  rocroAapchbkoi — omepamii i
MPaBUIBHICTE 11 0pOPMIICHHS;
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a conversion into Ukrainian Hryvnias is carried out at
the currency sale rate (mandatory sale or sale at the
Foundation's request) that arrived at the servicing
bank.

34. Primary Document Workflow

All operations in the Foundation are reflected in
accounting using the method of continuous and
uninterrupted documentation. Accounting records are
maintained on the basis of primary documents drawn
up in Ukrainian.

Documents written in a foreign language that serve as
the basis for accounting records must be accurately
translated into Ukrainian.

Primary documents should be created at the time of
each operation or, if this is impossible, immediately
after its completion. Rules for processing primary
documents in the Foundation are set out in the
Document Workflow Schedule (see Appendix 7).

3.4.1. Mandatory Details of Primary Documents

Primary and consolidated accounting documents may
be drawn up on paper or electronically. All of them
must have the following mandatory details:

e Title;

e Date and place of drawing up;

e Name of the enterprise/business entity on
whose behalf the document was drawn up
(the name must match the Unified State
Register of Enterprises and Organizations of
Ukraine (EDRPOU) data, and contain
information about the organizational and
legal form);

e Description and volume of the business
transaction, unit of measurement of the
business transaction;
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® KUTBKICTh OTPHUMAaHUX IIOCIYT, NPUAOAHOTO
TOBapy, BapTICTh Ta 3arajibHy CyMY;

e ocobOuctuii mignuc ado iHII JaHi, 10 JAIOTh
3MOTY ifeHTU(IKyBaTH JIOAWHY, ska Opaina
y4acTh Y TOCIIOIAPChKil omepairii.

JIOKyMeHTH, IO HE MICTITh 3a3HAYCHUX PEKBI3WTIB,
JI0 OIIPALIFOBAHHS HE IPUUMAIOTHCSL.

3a00pOHSETHCS MPUAMATH TaKOXK 10 ONpPAaIlOBaHHs Ta
BimoOpaskeHHsI B OyXranTepchkoMy OOJKYy MEepBHHHI

JIOKYMEHTH Ha  omepamii, fAKi  cymepedarb
3aKOHO/IaBYMM Ta HOPMATMBHUM aKTaM YKpaiHu, a
TaKO)XK  BCTAHOBICHOMY  TOPSAKY  NpUAMaHHS,
30epiranas Ta BUKOPHUCTAHHS MIEPBUHHUX
JOKyMEHTIB.

KoxeH mTepBUHHMIA JOKYMEHT T[IOBUHEH YiTKO

CHIBBITHOCUTHCS 3 TIPOEKTOM/TIPOEKTAMHU SIKAX BIiH
crocyerbesi. [lepBuHHA TOKYMEHTAIist 00OpOOISEThCS
nepeayciM Juis Lineld OyXraiarepcbKoro oOJNiKy 3a
HaI[lOHAJFHAMH CTaHJApTaMU (11e pOOUTH TOJIOBHMIA/a
Oyxranrep/ka Ta Oyxraitep(K)u MPOEKTIB), a TOTIM —
IUISL 1ijel 00JiKy MPOEKTIB Ta yNPaBIiHCHKOIO OOTIKY
(me pobuth KepiBHUK/HMI (HiHAHCOBOTO BIAMITY Ta
(hinaHCOBI MeHeHKep(K)H TIPOEKTIB.

SIKIO0 MEepBUHHUI JTOKYMEHT MICTHTh BUTPATH, KOTPI
noTpeOyIoTh  pO3MONiNTY, KEpIBHUK / KEpiBHHUIA
(biHaHCOBOTO BiNiNy, 0a3yrO4HCh Ha BCTAHOBIIEHUX
CTaBKax PO3MOALTY, 3AIHCHIOE PO3MOALT KOIITIB MiX
npoektamu. Lle crocyerses # posmominy 3apoOiTHOT
iati  npaniBHukam  Donpay. JeranpHmid  ommc
pO3MOITIB BUTpPAT BU3HA4YCHO B po3ninmi 4.5 ta 4.6
miei [Tomituku.

VYei mepBUHHI JOKYMEHTH Uil TIPOBEIEHHS B
OyxraiaTepcbkoMy o0mkKy @OHIYy IepemaroThCs
Oyxranrep(k)aM TMpPOEKTIB BiJ chemiaimicra/ku 3
JIOKyMEHT000iry. Byxrantep(k)u poOnsiTe mepeBipKy
MEPBUHHMAX JIOKYMEHTIB, TIPOBOASTH BHYTPIIIHIN
KOHTpPOJIb, ~ 3BIpSIOTH  KoaWGikaliro BUTpar 3a
CTaTTAMHU OIO[DKETIB y poO3pi3i KOKHOTO TIPOEKTY
3TiTHO 3 TpaH3aKUIHHUMH CIIHCKAMH  MPOEKTIB.
OcobnmuBy yBary 3BepTaroTh Ha Ti JOKYMEHTH, 3a
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e Positions of persons responsible for carrying
out the business transaction and the
correctness of its processing;

e Quantity of received services, purchased
goods, cost, and total amount;

e Personal signature or other data enabling the
identification of the person who participated
in the business transaction.

Documents that do not contain the specified details
are not accepted for processing.

It is also prohibited to accept for processing and
reflect in accounting primary documents for
transactions that contradict the legislative and
regulatory acts of Ukraine, as well as the established
procedure for the acceptance, storage, and use of
primary documents.

Each primary document must clearly correlate with
the project/projects to which it relates. Primary
documentation is processed primarily for accounting
purposes according to national standards (this is done
by the Chief Accountant and Project Accountants),
and then — for the purposes of project accounting
and management accounting (this is done by the Head
of the Financial Department and Project Financial
Managers).

If a primary document contains expenditures
requiring allocation, the Head of the Financial
Department, based on established allocation rates,
carries out the allocation of funds between projects.
This also applies to the allocation of salaries to
Foundation employees. A detailed description of cost
allocations is defined in sections 4.5 and 4.6 of this
Policy.

All primary documents for processing in the
Foundation's accounting are transferred to Project
Accountants from the Document Workflow
Specialist. Accountants check primary documents,
conduct internal control, and reconcile the
codification of expenditures according to budget
items broken down by each project according to the
transaction lists of projects. Special attention is paid
to those documents according to which an allocation
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SKAMH BiJOYBA€THCS PO3MOJIT MiX MpoekTaMu. Kpim
TOTO, BOHH PO3NOALISIOTH BUTPATH B PaAMKaXx MPOEKTIB
y  OyxranrepcbkoMy  OONIKYy  BIiANOBIZHO 10
MiATOTOBJIEHOT KEPiBHUKOM/KEpIBHHIICIO (PiHAHCOBOTO
Binaiy Qopmoro. ([omarok 8 “Po3paxyHoK cym
orar MOCIYT/TOBapiB y BiJICOTKOBOMY
CIIBBIIHOIIICHH] BiIITOBITHO MO TPOEKTIB” Ta/abo
Crnenndikamii).

VYei Maneposi JOKYMEHTH CKaHYIOTbCS.
dinaHCcOBHIl/Ba CrieIialicT/Ka TiepeIae CreniamicTy/Iii
3 JIOKyMEHTOOOIry TamepoBi JOKYMEHTH IS
CKaHyBaHHS, a 3a Horo/ii BiJCYTHOCTI CKaHY€

JOKYMEHTH CaMOCTIHHO.

[lepBuHHI TOKYMEHTH, CTBOpPEHI B €JIEKTPOHHOMY
BUIIIAI, 32CTOCOBYIOTBCS B OyXTanTepChKOMY OOJIKY
32 YMOBH JOTPHUMAaHHS BHMOI 3aKOHOIABCTBA IIPO
CJIEKTPOHHI JOKyMEHTH Ta CJIEKTPOHHUI
JIOKYMEHTOOOIT.

EnexkTpoHHMH mMiMUC HAKIAAAETHCS BIAMOBIAHO JIO
3aKOHOJABCTBA IMIPO  EJIEKTPOHHI JOKYMEHTH Ta
€JIEKTPOHHUH TOKyMEHTOOOIT.

OpwuriHanoM elneKTPOHHOTO JOKyMEHTa, OTPHUMAaHOTO

@®oHIOM y eNEeKTPOHHOMY BHIVISAI, BBaKAETHCS
eNeKTPOHHMI TNPHMIPHUK TaKOro JOKYMEHTa 3
000B’SI3KOBUMH PEKBi3UTaAMH, 30KpemMa 3

KBaJi()iIKOBAHUM ENEKTPOHHUM TiIIHCOM aBTOpa abo
MIICOM, TIPUPIBHSIHAM J0 BIACHOPYYHOTO MiIIHCY,
Ta 3 EJMIEKTPOHHOIO TIO3HAYKOIO Yacy.

Po3npykoBaHuil €NEKTPOHHMH MPHUMIPHUK TaKOTO
JIOKyMEHTa B IallepOBOMY BHIVIII HE BBaXKA€THCA
OpHUTIHAJIOM.

VY HwKYeHaBeACHIM TaONMIN HaBeACHO iH(OpMAIlit0
PO TpaBa MiANUCY MEPBUHHUX JOKYMEHTIB y DoHIi.

between projects takes place. In addition, they
allocate expenditures within projects in accounting
according to the form prepared by the Head of the
Financial Department. (Appendix 8 “Calculation of
amounts of payments for services/goods in
percentage ratio according to projects” and/or
Specifications).

All paper documents are scanned. The Financial
Specialist transfers paper documents to the Document
Workflow Specialist for scanning, and in their
absence, scans the documents themselves.

Primary documents created electronically are used in
accounting provided that the requirements of
legislation on electronic documents and electronic
document workflow are met.

An electronic signature is applied in accordance with
the legislation on electronic documents and electronic
document workflow.

An electronic copy of such a document with
mandatory details, including the qualified electronic
signature of the author or a signature equivalent to a
handwritten signature, and with an electronic
timestamp, is considered the original of an electronic
document received by the Foundation electronically.

A printed electronic copy of such a document in
paper form is not considered an original.

The table below provides information on the rights to
sign primary documents in the Foundation.

Ilocana Bua nokymenra
Position Type of Document
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1. BukonaBumii aupekrop / BUKOHaBYA
JIMPEKTOpKa
Executive Director

IMepiunii miANKUC Ha BCiX NEPBUHHUX JOKYMEHTaX, CEPE SKUX:
KOHTPAKTH;

OaHKIBCHKI JIOKyMEHTH;

(hiHaHCOBA Ta MOAATKOBA 3BITHICTH;

TPYAOBi JIOTOBOPH;

BiZIOMOCTI HapaxyBaHHs 3apoOITHOT IJIaTH;

AKTH NOCTaYaHHS;

HaKJIaJHI Ha OTPUMaHi Ta NepeiaHi aKTHBH;

aKTH BBEICHHS B EKCILTyaTallilo;

aKTH BUBEJICHHS 3 eKCILTyaTallii;

Tabexni 00Ky pobodoro Jacy;

HPOTOKOJIM TEHJIEPHOTO KOMITETY;

(hiHAHCOBI Ta OMMCOBI 3BITH IIepe] JOHOpPaMH, SIKIIO IHIIHH IMOPSIOK He
nependaveHo MPOEKTHOIO TOKYMEHTALIIETO;

HPOEKTHI MPOTO3MLIIT;

®  iHIII CTaTyTHI JOKyMEHTH.

First signature on all primary documents, including:
o contracts;
bank documents;
financial and tax reporting;
labor contracts;
payroll calculation registers;
supply acts;
waybills for received and transferred assets;
acts of putting into operation;
acts of decommissioning;
time tracking sheets;
tender committee protocols;
financial and descriptive reports to donors, unless a different procedure is
provided for by the project documentation;
project proposals;
e  other statutory documents.

2. Jupektop/ka mporpam po3Butky Ta | Ilepumii miamuc:
aIBOKaIi - 0aHKIBCBKI JOKyMEHTH;
Director of Development and Advocacy | - mpaBo mimucy IUIaTDKHUX Ta IHIIMX PO3PaXyHKOBHUX HOKYMEHTIB, a TaKOXK
Programs MPaBOYMHIB (ZOTOBOPIB, KOHTPAKTIB, IOJATKOBHX MJOTOBOPIB Ta Yroj TOIIO),
NEepBUHHMX JOKYMeHTiB Ha mincrasi m. 5.33 Craryty, IIpoTokony mo3adeproBux
3aranpHux 300piB yaacHukiB Ne 01-02/25 Bix 12.02.2025;
- IPOEKTHI MPOMO3HULIIT;
- (inaHCOBI Ta ONMCOBI 3BITH TNepex MOHOPAMH, SKIIO IHIIMH IOPSIOK He
neper0aYeHii MPOEKTHOIO TOKYMEHTALIETO.
First signature:
- bank documents;
- the right to sign payment and other settlement documents, as well as transactions
(agreements, contracts, supplementary agreements and treaties, etc.), primary
Bepcisi: 1.0. Version: 1.0.
Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM Category: open access document
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documents based on clause 5.33 of the Charter, Protocol of the extraordinary General
Meeting of Participants No. 01-02/25 dated February 12, 2025;

- project proposals;

- financial and descriptive reports to donors, unless a different procedure is provided
for by the project documentation.

3. TonoBHMi
OyxranTepka

Oyxraiarep /  TOJIOBHA

Chief Accountant

Mae noBipeHICTh Ha MiINHMCaHHS aKTiB 3BIPKU 3 KOHTPAareHTaMH Ha IIPaBax MepIIoro
MiANUCY, TMiATOTOBJICHHX OyXrajTepkaMd IPOEKTIB, MPOBOIUTH 3BIPKYy 3
(hiHAHCOBHMH MEHEKepaMH.

Has a power of attorney to sign reconciliation acts with counterparties with the rights
of the first signature, prepared by Project Accountants, conducts reconciliation with

Financial Managers.

3.4.2. 30epiraHHs NepBUHHUX TOKYMEHTIB

Yci mepBuHHI JOoKyMeHTH DOHIY MIIATHCA Ha JBA
TUTIH:

IlanepoBi — nOOKyMEHTH, CTBOPEHI B HarepoBOMY
dbopmari, MO MICTIATh yCl BIIMOBITHI PEKBI3UTH Ta
BiJIOMOCTI IPO TOCMOJAPChKY OMEpallito.

EnexkTponni — 10KyMeHTH, iH(OpMaLil0 B SIKHX
3aikCOBAaHO y BUDIIAI  ENEKTPOHHUX  JaHWX,
BKIIIOYHO 3 OOOB’SI3KOBUMH PEKBI3UTAMH 32 YMOBHU
HasBHOCTI HAKJIAAEHOTO E€JIEKTPOHHOTO MiAMHCy YH
MeYaTKd 3 JOTPUMAHHSIM BHMOTI 3aKOHOAABCTBA IIPO
CIIEKTPOHHI JOKyMEHTH Ta CIIEKTPOHHU I
JIOKYMEHTOOOIT.

3a 30epiraHHs MEPBUHHUX JTOKYMEHTIB (€JIEKTPOHHUX
Ta TIANEpPOBHMX)  BIANOBimae  cHeriamicr/ka 3
JNOKyMEHTO00Iry.  Bci  mepBHHHI  JOKyMEHTH
(emeKTpOHHI Ta BifIcCkaHOBaHI MarepoBi) 30epiratoThCst
Ha KopropatuBHOMY cepBepi @onay. o 10 umcna
KO)KHOTO MICSIIIS, HACTYITHOTO 32 3BITHUM, POOUTHCS
pesepBHe komitoBaHHS Google Drive. Bignosinae 3a
HBOTO MEHEKep/Ka 1HPOPMALIHUX TEXHOJOTIH.
PesepBHe KomitoBaHHS Ha cepBep 13 CHCTEMH
“ByacHo” poOuThCA pa3 Ha Micsab, g0 20 yucna
HACTYIHOTO 3a 3BITHUM Micsls. Bianosinae 3a Hboro
CIIEITiaIiCT/Ka 3 JOKYMEHTOOOITY.

[IpaBua 30epiraHHs NEPBUHHUX JOKYMEHTIB:

3.4.2. Storage of Primary Documents

All Foundation primary documents are divided into
two types:

Paper documents created in paper format
containing all appropriate details and information
about the business transaction.

Electronic — documents in which information is
recorded in the form of electronic data, including
mandatory details subject to the presence of an
applied electronic signature or seal in compliance
with the requirements of legislation on electronic
documents and electronic document workflow.

The document workflow specialist is responsible for
storing primary documents (both electronic and
paper). All primary documents (electronic and
scanned paper copies) are stored on the Foundation's
corporate server. A backup is made to Google Drive
by the 10th of each month following the reporting
month. This is the responsibility of the IT manager. A
backup from the Vchasno system to the server is
performed once a month, by the 20th of the month
following the reporting month. This 1is the
responsibility of the document workflow specialist.

Rules for storing primary documents:
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IManepogi EnexTpoHHi Ta BiackaHoBaHi naneposi
Paper Electronic and Scanned Paper
Micue VY mamkax, momatkoBo (opmyroThes ckaHM Bcix | Kopmoparusnmii cepsep DoHmy.
30epiraHus JOKYMEHTIB.
The Foundation's corporate server.
Storage In folders, with scans of all documents
location additionally included.
Tepmin 5 pokiB Ta/abo iHIMKI TepMiH, KUl BCTAHOBIEHO | 5 pokiB Ta/abo0 iHIIMIA TepMiH, SKUI BCTAHOBJIEHO B YTOIi 3
30epiranust B YTOJIi 3 TOHOPOM. JIOHOPOM.
Storage Komn micis 3aBepiieHHs BianoBigHoro mpoekty | Komm micnst 3aBeplieHHs BiIIIOBITHOTO IPOEKTY MHUHAE 5
period MHHA€ 5 POKiB, TOKYMEHTH TEPEIAIOTHCS B apXiB | POKIB, JOKYMEHTH MOXKE OyTH 3HHIIEHO, KpIM THX, fKi
i 30epiraroThCsi  BIAMOBINHO JIO TOJOXKCHb | TOBUHHI 30epiraTuch  BIAMOBITHO 70  TOJIOXKEHb
HalliOHAJILHOTO 3aKOHO/IABCTBA. HAalliOHAJIILHOTO 3aKOHO/IABCTBA.
5 years and/or any other period specified in the agreement
with the donor.
5 years and/or any other term specified in the
agreement with the donor. Once 5 years have passed since the completion of the
relevant project, the documents may be destroyed, except
Five years after the completion of the relevant | go: those that must be retained in accordance with national
project, the documents are transferred to the | 4.
archives and stored in accordance with national
law.
3HULLEHHS BinOyBaeThes 32 MOJaHHAM TOJOBHOIO/0i OyXranTepa/Ku Ta Iicisl MOrOMKEHHs 3 KepiBHUKOM/IIeI0 (hiHaHCOBOTO
JAOKYMEHTIB BUIAUTY 1 BHKOHABYOK JHPEKTOPKOK/BUKOHABYMM JUPEKTOPOM BIIMOBITHO JO TOJOXKECHb HAIIOHAIBHOTO
3aKOHOJIABCTBA IIPO NpaBHiIa 30epiraHHs MEPBUHHUX JOKYMEHTIB.
Document
destruction Jnst uporo ronoBHUi/Ha Oyxrantep/ka muie ciay)KOOBY 3alMCKy Ha iM’si BUKOHABUOTr0/O1 JMPEKTOPA/KU Ta

MOTOIKYE Yy KepiBHUKA/MI (DIHAHCOBOTO BiJALTy Ta BHKOHABUOTO/Oi TUPEKTOPA/KU TEpeliK MEpBUHHUX
JOKYMEHTIB, sIKi HiUIraloTh 3HUILCHHIO.

BukoHaBumii AUpeKTOp / BUKOHABYA TUPEKTOPKA (GOpMye HaKa3 HA 3HHUIICHHS TOKYMEHTIB, JOIATKOM JI0 SIKOTO €
TEPeTiK JOKYMEHTIB, IO HiUIATal0Th 3HAIICHHIO.

Tepminu 30epiraHHsS NEPBHHHUX MAlepPOBUX IOKYMEHTIB HE IMOBHHHI CYNEPEYUTH HOpPMaM YKPaiHCBKOTO
3aKOHO/IaBCTBA.

Occurs upon the submission of the Chief Accountant and after agreement with the Head of the Financial
Department and the Executive Director in accordance with the provisions of national legislation on the rules for
storing primary documents.

For this, the Chief Accountant writes an internal memo addressed to the Executive Director and agrees with the
Head of the Financial Department and the Executive Director on the list of primary documents subject to
destruction.
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documents subject to destruction.

The Executive Director issues an order for the destruction of documents, an appendix to which is the list of

Storage periods for primary paper documents must not contradict the norms of Ukrainian legislation

Y pa3i BiICYTHOCTi, BTpaTd YW MONIKOMKEHHS
MEPBUHHOTO JOKyMEHTa crnenianicr(ka) 3
JOKyMEHTOO0Ir'y MHUCBMOBO CIIOBII[A€ BHKOHABUOTO/Y
OUPEKTOpa/Ky  OpOo  HNPUYMHM Ta  OOCTaBUHHU
BIJICYTHOCTIi, BTpaTé ab0 MOIIKOMKEHHS MEPBUHHOTO
JOKyMEHTA.

BukonaBumii aupekTop / BHKOHaBYa JHPEKTOPKA
BXKMBA€ HEBIAKIAAHUX 3aXOMIiB IOJO OTPUMAHHS YU
MOHOBJICHHSI BTPAYEHOTO TIEPBUHHOTO JTIOKYMEHTA.

VY pa3i 3HumeHHS a00 3HUKHEHHA MEPBUHHHUX
JNOKYMEHTiB,  OONIKOBHX  pPEECTpiB Ta  3BITIB
BUKOHABYMH JUPEKTOp / BHKOHABYA JHPEKTOpPKA
MUCHMOBO MOBHUHHI CHOBICTHTH  Tpo  1IIe
NIPaBOOXOPOHHI OpraHd Ta HaKa3oM MPU3HAYUTH
KOMICIIO JJI1 BCTaHOBJICHHS TIEPETiKy BiACYTHIX
JOKYMEHTIB 1 PO3CHigyBaHHS NPUYMH 3HUKHEHHS a00
3HUIIEHHsS. Y pa3i BTpaTH NEPBHHHUX JOKYMEHTIB
YHaclHiok BoeHHUX nii DoHm 3miCHIOE BCi
BIJIMIOBI/IHI IPOIICTYPH JIJISl CTIOBIIIICHHS KOHTPOJIBHUX
OpraHiB BiANOBIAHO 0 MpaBwJ, sIKi OymyTb HiTH Ha
nary Brparn. 11100 3amobirTi BTparam JTOKYMEHTIB, y
@oHAI aKTUBHO BUKOPHCTOBYIOTh  EJIEKTPOHHHUU
JOKyMEHTOOOIl. Yci MEepBUHHI ManepoBi JOKyMEHTH
CKaHYIOTbCS 1 IOJAIOTHCS O MAIOK, J1e 30epiraloThes
€IeKTPOHHI JTOKYMEHTH BimmoBimao mo [lomarka 6
Peectpy mokymeHTOOOITY.

3.4.3. BignoBigaabHicTh

BinmoBizanpHICT 3a BTpaTy MEPBUHHOTO TOKYMEHTa
mg dvac #oro obiry B pobori Dommy Hece
MpaIiBHUK/II, SIKHI/sIKa HUM
PO3MOPAIKABCS/PO3MOPSIIKATIACS.
BiamoBimansHICTE 3a BTpaTy MEPBUHHOTO JTOKYMEHTA
mig vac #oro 30epiraHHs Hece cremiajiicT/ka i3
JOKyMEHTOO00Iry.

In case of absence, loss, or damage to a primary
document, the Document Workflow Specialist
notifies the Executive Director in writing about the
reasons and circumstances of the absence, loss, or
damage to the primary document.

The Executive Director takes immediate measures to
obtain or restore the lost primary document.

In case of destruction or disappearance of primary
documents, accounting registers, and reports, the
Executive Director must notify law enforcement
agencies in writing about this and appoint a
commission by order to establish the list of missing
documents and investigate the reasons for
disappearance or destruction. In case of loss of
primary documents as a result of hostilities, the
Foundation carries out all appropriate procedures to
notify control bodies in accordance with the rules that
will be in effect on the date of loss. To prevent
document losses, the Foundation actively uses
electronic document workflow. All primary paper
documents are scanned and added to folders where
electronic documents are stored in accordance with
Appendix 6 “Document Workflow Register”.

3.4.3. Responsibility

Responsibility for the loss of a primary document
during its circulation in the Foundation's work rests
with the employee who handled it.

Responsibility for the loss of a primary document
during its storage rests with the Document Workflow
Specialist.
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3.5. KonmiroBanHsi 6yXrajarepcbkoi CHCTeMH
PesepBHe komitoBaHHS 0a3W JaHWUX OyXTalTepChKOTO
OOJTIKy CJIii pOOMTH MPUHAWMHI J10 25 9Kciia KOXKHOTO
HACTYITHOTO 3a 3BITHMM Micsis. Takox pe3epBHE
KOIMIOBaHHA  CIiJf POOUTH Tepea  OHOBJICHHSIM
MIporpaMHOTo 3a0e3neueHHS.

daiiiu  pe3epBHOIO KOIMIIOBaHHS Ciijx  30epiratu
LIOHaMEHIEe piK BiJ AaTH CTBOPEHHS PE3EpPBHOI
KOTTii.

daiim pe3epBHOTO KOMIIOBaHHS Ciia 30epiratd Ha
cepsepi onny.

PesepBHe KOITIFOBaHHS poOuThH TOJIOBHUI/a
Oyxrantep/ka. KoHTpos 32 MM mporiecoM 37iiCHIOE
BUKOHABYMH AUPEKTOP / BUKOHABYA JUPEKTOPKA.

3.6. bByxraarepcbkuii 00J1iK NPO€EKTIB/TpaHTiB
OO6mix IIUTEOBOTO (hinaHCyBaHHS 3a
MPOEKTAMH/TPAHTaMU  BEACTHCA  BIJIOBIIHO  JI0
I[I(C)BO 15 “Hdoxin”.

e IlinkoBe (QiHaHCYBaHHA HE BH3HAETHCA
JIOXOJIOM JIOTH, TIOKH HE iCHY€ TiATBEPIKESHHS
TOTO, 10 #oro Oyae orpumanHo, a DoHT
BHUKOHA€ YMOBH II[0JI0 TAKOTO (piHAHCYBAaHHS,

e Ortpumane ninboBe (iHaHCYBaHHS (30KpeMa
KOIIITH, BWBUTRHEHI BiJ OMNOAATKYBaHHA ¥
3B’S3Ky 3 HAJaHHAM MUIbI 13 TOAATKy Ha
MpuOYTOK MiAMPUEMCTB) BUSHAETHCS JJOXOJIOM
MPOTSITOM THX IEPiOAiB, y SKHUX OyII0 3a3HAHO
BHUTpAT, TOB’S3aHUX 13 BHUKOHAHHSIM YMOB
LiMBOBOTO (DiHAHCYBAaHHS;

e IlimboBe (iHaHCYBaHHS (JIOXOIU HA CTATYTHY
nisuibHicT) DOHI OTpUMYE SK B iHO3EMHIil
BaJIIOTI BiJl iIHO3EMHUX JIOHOPIB Ta MapTHEDIB,
Tak 1 B HAI[IOHAILHIN BAJIIOTI;

e VYci Burpatm DoHAy 3OiHCHIOIOTBCS B
YKpaTHChKUX TPUBHSX;

e Jlms OyxranTepchkoro 00Ky HaJXOIKECHb 3a
MPOEKTaMH  BiJ 1HO3eMHUX JOHOPIB DomHpg
3acTocoBye Kypc HamioHanmeHOoro 0OaHKy
VYkpaiHu CTaHOM Ha JEHb HaJIXOIKECHHS
KOIIITiB HAa PO3PAaXyHKOBUI PaxXyHOK;

3.5. Copying the Accounting System

A backup of the accounting database should be made
at least by the 25th day of each month following the
reporting one. A backup should also be made before
updating the software.

Backup files should be stored for at least a year from
the date the backup was created.

Backup files should be stored on the Foundation's
server.

The Chief Accountant makes the backup. Control
over this process is carried out by the Executive
Director.

3.6. Project/Grant Accounting

Accounting for earmarked funding for projects/grants
is maintained in accordance with NAS 15
“Revenues”.

e Farmarked funding is not recognized as
revenue until there is confirmation that it will
be received, and the Foundation will fulfill
the conditions regarding such funding;

e Received earmarked funding (including funds
released from taxation in connection with the
provision of corporate income tax benefits) is
recognized as revenues during those periods
in which expenses associated with fulfilling
the conditions of earmarked funding were
incurred;

e The Foundation receives earmarked funding
(revenues for statutory activities) both in
foreign currency from foreign donors and
partners, and in national currency;

e All Foundation expenses are carried out in
Ukrainian Hryvnias;

e For accounting of receipts for projects from
foreign donors, the Foundation applies the
exchange rate of the National Bank of
Ukraine as of the date the funds are credited
to the settlement account;
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e [Ipomaxx iHO3eMHOI BaJIOTH 3IIHCHIOETHCS 3a
KypcOM,  BCTaHOBICHHM  OOCIYTOBYIOUHM
0aHKOM CTaHOM Ha JaTy MPOAaxXy;

e Onmepauii 3a mpoekTamu, 3IiHCHEHI B
YKpaiHCBKUX TPHUBHAX, BiZOOpakarOThCs Ha
paxyHKax y OyXraiarepcbkoMmy OONIKYy Tak
caMO B YKpaiHCBKHMX TPHBHSX 1 JJIs Tomadi
(hiHaHCOBHUX 3BITiB TOHOPCHKUM OpraHi3arisaMm
HiJISTAI0Th TIepepaxyHKy y BaJIOTy TPaHTY,
3a sskuM DoHJ OTpUMaB (hiHAHCYBaHHS.

3.7. KypcoBi pizHumi

Ormepariii B 1HO3eMHIH BaNIOTI Mix 4Yac TEPBICHOTO
BU3HAHHS BiIOOPaXAIOThCS Yy BaIIOTI 3BITHOCTI
LUISIXOM TIEPEepaxyHKy CyMH B 1HO3EMHIiH BamioTi i3
3aCTOCYBaHHSIM BaJIOTHOTO KypCy CTaHOM Ha Jary
3MIACHEHHsS omepallii (Jara BU3HAHHS AaKTHBIB,
3000B’513aHb, IOXO/IIB 1 BUTPAT).

BusHaueHHS KypcoBUX pI3HHUIb 3a CTaTTAMH, SKi
OOJIIKOBYIOTh TPOIIOBI KOIITH B 1HO3EMHINW BaIOTI,
MPOBOMUTHCSI ~ CTAHOM  Ha  Jary  3/iMCHEHHs
rOCIOJapChKoi omeparlii # cTaHoM Ha Aary OanaHcy.
[IpaBuna 00Ky KYPCOBHX PI3HUITH y
OyXrajJTepcbkoMy  OOJIIKY  BCTaHOBJIIOIOTHCS B
[NonoxxeHHi mpo 00miKOBY MOMITUKY DOHAY.

3.8. HapaxyBaHnHs noxoniB

Hamxomxkenns xomTiB Ta iHmoro maiHa mno oIy
3aJIeKHO Bif JoKeped (piHaHCYBaHHS PO3MOAUISETHCS
Ha:

JIOXOJT! BiJT IIITBOBOTO (hiHAHCYBaHHS;
OJsaropiliHi BHECKH I1JIbOBI Ta HELIJIHOBI;
MMaCUBHI JJOXOMH;

JIOXOJIM BiJT HAJJaHHS COIIAIbHUX TIOCITYT;
JIOXOJTH BiJI TOCIIOAAPCHKOI AiSUTHOCTI,
JOXO/IM BiJI POJaKy BIIACHOTO MaifHa;

1HII1 TOXOIH.

Byab-sxi oTpuMaHi 10oxonu OymyTh I[IIBOBUMH, SKIIO
crarytom @DoHAy mependadyeHoO IXHE BUTpPAYaHHS
TUTBKH Ha KOHKPETHI MOTpeOH — 3aXO0IH, MPOrpamH,

e The sale of foreign currency is carried out at
the exchange rate established by the servicing
bank as of the date of sale;

e Project transactions carried out in Ukrainian
Hryvnias are reflected on accounting
accounts similarly in Ukrainian Hryvnias
and, to submit financial reports to donor
organizations, are subject to conversion into
the currency of the grant under which the
Foundation received funding.

3.7. Exchange Rate Differences

Foreign currency transactions during initial
recognition are reflected in the reporting currency by
converting the foreign currency amount using the
exchange rate as of the transaction date (the date of
recognition of assets, liabilities, income, and
expenses).

Determination of exchange rate differences for items
accounting for cash in foreign currency is carried out
as of the date of the business transaction and as of the
balance sheet date. Rules for accounting for exchange
rate differences in accounting are established in the
Foundation's Accounting Policy Regulation.

3.8. Revenue Accrual

Receipts of funds and other property to the
Foundation, depending on the sources of funding, are
divided into:
e Revenues from earmarked funding;
e Targeted and non-targeted
contributions;
e Passive income;
e Revenue from the provision of social
services;
e Revenue from economic activities;
e Revenue from the sale of its own property;
e Other revenue.
Any revenue received will be earmarked if the
Foundation's charter stipulates that it may only be
spent on specific purposes such as events, programs,

charitable
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HampsMu. 3a00pOHEHO BUKOPUCTOBYBATH JOXOIM, HA
HanpsIMU Ta 3aBJIaHHS, HE BKa3aHi y craryTi DoH1y.

3.9. BunpagJjieHHsI TOMUJIOK
BunpasieHHs MOMWIOK y OyXrajaTepchbKoMy OONiKy
IUISIXOM ~ 3aMiHM  HENpPaBWIIBHOT  OyXraiarepchKoi

orieparlii iHITO¥0, MPAaBHIILHOIO, HE IOy CKAETHCS.
BunpasieHHs MOMWIOK Yy OyXrajiTepchbKoMmy OONiKy
3OIMCHIOETBCA — LUIIXOM  JOAABAaHHA  CHELialbHUX
KOPUTYIOUHX oOrepamiii 3 000B’SI3KOBUM JIOIaBaHHIM
JI0 HUX OyXTaiTepchbKoi JOBIKY 3 JETaTbHUM OITHCOM
MPUYHMH TTOMHJIKY Ta HACHTIIKiB KOPUTYBaHHSI.
[Momunku B OyXraiatepchbKoMy OOJiKy Moxke OyTu
BCTAaHOBJIEHO  SK  CaMOCTIHHO  (TOJIOBHHM/OIO
OyxrantepoM/koro Ta Oyxrantep(kK)aMH MPOEKTIB), TaK
1 TicCTIsl ayIUTOPCHKOT MEPEBIPKH.

[TpaBuia BUNpaBIeHHS TOMUJIOK:

or initiatives. It is prohibited to use such revenue for
purposes or initiatives not specified in the
Foundation's charter.

3.9. Correction of Errors

Correction of errors in accounting by replacing an
incorrect accounting operation with another, correct
one, is not permitted.

Correction of errors in accounting is carried out by
adding special corrective operations with the
mandatory addition of an accounting -certificate
containing a detailed description of the reasons for
the error and the consequences of the correction.
Errors in accounting can be established both
independently (by the Chief Accountant and Project
Accountants) and after an audit.

Rules for correcting errors:

IMomuika IIpouexypa

Error Procedure

CamocTiiiHO
BHSIBJIEHA

Independently
discovered

JaTy ¥ Micre CKIaJaHHs;
Ha3By 3rigHo 3 €/IPTIOY donny;

mocagy JIIONEH,
odopmITeHHS;

T'onoBHuii Oyxrantep / rojgoBHa OyXrajarepka ITicis BHSBICHHS MOMUIKH IPOTSAIOM 2 poOOYHMX AHIB IOBiZOMIILE
3aco0amMH eJIeKTPOHHOTO JIMCTYBAHHS KePIBHUKY/HIII (PiHAHCOBOTO BiIiTy PO 3HAHAEHY TOMHUIIKY.

KepiBHUK / kepiBHUIS (hiHAHCOBOTO BIIILTY Ta TOJIOBHHI OyXraiTep / TOJOBHA OyXTajTepka MpOTAroM 3 pododnx
JIHIB IIPOBOJISATH 3BIpKY. SIKIIO MOMHJIKA MiATBEp/KEHa, BOHU (OPMYIOTh OyXIaJaTepChKy JOBIIKY.

Byxranrepchka J10BifKa MOBUHHA MICTHTH BCi OOOB'SI3KOBI PEKBI3UTH HEPBUHHOTO JOKYMEHTa, BCTAHOBJIEHI B 4. 2
cT. 9 3akoHy mpo Oyxo0mik Ta 1. 2.4 [Tomoxenus Ne 88, 30kpemMa Taki:

Ha3BY JIOKyMEHTa («OyXraiTepchka JOBiKay);
3MICT, 00CST 1 OMHUIIIO BUMIPY TOCHOApCHKOI OTepartii;
BIINOBIZaJbHUX 3a 3HIMCHEHHS TOCIOAAPCHKOi omepamii Ta MNpaBUIBHICTE i

®  0CcOOMCTHIf IiIHC FOJIOBHOTO/01 OyXrantepa/Ku Ta KepiBHUKa/HIli (JiHAHCOBOTO BiJALITY.

®DoHJ BUKOPHCTOBYE (opMy OyXrajnTepchKol JOBiIKH, SIKY HaBeACHO B 10AaTKy 10 Meronpexomenariit Ne 356.

IMomunku B pericTpax OyXraiarepchKoro 00Ky, BUIIPABISIFOTECS CIIOCOOOM «UEPBOHOTO CTOPHO» ab0 JH0MATKOBUX
Oyxranrepchbkux nposezneHs. Ls indopmaris GikcyeThes B OyXranTepchbKiil JOBiALIi.

Bepcisi: 1.0.

Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM

JlaTa nepe3aTBepI:KeHHsI: IPOTATOM ABOX POKIB Bif 1aTn
3aTBep/KeHHs], SIKIIO paHille He BUHHKHe NOTpeda
©2026 BO “CCC”

Version: 1.0.

Category: open access document

Reapproval date: within two years of the approval date, unless the
need arises earlier

© 2026 CO “SSS”




B® «CTABINI3EALLEH BNAFOAIAHA OPTAHI3ALLISA «BNAFOOIAHWUIA ®OH[ «CTABINI3ENALLEH CYMMOPT CEPBICE3»
S | CYNNOPT CEPBICE3>> CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

Byn. Bonogmmupcbka, 6yAUHOK 49 A, cekuis 2, odic 156, micTo Kuis, 01001 : X = E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 = |+nf8°@555 Ua~°ég sl
€JPMOY / EDRPOU 40567253 % +38 050 449 46 04 BitaTE

paxyHKIB 3aHOCUTHCS 31 3HAKOM «MIHYC» 1 BHUIIPABICHHSIM (IIPaBHILHOIO CYMOIO YH KOPECTIOH/ICHIIIEI0 PAaXyHKIB).

I[MoTounuii 3BiTHHII nepion

BiOyBaeTbCs y MiCsll, B SKOMY BHABICHO NMOMHIKY. CrodaTKy JIKBilyeTbCs HENPaBHIBHMII 3alMC, a TOTIM

Ma€ MICTUTU NPUYMHY TIOMMIIKH, a TAaKOXK NMOCHJIAHHS HAa JOKYMEHTH Ta PEricTpu OyXraiTepchbkoro oOIiKy, B IKHX
3pobieno nommiky. [ligmucye ii romoBHUiA/a GyxranTep/ka Ta KepiBHUK/UIA (iHAHCOBOTO BiIILTY.

lomoBHuii/Ha Oyxrantep(ka) Ma€ BHECTH BUIIPABICHHS MPOTITOM 3 pOOOYMX JTHIB.
Ionepenniii 3BiTHHIT mepiox

SIKIIO TOMMJIKM BHUSIBIICHO Y MOTMEPEAHIX 3BITHHX IEpiofax, TO TOJOBHUN OyXranTep / rojoBHa OyXranTepka Tex
CKJIaJjae OyXranTepchbKy JOBIJIKY 3a IIPOLEIYpOIO, BKA3aHOIO BHIIIE.

Bumnpasnennst pobutscs BianosigHo 1o HarioHansHOTO HoMoXeHHS (CTaHAAPTY) OyXxranTepchKoro o0y 6
«BunpapieHHs TOMUIIOK 1 3MiHH Y (iHAHCOBHX 3BiTax».

BumnpaBneHHs HOMWIOK, 3pOOJIeHMX NpH CKIaJaHHI (DiHAHCOBHX 3BITIB y MONEpPEIHIX pOKax, 3MiHCHIOETHCS

Oyxranrep / ronoBHa Oyxrantepka npotsroM 10 po6ounx AHIB 3 1aTH BHECEHHS 3MiH O OyXTaJlTepChbKHX PETICTPiB
Mae IOAaTH JI0 KOHTPOJIIOIOUMX OPTaHiB BUIIPABIICHY (hiHAHCOBY 3BITHICTB 1 HOIATKOBY AEKJIApalliio.

Department via email about the discovered error.

the error is confirmed, they create an accounting certificate.

9 of the Accounting Law and paragraph 2.4 of Regulation No. 88, in particular the following:

document title ("accounting certificate");

date and place of compilation;

name according to the Foundation's EDRPOU code;

content, volume, and unit of measurement of the business transaction;
positions of persons responsible for carrying out the business transaction and the correctness of its
processing;

e  personal signature of the Chief Accountant and the Head of the Financial Department.

No. 356.

information is recorded in the accounting certificate.

Croci6 ctopHo mepenbaudae ckimafaHHA OyXraaTepchkoi AOBIIKM, B SKy MOMIJIKOBA CyMa UM KOPECIIOHICHINS

SIKImo mommiIKa cranacs y IOTOYHOMY 3BITHOMY TEpioii, TO BHECEHHS 3MiH JIO0 PEricTpy OyXTaiaTepchbKoro 00Ky

BimoOpaXkaeThesl MPaBHJIbHA CyMa i KOPECHOHJEHIIsI paxXyHKiB Oyxrantepcbkoro o0iiky. Byxramarepceka moBinka

LUIIXOM KOPHUTI'YBaHHS Cajbl0 Ta IOKA3HUKIB ()iHAHCOBOI 3BITHOCTI. BHIIpaBieHHS HOMHJIOK, SIKi CTOCYIOTBCS
MOMNEPeaHiX MepiofiiB, BUMAarae MoOBTOPHOTO BiJ0OpakeHHs BIAMOBIAHOI mopiBHsUIbHOI iH(opMamii y ¢diHaHCOBIH
3BITHOCTI. SIKIIO IIpH BHUIIPaBIICHHI MOMMIIKA BiJOyBa€THCS 3MiHA MOKA3HHKIB (piHAHCOBOI 3BITHOCTI, TO TOJIOBHHI

The Chief Accountant, after discovering an error, within 2 working days notifies the Head of the Financial

The Head of the Financial Department and the Chief Accountant conduct a reconciliation within 3 working days. If

The accounting certificate must contain all mandatory details of a primary document established in part 2 of Article

The Foundation uses the accounting certificate form provided in the appendix to Methodological Recommendations

Errors in accounting registers are corrected using the "red storno" method or additional accounting entries. This
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The storno method involves drawing up an accounting certificate in which the erroneous amount or account
correspondence is entered with a "minus" sign and a correction (the correct amount or account correspondence).

Current reporting period

If the error occurred in the current reporting period, then making changes to the accounting register occurs in the
month in which the error was discovered. First, the incorrect entry is eliminated, and then the correct amount and
correspondence of accounting accounts are reflected. The accounting certificate must contain the reason for the
error, as well as a reference to the documents and accounting registers in which the error was made. It is signed by
the Chief Accountant and the Head of the Financial Department.

The Chief Accountant must make the correction within 3 working days.
Previous reporting period

If errors are discovered in previous reporting periods, the Chief Accountant also draws up an accounting certificate
according to the procedure specified above.

The correction is made in accordance with National Accounting Regulation (Standard) 6 "Correction of Errors and
Changes in Financial Reports".

Correction of errors made when preparing financial reports in previous years is carried out by adjusting the balance
and indicators of the financial reports. Correction of errors relating to previous periods requires repeated reflection
of relevant comparative information in the financial reports. If correcting an error changes the financial report
indicators, the Chief Accountant must submit corrected financial reports and tax return to the control bodies within
10 working days from the date of making changes to the accounting registers.

BceranoBiena Taki momMunku (iKCyIOThCS ayAUTOPOM Y JIMCTI YHPABIIHCHKOMY MEpPCOHANY i 3aTBEpKYIOTHCS YIPABIiHCHKUM

ayIuTOPOM nepcoHanoM. Ilicist 3akiHYeHHs ayquTy (OPMY€ETBCS PEecTp peKoMeHpauiil aymurtopa, (opmyerbcs Haxas
BHUKOHABYOTO AMPEKTOpa / BUKOHABYOI TUPEKTOPKHU, B SKOMY (PIKCYIOTHCS TEPMiHH HA BHIIPABICHHS Ta JIOAM, SKi

Established by KOHTPOJIIOIOTh [I¢ BHIIPABICHHS. BumpasineHHs y OyxrantepcbkoMy OOIKy BinOyBaroThCs BIIIOBITHO 10

an auditor POIEAYPH BUIIPABJICHD OMHIOK, IKy POH/ BCTAHOBIIIOE CAMOCTIHHO, B TEPMiHH, 5Ki 3a(hiKCOBAHO y HAKA3i.
Such errors are recorded by the auditor in a letter to management personnel and approved by management
personnel. After the end of the audit, a register of auditor's recommendations is formed, an Order of the Executive
Director is formed, which records the deadlines for correction and the people controlling this correction.
Corrections in accounting occur in accordance with the error correction procedure that the Foundation establishes
independently, within the time limits recorded in the order.

4. CUCTEMA YIHPABJIIHCBKOI'O OBJIIKY 4. MANAGEMENT ACCOUNTING SYSTEM

(BIOJKETYBAHHSA TA MOHITOPHUHI)

[Ipouec ynpaBmiHHS HENPUOYTKOBUMH OpTaHi3alisiMu
rmepenbadae CBOE€YACHE OTPUMAaHHS KEPiBHUIITBOM
@®onny  gocroBipHoi  QinaHcoBoi  iH(opMmarlii,
HEeoOXiHOT TUIsL yXBaJeHH: ONITUMAJIbHUX
YIPaBITIHCHKUX pimieHb. POpMyBaHHS Ta HaJaHHS

Bepcisi: 1.0.

(BUDGETING AND MONITORING)

The management of non-profit organizations involves
the timely receipt by the Foundation's management of
reliable financial information necessary for making
optimal management decisions. The creation and
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Takoi iHdopMaIlii — ToJOBHE 3aBIaHHs OMOKETHOT
nosituku Oonpmy.

BrpoBamxenHst cuctemu OromxeryBaHH B Donui
3yMOBIICHE HEOOX1HICTIO BIIOCKOHAJICHHS
¢inancoBoro MeHemKMeHTy. CucTema OI0IKeTyBaHHS
MOBMHHA IIOCTa4yaTh HeoOXiAHy iHdopmariro Pami
TUPEKTOPiB, KEpIBHUKAM 1 KEpIBHHISIM BiIIiIiB, a
TaKO’K BHUIIOMY YIIPABIiHCHKOMY HepcoHaiy. li
3aBIaHHs CHCTEMaTH3yBaTu Ta CTPYKTypyBaTH
noxomu i Butpatu DoHIY, BIOCKOHATUBIIA POOOTY
BCHOI'O IIPOEKTHOTO Ta aJMiHICTPaTHBHOTO
MepCOHATY.

lTonmoBua  mera  OromkeTHOI
3a0e3redeHHs parioHaJbHOTO BHKOPHUCTAHHA
OTPUMaHHMX pECypCciB Ta BIINOBIOHICTE TaKOTO
BUKOPHUCTaHHS CTaTyTHUM LUISIM POHAY Ta IPOEKTHOT
po6otu. IlomiTnka OromKeTyBaHHS mae 3Mory DoHy
JOCSATTH BUCOKOTO PIiBHSI MPO30pPOCTi, BHYTPILTHHOTO
KOHTPOJIIO Ta e()eKTUBHOCTI Y CBOIX OMEpaLisix.

JUSUTBHOCTI

4.1. Ilpouec OroxKeTyBaHHSI Ta 3arajbHi BHMOIH
J10 OIOKETY

bromxer ®onay sk HenmpuOyTKOBOI oprasizallii, 1o
iCHy€ 3a paxyHOK I'paHTiB Ta iHIIMX BHIIB LiTHOBOTO
¢iHaHCYBaHHs, Bifirpae BU3HA4YaJbHY pOJIb Y
MeXaHi3Mi (iHAaHCOBOTO  YIIPABIIIHHSA i €
iHpopMariifHOr0 0a3010 Ui BCIX pIilleHb y XOmi
npoekTHOi poGotu. [lomoBHa MeTa MiArOTOBKH
OrOIKeTY KOHTPOIb 32  e(peKTHBHUM
BUKOPUCTAHHSM OTPHMAaHUX KOIITIB Ta BIATOBITHICTB
Takoro BUKOPHUCTaHHS  3aTBEPKCHHM  CTaTTsIM
OIOIKETY.

KoncomigoBanuii  OM0OmKET  NOBMHEH  MICTHTU
noka3Huku BUTpar PoHay Ta BimoOpaxkatu mxepena
(iHaHCYBaHHS LUX BUTPAT Y PO3Pi3i MPOEKTIB.
Hoxonn ¢GopMyIOTBCS OKpeMO, B pO3pi3i KOXKHOTO
MPOEKTY.

Y  npoueci OromkeryBanHs ~ DoHAy  3amigHIi:
BUKOHABYMH IUPEKTOp / BUKOHAaBYa AWPEKTOPKa,
TUpeKTOp(K)M HampsiIMiB, KEpPIBHUK / KepIBHHUIIA
(iHaHCOBOTO BiAIiNY, TOJTOBHUIA OyXranrep / ToJIOBHA
OyXxrajaTepka.

Bepcisi: 1.0.

Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM

JlaTa nepe3aTBepI:KeHHsI: IPOTATOM ABOX POKIB Bif 1aTn
3aTBep/KeHHs], SIKIIO paHille He BUHHKHe NOTpeda
©2026 BO “CCC”

provision of such information is the main task of the
Foundation's budget policy.

The implementation of a budgeting system in the
Foundation is due to the need to improve financial
management. The budgeting system should provide
necessary information to the Board of Directors,
department heads, and senior management personnel.
Its task is to systematize and structure the
Foundation's revenues and expenses, improving the
work of all project and administrative personnel.

The main goal of budget activity is to ensure the
rational use of received resources and the compliance
of such use with the statutory goals of the Foundation
and project work. The budgeting policy allows the
Foundation to achieve a high level of transparency,
internal control, and efficiency in its operations.

4.1. Budgeting Process and General Budget
Requirements

The budget of the Foundation as a non-profit
organization existing on grants and other types of
earmarked funding plays a decisive role in the
financial management mechanism and is the
information base for all decisions during project
work. The main goal of budget preparation is to
control the effective use of received funds and the
compliance of such use with approved budget items.
The consolidated budget must contain indicators of
the Foundation's expenditures and reflect the sources
of funding for these expenditures broken down by
projects.

Revenue is recorded separately for each project.

The budgeting process of the Foundation involves:
the Executive Director, direction directors, Head of
the Financial Department, Chief Accountant.

The Foundation has established annual budget
planning and quarterly monitoring of annual budget
plans.
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Y ®oHzi BCTAaHOBJICHO pivyHE OIOHKETHE TJIAHYBaHHS
Ta KBapTaJbHUH MOHITOPUHT PIYHHX OIOMHKETHHX
IUIaHIB.

4.2. 3aragpHmii OlOIKeT TAa
CKJIAJaHHA

NMOPSIIOK  Horo

®oHx y cBOill poOOTI BUKOPUCTOBYE KOHCOJIJOBAaHHUN
OIOIDKET MOXOIiB 1 BHTpAT, SKHHA CKJIATA€ThCA 3
OIOIKETIB MPOEKTIB Ta aJMIHICTPATUBHOTO OIOKETY
(opientoBHy ¢opmy Oromkery BkazaHo y Jomarky 1
10 i€ MOJIITHKH ).

KoncoJutitoBanuii 0101:keT 10X04iB i BUTPAT MICTUTH
MOKAa3HUKU OYIKyBaHUX 3arajbHuX BuTpar DoHmy i
JDKepena  JIOXOMiB Ui TOKPUTTA LUX BUTpaT.
KoncomigoBanmii piunuii OromkeT (QopMmyeThes Ha
0a31 OIHOPIYHOIO TIaHy PoooTH DoHITY.

KoncomigoBanuii OIOMKET JOXOMIB 1 BHUTPAT Mae
0a3yBaTHCs Ha JaHHUX CTPATErivyHOro iany MoHay ta
piuHUX poOOYMX IUIaHaX y po3pizi HpoekTiB. Kpim
3a3HAUCHHUX JaHUX, Tepel CKIAJaHHSIM PIYHOTO
oromkeTy @OHN aHAII3YE NaHi MONEPETHBLOTO PITHOTO
OIO/DKETY Ta WOro BUKOHAHHS, 100 YHUKHYTH
MOJKJIMBHX TIEPEBUTPAT 200 3aIJIUIIKIB KOIITIB.

KoncomigoBanuii piuamii 0romker PoHITY po3podise
KEpIBHUK/UI (DIHAHCOBOTO BIJJIUIY, SKa Y3TOIDKYE
WOro 3 BUKOHABYMM JHPEKTOPOM / BHKOHABYOIO

aupekTopkoro.  Jlami  OIOKET  3aTBEPIKYETHCS
3aranpHUMHU 300pamH.

Bromxer wHaOyBae cunM 3  MOMEHTY  HOro
3a()iKCOBAHOTO Yy TIPOTOKONI 3aTBEP/DKCHHS Ha
3acilanHi 3araJbHUX 300piB.

VYei  crpykrypHi  migpo3minm  PoHpy — maroTh
BUKOHYBaTH BCIO (iHaHCOBY po0OOTYy 3rimHO 3

3aTBEPIKCHUM PIYHHM KOHCOJIIOBAHUM OIOMKETOM,
HE TIOPYIIYIOYH CyM Ta 3a3HAueHHX BHUJIB 1 po3MipiB
BUTPAT 32 OIOIKETHUMH CTATTSAMHU.

®oHg MoXke 0OTPYHTOBAHO 3MIHUTH PO3IOJLT KOIITIB
MDK cTarTsiMu Oromxkerty. [lopamok 3miH 10 pidHOTO
KOHCOJIIJIOBAHOTO OIOJKETy BU3HAYeHO B I 7.1 1miel
TTOJIITHKHY.
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4.2. General Budget and the Procedure for Its
Preparation

The Foundation uses a consolidated budget of
revenues and expenditures in its operations, which
consists of project budgets and an administrative
budget (a sample budget template is provided in
Appendix 1 to this policy).

Consolidated  Budget of Revenues and
Expenditures includes figures for the Foundation's
expected total expenditures and the sources of
revenue to cover those expenditures. The
consolidated annual budget is prepared based on the
Foundation's one-year work plan.

The consolidated revenue and expenditure budget
must be based on data from the Foundation's strategic
plan and annual work plans broken down by project.
In addition to this data, prior to preparing the annual
budget, the Foundation analyzes data from the
previous year's budget and its implementation to
avoid potential overspending or unused funds.

The Foundation's consolidated annual budget is
developed by the Head of the Financial Department,
who coordinates it with the Executive Director. The
budget is then approved by the General Meeting.

The budget takes effect from the moment it is
recorded in the minutes of approval at the General
Meeting meeting.

All structural units of the Foundation must carry out
all financial work in accordance with the approved
annual consolidated budget, without deviating from
the amounts and the specified types and sizes of
expenditures under budget items.

The Foundation may reasonably adjust the allocation
of funds between budget items. The procedure for
amending the annual consolidated budget is set forth
in Section 7.1 of this policy.
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KoHcomigoBanuii Oromker Moxe OyTH MEperisiHyTO
miclisi  OTPUMAaHHS HOBHUX MPOEKTIB  MPOTATOM
KaJICHIaPHOTO POKY Ta/ab0 BHECEHHS 3MiH.

[Ticast oTpuMaHHS HOBOTO TPOEKTY 1 BHECEHHS 3MiH
710 KOHCOJIIIOBAHOTO PiYHOTO OIO/KETY KEePiBHUK/UIISL
(hiHaHCOBOTO BiJIILITY oonae OHOBJICHUN
KOHCOJiIOBaHUN OIOMKET Ha PO3IVIIA BHKOHABIOMY
IMpEeKTOpy / BUKOHaBYii aupekropii. IloromkeHuit
BHUKOHABYUM JUPEKTOPOM / BUKOHABYOIO
IUPEKTOPKOIO OIOKET 3aTBEPIKY€ETHCSI HAKa30M.
KoHcomioBanuii OIOIKET TOTYEThCSI B YKpaiHCHKil
rpuBHi. @OHJ MOXKE TMPOBOAMTH MEPEPaxyHOK
KOHCOITIJJOBAHOTO pIiYHOTO OMOMKeTy B Oyab sKy
3py4yHy Ui HBOTO iHO3eMHy BamioTy. [lepepaxyHok
3IIMCHIOETBCS 3 3aCTOCYBAaHHSIM CEPETHHOTO KypCy 3a
MUHYJIHA PiK BiAMOBIAHO 10 odiniiHux nanux HBY.
AIMiHICTpaTHBHI  BHTPaTH  KOHCOJIiIOBAHOIO
OromkeTy — 1€ TulaH (piHAHCYBaHHS HENPSMUX
Butpar DoHIy, IO HE MOB’s3aHI 3 KOHKPETHHUMU
HamnpsMKaMd POOOTH, ajie HEeOOXiJHi ISl BUKOHAHHS
CTaTyTHUX 3aBAaHb. Taki BUTparu OyoyTh ICHYBAaTH,
SIK JI0, TaK 1 MiCJs BAKOHAHHS KOYKHOTO TPOEKTY. X0ua
TaKi BUTPATH HE MOXYTh MaTH MPSIMOr0 CTOCYHKY 1O
KOHKPETHOTO  pe3yibraTy, BOHU HEOOXimHiI It
¢dyukionyBanust OoHy.

4.3. PiuHe niianyBaHHS

[Ipu dhopmyBaHHI PiTHOTO KOHCOJITOBAHOTO OIOKETY
NaHi GOPMYIOTECS B pO3Pi3i IOTOUYHOTO POKY.

@donn ckmagae mWOpiYHUE OIOMKET A pO3TIAY Ta
3aTBep/UKEeHHS ioro 3arambHUMH 300pamu. Bromker
CKJIAZa€ThCs 3 YypaxyBaHHSIM TOTO, IO 3arajbHi
BUTpaTH Ha aaMiHICTpPaTHBHI MOTpeOW HE TMOBHHHI
nepeBuIyBaTy 15 % Big cyMu pidHOTO OIOIKETY.
Hlopiuamii KT PO3POOKH OIOMKETY HACTYITHOTO
POKY TOYMHAETHCS 3 JIMCTOMAAa IOTOYHOTO POKY.
KiHieBuii TepMiH 3aTBEPIKCHHS PIYHOTO OO/KETY —
20 rpyaHsl HOTOYHOTO POKY.

lopiunuit periaMeHT mpolecy OIOMKETYBaHHS B
®doHy Mae JeKiibKa eTariB:

1 eTan
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The consolidated budget may be revised following
the receipt of new projects during the calendar year
and/or the introduction of changes.

Upon receipt of a new project and the introduction of
changes to the consolidated annual budget, the Head
of the Financial Department submits the updated
consolidated budget to the Executive Director for
review. The budget approved by the Executive
Director is adopted by order.

The consolidated budget is prepared in Ukrainian
Hryvnias. The Foundation may recalculate the
consolidated annual budget into any foreign currency
convenient for it. The recalculation is performed
using the average exchange rate for the previous year
in accordance with official data from the National
Bank of Ukraine.

The administrative expenses of the consolidated
budget constitute a plan for financing the
Foundation's indirect expenses that are not related to
specific areas of work but are necessary for the
fulfillment of statutory tasks. Such expenses will exist
both before and after the completion of each project.
Although these expenses may not be directly related
to a specific outcome, they are necessary for the
Foundation to function.

4.3. Annual Planning

When preparing the annual consolidated budget, data
is compiled on a current-year basis.

The Foundation draws up an annual budget for
consideration and approval by the General Meeting.
The budget is prepared taking into account that total
administrative expenses must not exceed 15% of the
annual budget.

The annual cycle for developing the budget for the
following year begins in November of the current
year. The deadline for approving the annual budget is
December 20 of the current year.

The Foundation's annual budgeting process consists
of several stages:

Stage 1
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[Mingroropunii. Ha npomy etam QopmyroThecs mianu Preparatory. At this stage, plans are developed for
KOYHOTO HanpsaMy pobotu i Hanpsimu  each area of work and organizational development,
OpraHi3amiifHOTO PO3BUTKY, a Takox ToTyioTbcs and documents are prepared that define the
JNOKYMEHTH, SKI BHM3HA4alOTh crpareriuni 1im Tta Foundation’s strategic goals and objectives for the

3apaanHs POHIy HAa HACTYITHUI TUIAHOBUH MEPio. next planning period.

Ha upomy etami ¢popMyroTbesl Taki JOKYMEHTH: At this stage, the following documents are prepared:

Bun noxymenra BinnosinaabHi Kinuesnii Tepmin

Type of Document Responsible Deadline

Po0oui piuHi maHu 3a MpoEKTaMU Hdupexrop(x)u 20 nucromanga MOTOYHOTO POKY

Project annual work plans Directors November 20 of the current year

3aranpHuid poOOUMA PIYHUHN IJIaH BukonaBumit  mupekrop /| 25 nucromajga MOTOYHOTO POKY

General annual work plan BHKOHABYA THPEKTOPKA November 25 of the current year
Executive Director

2 eran Stage 2
Ha mpomy erami ¢opmytorbess piuni  Oromxetu At this stage, annual project budgets are prepared.
TIPOEKTIB.
Bua noxkymenrta BignoBinaanbHi KinueBuii Tepmin
Type of Document Responsible Deadline
Bromker nmpoekty ®dinancoBuit MeHemKep / PpiHaHCOBA 30 nmcTomnaaa MOTOYHOTO POKY
Project budget MEHEKEePKa POEKTY November 30 of the current year
Project Financial Manager
AHani3 OroKeTiB KepiBHuk / kepiBHHLS (iHAHCOBOTO 5 rpyAHs TOTOYHOTO POKY
MIPOEKTIB BIITLTY December 5 of the current year
Analysis  of  project | Head of the Financial Department
budgets
AMiHICTpaTUBHUHA KepiBauk / kepiBHUIS (piHAHCOBOTO S rpyAHS TIOTOYHOTO POKY
OTOImKET BIITLTY December 5 of the current year
Administrative budget Head of the Financial Department
3 eran Stage 3
Ha upomy erami ¢popmyeThest KoHCOMiqoBaHMi piuauid At this stage, the consolidated annual budget is
OFOIDKET. prepared.
| Bujg nokymeHra | BinnoBinaabHi | KinneBuii Tepmin
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Type of Document Responsible Deadline
KoHcominoBanmii OromKeT KepiBHuK / kepiBHUILIS 20 TpyHS HOTOYHOTO POKY
Consolidated budget ¢biHaHCcOBOTO BiALTY December 20 of the current year
Head of the Financial
Department

V3romxeHHsT KOHCOJI10BAHOTO

Buxonapuuii qupekrop /

26 TpyAHA TOTOYHOTO POKY

OromxKery BHKOHABYa JUPEKTOPKA December 26 of the current year
Coordination of the consolidated | Executive Director

budget

3aTBepAKEHHS KOHCOJI1I0BAHOTO 3aranpHi 300pu DoHgy 10 ciyHst HACTYTTHOTO 32 3BITHUM
Oromxery General Meeting of the | poky

Approval of the consolidated budget | Foundation January 10 of the year following the

reporting year

VY pasi 3MmilleHHI CTPOKIB KEPIBHUK / KEpIBHHIIS
¢iHaHCOBOTO BiAiMy MOBIZOMIISIE MPO Iie 3acobamu
eNEeKTPOHHOTO 3B’A3Ky BHKOHABYY JWPEKTOPKY /
BHKOHABYOTO JUPEKTOPA Ta Y3TOMKYE 3 HEFO/HUM HOBI
CTPOKH.
4.4, MOHITOPUHT  KOHCOJiI0BAHOTO
O101KeTy
MOHITOPHHT Ta KOPUTYBaHHS PIYHOTO OIOIKETY MOXKE
MIPOBOJIUTHCS:
e B JoTOMYy, ane He mi3Hime 20 moToro (3a
MiACyMKaM# MONEPEAHBOTO POKY),
e B TpaBHi, ase He mi3Hime 20 TpaBHA (3a
MiJICYMKaMH TIEePIIOTO KBapTaly),
e B ceprHi, are He mi3HIme 20 cepmHs (3a
MiZICyMKaM# JPYTOTo KBapTaiy),
e B jucTOomazi, aje He misHime 20 IHcTOMana
(3a miACyMKaMH TPETHOrO KBapTaiy).
KepiBHUK / KepiBHUIS (DIHAHCOBOTO BIIIIY pa3oM 3
BHUKOHABYOIO TUPEKTOPKOIO / BHKOHABYUM
JUPEKTOPOM 1 AUpeKTOp(K)aMH BiIJILTIB MPOBOAATH
aHaii3z poborn DoHAY Ha TpeAMET BHKOHAHHS BCIX
MpOEKTIB Ta (IHAHCOBHX BHTPAT 3a KOXKHUM i3

piuHOro

MIPOEKTIB, a  TakoK  TPOBOASTH  3arajibHUN
MOpIBHANBHUMA ~ aHami3 Oromkery. bromker wae
TIOBHICTIO  BiJOOpakaTH MPOEKTHY pobOTy W

IPYHTYBaTHCSi Ha pealpHUX Ta paliOHAIBHUX

In case of a shift in deadlines, the Head of the
Financial Department notifies the Executive Director
via electronic communication and agrees on new
deadlines with them.

4.4. Monitoring of the Consolidated Annual
Budget
Monitoring and adjustment of the annual budget may
be carried out:
e in February, but no later than February 20
(based on the results of the previous year),
e in May, but no later than May 20 (based on
the results of the first quarter),
e in August, but no later than August 20 (based
on the results of the second quarter),
e in November, but no later than November 20
(based on the results of the third quarter).
The Head of the Financial Department, together with
the Executive Director and department directors,
conduct an analysis of the Foundation's work
regarding the execution of all projects and financial
expenditures for each of the projects, and also
conduct a general comparative analysis of the budget.
The budget should fully reflect project work and be
based on real and rational expenditures and work
plans. Approved budgets of individual projects are
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BUTparax Ta poOOYMX IUIaHaX. 3aTBEPPKEHI OIOIKETH
OKpEMHX TPOEKTIB € OCHOBOIO IJisi 3BEACHOTO
Oromxkery DoHIy, AKMH MiUIArae LMOKBAPTAIBHOMY
MOHITOPHUHTY.

KepiBHuk / kepiBHMIS  (iHAHCOBOTO  BiIAiMy
KOHTpPOJIIOE BHUKOHAHHSA OIOIKETy Ta CBO€YACHO
iHbopMy€e BUKOHABUY IUPEKTOPKY / BUKOHABYOTO
IUPEKTOpa TPO TCHICHIII1, 0 MOXXYTh PU3BECTH 10
BiJIXWJICHB BiJl 3aIJIAHOBAHUX HOPM.

[Ipo pe3ymbrary aHamizy KOHCOIIJOBAHOTO OIOKETY
BUKOHABYMH JUPEKTOp / BHKOHABYA JHPEKTOpPKA
cnoBimae 3aranbHi 300pu DoHAy, SKI aHAMIZYIOTH
HOro Ha HAWOMIKIOMY 3acigaHHi.

MoHITOpHHT ~ OIOKETIB  TIPOEKTIB  BiOyBa€ThCA
BIJIMOBIZIHO JI0 YMOB, 3a3HAYCHHX Yy JIOTOBOpPAxX i3
JOHOPaMH.

4.5. IlpaBuja BU3HAYEeHHSA BUTPAT AJIs OIOIkKeTiB
DoHay

Mpsimi BuTpaTM — 1E BUTpaTd, HEOOXimHI JUIs
peasizanii cTaTyTHHX 3aBIaHb Y PO3pi3i MPOEKTIB, SKi
0e3nocepenHb0 CTOCYIOTbCS KOHKPETHOTO IIPOEKTY
(3apo0OiTHa TUIaTa TIEPCOHANY NPOEKTY, BUTPATH Ha
MOi3/IKK, MaTepiaji Ta MOCIYTd KOHCYJIBTAHTIB/TOK).
[HImIMMU crioBamMu, 1€ BUTpATH, SIKUX Ou He OyIio, SKOu
He OYJIO MPOEKTY.

Ipsami po3nopineni Burparm — Butpatu Donny,
HEeoOXimH1 100 31iHCHUTH NPO€EKT. BoHM cTOCYIOTHCS
JEKITBKOX TIPOEKTIB 1 TTOKPUBAIOTHCS B paMKax ITHX
MPOEKTIB  (3apo0iTHA TUIaTa TEPCOHATYy MPOEKTY,
Marepiajd Ta MOCIyTd KOHCYJIBTaHTiB/OK, 4Yui mopaan
HEOOXI1THI JIIs1 BUKOHAHHS JIEKIIBKOX MPOEKTIB).

@OoHJl BCTAHOBJIIOE NPUHLIMIMN PO3NOIAULY BHTpAT.
SIKImo mpsiMi BUTPATH CTOCYIOTBCS JBOX a00 Oinbliie
MPOEKTIB YW 3axOAiB (HampHKian, 3apo0iTHa IuiaTa,
oriaTa KOHCYJABTALIHHUX MOCIYT) Y MPOIIOPIIsAX, SAKi
MOXKHA BU3HAuUTH Oe3 3aBUX 3yCHJIb, BAPTICTh CIIJ
PO3MOIUINTH Ha MPOEKTH, BUXOASYH 3 MPOMOPLIHHOT
YaCTKU BUTPAT IS KOYKHOTO TIPOEKTY.

Jtst po3moainy mpsSMUAX po3noAiIeHuXx BUTpaT DoH
BUKOPDHCTOBYE MYyJbTH 0a3oBuii Mmertox (multiple
allocation base method) — MeTon po3momiay IpsIMUX

the basis for the Foundation's consolidated budget,
which is subject to quarterly monitoring.

The Head of the Financial Department controls
budget execution and timely informs the Executive
Director about trends that may lead to deviations
from planned norms.

The Executive Director notifies the General Meeting
of the Foundation about the results of the
consolidated budget analysis, which analyzes it at the
nearest meeting.

Monitoring of project budgets occurs in accordance
with the conditions specified in contracts with donors.

4.5. Rules for Determining Expenses for
Foundation Budgets
Direct Expenses are expenses necessary to

implement statutory tasks in the context of projects
that relate directly to a specific project (project
personnel salary, travel expenses, materials, and
consultant services). In other words, these are
expenses that would not exist if there were no project.

Direct Allocated Expenses are Foundation expenses
necessary to carry out a project. They relate to several
projects and are covered within these projects (project
personnel salary, materials, and services of
consultants whose advice is necessary to perform
several projects).

The Foundation establishes principles for allocating
expenses. If direct expenses relate to two or more
projects or activities (for example, salaries, payment
for consulting services) in proportions that can be
determined without undue effort, the cost should be
allocated to projects based on the proportional share
of expenses for each project.

To allocate direct allocated expenses, the Foundation
uses the multiple allocation base method — a method
of allocating direct allocated expenses, where several
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PO3MOIUIEHNX — BHTPAT,

npu  SIKOMy Kiibka 0a3

BUKOPHCTOBYIOTHCS Ul BU3HAYEHHS TOTO, SIK MPsAMIi
BHUTpPATH, MO CTOCYIOTHCS NEKUTHKOX TPOEKTIB, CIIiJT
PO3MOAUTUTH MK pIi3HUMH Tpoektamu. Y @DoHzi
3aCTOCOBYIOTh caMme el MeTol, OcKiibku DoHn Mae
MpsiMi PO3IIOICHI BUTPATH, SKi TOJI PO3IOALIUTH 32
JIOTIOMOTOI0 OfHI€T 0a3u PO3MOMUTY, OCKUTBKH pi3HI
BUAM BHUTpAaT MalOTh Pi3HI (akropH, sKi HAHOIIBII
KOPEKTHO BiZJOOpaKaloTh iXHIO IPUPOLY.

@oH/ BCTAHOBIIOE Taki 0a3u ISl PO3MOALTY MPSMHUX

bases are used to determine how direct expenses
relating to several projects should be allocated
between different projects. The Foundation applies
precisely this method because the Foundation has
direct allocated expenses that cannot be allocated
using a single allocation base, since different types of
expenses have different factors that most correctly
reflect their nature.

The Foundation establishes the following bases for

PO3MOAUIEHIX BUTPAT:

allocating direct allocated expenses:

Buna Butpar
Type of Expense

Ba3a nus posmoniny
Allocation Base

3apobiTHa Tara MpAIiBHUKIB 1
HpaliBHULb, 3aly4eHux 10
JIEKIJIBKOX TIPOEKTIB

Salary of employees involved in
multiple projects

Posnoninserbess MponopLiitHo 10 BiIIpabOBAHOTO poOOYOro Yacy Ha MPOEKT. ba3oio posmomimy
JUTS TAKUX BHUTPAT € BiNPanboBaHi MEPCOHAIOM IPOEKTY TonuHH. PoO0Yi TOMMHN 0OTIKOBYIOTHCS
BIMIOBITHO 70 KaJgpoBOl MOMITHKU. Po3mominmn 1MX BUTpar BiAOyBae€TbCS MOMICSYHO.
BinmoBinanbHuii/Ha 3a HapaxyBaHHs LMX BUTPaT B PO3pi3i IPOEKTIB — TOJNOBHHH Oyxranrep /
rojoBHa Oyxrantepka. Lleil posmonin micis HapaXyBaHHs 3apOOiTHOI IUIATH BUKOPHCTOBYETHCS B
Oro/KeTHOMY OOJIIKY Ta IpH 3BITYyBaHHI 32 IPOEKTAMHU IOHOPAM.

OCHOBOIO [yIsl HapaxyBaHHs 3apoOiTHOI IUIaTH ISl CHiBPOOITHUKIB i CHiBPOOITHHULG € IITATHUI
posknaxg PoHny Ta Tabenb 0OmiKy poOOUYMX TOIUH y po3pisi mpoekTiB. Dopma Tabemro 00Ky
pobounx romuH € pomarkoM a0 Kanposoi momituku. CoiBpOOITHHKH Yy BiANOBIAHOCTI 10
3aKOHONABCTBA YKpAiHM OTPUMYIOTH 3apO0iTHY IUIaTy 3a IEpIIy IMOJIOBHHY Ta IPYTY IMOJIOBHHY
Micsns. HapaxoBani cymu 3apo0iTHOT IutaTé Ta MOJATKIB Ha 3apoO0iTHY IIIaTy FOJOBHHUIT OyxranTep
/ TonmoBHa OyxranTepka Iepenac KepiBHHUKY/UIi (IHAHCOBOTO BiINIMYy Ul BiZOOpakeHHS B
OIO/DKETHOMY OOMIKY Y BHIVISII PO3PaxXyHKOBO-IUIATIKHOI BiZIOMOCTI, SIKa JIa€ 3MOTY BECTH TaKhil
o0k y po3pisi mpoekTiB. KepiBHuK / kepiBHHUIS (iHAHCOBOTrO BiJily Mae NpaBo BHOIPKOBO
nepeBiput Tabeni obmiky pobdodoro uacy. Taberi 06iiky poGodoro uacy GOpMYIOTHCS B po3pisi
BCiX IPOEKTIB.

Allocated proportionally to the working time worked on a project. The allocation base for such
expenses is the hours worked by project personnel. Working hours are recorded in accordance with
personnel policy. The allocation of these expenses occurs monthly. The person responsible for
accruing these expenses by project is the Chief Accountant. This allocation, after payroll
calculation, is used in budget accounting and when reporting on projects to donors.

The basis for payroll calculation for employees is the Foundation's staffing table and time tracking
sheet broken down by projects. The form of the time tracking sheet is an appendix to the Personnel
Policy. Employees, in accordance with Ukrainian legislation, receive a salary for the first half and
the second half of the month. Accrued salary amounts and payroll taxes are transferred by the
Chief Accountant to the Head of the Financial Department for reflection in budget accounting in
the form of a payroll register, which allows maintaining such accounting broken down by projects.
The Head of the Financial Department has the right to selectively check time tracking sheets. Time
tracking sheets are formed for all projects.

[Tomatku Ha 3apo0biTHY TUIATY

Payroll taxes

[lomaTky TakoX pO3MOAINAIOTECA BIANOBIZHO 10 HapaxoBaHOi 3apoOiTHOI mjiaTH  3a
BigmpanboBaHuil yac. HapaxoBaHi mogaTku po3MOAUIAIOTECS MPOTMOPIIIHO MK yCiMa MPOEKTaMU
BIIMOBIIHO JIO BIACOTKOBOI 3aiiHATOCTI Ta (hakTHYHO BignpanboBaHuX roauH. €CB y rpaHuuHii
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HOPMIi PO3MOIUISETHCSA y BiCOTKOBOMY CIIBBiJHOIIEHHI TPaHUYHOI HOPMH /IO 3arajbHOI CyMH
€CB npomnopiifHo MK BciMa MPOEKTaMH BiAMIOBIIHO 10 BiJCOTKOBOI 3aifHATOCTI Ta (haKTHIHO
BiAPaI[bOBAaHNX TOAUH

Taxes are also allocated in accordance with the accrued salary for hours worked. Accrued taxes are
allocated proportionally among all projects according to the percentage of employment and actual
hours worked. Unified Social Contribution tax (USC) within the limit norm is allocated as a
percentage ratio of the limit norm to the total USC amount proportionally among all projects
according to the percentage of employment and actual hours worked.

KomyHanpHI mmarexi, oXxopoHa Ta
opeHja

Utility bills, security, and rent

Po3noninstoThest y BiICOTKOBOMY CITIBBITHOIICHHI BiAMIOBITHO IO OFOMKETIB MPOEKTIB HA IIi CTATTI
[IOMICSYHO

Allocated as a percentage ratio according to project budgets for these items on a monthly basis.

TpaHCIIOpTHI BUTpaTH

Transport expenses

Po3noainsoThCs MiXK MIPOEKTaMH BiAMOBIIHO 10 peaJbHOrO BUKOPUCTAHHS TPAHCIIOPTHOTO 3aco0y,
II[0 3a3HAYCHO B MAPIIPYTHOMY JIUCTI

Allocated between projects according to the actual use of the vehicle specified in the route sheet.

[HTepHET 1 3B’5130K

Internet and communication

Po3noninsIoTECS IPONOPIIHHO IO KUTBKOCTI MOOUIBHMX KapTOK (CIMKapT), 3aisIHUX Yy TPOEKTI,
a00 PO3MOAUISIOTECS Y BiJICOTKOBOMY CITiBBiHOIICHHI BiIMIOBIIHO O OFOMKETIB MPOEKTIB HA ITi
CTaTTi IIOMICSYHO.

Allocated proportionally to the number of mobile cards (SIM cards) involved in the project, or
allocated as a percentage ratio according to project budgets for these items on a monthly basis.

SIKo BapTICTh NPUHOCHTH KOPUCTH BOM 1 OijbIme
npoektam  abo  3axogaM |y MPOMOpLisX, SKi
HEMOXXJIMBO  BH3HAQUUTH  4Y€pe3  B3a€MO3B'SI30K
3aIy4eHOi poOOTH, TO BHUTPaTH MOXe OyTH
po3noauicHo a0o TMepeJaHo MPOEKTaM 3TiTHO 3
OyZb-SIKUM 1HIIUM OOTPYHTOBAaHMM METO/IOM, a TaKOXK
JOKyMEHTaJIbHO 3aTBEPIKEHO.

HenpsiMi BUTpaTH — 11€ 3arajbHi aaMiHICTpaTHBHI
BUTpaTH, SKI MIATPUMYIOTh IHCTHUTYUiliHY 0a3zy
podorn @oHmy i SAKi MOXKHA PO3MOMIIATH MIiXK
npoektamu. Ilpukiann: BUTpaTu Ha OCHOBHI 3aco0H,
OpEH/ly  TMPUMIIICHHS,  KOMYHaJbHI  TOCIYTH,
obnmazHaHHA Ta TMOB'A3aHI 3 UM iH(OpMamiiHi
CHUCTEMH, 3apo0iTHY TIUIaTy aaMiHICTpaTHBHUX
npaiBHUKIB 1 mpauiBauie, (HR, Oyxranrepchkuit
o6mik). Lli BuTparm MOXyTb Oe3mocepenHbO HE
CTOCYBAaTHCS MPOEKTY, ajie BOHU peasbHi Ta HEOOXiIHI
st pobotu DoHTy.

@®onn knacudikye HempsMi BHUTpaTd 3a JABOMA
kareropissmu: “O0’ektn” — DOH] HAKIIATHIX BUTPAT,
“AmMinicTparis’ — DoHI aAMIHICTPAaTUBHUX BUTpAT.
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If a cost benefits two or more projects or activities in
proportions that cannot be determined due to the
interrelation of the work involved, then the expenses
may be allocated or transferred to projects according
to any other reasonable method, and documented.

Indirect Expenses are general administrative
expenses that support the institutional basis of the
Foundation's work and which can be allocated among
projects. Examples: expenses for fixed assets, office
rent, utilities, equipment and related information
systems, salaries of administrative staff (HR,
accounting). These expenses may not relate directly
to a project, but they are real and necessary for the
Foundation's work.

The Foundation classifies indirect expenses into two
categories: “Facilities” — Overhead Cost Pool,
“Administration” — Administrative Cost Pool.

Version: 1.0.

Category: open access document

Reapproval date: within two years of the approval date, unless the
need arises earlier

© 2026 CO “SSS”



B® «CTABINI3EALLEH BNAFOAIAHA OPTAHI3ALLISA «BNAFOOIAHWUIA ®OH[ «CTABINI3ENALLEH CYMMOPT CEPBICE3»
S | CYNNOPT CEPBICE3>> CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

Byn. BonogmmMmpcbka, 6ynm|.0|( 49 A, cekuia 2, ofbic 156, micTo Kuis, 01001 = info@sss-ua.org = E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 s A
€IIPMOY / EDRPOU 40567253 & *38 05044946 04 ek
Buj Butpar BuzHavyenns
Type of Expense Definition
“00'exkT” - 3aKymiBII OCHOBHHX 3aco0iB mmns 3aranpHoi poborm  Ponnmy Ta
“Facilities” aJMIHICTPaTHBHOTO  IEPCOHANY, HEPYyXOMOCTi, OOJagHAHHS, KalliTaJbHi
MOKPAICHHS Ta BIOCKOHAJICHHS, a TAKOXK BUTPATH Ha €KCIUIyaTalilo i TeXHIYHe
00CITyrOBYBaHHs IIUX 00’ €KTIB;
- 3aKymiBiIs HeMaTepialpHHX akTUBIB st pobotn Douxay: Oyxranrepcbke
nporpamue 3ade3neueHuss, CRM-cucremu Tommo
- purchase of fixed assets for the general work of the Foundation and
administrative personnel, real estate, equipment, capital improvements and
enhancements, as well as expenses for the operation and maintenance of these
facilities;
- purchase of intangible assets for the Foundation's work: accounting software,
CRM systems, etc.
“AnminicTpanin”
“Administration” - BUTPATH Ha 3arajibHy aJMiHICTPAIlifO Ta 3arajibHi BUTPATH;
- 3apo0iTHa Iu1aTa ¥ MOAaTKK Ha 3apo0iTHY IUIATy aJMiHICTPAaTUBHOTO IIEPCOHAIY
(rosroBa omny, rooBHHMIT OyxranTep / roloBHa OyXrajarepka TOIO)
- BUTpATH Ha OpeH.y odicy A aAMiHICTPaTHBHOIO IIEPCOHAY Ta KOMYHAaJIbHI
BUTpPATH;
- BUTPATH Ha OXOPOHY;
- BUTpaTH Ha OyxraiatepchbKuii 00K y pasi Ha/laHHS MOCIYT ay TCOPCUHTOBHM
TIPS THUKOM;
- BUTPATH Ha 3a0e3IeUeHHsI OpTaHi3aliifHOTO PO3BUTKY
- BUTpaty Ha (aHapeiisuHr;
- BUTpATH Ha BiAPSIKEHHS aIMiHICTPaTHBHOTO ITEPCOHAIY;
- BUTPATH HA HABYAHHS Ta MiIBUINCHHS KBaNi(iKaIlii aMiHICTPaTUBHOTO
MepCOHAIy;
- BUTpATH Ha 3arajibHi 300pH MepCoHaTy, 3aCHOBHUKIB, IIPaBITiHHS;
- MOXJIMBI mTpadHi caHKIil 3 60Ky KOHTPOJIBHUX OPraHiB;
- iHII BUTpATH, AKi OyAyTh HEOOXiTHUMHU IS 3aralIbHOTO aAMiHICTPAaTUBHOTO
ynpasiiHHsI OHIOM.
- general administration and overhead expenses;
- salaries and payroll taxes of administrative personnel (Head of the Foundation,
Chief Accountant, etc.);
- office rent for administrative personnel and utility expenses;
security expenses;
- accounting expenses in case of outsourcing by a contractor;
- organizational development expenses;
fundraising expenses;
- administrative personnel travel expenses;
- administrative personnel training and professional development expenses;
- general meetings of staff, founders, board expenses;
- potential penalties from control bodies;
- other expenses necessary for the general administrative management of the
Foundation.
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HenpoekTHi BUTpaTH — BUTpATH, SIKi HE CTOCYIOTHCS
KOTHOTO TPOEKTY YM HE € JAOMyCTUMHMH abo He
BIJIIKOAOBYIOTbCS JOHOPOM, ajié MOXYyThb OyTu
BINIITKOJIOBaHI 3a paxyHOK BIIACHUX HAIXOKCHb
DoHpy.

[psami Ta Henmpsami BuTpatn ®@oHAY MOXYTH OyTH
JOIYCTUMUMH Ta HEJOIYCTUMUMH.

Heponyctumi BuTpaTn

[TeBHI BUTpATH PO3TIANAIOTHECS JOHOPAMH SIK TakKi, M0
He misraoTs BUmari. L{i oOMexxeHHst MOXYTb OyTH
MPOMHCAaHO B TpaHTOBil yroai 3 JJonopom. OcobiuBy
yBary ciifi 3BepTaTH Ha IMArOTOBKY (iHAHCOBOI
MIPOTIO3HINIT JOHOPY IOAO0 KoedillieHTa HEpsSIMUX
BUTpAT

@DoHx MOXeE 3IIHCHIOBATH NEBHI BUIHW HEJO3BOJICHUX
BUTpaT 3 00Ky JoHOpIB (IITpadHi caHKIIT TOMIO), ae
TIIBKH 32 PaxyHOK aJMiHICTPaTHBHHUX BHUTpar i 3a

paxyHOK IHIOIMX  JDKEpeNl  HaJaXOIKeHb,  HIX
HaJXOKSHHsI 33 YrofaMu PO HaJlaHHS IPAHTIB, Ta 3a
YMOBH HEIMOPYIICHHS HOPM HAaIllOHAJILHOIO

3aKOHO/IaBCTBA, a TaKOXK K0 DOHIT HE BTPATUTh KOJI
HenpuOyTKOBOCTI. Hemo3BomeHi BUTpaTH MoOXe OyTH
3QIMCHEHO  TIIBKM HAa  MIACTaBl  [MCHMOBOTO
PO3MOPSAKEHHS! BUKOHABUOTO/i AUPEKTOPa/KH.
OO0MeskeHHSI BUTPAT

VY cBoili craryTHiil gismbHOCTI DOHI BpaxoBye
0OME)KEeHHS, BCTAHOBJIEHI 3aKOHOMABCTBOM YKpaiHH
Ta TpaBWJIaMH JOHOPCHKHMX OpraHisaiifd I1o10
MPSIMUX 1 HETIPSIMUX BUTPAT.

4.6. Henpsimi BMTpaTM Ta cHCTeMa PO3MOALTY
HelpsIMMX BUTPAT

BazoBuM mepionoM it po3MOALTY HEMPSIMUX BUTpAT
BBA)XKAETHCS IMEPIOJ, Y SIKOMY TaKi BUTPATU IMOHECEHO
Ta HAKONMYEHO JUII 3apaxyBaHHA Ha CTaTyTHY
NisUTBHICT, BUKOHAaHY B IbOMY mepioni. bazopuii
nepion 3a3BUYail MoBHHEH 30iratucs 3 (iHAaHCOBHM
poxom DoHny, ane B Oynp-sIKOMY BHIAIKy HOTO CIia
obparm Tak, MO0 YHUKHYTH HECIpPaBEIJIMBOCTI B
posmonini  BUTpar. Km0 KaJeHAapHUH pIiK He

Non-project Expenses are expenses that do not relate
to any project or are not eligible or not reimbursed by
the donor, but can be reimbursed from the
Foundation's own receipts.

Direct and indirect expenses of the Foundation can
be eligible and ineligible.

Ineligible Expenses

Certain expenses are considered by donors as not
subject to payment. These restrictions may be
prescribed in the grant agreement with the Donor.
Special attention should be paid to preparing a
financial proposal to the donor regarding the indirect
cost rate.

The Foundation may incur certain types of expenses
disallowed by donors (penalties, etc.), but only at the
expense of administrative expenses and from sources
of income other than receipts under grant agreements,
and provided that the norms of national legislation are
not violated, and if the Foundation does not lose its
non-profit code. Disallowed expenses may be
incurred only on the basis of a written order from the
Executive Director.

Expense Limitations

In its statutory activities, the Foundation takes into
account restrictions established by Ukrainian
legislation and rules of donor organizations regarding
direct and indirect expenses.

4.6. Indirect Expenses and the Indirect Expense
Allocation System

The base period for allocating indirect expenses is
considered to be the period in which such expenses
were incurred and accumulated for crediting to
statutory activities performed in this period. The base
period should generally coincide with the
Foundation's financial year, but in any case, it should
be chosen to avoid unfairness in expense allocation. If
the calendar year has not ended but a project is
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HeTpsMi
ciifg

3aKIHYHMBCS, a TMPOEKT 3aKPUBAETHCS,
BUTPaTH, SKi CTOCYIOTBCSI ILIBOTO TIPOEKTY,
MIPOAHAJTI3yBaTH ¥ PO3MOIITHUTH.

DoHJT PO3TIIAIAE TIPOIEC POITOALTY HEMPSIMUX BUTPAT
13 TOYKH 30pYy OTPUMAHOTO IJILOBOTO (PiHAHCYBAaHHS,
1 BOHO MOXKE OyTH TaKHUM:

I'pantn 3 dikcoBaHo0 WiHOI0. Y NEIKUX BUIAIKAX
HEMpsiMi BUTpaTH, po3MofisieHi abo suriadeHi Doy
AK 4YacTHHA TpaHTy, 3aJHIIAIOTECS B HOTO
PO3MOPSKEHHI HABITh TICHS 3aBEPIICHHS IPOEKTY.
e MOXNHBO, SKIIO JOTOBIp (iHAHCYBAHHS JIO3BOJISIE
@onHny 3amuIuaTH HEBUKOPUCTAHI KOWITH 1 JOHOP
MePEePaxoBye I[i CyMU MiCJIsl 3aBEPUICHHS TPOEKTY.
HinvoBe ¢inancyBannsa. Komu rpanT 4m minboBuit
KOHTPaKT Ha ¢biHaHCyBaHHS nepenoavae
BUKODHCTaHHS KOLITIB JIMIIE B MEXax MPOEKTY,
HETIpsIMi BUTpaTH Mae OyTH BUTPAUCHO 10 3aKiHUCHHS
MPOEKTY 200 MMOBEPHEHO JOHOPY.

Maii6yTni morpedu. fxmo ymoBu ¢iHaHCyBaHHS
NO3BOJISIIOTh, ~ HETIPSAMi  BHTpard  Moxe Oyt
HaKOMMYEHO Ta  BHKopucTaHO  DoHmoMm  Juis
3a0e3rnevyeHHs] MaiOyTHIX aIMiHICTpaTUBHUX BHTpAT.
SIKIo 3BITYBaHHS MEpea TOHOPOM moMicsiune, DoHT
3aCTOCOBY€ MOMICSYHUN PO3MOILT HEMPSIMUX BUTPAT,
SKIIO TOKBapTalbHE, TO MOKBAPTAIBHUNA (SKIIO 1HIIE
He nependaueHo yroaoro 3 JloHopom).

OCKUIBKM ~ HEmnpsMi  BUTPATH  HEOOXimHI  JIA
HOpMaJbHOTO (QyHKIIOHYBaHHS DOHAY, MO ICHYE
Maif’ke BHUHSTKOBO 32 PaxyHOK JOHOPCHKHX KOIITIB,
KOXKEH TMPOEKT TOBHHEH IOKPUBATH  YACTHHY
HEMPSMUX BHUTPAT, SKIIO IIe TependadeHo yrojaow 3
IOHOpPOM. SIKII0 1MOoHOp He (iHAHCYE HENPAMHUX

Butpar, @oHA godiHaHCOBYe iX 3a paxyHOK
CaMOCTIHHO OTpUMaHUX KOIIITiB BiX
(daHApe3uHroBMX  KaMmIaHid Ta  OnaromidHuX

MOXXEPTB Ha CTaTYTHY AiSUIbHICTb.

®DoHI po3MOIiIAe HEMPAMiI BUTPATH MiK IMIPOEKTAMH.
bazoro posmonminy MoxyTe OyTu 3araibHi TpAMi
BUTpATH, MPsIMi OKJIaau Ta 3apobiTHa ruiata abo mock
HIIEe, SKIOIO PO3MOJIT HPU LBOMY 3aJIHIIAETHCS
CTIPABEUTHBHUM.

JIOHOpPCBKI ~ KOHTPAaKTH MOXYTh BCTaHOBIIOBaTH
CHelianbHi CTaBKM PO3MOAULY HENpsAMHUX BHUTpaT.

closing, the indirect expenses relating to this project
should be analyzed and allocated.

The Foundation considers the indirect expense
allocation process from the perspective of the
received earmarked funding, and it can be as follows:
Fixed-price grants. In some cases, indirect expenses
allocated or paid to the Foundation as part of a grant
remain at its disposal even after project completion.
This is possible if the funding agreement allows the
Foundation to keep unused funds and the donor
transfers these amounts after project completion.

Earmarked funding. When a grant or earmarked
funding contract provides for the use of funds only
within a project, indirect expenses must be spent
before the end of the project or returned to the donor.

Future needs. If funding conditions allow, indirect
expenses may be accumulated and used by the
Foundation to cover future administrative expenses.
If reporting to the donor is monthly, the Foundation
applies a monthly allocation of indirect expenses; if
quarterly, then quarterly (unless otherwise provided
by the agreement with the Donor).

Since indirect expenses are necessary for the normal
functioning of a Foundation that exists almost
exclusively on donor funds, each project must cover a
portion of indirect expenses if provided for by the
agreement with the donor. If the donor does not
finance indirect expenses, the Foundation co-finances
them from independently received funds from
fundraising campaigns and charitable donations for
statutory activities.

The Foundation allocates indirect expenses among
projects. The allocation base can be total direct costs,
direct salaries, or something else, provided the
allocation remains fair.

Donor contracts may establish special indirect cost
allocation rates. If a rate is established in the
agreement with the donor, the Foundation uses the
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SIKII0 cTaBKa BCTAHOBJICHA B Yrojli 3 TOHOPOM, DoH

BUKOPHCTOBYE  PO3MOJLI

indirect cost allocation according to the donor's

HENpSIMUX BUTpaT special rate.

BIJIITOBITHO JIO CTEIiaIbHOI CTaBKH JIOHOPA.

@oHA Mae mepenik BHTpAT,

gkl omHO4acHO MOyTh The Foundation has a list of expenses that can be

OyTm 3amisHi B TPOEKTHIM 1 anminicTpatuBHiIA —simultaneously involved in project and administrative
IOisUTBHOCTI, TOMY II€BHY IXHIO 4YacTMHY ciin activities, so a certain part of them should be
3apaxyBatd  no  Hempsmux  Burpar.  Domp attributed to indirect expenses. The Foundation uses
BUKOPHCTOBYE TOW camuii MynbTHOa3oBuii merton, the same multiple allocation base method that it uses
SAKMA  BHKOPHUCTOBYE Ui  posmominmy npsmux to allocate direct allocated expenses.

PO3MOIIICHIUX BUTPAT.

Buu BuTpat Ta 6a3 po3noalTy BU3HAYCHO B TAOIHII.

Types of expenses and allocation bases are defined in
the table.

Buau BuTpar
Types of Expenses

BceranoBiena 6a3a po3nogiay
Established Allocation Base

AamiHicTpauisa — ®ong aaMiHicTpaTUBHUX BUTPAT

Administration — Administrative

Cost Pool

3apobiTHa iara
aJIMiHICTPAaTUBHOTO MIEPCOHAITY

Administrative personnel salary

Posnoninstorhes BiAMOBIIHO 10 TabemiB 00Ky poO0odYoro yacy.

Allocated according to time tracking sheets.

[ogarku Ha 3apo0iTHY TUIATY
Payroll taxes

Posnoninsatorses BigmoBiaHo 10 TabemiB 00Ky pododyoro yacy.

Allocated according to time tracking sheets.

CrpaxyBaHHs
aJIMiHICTPAaTUBHOTO MEPCOHAITY

I

Insurance for administrative

personnel

He marore 6a3um posmoaiiy, OCKiIbKHM (DIHAHCYIOTBCS JIMIIE 32 PaxyHOK HENpSMHX BHTpaT i
BKJIIOYAIOTHCS 10 HEIPSIMUX BUTPAT Y CyMi, sika IOTO/KeHa OI0PKETOM 3 IOHOPOM. SIKIIo cyma He
MOTOKYETHCS, Ll BUTPATH MOXKYTh CTAHOBUTH He OijIblile BCTAHOBJIEHOTO JOHOPOM BiJICOTKA.

Do not have an allocation base, as they are financed only through indirect expenses and are
included in indirect expenses in an amount agreed upon in the budget with the donor. If the
amount is not agreed upon, these expenses may be attributed at no more than the percentage
established by the donor.

Openna
Rent

Po3noninsAoThess y BiJCOTKOBOMY CITiBBIHOIICHHI BiAMOBIAHO 10 OMOMKETIB MPOEKTIB Ha I
CTATTi IOMICSAYHO.

Allocated as a percentage ratio according to project budgets for these items on a monthly basis.

KomynansHi

Utilities

Po3nopinsioTbcst y BiACOTKOBOMY CITIBBITHOIICHHI BIATIOBITHO 1O OIOMKETIB IIPOEKTIB HA I
CTAaTTI IIOMICSIHO.

Allocated as a percentage ratio according to project budgets for these items on a monthly basis.

[Iporpamue 3abe3nedeHHs, JieH3il
Ta iHIIe
Software, licenses, and other

PosnoninsioTbess y BiACOTKOBOMY CITiBBIIHOIICHHI BiANOBIAHO 10 OIOMKETIB NMPOEKTIB Ha i
CTaTTI.

Allocated as a percentage ratio according to project budgets for these items.

3B's130K
Communication

Po3nozpinsoTbesi TPONOPIIIHHO 0 KIJIBKOCTI MOOLTEHHMX KapTOK (CIMKapT), 3adisHUX Yy IPOEKTI,
a00 y BiJICOTKOBOMY CITiBBiJIHOIIICHHI Bi/IMOBITHO 1O OFOMKETIB MPOEKTIB HA IIi CTATTi IOMICSYHO.

Allocated proportionally to the number of mobile cards (SIM cards) involved in the project, or as
a percentage ratio according to project budgets for these items on a monthly basis.
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TpaHcIIOpTHI BUTpaTH
Transport expenses

Po3HOMIIAOTECS MDK OpPSMHMH Ta HEOPSMHMHE BHTpaTaMH BiIIIOBIHO JIO PpEalbHOTo
BUKOPHCTAaHHS TPaHCIOPTHOTO 3aco0y, BKAa3aHOTO B MapLIPYTHOMY JIMCTi. Brioudarorsest 1o
HETIPSIMHUX BUTPAT y CyMi, SIKy ITOTO/DKEHO B OIOJDKETI 3 JOHOPOM. SIKII0 CyMy HE ITOTOPKEHO, TO
X Moxe OyTH BiiHECEHO He OilIbIlle BCTAHOBICHOTO JOHOPOM BiICOTKA.

Allocated between direct and indirect expenses according to the actual use of the vehicle specified
in the route sheet. Included in indirect expenses in an amount agreed upon in the budget with the
donor. If the amount is not agreed upon, they may be attributed at no more than the percentage
established by the donor.

OpranizaniifHuii po3BUTOK
Organizational development

He matotp 6a3u po3moaity, OCKUIBKH (hiHAHCYIOTBCSI BUKIIIOUHO 32 PaXyHOK HENPSIMUX BHUTpAT i
BKJIIOYAIOTBCS JI0 HENPSIMUX BHUTPAT y CyMi, Ky IIOTOJDKEHO B OIOIKETI 3 JTOHOpOM. SIKIIo cymy
HE TIOTOJDKEHO, TO X MOXke OyTH BiJHECEHO He Oijblie BCTAHOBJIGHOTO JOHOPOM BiJICOTKA.

Do not have an allocation base, as they are financed exclusively through indirect expenses and are
included in indirect expenses in an amount agreed upon in the budget with the donor. If the
amount is not agreed upon, they may be attributed at no more than the percentage established by
the donor.

006’ekT — DOHJ HAKJIATHUX BUTPAT
Facilities — Overhead Cost Pool

JIOHOPOM BiJICOTKA.

established by the donor.

He marote 6a3u pos3mopiiay, OCKiIbKH (piHAHCYIOTHCSI BUKIIOYHO 32 PaXyHOK HENPSIMUX BUTPAT 1 BKIIIOYAIOTHCS 1O HEMPSMHUX BHUTPAT y
CyMi, SIKy TOTOMKEHO OIOMKETOM 3 JIOHOPOM. SIKIIO CyMy HE IMOTOIKEHO, TO iX Moxe OyTH BiHECEHO He Oiblle BCTAaHOBJIEHOTO

Do not have an allocation base, as they are financed exclusively through indirect expenses and are included in indirect expenses in an
amount agreed upon in the budget with the donor. If the amount is not agreed upon, they may be attributed at no more than the percentage

Jnst po3nofiny HENpsSIMHX BUTpaT MiX JOHOPaMHU
@oHI BCTAHOBJIIOE CHELiaNbHI CTaBKH iXHBOTO
pO3MOiTY, OCKUIBKM HE Mae JOHOpiB, sAKi O
(iHaHCYBaNH OAHY U TY K HEOOXiZHY CTaBKY.

Meron cheuianbHUX CTaBOK HENPSMUX BHUTpar
(special indirect cost rates) mepemg0adae BUKOPUCTAHHS
IHAWBIAyalbHUX CTaBOK HENpPSMHUX BUTpAT s
okpemux mnpoektiB Donmy. Lled miaxin mo3Bosise
BpaxoByBaTH crHenu]iky pi3HUX TIPOEKTIB Ta
BIZIMIHHOCTI B CIIO)KMBAaHHI pECYpCIB.

5. ®IHAHCOBE
MHNPOEKTAMHU

YITPABJITHHA 3A

5.1. Brox:xeT Mpo€EKTY

Ha erani mogianHs rpaHTOBOI 3aSBKU OIOKET MPOEKTY
rorye (iHaHCOBUI/a MEHEIDKEp/Ka TPOEKTY pa3oM 3
IUPEKTOPOM/KOI0  HampsiMmy. DOoHJ BHKOPHUCTOBYE

To allocate indirect expenses among donors, the
Foundation establishes special allocation rates for
them, since it does not have donors who would fund
the same necessary rate.

The special indirect cost rates method involves using
individual indirect cost rates for individual
Foundation projects. This approach allows taking into
account the specifics of different projects and
differences in resource consumption.

5. FINANCIAL MANAGEMENT OF PROJECTS

5.1. Project Budget

At the stage of submitting a grant application, the
project budget is prepared by the Project Financial
Manager together with the direction director. The
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OromKeTHUI (hopMmaTt, 3anpOIOHOBAHHMK Y 3asBII Ha
MOJJaHHSI TIPONO3HUIIiH a00 PEKOMEHIOBAHHIA JJOHOPOM.
VY pasi BiACYTHOCTI TaKMX BHMOT a00 peKOMeHMaarlin
@®onn rorye Oromker MalOyTHHOTO TPOEKTY B Til
¢dopMmi, Ky CTaHIAPTHO BHUKOPUCTOBYE, — TOOTO SIK
KOHCOITIJIOBaHWH OIOIKEeT JOXOAIB i BUTpar. Takuid
OIOIDKET MOYKEe MaTH JOJATKOBI CYy0 CTATTi BUTpAT s

3pYYHOCTI IOf[a4i IOHOPY.

BromkeTn MpoeKTIB pO3NOAINISAIOTECS IOHAWMEHIIIE 32
KaJCHJIAPHUMHU POKAMHU Ta BKIIOYAIOTh YBECH Mepion
rpanty. Ha 3amutr noHOpa OrOMKEeTH MOXe OyTH
pPO3MIJICGHO Ha MEHII Mepioad, Micsmi Ta/abo

KBapTaJH abo eTany BIPOBAIKCHHS IPOEKTY.
dinancoBwmit/a MeHeKep/Ka IIPOEKTY

BIJIMOBIIANILHICTh 3@  MIJATOTOBKY JI€Taji30BaHOl
iHpopManii s OIOPKETY TMPOEKTY Ha OCHOBI
TEXHIYHOI TMpoIo3uiii — iHopMallii Mmoo Imoca,
KUIBKOCTI ~ OJMHHMIIb Yacy JUIAd MpalliBHUKIB 1
MPaIliBHUILb, IPSIMUX Ta HEMPSMUX BUTPAT HA KOKHUM

PIK/TepMiH TPOEKTHOI POOOTH.

JupexTop(k)u HanmpsMiB OTPUMYIOTH L0 iH(OpMAIito
BiJ nepconany OoHay, aHaTI3YIOTh i1 IPUHHATHICTS 1
nepenaTh

TIPOEKTIB.
dinancoBuil MeHemkep / (piHAHCOBA MEHEKEpKa
aHaJi3ye HaJaHW{ OOKET MalOyTHBOTO HPOEKTY Ta
TUPEKTOPOM/KOIO  HAIpsMy
MPOMO3UIiT Ta 3ayBakeHHs. [licist y3rokKeHHsS 3
KEePIBHUKOM/UIICKD (DIHAHCOBOTO BiAITy OMOIKETY
MIPOEKTY EPENAEThCs HA 3aTBEPIPKCHHS BUKOHABIOMY
mupektopri.  Ilicms
Ha/IaHO

JIOTIYHO  BIOPSAKOBYIOTB, a  TOMIl
(hinaHcoOBOMY/1if MEHEeIKepy/ITi

BHOCHUTH pasoMm 3

IUpeKTopy /  BUKOHABYIH
3aTBEP/UKCHHS  OIODKET  MOXe  OyTH
MaitOyTHEOMY JTOHOPY JJIS y4acTi B KOHKYPCI.

®DoHI, K MPaBUIIO0, PO3POOIISIE OIOHKET MPOEKTY, 110
CKJIQIa€ThCsl 3 JBOX OCHOBHMX 4YaCTHH: MpsMi

BUTPATH Ta HEMpsMi (aAMiHICTpaTUBHI) BUTpATH.

Pozmin “TIIpsimi BHTpaTH™ CKIama€ThCSA 3 BHTpAT Ha
OIJIaTy IIpaimi IPOEKTHOIO IEPCOHATY Ta IHIIUX
MpsIMUX BUTPAT, SKi HE TMOB’S3aHi 3 OIUIATOIO Mparli,
ajie HeoOXiH1 [T BUKOHAHHS POEKTHUX 3aB/IaHb.

[epcoHany

Omnara parti
pPO3pPaxoOBYETbCI B

MIPOEKTHOTO

rogMHax 1 Micsausax

BUKOPHUCTaHHSAM TapU(HOI CITKU MMOCAT0BHX OKJIAMIB,
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Foundation uses the budget format proposed in the
call for proposals or recommended by the donor. In
the absence @ of such  requirements or
recommendations, the Foundation prepares the future
project budget in the form it standardly uses — i.e., as
a consolidated income and expenditure budget. Such
a budget may have additional expenditure sub-items
for the convenience of submission to the donor.
Project budgets are distributed at least by calendar
years and cover the entire grant period. At the donor's
request, budgets may be divided into smaller periods,
months and/or quarters, or stages of project
implementation.

The Project Financial Manager is responsible for
preparing detailed information for the project budget
based on the technical proposal — information
regarding positions, number of time units for
employees, direct and indirect expenses for each
year/term of project work.

Direction directors receive this information from
Foundation personnel, analyze its acceptability and
logically organize it, and then pass it to the Project
Financial Manager. The Financial Manager analyzes
the provided budget of the future project and, together
with the direction director, makes proposals and
comments. After agreement with the Head of the
Financial Department, the project budget is submitted
for approval to the Executive Director. After
approval, the budget may be provided to a future
donor for participation in a competition.

The Foundation generally develops a project budget
consisting of two main parts: direct expenses and
indirect (administrative) expenses.

The “Direct Expenses” section consists of project
personnel labor costs and other direct expenses not
related to labor costs but necessary for executing
project tasks.

Project personnel labor costs are calculated in hours
and months using a salary scale approved by a

Version: 1.0.

Category: open access document

Reapproval date: within two years of the approval date, unless the
need arises earlier

© 2026 CO “SSS”



BNIAFO[IAHA OPTAHI3ALLIA «BNTATOAIMHUA ®OH[ «CTABIMI3ENLLEH CYTMMNOPT CEPBICE3»
CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

E;E%El;.
o 5

B® «CTABI/NI3EMLLEH

SSS | CYMNMOPT CEPBICE3>

Byn. Bonogmmupcbka, 6yAUHOK 49 A, cekuis 2, odic 156, micTo Kuis, 01001
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001
€PMNOY / EDRPOU 40567253

= info@sss-ua.org
& +38 050 449 46 04

3aTBEp/KEHOI pillleHHsIM Pajgu mupekTopiB (SKIIO 11e
HE CyNEepeunuTh YMOBaM JOTOBOPY 3 JOHOPOM).

VY tapudHiii ciTii 3a3HadeHo TaKy iHpOpMaIIifo: Kiac,
KaTeropiro, mocamy, 3arajibHi Ta KOHKPETHI BHUMOTH,
KpUTepii Ta HABMYKU IS BIJMOBITHOCTI MOCAaH, a
TaKOX HWKHIO Ta BEPXHIO MEXY CTaBKH B iHO3EMHIi
BaJIIOTI.

SKuio BalltOTa MPOEKTY OIOKETY BiAPI3HAETHCS Bij
BANIOTH, BH3HaueHoi B Tapuduid citui, DoHx
BUKOpHUCTOBYe Kypc HBY craHoM Ha nary nonmaHHA
MPOEKTY OFOJDKETY BUKOHABUOMY/Id IAMPEKTOPY/IIi.
[lepepaxyHOK OKJamy 3a OHOBJIEGHHM KypcoOM
BiIOyBa€ThCS HA TIOYATKy KOXKHOTO KaJICHIAAPHOTO
POKy, SIKIIO II¢ HE CYNepevnuTh YMOBaM JIOTOBOPY 3
JIOHOPOM.

Jus mocan, nroneit Ha gki Oyne NMPHIHATO Mi3HiIIE,
@DoHJT BUKOPUCTOBYE OKJIAAW 3 TaONHIN TTKATH
OKJIQJiB, fKa BIJAMOBIJAaE MOCaal 3TiHO 3 paHIIIe
3aTBEP/UKCHUMHU OromkeTaMu Ta Kypcamu. DoHn
MOJKE BKITFOYATH PO3PAXyHKH IMOPIYHOTO ITiBUIICHHS
OKJIQIIB CITIBPOOITHUKIB 1 CHIBPOOITHHUIIE B OFOMKETHI
PO3paxyHKH BiAMOBIIHO JO CBOET KaJPOBOT MOITITUKH.

[Timpo3nin “Onsara mpami NPOEKTHOTO MePCOHATY”’
MOJKE BKIJTFOUYATH:

e 3apoOiTHy miary (salaries & wages).

e Ilonmarku ta nomomoru (fringe benefits).
3apobiTHa miaTa BKJIIOYAE 3apOO0ITHY IJIaTy BCiX
TIPAIliBHUKIB 1 MpaIliBHAI, IO 3aJisHI B peajizamii
MTPOEKTY.

Jo minpozniny “IlogaTku Ta 10MOMOTrH” BKIIOYAIOTh
BUTpaTH  Ha  JOJMATKOBI  BUIDIaTH  (MeIUYHE
CTpaxyBaHHs, COILliaJibHI BUIUIATH Ta 1H.), & TaKOX
BiJ[paxyBaHHS 110 OIOMKETY, HANPUKIAA, €IAHOTO
comiambHOTO BHEeCcKy. OCHOBHHMI JOKyMEHT IIpH

CKJIaJIaHHI I[bOTO MIAPO3Ily — YHMHHE IIOJaTKOBE
3aKOHOJABCTBO.
[Minpo3nin  “KonrpakTHi  mocayrum”  BKIIIOYa€e

BUIUIATH KOHCYNbTaHT(K)aM Ta eKCHepT(K)aM, II0
HalMaloOThCSI 32 JIOTOBOPOM (KOHTPAKTOM), a TaKOX
CTOPOHHIM KOHCYNBTaHT(K)aM, SKi 3aly4aroThCsl Ha
OLTBIITY YacTUHY BUKOHAHHS ITPOEKTY.

decision of the Board of Directors (if this does not
contradict the terms of the agreement with the donor).
The salary scale indicates the following information:
class, category, position, general and specific
requirements, criteria and skills for position
compliance, as well as the lower and upper limit of
the rate in foreign currency.

If the budget project currency differs from the
currency specified in the salary scale, the Foundation
uses the NBU exchange rate as of the date of
submitting the budget project to the Executive
Director. Recalculation of the salary at the updated
rate occurs at the beginning of each calendar year,
provided this does not contradict the terms of the
agreement with the donor.

For positions where people will be hired later, the
Foundation uses salaries from the salary scale table
that correspond to the position according to
previously approved budgets and rates. The
Foundation may include calculations of annual
employee salary increases in budget calculations in
accordance with its personnel policy.

The “Project Personnel Labor Costs” subsection
may include:

e Salaries & wages.

e Fringe benefits.
Salaries include the salaries of all employees
involved in implementing the project.

The “Taxes and Benefits” subsection includes
expenses for additional payments (medical insurance,
social payments, etc.), as well as deductions to the
budget, for example, the unified social contribution.
The main document when compiling this subsection
is current tax legislation.

The “Contractual Services” subsection includes
payments to consultants and experts hired under an
agreement (contract), as well as third-party
consultants engaged for the majority of the project
execution.
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Jo posniny “Ilpsimi BuTpaTH” BKIO4YaOTh Takok The “Direct Expenses” section also

BUTpAaTH Ha: expenses for:
® CTBOPEHHS HeMarepialbHUX aKTHBIB, e Creation of intangible assets;
® OpeHIy Ta yTpuMaHHS odicy, e Rent and maintenance of the office;
® OpeHIy Ta MpuAOaHHS 0ONa HAHHS, e Rent and purchase of equipment;
® BHUTpaTHI Ta PO3IaTKOBI MaTepianm, e Consumables and handouts;
®  BIIPSKEHHS, e Business trips;
®  BiIKPUTI 3aXOH. e (Open events.

Inmi nmpsimi BUTpaTH TUTaHYIOTBCSI B OIOKETI 3a
OKPEMHMMH KaTeropisiMu cTareil Ha OCHOBI KiBKOCTI
OMUHUI, TIOMHOXXEHOI Ha BapTICTh  OIMHMIIL.
KinbkicTh ONMHUIIL BU3HAYAETHCS HA OCHOBI JOCBIIY
@onny Ta pUHKOBUX WiH. Bapricte oguHHMII
BHU3HAYA€THCSl  LUIAXOM  BHBYCHHS  PUHKY 3
BUBEJICHHSIM  CEPEJHBOTO  3HaueHHA. B pasi
MiATOTOBKM OIOMKETY Uil 0araropiuHOro MPOEKTY
@DoHa MOXKe BKIIOYHTH PIYHHUNA KoeiieHT iHIALIT B
PO3paxyHOK BapTOCTI OAMHHIL, BHUKOPHCTOBYIOYU
odiuifinuii nepkaBHUH TPOTHO3 PpiBHA  1HIISLIIL.
Bxkmiouenns piBHA iHQuAmii  cmim  ysromutH 3
JOHOPOM.

Henpsawmi Butparn

Jlo OlomKeTiB TPOEKTIB BKIIOYAIOTHCS  HEMPAMI
(amMminicTpaTuBHi) BUTparn. SIKmo JOHOp He
nependadae (iHaHCYBaHHS Takux BHUTpar, DoHA
MOKPUBAE IX 13 BIACHUX JIKEPEIL.

[lepen mpUAHATTAM pIMICHHS TPO MOJAHHS 3asIBKU /
MiANKUCaHHS JO0TOBOPY 3 JIOHOpOM Ha (piHaHCyBaHHS
Ta y4acThb y KOHKypCHOMY BinOopi ®oHI NOBHHEH
BHKOHATH TaKi KPOKHU:

Other direct expenses are planned in the budget
under separate item categories based on the number
of units multiplied by the unit cost. The number of
units is determined based on the Foundation's
experience and market prices. The unit cost is
determined by market research resulting in an average
value. In case of preparing a budget for a multi-year
project, the Foundation may include an annual
inflation rate coefficient in the calculation of unit
costs, using the official state inflation forecast. The
inclusion of the inflation rate should be agreed upon
with the donor.

Indirect Expenses

Indirect (administrative) expenses are included in
project budgets. If a donor does not provide funding
for such expenses, the Foundation covers them from
its own sources.

Before making a decision to submit an application /
sign a funding agreement with a donor and participate
in a competitive selection, the Foundation must
perform the following steps:

Eran Kpox Pe3ynbTar BignosinansHuii
Stage Step Result Responsible
1 [lepeBipuTH HaPsIMK CTaTyTHOI TisTBHOCTI CraryTHi HanpsMHA NOBUHHI KepiBHuK / kKepiBHUIIS

Check the directions of statutory activity

30irartucs 3 MaitOyTHIM HaIpsIMOM
MIPOEKTY

(hiHaHCOBOTO BiAILIY,
BUKOHABUYMI JTUPEKTOP /
BUKOHABYA JIUPEKTOPKA.
Statutory areas of activity must
coincide with the future project

direction.

Head of the Financial
Department, Executive
Director.
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2 [lepeBipuTH rpaHTOBY yroxy Ha BiIIIOBiAHICT
Hal[iOHAJILHOMY 3aKOHOJIaBCTBY

Check the grant agreement for compliance with
national legislation

Vroza He CyIepeduTh CTaTyTHUM FOpuckoHCyI1bT,
HanpsiMaM 1 He BUHUKA€E PUUK KEpiBHUK / KEPiBHUIISL
M ATPHEMHAIBKOT TiSITBHOCTI (hiHaHCOBOTO BiAILITY,
BUKOHABUYMI TUPEKTOP /
The agreement does not contradict BHKOHaBYa TUPEKTOPKA.
statutory directions, and there is no
risk of entrepreneurial activity. Legal Advisor, Head of the

Financial Department,
Executive Director.

3 O3HaOMUTHCH 13 IPOIIETYPAMH Ta BAMOTAMH
JOHOpA

Familiarize with donor procedures and requirements

DoHI MOKe BUKOHATH BC1 BUMOTH KepiBHuK / kepiBHUIIS
JIOHOpa (iHaHCOBOTO BiIIiTy,
(hinaHCcoBHI MeHemKep /
The Foundation can fulfill all donor (hiHaHCOBa MEHEIKEPKA
requirements. TIPOEKTY.

Head of the Financial
Department, Executive

Director.
4 O3HAOMHUTHCH 13 TIpOIeTypaMu (piHAHCOBOTO ®DoH/T MOXKE BUKOHATH IIi YMOBHU KepiBHuk / kepiBHUIIS
3BITYyBaHHS (hiHAHCOBOTO BT,
The Foundation can fulfill these (hinancoBuil MeHeKED /
Familiarize with financial reporting procedures conditions. (inaHCOBa MEHEIKEPKa
MIPOEKTY.

Head of the Financial
Department, Project
Financial Manager.

5.2. 3anut Ha OTPUMAaHHHA HiJILOBOTO
(¢inaHcyBaHHS 3a MPOEKTAMU

OcHoBHi Jpkepena ¢dinancyBanHs DoHIY — HLTBOBI
(hiHAHCOBI HAJXOMKEHHS BijJ JOHOPIB HA BUKOHAHHS
MPOEKTIB BIAMOBITHO IO YKIAICHUX YTOI, a TaKOXK
rporioBi (OJaromiiHi) BHECKH BiJ IHIMUX IOPUIMIHUX
oci0  BINMOBIHO /0  JOTrOBOPIB  I[IJILOBOTO
(hiHaHCYBaHHS 4 O1aroAiifHOT MOXKEPTBH.

JList koHTpOMIO (PiHAHCOBUX HAAXOKECHB Bill JOHOPIB
y @oHl BCTaHOBJIEHA HWKYEONHUCAHA CHCTEMaA
3alUTy KOIITIB HA OTPUMAaHHS (IS IPUKIIALTY, Tepiof
— MiCsIIIb, iIHIIMK BiJTIOBITHO 0 YTOAX 3 JOHOPOM):
3anuT Ha IepepaxyBaHHS KOINTIB TOTYETbCA Y
BIIMOBIAHOCTI 10 yrox/Bumor JloHopa. 3amuT Ha
repepaxyBaHHs KOIITIB TOTye (piHAHCOBUI MEHEKep
/ ¢iHaHCOBa MEHEIKEPKA IPOEKTY, BIATIOBIAHO MO
nmorped y BHUTparax Ha HACTyNHHH mepiog Ta
3aTBEP/UKYE MOro y BUKOHABYOTO JHUPEKTOpa /
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5.2. Requesting Earmarked Funding for Projects

The main sources of Foundation funding are targeted
financial receipts from donors for project execution
under concluded agreements, as well as monetary
(charitable) contributions from other legal entities
under earmarked funding or charitable donation
agreements.

To control financial receipts from donors, the
Foundation has established the following system for
requesting funds (for example, a one-month period;
another period according to the agreement with the
donor):

A request for the transfer of funds is prepared in
accordance with the Donor's
agreements/requirements. The request for the transfer
of funds is prepared by the Project Financial Manager
in accordance with the expenditure needs for the next
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BUKOHABYOI JTUPEKTOPKH. 3alUT Ha MepepaxyBaHHS
KOWITIB Bif IOHOpa He MOXe OyTH OiIbIINM, HIX
BCTAHOBJICHO OIOMKETOM Ha TIEBHUH TEpMiH 1
MOTPIOHO 3a POOOYMM IUTAHOM IPOEKTY. 3a YMOBH
Y3rOIUKCHHS 3 JIOHOPOM MOMKHA BIIXHJISATHCS BiJ
oromkery.  Ilicms  3arBepmkeHHS  (iHAHCOBUH
MEHekep / (QiHaAHCOBA MEHEKEpKAa BiAMpaBisie
3alUT Ha MepepaxyBaHHs KOIITIB JOHOPY.

Skmo y pmoHopa mepenbaueHa iHIIA CHCTEMa
(¢opMyBaHHS 3amuTy OTpUMaHHSA KomTiB, @DOHA
BUKOPHCTOBYE i, ajie 3 JOTPUMAHHSIM BHYTPIITHHOTO
KOHTPOJTIO 32 PYXOM KOIITIB.

5.3. BuacHuii BHecOK B OIOKeT NPOEKTY 3a
BHMOTM cliBpiHAHCYBAHHA

BiracHuM BHECKOM BBa)Ka€ThCs (HiHAHCOBHUU BHECOK
@oHy B NPOEKT AOJATKOBO A0 KOUITIB, HAJaHUX
noHopoM. BracHuit BHecok @oHIY € YacTHHOIO
o(imiifHOTO OIOHKETY MPOEKTY, AKIIO 1€ IepeadadeHo
JOrOBOpOM 13 JIOHOpOM, 1110 BKJIFOYECHUH /IO Yromu 3
JIOHOpOM 1 TOMY € OQiliiHOK BHMOTOM. BracHwuii
BHECOK BBa)KAETHCS YACTUHOK BHECKY, PO SKHAN
®doH TMOBWHEH 3BiTyBaTH HOHOPY. Skmo PDoHm HE
3MOXE Bi/I3BITYBaTH 3a YacTUHY BJACHOTO BHECKY,
JIOHOp MOXK€ 3MEHIIUTH 3araJlbHUH OIO[KEeT Ha
€KBIBAJICHTHY CyMY.

®onx Moxke (opMyBaTH [ABAa BHIM BJIACHOIO
BHECKY — Y IpouoBiii i Herpomogiii ¢popmi.
HesanexxHo Big Buay BHECKY BiH Oyle BBaXKaTHCh
BiJIMIOBITHUM, SIKIIIO BUTPATH:
® MOXXHA MiATBEPIUTH JTOKYMEHTAIILHO;
® He € BHECKaMu B OyIb-SIKHI 1HIIUH TPOEKT,
MIATPUMAHUH M TOHOPOM;
® ¢ HeoOXimHMMH 1 OOTPYHTOBAHHUMH IS
HaJEKHOTO Ta ©()EeKTUBHOTO BHKOHAHHS
3aBJlaHb MPOEKTY;
® I03BOJICHI BIJNOBITHO JO TPaBHI MO0
BHTpAT;
e He (PIHAHCYIOTBHCA ONHUM 1 TUM K€ JOHOPOM
Ha MiJIcTaBl iHIIO1 yroau ado I0roBopy;
® BKIJIFOYAIOTHCS B Y3TOIKCHUMN OFOIKET;
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period and is approved by the Executive Director. The
request for the transfer of funds from the donor
cannot be larger than established by the budget for a
certain period and required by the project work plan.
Deviations from the budget are allowed provided they
are agreed upon with the donor. After approval, the
Financial Manager sends the request for the transfer
of funds to the donor.

If the donor has a different system for creating a
funding request, the Foundation uses it, but in
compliance with internal control over the movement
of funds.

5.3. Own Contribution to the Project Budget
under Co-financing Requirements
An own contribution is considered the Foundation's
financial contribution to the project in addition to
funds provided by the donor. The Foundation's own
contribution is a part of the official project budget if
provided for by the agreement with the Donor,
included in the agreement with the donor, and
therefore an official requirement. The own
contribution is considered a part of the contribution
about which the Foundation must report to the donor.
If the Foundation fails to report on a portion of its
own contribution, the donor may reduce the overall
budget by an equivalent amount.
The Foundation can form two types of own
cntribution — monetary and non-monetary.
Regardless of the type of contribution, it will be
considered appropriate if the expenses:
e Can be documented;
e Are not contributions to any other project
supported by this donor;
® Are necessary and justified for the proper and
effective execution of project tasks;
e Are permitted according to the rules on
expenses;
e Are not funded by the same donor under
another agreement or contract;
e Are included in the agreed budget;
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® 33JI0BOJIBHSIOTH 1HINI BHMOTH, BCTaHOBJIEHI

JOHOPOM.
BracHuM HErpoIIOBUM BHECKOM MOXYTh OyTH:
odicHi  3aKymiBii,  TOMEPETHHO  BUTOTOBIEHI

Marepianu, BHUKOpPUCTaHHS oOjamHaHHS DoHy is
MEBHOTO TIPOEKTY, BHUKOPUCTAHHS JUIS MPOEKTY
BJIACHOI'O 4y OpEH/IOBAaHOTO MIPUMIIIEHHS,
BOJIOHTEPCHKI Ta 1HIII MOCTYTH.

e Meet other requirements established by the
donor.

A non-monetary own contribution can be: office

purchases, pre-manufactured materials, use of

Foundation equipment for a specific project, use of

own or rented premises for a project, volunteer and
other services.

IlepBuHHa [OKyMeHTania Aasi nigrBepa:keHHsi Primary documentation to confirm own

BJIACHOI'0 BHECKY: contribution:

Tum BI1acHOI0 BHECKY Ouinka BapTocTi IlepBunHa JOKyMeHTALiS

Type of Own Contribution Valuation Primary Documentation

BononTepchki mocnyru CraBka BapTOCTi BOJOHTEPChKUX mocayr | Jlorosip mpo BIIPOBAKCHHS
MOBUHHA  BiAmoBimatu Tapudam 3a | BOJIOHTEPCHKOI ISUTBHOCTL 3

Volunteer services noniOHy poOOTy Ha PHHKY Ipami Ta/abo | BOJIOHTEPOM.

BcepenuHi Qonxy.

The rate of volunteer services must
match tariffs for similar work in the

[Migmucanuit Tabenb 0O0mIKy pododoro
yacy, SKHHA TIOKa3ye BiJmpanboBaHi
TOIUHM, 1 PO3PAaXyHOK CTAaBKH OIUIATH
Tpart.

Donated inventory

TOBapHO-MaTepiajbHUX I[IHHOCTEH Ha
JICHB 3[1HCHEHHSI BHECKY

BapricTs, 3adikcoBaHa B aKTi
TpuiiMaHHs-TIepeaadi
BanaHcoBa BapTiCTh, SKIIO 3amacu

MpuI0aHO 32 KOUITH iHIIAX JOHOPIB / 32
BJIACHI KOILTH

Market value of inventory as of the date
of the contribution. - Value recorded in
the acceptance-transfer certificate.

Book value, if inventory was purchased
with funds from other donors / own
funds.

labor market and/or within the
Foundation. Agreement on the implementation of
volunteer activities with a volunteer
Signed time tracking sheet showing
hours worked and the calculation of the
pay rate
[MoxepTByBaHi 3anacu PunkoBa BaprticTh | Jluct mpo noxepTBy abo AOTOBIp

Orinka CIpaBeIUBOT
nopapoBanux TMIL]

AKT npuiiMaHHA-TIepeaadi
MutHa neknapaiis y pasi HaJXOmKeHHs
4Yepe3 MUTHHUIII0

BapTOCTI

Donation letter or agreement

Valuation of the fair value of donated
inventory

Acceptance-transfer certificate.

Customs declaration in case of receipt
through customs

BiacHi xomrru

Own funds

dakTH4HA BapTiCTh BHECKIB

Actual cost of contributions

Bunmcka 3 0OanHky 1npo dakTuuHy
HasIBHICTh KOIITIB
ITepBUHHA AOKyMEHTALlisl IONO BUTpAT

3a Il KOIITH
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Bank statement indicating the actual
availability of funds

Primary documentation
expenditures from these funds

regarding

OO6nasHaHHS ChnpaBemivBa pHHKOBA BapTicTh abo
OpCHIHA BAapTICTh Ha MOMEHT BHECKY,
Equipment BCTaHOBJICHA HE3aJISIKHOIO OLIIHKOIO

Fair market value or rental value at the
time of the contribution, established by

Jlucr mpo GnmaromiliHy TOMOMOTY (SIKIIO
0yJ10 BHECEHO 0J1arofiiHUKOM)
AKTH BBEICHHS B €KCILTyaTallifo

Letter of charitable assistance
contributed by a benefactor)

(if

independent valuation

Certificates of putting into operation

CriBdiHaHCYBaHHS BiJl MapTHEPIB

Co-financing from partners

®dakTH4HI BUTpaTH

Actual expenses

Jlucr mpo OGmaroxiiiHy momomory ado
KOIIisl yTOJM YU KOHTPAKTY

BankiBchKa BUIIHCKA

Kormii mepBHHHIX TOKYMEHTIB
MeMopaHIyM Mpo CIBIPALIO.

Letter of charitable assistance or a copy
of an agreement or contract

Bank statement

Copies of primary documents
Memorandum of cooperation.

dinaHcoBuii MeHemkep / (piHAHCOBA MEHEIKEpKa
MPOEKTY TOBUHEH/HHA TIOTOAWUTU 3 JIOHOPOM TaKi

The Project Financial Manager must agree with the
donor on the following issues:

MUTaHHS: e Rules for valuing non-monetary own
® [paBWia OIIIHKK BJIIACHOTO BHECKY B contribution;
HETPOIIOBiH popmi; e List of primary documents, confirmation
® [epeNik TNEepBUHHUX JOKYMEHTIB, NpaBWIia rules if the own contribution is provided by a
MiATBEPIKEHHS, SIKIIO BJIACHUHI BHECOK HA/IA€ partner and cannot be processed in the
mapTHep 1 Horo He MOXKHAa TIPOBECTH B Foundation's accounting;
OyxrainrepcbkoMy 00Ky DoHy; e Conversion rate for the own contribution
® KypCc TIepepaxyHKy BJIaCHOTO  BHECKY, provided by partners.
HaJIaHOTO MapTHEPAMH.
VYei iHmi Bugm BmacHOoro BHecky Moxke Oyt All other types of own contribution may be
MepepaxoBaHo: converted:
e 3a xypcom HBY Ha nary HapaxyBaHHs, SIKIIIO e At the NBU rate on the date of accrual, if
HE 3aCTOCOBAaHO OJUH 3 JIBOX HACTYIHHUX neither of the two following rates is applied;
KypCiB; e At the rate established in the agreement with
® 33 KypcoM, BCTAHOBIJICHUM B YTOIIi 3 TOHOPOM; the donor;
® 3a KypCOM, 3a SIKHM PO3PaxOBYETHCS IPOEKT e At the rate used to calculate the project (only
(TiTBKM SIKOIO JOHOP BCTaHOBHUB IpaBHIIa if the donor established rules for determining
BU3HAYEHHSI Kypcy, ado B pasi 3acTOCyBaHHS the rate, or in case of applying the weighted
CepPEeIHbO3BAKEHOTO METONY ). average method).
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6. TIPABAJIA 3BITYBAHHS

6.1. dinancoBa 3BiTHICTHL 32 HaNiOHAJLHUMH

CTaHIapTaMHu
dinaHcoBa 3BITHICTH MOTpiOHA, 100 HAmaTH
KOpUCTyBayaM (YnpaBiaiHCHKOMY MepCOHAIY,

JOHOpaM, MapTHEepaM Ta iH.) Ul yXBaJICHHs pillleHb
TTOBHY, TIPAaBIMBY Ta HEyIEpemKeHy iH(OopMaIIiio mpo
(iHaHCOBHI CTaH 1 pe3yJbTaTH POOOTH.

IMpu cxmaganHi ¢iHAHCOBOI 3BITHOCTI 3arajabHOTO
npu3HaueHHs ~— DOHA  KepyeTbcsi  NPUHLUIIOM
HapaxyBaHHS, KU BU3HAYAE BiMOOpaKCHHSI TOXOIB
1 BUTpar y OyXxranTepcbkoMy oOmiKy Ta (hiHaHCOBIH
3BITHOCTI B MOMEHT iX BHHHKHECHHS, HE3aJIE)KHO BiJl
IaTH  HAOXOMKEHHS KowTiB. [l BU3HAYEHHS
(iHaHCOBOTO pE3yNIBTaTy 3BITHOTO MEPioAy MOTPiOHO
MOPIBHATH JOXOAM 3BITHOTO MEpiOAy 3 BHUTpATaMH,
3MIHCHEHUMH TS OTPUMAHHS TaKUX TOXOJIB.

Bumu dinancosoi 3BiTHOCTI DOHAY:!
e Oajanuc;
® 3BiT po (PiHAHCOBI pe3yIbTaTH.
digaHcoBa 3BITHICTH CKJIAZAETHCS HA OCHOBI JaHUX
OyXralTepchkoro oOJiKy. 3BITHHM TIEpiONoOM ISt
CKIIafgaHHs (iHAHCOBOI 3BITHOCTI € KaJICHIAPHHUH PiK.
[epen cknagaHHAM pivyHOI (hiHAHCOBOT 3BITHOCTI CJIiJ
MIPOBECTH IHBEHTapH3aLliI0 BiJIIIOBiAHO b1 (6]
HaI[iOHAJILHOTO 3aKOHO/IaBCTBA Ta TIPaBHII
[onmoxenns mpo o6ikoBy MOMITHKY DOHITY.
Piuniii iHBeHTapH3allil MiUISTraloTh:
® HEOoOOpOTHI  akTUBM  (OCHOBHI  3aco0w,
MAaJIOI[iHHI HEOOOPOTHI MarepianbHi aKTHUBH,
HeMaTepiallbHi aKTHBH);
® TOBapHO-MaTepiaJibHi  IMIHHOCTI  (3amacw,
MAaJIOL[IHHI1 Ta IIBUIKO3HOIITYBaIbHI
MIPEIMETH);

® PO3paxyHKH Ta 3000B’SI3aHHS;

® TPOIIOBI KOIITH;

® pO3paxyHKH IO MIbOBOMY (DiHAHCYBaHHIO;

® OCHOBHI 3ac00M Ta HEMaTepialdbHI aKTUBH;

® HEe3aBepUICHUH  KamiTalbHUH  PEeMOHT 1
OyiBHUIITBO;
Bepcisi: 1.0.
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6. REPORTING RULES

6.1. Financial Reporting according to National
Standards

Financial reporting is needed to provide users
(management personnel, donors, partners, etc.) with
complete, truthful, and impartial information about
the financial condition and performance results for
decision-making.

When preparing general-purpose financial reports, the
Foundation is guided by the accrual principle, which
determines the reflection of income and expenses in
accounting and financial reporting at the time of their
occurrence, regardless of the date of receipt of funds.
To determine the financial result of the reporting
period, it is necessary to compare the income of the
reporting period with the expenses incurred to obtain
such income.

Types of Foundation financial reports:
e Balance sheet;
e Statement of financial results.
Financial reports are compiled based on accounting
data. The reporting period for compiling financial
reports is the calendar year.
Before compiling annual financial reports, an
inventory must be conducted in accordance with
national legislation and the rules of the Foundation's
Accounting Policy Regulation.
Subject to annual inventory are:
e Non-current assets (fixed assets, low-value
non-current tangible assets, intangible assets);
e Inventory items (inventories, low-value and
wearing items);
Settlements and liabilities;
Cash;
Settlements on targeted funding;
Fixed assets and intangible assets;
Unfinished capital repair and construction;
Deferred expenses and accrued reserves for
future payments.
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® BUTparH MaWOyTHIX TEpiOAiB Ta HapaxoBaHi
pe3epBU MalOyTHIX IUIATEKIB.

[ndopmanis, ska HamaeTbes y (piHAHCOBUX 3BiTax,
MOBMHHA OyTH 3pO3yMUIOK 1 pPO3PaxOBaHOI Ha
OJIHO3HAuHE TIyMa4eHHs il KOpUCTyBayaMH 3a YMOBH,
0 BOHM MAaKOTh JOCTATHI 3HAHHS Ta 3alliKaBJICHI y
CHpUAHATTI 1€l iHpopmarrii.
@dinaHcoBa 3BITHICTh IMOBHHHA MICTUTH  JIHIIE
JOpeuHy 1H(OPMAIliI0, SKa BIUIMBAE HA YXBaJCHHS
pillIeHb KOPUCTYBauyaMH, JTA€ 3MOTY BYACHO OIIHUTH
MHHYJI, TENEPIlIHI Ta MaOyTHI MOAil, MiATBEPIATH
Ta CKOPETYBATH iXHi OLIHKH, 3p00JICHI B MUHYJIOMY.
dinaHcoBa 3BITHICTh NMOBHHHA OyTH OOCTOBIPHOIO.
Indopmamis, HaBenmena y (iHaHCOBIM 3BITHOCTI, €
JIOCTOBIPHOIO, SIKIITO BOHA HE MICTUTh TOMHJIOK Ta
nepeKkpydeHb, SKi 34aTHI BIUIMHYTH Ha pilICHHS
KOPHUCTYBadiB 3BITHOCTI.
[Teprmn HiX 3aIyCTUTH TPOLETYPY 3aKPHUTTS 3BITHOTO
¢inaHcoBoro mepiomy, B OyXTaiTepchKild OOMIKOBii
CUCTEMi  TOTPIOHO  TPOBECTH  HIKYCHABEICHI
KOHTPOJIbHI TPOTICTYPH:

Ilomicsiuno:

1. IlepeBipuTr TO3HAYKKM HA  BUJAICHHS
JOKYMEHTIB JIJISl YHUKHEHHSI TOMHUIIKOBOTO 1X
BHJIAJICHHS, a TaKOXK BHKOHATH
MEPETPOBEICHHS JIOKYMCHTIB JUISE
BiJTHOBJICHHS ITOCJTiIOBHOCTI TIPOBE/ICHHSI.

2. JlompoBecTH ycCi TIEpBHHHI JOKYMEHTH IO
OyXTanTepchbkoi OOIIKOBOI CHCTEMH.

3. HapaxyBaru nopatku i 300pu Ta HepeBipUTH
MPaBWIBHICTh 1X BiHECEHHS Ha BiAMOBiAHI
paxyHKH OOJIKY.

4. TlepeipuTH, OO0 10 00TIKOBOI cUCTEMH OYII0
BHECEHO BAJIOTHI KypCH CTaHOM Ha Jary
MPOBEJICHHST PO3PaxXyHKIiB Ta JaTy 3aKpHTTSI
nepiomny.

5. Ilpomectn crmucaHHs 3amaciB, BHIAHUX IS
BUKOPHCTAaHHSI Yy 3BITHOMY Tiepiomi Ta
MAJIOIIHHUX IBUIKO3HOIIIYBaHUX TPEIMETIB.

6. HapaxyBarm 3HOCy Yy OyXrainTepchbKoMy
00Ky Ta TepeBipHTH, MO0 3HOC OCHOBHHX

Information provided in financial reports must be
understandable and intended for unambiguous
interpretation by its users, provided they have
sufficient knowledge and are interested in perceiving
this information.

Financial reports must contain only relevant
information that influences users' decision-making,
allowing them to timely assess past, present, and
future events, and confirm and adjust their
assessments made in the past.

Financial reports must be reliable. Information
presented in financial reports is reliable if it contains
no errors and distortions capable of influencing the
decisions of report users.

Before initiating the procedure for closing the
reporting financial period, the following control
procedures must be performed in the accounting
system:

Monthly:
1. Check marks for deletion of documents to
avoid accidental deletion, and perform

document re-posting to restore posting
sequence.

2. Post all primary documents to the accounting
system.

3. Accrue taxes and fees and check the
correctness of their attribution to the

appropriate accounting accounts.

4. Ensure currency exchange rates as of the date
of settlements and the period closing date are
entered into the accounting system.

5. Write off inventory issued for use in the
reporting period and low-value wearing
items.

6. Accrue depreciation in accounting and verify
that depreciation of fixed assets and
intangible assets has been accrued only for
items whose useful life has not expired,;
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3aco0iB Ta HeMarepialbHUX aKTHBIB OyIo
HapaxoBaHO TITBKHU 32 TUMH 00'€KTaMH, CTPOK
KOPDHUCHOTO BHUKOPHCTAaHHS SKHX i€ He
3aKiHYMBCSA, B IHIIOMY pa3i pO3MISHYTH
notTpely JOOIIHUTH TaKi 00'€KTH a00 criucaru
ix 3 OamaHcy.

7. TlpoBecTr TEpeOIiHKY MOHETapHHUX aKTHBIB
Ta 3000B’s13aHb 3a kypcoM HBY Ha ocranniit
JIEHb MICSIIS.

8. BigHecTn Ha BUTpaTH YaCTHHY CPOPMOBAHIX
BUTpAT MaiOyTHIX MepioJiB.

Pa3 na xanenpapHuii pik:

1. TlpoBecTH 3aKkpuTTs paxyHKIB BHUTpar Yy
OyxrantepchKiil 00JiKoBill cucteMi.
2. Ilposectu HapaxyBaHHS JTOXOITiB y
OyxTantepchKiil 00iKOBil cucTeMi
3. IlpoBectu 3aKkpuTTa (PiHAHCOBUX pE3yNbTaTiB
KaJEHAAPHOTO POKY.
Hmxde HaBeneHo 3araibHI BUMOTH JIO 3BITyBaHHS 3a
HalllOHAJIbHUMU CTaHAapTaMHu.

otherwise, consider the need to revalue such
items or write them off the balance sheet.

7. Revalue monetary assets and liabilities at the
NBU exchange rate on the last day of the
month.

8. Expense a portion of generated deferred
expenses.

Once per calendar year:

1. Close expense accounts in the accounting
system.

2. Accrue income in the accounting system.

3. Close the financial results for the calendar
year.

national

General reporting requirements under

standards are provided below.

Hassa 3BiTy ®dinaHcoBa 3BiTHicTH Mikponignpuemcrsa (Popma 1-mc Ta 2-mc)
Report Title Financial Statements of a Microenterprise (Form 1-ms and 2-ms)
Iepion nonanus HlopiuHo
Period of Submission Annually

Kynu nonaerbes
Where to Submit

Opranu Jiep>kaBHOT CTaTHCTUKH
JleprkaBHa MOIATKOBA CIIyK0a
State Statistics Service Bodies,
State Tax Service

KinneBuii Tepmin

Iporsirom 60 KaneHAAPHHUX JHIB, [I0 HACTAIOTH 32 OCTAHHIM KaJICHJAPHUM JHEM 3BITHOTO (TI0AaTKOBOIO)

MOJAHHS POKy
Deadline
Within 60 calendar days following the last calendar day of the reporting (tax) year
PerynsituBHmii I1(C)BO 25 “Cupomena ¢inaHcosa 3BITHICTS”
HOPMATUBHMIi aKT NAS 25 “Simplified Financial Reporting”
Regulatory Act
dinancoBa 3BiTHICTH 3arasbHOoro mnpusHaueHHs | General-purpose financial reports are subject to an

miansarae  ayAuTOPChbKid mepeBipui (3a HAasBHOCTI
¢inancoBoi crnpoMoxkHOCTI DOHAY). AyAHTOPCHKY
MepeBipKy  piuyHOi  (PpiHAHCOBOI  3BITHOCTI  CIIiJ
MPOBOAMUTH HE Mi3Hime HiX 10 30 4epBHS POKY,
HACTYITHOTO 3a KaJICHIAPHUM. Pesynbratu

audit (subject to the Foundation's financial
capability). The audit of the annual financial reports
should be conducted no later than June 30 of the year
following the calendar year. The audit results are
transferred to the Foundation's Supervisory Board no
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ayIUTOPCHKOI TIEPEBIpKU TepemaroThess Harmsamosiit

pani @onay He Mi3HINIE HDK 4Yepe3 BiCiM
KaJIeHIapHUX MICALIB micis 3aKIHYECHHSA
KaJCHIApHOIO  POKY. Pesymprar  ayauTOPCHKOI
nepeBipku  (iHAHCOBOT ~ 3BITHOCTI  3arajJibHOTO

NpU3HAYCHHS Mae OyTH BHHECEHO Ha 3aciaHHs
3aranpHHUX 300PIB 1 3aTBEPHKEHO IIUMHU 300paMHL.
[Ipotsarom 20 xaneHIapHUX AHIB ITICIIS 3aTBEPIKCHHS
BUKOHABYMH JUPEKTOp / BHKOHABYA IHPEKTOpPKA
3abesredye myOmikaiiro (iHaHCOBOTO 3BITY Ta 3BITY
ayautopa Ha canti DoHny.

later than eight calendar months after the end of the
calendar year. The results of the audit of
general-purpose financial reports must be presented
to a meeting of the General Meeting and approved by
this meeting.

Within 20 calendar days after approval, the Executive
Director ensures publication of the financial report
and the auditor's report on the Foundation's website.

6.2. IlonaTrkoBe 3BiTYyBaHHA

6.2. Tax Reporting

6.2.1. 3Bir mnpo BuxkopuctanHsa aoxoaiB | 6.2.1. Report on the Use of Income (Profits) of a
(mpuOYTKiB) HEMPHUOYTKOBOI opraHi3aii Non-Profit Organization

®ony € HenpubyTKoBOIO opramizamiero. Momy | The Foundation is a non-profit organization. It is
MIPUCBOEHO Ko HepruOyTKoBOoCcTi 0032, assigned non-profit code 0032.

BigmoBigHo 10  HamioHaJbHOrO  momarkoBoro | According to national tax legislation, the income
3aKOHOJABCTBa, A0Xomu (mpuOyTkH) HempuOyTkoBoi | (profits) of a non-profit organization is used
opraHizamii BHKOPHUCTOBYIOTbCA BHKIIOYHO it | exclusively to finance expenditures on the
¢diHaHCyBaHHs BHMJATKIB Ha yYTpUMaHHA Takoi | maintenance of such a non-profit organization, the

HenpuOyTKOBOi opraHizanii, peanizamii MeTH (LineH,
3aBIaHb) Ta HampsMiB poOOTH, BHU3HAYEHUX i
YCTQaHOBYMMH JOKYMEHTAMH.

®doHx HE € MIATHUKOM MOJIATKy Ha MPHOYTOK.
3BiTHICTH Tpo Joxoau (mpuOYyTKH) HENpHUOYTKOBOT
opramnizarii, Ky ¢popmye DoH, i TEPMIHH 3BITYBaHHS
HaBEJICHO HIKYE.

realization of the purpose (goals, tasks) and directions
of work defined by its founding documents.

The Foundation is not a corporate income tax payer.
Reporting on the income (profits) of a non-profit
organization, generated by the Foundation, and
reporting deadlines are provided below.

Hassa 3BiTy ITopaTkoBmii 3BiT NP0 BUKOPUCTAHHA A0XOAIB (IpHOYTKiB) HeNPHUOYTKOBOI Oprauizamii

Report Title Tax Report on the Use of Income (Profits) of a Non-Profit Organization

Iepion nonanus 3a KaJeHaapHui pik

Period of Submission Per calendar year

Kynu nonaerbcst Jlep»kaBHa MMOJaTKOBA CITYK0Oa

Where to Submit State Tax Service

KinueBuii Tepmin [Ipotsarom 60 kajgeHAapHUX AHIB, [0 HACTAIOTh 32 OCTAHHIM KaJCHAAPHUM JTHEM 3BITHOTO (IIOIaTKOBOTO)

IMOJAHHA POKY

Deadline Within 60 calendar days following the last calendar day of the reporting (tax) year

PeryasiTuBHuii INopsnok ckiragaHHs MOAATKOBOTO 3BiTY PO BUKOPHCTAHHS H0XOAiB HenprOyTkoBoro doHny,

HOPMATHBHMIH aKT 3arBepmxeHnit Hakazom MinictepctBa dinanciB Ykpainu Big 17.06.2016 Ne 553

Regulatory Act
Procedure for compiling a tax report on the use of income of a non-profit Foundation, approved by the
Order of the Ministry of Finance of Ukraine dated 17.06.2016 No. 553
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BinmoBimHO 10  3aKOHONABCTBA,  HEMPUOYTKOBI
YCTaHOBH Ta OpraHi3allii pa3oM 3i 3BiTOM 000B’I3KOBO
MOJAl0Th [0  KOHTPOJIOIOUMX  OpPTraHiB  piyHy
¢inancoBy 3BiTHICTb. DPOHA OBUHEH IOTPUMYBATHCS
LUX BUMOT.

6.2.2. TlonaTok Ha qoAaHy BapTicTh

Bigmoeinno g0 wuunHOro IlomarkoBoro Kopjekcy
VYkpainu, a came Posminy 5 “Tlogartok Ha nomaHy
BapTiCTh”’, TUIATHUKOM IIFOTO TIONATKy € Oyab-sKka
ocoba, fKa TiAnATae peecTpamii SK IUIATHUK IHOTO
nonarky. Cy0’€KT rocrnoJapChKoi JisUTbHOCTI MiJISITae
00OB’S3KOBI peecTparlii TUJIATHUKOM TOAAaTKy Ha
IOoaHy  BapTiCTh, SKIIO 3arajbHa CcyMa Bifg
3MIUCHEHHS Omepalliii 3 MoCTa4yaHHs TOBAPiB/TIOCIYT,
IO MiJJIATal0Th OMOJATKYBAaHHIO MPOTSITOM OCTaHHIX
12 xajeHJapHUX MICSIIB, CYKYITHO TIEPEBHUIIYE
1,000,000 rpuBenp (0Oe3 ypaxyBaHHS TMOJATKy Ha
nofaHy  Bapricte). Taka ocoba  3000B’si3aHa
3apeecTpyBaTHci SK IUIATHUK TIONATKy B OpTraHi
JIEP’KaBHOI TIOMATKOBOI CITy’)KOHM 3a MICIIEM CBOTO
MPOKUBAHHS YU TIEpeOyBaHHS.

YkpalHChKe TOJaTKOBE 3aKOHOJIABCTBO HE Irependoavae
BUHATKIB 3 IHOTO TMpaBHWia ISl HEMPHOYTKOBHX
OpraHizarfii.

SAxmo ®onx He 37ilicHIOE oreparliid, sKi 0 MoDH
nepeBumuUTH JTiMiT y po3mipi 1,000,000 rpuBeHs, TO
BIAIIOBIAHO O YHMHHOIO 3aKOHOJABCTBA BiH HE €
TUTATHUKOM IOJIaTKy Ha nofaHy Bapticts (ITIB).
Takox @onx Moke 3miCHIOBaTH oOmeparlii, sKi
MOXYTh TIpu3BecTH 10 cruiatu I1/IB y BigmoBigHOCTI
no HopMm llomatkoBoro Kojekcy VYkpainu, 06e3
peectpauii miataukom [1IB, — nanpuxiiaza, onepanii
3 HEpE3UICHTaMH.

Y pa3i  peecrpamii tatHukom [I1JIB  Ta/abo
3[MIACHEHHS Orlepalliid, fKi TPU3BOIATH O CIUIATH
[1/IB, ®oHx MOBUHEH MOIABATH TaKi 3BITH:

According to legislation, non-profit institutions and
organizations must submit annual financial statements
to control bodies along with the report. The
Foundation must adhere to these requirements.

6.2.2. Value Added Tax

According to the current Tax Code of Ukraine,
namely Section 5 “Value Added Tax”, a taxpayer of
this tax is any person subject to registration as a
taxpayer of this tax. A business entity is subject to
mandatory registration as a value-added taxpayer if
the total amount from operations on the supply of
goods/services subject to taxation during the last 12
calendar months cumulatively exceeds 1,000,000
Hryvnias (excluding value-added tax). Such a person
is obliged to register as a taxpayer with the state tax
service body at their place of residence or stay.
Ukrainian tax legislation does not provide exceptions
to this rule for non-profit organizations.

If the Foundation does not carry out operations that
could exceed the limit of 1,000,000 Hryvnias, then
according to current legislation, it is not a
value-added tax (VAT) payer.

The Foundation may also carry out operations that
can lead to VAT payment in accordance with the
norms of the Tax Code of Ukraine, without
registering as a VAT payer — for example, operations
with non-residents.

In case of registration as a VAT payer and/or carrying
out operations that lead to VAT payment, the
Foundation must submit the following reports:

Hassa 3BiTy Jexapauisi 3 NoJaTKy Ha J0aHy BapTicTh
Report Title Value-Added Tax Declaration
Ilepiox monanus Kanengapauii Micsip

Bepcisi: 1.0. Version: 1.0.
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Period of Submission Calendar month

Kynu nonaerbes
Where to Submit

JlepxaBHa (ickanbHa ciyx0a
State Fiscal Service

KinneBuii Tepmin

Iporsirom 20 AHIB micyst 3aKiHYSHHs 3BITHOTO mepiony (Micsib)

TOJaHHA Within 20 days after the end of the reporting period (month)

Deadline

PerynsituBHmii IMopsanox cknagaHHs Ta mogaTkoBoi Jlexmapanii 3arBepmkeno Hakasom MiHicteperBa dinaHciB YkpaiHu Bix
HOPMATHBHHMH aKT 28.01.2016 Ne 21

Regulatory Act Procedure for compiling and submitting a tax return approved by the Order of the Ministry of Finance of

Ukraine dated 28.01.2016 No. 21

IMogaTtok Ha mofaHy BapTiCTh Mae OYTH CIUIAYCHO
npotsroM 10 DHIB TiCHs KIHIIEBOTO TEPMiHY HOAAHHS
JICKIapariii 3a 3BITHUI MiCSAIIb.

6.2.3. IlonaTok Ha goxoau i3 U4HUX 0Ci0

®donnm HaliMae TPAMiBHUKIB 1 TPAmMiBHUIL Ha
MOCTIMHINM Ta TUMYACOBIH OCHOBI, & TAKOXK 3ajIy4a€e Ha
KOHTPAaKTHi OCHOBI Pi3MUHUX 0Ci0.

TumuacoBo 3amy4eHi 0coOu HafarTh mociryru Ooumy
3a JIOTOBOPaMH IUBIJIBHO-IIPABOBOIO XapakTepy Ipo
HaJIaHHS TIOCIYT.

BinmoBimiHO [0 BHMOTr YMHHOTO  IOJATKOBOTO
3aKOHOAaBCcTBa, DOH[ BUCTYIIA€ TIOAATKOBUM areHTOM
3 MOJATKy Ha J0X0au (I3WYHMX OCI0 MPH BUILIATI
(mapaxyBaHHi) pI3HMX BUAIB J0XOAIB (3apoOiTHOT
IUIATH, JI0JaTKOBOIO Onara, JIOXO/1B 3a
LIUBIIBHO-TIPABOBUMH yTOJAaMH Ta 1iH.) (I3WYHEM
ocobam.

BimmoBimno pmo IlomarkoBoro kojekcy YkpaiHw,
TIOaTKOBMH areHT, SKAW HapaxoBye (BUILIAYYE,
HaJjla€) OMOAATKOBYBAHUMN JIOXi] Ha KOPUCTH IUIATHUKA
MOJaTKy, 3000B'13aHUI yTPUMYBATH MOAATOK i3 CyMHU
TaKoro JIOXOAY 3a HOTO paxyHOK, BHKOPHCTOBYIOUH
CTaBKy IOJIATKy, BU3Ha4YeHY B [101aTKOBOMY KOJIEKCI.
3BiTyBaHHS 3 TOAATKy Ha JOXOAHM (i3UYHHX OCI0
MPECTABIEHO HIKYE.

Value-added tax must be paid within 10 days after the
deadline for submitting the return for the reporting
month.,

6.2.3. Personal Income Tax

The Foundation hires employees on a permanent and
temporary basis, and also engages individuals on a
contract basis.

Temporarily engaged persons provide services to the
Foundation under civil law contracts for the provision
of services.

According to the requirements of current tax
legislation, the Foundation acts as a tax agent for
personal income tax when paying (accruing) various
types of income (salaries, additional benefits, income
under civil law contracts, etc.) to individuals.
According to the Tax Code of Ukraine, a tax agent
who accrues (pays, provides) taxable income in favor
of a taxpayer is obliged to withhold tax from the
amount of such income at their expense, using the tax
rate defined in the Tax Code.

Reporting on personal income tax is presented below.

Hassa 3BiTy
Report Title

IonaTkoBHii po3paxyHOK CyM /10X01y, HAPAXOBAHOIO0 (CIJIA4Y€HOr0) HA KOPUCTH MJIATHUKIB MOAATKIB
— (ismyHUX 0cil, i CyM YTPHMMAHOI0 3 HHX MOJATKY, a TAKOK CYM HAPAXOBAHOI0 €AMHOI0 BHECKY
Tax calculation of amounts of income accrued (paid) in favor of taxpayers — individuals, and
amounts of tax withheld from them, as well as amounts of accrued unified contribution

Iepiox monanus Kanennapauii Micsip

Bepcisi: 1.0.

Kareropisi: 1oKyMeHT 3 BIIKPUTHM /10CTYIIOM
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Period of Submission Calendar month

Kynu nonaerbes
Where to Submit

Jlep»kaBHa MoJIaTKOBA CITYK0a
State Tax Service

KinneBuii Tepmin

Iporsirom 20 AHIB mmicist 3aKiHYSHHsI 3BITHOTO Mepiony

TOJaHHA Within 20 days after the end of the reporting period

Deadline

PerynsituBHmii INopsnox 3anoBHEHHs Ta MoJaHHs €IUHOTO 3BiTY, 3aTBEpMKEHUH Haka3oM MiHicTepcTBa (iHaHCIB YKpaiHn
HOPMATHBHHUH aKT Bix 13.01.2015 Ne 4

Regulatory Act Procedure for filling out and submitting the Unified Report, approved by the Order of the Ministry of

Finance of Ukraine dated 13.01.2015 No. 4

6.2.4. €qunuii coniaJbHUN BHECOK

BigmosigHo 10 3axkoHomaBcTBa, POHI € INIATHHUKOM

€IUHOTO COL[iaJ'ILHOFO BHCCKY.

Ileti BHECOK — KOHCOJIIOBAaHWUH CTPaXOBHI BHECOK,
CHUCTEMH
3arajlbHOOOOB’SI3KOBOTO  JIEPYKABHOTO  COLIIAbHOTO
CTpaxyBaHHS B OOOB’SI3KOBOMY TIIOpSAOKY Ta Ha
PETyAspHIA OCHOBI 3 METOIO 3a0e3MeYeHHs 3aXUCTY
nepeadaYeHux

30ip SIKOTO 3IMICHIOETHCS bi (6]

¢iznuHNX  oCcid Yy
3aKOHO/IABCTBOM.

BUIIagKax,

€uHU BHECOK HApaXOBYETHCI Ha CyMY HapaxoBaHOL
3apoO0ITHOI IJIAaTH 3a BUJIAMU BHILIAT, SIKI BKITFOYAIOTh

OCHOBHY Ta [OAATKOBY 3apoOiTHY IuIaTy,

320XOYyBaJbHI Ta KOMIICHCAIIWHI BUIUIATH Ta CyMYy
BUHAroponu (i3udHUM oco0aM 3a BUKOHAHHS POOIT
LUBLUIbHO-IIPAaBOBUMHU

(HamaHHS
JIOTOBOPaMHU.

MOCIIYT) 3a

®doH/| TOBUHEH NOTPUMYBATHCh BUMOT HOPMAaTHBHUX
akTiB YKpaiHHM II[0I0 BUIUIATU €JIMHOTO COI[IaJIbHOTO

BHECKY B TIOBHOMY 00CsI3i.

[IpaBuna 3BITYBaHHS 3 €IWHOTO COIIAJIBHOTO BHECKY

MMpEeACTaBJICHO HHUXKXYC.

6.2.4. Unified Social Contribution

According to legislation, the Foundation is a payer of
the unified social contribution.

This contribution is a consolidated insurance
contribution collected into the system of mandatory
state social insurance on a mandatory and regular
basis to ensure the protection of individuals in cases
provided for by legislation.

The unified contribution is accrued on the amount of
accrued salary by types of payments, which include
basic and additional salary, other incentive and
compensation payments, and the amount of
remuneration to individuals for performing work
(providing services) under civil law contracts.

The Foundation must adhere to the requirements of
regulatory acts of Ukraine regarding the payment of
the unified social contribution in full.

Rules for reporting on the unified social contribution
are presented below.

Hassa 3BiTy
Report Title

IMopaTkoBuii po3paxyHOK CyM J0X0/1Y, HAPAXOBAHOI'0 (CIUIAYEHOr0) HA KOPHUCTD IJIATHUKIB MOJATKiB
— ¢i3myHHUX 0cid, i CyM YTPHMAHOT0 3 HHX MOJATKY, 2 TAKOK CYM HAPAXOBAHOTO €IMHOT0 BHECKY
Tax calculation of amounts of income accrued (paid) in favor of taxpayers — individuals, and
amounts of tax withheld from them, as well as amounts of accrued unified contribution

Iepiox nonanus
Period of Submission

Kanengapuauii micsin
Calendar month

Kynu nonaerbes
Where to Submit

Jlep>kaBHa MoJaTKoOBa CIryk0a
State Tax Service
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KinueBuii Tepmin [potsarom 20 kajgeHAapHUX AHIB MiCIs 3aKiHYCHHS 3BITHOTO MEPioxy

TOAHHA Within 20 calendar days after the end of the reporting period

Deadline

PerynsituBHmii INopsnox 3anoBHEHHS Ta MoJaHHs €IUHOTO 3BiTY, 3aTBEpKEeHUH Haka3oM MiHicTepcTBa (iHaHCIB YKpaiHn

HOPMATHBHHUH aKT Bix 13.01.2015 Ne 4

Regulatory Act Procedure for filling out and submitting the Unified Report, approved by the Order of the Ministry of
Finance of Ukraine dated 13.01.2015 No. 4

OxkpiM 3BiTiB, BKa3aHUX BHIIE, POHI MOXKE MMOIaBaTH
i iHII 3BiTH, SIKI PErYIIOIOTHCS 1HIIMMHU BiIOMCTBAMH
Ta/abo  MiHicTepcTBaMM  YKpaiHH,  OpraHamu
CTATHCTHUKHU.

6.2.5. BiiicbkoBuii 30ip

BinnmoBigHo nmo 3akoHOmaBcTBa, DOHA € TUTATHHKOM
BIMICBKOBOTO 300pYy.

BilicekoBuit 30ip — 30ip, SIKHI BCTAHOBIIOETHCS
TUMYacoBO, J0 HaOpaHHS YWUHHOCTI pIIICHHSIM
BepxoBHoi Pagu Ykpainu npo 3aBepuieHHs1 pedopmu
36poitanx Cwir YkpaiHu.

O0'eKTOM OIOIATKYBaHHS €:

®  3araJgbHUi MiCSIUHUH (piuHwmit)
OTIOJaTKOBYBAaHHUH JOXIiJ;
® J0XOAW YKPAlHCBKOIO  IOXOMXEHHS, SIKi
OCTaTOYHO  ONOAATKOBYIOTBCA  MiA  Hac
HapaxyBaHHs (BUIUIATH, HAJaHHSA).
[lpaBuna  3BiTyBaHHS 3  BilicbKOBOTrO  300py

MIPEACTABJICHO HUXKXYC.

In addition to the reports mentioned above, the
Foundation may submit other reports regulated by
other agencies and/or ministries of Ukraine, statistical
bodies.

6.2.5. Military Levy
According to legislation, the Foundation is a payer of
the military levy.
Military levy is a fee established temporarily, until the
entry into force of the decision of the Verkhovna
Rada of Ukraine on the completion of the reform of
the Armed Forces of Ukraine.
The object of taxation is:
e Total monthly (annual) taxable income;
e Income of Ukrainian origin, which is finally
taxed at the time of accrual (payment,
provision).

Rules for reporting on the military levy are presented
below.

Hassa 3BiTy
Report Title

IMopaTkoBuii po3paxyHOK CyM JA0X0AY, HAPAXOBAHOI'0 (CIUIAYEHOI0) HA KOPHUCTh MJIATHUKIB MOJATKIB
— ¢iznyHuUX 0cid, i CyM YTPHMMAHOI0 3 HHX MOJATKY, 2 TAKOK CYM HAPAXOBAHOIO €AMHOI0 BHECKY
Tax calculation of amounts of income accrued (paid) in favor of taxpayers — individuals, and
amounts of tax withheld from them, as well as amounts of accrued unified contribution

[epiox monanus
Period of Submission

Kanennapauit Micsin
Calendar month

Kynu nopaerncs JlepkaBHa MOIaTKOBA CIIyX0a

Where to Submit State Tax Service
Kinnesuii Tepmin Iporsirom 20 kaneHAaPHUX JHIB MICJIS 3aKiHUSHHS 3BITHOTO MEpioxy
MOXAHHSA Within 20 calendar days after the end of the reporting period
Deadline
PerynsituBHMii [opsoxk 3armoBHEHHS Ta MOAAHHS CIMHOTO 3BITY, 3aTBEpKEHUI Haka3oM MiHicTepcTBa (iHaHCIB YKpaiHu
HOPMATHBHMIA aKT Bix 13.01.2015 Ne 4.
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Procedure for filling out and submitting the Unified Report, approved by the order of the Ministry of
Finance of Ukraine dated 13.01.2015 No. 4.

Oxpim 3BiTiB, BKa3aHux Buille, ®oHa MOXe TIOAaBaTH
1 1HIIT 3BIiTH, SIKI PETYIIOIOTHCS 1HIIUMHA BiIOMCTBAMHU
Ta/abo  MiHicTepcTBaMM  YKpaiHH,  OpraHamu
CTaTUCTHUKHU.

6.3. 3BiTHiCTBH 32 MpoeKTAMH

6.3.1.3araabHi BUMOTHY

Bumorn momo oOmiky Ta 3BITHOCTI 3a MPOEKTaAMH
OMHCYIOTHCS Y BIAMOBIMHIA yromi Tpo HaTaHHSI
¢inaHCyBaHHS 3a TPOEKTOM. [[i BUMOTHM BKIIIOUAIOThH
¢bopMu Ta 3BiTH, IO MAalOTh 3allOBHIOBATUCS Ta

TOTYBaTWCh, a TaKOXK TMEPIOAWYHICTh IXHBOTO
HiIIFOTYBaHHSI Ta I[pUHOWNA, 3a SAKUMH BOHHU
TOTYIOTBCSL.

DiHaHCOBY 3BITHICTH 3arajbHOrO Npu3HadeHHs DoHI
TrOTye B YKpaiHCHKHX TPUBHAX [UIA JICPXKaBHUX
¢ickanpHUX oOpraHiB, a (iHAHCOBY 3BITHICTH 3a
MPOEKTAMH y JToJapax / €Bpo / IHITUX BATFOTaX — IS
TIPEICTABICHHS MiXHAPOIHUM TapTHEpaM/IOHOPaM.
Jnist y3rofKeHHsT BUTPAT, BKIIIOUYEHHUX A0 (iHAHCOBOT
3BITHOCTI 3arajbHOTO TPH3HAYEHHS, 3 BHUTPATaMH,
BioOpakeHNMH Y (PiHAHCOBHUX 3BiTaxX 3a MPOEKTAMH,
BUTpaTH, BKJIIOYEHI JO (iHAHCOBOI  3BITHOCTI
3arajJbHOTO NMpHU3HAYEeHHs, Mae OyTH MEepepaxoBaHo i3
3aCTOCYBaHHSIM OOpPaHOTrO METONy [UIi KOXKHOTO
IIPOEKTY.

3BiTH TpPO BHUKOPUCTAHHS KOWITIB  MONAIOTHCS
JOHOpaM Ta MapTHEpaM y BaJIIOTI, SIKY 3aTBEPIXKEHO B
yroai mpo HagaHHS TpaHTy. HaaxomkeHHS KOMITIB
BiIOYBA€THCS B Till BaJIOTI, SIKYy BKa3aHO B YTOJli PO
HajaHHs TpaHTy. Butparu B @onai 301HCHIOIOTHCA, SIK
B YKpaiHCBKMX TPUBHSAX, TaK B 1HO3EMHIN BaIIOTI.
BuTpati KOWITIB KOXXHOTO TpaHIIy 3a MPOEKTOM
MEPEePaxoByOTBCS Yy 1HO3EMHY BaJIOTY 3a KypcoM
oOMiHy, IO Jli€ HA MOMEHT orfeparlii 3 00MiHy BaJOT
32 KOOKHUM OTPUMAaHHUM TPAHIIEM.

diHaHCOBI 3BITH JOHOPaM NPO LiTbOBE BUKOPUCTAHHS
xomTiB PoHA popMye Ha OCHOBI MPUHLMUILY OOJIKY

In addition to the reports mentioned above, the
Foundation may submit other reports regulated by
other agencies and/or ministries of Ukraine, as well as
statistical bodies.

6.3. Project Reporting
6.3.1.General Requirements

Requirements for project accounting and reporting
are described in the respective funding agreement for
the project. These requirements include the forms and
reports to be completed and prepared, as well as the
frequency of their preparation and the principles
under which they are prepared.

The Foundation prepares general-purpose financial
statements in Ukrainian Hryvnias for state fiscal
authorities, and project financial statements in
dollars/euros/other currencies — for presentation to
international partners/donors. To reconcile the
expenses included in general-purpose financial
statements with the expenses reflected in project
financial reports, the expenses included in
general-purpose  financial statements must be
converted using the method chosen for each project.

Reports on the use of funds are submitted to donors
and partners in the currency approved in the grant
agreement. Receipts of funds occur in the currency
specified in the grant agreement. Foundation
expenditures are made both in Ukrainian Hryvnias
and in foreign currency. Fund expenditures of each
project tranche are converted into foreign currency at
the exchange rate valid at the time of the currency
exchange transaction for each received tranche.

The Foundation generates financial reports to donors
on the targeted use of funds based on the principle of
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KaCOBUX HAJXO/PKEHb 1 BHTpAr, L0 SBJISIE COOOIO
3arajibHy OOIIIKOBY OCHOBY, fIKa Bigpi3HSAETBHCA BiX
OyXranTepchKkoro oOIMiKy. 3TiIHO 3 UM TPUHITUIIOM
00JTIKY, OXiJ BHU3HAETHCS MIpOKO OTPUMAaHHSI, a He

Miporo  HapaxyBaHHA. DiHaHCOBI  3BiTH

BUKOPUCTAHHS KOIITIB OymyTh BIAPI3HATHUCH BiJ
(hiHaHCOBOT 3BITHOCTI 3arajJbHOTO IIPH3HAYCHHS,
OCKIJIbKHM 3araiibHa (piHaHCcOBa 3BiTHICTH QoOpMyeETHCS
Ha OCHOBI NMPUHIMITY HapaxyBaHHA. s dopmyBaHHs
(hiHaHCOBHX 3BITIB MPO BUKOpHUCTAaHHA KOmTiB DoHI
MOXK€ 3aCTOCOBYBATW IHIIWH TNpHHOUI OONIKYy 3a
BHMOTOIO JIOHOPA, ajie e CIIiJl 3a3HaYUTH B TPAaHTOBIH

yromi.

3BITHICTH 3a TPOEKTOM IMOBHHHA IiITBEPIKYBATHUCS
¢biHaHCcOBHX
JIOKYMEHTIB, SIKIIO IOTO BUMAara€ yrojaa 3 JOHOPOM.
Cremiarmict(ka) 3 JOKYMEHTOOOITY CKaHy€e OpHUTIHAIH

KOITisSIMH/CKaHAMH MIEPBUHHUX

JOKyMEHTIB  IlepeA  THM, SK IepeJaBaTH

roJIoBHOMY/iii Oyxrantepy/ui. OpuriHanu nepBUHHUX
JOKYMEHTIB 3a BCiMa TPOEKTaMH 30epirarorecsi y

(iHaHCOBOMY BiAILIi OpraHizarii.

Yci (hiHaHCOBI 3BiTH, HEOOX1HI JIJIi BUKOHAHHS LIIJICH
(inaHCOBI

MIPOEKTY, MYCATb HiATOTyBaTH

MeHeKep(K)H  TPOEKTIB 32  IMOTOHKCHHSIM

KEepIBHUKOM/UIICI0 (piHaHCOBOTO Bimminy. [lepen Tum,
AK HaJICWJIaTH iX JOHOpaM, iX Mae 3aTBEpIUTH
BHKOHABYa IHUPEKTOpKAa / BUKOHABUWH mupektop. Jlo
BiJnpaBiicHHS (PiHAHCOBUX 3BITiB HEOOXiHO 3BIpUTH
3aJMIOKM Ha OaHKIBCBKOMY paxyHKy / y Kaci 3a
BIJIMOBITHUM TIPOEKTOM 13 JaHWMH, BKa3aHUMHU Y
¢iHaHCOBOMY 3BITI 3a TNpaBWIaM{d BKa3aHUMH Y

11.6.3.3. “3BipKa nepes 3BiTyBaHHSM JOHOPY .

SIKIIO 1HIIOTO HE 3a3HAa4YeHO B Yrofdi 3 JOHOPOM,
3alUCH Ta TEPBUHHI JIOKYMEHTH, IO CTOCYIOThCS
MPOEKTY, MAaIOTh 30epiraTuch MPOTATOM S5 POKIB.
BinmoBimansHuM 3a 30epeKeHHs BCiX JTOKYMEHTIB 3a
MIPOEKTaMH, KpIM TIEPBUHHUX, € KEPIBHUK / KEPIBHHUILT

(hiHaHCOBOTO BiIILITY.

[Ipu mogaui ¢inaHCOBOI 3BITHOCTI AOHOpPaM Ta SKIIO
BaJIOTOI0 TPOEKTY HE € YKpaiHChKi TPUBHI, BCi
TPaH3aKIli CITiJT IEPEBECTH Y BATIOTY IIPOEKTY/TPAHTY

3 BUKOPUCTAHHAM TaKUX MCTOZ[iBZ
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cash receipts and disbursements accounting, which
represents a general accounting basis different from
accrual accounting. Under this accounting principle,
income is recognized upon receipt, not accrual.
Financial reports on the use of funds will differ from
general-purpose financial statements, since general
financial statements are formed on an accrual basis.
To generate financial reports on the use of funds, the
Foundation may apply a different accounting
principle at the donor's request, but this should be
specified in the grant agreement.

Project reporting must be supported by copies/scans
of primary financial documents if required by the
agreement with the donor. The Document Workflow
Specialist scans the original documents before
handing them over to the Chief Accountant. Original
primary documents for all projects are stored in the
organization's financial department.

All financial reports necessary to fulfill the project
goals must be prepared by Project Financial
Managers in coordination with the Head of the
Financial Department. Before sending them to
donors, they must be approved by the Executive
Director. Before sending financial reports, it is
necessary to reconcile balances on the bank account /
in the cash desk for the respective project with the
data specified in the financial report according to the
rules specified in clause 6.3.3. “Reconciliation before
reporting to the donor”.
Unless otherwise stated in the agreement with the
donor, records and primary documents relating to the
project must be retained for 5 years. The Head of the
Financial Department is responsible for the
preservation of all project documents, except primary
ones.
When submitting financial reports to donors, and if
the project currency is not Ukrainian Hryvnias, all
transactions should be converted to the project/grant
currency using the following methods:

e FIFO method (first in first out)
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e wmerog FIFO (ammmn. first in first out —
MePIIUil PUIIIOB, PN BUMIIOB)
® HIWI MeToJH 3a BHMOIOK JIOHOpa Ta 3a
Y3TOKEHHSIM i3 BHKOHABYHM/ OO
TUPEKTOPOM/KOIO.
Mero mepepaxyHKy BCTaHOBIIOETbCS Ha MOYATKY
MIPOEKTY 1 HE 3MIHIOETHCS A0 ¥oro kinms. KepiBHuk /
KepiBHUI (iHAHCOBOTO BiAILTY IMONA€E peKOMEH AL
00 [BOTO IMHUTAHHS BUKOHABYOMY JUPEKTOPOBI /
BUKOHaBYill JupekTopui. BuxonaBumii nupextop /
BHKOHABYA JIUPEKTOPKa (hIKCye METOI| MepepaxyHKy B
Haxka3zi po peasizariito mpoexTy.

6.3.2.MeToqu mepepaxyHKy aJasi crenudpiyHmx
onepauiii 1y ¢piHaHCcOBUX 3BIiTIB JOHOpPaM

e Another method at the donor's request and in
coordination with the Executive Director.

The conversion method is established at the start of
the project and does not change until its end. The
Head of the Financial Department provides
recommendations on this issue to the Executive
Director. The Executive Director records the
conversion method in the Project Start Order.

6.3.2.Conversion Methods for Specific Operations
for Financial Reports to Donors

MePEMIIIICHUX
Ta/abo
DoHpny
from other

own funds

IHIIMX TPOEKTIB y TpPHUBHI
BIIACHHX

Receipt of transferred funds

Hryvnia and/or Foundation's

Curyaunis IIpaBuia BUKOPHCTaHHS KypCy
Situation Rules for Using the Exchange Rate
1 2
1 Hanxomxenns 1. Ilpu BuKOpHCTaHHI y 3BITyBaHHI METONy IepepaxyHKy BuTpar y Bamory — FIFO: 3a

(dakTHUHUM OaHKIBCHKUM KypcOM OOMiHY BaJIOTH IIOTOYHOTO TPAHILY BiJ IOHOpA, 32 PaXyHOK
KOLITIB SIKOTO 3/1if{CHIOEThCS TOBEPHEHHS 3aMI03MYEHHX KOLITIB.

2. Ilpu BHKOpPHCTaHHI Yy 3BITyBaHHI IHIIMX METOAIB MEPEPaxyHKYy BUTpPAT y BaJIOTYy: 3TiTHO 3
BHMOTaMH JIOHOpA JI0 OOJIIKY OTeparii.

HermoBepHyTi KOIITH BiAIIOBIHO /IO MEpEMilleHb: Ha KOXKHY 3BITHY JaTy IPOEKTY 3allOBHIOETHCS
peecTp 3aro3nudeHb, 1e 00O0B’SI3KOBO BKAa3yeThCs CyMa 3allO3W4eHb 3 iHIIOro Mpoekty. (JlomaTok
3).

1. When using the FIFO expenditure conversion method in reporting: at the actual bank exchange
rate of the current donor tranche, from which borrowed funds are returned.

2. When using other expenditure conversion methods in reporting: according to donor
requirements for accounting operations.

Unreturned funds according to transfers: on each project reporting date, a register of borrowings
is filled out, which necessarily specifies the amount borrowed from another project. (Appendix 3).

TToBepHEHHS KOLITIB
Return of funds

TToBepHEHHS KOLITIB IIPOEKTY, 3 SIKOTO BiIOyBaIOCh 3alI03MYEHHS, 3[ICHIOETHCS Y TPUBHSX.
Jlo3BOIIsIETBCS HE MPOJABATH KOIUTH, HEPEMIlleH] 3 BIACHOTO PaxyHKy i KOMIIEHCOBaHi JOHOPOM
SIK 1e0iTOpChKa 3a00proBaHiCTh.

The return of funds to the project from which borrowing occurred is carried out in Hryvnias.
It is permitted not to sell funds transferred from the own account and compensated by the donor
as accounts receivable.
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Transfer of funds to a | The exchange rate used on the date of transferring these funds according to the established
supplier method for the project is applied.

IloBepuenns xomriB Bix | IIpu moBepHEHHI KOMITIB Bif MOCTadalbHUKA Ha PO3PAXyHKOBHH PaxXyHOK Ta B IOJAJIBIIOMY,
MOCTaYaIbHUKA — | BUTpaTH IMX KOIUTIB 3 BHKOPHUCTAHHSAM BH3HAYEHOTO METOXY BCTAHOBICHHS KypcCy, SIKUH
BiZTOOpa)KeHHSI JOXOIY BUKOPHCTOBYBABCS Ha JIaTy MepepaxyBaHHs [IMX KOIITIB II0CTAYaIbHUKY.

Return of funds from a | Upon the return of funds from a supplier to a settlement account and subsequently, expenditure of
supplier — income | these funds using the specified rate-setting method used on the date these funds were transferred
reflection to the supplier.

HanxomkeHHss  BifcOTKiB, | IIpu HaJXOKEHHI BiZCOTKIB, HapaxOBaHHX Ha 3QJIMIIKU KOILITIB HAa PO3PaxXyHKOBUX HMPOEKTHHX

HapaxOBaHUX Ha 3aJIMUIIKH
KOIITIB Ha PO3paxyHKOBHX
paxyHKax Ta 3a JeTo3UTaMHi

Receipt of interest accrued

paxyHKax Ta 3a JeTI03UTaMH 3acTocoByeThcs Kypc HBY Ha naTy HaJaXoIDKeHHS IIUX BiJCOTKIB Ha
PO3paxyHKOBHUII paXyHOK IPOEKTY.

Koy, mo HamidnuM sSIK BiJCOTKHM 3a NEMO3UTHUMHU paxyHKaMH Ta/a0o sK 3aJHMIIKH KOLITIB Ha
paxyHKax, Ma€ OyTH BUKOPHUCTAHO TUIBKH Ha MPOEKT, 3a SKAM OyJI0 OTPUMAHO BiZICOTKH. YTOIOI0
MoOXe OyTH BCTAaHOBJIIEHO TIOBEPHEHHS HApaxOBaHUX BIJCOTKIB JOHOpY. Bumorm mioxo
BHUKOPHCTaHHS HapaxOBaHUX BIICOTKIB CNiJ Yy3TOAMTH 3 JOHOPOM, SIKLIO iHIIE HE BCTAHOBJICHO
YTOJIO00.

Upon receipt of interest accrued on fund balances on project settlement accounts and deposits, the
NBU exchange rate on the date of receipt of this interest to the project settlement account is
applied.

Funds received as interest on deposit accounts and/or as fund balances on accounts must be used
only for the project on which the interest was received. An agreement may stipulate the return of
accrued interest to the donor. Requirements regarding the use of accrued interest must be agreed
with the donor unless otherwise established by the agreement.

on fund Dbalances on
settlement accounts and
deposits

Burpara KOIITIB, K1
HaJIAIUIA K BIICOTKHA
Expenditure ~ of  funds

received as interest

Butpara nux xomriB i3 BHKopHcTaHHSAM Kypcy HBY 3a meromom, sikuif BUKOPHCTOBYETHCS 32
npoekroM (FIFO) ta/abo 3a kypcoM, BUSHaUEHUM YTOIOIO 3 JOHOPOM.

Expenditure of these funds using the NBU exchange rate according to the method used for the
project (FIFO) and/or at the rate defined by the agreement with the donor.

3aKpUTTS BUTpAT, 32 SIKUMHU
BiICYTHE (hiHAHCYBaHHS, —
nebiTopchka 3a00proBaHiCTh
JIOHOPA, rpoiri HE
3aM03UYAIIICh HA IIPOEKT

Closing of expenses without
funding — donor accounts
receivable, money was not
borrowed for the project

IIpm po3paxyHKy 3a cepeqHiM KypcoM 3aCTOCOBYEMO CEPEAHIH Kypc, po3paxoBaHHH, BUXOIIIH 31
BCIX oOrepalliit mponaxy i HaaXOMKeHb Y IbOMY 3BITHOMY TIE€pioi.

IIpu pospaxynky 3a merogom FIFO BuxopucroByemo kypc HBY Ha nary moHeceHuX BHTpaT.
SIKIIo 10 aTH 3BITYBaHHS KOLITH HaIiHILIM BiJ JOHOpa, TO (hiHaHCOBHII MeHeIDKep / (iHaHCOBA
MEHeDKepKa ITOBHHEH/Ha MOTOANUTH TEPMIHOBHH IPOAAXK BATIOTHUX KOLITIB i3 TOJOBHHM/HOIO
OyXranTepoM/KOIO i 3aKPUTH 3BIT JIOHOPY 32 KypCOM IbOTO IIPOJAXY.

V pa3i BUKOpUCTaHHS KypCy, BCTAHOBJICHOTO JIOHOPOM, HOTO BU3HAYAE JOHOD.

When calculating at the average rate, we apply the average rate calculated based on all sales and
receipt transactions in this reporting period.

When calculating using the FIFO method, we use the NBU rate on the date of incurred expenses.
If funds arrived from the donor before the reporting date, the Financial Manager must coordinate
an urgent sale of foreign currency funds with the Chief Accountant and close the report to the
donor at the rate of this sale.

In case of using a rate established by the donor, it is determined by the donor.

Omnnara BuTpar abo KOIITIB
SIK  BIACHHH  BHECOK 3
PO3PaxyHKOBOI'O  PaxyHKY
inmoro mnpoekty Doumy,
SKIIO KOIITH HaAifiuui B
pe3yaBTaTi IPOAAXKy BaIIOTH

3acTOCOBY€THCS KypC, BU3HAUEHHH) 32 METOIOM MPOEKTY, JUIS IKOTO HATAETHCSI BIACHUH BHECOK.
Jln1s1 BTacHOTO BHECKY 3 IHIIMX IPOEKTIB 3aBXKIN HANAIOTHCS YKPAaiHCHKI TPUBHI.
Kypc Moxe OyTH y3rokeHO yroJolo 3 JOHOPOM.

The rate determined by the method of the project for which the own contribution is provided is
applied.
For own contributions from other projects, Ukrainian Hryvnias are always provided.
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Payment of expenses or
funds as own contribution
from the settlement account
of  another  Foundation
project, if funds arrived as a
result of foreign currency
sale

The rate may be agreed upon by an agreement with the donor.

Omnnara BUTpaT abo KOIITIB,
SK BIACHHUH BHECOK, 3
PO3paxyHKOBOTO  paxyHKY
iHmoro mpoekry DoHxy,
SKIIO KOLITH 3aiIlIf Bijg
JIOHOPIB Ta BJIACHHUX KOIITIB
B YKpPaTHCHKUX TPHBHSX

applied.

Payment of expenses or
funds, as an own
contribution, from  the
settlement account of

another Foundation project,
if funds came from donors
and own funds in Ukrainian
Hryvnias

3acTOCOBY€THCS KypC, BU3HAYEHHHI 32 METOIOM MPOEKTY, JUIS IKOTO HAAETHCSI BIACHUH BHECOK.
Kypc Moxe GyTH y3rokeHo yrofoo 3 JOHOPOM.

The rate determined by the method of the project for which the own contribution is provided is

The rate may be agreed upon by an agreement with the donor.

6.3.3. 3Bipka nepen 3BiTYBaHHSIM I0HOPY

[lepen momadero 3BITHOCTI JOHOpaM (QiHAHCOBHI
MeHemkep / (PiHaHCOBa MEHEKEPKA MPOEKTY 3Bipsie

naHi MK (IHAHCOBOK  3BITHICTIO  JIOHOPY
(TpaH3akmiiHUH CITUCOK Ta/abo 3arajJibHUNA
¢iHaHCOBHH 3BIT) Ta TIOTOYHMM OaHKIBCHKUM

PaxyHKOM 32 TIPOEKTOM.
[Micnst cknamaHHs (PIHAHCOBOTO 3BITY 32 IMPOEKTOM
¢dinancoBuii MeHemkep / (iHaHCOBa MEHEIKEpKa
MPOEKTY BH3HAYAE 3AIMIIOK KOIITIB 32 MPOEKTOM.
Leit 3anumok Tpeda 3BIpUTH 3 JAaHUMH 3 TOTOYHOTO
0aHKIBCBKOTO  paxyHKy 3a TPOEKTOM. 3Bipka
BiOyBaeThcsi 3 OyXraJlTepchbKUMH  paxyHKamu
«baHKIBCBKI PaxyHKH», OCKIJIbKH (PIHAHCOBI 3BITH
JIOHOpaM (OPMYIOTHCS 32 KACOBHM METOIOM.

3Bipka mpoBoauThCcAa 3a ¢opmoro Jlomatok 5
(PexoHcHusIisl) 10 i€l TOMITHKH. AKT 3BIpKH
MMOBMHEH BPAaXOBYBaTH BCi CYMH BXiJHHX Ta BUX1JTHUX
3QIAINTKIB HA TIOYaTOK Ta KiHEIb IMEepiogy Ta CyMH
000pOTiB 3a mepion (Micsub / KBapTal / iHIIMH mepion
BIIMIOBIIHO /0 TpaBWJI TIOAAaHHSA 3BITHOCTI, IO
BCTAHOBJICHI B yTofi Npo ¢GiHaHCYBaHHS IPOEKTY).

6.3.3. Reconciliation Before Reporting to the
Donor

Before submitting reporting to donors, the Project
Financial Manager reconciles data between the
financial reporting to the donor (transaction list
and/or general financial report) and the current bank
account for the project.

After compiling the financial report for the project,
the Project Financial Manager determines the fund
balance for the project. This balance must be
reconciled with data from the current bank account
for the project. Reconciliation is carried out with the
"Bank Accounts" accounting accounts, since financial
reports to donors are generated using the cash
method.

Reconciliation is conducted according to the form
Appendix 5 (Reconciliation) to this policy. The
reconciliation act must take into account all amounts
of incoming and outgoing balances at the beginning
and end of the period and amounts of turnover for the
period (month / quarter / other period according to
reporting rules established in the project funding
agreement).
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Yci  BIAXWICHHS/PO30DKHOCTI  CITiJi TMOSCHUTA U
Bi0Opa3uTH B il PopMi.
[Ticast miATOTOBKH 3BIpKY 3aTBEPIKY€ BHKOHABUHMA
JMPEKTOp / BUKOHABYA TUPEKTOPKA.
SIKIII0 MOHITOPUHT BUSBJISIE, 110 BUTPATH 33 IPOEKTOM
HE BKJIIOUEHO B OIOIKET, ane (PakTHYHO 3[IHCHEHO,
(dinancoBuii MeHemkep / (iHaHCOBa MEHEIKEpKa
MPOEKTY BHU3HAYa€, J03BOJICHI BOHHU (HANPHKIAL,
SIKIIIO BOHU BXOJWJIH J0 OIOJKETY, ajie TIOMUJIKOBO HE
OyJv BKJIFOUEHI B MIOMICSYHUHN OIOMKETHUH IIaH) 9d
Hi.
SIK1mo Heo3BOJEHI BUTpaTH OyaH y 3BITHOMY Iepiofi,
¢inaHcoBuii MeHemkep / (QiHaHCOBa MEHEIKepKa
MPOEKTY BHUBYAE OOCTABUHHU IIMX BUTPAT, BH3HAYAE
BIJIOBIIaIbHUX 1 HAJA€ BUKOHABYOMY JUPEKTOPY /
BHUKOHABYIH TUPEKTOPIIi BCIO HEOOXiMHY iH(pOpMaIlito.
3ale)XHO BII XapakKTepy HEIO3BOJICHWX BUTpAT
BUKOHABYMIA JUPEKTOp / BHKOHaBYAa JIMPEKTOPKA
YXBaJIIO€E PillICHHS:
e nozxat (iHaHCOBOMY/iil MEHemKepy/Li 3aruT
Ha X 3aTBEPIPKCHHS JIOHOPOM, SIKIIIO [LOTO HE
3po0NIeHO paHilie;
® JIaTH JIO3BIJ HAa MOKPUTTS BUTPAT i3 BIACHUX
HaaxomkeHb DOHY (SKIIO BOHU €)i BiIMOBH
y iX 3aTBEepIHKECHHI TOHOPOM.

7. MMPOLIEAYPH
KOHTPOJTIO

BHYTPIIIHbBOI'O

7.1. KoHTpPo/b 3a BUKOHAHHSIM KOHCOJIiIOBAHOIO
O101:KeTy

KoHTponb 3a BUKOHAHHSIM KOHCOJ1I0OBAaHOTO OIOIKETY
NPOEKTIB  3AIMCHIOE  KEpiBHUK /  KepiBHHLS
(iHAaHCOBOTO BiAAUTY Ta BUKOHABUMK AHPEKTOp /
BUKOHABYA JIMPEKTOPKA.

@®onx 3AiHCHIOE BUTPAaTH KOIITIB OIOIDKETY y MEXax
BCTAHOBJIIEHUX  OFOMUKETOM  JIIMITIB, alje  He
nepesuiryodn Mmakcumymy B 100,0% Bin 3arampHOL
CyMH 3a OyIb-sIKUM ITyHKTOM CTarTi Oro/pkeTy. SIKimo
i 9ac BUKOHAHHA CTPATETIYHUX HANPSIMiB/IPOEKTIB,
BHHHKAE HEOOXITHICT, TICPCBUIICHHS BKa3aHOTO

All deviations/discrepancies must be explained and
reflected in this form.

After preparation, the reconciliation is approved by
the Executive Director.

If monitoring reveals that project expenses are not
included in the budget but were actually incurred, the
Project Financial Manager determines whether they
are allowable (e.g., if they were in the budget but
mistakenly not included in the monthly budget plan)
or not.

If disallowed expenses occurred in the reporting
period, the Project Financial Manager investigates the
circumstances of these expenses, identifies those
responsible, and provides the Executive Director with
all necessary information.

Depending on the nature of the disallowed expenses,
the Executive Director makes a decision:

e Submit a request to the donor for their
approval to the Financial Manager, if this was
not done earlier;

e Give permission to cover expenses from the
Foundation's own receipts (if any) and refuse
their approval by the donor.

7. INTERNAL CONTROL PROCEDURES

7.1. Control Over Execution of the

Consolidated Budget

the

Control over the execution of the consolidated project
budget is carried out by the Head of the Financial
Department and the Executive Director.

The Foundation spends budget funds within the limits
established by the budget, but not exceeding a
maximum of 100.0% of the total amount for any
budget line item. If, during the execution of strategic
directions/projects, there is a need to exceed the
specified maximum due to new unforeseen
circumstances or other organizational necessity, it is
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MakCUMyMy BHACJIIJOK HOBHX HENEPea0aYeHUX
oOcTaBuH a00 iHIIOI Oprani3aIiiiHOi HEOOXiJTHOCTI,
MOXJIMBO 3IIMCHUTH TEPepo3NONil MK CTaTTSIMH

OIOIDKETY 32 TaKOO MPOLIEYPOIO:
e (inancoBuii  MeHemxep /

Oromxkety (moBibHA (hopMa)

® BIIMOBIAHO O MOTPed TaKWX 3MiH BiH/BOHA
BIMOBIZIa€ 3a BCi 3ampOIOHOBAaHI 3MIHH 1
nojae iX Ha pO3DVISLN KepiBHUKY/KEpiBHUII

(hiHAHCOBOTO BiJIiITY.

e KepiBHuk / kepiBHHIA (DiHAHCOBOTO BIAMITY
3alpOIIOHOBAaHUMHU

03HaNOMIIIOETBCS 3
3MiHAMH, BHOCUTH

3ayBa)KeHHS/KOMEHTapi (3a HeoOXimHOCTi) i
roa€  TPOIO3UIIl IMIOMO  TEePEepPO3MOILTY
KOIITIB Ha PO3TIIsA BUKOHABYOTO AUpEKTOpa /
JTHUPEKTOPKH, a HOTIM

BHUKOHABYO]1

3aTBEepIKEHI 3MiHH TTOIAfOThCS

MOTOIKEHHS JoHOpa. SIKIMIo cyma OIOmKeTy
TUIBKH
MEePepo3NoAT KOMTIB MK OHOIKETHUMHA
crartsiMd  (ICHYIOUMMH  Ta/a00 HOBUMH)

HE  3MiHWJIace, a  BigOyBcd

JIOCTAaTHBO IOTOKEHHS JIOHOpA
JIOIIOMOTOK0 3ac00iB €JNIEKTPOHHOTO
JUCTYBaHHSI  a00 TUIAXOM  MiAIHCAHHS

JoaTKoBo1  yroam). SKmo 3aranpHa cyma
OIO/DKETY TIPOEKTY 3MIHMJIACh, II0 3MiHY
TAaKOXX 3aTBEPIKYy€ BUKOHABUMH ITUPEKTOpP /
BHKOHABYA JMPEKTOpPKa cBOIM HakazoM. Kormist
JHcTa / I0JaTKoBa yrofa Mpo Hepepo3monil
Ta ¢dopMa TEepepo3nonidy crareil OromKeTy
JOKJIAZaoThea 70 odimiifHOTO  OIOmKEeTY
npoekty. Ha OCHOBI yxBaJleHOTO pillIeHHS
KepIiBHUK/UI (hiHAHCOBOTO BiNJiy BHOCHUTH

3MiHH JI0 KOHCOJIITOBAHOTO OIOKETY.
Kontponr 3a  BHKOHAHHSIM
OromKeTy  3IIMCHIOE  KepiBHHK  /

BHKOHABYA TUPEKTOPKA.

SIKmo BMHUKAE HEOOXiTHICTh MEPEPO3MOALTY KOLITIB
OIO/DKETY  BHACIHIZOK HOBHX
HenepeabaueHNX 0OCTaBHH abo iHIIOI opraHi3ariitHoi

a/IMiHICTPaTUBHOTO
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¢inancosa
MEHEeKEpKa MPOEKTY 3aOBHIOE JIUCT 3MiH JI0

aJIMiHICTPAaTHBHOTO
KepiBHUIIS
(biHAaHCOBOTO BIiAMUTY Ta BUKOHABUMN AHPEKTOp /

possible to reallocate funds between budget items
according to the following procedure:

e the Project Financial Manager completes a
budget change sheet (free form)

e according to the needs for such changes, they
are responsible for all proposed changes and
submit them for consideration to the Head of
the Financial Department.

e The Head of the Financial Department
reviews the proposed changes, adds their
remarks/comments  (if necessary), and
submits proposals for the reallocation of
funds for consideration by the Executive
Director, after which the approved changes
are submitted to the donor for agreement. If
the budget amount has not changed, and only
a reallocation of funds between budget items
(existing and/or new) occurred, the donor's
approval (via email or by signing an
additional agreement) is sufficient. If the total
project budget amount has changed, this
change is also approved by the Executive
Director via an order. A copy of the
letter/additional agreement on reallocation
and the budget item reallocation form are
attached to the official project budget. Based
on the adopted decision, the Head of the
Financial Department makes changes to the
consolidated budget.

Control over the execution of the administrative
budget is carried out by the Head of the Financial
Department and the Executive Director.

If a need arises to reallocate administrative budget
funds due to new unforeseen circumstances or other
organizational = necessity, reallocation between
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HEOOXITHOCTi, MOXJIMBO 3JIHCHUTH TIEPEPO3IO/ILI
MIX CTaTTSAMHU aJIMiHICTPAaTUBHOTO OFOKETY 32 TAKOIO

MPOIEAYPOIO:

e KepiBHuk / kepiBHHIA (DiHAHCOBOTO BIAAIITY
3aMlOBHIOE JIUCT 3MiH J10 OIOKeTy (AOBiIbHA
¢opma) BiINOBIMHO O TOTPeO TakWUX 3MiH,
BiJIMOBi/1al04H 32 BCi 3aIIPOTIOHOBAHI 3MiHHU.

e KepiBHuk / kepiBHHIA (DiHAHCOBOTO BIAMIITY
1ola€  TMPOIO3UI IMIOMO  TEePEePO3MOILTY
KOIITIB HA PO3IJIsIT BAKOHABUOTO JUPEKTOpA /

JTUPEKTOPKH.  SIKIIO  3MiHU

HecyTTeBl (MeHme 20 % Bin 3araibHOI CyMHU

aJIMiHICTpaTUBHOTO OIOIKETY), BOHH 3MiHH

3aTBEP/KYIOThCS HaKa3oM. SIKIO yXBaJcHE

BHUKOHABYO]1

piteHHs po BHECEHHS 3MiH

aJIMIHICTPaTUBHUN OIOMKET 1 Taki 3MiHU
cyrreBi (Oimpme 20% Bix 3araipHOI CymH
aJIMiHICTPATUBHOTO OOKETY), TIEPEPO3IMTOILT
Ta\abo 3MiHYy CyMH OIOJKETY 3aTBEPKYIOTh

3aranbHi 300pH.

e Ha ocHOBi yxBajJeHOro pinieHHs (Haka3 4u
300piB)
KEpiBHUK/KEPIiBHUIS  (DIHAHCOBOTO  BiJILTY
BHOCHUTbH 3MiHH JI0 KOHCOJIIJIOBAHOTO OHOKETY
KA  KIHIEBO

pileHHs 3aranbHUX

JOXOMiB ~ Ta  BUTPAT,
3aTBEPIKYIOTH 3araibHi 300pH.

doH/1 OMICSIS aHaTi3y€e BUKOPUCTAHHS OIOIKETHUX
KOLITIB y po3pi3i BCiX 3aTBEpIKEHUX BUTpaT 1 Ha
OCHOBI 3ICTaBJICHHS IUIAaHOBAaHMX Ta (HaKTHIHHUX
BIIXMJIEHHS.
[lomicsiuHO BiAXWICHHS aHAJi3yIOTh KEPIBHHUK/HMLS
(iHAaHCOBOTO BiAMUTY Ta BUKOHABUMU AHPEKTOp /
BHKOHABYa TUPEKTOPKA. 3a HEOOX1MHOCTI 10 OIOMKETy
BHOCSITHCS 3MIHU Y BIATOBIJHOCTI 3 ILi€0 MOJITHKOIO.

BUTpaT Ta JONAaTKOBO  aHaIl3ye

Piuni BigxwieHHs aHai3yl0Th 3aranbHi 300pu.

bromkeTHuit 007k y  po3pi3i  craredl  BUTpaT
3MIACHIOETBCS 3a JOMOMOTor mporpamu Excel, sika
BEJICHHS

BUKOPUCTOBYeThCH Yy  @Donmi s
YIPaBIiHCHKOTO OOIIKY.

KoncomimoBanuii  OromKeT  JOXOMIB 1
chopMoBaHuit BIAITOBIAHO bi (o) JTaHuX

TPaH3aKIIHHAX CIHCKIB IPOEKTIB, aBTOMATHYHO
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BUTPAT,

administrative budget items can be made according to
the following procedure:

e The Head of the Financial Department
completes a budget change sheet (free form)
according to the needs for such changes,
taking responsibility for all proposed
changes.

e The Head of the Financial Department
submits proposals for fund reallocation for
consideration by the Executive Director. If
the changes are insignificant (less than 20%
of the total administrative budget amount),
these changes are approved by an order. If a
decision is made to amend the administrative
budget and such changes are significant
(more than 20% of the total administrative
budget amount), the reallocation and/or
change in the budget amount is approved by
the General Meeting.

e Based on the adopted decision (order or
resolution of the General Meeting), the Head
of the Financial Department makes changes
to the consolidated income and expenditure
budget, which is finally approved by the
General Meeting.

The Foundation monthly analyzes the use of budget
funds across all approved expenditures and, based on
a comparison of planned and actual expenses,
additionally analyzes variances. Monthly variances
are analyzed by the Head of the Financial Department
and the Executive Director. If necessary, changes are
made to the budget in accordance with this policy.
Annual variances are analyzed by the General
Meeting.

Budget accounting by expenditure items is carried out
using the Excel program, which the Foundation uses
to maintain management accounting.

The consolidated income and expenditure budget,
formed according to data from project transaction
lists, is automatically transferred to the summary file
of the consolidated budget (Appendix 1).
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MEPEeHOCUThCS Yy 3BeleHMi (paiil KOHCOII0BaHOTO

oromkery (omarox 1).

KepiBHuK / KepiBHUIA (HiHAHCOBOTO BIIIUTYy pazoM 3
JUPEKTOpaMH HampsiMiB MarOTh BECTH MOHITOPUHT Ta
aHaJli3  I[UIbOBOTO  3JIMCHEHHS BUTpaT TaKk i
HeloBUTpaT, 100 ¢iHaHcoBi pecypcu DoHIy

BHUTPAYAIIACS PIBHOMIPHO.

MOHITOPHUHT KOHCOJIIJOBAHOTO ONOKETY JIOXOMIB 1
(iHaHCOBOTO
BiJIIITy Ha MOYATKy KBapraiy, 1o 15 uucna. Bin/Bona
3Bipsie JIaHi y 3BEJCHOMY (ailili KOHCOJiJJOBAaHOTO
OrOmKeTy, 0 MICTUTH iH(pOPMALiI0 MPO TUIAHOBI Ta

BUTPaT MNPOBOAUTH  KEPIBHUK/HIL

(hakTH4HI JaHi BUTpAT 3a MOMEepeHil mepios.

[licast 3BipKM MaHUX Ta MOHITOPHHTY KEpiBHUK /
BIJUIUTY rnonae
KOHCOIIIJIOBaHW! OIODKET Ha PO3NISA] BUKOHABYIN
TUPEKTOPIIl / BUKOHABYOMY ITHUPEKTOPOBI, SIKWI/SIKa
aHayizye 110 iHQoOpMamiio, Ta 3a MITPUMKH
poOuTh
BIJIMOBi/IHI YIpaBIiHCHKI BUCHOBKU. Bci po30ixHOCTI
(Bimxwmnenns), mo nepeBunrytoTs 20% (abo BigCOTOK
BU3HAYCHOT THYYKOCTI OFODKETY B KOHTPAakKTi 3
JIOHOPOM) KOHCOITiZIOBAaHOTO OIOMKETy MOTpeOyroTh
HEOOX1THOCTI)

KEPiBHUIIS (inarcoBOrO

KepiBHUKa/ULi  ¢iHaHCOBOro  Bimmimy

MMACEMOBOTO  TIOSICHEHHs 1 (3a
Y3TO[KEHb 3 IOHOPOM.

7.2. KoHTpoJb 32 BUKOHAHHSAM OHIZKETY MPOEKTY

@oHp 3miCHIOE KOHTPOJb 32 BUKOHAHHSM OIOIKETY
MIPOEKTIB METOJIOM, ONHCAaHUM HIKYE, aje SKIIO
JIOHOp  Tmependavae IHIIYy CHUCTEMY  KOHTPOJIIO
BUKOHaHHs Oro/pkeTy, To DOHI 3aCTOCOBYE BUMOTH

JIOHOPA.

dinaHcoBuii MeHemkep / (piHAHCOBA MEHEKEpKa
MPOEKTY PpO3pOOMsSe AeTanbHI OIOMKETH BUTpPAT Ha
KOKHUH MICSIIh 32 KOXKHUM IPOEKTOM He Ti3HIIIe HiXK
q0 10 wuymcma 3BITHOTO MicsIs, Ha OCHOBI SKHX
poONAThCS 3amUTH Ha (hiHAHCYBaHHS JOHOPAM, SKIIO
e mependayeHo KOHTPAaKTaMy 3 HUMU. SIKIIO X Taki
3amuTH He nepeadadeHi yrogamu npo (iHaHCyBaHHS,
iXx He momalTh, a (QiHAHCYBaHHS 3IIHCHIOETHCS

BIJIITOBITHO JIO YTOJ i3 TOHOPaMHU.
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The Head of the Financial Department, together with
the direction directors, must monitor and analyze the
targeted execution of expenses as well as
underspending, so that the Foundation's financial
resources are spent evenly.

Monitoring of the consolidated income and
expenditure budget is conducted by the Head of the
Financial Department at the beginning of the quarter,
by the 15th day. They reconcile the data in the
summary file of the consolidated budget, which
contains information on planned and actual
expenditure data for the previous period.

After data reconciliation and monitoring, the Head of
the Financial Department submits the consolidated
budget for review to the Executive Director, who
analyzes this information and, with the support of the
Head of the Financial Department, draws appropriate
managerial conclusions. All discrepancies (variances)
exceeding 20% (or the budget flexibility percentage
specified in the donor contract) of the consolidated
budget require a written explanation and (if
necessary) approval from the donor.

7.2. Control Over the Execution of the Project
Budget

The Foundation controls the execution of project
budgets using the method described below, but if the
donor provides for a different budget execution
control system, the Foundation applies the donor's
requirements.

The Project Financial Manager develops detailed
expenditure budgets for each month for each project
no later than the 10th day of the reporting month,
based on which funding requests are made to donors,
if provided for by the contracts with them. If such
requests are not provided for by the funding
agreements, they are not submitted, and funding is
carried out in accordance with the agreements with
the donors.
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3a3HaueHi BUIE TEPMIHM BHKOHAaHHS MOXYTb
3MIHIOBAaTUCS 3aJIEKHO BiJl BUMOT KOYKHOTO MIPOEKTY.
MicsiuHi  OIOKETH BUTpPAT BHKOPUCTOBYIOTHCS IS
TUTaHYBaHHS pyXy TpOmOBHX KomTiB POHIY B po3pisi
npoekTiB. [lnanyBaHHs pyXy TPOIIOBHX KOIITiB Mae
3a METy 3MEHIIUTH 4ac MiX OTPUMaHHSIM KOINTIB BiJ
JIOHOpiB Ta iX BHUKOPHUCTAaHHSAM — OIUIaTaMU 3a
TOBapH, TOCIYTH TOILIO.

VY pasi BOpOBaKEHHS MPOEKTIB, 110 (piHAHCYIOTHCS
pizHuMH 1oHOpamu, DOHI NOTPUMYETHCS BHUMOT
IIOJIO0 TOTIEPEAHBOTO TOTO/DKEHHS 3MiH JI0 OIO/KETY
3T1IHO 3 BUMOT'aMHU KO>KHOTO TOHOpA.

[Ipouenypa BHECEHHS 3MiH [0 3aTBEPIKEHOTO
OromkeTy dYepe3 Oyap-sIKy BHINEBKa3aHy NPUIAHY
Taka:

e [lopiBHsiHHS (paKTUUHUX 1 TNIAHOBUX AaHUX 13
MTOSICHEHHSIMH PI3HUII Ta OIOKETY MPOEKTY 3
BHECEHHMH 3MiHamMH (iJIrOTOBIEHE Ha
MOYAaTOK MICSIs)) MOAAEThCI HA  PO3IVISLI
¢iHaHcoBOro/oi  MeHemXepa/Ku Ta  Ha
3aTBEPIKCHHS BHKOHABYOIO JHUpeKTopa /
BUKOHABYOi  JIUPEKTOPKH,  TICIs  4YOTO
3aIpOIOHOBaHMUN OomKeT Ta/abo yTOuHEHMH
pobounii IUIaH MOXYTh IepelaBaTHCs Ha
MOJATIBIIE 3aTBEPYKEHHS JIOHOPA;

e JIOHOpOBI HAJCHIAEThCA JIHCT 13 3aIIUTOM
MOTOJIMTH 3alpOIIOHOBaHI 1UGpPH OHOIKETY
Ta/abo yTO4HEHi po0Ooui ImIaHu mporpamu. 3a
HEOOX1ITHOCTI O JIMCTa JOJA€ThCS OOKET
MPOEKTY 3 BHECCHUMH 3MIHAMU;

e [licis oTpuMaHHA TOTOMKEHHS TOHOPOM
BHOCSITHCS 3MiHH B OIOIIKET;

e [HimiaropoM 3MiH Moke OyTH KepiBHUK /
KEpiBHUIS TPOEKTYy — B pa3l 3MiHH B
pobodyoMy IUIaHi MPOoekTy. IHimiaTopoM 3MiH
TakoXX Moxke OyTH (iHaHCOBHH MeHemxep /
(iHaHCOBa MEHEMKEepKa, SKIIO0 MICTIYHUN
MOHITOPHHT BHUSIBUB E€KOHOMIIO 32 CTaTTSIMHU
Y3rOKEHOT0 3 JOHOPOM OIO/DKETY.

Sxmo imimiaTopoM 3MiH € KEpiBHHUK / KEpPiBHHIIL
MPOEKTY, TO CHOYATKY BiH/BOHA HAMPSMY TOTODKYE 3
JUPEKTOPOM 3MiHH 10 poOOYOro IJIaHy, a IOTiM HaJae
mo iHpopmMariito  QiHaHCOBOMY/iff MeHemKepy/Ii

The execution deadlines mentioned above may
change depending on the requirements of each
project.

Monthly expenditure budgets are used to plan the
Foundation's cash flows broken down by projects.
Cash flow planning aims to reduce the time between
receiving funds from donors and using
them—payments for goods, services, etc.

In the case of implementing projects funded by
different donors, the Foundation complies with the
requirements for prior approval of budget changes
according to each donor's requirements.

The procedure for making changes to the approved
budget for any of the above reasons is as follows:

e A comparison of actual and planned data with
explanations of the difference and the
amended project budget (prepared at the
beginning of the month) is submitted for
review to the Financial Manager and for
approval to the Executive Director, after
which the proposed budget and/or revised
work plan can be transferred for further donor
approval;

e A letter is sent to the donor requesting
approval of the proposed budget figures
and/or revised program work plans. If
necessary, the amended project budget is
attached to the letter;

e After receiving the donor's approval, changes
are made to the budget;

e The initiator of the changes can be the Project
Manager in case of a change in the project
work plan. The initiator of the changes can
also be the Financial Manager if monthly
monitoring reveals savings on items of the
budget agreed with the donor.

If the Project Manager is the initiator of the changes,
they first directly agree on changes to the work plan
with the Director, and then provide this information
to the Financial Manager via an official memo,
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CIy’)KOOBHM JICTOM, JIO SIKOTO JOAA€ PO3PaxyHKH
3alpONOHOBAaHUX 3MiH 10 Oromkery. DiHaHcOBUI
MeHemkep / (iHaHCOBa MEHEKEpKa BHUKOHYE

BHIIIEBKA3aHi MPOIIEIYPH.

Sxmo iximiaropoM € (QiHaHCOBUII MeHemxkep /

¢inancosa MEHEKEPKA, BiH/BOHA roTy€
MOPIBHSUTPHUEM ~ OIOMKET 1  y3ropkKye HOro
BUKOHABYUM JUPEKTOPOM / BHUKOHABYOIO
JTUPEKTOPKOIO.

MOXITUBICT, BHECEHHS 3MiH [0 OIOMKETY MPOEKTY
BHU3HAYAETLCS YOO 3 JOHOPOM 1 (iKkcyeThes
MUCHMOBHM JI03BOJIOM JOHOpa abo0 3miMCHIOETHCS 3a

HOT0 TTPOTMO3UIIIEI0.

doHg MOXKE BHOCHUTH 3MIHH [0 OIOMKETIB CBOIX
MPOEKTIB 332 YMOBHM IMOTO/DKEHHS Yy JIOHOpa IpH

CYTT€BHUX 3MiHaX y MPOEKTHIH poOOTI.
CyTTeBUMU 3MiHAMHU BBa)KAIOTHCS:

® 3MIiHM KJIIOYOBHX BHKOHABIIB IPOEKTY —
KEpiBHUKA/HIIi POEKTY, OyXranTepa/Ku TOLIO;
® 3MiHa BUAY YU KiNBKOCTI 3aXOfiB Yy paMKax

MIPOEKTY;

® [epepo3MNOAiN OIOMKETy B PO3Mipi Oinbmiomy,
HDk 20 % (abo BIACOTOK BH3HAYCHOI
THYYKOCTi OIO/DKETY B KOHTPAKTI 3 JOHOPOM)
BiJI CyMU BUTparTH, 110 OyJia 3aTBEepKeHA MIPH

YKJIaJaHHi YTOAH 3 TOHOPOM;

® TMPOJOBKEHHS TEPMiHY BHUKOHAHHS MPOEKTY

3/0€3 BUAIIEHHS JOJATKOBUX KOIIITIB;

® [epenis] PO3MOALTY KOIITIB MiXK 3aBIaHHAMU

HIPOEKTY;
e moTpebda B JoAaTKOBOMY (hiHAHCYBaHHI;
e TmoTpeba B YKIAAaHHI KOHTPAKTiB

CYOKOHTPAKTIB Ha BHKOHAHHS OYyIb-SIKOT
poOOTH 3a TIPOEKTOM, SIKIIO TaKi KOHTPAKTH

abo cyOKOHTpakTH He  BKJIFOYEHI
3aTBEPHKEHOTO OIOHKETY TPaHTY;

® BBEIEHHS HaJ3BUYaHOTO CTaHy
Ha3BUYAIHOT CUTYAIlii;

® iHIII BCTAHOBJEHI YrOJOI Ta MPaBUIAMH

JIOHOPA.
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attaching calculations for the proposed budget
changes. The Financial Manager performs the above
procedures.

If the Financial Manager is the initiator, they prepare
a comparative budget and agree on it with the
Executive Director.

The possibility of amending the project budget is
determined by the agreement with the donor and
recorded by written donor permission or carried out at
their suggestion.

The Foundation may make changes to its project
budgets, subject to donor approval, in the event of
significant changes in project work.

Significant changes are considered to be:

e changes of key project
implementers—Project Manager, Accountant,
etc.;

e change in the type or number of activities
within the project;

e budget reallocation in an amount greater than
20% (or the percentage of defined budget
flexibility in the contract with the donor) of
the expenditure amount approved when
concluding the agreement with the donor;

e extension of the project execution period
with/without the allocation of additional
funds;

e revision of the allocation of funds between
project tasks;

e need for additional funding;

e need to conclude contracts or subcontracts for
the execution of any work under the project,
if such contracts or subcontracts are not
included in the approved grant budget;

e introduction of a state of emergency or
emergency situation;

e others established by the agreement and
donor rules.
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[licns BUKOHAHHS TPOUENYPH BHECEHHS 3MiH 1
OTPHUMaHHS IO3UTHUBHOTO PillICHHS BiJ AOHOpA!
® KO CyMa OIOKEeTy He 3MIHMIIAChH 1 BiOyBCs
TUTEKH TIePEePO3MOILT KOIIITiB MK
OIODKETHUMH CTAaTTSAMH, (iCHYIOUMMHU Ta/abo
HOBHMH) JIOCTaTHBO TIOTO[DKEHHS JIOHOpA
(eeKTPOHHOTO JINCTA Y JJONATKOBOI YTO/IN);
® K0 cyMmMa OIOMKETy 3MiHHMJIAach, L0 3MiHY
TaKOX 3aTBEPIKYE BHUKOHABUMI1/a
IUPEKTOp/Ka cBOIM Haka3oM. Komist nmcra /
JOaTKOBa yrojia Mpo Mepepo3MNOoAiil cTaTel
OrOmKeTy Ta Woro (hopMy IOKIANAIOTHCS IO
o(iLiiHOTrO OIOIKETY MPOEKTY.
Ha ocHoBi Bume3a3HaueHoro Oyxrantep(K)u Ta
(dinancoBuii MeHemkep / (iHaHCOBa MEHEIKEpKa

MPOEKTIB  BHOCITH 3MIHM IO CBOIX OOJIKOBUX
mporpam.
3aBmanHsS  (iHAHCOBOTO/Oi  MEHEIKEpa/Ku  —

CTIOBICTHTH KEPIBHUKIB/UIIb MPOEKTIB PO 3pOCTAHHS
JOXOAiB Ta/ab0 3HIKEHHS BUTpaT abo mepepo3nofin
crateii  OIOMXKETy TIPOEKTY, NPOBECTH  AaHANI3
JNOTPUMAaHHS  IIOJATKOBOTO  3aKOHOJABCTBA  IIPU
PO3paxyHKy BUTPATHOI YACTHHU TPOEKTIB.

7.3. KonTpoab 3a mnepeMilleHHM KOIITIB MixK

NMPOEKTAMH
@oHI MOXE BHKOHYBATH OIHOYACHO JEKiJbKa
mpoekTiB. OOuH TPOEKT MOXe (iHAHCYBaTHUCh

nekinpkomMa noHopamu. OOmikoBi cuctemu DoHay
Jal0Th 3MOTY BecTH OONIK B po3pi3i kepen
(hiHaHCYBaHHS Ta B pO3pi3i MPOEKTIB.

Skmo ¢iHaHCYBaHHS MPOEKTY Bifi OAHOTO JIOHOpA
HaJXOAWTH i3 3ami3HeHHSIM, TO DOHA MOXe 3poOHUTH
MEpPEeMIIIeHHs] TPOIIed 3 IHIIOTO MPOEKTy Ta/abo 3
BJIACHUX KOIITIiB Ta/abo pe3epBHOro Kamitamy. OO0k
nepeMillleHb BeNeThCs B OyXrainTepchbKii OOMiKOBii
nporpaMi, KOHTPOJb 32 HUMH 3iHCHIOE TOJOBHHN
Oyxranrep / ToloBHa OyXrajiTepka, a YHIpaBIiHCHKUHA
OoONMiK Beie 1 KOHTPONIOE KepiBHUK/KEPiBHUII
(hiHAHCOBOTO BiJIiITY.

3amo3udeHHs KOIITIB 3 OJHOTO IPOEKTY M0 iHIIOTO
MOXKJIMBE JIMIIE 3a BIJICYTHOCTI 3a00pOHH  IIOJ0
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After completing the change procedure and receiving
a positive decision from the donor:

e if the budget amount has not changed and
only a reallocation of funds between budget
items (existing and/or new) occurred, the
donor's approval (email or additional
agreement) is sufficient;

e if the budget amount has changed, this
change is also approved by the Executive
Director via an order. A copy of the
letter/additional agreement on budget item
reallocation and its form are attached to the
official project budget.

Based on the above, Accountants and Project
Financial Managers make changes to their accounting
software.

The task of the Financial Manager is to notify Project
Managers about an increase in income and/or
decrease in expenses or a reallocation of project
budget items, and to analyze compliance with tax
legislation when calculating the expenditure side of
projects.

7.3. Control Over the Movement of Funds
Between Projects

The Foundation may execute several projects
simultaneously. One project can be funded by several
donors. The Foundation's accounting systems allow
maintaining accounting broken down by funding
sources and by projects.

If funding for a project from one donor arrives late,
the Foundation may transfer money from another
project and/or from its own funds and/or reserve
capital. Accounting for transfers is kept in the
accounting software; control over them is exercised
by the Chief Accountant, while management
accounting is maintained and controlled by the Head
of the Financial Department.

Borrowing funds from one project to another is
possible only in the absence of a prohibition on such
borrowing from the donor from whom funds are
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TaKOrO 3amo3WYeHHS 3 OOKy [I0OHOpa, y SKOTO
3aMO3UYYIOThCS KOIITH JJISl 1HIIOTO TMPOEKTY. SIKIIo
Taka 3a00poHa TpommcaHa B Yrodi, a KOIITH
HEOOXiMHI NI BUKOHAHHS TPOEKTY, TO DOHI MOXKe
MUCHMOBO Y3TOJIUTH 3allO3MYCHHS 3 JOHOPOM abo

npodiHAHCYBaTH TMPOEKT 3a PaxyHOK BIACHUX
CTaTyTHUX HAAXOIDKCHb BiI ONarofiifHMX BHECKIB Ha
CTaTyTHy  JISUIBHICTh Ta  MACUBHUX  JOXOJIB.

[epemimeHHs KOIITIB MiK MPOEKTAMH 3IiHCHIOETHCS
TUTBKHM 3 TIOTOIKEHHS BHKOHABYOTO/01 JUPEKTOPA/KU
yepe3  eNeKTpoHHy  momty.  KoHTpoms — 3a
JOTPUMAaHHSM JI03BOJNY BiI JOHOpa Ta HasSBHOCTI
BHIIIeBKa3aHOi 3a00poHM 31ilicHIOE (hiHAHCOBHUIA/Ba
MEHEIDKEp/Ka MPOEKTY.

VY pa3i mepeMmilieHb KOWITIB 3 OJHOTO MPOEKTY Ha
IHIIMH KepiBHUK / KepiBHMULSA (PIHAHCOBOTO Binmimy
KOHTPOJIIOE IXHE TMOBEPHEHHS HA TPOEKT, i3 SKOTO iX
nepemiiieHo. Koy ¢ IoBepHYyTH 32 MOXKIIUBOCTI
HE Ti3HilIE 3aKiHUYCHHA KaJICHAAPHOTO KBapTaly.
KepiBauk / kepiBHHISA (piHAHCOBOTO BiAAIMy pOOWTH

yce MOXIWBE, ™00 KOIITH TOBEPHYIHCS B
nepBuHHOMY 00csizi. IlepeminryBatu — 3amo3udeHi
KOIITH HAa  IHIOI  TPOEKTHI/BIACHI  paxXyHKH

3a00poHeHO. SIKIIO KOIITH HAMINILIN BiJ TOHOPA, TO
CTOYaTKy KepiBHUK / KEpiBHUIS (iHAHCOBOTO BiIALTY
MOBEpPTAE 3aMO3MYEHUX KOIITiB, a MOTIM 3IiHCHIOE
TIaTeX1 3a IHIIIMH BUTPATAMU IPOEKTY.

@donn Bege peecTp mepeMilieHHs KOTiB 32 GopMoro
srigHo 3 Jlomarkom 3 «Peectp 3amo3ndeHby». KepiBHUK
/ wepiBHHIA (HiIHAHCOBOTO BIJIUTYy 3MiHCHIOE OOIIK
3aMo3W4eHb KOIITIB Mi’K TIPOEKTAMHU B ITbOMY PEECTPi.
@doHT MOXKE YXBAJIUTH PILICHHS PO BUKOPUCTAHHS
IHIIIOTO METOAY OONiKy 3armo3udeHb. Bei iHmm Metonn

00Ky 3armo3n4eHb 3aTBEPIKYIOTHCS
KEPIBHUKOM/HIICHO (hiHaHCOBOTO BIILIUTY Ta
BUKOHABYMM/OI0  JHPEKTOPOM/KOI0 Y  BUIISAL

BHYTPIIIHIX PO3TOPSAIKEHD.

7.4. KoHTpOJIb TOTIBKOBUX PO3PaXyHKIB

@®oHx BIIMOBISIETHCST BiJ TOTIBKOBUX PO3pPaxyHKIiB.
VYei po3paxyHKd MaroTh OyTH Oe3TroTiBKOBUMH. Y pasi
exkcTpeHoi HeoOximHocTi POHI MOXKe 3IIHCHIOBATH
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borrowed for another project. If such a prohibition is
spelled out in the agreement, and funds are necessary
to execute the project, the Foundation may agree on
the borrowing in writing with the donor or fund the
project using its own statutory receipts from
charitable contributions for statutory activities and
passive income. The transfer of funds between
projects is carried out only with the approval of the
Executive Director via email. Control over
compliance with the donor's permission and the
presence of the aforementioned prohibition is
exercised by the Project Financial Manager.

In case of fund transfers from one project to another,
the Head of the Financial Department monitors their
return to the project from which they were
transferred. Funds should be returned, if possible, no
later than the end of the calendar quarter. The Head of
the Financial Department does everything possible to
ensure funds are returned in their original volume.
Moving borrowed funds to other project/own
accounts is prohibited. If funds have arrived from the
donor, the Head of the Financial Department first
returns the borrowed funds, and then makes payments
for other project expenses.

The Foundation maintains a fund transfer register
using the form in Appendix 3 "Register of
Borrowings". The Head of the Financial Department
records borrowings between projects in this register.
The Foundation may decide to use another method of
accounting for borrowings. All other methods of
accounting for borrowings are approved by the Head
of the Financial Department and the Executive
Director in the form of internal orders.

7.4. Control of Cash Settlements

The Foundation refuses cash settlements. All
settlements must be non-cash. In case of urgent
necessity, the Foundation may conduct cash

Version: 1.0.

Category: open access document

Reapproval date: within two years of the approval date, unless the
need arises earlier

© 2026 CO “SSS”



BNIAFO[IAHA OPTAHI3ALLIA «BNTATOAIMHUA ®OH[ «CTABIMI3ENLLEH CYTMMNOPT CEPBICE3»
CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

E;E%El;.
o 5

B® «CTABI/NI3EMLLEH

SSS | CYMNMOPT CEPBICE3>

Byn. Bonogmmupcbka, 6yAUHOK 49 A, cekuis 2, odic 156, micTo Kuis, 01001
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001
€PMNOY / EDRPOU 40567253

= info@sss-ua.org
& +38 050 449 46 04

TOTIBKOB1 oOIlepainii 3 J03BONY KepiBHUKA/KepiBHUII
(hbiHAHCOBOTO BiJIiITY.
Axmo B Dol Hemae Kacupa UM KacHpKH,
BUKOHABYMH JUPEKTOp / BHKOHABYA JHPEKTOpPKA
NpU3HaYae JIOAWHY, BiAMOBINANbHY 332 BHKOHAHHS
roro 000B’s3KiB. 3 MpPaliBHUKOM/IICIO, KWW 3aiimMae
rmocanxy Kacupa/Ku, YKJIaIaeThCsS JOTOBIP MPO IOBHY
MarepiajbHy BiANOBIAANBHICTH Y BiAMOBITHOCTI IO
3aKOHOJABCTBAa YKpaiHH.
3 xacu @oHIy 32 HEOOXiTHOCTI MOXKE OyTH 3IHCHEHO
TaKi BUILIATHU:
® 3apo0iTHa iara Ha OCHOBI
PO3paxyHKOBO-IUIATIKHHUX BiJOMOCTe abo
BUJATKOBUX OpIEpiB 3a BCTaHOBJICHUMU
3aKOHOJIABYMMHU (POPMaMH;
® BHIUIATH MIA3BITHUM 0CO0aM 3a BHUIATKOBUM
KacoBUM OpIECPOM Ha OCHOBiI aBaHCOBOTO
3BITY.
OpuriHanmy BCiX TOKYMEHTIB, 3a SKHMH 3IIHCHEHO
BUIUIATH 3 KacH, MepefaloThcs TOIOBHIM Oyxrantepii
/ TOMOBHOMY OyXTanTepoBi Juist (hiKCyBaHHS Olepartii
y cUCTeMi OyXTanTepchKoro 00Ky Ta 30epiraloThCs y
HbOTO/Hel. Buruiatn 3 xacu TeX MPOBOASTHCS TiNBKH
3a HasBHOCTI IUIATDKHOTO Baydepy, B SKOMY IOBHHHI
OyTH BCi BI3H.
Komii Bcix 3a3Ha4eHUX JOKYMEHTIB 3alIUIIAIOTHCS Y
¢iHaHCOBOTO/01 MeEHEKEpa/Ku TPOEKTY, SKUM/SIKa
3MIACHIOE BimOOpaskeHHS BHUTpPAT 3a BiIMOBIIHUM
MPOEKTOM y (GopMax 3BITHOCTI, MiATOTOBICHUMH IS
KOKHOTO JIOHOPa, Ta GopMye€ (iHaHCOBHH 3BIT.

7.5. KonTpoJs 3a 00JikoM ocHOBHUX 3aco0iB (O3)
Ta HemarepiajbHux akTusiB (HA)

Cucrema YIpaBIiHHS MaiHOM 3abe3neuye
BIIPOBA/DKCHHST HAJICKHUX 3acO0iB  Oe3meku  Jyist
3armo0iraHHs BTpaTaM, TOIIKOKCHHIM YH KPaIiKKaM
oOmagHaHHA, 30epeKeHHs] O0NaHAHHS B HAJIEKHOMY
CTaHl Ta BeACHHS OOJIKy OONamHaHHS, IO TaKOX
nependavyae 3alOBHCHHS 1HBEHTApPHOTO JIMCTa W
MPOBEICHHS MIOPIYHOI IHBEHTapH3allii.

JlomatkoBo B OyxXTanTepchbKoMy OOJIKY BeEICThCS
peecTp MaiiHa 3a KOXHHM MPAI[iBHUKOM, SKOMY BOHO

transactions with the permission of the Head of the
Financial Department.

If the Foundation does not have a cashier, the
Executive Director appoints a person responsible for
performing these duties. A contract on full financial
liability in accordance with Ukrainian legislation is
concluded with the employee holding the cashier
position.

The following payments may be made from the
Foundation's cash desk if necessary:

e salaries based on payroll registers or cash
disbursement  vouchers in  established
legislative forms;

e payments to accountable persons via cash
disbursement vouchers based on an advance
report.

The originals of all documents under which cash
payments were made are handed over to the Chief
Accountant for recording operations in the accounting
system and are stored by them. Cash payments are
also made only if there is a payment voucher
containing all required signatures.

Copies of all specified documents remain with the
Project Financial Manager, who reflects the expenses
for the respective project in reporting forms prepared
for each donor and generates a financial report.

7.5. Control Over the Accounting of Fixed Assets
(FA) and Intangible Assets (IA)

The property management system ensures the
implementation of adequate security measures to
prevent loss, damage, or theft of equipment,
maintenance of equipment in proper condition, and
maintaining equipment records, which also includes
filling out an inventory sheet and conducting an
annual inventory.

Additionally, a property register is maintained in
accounting for each employee to whom it is issued to
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BUJAHE JII1 BUKOHAaHHS CJIy)XOOBUX 00OB’S3KIB.
[Ipouenypu npoBeaeHHs 3aKyMiBelb MaiiHa ONMCaHi B
[onoxxeHHi npo npouenypy MpOBEICHHS 3aKyTiBEb.
3a BHMOTOIO0 JOHOpa abo 3a HAsSBHOCTI BIACHHUX
KoIITIB MaitHO DoH Ty MOKe OyTH 3aCTpaxOBaHO.
KoHTponp monsirae y BiJACTEKEHHI MPaBHILHOCTI
BU3HAYECHHS TAKUX O3HAK:

® TPOEKT/TPaHT, 10 AKoro HanexuTh O3/HA;

® TepMiH eKCIUTyaTallii;

e ikBijamiiina  Baprictk (y  pasi il
BCTaHOBJICHHS);
® crarta 1 OamaHCOBUM paxyHOK sl OOJIIKy
aMOpTH3aIIii.
Y KiHIOI KOKHOTO KaJleHJAPHOTO POKY  TiCIs

ABTOMAaTUYHOIO PO3PaxyHKy aMOPTH3alii TOJIOBHUN

Oyxrantep / TomoBHa OyxranTepka IepeBipse
KOPEKTHICTh TAKOTO PO3PaXyHKY.
OmvH pa3 Ha PpiK IHBEHTapHU3alliiiHa KOMiCis

MPOBOUTHh I1HBEHTApH3aIlil0 OCHOBHUX 3aco0iB Ta
HeMaTepiaTbHIX aKTHBIB. 3a  pesymbTaramu
iHBeHTapu3alii CKJIaJacThCsl akT TUIOBOI (opMmu
(meranpHO MPOMKUCAHO B OOMTIKOBIH MOMITHIII).

7.6. Kontpoub 3a 00sikom 3anacis

VYei 3amacu onpuOYTKOBYIOTbCS B OyXTaJITEPCHKOMY
obniky PoHmy Ta BIAHOCATBCA HAa BUTpaTH MpU
¢opmyBaHHI (D iHAHCOBOI  3BITHOCTI  3arajbHOTO
[IPU3HAYCHHSA MICNIA IXHBOI'O BUKOPUCTAHHS B paMKax
NpoekTHOI poboTM abo 1iHIIOI cTaTyTHOI poOOTH
@®oHy Ha OCHOBI aKTy Ha CITUCAHHSI.

Jlo MOMEHTy BUKOPHCTAHHS NMPUAOAHUX 3aIaciB yci
3anacu OOJIIKOBYIOTBCSI B PEECTpax OyXrajaTepchbKOro
00Ky 3a MarepiajbHO BiAMOBiJAIEHOIO 0CO00I0 —
BHUKOHaBYUM JUPEKTOPOM / BUKOHABYOIO
IMpEeKTOpKoto. Jlyiss  KOHTpoioo 3a  TpuAOaHHAM
3amaciB Ta iX MOAaJIbIINM BHKOPHCTAHHSM TOJIOBHHMA
Oyxrantep / TONOBHA OyXraiarepka BeAE pPeeECTp
TOBapHO-MaTepiaJbHUX I[IHHOCTEH, 1e BigoOpakae
BECh PyX TOBapHO-MarepiajbHUX 3anaciB OoHy.

VY 3BiTax NpO BUKOPUCTAHHS KOLITIB 3a IMPOEKTOM
BHUTpATH Ha TPHUAOAHHS 3amaciB BiZOOpaKaroThbCs SK
BUTPaTH y BIAMOBIMHOCTI 3 KacOBHM METOJOM

perform official duties. Procedures for conducting
property procurement are described in the
Regulations on Procurement Procedures.
At the donor's request or if own funds are available,
Foundation property may be insured.
Control consists of tracking the correct determination
of the following characteristics:

e project/grant to which the FA/IA belongs;

e usecful life;

e salavage value (if established);

e item and balance sheet

depreciation accounting.

account for

At the end of each calendar year, after the automatic
calculation of depreciation, the Chief Accountant
checks the correctness of such a calculation.

Once a year, an inventory commission conducts an
inventory of fixed assets and intangible assets. Based
on the inventory results, a standard form act is drawn
up (detailed in the accounting policy).

7.6. Control Over the Accounting of Inventories
All inventories are capitalized in the Foundation's
accounting and expensed when compiling
general-purpose financial statements after their use in
project work or other statutory work of the
Foundation based on a write-off act.

Until the purchased inventories are used, all
inventories are accounted for in accounting registers
under the financially responsible person—the
Executive Director. To control inventory procurement
and their subsequent use, the Chief Accountant
maintains an inventory register, which reflects all
movements of the Foundation's inventories.

In project fund utilization reports, inventory
acquisition expenses are reflected as expenses
according to the cash method of accruing expenses
for these reports. If the agreement with the donor
establishes a different method for recording expenses
in the report, that specific method is used.
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HapaxyBaHHsI BUTpAT 3a MU 3BiTamu. SKmio yroga 3
JOHOPOM BCTaHOBJIOE 1HIIMKA MeTon (hikcalii BUTpar
y 3BiTi, TO BAKOPHCTOBY€ETHCS CaMe BiH.
Kontponmr 3a oOmikomM  3amacis
MOKBAPTAJILHO 1 BKITIOYAE:
® [epeBipKy JOKYMEHTIB, IO MiATBEPIKYIOTh

onpuOyTKyBaHHs  3amaciB  (puOYyTKOBUX

HaKIaJHUX,  JOPYyYeHb);  TOBHOTY  Ta

MPaBUIBHICTh OQOPMIIEHHS BCiX HEOOXiITHUX

PEKBI3UTIB;

® [epeBipKy NPaBUIBHOCTI BiJOOpaXeHHS B

o0miky omepamiii BUOyTTS 3amaciB  Ta

HasBHOCTI MiATBEPKYBaIbHUX JOKYMEHTIB.
Omun pa3 Ha piKk iHBEeHTapHu3aUidiHa KOMicCis
TIPOBOANTH IHBEHTAPHU3AITiIO 3aMmaciB. 3a pe3yJIbTaTaMu
IHBEHTapU3allii CKJIAJAa€ThCS THIIOBUH akT. Takox
BEACThCSI TOCTIHHMH MOHITOPUMHI BUKOPUCTAHHS
3amaciB 'y po3pi3i TPOEKTIB 3auii TUIAHYBaHHS
e(eKTUBHUX 3aKyIiBelb HA HACTYyIHI mepioaum. 3a
OJIMH KaJICHIAPHHUU MICAIb IO 3aKIHYCHHS IMPOEKTY
OyxranTtep/ka MPOEKTY 3 KEPIBHUKOM/HIICIO MPOEKTY
000B’SI3KOBO 3BIpsS€ HASBHICTL/3AJUIIKA 3amaciB 3a
KOYKHUM TIPOEKTOM.

BUKOHYETBHCA

7.7. Kontpoap 3a 00;1ikoM B3a€EMOpPO3pPaxyHKiB 3
KOHTpareHTaMu

ITo 3akiHUeHHI KaJeHZAPHOTO pOKY TOJOBHHI
Oyxraiutep / TojOBHa OyXrajrepka CKJIaga€ Mepestik
KOHTPareHTiB, 3a SKUMH ICHYIOTh  3aJIMIIKU
ne0iTOPCHKOI/KPEAUTOPCHKOI ~ 3a00proBaHOCTI  Ta
HEOTpHUMaHI TIEPBHUHHI JOKYMEHTH, IPH YOMY CyMa
3aboproBanocti mepeuinye 10 % 3araibHOI CyMu
Ne0iITOPCHKOI/KPEAUTOPCHKOI 3a00prOBAHOCTI CTAaHOM
Ha 3BiTHY nary. [Ipu nboMy KyMyNATHBHUH 3aJIAIIOK
NeOITOPCHKOI/KPEAUTOPCHKOI  3a00proBaHoCcTi  3a
IHIIMMY KOHTpPareHTaMy He MOBHHEH MEPEBHUIIYBaTH
10 % 3aranpHOi cymMH [e0iTOPCHKOI/KpeAUTOPCHKOI
3a00proBaHOCTI Ha 3BITHY JAATYy.

3a chOpMOBaHMM  TIEpPENiKOM  KOHTPArcHTIB
MPOBOJMTHCS 3BipKa Je0ITOPCHKOT Ta KPEAUTOPCHKOT
3a00proBaHOCTI Ha KiHEIb KaJIeHTApHOTO poky. J[ms
MPOBEJICHHST AayIUTOPCHKOT TEpeBipKH Moxe OyTu
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Control over inventory accounting is performed
quarterly and includes:

e checking documents confirming the
capitalization of inventories (receiving
reports, delivery notes, powers of attorney);
completeness and correctness of filling out all
necessary details;

e checking the correct reflection of inventory
disposal transactions in accounting and the
presence of supporting documents.

Once a year, an inventory commission conducts an
inventory of stocks. Based on the inventory results, a
standard act is drawn up. Constant monitoring of
inventory usage broken down by projects is also
conducted to plan effective procurement for future
periods. One calendar month before the project ends,
the Project Accountant and the Project Manager must
reconcile the availability/balances of inventories for
each project.

7.7. Control Over the Accounting of Mutual
Settlements with Counterparties

At the end of the calendar year, the Chief Accountant
compiles a list of counterparties that have remaining
receivable/payable balances and unreceived primary
documents, provided the debt amount exceeds 10% of
the total accounts receivable/payable as of the
reporting date. In this case, the cumulative balance of
accounts receivable/payable for other counterparties
must not exceed 10% of the total amount of accounts
receivable/payable as of the reporting date.

A reconciliation of accounts receivable and payable at
the end of the calendar year is conducted based on the
compiled list of counterparties. For an audit, a
reconciliation can be conducted with counterparties
that exceed the materiality threshold established by
the accounting policy.
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MPOBEJICHO  3BipKY 3  KOHTpareHTaMmu,  siKi
MEPEeBUIYIOTh  TOPIT  CYTTEBOCTI, BCTAHOBJICHUUN
0O0JIIKOBOIO TTOIITHKOIO.

7.8. Koutpoab 3a 00JikoM po3paxyHKiB i3
cyopenumieHTaMu

Kontpons 3a  oOinikoM  B3a€EMOpPO3paxyHKiB i3
cyOpeuumieHTaMy MoJIsrae B TOMY, IO 110 3aBEPIICHHI
MPOEKTY ¥ HANPUKIHII KOXKHOTO 3BITHOTO POKY
Oyxrantep(k)u, 1 KepiBHUII W KEpIBHUKU MPOEKTIB
MOBHHHI  3BIpUTH  BIANOBIOHICTE  pyXiB Yy
OyXranTepchkoMy OONIKY 1O callbI0 CyO-pelHrITie€HTIB
3a 3BITHUIl Tepiofl Ta BIEBHUTHUCS, IO IEPBHHHI
JOKYMEHTH 3a BIIKPUTUMH 3QJIMIIKaMU HE OTPUMaHi
Ha KiHeIb 3BITHOTO MEpiofy a 3a 3aKPUTUMH B TIEepiofi
3UIAIMTKAMHA 3 CyO-pelmITieHTaMu  BCi  TIEPBUHHI
JOKYMEHTH JIHCHO OTpUMAaHI.

Jns  mpoBedeHHS Takoi MPOUENYypH  KOXKHOMY
CyOpeluIieHTy  HAJCHIAETbCA aKT 3BIpKH  3a
pe3ylibTaTaMy KaJICHAapHOTO POKY.

3Bipka 3 CyOpenumieHTaMu TaKOoX MPOBOAUTHCS B
NepioJ] 3aKPUTTS IPOEKTY 3 CyOrpaHTOM.

7.9. KoHnTpoJb 001Ky po3paxyHKiB i3 miA3BITHUMH
ocodamu

KonTtpons 00miky po3paxyHKIiB 13 MiJ3BiTHUMHU
ocobamMi ToNATaE B TOMY, IO MiJ 4ac OTPUMAaHHS
«3BiTy TIpO BHUKOPWUCTAHHS KOIITIB, HaJaHWX Ha
BIIPSKCHHST a00 Iija 3BiT» ToJOBHUN Oyxrantep /
TOJIOBHA OyXTrajTepKa IepeBipse HasBHICTh YCiX
MEPBUHHAX  JOKYMEHTIB, M0  MITBEPKYIOTh
TIOHECEHI BUTpaTH, a TaKOX HAIBHICTh ITiIIMUACY
MiJ3BITHOT 0CcOOM; MepeBipse 4 He Oyno MOpYIICHO
rpaHU4Hi TepMiHM Horo mopaHHs. llpu mopymieHHi
TPaHWUYHUX  TEPMIHIB  TOMAaHHA  «3BITY  TIpO
BUKOPHCTAHHS KOIITIB, HAJAaHUX Ha BIAPSKCHHS a0
MiJ] 3BIT» BUTPATH, SIKi IMOHECE CHIBPOOITHHUK/UIIS
@oHfy, CTATYIOTHCS i3 3apoOiTHOI MIaTy MiA3BITHOL
oco0m.

7.10. IlpaBuia HapaxyBaHHs Ta BHILIATH
3apo0iTHOI mIaTu
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7.8. Control Over the Accounting of Settlements
with Sub-recipients

Control over the accounting of mutual settlements
with  sub-recipients entails that wupon project
completion and at the end of each reporting year,
Accountants and Project Managers must verify the
correspondence of accounting movements with
sub-recipient balances for the reporting period and
ensure that primary documents for open balances
have not been received at the end of the reporting
period, and for balances closed during the period with
sub-recipients, all primary documents have indeed
been received.

To conduct such a procedure, a reconciliation act
based on the results of the calendar year is sent to
each sub-recipient.

Reconciliation with sub-recipients is also conducted
during the sub-grant project closing period.

7.9. Control of Accounting for Settlements with
Accountable Persons

Control of accounting for settlements with
accountable persons means that upon receiving the
"Report on the use of funds provided for a business
trip or under accountability”, the Chief Accountant
checks for the presence of all primary documents
confirming the expenses incurred, as well as the
signature of the accountable person; checks whether
the deadlines for its submission have been violated. If
the submission deadlines for the "Report on the use of
funds provided for a business trip or under
accountability” are violated, the expenses incurred by
the Foundation employee are deducted from the
accountable person's salary.

7.10. Rules for Calculating and Paying Salaries
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3apobiTHA mara  po3paxoBYETbCcS — HA

TPUBHSAX  BIANOBIAHO 1O  IITATHOTO
3aTBEPIKEHOTO HaKa3oM 1Mo DoHTy.

Y ®onai Moxe OyTH nependayeHO HapaxyBaHHS
iHIeKcarii 3apo0iTHOT TUIATH 3TiIHO 3 IPABMIIAMH, SKi

c(hOpMOBAHO B KaJIPOBIiii MOJITHIII.

Po3paxyHok 3apo0iTHOi TuIaTH 3a MepIly MOJOBUHY
MICSIIs, IO CTAHOBUTH He OinbIe 16-TH KaleHIapHUX
JIHIB, 1 PO3paxyHOK 3a BECh BiJNpallbOBaHUN MiCsIIIb

0a3yeThcst Ha Tabensx 00Ky poOoUYOoro vacy.

Bumnara 3apo0iTHOI TUIaTH 3IIHCHIOETHCS IIISIXOM
0e3roTiBKOBOTO TepeKady Ha KapTKW MPaIiBHUKIB i
3apo0iTHOT  TUIATH

BUILIATI
IaTexi 1o

npauiBHunb.  [Ipu

pobnATbca  BCi OIOIKETY.

TO3BOJIIETHCS TPOBOIUTH BHILIATY 3apOOITHOI IUTaTH
0e3 oraté Bcix O0OB’SI3KOBUX MOAATKIB Ta 300piB,

SIKI BUMArae YnHHe 3aKOHOJaBCTBO.

VY pa3i BiICYTHOCTI B MpalliBHUKa Y MPaIliBHUII
0aHKIBCHKOi KapTKu 3apoliTHy muary DoHj Moxe

BUILIATHTH OJJHOPA30BO Yepe3 Kacy.

Indopmanis mpo 3apoOiTHY mjary MpamiBHUKIB i
npariBaune PoHIy € KoH(imeHMiiHO, 1 HE He
BOJIOJIIE€ HIXTO, KPIM BU3HAUCHUX JIOACH, Y SIKUX € JI0

Hel HaJeXKHUH JocTym. Ycsi JTOKyMEHTaIlid,

CTOCY€ThCS 3ap00iTHOI TUTaTH, TOBUHHA 30epiraTrcs B
Oe3redyHoMy MiCIl y KepiBHUKa/KepiBHHI BiJJIiTy

yIpaBIiHHA NEPCOHATIOM.

KonTtposnp 3a o6iikomM 3apoOiTHOI IJIaTh TONSTae B
TOMY, IO TI0 3aKiHYEHHI KajeHmapHoro Micsis PoH.

MPOBOJIUTH TaKi MPOLICAYPH:

1. KepiBauk / KepiBHUIA (iHAHCOBOTO BimIiTy
BHOIPKOBO TIOPIBHIOE 3apIlIaTHY BiAOMICTB,
HaJaHy TOJIOBHMM/OI OyXrajarepom/korw, 3

IpHUiioMm,

3BUIbHEHHS, TIEPEBEICHHA, 3MiHY TI0CaJJ0BOTO

OKJIQJly TOWIO, BHJAHUMH B IIOTOYHOMY

OpHTiHaTaMH HakasiB Ha

MiCsIII.

2. TonoBuwuit Oyxrantep / ronmoBHa OyxrajaTepka
aBTOMATHYHUX

TepeBipse  MPaBUILHICTH
PO3paxyHKiB B OOIIKOBIH cHCTEMI:
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OCHOBI
3aTBEP/HKEHOT0 OKOPKETY 1 BUILIAYYETHCS JIBA pa3H Ha
MicsIlb. 3apo0iTHA MiiaTa CIUIauy€eThcs B YKPaTHCHKUX
PO3IHCY,

Salaries are calculated based on the approved budget
and paid twice a month. Salaries are paid in
Ukrainian Hryvnias according to the staffing table
approved by a Foundation order.

The Foundation may provide for the accrual of salary
indexation according to the rules formed in the
personnel policy.

Salary calculation for the first half of the month,
which is no more than 16 calendar days, and the
calculation for the entire worked month are based on
time tracking sheets.

Salary payment is made by non-cash transfer to
employees' cards. When paying salaries, all payments
to the budget are made. It is not allowed to pay
salaries without paying all mandatory taxes and fees
required by current legislation.

In the absence of a bank card for an employee, the
Foundation may pay the salary as a one-time payment
through the cash desk.

Information regarding the salary of Foundation
employees is confidential and is not possessed by
anyone except designated persons who have proper
access to it. All payroll-related documentation must
be kept securely by the Head of the HR Department.

Control over payroll accounting consists of the
Foundation conducting the following procedures at
the end of the calendar month:

1. The Head of the Financial Department
selectively compares the payroll register
provided by the Chief Accountant with the
originals of hiring, firing, transfer, salary
change orders, etc., issued in the current
month.

2. The Chief Accountant checks the correctness
of automatic calculations in the accounting
system:
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e mHapaxoBaHOi  iHmekcamii (y pa3i i
HapaxyBaHH:);
o IIJJDO;
e B3;
e CCB;
® JIOIATKOBUX BUILIAT 1 ITIBT
lonoBHmit  OyxranTep / ToJOBHA OyxXTanTepka

JI0ZIaTKOBO TIEPEBIpSIE:;

® HapaxyBaHHsS Ta yTPUMaHHS IIONATKiB 3
IHIIAX JIOXOMiB, BKJIIOYHO 3  JIOJAATKOBUM
0JIaroM y TPOIIIOBIi Ta HETPOIIOBiK Gopmi;

® T[PaBWIBHICTh HApPaxOBaHOI CyMH BHWILIAT
3BUTBHEHUM MPOTSITOM MiCSIs TpaliBHUKaM,
30KpemMa MPABUIIBHICTh HapaxyBaHHS
KOMIICHCAITI1 32 HEBUKOPHUCTAHY BiIITyCTKY.

7.11. KonrpoJas

3aKpUTOro nepioxy
KonTpons 3a BumpaBieHHSAM TOMHJIOK 3aKpHUTOTO
mepiomy B OyXTralTepChbKOMY Ta YIPaBIiHCHKOMY
00Ky 3MIACHIOETHCS MTUISIXOM TTOJTaBaHHS
cretiaTbHUX KOPHUTYIOUHX MIPOBE/IEHb i3
00OB’SI3KOBUM JIOIABaHHSAM JI0 HUX OyXrajirepchKoi
TOBIKK 3 NETaJbHUM ONUCOM NPUYUH MOMMIKH Ta

3a BHIIPABJECHHSM TIIOMHJIOK

HACIIKIB KOPUTYBaHHS. bByXranTepcbKy AOBiAKY
HiAMUCYIOTH TOJIOBHUI/a Oyxranrep/ka Ta
KepiBHUK/UI  (QiHaHCOBoro  Bimmimy. OpwuriHan

30epiraeTbcsi y TOJIOBHOTO/01 OyXranTepa/Ku, KOmis —
y KepiBuuka/uui ¢inaHcoBOro BilAiny B JOKYMEHTaX,
10 CTOCYIOTHCS (DiIHAHCOBHX 3BITiB MPOEKTIB.

VY pasi BHSIBICHHS MTOMIJIOK MUHYJIMX TIEPIOAIB MiCIIA
CKJIaJIaHHS PIYHOI 3BITHOCTI MOMHJIKH TONEPETHHOIO
NEepioay BUMPABISIOTHCS PETPOCIEKTUBHO B IIEPLIOMY
KOMIUTEKTI (DiHAHCOBHMX 3BITIB, 3aTBEPIKEHUX 10
BUIMYCKYy  Ticlsl  iXHBOTO  BUSIBJICHHS — IIUISIXOM
nepepaxyBaHHS TOpPIBHIOBAaHMX CyM 3a TOJaHHUN
morepenHid mepiox (mepiogm), y SAKOMYy (SKHX)
crajacs TOMIIIKa, abo mepepaxyBaHHS 3alUIIKiB
AKTUBIB, 3000B'sS3aHb Ta BJACHOTO KaIliTaly Ha
MOYATOK Tepiomy 3a HaWmepmui i3 THOoJaHuX
TIOTNIepeTHIX TepioAiB. 3a HEOOXITHOCTI TOTAETHCS

accrued indexation (if accrued);
Personal Income Tax;

Military Levy;

USC;

additional payments and benefits.

The Chief Accountant additionally checks:

e accrual and withholding of taxes from other
income, including additional benefits in
monetary and non-monetary forms;

e the correctness of the accrued payment
amount to employees dismissed during the
month, in particular, the correctness of
accruing compensation for unused vacation.

7.11.  Control Over
Closed-Period Errors
Control over the correction of closed-period errors in
accounting and management accounting is carried out
by adding special corrective entries with the
mandatory attachment of an accounting certificate
containing a detailed description of the error's causes
and the correction's consequences. The accounting
certificate is signed by the Chief Accountant and the
Head of the Financial Department. The original is
kept by the Chief Accountant, and a copy is kept by
the Head of the Financial Department in documents
relating to project financial reports.

If errors from past periods are discovered after
compiling annual reports, previous period errors are
corrected retrospectively in the first set of financial
statements approved for issue after their discovery by
restating the comparative amounts for the prior
period(s) presented in which the error occurred, or by
restating the opening balances of assets, liabilities,
and equity for the earliest prior period presented. If
necessary, new financial and tax reporting is
submitted to control bodies.

the Correction of
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HOBa 3BiTHa (hiHAHCOBa Ta IOJATKOBAa 3BITHICTH J0
KOHTPOJIFOIOUMX OpPTaHiB.

7.12. Piuna 3Bipka
3a pesydapraTaMH 3BITHOTO KaJEHOAPHOTO POKY
TOJIOBHMH Oyxrairep / ToloBHa OyxrajTrepka Ta

KepiBHUK / KepiBHUIA  (iHAHCOBOIO  BigAily
MPOBOASATH  3BIpKYy MK  CTarTsIMH  BHUTpAT
VIPaBIiHCHKOTO ~ OONKY Ta CTarTsIMH  BUTpar

Oyxranrepchbkoro oOmiKy. 3Bipka 3a pesyJabraraMu
poky moTpibHa PoHITY, 00 MiATOTyBaTH MPaBUIBHAN
pIYHHMH 3BIT y paMKax HpPOEKTIB, MPo]iHAHCOBAHUX
JOHOpPaMH, Ta TPOUTH aygUTOPCHKY MEpPEBIpKY SK
MPOEKTIB, Tak 1 (iHAHCOBOI 3BITHOCTI 3arallbHOTO
IIPU3HAYCHHS.

dinaHcoBUil/a MeHeIKep/Ka TPOEKTIB TOTye pidHi
¢iHaHCOBI 3BITM JOHOPCHKHM OpraHizalisiM Ta
CKIIafja€ pIYHUH 3BIT BIANOBIAHO JO TIPaBHII,
BCTAHOBJICHUX TPOIEAYpaMH CKIIaJaHHs (HiHAHCOBHX
3BITiB 32 IPOEKTAMH.

[licns  3akiH4eHHs BCiX mpoueAyp TOJOBHHUHN
Oyxrantep / TonmoBHa OyxrajTepka Ta KepiBHUK /
KepiBHUI (HiHAHCOBOTO BiAJILTY MPOBOASATH 3BIPKY 32
Honatkom 4 miei [lomituku. Y pa3i BCTaHOBIEHHS
pO30iKHOCTEH MIXK OyXraiaTepChKuM Ta
YIPaBIiHCHKUM OONIKOM 70 000X CHCTEM BHOCSTHCS
3MiHH Ta KOPUTYBaHHSI.

Lo 3BipKy 3arBepiKye BWUKOHABYHU JUpEKTOp /
BUKOHABYA JIUPEKTOPKA.

INPUKIHIEBI ITOJIOKEHHSA

[lpaBusia, BCTaHOBJICHI B Il MOJITHIl, HAOMPAIOThH
YUHHOCTI 3 JIaTH iXHBOTO 3aTBEP/UKCHHS 3aralbHUMHU
30opamu @oHOY i1 HifOTh A0 HaOpaHHSA YHHHOCTI
HOBHUMH IpaBWJIaMU. 3MIHU Ta JOMOBHEHHS 10 Ili€l
MOJITUKA BHOCATBCS B pasi Oydb-SKUX 3MiH Y
3aKOHOJIABCTBI YKpaiHW, BCTAHOBICHHS JOJATKOBUX
mpaBmwil  ad0  HajgaHHA  pEeKOMEHAalid  IIoJ0
MOKPAIICHHS ayJUTOPaMH, JOHOPAMH YK CTOPOHHIMHU
KOHCyIbTaHT(K)amu. [Iporo3urii 3MiH i JONOBHEHb
TTOBUHHI OyTH 00T pyHTOBAHMMH.
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7.12. Annual Reconciliation

Based on the results of the reporting calendar year,
the Chief Accountant and the Head of the Financial

Department conduct a reconciliation between
management accounting expense items and
accounting  expense items. The  year-end

reconciliation is needed by the Foundation to prepare
a correct annual report within donor-funded projects
and to pass the audit of both projects and
general-purpose financial statements.

The Project Financial Manager prepares annual
financial reports for donor organizations and
compiles an annual report according to the rules
established by procedures for compiling project
financial reports.

After completing all procedures, the Chief
Accountant and the Head of the Financial Department
conduct a reconciliation according to Appendix 4 of
this Policy. If discrepancies are found between
accounting and management accounting, changes and
adjustments are made to both systems.

This reconciliation is approved by the Executive
Director.

FINAL PROVISIONS

The rules established in this policy enter into force on
the date of their approval by the General Meeting of
the Foundation and are valid until new rules enter into
force. Amendments and additions to this policy are
made in the event of any changes in Ukrainian
legislation, the establishment of additional rules, or
the provision of recommendations for improvement
by auditors, donors, or external consultants. Proposals
for amendments and additions must be justified.
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SIKIO TONOKEHHST JTOHOPCHKUX YTOJ BIAPI3HSIOTHCS
BiJl TIOJIOXKEHB ITi€1 TIOJITHKM B KOHTEKCTI peaizarlii
Oyab-KOi TPOTPaMH YW TIPOEKTY W Taki BiAMIHHOCTI
HE cCymepedarh 3aKOHOAABCTBY  YKpaiHHW, Bci
npoueaypu Ta oOMeXeHHsI OyJe BHKIAIEHO OKPEMO
Ta TIOBIOMJICHO mpaimiBHUKam/uisM DoHIy B
OKPEMOMY TIOPSIZIKY.

@®onn 3anmumae 3a co0OH TMPaBO OHOBIIOBATH,
3MiHIOBaTH a00 CKAacOBYBAaTH IEBHI MOJOXEHHS Ili€l
MIOJNIITUKK. YCiX TpamiBHUKIB Oyne CIOBIMIEHO PO
Taki 3MIHH EJEKTPOHHUM JUCTOM. Ili monoKeHHs
MOBHICTIO  3aMiHIOIOTH  yCi  ToOmepedaHi  Bepcii
(hiHAaHCOBHUX MpOLIEAYP, BCTAHOBICHUX Y DOHII.
BukoHaHHS TOJIOXKEHB i€l TTOMITUKH KOHTPOIIOETHCS
HarnsnoBoro pamoro @oHay, a Ipo pe3ynbraTd
LIOPIYHO 3BITYIOTH Ha 3arajibHUX 300pax.

KepiBHUK /  KepiBHHI  BiAAUTy  YIPaBITiHHSI
MEPCOHANIOM 3000B'A3YEThCS O3HAHOMHTH 3 IIMMH
MOJOKEHHAMM  BCIX  TemepilmHix 1 MalOyTHIX
CHiBPOOITHHKIB i cIiBpoOiTHUIE DOHITY.

If the provisions of donor agreements differ from the
provisions of this policy in the context of
implementing any program or project, and such
differences do not contradict Ukrainian legislation, all
procedures and restrictions will be outlined separately
and communicated to Foundation employees
individually.

The Foundation reserves the right to update, amend,
or cancel certain provisions of this policy. All
employees will be notified of such changes via email.
These provisions completely replace all previous
versions of financial procedures established in the
Foundation.

The execution of the provisions of this policy is
monitored by the Supervisory Board of the
Foundation, and the results are reported annually at
the General Meeting.

The Head of the HR Department is obliged to
familiarize all current and future employees of the
Foundation with these provisions.
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Total
202n 202n 202n 200n
Budget Budget Budget Budget Budget
section Budget section Name Account Account Name Actual | Budget | balance | Actual | Budget | balance | Actual | Budget | balance | Actual | Budget | balance

A Personnel Al Staff (Payroll, including tax)
A Personnel A2 Staff (PE)

Accommodation, travel Accommodation, travel costs, per
A costs, per diem A3 diem

Fringe benefits (health and life

A Fringe benefits A4 benefits, holiday bonuses)

Relief goods and Activity
B support services Bl Light repairs works

Relief goods and Activity
B support services B2 Medium repairs works

Relief goods and Activity KITs (Food, Wash, NFI, Hygiene,
B support services B3 Fuel briquettes )

Relief goods and Activity
B support services B4 Cash for Solid fuel

Equipment for distribution (office

Relief goods and Activity equipment, stationery and office
B support services BS supplies, bicycle)

Relief goods and Activity
B support services B6 Water Distribution 0,00 0,00 0,000 #N/A #N/A #N/A 0,00 0,00 0,000 #N/A #N/A #N/A
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Support goods (Laundry
detergents: powder, conditioner,
shampoo, shower gel, etc.)
Relief goods and Activity noOyToBa XiMmisi, Oy/tiBesbHI
B support services B7 Marepiaau
Relief goods and Activity
B support services B8 MPCA (with Bank fee)
Relief goods and Activity Repairs work (for institutions and
B support services B9 HouseHold)
Activity support services (Repairs,
Shelter expert, Wash expert
Relief goods and Activity services, legal and psychological
B support services B10 services)
Support services (translation,
Relief goods and Activity design, text editing, procurement
B support services Bll and logistics........ )
Conference services and other
event realated expenditures
(training and conference,
Relief goods and Activity workshop, psychological group
B support services B12 sessions)
Relief goods and Activity
B support services B13 Services of loaders
Small Grants to local
Relief goods and Activity business/NGO/WLOs,
B support services Bl14 Remuneration for teachers
Equipment&Furniture for Equipment (Laptop, multifunction
C organization needs Cl device, furniture, etc.)
Equipment&Furniture for
organization needs C2 Securitty Support costs (SSC)
D Contractual Services D1 Survey, recovery plans
Translation, designer services,
D Contractual Services D2 printing, editing, publication
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Other support services (Media and
Info support, IT services, logistic,
procuremen, coordinator, MEAL,
D Contractual Services D3 PDM)
D Contractual Services D4 Audit
D Contractual Services D5 Advertising, marketing
D Contractual Services D6 IT development and support
Transportation,
Distribution, Packing, Transportation serv./Rent of
E Delivery El vehicles/fuel coupons
Transportation,
Distribution, Packing, Distribution/Delivery/Post/Loader
E Delivery E2 and packing services
Rent and renting support
F Costs F1 Office rent/Utilities/Cleaning
Rent and renting support
F costs F2 Warehouse rent/Utilities/Cleaning
Administrative support (office
Rent and renting support expenses: water, tea, coffee, sugar,
F COsts F3 cleaning tools, detergents etc.)
Provision of warehouses (racks,
Rent and renting support dresses, carts, containers, tables,
F costs F4 shelvests etc)
Rent and renting support
costs F5 Communication (Internet, mobile)
Other Gl Bank fee
Other G2 Visibility/Uniform with Logo
Stationery, office supplies and
Other G3 services
Other G4 Software and licenses (CRM....)
Personal protective equipment
(gloves, sanitizers, masks,
protective shields, water btl., wet
H Other G5 wipes)
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Other

Go6

Training, conference services,
capasity building

Reserve fund

G7

Reserve fund

Partner Integrity Capacity
1 and Support Costs

PICS/Inderect costs
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CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES»
VOUCHER
‘ NUMBER: ‘ -
| DATE:
Category: (Check
one)
Invoice with PO X Invoice without PO Other payments Advance
Check only Wire Transfer
X
NAME OF Vendor ID
PAYEE
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DEPARTMENT/PROJECT

AMOUNT and
CURRENCY of
payment

PURPOSE

Reference to
supporting
documentation

ACCOUNT DISTRIBUTION
ACTIVITY | Means of payment AMOUNT
Donor Name Transaction Description PROJECT ID ID-budget | (transfer, cheque,
item cash, etc.)
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TOTAL |
AGREED | |
REQUESTED BY /Finance Manager BY /Project Manager

Name and signature
of person checking
payment and

calculations
DATE DATE:
APPROVED | |
BY
Name and
signature of person
approving
payment
DATE
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JTOJATOK Ne3 1O ®IHAHCOBOI ITOJIITUKH / APPENDIX 3 TO THE FINANCIAL POLICY
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Register of borrowed and returned funds between projects
(internal transactions)

for the year

Docume Amount of
nt No. Borrowing Project to which unreturned
Borrowing date | (Bank) | Project from which funds are borrowed amount funds are borrowed Return date Return amount funds
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JTOOATOK Ned4 1O ®THAHCOBOI IIOJIITUKH / APPENDIX 4 TO THE FINANCIAL POLICY
(YKpaiHCBKOI0 MOBOIO)

AKT 3BIpKH BUTpPaT OyXrajarepcbKkoro o0JiKy Ta BUTPaT 3a MPOEKTOM

Y rpuBHi

3BITY

Cyma Butpar 3a 202n pik 3rigHO (iHAHCOBOTO

Komiciga SWIFT

Bcerworo

3BITY

Bcboro Butpar no npoexty 3riino ®iHancoBoro

Pizanns

Cyma Butpar 3a 202n pik 3rigHO
OyXTranTepChbKOro 00Ky

Pi3anns, B ToMy yuci:

pax.631

Bapricts mocniyr, omradennx y 202n porti,

pax.685

Bapricts nocinyr, orutadennx y 202n pori,

pax.631

Omnara nociyr y 202n, Haganux y 202n porii,

pax.685

Omutara mocmyr y 202n, Hamaaux y 202n por,

MarepianpHi miHHOCTI orIaveHi B 202n porii,
crnucani B Oyxranrepcbkomy o0miky y 202n
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Burparu maitbyTHIX mepionis, cradeni y 202n
polli Ta BU3HaHI BUTpaTaMu 3BiTHOTO 202n poKy

HezamopTu3oBana yacTiHa HEOOOPOTHHX
aKTHBIB, MPUAOAHNX 3a KOIITH MPOoeKTy B 202n
porri

Cyma amopTH3aIiii akTUBIB, IPUAOAHHUX TI0
01.01.202n p., HapaxoBana y 202n pori

INomaTku HapaxoBaHi, aje He CIIavyeHi Ha
31.12.202n p.

Komicia SWIFT

Irmii cratTi (momaty 3a moTpedn)

Byxranrepcbki MOMIIKA

Kypcosi pizuumi

cyma 3aapOoBaHUX PSAKIB MOBHHA JOPIBHIOBATH
panky “Pisauig, B ToMy gmcmi’”:

QP B TAOIUII HE CTOCYIOThCA JaHUX OOIIKY
Oprani3amnii Ta BHECEHI TiTBKA 3 METOI0 HA0YHOTO
OPUKITATY
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(anmIiiicbKOI0 MOBOIO)
Act of Reconciliation of Accounting Expenses and Project Expenses

In UAH

Amount of expenses for 202n according to the
financial report

SWIFT commission

Total

Total project expenses according to the Financial
Report

Difference

Amount of expenses for 202n according to
accounting records

Difference, including:

Cost of services paid in 202n, Acc. 631

Cost of services paid in 202n, Acc. 685

Payment for services in 202n provided in 202n,
Acc. 631

Payment for services in 202n provided in 202n,
Acc. 685

Material values paid in 202n, written off in
accounting in 202n

Deferred expenses paid in 202n and recognized
as expenses for the 202n reporting year
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Undepreciated portion of non-current assets
purchased with project funds in 202n

Amount of depreciation for assets purchased
before 01.01.202n accrued in 202n

Taxes accrued but not paid as of 12.31.202n
SWIFT commission

Other items (add if necessary)

Accounting errors

Exchange rate differences

the sum of the shaded rows must equal the
"Difference, including:" row

the figures in the table do not relate to the
Organization's accounting data and are included
for illustrative purposes only

JOJATOK Ne5 IO ®THAHCOBOI MOJITUKHA / APPENDIX 5 TO THE FINANCIAL POLICY
(YxkpaiHCbKOI0O MOBOIO)

AKT

3BipKHM MPOEKTHHX IIJIATEKiB Ta JAHUX OAHKIBCHKOT BUIUCKU

Bepcisn: 1.0. Version: 1.0.

Kareropisi: 10KyMeHT 3 BiITKpUTHM 0CTYIIOM Category: open access document

JlaTa nepe3aTBep/KeHHs: IPOTATOM JBOX POKIB Bi/l 1aTH 3aTBepI:KeHHS, IKIIO0 paHille He Reapproval date: within two years of the approval date, unless the need arises earlier
BHHHKHE NMOTpeda ©2026 CO “SSS”

©2026 BO “CCC”



B® «CTABINMI3EALLEH BJTATOIAHA OPIAHI3ALIS «BNTATOOIMHUA ®OHL «CTABINI3ENLLEH CYMNMOPT CEPBICE3»
S | CYIMMNOPT CEPBICE3> CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

ByNn. BonogmMmMupcbKa, 6yAUHOK 49 A, cekuis 2, odic 156, MicTo Kuis, 01001 H g =] E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 = '+nf8°@555 ua-oég ,%:
€0PMNOY / EDRPOU 40567253 & *38 050 449 46 04 e
1o 6aHKIBCBKOMY PaxyHKY UA B
(HOMEp paxyHKY) (Ha3Ba OaHKY)
IO NPOEKTY
[Tepiom:
"o 20 poky M.Kuis
(mara ckyaJaHHs) (Micie cknamaHHs)

[Hamni 3rinHo (TpH):

. . JaHUX OyXrajaTepchbKoro BIIXUJICHHS
0aHKIBCHKOT BHITUCKH ,
00Ky TIO TIPOEKTY

TTouarkoBuii 6axanc Ha 01.01.202n

Bcroro HagxomkeHb

Bcroro Butpar

Sanumikosuii Oananc Ha 31.01.202n

BigxuneHus
Bepcisn: 1.0. Version: 1.0.
Kareropisi: 10KyMeHT 3 BiITKpUTHM 0CTYIIOM Category: open access document
JlaTa nepe3aTBep/KeHHs: IPOTATOM JBOX POKIB Bi/l 1aTH 3aTBepI:KeHHS, IKIIO0 paHille He Reapproval date: within two years of the approval date, unless the need arises earlier
BHHHKHE NMOTpeda ©2026 CO “SSS”

©2026 BO “CCC”



B® «CTABINI3ENALUEH BNATOOIAHA OPTAHI3ALIS «BJTATOAIMHUIA ®OHM «CTABINI3EVLLEH CYNMOPT CEPBICE3»
S | CYMNMNOPT CEPBICE3» CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

ByNn. BonogmMmMupcbKa, 6yAUHOK 49 A, cekuis 2, odic 156, MicTo Kuis, 01001 g X = E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 =) '+nf8°@555 ua-oég & e
€0POY / EDRPOU 40567253 & *38 050 449 46 04 e

[losicuenns BiI[XI/IJ'ICHB

Pizanns yepes okpymienHs B @iHanbsHOMY (piHaHCOBOMY 3BITI

I'powri oTpuMani o NPOEKTY

I'pomri BuTpadeHi mpoexTy
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of Reconciliation of Project Payments and Bank Statement Data
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(account number) (bank name)

for Project

Period
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(date of preparation) (place of preparation)
Data According to (UAH):
] ] Variance
Bank Statement Accounting Data for Project
Opening balance as of 01.01.202n
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Total expenditures
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Difference due to rounding in the Final Financial Report

Funds received for Project

Funds spent for Project

Total
Prepared by:
Full Name (signature)
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JTOIATOK Ne6 1O ®THAHCOBOI IMMOJITUKH / APPENDIX 6 TO THE FINANCIAL POLICY
(YkpaiHCbKOI0 MOBOIO)
Peectp noxkymenToodiry

TIpoTokomu 3acimaHe paja AUPEKTOPIB Ta TOKYMEHTH (JIOBiJIKH, JOTOBII, JOOBIIHI

.HI/ICTyBaHHH 3 A€pKaBHUMHU OpraHaMu, IOpuJInIHUMHU ocobamu Ta d)iSI/I‘{HI/IMI/I ocobamu

Yroau Ta iHII JOKYMEHTH CIiBOpAIl 3 JOHOpaMH (TPaHTONABIISIMHI)

JloroBopu, yroau Ta MEMOPaHIyMH TIPO CHiBPOOITHUIITBO

1.1. 1.1.-01 YeraHoBi (peecTpaliiifHi) JOKyMEHTH OpraHi3amii
1.1.-02 TlonoxeHHs, KOAEKCH, IHCTPYKIii, MOJITHKK OpraHi3amii
1.1.-03 Hakasu 3 0CHOBHOI JTisIIbHOCTI
1.1.-04 Haxasu 3 aaMiHiCTpaTHBHO-TOCIIONAPCHKUX MMUTAHb
1.1.-05 TIporokon 3aranbHUX 300piB Y4aCHUKIB

YupaiaiHHs

1.1.-06 3aMUCKH TOMIO) 0 HUX
1.1.-07 (BXizHa/BUXiHA KOPECIIOHICHIIIsN)
1.1.-08 3aranbsHO(GOHAOBI TOTOBOPH
1.1.-09
1.1.-10 JloBipeHOCTI Ha MPEeNCTaBHULTBO iHTEpeCiB OpraHi3amii

1.2. 1.2.-01

FOpuanynuii Bingin

1.2.-02

CynoBa noKyMeHTaIlis (1103081 3asBH, aleNALiiHI CKapTy, JOpYIeHHs, JINCTH,
MOBIIOMJICHHSI, KOTIii CyIOBUX PillleHb, yXBaJ, BUPOKIB, TIOCTAHOB)
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1.3. 1.3.-01 BaHKIiBCbKI BUITHCKU

1.3.-02 AHKeTH Ta iHII 0aHKIBCHKI JOKYMEHTH

1.3.-03 [narixHi 1opy4eHHs (3a HEOOXiAHICTIO)

1.3.-04 [MepBuHHI OyXrajaTepchbKi JOKYMEHTH 3a po3paxyHkamu 3 KoHTpareHTamMu

1.3.-05 Paxynku-dakrypu

1.3.-06 AKTH BUKOHaHUX POOIT

1.3.-07 AKXTH IpuiiMaHHA-TIepeadi

1.3.-08 BuarkoBi HakIagHi

1.3.-09 Bayuepu Ha orutaty

®dinancoBuii Bigain
1.3.-10 JloroBopu (IIpo HagaHHS TOCIYT, BUKOHAHHS POOIT, OPEHIN)

1.3.-11 AKXTH (BIZOMOCTI, JINCTH) 3BIPKH B3aEMOPO3PaXyHKIB MiXK OpraHizarisiMu

1.3.-12 3asBU PO HaJIaHHS OJNATOIfHOT JOTIOMOTH

1.3.-13 Crcky po3ziadi ryMaHiTapHOT JOTIOMOTH

1.3.-14 Bigomocrti npo BaHTa)KHO/pO3BaHTaXKyBaJIbHI pOOOTH

1.3.-15 Tapawnriitai muctu

1.3.-16 3BiTHICTh 3aTJIFHOTO NPU3HAYCHHS

1.3.-17 ‘YrpaBiiHCBKa 3BITHICT B pO3pi3i IPOEKTIB Ta iHIIIaTHB

1.3.-18 JlokymeHTH (IUTaHH, 3BITH, IPOTOKOJIH, aKTH, IOBIKN) MEPEBIPOK Ta ayAUTY 3a IPOEKTAMHU
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1.4. 1.4.-01 Oprani3auiiiHa cTpyKTypa

1.4.-02 I TarHuii po3nuc

1.4.-03 IMocanoBsi iHCTpYKIT

1.4.-04 Haka3su TpuBasoro 30epiranss

1.4.-05 Haka3zu tiM4acoBoro 36epiraHss

Bigain ynpasiainas -
yip 1.4.-06 Haxasu npo BigpsiaKeHHS

MepcoHaIoM
1.4.-07 Haka3u BilicbKOBOT0 00Ky
1.4.-08 Oco00Bi cripaBH NpaliBHUKIB
1.4.-09 CTpOKOBi 1OTOBOpH
1.4.-10 Jorosopu NDA
1.4.-11 Cnyx00BI 3aIUCKHU Ha BiIPSHKCHHS
- r r-r— [ ]
1.5. TenpepHa ToKyMeHTawis (IPOTOKOJH, 3BITH, EKCIIEPTHI BUCHOBKH, aKTH, JIOTIOBIi/L,

€KOHOMIYHI O0IDYHTYBaHHS, PO3PaXyHKH, aHai3 1iH, 3aIIUTH TIPO NPOBEACHHS ITyOTiYHIX
1.5.-01 3aKyIiBeJb Ta y4acTb Y HUX)

Bigain npoexTHHX
1.5.-02 Ilman 3akymniBens

3aKyniBeJib
1.5.-03 3asBKa Ha 3aKyIiBIIO
1.5.-04 3anuTH Ha TPaHIIi
Bigmin 1.6.
OyXrajirepcbKoro 1.6.-01 Bigomocri mono HapaxyBaHHS 3ap00iTHOI IIaTn
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001iKy 1.6.-02 | ABaHncoBi 3BiTH, GOpMH BiAIIKOTyBaHHS NPOI3My YUaCHHKAM 3aXOMiB

JlokyMeHTH (aKTH iHBeHTapH3allii, IHBeHTapHU3alliifHi ONUCH) PO iHBEHTapHU3ALIII0
1.6.-03 OCHOBHHX 3aC00iB, HeMaTepialbHUX aKTHBIB, IPOIIOBUX KOLITIB, MaTepiabHUX LIHHOCTEH

AxTH puiiMaHHS-TIepeadi (BHYTPIIIHBOTO ITePEeMillIeHHs1) OCHOBHHX 3ac00iB,
1.6.-04 HAKJIaJHi-BUMOTY Ha BiAITyCK (BHYTPIIIHE IEPEMillIeHHs) MaTepiaiB

1.6.-05 AKTH CIIMCaHHS OCHOBHHUX 3aC00iB

1.6.-06 JloroBopu mpo 6e3omaaTHe KOPUCTYBaHHS MaitHOM

Bi/utint MoniTopHHTY 1.7. 1.7.-01 JIokyMeHTH (BUCHOBKH, aKTH, 3BiTH) ayAuTOpa (ayAnTOpchKoi (GipMu) 3araabHO(OHIOBI

Ta OLIHKH 1.7.-02 JlokyMeHTH (aKTH) IIEpPeBipOK OKPEMHUX HAIPSMIB JisUIbHOCTI OpraHizaii

(anriiicbK010 MOBOIO)
Document Workflow Register

L1 1.1.-01 Founding (Registration) Documents of the Organization
1.1.-02 Regulations, Codes, Instructions, and Policies of the Organization
1.1.-03 Orders on Core Activities
Management 1.1.-04 Orders on Administrative and Management Issues
1.1.-05 Minutes of the General Meeting of Participants
Minutes of Board of Directors Meetings and Supporting Documents (Certificates, Reports,
1.1.-06 Memos, etc.)
Bepcisn: 1.0. Version: 1.0.
Kareropisi: 10KyMeHT 3 BiIKPpUTHM 10CTYIIOM Category: open access document
JlaTa nepe3aTBep/KeHHs: IPOTATOM JBOX POKIB Bi/l 1aTH 3aTBepI:KeHHS, IKIIO0 paHille He Reapproval date: within two years of the approval date, unless the need arises earlier
BHHHKHE NMOTpeda ©2026 CO “SSS”

©2026 BO “CCC”



SSS

BE® «CTABII3EMLUEH  B/TATOMIMHA OPTAHI3ALLIS «BIATOOIMHUIA ©OHM «CTABINI3ENALLEH CYNMOPT CEPBICE3»
CYNMNOPT CEPBICE3>»

CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

ByNn. BonogmMmMupcbKa, 6yAUHOK 49 A, cekuis 2, odic 156, MicTo Kuis, 01001 g X [= E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 & mfo@sss ua.org s e
€[IPTOY / EDRPOU 40567253 [EhEE

& +38 050 449 46 04

Correspondence with Government Authorities, Legal Entities, and Individuals
1.1.-07 (Incoming/Outgoing Correspondence)
1.1.-08 General Foundation Contracts
1.1.-09 Agreements and Other Documents of Cooperation with Donors (Grantors)
Powers of Attorney for Representing the Interests of the Organization
1.1.-10 Legal Department
1.2. 1.2.-01 Contracts, Agreements, and Memoranda of Cooperation
Legal Department Court Documentation (Statements of Claim, Appeals, Powers of Attorney, Letters,
1.2.-02 Notifications, Copies of Court Decisions, Rulings, Sentences, Decrees)
13. 1.3.-01 Bank Statements
1.3.-02 Questionnaires and Other Banking Documents
1.3.-03 Payment Orders (as necessary)
1.3.-04 Primary Accounting Documents for Settlements with Counterparties
1.3.-05 Invoices
1.3.-06 Certificates of Work Performed
Financial 1.3.-07 Acceptance and Transfer Certificates
Department 1.3.-08 Delivery Notes

1.3.-09 Payment Vouchers
1.3.-10 Contracts (on Service Provision, Work Performance, Lease)
1.3.-11 Acts (Statements, Letters) of Reconciliation of Mutual Settlements Between Organizations
1.3.-12 Applications for Charitable Assistance
1.3.-13 Humanitarian Aid Distribution Lists
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1.3.-14 Statements on Loading/Unloading Operations

1.3.-15 Letters of Guarantee

1.3.-16 General Purpose Reporting

1.3.-17 Management Reporting by Projects and Initiatives
Documents (Plans, Reports, Minutes, Acts, Certificates) of Inspections and Audits by
1.3.-18 Projects

14. 1.4.-01 Organizational Structure
1.4.-02 Staffing Table
1.4.-03 Job Descriptions

1.4.-04 Orders of Long-term Storage

1.4.-05 Orders of Temporary Storage
1.4.-06 Business Trip Orders

Human Resources
Department

1.4.-07 Military Registration Orders

1.4.-08 Personnel Files of Employees

1.4.-09 Fixed-term Contracts
1.4.-10 NDA Agreements

1.4.-11 Memos for Business Trips

1.5. Tender Documentation (Minutes, Reports, Expert Opinions, Acts, Reports, Economic
Justifications, Calculations, Price Analysis, Requests for Conducting Public Procurements
Project Procurement 1.5.-01 and Participation in Them)
Department
P 1.5.-02 Procurement Plan
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1.5.-03 Purchase Request

1.5.-04 Requests for Tranches

L6. 1.6.-01 Statements on Payroll Calculation

1.6.-02 Advance Payment Reports, Travel Reimbursement Forms for Event Participants

Documents (Inventory Acts, Inventory Descriptions) on the Inventory of Fixed Assets,
Accounting 1.6.-03 Intangible Assets, Cash, and Material Values

Department Acceptance and Transfer Acts (Internal Movement) of Fixed Assets, Delivery Requisition
1.6.-04 Notes (Internal Movement) of Materials

1.6.-05 Acts of Write-off of Fixed Assets

1.6.-06 Agreements on Free Use of Property

Monitoring and L7. 1.7.-01 General Foundation Documents (Conclusions, Acts, Reports) of the Auditor (Audit Firm)
Evaluation
Department 1.7.-02 Documents (Acts) of Inspections of Specific Areas of the Organization's Activity
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JTOIATOK Ne7 1O ®THAHCOBOI IMMOJITUKH / APPENDIX 7 TO THE FINANCIAL POLICY
(YkpaiHCbKOI0O MOBOIO)
I'padix noxymMeHTO000iry NnepBHHHMX I0KYMEHTIB

Tepmin 30epiranus
Ne (K110 iHIIe He BKA3aHO B Yrofi 3
n/n Ha3zBa nokymeHnry JoxymeHTO00Ir BignoBinansni ocoou Jonopom)
1 2 3 4 5
Onnama npayi npayieHuKie
CTBOpEHHS JIOKyMEHTa [paniBauku
OTpHuMaHHS JOKyMEHTa o
CreniaJtict 3 KagpoBoi po6oTH
[lepeBipka noKkymeHTa
[puiHATTS JOKyMEHTa J10 00MiKYy
T i iK YO
1 aexi o6uiky pobouoro O0pobka MoKyMeHTa (HapaxyBaHHS 3 poxu
vacy 3apo0iTHOI MJIaTH, MiATOTOBKA BiJIOMOCTEH,
KacoBO1 Byxranrep, l'onoBHwuii 6yxranrep,
3asBKH, IJIATDKHKUX AOPYUCHB Ta PEECTPy DinaHCOBUI MEHEIKEP
(hinaHCcOBHX 3000B’sA3aHb, OAAHHS iX Ha
MiAMMC KePIBHUITBY, OAHKY)
Ilepemaua nokymeHTa A0 apXiBy
CTBOpEHHS JJOKYMEHTa
OTpHuMaHHS JOKYMEHTA ITiCJIs MiAHCaHHS CrientiaJtict 3 KagpoBoi po6oTH
Haxkasu npo Hajanus [lepeBipka moKyMeHTa
BilMycTOK; -
2 Inwi Hakasy, NoB’g3aHi 3 IpuitHATTA JOKyMeHTa 10 00Ky 3 poku
HapaxXyBaHHAM 3apo0iTHOT
I11aTH Byxranrep/ka
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O6poOka moKyMeHTa (HapaxyBaHHS
BIAITYCKHHX Ta IHIIMX BUIUIAT IOB’I3aHUX 3
HapaxyBaHHSAM 3apOOITHOT TUIATH, MiArOTOBKA
BiZIOMOCTEH, KacOBOT 3asIBKH, IUIATIHKHUX
JOpy4eHb Ta peecTpy GpiHAHCOBUX
3000B’s13aHb, ITOJAHHS 1X Ha MIiAMHC
KepiBHUITBY, OaHKY, MiATOTOBKA
MeMopianbpHOTO opaepy Ne5)

Ilepenaua nokymeHTa 10 apXiBy

OTpuMaHHS JOKyMEHTa IMpauiBHuKK

OTpuMaHHS JOKyMEHTa

IMeperipka 1oKyMeHTa (BiANOBIAHICTE Crewianict 3 kazpoBoi poGoTH

TPYIOBOMY 3aKOHO/IaBCTBY)

OTpI/IMaHHSI JOKYMEHTa

. . Ilepesipka nokymeHTa
JlikapusHi 1ucTu 3

3 THMYacOBOI BTPaTH [puiHATTS JOKYMEHTa 10 00Ky 3 poku
npane31aTHoCTi

O0pobOka TOKyMeHTa (HapaXyBaHHA
JIKapHIHOTO JIUCTA, MiArOTOBKA BiIOMOCTEA,
KacoBOi 3asBKH, IUIATKHUX JOPYYEHb Ta
peectpy hiHaHCOBHUX 3000B’A3aHb, TOAAHHS
X Ha MiINHC KePiBHUITBY,

0aHKy, IiITOTOBKAa MEMOPIiaJIbHOTO opziepy Ne
5)

Byxranrep/ka

[epenada NOKyMeHTy 1O apXiBy

Biopaoawenna ma po3paxynku 3 niozgimuumu ocovamu

CTBOpEHHS JOKYMEHTa ITin3BiTHA OCOGA
4 ABaHCOBI 3BiTH OtpumanHs LOKyMEHTa 3 poku
byxranrep/ka
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[epeBipka moxkyMeHTa (BiAMOBIHICTH
(inaHCOBOI omepanii TiroIoMy
3aKOHO/IABCTBY)

3aTBepII)KeHH${ JAOKYMCHTa KepiBHHKOM

[IpuitHATTS TOKyMeHTa A0 OOMiKY

O0poOKa JoKyMeHTa (MiArOTOBKa
BIZIOMOCTEH, [UIATI)KHOTO JOPYYCHHS Ta
peectpy (hiHAaHCOBHX 3000B’3aHb, TOAAHHS
X Ha MiAIHAC

KepiBHUITBY, 6aHKY, ITiJTOTOBKA
MeMopianbHOro opaepy Ne®)

[epenada nokymeHTa 10 apXiBy

CTBOpEHHS JOKYMEHTa

OTpuMaHHS TOKyMEHTA MIiCIs MiANUCAaHHS

. . . CrentiaJtict 3 KagpoBoi poboTH
IlepeBipka qoKymMeHTa (BiamoBiaHiCTH

(hinaHCOBO1 oneparii YTHHOMY
3aKOHOJIaBCTBY)

[IpuitHATTS OKyMEHTa 10 OOMiKy

S | Hakasu npo BIIP/UKEHHS | (6p06Ka qokyMeHTa (ITATOTOBKA BiIOMOCTi 3 poxn
Ha BUIIIATy aBaHCY Ha BiAPAIKEHHS,
IUTIAaTDKHOTO IOPYYCHHS Ta PEECTPY
(hinarcoBHX Byxranrep/ka
3000B’s13aHb, TIOJAHHS IX Ha MiIIUC
KepiBHUILITBY, OaHKY,
MiZATOTOBKa MeMOpiajbHOTo opaepy Ne 8)
[epenada nokymeHTa 10 apXiBy
3BiTH BoOAiiB PO CTBOpEHHS TOKYMEHTa Bonii
6 Bukopucranns [IMM, ] 3 pokn
(moopo:kHi JIMCTH) 3aTBepAKEHHS IOKyMEHTA B KepiBHHUKA Bonii
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OTpuMaHHS TOKyMEHTa

[lepeBipka moxymeHTa (BiAMIOBITHICTE HOPM
CIHCaHH NaJInBa IF0YOMY 3aKOHOJIABCTBY,
apupMETHIHHH MiAPAXyHOK)

®dinancosi MmeHemkepr/ CrenianicTi
TIpuiAHATTS JOKyMEHTA 710 00JTiKy | MarepialbHO-TEXHIYHOTO 3a0€e3MeYeHHs

O0poOKa JoKyMeHTa (MiArOTOBKa
MeMopianabpHOTO opaepy Ne 8)

Ilepemaua nokymeHTa 10 apXiBy

Po3paxynku 3 debimopamu ma Kpeoumopamu

OTprMaHHs paxyHKIB JUIs OIUIaTH
KOMYHaJIbHHUX [OCIYT ®diHaHCOBI MEHEMKEPH

OTpuMaHHs JOKYMEHTIB [UIsl iHIINX BHUIIB
onar

[epeBipka moxymMeHTa (HasiBHICTH BCiX
HEOOX1THUX TEHAEPHUX JOKYMEHTIB;

nepeBipKa HassBHOCTI IMiIHCIB B HAKJIAJHHX, ®DiHaHCOBI MEHEIKEPH
MIIACIB Ta TIEYaTKH B aKTaX BUKOHAHUX
PaxyHku 1715 onJiaTu; .
X . po0iT TOIIIO)
Hakaanui 3a orpumani
7 TOBapHO - MaTepiaibHi 3aTBepKEHHS JOKyMEHTA B KePiBHHUKA 3 poku
HiHHOCTI; AKTH (Bi3yBaHHS TOKYMEHTY «JI0 OILIATH)
BHKOHAHHUX Po0iT Ta
HATAHHX HOCTYT OTpuMaHHS TOKyMEHTa
[MpuitHATTS DOKYMeHTa 10 00MiKy (TIepeBipKa
HAsBHOCTI B JIOKYMEHTi 000B’I3KOBHX
PEKBI3UTIB Ta BiMOBIIHICTh TOCTIONAPCHKOT
onepauii diHaHCOBI MEHEIKEPH
JF0YOMY 3aKOHO/IaBCTBY)
O0pobOKka JoKyMeHTa (ITiATOTOBKA TUIATIXKHOTO
JOpy4eHHs Ta peecTpy GiHaHCOBHX
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3000B’s13aHb, TOJAHHS iX Ha MIAINC,
HiroTOBKa MeMopiansHuX opaepis Ne,6)

[lepemaua mokymeHTa 10 apXiBy ®inancoBi MeHemKepU

OTpuMaHHS TOKyMEHTa

IlepeBipka moKyMeHTa (ZOTPUMAaHHS BUMOT
3aKOHOJIABCTBA: HASIBHICTB BCIX HEOOX1THUX
TEH/ICPHUX JOKYMCHTIB, HasSBHICTh OCHOBHUX
BUMOT B JIOTOBOPI — IIPeAMeTa 3aKyiBII,
TEpMiHIB BUKOHAHHS, IITPaHUX CAaHKIIIH,
CTPOKY [lii TOTOBOPY TOIIO)

Opuctn
Crierrianictu 3 iHaHCiB/
MaTepiaJbHO-TEXHIYHOTO 3a0e3MeUeHHs

8 IIpoexTu norosopis

OTpI/IMaHHH JOKYMCEHTa

IepeBipka 1oKyMeHTa (OTPUMAHHS BUMOT
3aKOHOABCTBA: HASBHICTH BCIX HEOOXIIHHUX
TEH/ICPHUX JIOKYMCHTIB,

HasBHICTh OCHOBHHMX BUMOT B JIOTOBOPI —
IpeaMeTa 3aKyIiBii, TepMiHiB BUKOHAHHS,
mrpadHUX CaHKLIN, CTPOKY Iii JOrOBOPY 3 poku
TOIIIO)

IOpuctu
@DiHaHCOBI MEHEMKEPH

IOpuct
3aTBepKEeHHS JOKyMEHTa B KEPIBHHUKA ®DiHaHCOBI MEHEIKEPH

9 JloroBopu (ykjaaeHi)
OTpuMaHHS TOKyMEHTa

[puiHATTS JOKYMEHTa 10 00MIiKy

O06pobKka 1oKyMeHTa (ITiATOTOBKA TUIATIXKHOTO
JOpYYeHHS Ta peecTpy GiHaHCOBHX
3000B’s13aHb,

MMOJaHHA 1X Ha MiANHUC KEPiBHULITBY,
MiATOTOBKA

MeMopialbHUX opzepiB Ne4, 6)

®dinancoBi meHemkepu/byxrantepu

Ilepemaua nokymeHTa A0 apXiBy
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Heooopomni akmueu, mamepianvni 3anacu ma MILII

(anmiiicbKOI0 MOBOIO)

CTBOpEHHS TOKyMEHTa Byxrantep/lOpuctu
OTtpuMaHHsI JOKyMEHTa
IMepeBipka 10KyMeHTa (BiANOBIHICTH Byxraurep/IOpuctn
AxkTtH npo cnucanns TMIL; rOCHOIAPCHKOI Onepalii YnHHOMY
AkTH Ha 3HMIeHHs TMII; 3aKOHOZIABCTBY )
10 | AxTu npuiiomy- nepeaaui . 3 poxn
TMIL; Buyrpimmi 3aTBepKEHHs JOKyMEHTa B KEpIBHUKA byxranrep/IOpucru
HEVWEN [MpuiHATTS TOKYMEHTa JI0 00Ky
O0poOKa JoKyMeHTa (MiArOTOBKa
MeMopianeHux opaepis Ne 9,10,13) byxrantep
Tepenada qOKyMeHTa 10 apXiBy
Workflow Chart for Source Documents
Storage Period (unless otherwise
Item specified in the agreement with the
No. Document Name Document Workflow Responsible Persons Donor)
1 2 3 4 5
Employee Remuneration
Document creation Employees
Receipt of the document i
1 Time Tracking Sheets HR Specialist 3 years
Verification of the document
Accountant, Chief Accountant, Financial
Recognition of the document for accounting Manager
Bepcisn: 1.0. Version: 1.0.

Kareropisi: 10KyMeHT 3 BiIKPpUTHM 0CTYNIOM
JlaTa nepe3aTBepIKeHHsI: IPOTATOM JABOX POKIB Bi/l 1aTH 3aTBepIKEHHS, IKIIO0 paHille He

BHHHKHE NOTpeda
©2026 BO “CCC”

Category: open access document

Reapproval date: within two years of the approval date, unless the need arises earlier

© 2026 CO “SSS”




B® «CTABINMI3EALLEH BJTATOIAHA OPIAHI3ALIS «BNTATOOIMHUA ®OHL «CTABINI3ENLLEH CYMNMOPT CEPBICE3»
CYIMMNOPT CEPBICE3> CHARITABLE ORGANIZATION «CHARITY FOUNDATION «STABILIZATION SUPPORT SERVICES>

ByNn. BonogmMmMupcbKa, 6yAUHOK 49 A, cekuis 2, odic 156, MicTo Kuis, 01001 g X = E
49-A Volodymyrska St., Section 2, Room 156, Kyiv, 01001 = '+nf8°@555 ua-oég & e
€0POY / EDRPOU 40567253 & *38 050 449 46 04 e

Processing of the document (payroll
calculation, preparation of registers, cash
requests, payment orders, and register of
financial obligations, submission for signature
to management and the bank)

Transfer of the document to the archive

Document creation

Receipt of the document after sighing HR Specialist

Verification of the document

Orders on Granting Recognition of the document for accounting
) Leaves; Other orders Processing of the document (calculation of 3
related to payroll vacation pay and other payments related to years
calculation payroll, preparation of registers, cash
requests, payment orders, and register of Accountant

financial obligations, submission for signature
to management and the bank, preparation of
Memorial Order No. 5)

Transfer of the document to the archive

Receipt of the document Employees

Receipt of the document
Verification of the document (compliance
with labor laws)

HR Specialist

Sick Leave Certificates for |[Receipt of the document
3 3 years

temporary disability Verification of the document

Recognition of the document for accounting Accountant
Processing of the document (calculation of
sick leave, preparation of registers, cash
requests, payment orders, and register of
financial obligations, submission for signature
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to management and the bank, preparation of
Memorial Order No. 5)

Transfer of the document to the archive

Business Trips and Settlements with Accountable Persons

Document creation Accountable Person

Receipt of the document

Verification of the document (compliance of
the financial transaction with current
legislation)

Approval of the document by the manager
4 Advance Reports 3 years
Recognition of the document for accounting Accountant
Processing of document (preparation of
registers, payment orders, and register of
financial obligations, submission for signature
to management and the bank, preparation of
Memorial Order No. 8)

Transfer of the document to the archive

Document creation

Receipt of the document after signing HR Specialist
Verification of document (compliance of the
financial transaction with current legislation)

Recognition of the document for accounting
5 Business Trip Orders Processing of document (preparation of the 3 years
register for business trip advance payments,
payment orders, and register of financial

I L. . Accountant

obligations, submission for signature to

management and the bank, preparation of

Memorial Order No. 8)

Transfer of the document to the archive
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Document creation Drivers

Driver Reports on fuel and
6 lubricant consumption
(Waybills)

Approval of the document by the manager Drivers

Receipt of the document

Verification of document (compliance of fuel
write-off norms with current legislation, 3 years

arithmetic check) Financial Managers/ Material and

Recognition of the document for accounting Technical Support Specialists

Processing of document (preparation of
Memorial Order No. 8)

Transfer of the document to the archive

Accounts Receivable and Accounts Payable

Invoices for payment;
Waybills for received
inventory; Certificates of

Receipt of invoices for payment of utility
services Financial Managers

Receipt of documents for other types of
payments

Verification of document (availability of all
necessary tender documents; verification of
signatures in waybills, signatures and seals in
acts of work performed, etc.)

Financial Managers

Approval of document by the manager
(stamping document "for payment")

7 acceptance of work Receipt of the document 3 years
performed and services |Recognition of document for accounting
rendered (verification of mandatory details in the
document and compliance of the business ) )
transaction with current legislation) Financial Managers
Processing of document (preparation of
payment orders and register of financial
obligations, submission for signature,
preparation of Memorial Orders No. 4, 6)
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Transfer of the document to the archive Financial Managers
Receipt of the document
Verification of document (compliance with
legislative requirements: availability of all . Lawyers
8 Draft Contracts necessary tender documents, presence of core Material and Tgchplcal Support
requirements in the contract — subject of Specialists
procurement, deadlines, penalties, term of the
contract, etc.)
Receipt of the document
Verification of document (compliance with
legislative requirements: availability of all Lawyers
necessary tender documents, presence of core Financial Managers
requirements in the contract — subject of
procurement, deadlines, penalties, term of the 3 years
contract, etc.)
Lawyers
Approval of the document by the manager Financial Managers
9 Contracts (concluded) L2 X £
Receipt of the document
Recognition of the document for accounting
Processing of document (preparation of
payment orders and register of financial Financial Managers/Accountants
obligations, submission for signature to
management, preparation of Memorial Orders
No. 4, 6)
Transfer of the document to the archive
Non-current Assets, Material Inventories, and Low-value Items
écts of write-off of Document creation Accountant/Lawyers
inventory; Acts of
10 . . . 3 years
destruction of inventory; ‘ Accountant/Lawyers
Acts of acceptance and |Receipt of the document
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transfer of inventory;
Internal waybills

Verification of the document (compliance of
the business transaction with current
legislation)

Approval of the document by the manager

Accountant/Lawyers

Recognition of the document for accounting

Processing of the document (preparation of
Memorial Orders No. 9, 10, 13)

Transfer of the document to the archive

Accountant
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JOIATOK Ne8 1O ®THAHCOBOI IMMOJITUKH / APPENDIX 8 TO THE FINANCIAL POLICY
(YKkpaiHCBbKOI0 MOBOIO)

JTATA
Po3paxyHok cym omjiat Y BiICOTKOBOMY CHiBBiIHOIIEHHI
BignmoBiaHo 10 mpoekTiB 1,2,3,4 3a 20 p.
Baprictb 3a
20 p:
UAH  (BiamoBimHO mo moroBopy Ta paxynky N Big . .20 p.)
Bro/mKeTH MPOEKTIB Ha (Ha MicA1B/BCHOIO):
X X X
IIpoext 1 UAH
OOMiHHHUI
IIpoext 2 Kypc UAH
OOMiHHHUT
[Ipoexr 3 Kypc UAH
OOMiHHUH
IIpoext 4 Kypc UAH
Bepcisn: 1.0. Version: 1.0.
Kareropisi: 10KyMeHT 3 BiTKpUTHM J0CTYIIOM Category: open access document
JlaTa nepe3aTBepIKeHHsI: IPOTATOM JABOX POKIB Bi/l 1aTH 3aTBepIKEHHS, IKIIO0 paHille He Reapproval date: within two years of the approval date, unless the need arises earlier
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Bcroro Ha MiCFILILI

UAH

BiacoTok:

IIpoexr 1
IIpoext 2
[Ipoexr 3
IIpoexrt 4

CyMH OIIaTH OpEHN 332 OepE3EeHDb MICSIb BUIIOBIIHO JIO IPOEKTIB:

IIpoexr 1

IIpoext 2

IIpoexkt 3

IIpoexrt 4

Bcroro UAH

[TigrorosieHo dinancoBuit MEHEIKED

3aTBepIKEHO Bukonasuwmii/ua [Iupexrop/ka
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(aHmiiicbKOI0 MOBOIO)

DATE
Calculation of payment amounts for in percentage ratio
per project 1, 2, 3, 4 for 20
Cost of dated
20
(in accordance with the contract and invoice No. dated
UAH _..20)
Project budgets for (per month/total):
. X X X
Project 1 UAH
Project 2 Exchange rate UAH
Project 3 Exchange rate UAH
Project 4 Exchange rate UAH
Total per month
Bepcisn: 1.0. Version: 1.0.
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UAH

Percentage:

Project 1
Project 2
Project 3
Project 4
Rent payment amounts for March per project:
Project 1 UAH
Project 2 UAH
Project 3 UAH
Project 4 UAH
Total UAH
Prepared by Financial Manager
Approved by Executive Director
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