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1. 3ATAJIbHI NMNOJIOXXEHHA - 1. GENERAL PROVISIONS

1.1 Ccepa 3acTocyBaHHSA

e Lli MpaBuna perynioloTb agMiHiCTpaTMBHE Ta (iHaHCoBe
ynpaeniHHa IO «[icnsizaBTpa» (aani — OpraHizauis).

e [paBnna 060B'A3KOBI ANs BCiX CMiBPOGITHWKIB, BOJIOHTEPIB i
NiapsAHWKIB, WO AitoTb Bia iMeHi OpraHizadii.

® [1IoKyMeHT BianoBiaae BuMoram 3Y «[Mpo 6yxranTtepcbKuii
06nik Ta piHaHCOBY 3BiTHICTb B YKpaiHi» N2 996-XIV, HIN(C)BO,
MoctaHoBu HBY N2 148, 3Y «Ipo onnaty npadi» N2 108/95-BP
Ta K3nMM, Cratyty OpraHizadii.

1.2 MpuHUnnM ynpaBniHHA

® [1po30picTb: BCi (hiHAHCOBI onepadii AOKYMEHTYIOTbCS Ta
AOCTYNHI Ans nepesipKu.

® 3aKOHHICTb: AOTPUMAHHS YMHHOIO 3aKOHOAABCTBa YKpaiHu.
o [MiA3BITHICTb: YiTKMIA PO3MOAiN NMOBHOBAXEHb Ta
BiANOBiAANbHOCTI.

® EcheKTUBHICTb: pauioHasibHe BUKOPUCTAHHS pecypcis
BiANOBIAHO A0 Micii OpraHisaLii.
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1.1 Scope of Application

e These Rules govern the administrative and financial
management of NGO AfterTomorrow (hereinafter — the
Organisation).

e Rules are mandatory for all staff, volunteers, and contractors
acting on behalf of the Organisation.

e The document complies with the Law of Ukraine No. 996-XIV
on Accounting, NP(S)AS, NBU Resolution No. 148, Law No.
108/95-VR on Remuneration of Labour, and the Labour Code,
Charter.

1.2 Governance Principles

e Transparency: all financial transactions are documented and
open to review.

e |egality: compliance with current Ukrainian legislation.

e Accountability: clear delineation of authority and
responsibility.

e Efficiency: rational use of resources aligned with the
Organisation's mission.
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2. ®IHAHCOBI NOBHOBAXXEHHSA TA NIAMUC ¢ 2. FINANCIAL AUTHORITY & SIGNATURE PROTOCOL

2.1 PiBHi ¢(hiHaHCOBUX NOBHOBAXXEHb

e DiHaHCOBI pilleHHs po3nogineHi 3a piBHAMM NiA3BITHOCTI
BiANOBIAHO A0 CyMM onepadii.

e [lianucy Ha iHAaHCOBMX AOKYMEHTax NiaTBEpPAXKYHOTh: (a)
3aKOHHICTb onepadii; (6) HasiBHICTb KowWTiB y 6rogxeTi; (B)
BiANOBIAHICTb WinsaM OpraHizadii.

® Lla Tabnnus € EAUHMM DKEPENIOM MeX NianMcaHHs. SAKLOo
MoniTuka 3akynisenb (JokymeHT N2 05) abo iHLWi AOKYMEHTH
OpraHizauii 3ragytoTb Ui CymMu, Y pasi po36ikHOCTi
3aCTOCOBYETLCA LS Tabnuus.

e MaTpuus BM3HAYa€, XTO NOroaXye 3060B'A3aHHs (3asBky PRF,
[OroBip, 3aMoBneHHs). MNignncaHHsa NNaTiXHUX AOpyYeEHb
peryntoe po3gain 2.2.

Cyma onepauii (UAH) / Transaction Amount (UAH)

Ao 100 000 UAH BKJIIOMHO
Up to and including UAH 100,000

Moxnap 100 000 go 450 000 UAH BKJIFOUYHO
Over UAH 100,000 up to and including UAH 450,000

MoxHaa 450 000 UAH
Over UAH 450,000

2.2 MpoTokon noasikHOro nignucy

e MoagiiiHui nignuc (Ffonosa NpaeniHHA Ta FonoBHa
Byxrantepka) 060B'A3K0BUIA AN1A: YCIX MNATIKHUX AOPYYEHb
HE3aNIeXHO Bif, CyMU; FPaHTOBMX Yrof; Oyab-sIKMX JOKYMEHTIB
LLOAO BiAKPUTTS/3aKpUTTS B6aHKIBCbKMX paxyHKiB. [JoroBopu npo
HaZaHHSA Mocnyr NiANMCYOTbCA BIANOBIAHO A0 MaTpuui po3ainy
2.1.

® Y pasi TMM4YacoBOi HeOCTYMHOCTI OAHOrO 3 NiANUCaHTIB
onepaList Npu3ynuHSAETLCA abo pilleHHsAM [paBniHHS
NMPpU3HaYa€eTbCs YNOBHOBaXkeHa ocoba. MonoBa npaBniHHSA He
MOXe 3aMmilaTti FonoBHy ByxranTtepky sik Apyroro nignMcaHTa.
e dkuo Fonosa npaeniHHA abo noB’d3aHa 3 Heto 0coba €
cTopoHoto onepadii (JokymeHT N2 03, n. 5.2), 3amicTb nignucy
FonoBM CTaBUTb NiANKUC YneH MpaBniHHS, BU3HAYEHWIA PilLEHHSM
MpaBniHHS; Taki onepawii BKAYaoTLCA A0 nepeniky ans
nepernsay 3a posainom 2.4.

e EnextpoHHuii nianuc (KEM) npupiBHIOETLCSA 10
BMTACHOPYYHOro BiAMNOBiAHO A0 3Y «[1po enekTpoHHy
ineHTMdiIKaLilo Ta enekTpoHHI gosipyi nocnyrmu» N2 2155-VIII.
MpasoBa niactasa: 3Y «Mpo nnaTikHi nocnyrm» N2 1591-IX;
IHCTpYKLUIis Npo 6e3roTiBKOBI pO3paxyHKM B HaLliOHa/bHIl BantoTi
KOPUCTYBaYiB NAaTKHUX NOCNYr, 3aTBEPAXXEHa NOCTaHOBOO
HBY N9 163 Big 29.07.2022.

2.1 Levels of Financial Authority

e Financial decisions are distributed by accountability level
according to transaction amount.

e Signatures on financial documents confirm: (a) legality of the
transaction; (b) availability of budgeted funds; (c) alignment
with the Organisation's objectives.

e This table is the single source of signing limits. Where the
Procurement Policy (Document No. 05) or other documents of
the Organisation mention these amounts, this table prevails in
case of discrepancy.

e The matrix determines who approves a commitment (PRF
requisition, contract, purchase order). Signing of payment
orders is governed by Section 2.2.

MipnucanTtn / Signatories

['onosa npasniHHA
Chair of the Board

lonoBa npaBniHHa + MonoBHa Gyxrantepka
Chair of the Board + Head Accountant

lonosa npaBniHHS + FonoBHa Byxrantepka + pilleHHs
MpaBniHHA

Chair of the Board + Head Accountant + Board resolution
required

2.2 Dual Signature Protocol

e Mandatory dual signature (Chair of the Board and Head
Accountant) applies to: all payment orders regardless of
amount; grant agreements; any documents related to
opening/closing bank accounts. Service agreements are signed
in accordance with the matrix in Section 2.1.

e If one signatory is temporarily unavailable, the transaction is
suspended or a substitute is appointed by Board resolution. The
Chair of the Board may not substitute for the Head Accountant
as the second signatory.

e If the Chair of the Board or a person related to her is a party
to the transaction (Document No. 03, Section 5.2), the signature
of the Chair is replaced by that of a Board member designated
by Board resolution; such transactions are included in the list for
review under Section 2.4.

e Electronic signature (qualified e-signature) is equivalent to
handwritten signature per Law No. 2155-VIII on Electronic
Identification and Electronic Trust Services.

Legal basis: Law No. 1591-IX on Payment Services; Instruction
on Non-Cash Payments in National Currency of Payment Service
Users, approved by NBU Resolution No. 163 of 29.07.2022.
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2.3 YnpaBniHHA 6aHKIBCbKMMU paXyHKaMu

® BaHKiBCbKi paxyHKW BiAKPMBAKOTLCS BUKSIIOYHO 3a PilLEHHSM
['onoBu NpaeniHHS.

e |llomicayHa 3Bipka H6aHKIBCbKMX BUMUCOK — BiAMoBiaanbHiCTb
lonoBHoi 6yxrantepku.

® Byab-sKi 3MiHM B 6aHKIBCbKMX PEKBI3UTax AOBOASTLCS A0
BiZIOMa BCiX MiAMNMCaHTIB MMCbMOBO NMPOTSAroM 3 pobounx AHIB.

® [locTyn A0 CUCTEMM KITIEHT-6aHK HAAA€ETLCA TiNbKM
YMOBHOBaXXEHMM 0C06aM 3a pilleHHsM [010BM NpaBniHHA. YneH
MpaBniHHS, BU3HAYeHWI 3a po3ainoM 2.4, Ma€ NpaBo nepernsay
BMMMCOK 3a BCiMa paxyHkamu 6e3 okpemoro o3sony Fonosu.

2.4 He3zanexHuii KOHTponb MpaBniHHA

e lllokBapTany, He nisHiwe 20-ro Yncna Micausa nicns Keaprany,
MpaBniHHs po3rnsgace: 6aHKiBCbKI BUMMCKM 3@ BCiMa paxyHKaMmm
OpraHizauii; peecTp 3akyniBesnb i noctayanbHukiB (JokymeHT N2
05); yci nnatexi noHaa 100 000 rpH; yci nnaTexi NoB'sa3aHnM
CTOpPOHAM He3anexHo Big CyMu.

e [epernan BUKOHYE LLOHaMMEHLLE OAMH YneH MNpaBniHHe, SKuUi
He € [0NI0BOI0 NPaBMiHHSA 1 HE NOB’I3aHWUN i3 cy6’ekTamu,
nnaTexi SKMM nepernsaaoTbes. PesynbTaT dikcyeTbes
NPOTOKOJIOM i3 3a3Ha4YeHHSM BUSBMEHUX BiAXWIEHb i CTPOKY iX
YCYHEHHS.

e KoxxeH uneH MpaBniHHA Ma€ NpaBo CaMOCTiliHO, 6e3 oKpeMoro
[03B0y [010BM NpaBniHHA, OTpUMyBaTH Big 6aHKy BUMUCKM 3a
paxyHkamu OpraHizauii Ta BUMaraTi nepBuUHHI JOKYMEHTU A0
6yab-IKOro nnaTexy.

e [on0BHa ByxranTepka nepefae 4OKYMEHTM 3a 3anMTOM YfeHa
MpaBniHHs npoTsarom 5 pobounx gHis. BigMoBy abo 3aTpuMKy
BMHOCATb Ha po3rnag MNpasniHHS.

3. 3AKYNIBJI o 3. PROCUREMENT
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2.3 Bank Account Management

e Bank accounts are opened exclusively by the Chair of the
Board.

e Monthly bank statement reconciliation is the responsibility of
the Head Accountant.

e Any changes to banking details are communicated to all
signatories in writing within 3 business days.

e Access to the client-bank system is granted only to authorised
persons by decision of the Chair of the Board. The Board
member designated under Section 2.4 has view-only access to
statements for all accounts without a separate permission from
the Chair.

2.4 Independent Board Oversight

e Quarterly, no later than the 20th of the month following the
quarter, the Board reviews: bank statements for all accounts of
the Organisation; the procurement and supplier register
(Document No. 05); all payments above UAH 100,000; all
payments to related parties regardless of amount.

e The review is carried out by at least one Board member who
is not the Chair of the Board and is not related to the parties
whose payments are reviewed. The result is recorded in minutes
stating any deviations found and the deadline for correcting
them.

e Each Board member has the right, independently and without
a separate permission from the Chair of the Board, to obtain
bank statements for the Organisation’s accounts from the bank
and to request the primary documents for any payment.

e The Head Accountant provides documents at a Board
member’s request within 5 business days. A refusal or delay is
referred to the Board.

3.1 3aranbHi NpUHUMNK

® YCi 3aKyniBni 34iNCHIOITLCS Ha 3acalaX KOHKYPEHTHOCTI,
NpO30pOCTi Ta ePEKTUBHONO BUKOPUCTAHHS KOLUTIB.

e [Toporu 3akyniBenbHUX npoueayp, BUMOrn A0 AOKYMEHTIB
KOXHOIO piBHSA Ta MPOTOKO/ EKCTPEHUX 3aKyriBenb BCTAHOBMEHI
nuvwe Monitukoto 3akyniBenb (JokymeHT N2 05, po3ginu 3.4, 4.1
i 7); CTpoKm 36epiraHHs 3aKyniBenbHOI AOKYMeHTaLii — nuwe
Tabnuueto peteHuii JokymenTa N2 08, po3ain 5. Y upomy
[OKYMEHTi BOHM HE MOBTOPIOIOTHCS.

e [iAnNu“caHHs 3aKyniBebHUX JOKYMEHTIB 3AiMCHIOETLCS
BiANOBIAHO A0 po3ainy 2.1 UbOro AoKyMeHTa.

e 3aKyniBni Big NOB'sA3aHMX 0Ci6 3abopoHs0TLCS 6e3
norepesHbOro MMCbMOBOro 40380y MNpaBniHHA Ta
LAOKYMEHTYBaHHS KOH(IKTY iHTepeciB.

3.1 General Principles

e All procurement is carried out on the basis of competitiveness,
transparency, and efficient use of funds.

e Procurement procedure thresholds, document requirements
for each level and the emergency procurement protocol are set
only by the Procurement Policy (Document No. 05, Sections 3.4,
4.1 and 7); retention periods for procurement records only by
the retention schedule of Document No. 08, Section 5. They are
not repeated in this document.

e Procurement documents are signed in accordance with
Section 2.1 of this document.

e Procurement from related parties is prohibited without prior
written Board approval and documented conflict of interest
disclosure.
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3.2 N'paHMuHi 06csirn Ta kareropii BUTpaT

e ®oHp onnaTtu npaui (BCi WwWTaTHi nocagn): He nepesuye 200
000 UAH Ha Micsub 3aranoM no OpraHizauii. HapaxyBaHHs
3AIMCHIOETLCS BiANOBIAHO 10 3aTBEPAXKEHOMO LITATHOrO PO3MMCY
Ta Tabenis 06niky poboyoro vacy.

e [Mocnyru nigpsaHvkiB (isnyHi Ta opuanyHi ocobu 3a
LMBINIbHO-NPABOBMMM/rOCMNOAAPCbKMMM AOroBopamMm): obcsr
BM3HA4a€ETbCS YMOBAMU BiAMOBIAHOrO NPOEKTY abo rpaHTOBOI
YroZin; CyKYMHMW MiCYHMI NiMIT — He 6inblie 1 000 000 UAH
6e3 okpeMoro pilleHHs MpaBniHHS.

® BuTpaTty, WO BUXOAATb 3a 3a3HadeHi NiMiT1, A0NYCKaTbCs
BUKJ/IIOYHO 3a pilleHHsaM MNpaBniHHA 3a HAasBHOCTI BiAMNOBIAHOMO
(biHaHCYBaHHS B rpaHTOBIl YroAai abo 3aTBepaAXEHOMY BHOAXKETI.
3a3HayeHi NiMITY € BHYTPILWHIMX KOHTPOSIbHUMU MOKa3HUKaMm1
OpraHizadii. 3acToCcyBaHHSI KOHKPETHMX AOHOPCBKNX 0BMEXEHb
BM3HAYa€ETbCS BiANOBIAHOO MPAHTOBOIO YrOAOH0.

after” tomorrow

3.2 Expenditure Categories and Monthly Caps

e Payroll fund (all staff positions): does not exceed UAH
200,000 per month across the Organisation. Accruals are made
in accordance with the approved staffing table and timesheets.
e Contractor services (individuals and legal entities under civil-
law agreements): volume is determined by the respective
project or grant agreement terms; aggregate monthly cap — no
more than UAH 1,000,000 without a separate Board resolution.
e Expenses exceeding the above caps are permissible only by
Board resolution and subject to corresponding funding in the
grant agreement or approved budget.

The above caps are the Organisation's internal control
benchmarks. Specific donor restrictions are governed by the
respective grant agreement.

4. HAPAXYBAHHSA TA BUIUJIATA 3APOBITHOI N/IATU « 4. PAYROLL PROCEDURE

4.1 NpasoBa ocHOBa

e 3Y «[po onnaty npaui» N2 108/95-BP: miHiMmanbHa 3apnnaTa,
opmu i cTpokm BuUNNaTU.

e Kozekc 3aKkoHiB npo npauto Ykpainm (K3nl): ymosu
TPyAOBOro A0roBOpy, BiAnMyCTKKU, KOMNeHcaLlji.

e 3Y «[po 36ip Ta 06nik EANHOrO BHECKY Ha
3aranbHO060B'I3KOBE AepXXaBHe coljianibHe CTpaxyBaHHS» N2
2464-VI1: €CB.

e [MoaaTtkoBuiA koaekc Ykpaitu: MADO (cT. 167), BillCbKoBUI
36ip (cT. 163.1).

e HIM(C)BO 26 «Bunnatu npauiBHUKam»,

4.2 O60B'A3KOBiI YTPUMMaHHSA Ta HapaxyBaHHS

Mnarixk CraBka / XT0 cnjiauye

naeo 18% — yTpuMyeTbCa 3

npauiBH1Ka

BilicbkoBui 36ip (B3) 5% — yTpuMy€eTbCS 3

npauiBHuka *

€CB 22% — HapaxoBYETbCH

OpraHizadi€to noHaa 3apnnarty

* CraBka B3 5% BBegeHa 3akoHoM N2 4015-IX (3
01.12.2024). CnigKyiTe 3a 3MiHAMU B 3aKOHOAABCTBI.

4.1 Legal Basis

e Law No. 108/95-VR on Remuneration of Labour: minimum
wage, forms and timing of payment.

e Labour Code of Ukraine: employment contract terms, leave
entitlements, compensation.

e Law No. 2464-VI on the Unified Social Contribution (USC):
USC obligations.

e Tax Code of Ukraine: Personal Income Tax / PIT (Art. 167),
military levy (Art. 163.1).

e NP(S)AS 26 'Employee Benefits'.

4.2 Mandatory Deductions & Contributions

Rate / Who pays

18% — withheld from
employee

Payment

Personal Income Tax (PIT)

5% — withheld from employee
*

Military Levy

22% — charged by
Organisation on top of gross
salary

Unified Social Contribution
(USC)

* Military levy rate of 5% introduced by Law No. 4015-
IX (from 01.12.2024). Monitor legislative changes.
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4.3 lNpoueaypa HapaxyBaHHS Ta BUIJ1IaTH

Kpok 1. Ta6enb 06niky po6ouoro yacy

e BianoBiganbHa ocoba: kepiBHUK Niapo3A4iny / NpoekT-
MeHemxep.

e TepMiHN: nogaeTbca Ao byxranTtepii 4o 25-ro uncna
MOTOYHOrO Micaus.

e ®opma: Tunosa dopma N2 M-5 abo NorogkeHUin eNeKTPOHHUI
dopmar.

Kpok 2. HapaxyBaHHs 3apnaaTtu

e BianosiganbHa ocoba: MonoBHa byxranTtepka.

® TepMiH: He Mi3Hilwe 28-ro uncna noToYHOro Micsaus.

® [1oOKyMeHT: po3paxyHKoBa BigoMicTb (opma N M-6); Hakasm
Ha BiANYyCTKW, NiKapHsHI.

Kpok 3. MigrotoBka nnaTbhKHUX AOKYMEHTIB

e [1naTikHi AOPYYEHHSs Ha BUNAATy 3apniaTtv NignucyoTbCs
noaBiiHMM nignucom (po3gain 2.2).

e OaHo4vacHo opMyroTbCs fopy4yeHHst Ha cnnaTty NMAPO, B3 Ta
€CB no 6toaxeTy.

Kpok 4. Bunnara 3apnnatum

® ABaHcC: A0 15-ro uncna NnoTo4YHoro Micsius (He MeHwe 50%
okslaay 3a pakTUYHO BiANpaLbOoBaHi AHi BignosiaHo Ao K3nM).
e OcHoBHa YacTuHa: Ao 30-ro uncna NnoTo4Horo Micsus (y
MIOTOMY — A0 OCTAHHbOIO AHS Micsaus).

e MeToa: 6aHKIBCbKMI Nepekas Ha 0COBUCTI paxyHKK
npauiBHUKIB.

Kpok 5. Cnnata nopgatkiB Ta ECB

e NP0 Ta B3: B AeHb BMNAaTK 3apnnaati (nn. 168.1.2 MNKY).
e €CB: He ni3Hiwe 20-ro ymMcna Micaus, HaCTyMHOro 3a 3BiTHUM
Micauem (n. 8 4. 1 cT. 9 3Y N2 2464-VI).

4.4 3BiTHICTb 3 OfJ1aTH npaui

e [ofaTKoBMIA po3paxyHoK cyM pgoxoay, NAPO, BiiCbKOBOroO
36opy Ta ECB (3 pogatkom 41®): wokBapTanbHO, NpoTsirom 40
KaneHaapHUX AHiB Nicnsl 3akiHYeHHs kBapTany. ECB
CN1avyeThes Wwomicsausa Ao 20-ro ymcna Micsaus, HacTyrnHoro 3a
3BiTHUM.

e [loBiaky Npo AOX0AM Ta YTpUMaHi NoAaTKM — HafakTbCs
npauiBHUKaM Ha 3anur.

e ApxiB po3paxyHKOBWX BifloMocTel — 36epiraeTbes 75 pokis
(ans HapaxyBaHHS MeHCil).

e 3MiHM B cucTeMi onnaTuk npaui (oknaa, Haabasku,
NpPeMiloBaHHS) 3aTBEPAXKYIOTbCS Haka3oM ['0110BM NpaBiHHA Ta
[0BOAATLCA A0 BigOMa NpaLiBHUKIB HE Ni3HIW K 3a 2 Micaui Ao
BBeAEeHHs BianosiaHo Ao cT. 103 K3nr.
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4.3 Payroll Processing Procedure

Step 1. Timesheet

e Responsible: department head / project manager.

e Deadline: submitted to accounting by the 25th of the current
month.

e Form: standard form No. -5 or approved electronic format.
Step 2. Salary Calculation

e Responsible: Head Accountant.

e Deadline: no later than the 28th of the current month.

e Document: payroll statement (form No. M-6); leave and sick
leave orders.

Step 3. Payment Document Preparation

e Salary payment orders are signed with dual signature (Section
2.2).

e Payment orders for PIT, military levy, and USC are prepared
simultaneously.

Step 4. Salary Payment

e Advance: by the 15th of the current month (not less than
50% of salary for actual working days per Labour Code).

e Remaining balance: by the 30th of the current month (in
February — by the last day of the month).

e Method: bank transfer to employees' personal accounts.
Step 5. Tax and USC Remittance

e PIT and military levy: on the day of salary payment (Art.
168.1.2 Tax Code).

e USC: no later than the 20th of the following month (Clause 8,
Part 1, Art. 9 of Law No. 2464-VI).

4.4 Payroll Reporting

e Tax return on income, PIT, military levy and USC (with Annex
4DF): quarterly, within 40 calendar days after the end of the
quarter. USC is paid monthly by the 20th of the following
month.

e Certificates of income and taxes withheld — provided to
employees upon request.

e Payroll archive — retained for 75 years (for pension
calculation purposes).

e Changes to the remuneration system (salary, allowances,
bonuses) are approved by the Chair of the Board's order and
communicated to employees no later than 2 months before
implementation per Art. 103 of the Labour Code.
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5. NPOLIEAYPA ®IHAHCOBOI 3BITHOCTI - 5. FINANCIAL REPORTING PROCEDURE

5.1 BHyTpilIHA 3BITHICTb

e LllomicauHuit 3BIT (0 10-ro Yncna HacTyrmHoro Micaus):
BMMUCKM 3 HaHKIBCbKMX paxyHKiB; 3BiT MPO BUKOHAHHS BoaKeTy
(dakT vs nnaH) No KOXHOMY MPOEKTY.

e LllokBapTanbHuii 3BiT MpaBniHHio (A0 20-ro unicna micaus
nicns KBapTasy): KOHCOMiAOBaHWiA 3BiT NPO AOX0OAWN Ta BUTPaTH;
CTaH AebiTopcbKoi Ta KpeaAMTOPCbKOi 3aboproBaHOCTi; MPOrHO3
PYyXy KOLUTIB HA HaCTyMHWIA KBapTan.

® PiyHMii BHYTPILLHIM ayanT: npoBoanTbCcs A0 30 KBiTHS 3a
ronepeaHii pik; OXOMNJIHOE BCi paxyHKW, AOroBOpM, 3BiTU nepes
[OHOpaMM.

5.2 30BHiWIHA 060B'A3K0Ba 3BiTHICTb
®dopma 3BiTY Ctpok / OpraH

[o 28 ntotoro / ANC (3
nepeaavero opraHam
CTaTUCTUKMN)

[o 28 ntotoro / ANC (3

BbanaHc (®Popma N2 1)

3BiT npo diHaHcoBI

5.1 Internal Reporting

e Monthly report (by the 10th of the following month): bank
account statements; budget execution report (actual vs plan) for
each project.

e Quarterly Board report (by the 20th of the month after the
quarter): consolidated income and expenditure report; accounts
receivable and payable status; cash flow forecast for the next
quarter.

e Annual internal audit: conducted by April 30 for the preceding
year; covers all accounts, contracts, and donor reports.

5.2 External Statutory Reporting

Deadline / Authority

By 28 February / State Tax
Service (forwarded to statistics
authorities)

By 28 February / State Tax

Report Form

Balance Sheet (Form No. 1)

Statement of Financial Results

pe3synbtaTtn (Popma N? 2)

MopaTkoBUIA pO3paxyHOK
(NA®0 + B3 + ECB,
Aoaatok 4[d)

3BiT NPO BUKOPUCTAHHS
kowTiB HMO (cT. 133.4

nepegaveto opraHam
CTaTUCTUKMN)

LLlokBapTanbHo, 40 AHiB nicns
kBapTtany / AMNC

MpoTsarom 60 gHiB nicns poky
(mo 1 6epesHst abo HacTynHOro

(Form No. 2)

Tax return (PIT + levy + USC,
Annex 4DF)

NPO funds utilisation report
(Art. 133.4 Tax Code)

Service (forwarded to statistics
authorities)

Quarterly, 40 days after the
quarter / State Tax Service

Within 60 days after year-end
(by 1 March or the next

MnKYy) poboyoro aHs) / ArnC

5.3 [loHOpCbKka 3BiTHICTb

e (DiHaHCOBI 3BITM AOHOPAM CKAAATLCS BiANOBIAHO A0 YMOB
rpaHToBOI yroam (CTpokun, dopma, BanioTa).

® YCi JOHOPCbKi 3BITU MiANWUCYIOTLCS NOABIKHAM MiANMCOM
(po3pin 2.2) Ta 36epiraloTbCs Pa3oM i3 KOMisMN KJTKOHOBUX
NEPBUHHMX AOKYMEHTIB (4OrOBOPM, aKTW, NATiXKHI AOPYYEHHS)
NPOTSAroM CTPOKY, BCTAHOBMIEHOrO AN1s1 AOHOPCLKMX 3BITiB
Tabnuueto peteHuii JokymeHTa N2 08.

e 3BiT nepen AoHopoM BuktoyHo B UAH abo BignoBsigHo Ao
rPaHTOBOI Yroau; KoHBepTauis 3a KypcoM HBY Ha gaTy onepadlii.
e lllokBapTanbHa BHYTPILLHSA NepeBipka: [0noBa npasniHHA
3BipsIE 3a/MLLKN 33 NPOEKTAMM 3 AaHMMKM ByxranTepii; pesynbTaT
HafaeTbcs MpaBniHHIO B paMkax po3ainy 2.4.

® [1po hiHAHCOBI MOPYLUEHHS, IO CTOCYOTbCS KOLUTIB AOHOPA
(WaxpalncTBo, HELibOBE BUKOPUCTAHHS), AOHOPA
noBiaoMnaTbL 63 3B0NiKaHb i He Mi3Hille CTPOKY, BU3HAYEHOrO
rPaHTOBOO YroAok; 3a BiACYTHOCTI iHLIOro CTPOKY — MPOTAroM
72 roavH 3 MOMEHTY BUSIBIEHHS. SKLO NOPYLUEHHS CTOCYETbCA
['onoBuM NpaBniHHS, NOBIAOMIEHHS HAACWAE YneH lMpaBniHHS,
BU3HaueHwu 3a [lokymeHTom N2 03, n. 5.2.

working day) / State Tax
Service

5.3 Donor Reporting

e Donor financial reports are prepared in accordance with the
grant agreement terms (timeline, format, currency).

e All donor reports are signed with dual signature (Section 2.2)
and stored together with copies of key supporting documents
(contracts, completion acts, payment orders) for the period set
for donor reports in the retention schedule of Document No. 08.
e Donor report only in UAH or as specified in the grant
agreement; conversion at NBU exchange rate on the transaction
date.

e Quarterly internal review: Chair of the Board reconciles
project balances with accounting data; the result is submitted to
the Board under Section 2.4.

e Financial irregularities affecting donor funds (fraud, misuse)
are reported to the donor without delay and no later than the
period set in the grant agreement; unless a different period is
set — within 72 hours of discovery. Where the irregularity
concerns the Chair of the Board, the notification is sent by the
Board member designated under Document No. 03, Section 5.2.
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6. YIPABJIIHHSA AKTUBAMUM ¢ 6. ASSET MANAGEMENT

after” tomorrow

e OcHoBHi 3acobu (03): akTnBK BapTicTio noHaa 20 000 UAH 3i
CTPOKOM KOPUCHOrO BUKOPWUCTaHHSA MoHaa 1 pik — BignosigHo
fo n. 4.1 O6nikosoi nonitTnkn Opranizauii Ta HMN(C)BO 7.

e MasouiHHi HeobopOoTHI MaTepianbHi akTnen (MHMA): akTnBn
3i cTpokoM noHag, 1 pik Ta BapTicTio Ao 20 000 UAH BKJOUYHO
06MiKOBYIOTbCS OKPEMO BianoBiaHo Ao n. 4.2 O6nikoBoi
NOMITUKM.

e |llopiyHa iHBeHTapu3auis akTuBiB — A0 31 rpyaHs; akT
iHBEHTapu13alii NiANMCYETbCS KOMICIED 3 He MeHLwe 3 ocib.

e CnincaHHs abo Biauy)XeHHsi MaliHa 3AiNCHIOETLCS BUKIOYHO 3
fo3Bony MpaBniHHA Ta BigobpaxaeTbcs B 061Ky BignoBigHO A0
HM(C)BO 7.

e MaliHo, npuabaHe 3a paxyHOK FpaHTiB, BUKOPUCTOBYETHCS
BMKJTIOYHO 3@ UifIbOBUM Npu3HaYveHHaM. MNepeaaya TpeTiMm
0cobaM — TiNbKKM 3@ MMCbMOBOLO 3ro0K AOHOPA.

e Fixed assets (FA): assets valued over UAH 20,000 with useful
life over 1 year — per Section 4.1 of the Organisation's
Accounting Policy and NP(S)AS 7.

e Low-value non-current assets (LVNA): assets with useful life
over 1 year and value up to UAH 20,000 inclusive — accounted
separately per Section 4.2 of the Accounting Policy.

e Annual asset inventory — by December 31; inventory report is
signed by a commission of at least 3 persons.

e Disposal or alienation of property is carried out exclusively
with Board approval and reflected in accounting per NP(S)AS 7.
e Assets acquired through grants are used exclusively for their
designated purpose. Transfer to third parties — only with the
donor's written consent.

7. BIAPSAKEHHA TA NPEACTABHULIbKI BUTPATU o 7. TRAVEL & REPRESENTATION EXPENSES

® BiapsimkeHHs 0hOpMNSIETbCS Haka3oM [0/10BM NpaBniHHA A0
no4yaTKy Moi3aKu.

e [1060Bi B Mexax YKpaiHu: BiagNOBiAHO A0 YMHHUX HOpM KMY.
3a KOpAOHOM: BignoBiaAHO A0 HOpM KMY ans siapsiaXkeHb 3a
KOPAOH.

® ABaHCOBMIA 3BIT NOJAETLCS NPOTArOM 5 poboumnx AHIB nicns
noBepHeHHs. [10 HbOro A0AAKTLCS BCi MiATBEPAKYOUI
[OKYMEHTU (KBUTKM, pPaxyHKU, YeKn).

e [1pescTaBHMLBKI BUTPaTK NOTPebyroTb NonepeaHbLoro A03BONY
lonosw NpaBniHHA Ta 06rpyHTYBaHHS. JTiMiT: o 2% Bia
3aranbHOro piyHoro 6omxeTy 6e3 pileHHs MpaBniHHS.

@ Business trips are formalised by order of the Chair of the
Board prior to the trip.

e Per diems within Ukraine: per current Cabinet of Ministers
norms. Abroad: per Cabinet of Ministers norms for international
travel.

e Expense report is submitted within 5 business days of return,
with all supporting documents attached (tickets, invoices,
receipts).

® Representation expenses require prior approval of the Chair of
the Board and justification. Limit: up to 2% of the total annual
budget without a Board resolution.

8. ETUKA TA KOH®JIIKT IHTEPECIB - 8. ETHICS & CONFLICT OF INTEREST

® Yci 0cobu, Ha SIKMX NOLLIMPKOETLCS Koaeke noBeaiHKkK,
noAatoTb LOPIYHY Aeknapalito Npo KOHGNIKT iHTepeciB Ao 31
CiyHsi: unenm MpaeniHHA — 3a ¢dopmoro COI-1, iHwi ocobn — 3a
¢opmoto COI-2 (JokymeHT N2 03, n. 5.1).

e Ocoba, sika Mae 0cobucTui abo iHaHcoBMiA iHTepec y 6yab-
AKiii onepadii, 3060B's13aHa NoBiAOMUTM MNPO Le Ta
BiACTOPOHUTUCS! Bifi MPUAHATTS PiLLEHHS.

e [IpaBmna Woa0 NOAAPYHKIB i BUrOA Bi KOHTpareHTiB
BCTaHoBeHi Koaekcom noseaiHkn (JokymeHT N2 03, po3ain
4.2); ons ocib, 3anyvyeHnx A0 3aKyniBenbHMX pilleHb, Aie
3abopoHa 6e3 obMexxeHHs 3a BapTicTio ([okymeHT N2 05,
po3ain 6.1). Mo3nku Biag KOHTpareHTiB 3abOpoHeHi Ans BCiX.

® [lopyLeHHs uMxX NpaBwn € NiACTaBoOK AN ANCUMnIiHapHOro
CTArHeHHs1 abo po3ipBaHHSA TPYAOBOrO AOrOBOPY BiAMOBIAHO A0
K3nrl.

[loKyMeHT nignsrae nepernsgy Wopoky abo npu CyTTEBMX
3MiHax B 3aKOHOAABCTBI. YMHHa Bepcis 36epiraeTbcs y M0N10BHOI
6yxranTepku Ta AOCTYyMHa BCiM CriBpobiTHMKaM.

e All persons covered by the Code of Conduct submit an annual
conflict of interest declaration by 31 January: Board members
on Form COI-1, other persons on Form COI-2 (Document No.
03, Section 5.1).

e A person with a personal or financial interest in any
transaction is obliged to disclose it and recuse themselves from
decision-making.

e The rules on gifts and benefits from counterparties are set by
the Code of Conduct (Document No. 03, Section 4.2); persons
involved in procurement decisions are subject to a prohibition
regardless of value (Document No. 05, Section 6.1). Loans from
counterparties are prohibited for everyone.

e Violations of these rules are grounds for disciplinary action or
termination of employment contract in accordance with the
Labour Code.

This document is subject to annual review or upon material
legislative changes. The current version is kept by the Head
Accountant and available to all employees.
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