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DOna yoro uen nopanok / Purpose

Lsa Nonitnka onucye, sk FO "CHK "CIA" nnaHye, noroaxye,
onsayye, obniKoBye i NiATBEPAKYE BUTPATU. BOHa HanucaHa
015 HEBE/IMKOI OpraHisaLii 3 6aHKiBCbKMM paxyHKOM,
HenpuMOYTKOBUM CTaTyCOM, LITAaTHUM F0N0BOIO | MOXKAUBICTIO
3a/1y4aTV aHANITUKA, KOHCY/IbTAHTIB Ta ByXranTepcbkui
cynposia,

TONOBHUI NPUHLMM NPOCTUI: KOXKHA BUTPATa MA€E MaTH
33aKOHHY MeTy, 6l0AXKeTHY niacTasy, BignoBiganbHy 0coby i
niaTBepAHi [OKYMeHTU. OB6CAr AOKYMEHTYBAHHA 3a1€XUTb
Big cymu, Axkepena GiHaHCYBaHHA | PUSKKY.

This Policy describes how NGO SNK "Slovo i Dilo" plans,
approves, pays, records and substantiates costs. It is written
for a small organisation with a bank account, non-profit
status, a staff Head and the ability to engage an analyst,
consultants and accounting support.

The main principle is simple: every cost must have a lawful
purpose, a budget basis, a responsible person and supporting
documents. The level of documentation depends on the
amount, funding source and risk.

Poni y piHaHcoBomy npoueci / Financial Roles

[onoBa BiANOBigA€E 32 onepaTMBHE yNpaBAiHHA KOWTaMK,
[,0r0BOpPM, NAATEXKI, OpraHisaLito byxrantepcbKoro 06Ky Ta
36epekeHHA AOKYMeHTIB. [1paBiHHA PO3riALa€ NUTAHHSA, Lo
cTocytoTbes FonoBuM, Nos'A3aHMx 0cib, 3HaYHMX BiCTYNIB Big,
6roaKeTy abo cuTyaLin i3 KoHdNIKTOM iHTepeciB.

Byxrantep abo byxrantepcbka KomnaHrisa Bege obnik, rotye
noJaTKoBY i GiHAHCOBY 3BITHICTb, NepPeBipPsA€ NEPBUHHI
OOKYMEHTU Ta KOHCY/IbTYE LWOA0 NOAATKOBUX Hacniakie. Y
NPOEKTI MOKe ByTM BU3HaYeHa BiANOBiAaNbHA 0c0ba, AKa
36MpaE LOKYMEHTH, CTEXUTb 3a BloaeToMm i nepesae
matepianu byxrantepy.

The Head is responsible for day-to-day management of funds,
contracts, payments, accounting arrangements and retention
of documents. The Board considers matters concerning the
Head, related persons, significant budget deviations or
conflict-of-interest situations.

An accountant or accounting service provider maintains
accounting records, prepares tax and financial reporting,
checks primary documents and advises on tax implications. A
project may have a responsible person who collects
documents, monitors the budget and provides materials to
the accountant.

BrogKet i gonyctumi Butpatn / Budget and Allowable Costs

BUTpaTu 34ilCHIOIOTLCA ANA CTAaTyTHOI AiANbHOCTI,
3aTBEPAKEHMX NPOEKTIB aBO HANEKHO NOTOAMKEHMUX

Costs are incurred for statutory activities, approved projects
or properly authorised organisational needs. Before a cost is
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opraHisauiinHux noTpeb. Mepen BUTPATOO BiANOBIAANbHA
ocoba nepesipse, UM € 6IOAKET, UM BigNOBILAE BUTPATA METI
NPOEKTY abo opraHisaL,ii, Yn He BUMLIOB CTPOK BUKOPUCTAHHA
KOLUTIB i Y1 NOTPiOHE OKpeme NOroAKeHHs.

[nA rpaHTiB 3aCTOCOBYIOTLCA YMOBW KOHKPETHOIO A0r0OBOpPY:
6l0AKETHI CTaTTi, Nepioa NPOEKTY, BaNloTa, NpaBMaa NoaaTKis,
BMMOTIM A0 NiATBEPAHUX LOKYMEHTIB | NOPALOK NOTOAXKEHHSA
3MiH. AKWO BUTpaTa He nepeabayeHa broakeTtom abo
BMKMKAE CYMHIB, il morogykye [0/108Ba; AKWO NUTaHHA
cTtocyeTbea F010BM abo NoB'A3aHOT 0cobu - MpaBaiHHA.

incurred, the responsible person checks whether budget is
available, whether the cost fits the project or organisational
purpose, whether the funding period is open and whether
separate approval is needed.

For grants, the terms of the specific agreement apply: budget
lines, project period, currency, tax rules, supporting
documents and approval of changes. If a cost is outside the
budget or raises doubt, it is approved by the Head; if it
concerns the Head or a related person, by the Board.

MNoroa)keHHA nnatexis / Payment Approval

MnaTi>k He NPOBOAUTLCA ANLLE HA NiACTaBI YCHOT
pomoneHocTi. MoTpibHa niacTasa: AOroBip, paxyHOK, akKT,
HaKas, cny»k6oBa 3anuncka, 3aTBepasKeHuin broaxeTt abo
iHLWWI OKYMEHT, AOCTaTHIN ANA KOHKPETHOI cuTyauii. Ana
perynapHUX NaaTexiB MoXKe BUKOPUCTOBYBATUCA CpoOLLEHE
noroasKeHHs, AKLWO ix yKe nepeabayeHo broaketom abo
[,0r0BOPOM.

[onoBa NOroAyKye naatexi B mexax 3aTBepAKeHnx
6ropkeTiB. Byxrantep He 3aMiHIOE yNpaBAiHCbKE PilleHHs,
asie MoXKe 3yNUHUTK NposeaeHHA abo 061iK BUTPaTH, AKLWO
LOKYMEHTU HENOBHI, Cyma He 36iraeTbcs, € NogaTkoBui
pu3KK abo He3po3ymina nigcraBa NaaTexy.

A payment is not made on the basis of an oral arrangement
alone. It requires a basis: contract, invoice, acceptance
document, order, internal note, approved budget or another
document sufficient for the specific situation. Regular
payments may use simplified approval if already covered by a
budget or contract.

The Head approves payments within approved budgets. The
accountant does not replace a management decision, but
may pause processing or recording a cost if documents are
incomplete, amounts do not match, tax risk exists or the
payment basis is unclear.

NiarsepaHi AoKymeHTH / Supporting Documents

[ns BuTpaT 36epiratoTbCA LOroBOPU, PaxyHKM, akTy,
HaKMagHi, NNaTiXKHi JOKYMEHTH, l0Ka3n NOCTaBkM abo
BMKOHAHHA, 3aKyniBeNbHi LOKYMEHTU, 3BiTU KOHCY/IbTaHTIB,
Tabeni abo 38iTM 061Ky poboYOro Yacy, LOKYMEHTU WOL0
BiApPAAMKEHb Ta iHWIi MaTepiann, nepenbayeHi 3aKkoHOM abo
[,0r0BOPOM.

ENeKTPOHHI Konii MOXyTb BUKOPUCTOBYBATUCA Pa3om i3
nanepoBUMM OPUriHANAMM, AKLLO Lie He CynepeynTb BUMOram
3aKOHOZABCTBa YM forosopy. Hasea daiiny abo nanku mae
[03BONATM 3PO3YMITH NPOEKT, AaTy, NOCTa4YaNbHUKa i 3MmicT
BUTPaATK 6€3 OKPEMOro po3C/lifyBaHHS.

For costs, the organisation keeps contracts, invoices,
acceptance documents, delivery notes, payment documents,
evidence of delivery or performance, purchase documents,
consultant reports, records of working hours, travel
documents and other materials required by law or by
agreement.

Electronic copies may be used together with paper originals
where this does not conflict with law or the relevant
agreement. A file or folder name should make the project,
date, supplier and cost content clear without separate
investigation.

BaHK, roTiBka i goctynu / Bank, Cash and Access

OcHOBHMM cnocobom onnaTu € 6e3roTiBKOBUIA NNATIXK 3
paxyHKy opraHi3auii. [oTiBKa BUKOPUCTOBYETLCA ANLLE TOAI,
KO/IM Le A,03BOIEHO 3aKOHOM i BUNPaBAAHO NPAKTUYHOO
noTpeboto; Taka onepawia NiATBEPAKYETbCA JOKYMEHTAMM HA
TUX Camux 3acagax, Wo v 6esroTiBkosa.

Joctyn no 6aHKIBCbKUX iIHCTPYMEHTIB, K/HOYiB, NaponiB i
NAaTiXKHWUX cepBiciB Mae byTn obmexkeHni. AKWo ocoba
npunuHae poboTy abo 3miHE ponb, FonoBa opraHisoBye
3miHy gocTynis. MNaponi He nepepalOTbCA Yepes BiAKPUTI
KaHanu 3B'A3Ky.

The primary payment method is a bank transfer from the
organisation's account. Cash is used only where permitted by
law and justified by a practical need; such operation is
supported by documents on the same basis as a bank
payment.

Access to banking instruments, keys, passwords and payment
services must be limited. If a person leaves or changes role,
the Head arranges changes to access rights. Passwords are
not shared through open communication channels.
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3BiTHicTb i 36epiraHHA / Reporting and Retention

OpraHi3auia noaae 060B'A3KOBY 3BITHICTb BiANOBIAHO A0 The organisation submits mandatory reports under Ukrainian
3aKOHOAAaBCTBA YKpaiHM Ta 3BiTHICTb 32 4OrOBOpPamMu Npo law and reports required by funding agreements. Financial,
diHaHcyBaHHA. PiHaHCOBI, fOroBipHI, KaAPOBI, 3aKkynisenbHi 1 | contractual, HR, purchase and project documents are
NPOEKTHI LOKYMEHTM 36€epiratoTbCa He MeHLLE CTPOKIB, retained for at least the periods required by law or the
YCTaHOB/IEHMX 3aKOHOM ab0 BiANOBIAHWM [OrOBOPOM. relevant agreement.

[oKkymeHTN MatoTb ByTH 3axuLLeHi Big BTpaTH, BUNAAKOBOMO Documents must be protected from loss, accidental deletion,
BMAANEHHA, HECAaHKLiIOHOBAHOroO A0CTyNy abo 3miHW. AKWo unauthorised access or alteration. If a donor, auditor or
[OHOp, ayauTop abo geprkaBHUI opraH 3anuTye AoKyMeHTU B | public authority requests documents within its mandate, the
MerKax CBOIX NOBHOBaXeHb, [0/10Ba OpraHi3oBye BiANoBiAb i Head organises the response and checks that the materials
nepesipse, Wob HagaHi matepiann 6yan NOBHUMM Ta He are complete and do not contain unnecessary personal data.
MICTUAW 3alBUX NEPCOHANBbHUX AAHUX.

3aTBeppayKeHHA / Approval

UA: Llelt AOKYMeHT Habupae YNHHOCTI 3 gaTu Moro 3aTeepakeHHs Fosioeoto MO "CHK "CIA" Ta gie Ao 3amiHM HOBOO
peaakLieto.

EN: This document enters into force on the date of approval by the Head of NGO SNK "Slovo i Dilo" and remains valid
until replaced by a new version.

3aTteBepgus(na) / Approved by C. Bigakin
S. Vidiakin
MNocapa / Position fonoBa opraHisauii //-1ead of Organisation

Nignuc / Signature w%

Dara / Date 01/@_‘:17216?4
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