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Merta / Purpose

Lia MoniTnka BU3HaYa€e NOpALAOK 3aKyniBai ToBapis, pobiT i

3a6e3neunTn o0brpyHTOBaHICTb NOTPEOU, PO3YMHY LiiHY,
npo3opuii BUbip NocTavasnbHUKa, BiACYTHICTb KOHPIKTY
iHTepeciB i 4OCTaTHI LOKYMEHTU A1A BHYTPILWHbLOTO
KOHTPOAItO, ByxrantepcbKoro 06iKy Ta 30BHiLLHbOT
nepesipKu.

MoniTnka HanucaHa A4 HeBeMKOI rPOMaACbKOI opraHisauii.
BoHa He NnepeTBOPIOE KOXKHY May KyniBaio Ha TeHaep, ane
BMMarae, Wob pileHHA MoXKHa By10 NOACHUTU Ta
nigTBEPAUTN LOKYMEHTAMU.

This Policy sets the procedure for purchasing goods, works
and services for the organisation and its projects. Its purpose
is to make sure that the need is justified, the price is
reasonable, the supplier is selected transparently, conflicts of
interest are avoided and the documents are sufficient for
internal control, accounting and external checks.

The Policy is written for a small civil society organisation. It
does not turn every small purchase into a tender, but it
requires that each decision can be explained and supported
by documents.

Cdepa gii / Scope

MoniTnKa 3acToCOBYETLCA A0 BCiX 3aKyniBenb, Wo
34iMCHIOIOTLCA 32 KOLITM OpraHisaLii, rpaHToBi KowTn abo
HLI KOLWTKW, AKMMM OpraHi3aLia Po3NoPAAXKAETLCA B MEXKax
CBOEI AiANbHOCTI.

BoHa nowmnptoeTbca Ha Fonosy, uneHis MpasaiHHA,
NPaLiBHMKIB, KOHCYNbTAHTIB, EKCNEepPTiB, BONOHTEPIB Ta iHLWMX
0cib, fKi iHILiOTb, MOroAXKYOTb, OLLHIOTb, LOKYMEHTYIOTb
abo npuiimatoTb pesynbTaTy 3aKynisAi.

MoniTnKa He 3aCTOCOBYETLCA A0 PEryAPHOro 3any4eHHsA
npodecinHnx nocayr, AKi opraHisawis OTPMMYE NepiognYHO
L5 CBOET 3MICTOBHOT pO6OTW: aHANITUYHI, *KYPHANICTCLKI,
pefakLUiliHi, AM3aHepCbKi, KOMyHiKauiliHi, IT abo iHwWi
nofAibHi nocnyru. Take 3anydeHHA 0GOPMIOETHCA
[,0rOBOPOM, TEXHIYHMM 3aBAAHHAM, aKTOM abo iHWUM
niaTBEPAHUM AOKYMEHTOM i KOHTPONOETLCA Yepes BloasKerT,
AKICTb pe3ynbTaTy Ta NpaBuaa WoA0 KOHPAIKTY iHTepeciB.

The Policy applies to all purchases made from the
organisation's funds, grant funds or other funds managed by
the organisation within its activities.

It covers the Head, Board members, employees, consultants,
experts, volunteers and other persons who initiate, approve,
evaluate, document or accept the results of a purchase.

The Policy does not apply to the regular engagement of
professional services that the organisation receives
periodically for its substantive work, such as analytical,
journalistic, editorial, design, communication, IT or similar
services. Such engagement is documented through a
contract, terms of reference, acceptance act or another
supporting document and is controlled through the budget,
quality of output and conflict-of-interest rules.
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basosi npuHuunu / Basic Principles

3aKyniBi 34iCHIOIOTLCA HA OCHOBI NOTPE6M, EKOHOMHOCTI,
[,06poYecHOCTi, PiBHOTO CTaBNEHHSA 4,0 NOCTaYa/IbHUKIB,
BiACYTHOCTI KOHNIKTY iHTEepeciB i HanexxHoro
LOKYMEHTYBAHHA.

He ponycKaetbea WTyyYHe gpobaeHHsA 3akynisAai, BUbip
nocTayasibHWKa Yyepes ocobucTy BUroay, 3mosa 3
nocTayasbHUKaMu, HeobrpyHTOBaHE 3aBULLEHHA LWiHW abo
NPUNHATTA TOBapiB i NOCAYT, AKi GaKTUYHO He byn
NOCTaB/IEHI YN BUKOHAHI.

Purchases are made on the basis of need, economy, integrity,
equal treatment of suppliers, absence of conflicts of interest
and proper documentation.

A purchase must not be artificially split, a supplier must not
be chosen for personal benefit, and the organisation must not
accept collusion with suppliers, unjustified price inflation or
goods and services that were not actually delivered.

Poni ta norogxeHHsa / Roles and Approval

IHiLiaTOp 3aKyniBni KOPOTKO onucye NoTpeby, odvikyBaHMM
pe3ynbTaT, OPIEHTOBHY BapTIiCTb i AxKepeno GiHaHCYBaHHS.
[onoBa abo ynosHoBarkeHa ocoba nepeBipsAe HAABHICTb
broXKeTy, [OPEYHICTb NpoLeaypy Ta BiACYTHICTb O4E€BUAHOIO
KOHONIKTY iHTepeciB.

Y HeBeMKil opraHisau,ii ogHa ocoba moKe BUKOHYBATU
KifibKa posiel, ane KAYOoBI pilleHHA MatoTb byTH
3adikcoBaHi: XTO iHiLitoBaB, XTO Noroams, Ak obpanu
nocTayasbHWKa i XTO MPUIMHAB pe3ynbTar.

The person initiating a purchase briefly describes the need,
expected result, estimated value and funding source. The
Head or authorised person checks budget availability, the
suitable procedure and the absence of an obvious conflict of
interest.

In a small organisation, one person may perform several
roles, but key decisions must be recorded: who initiated the
purchase, who approved it, how the supplier was selected
and who accepted the result.

Moporu Ta cnocobum 3akynisni / Thresholds and Procurement Methods

ba3oBui1 NOPALOK TaKuii:

[o eksisaneHTa 2 000 EUR moxke 3acTtocoByBatmca npama
3aKyniBAA 3 KOPOTKUM OBFPYHTYBAHHAM, AKLLO LiiHa €
PO3yMHOIO, BUTPATA BignNoBiAa€e OI0AXKETY, @ NOCTavyaibHUK He
Ma€E o4eBnAHOro KOHGNIKTY iHTepecis.

Biz 2 000 no 10 000 EUR opraHisauis, sk npaBuao, nyonikye
noTtpeby Ha cBOeMy caliTi abo iHWIM Ny6AiyYHiIM cTopiHLI Ta
NOpPiBHIOE OTPUMAHI Npono3uu;i. AKLLO NPoONo3unLi Haginwno
MeHLLe Tpbox abo NybniKaLia He € NPaKTUYHO Yepes
TEPMIHOBICTb, BY3bKMI1 PUHOK 4M Be3neKkosi 06cTaBUHY,
BignoBiganbHa 0coba KOPOTKO BiKCYE NPUYMHY.

MoHag, 10 000 EUR roTy€eTbca NMCbMOBMIA 3aMNUT LiiHOBUX ab0
KOMepLiMHUX NPONO3uL,ii YM iHLWA KOHKYPEHTHa npoleaypa 3
OMUCOM KpUTEPIiB OLiHKMN.

The baseline procedure is as follows:

Up to the equivalent of EUR 2,000, direct procurement with a
short justification may be used if the price is reasonable, the
cost fits the budget and the supplier has no obvious conflict
of interest.

From EUR 2,000 to EUR 10,000, the organisation normally
publishes the need on its website or another public page and
compares the offers received. If fewer than three offers are
received, or publication is not practical because of urgency, a
narrow market or security circumstances, the responsible
person records a short explanation.

Above EUR 10,000, a written request for price or commercial
offers, or another competitive procedure, is prepared with
evaluation criteria.

NMy6nikauia notpebu Ta 36ip npono3uuiii / Publication of Need and Collection of

Offers

[Ona 3akynisenb Big 2 000 go 10 000 EUR opraHisauia moxke
onybnikyBaTV KOPOTKe MOBIZOMAEHHA NPO NOTPeby Ha canTi:
LLLO NOTPIOHO 3aKyMUTK, OYiKYBaHWUI pe3yabTaT, MiHiMabHi
BMMOTM, CTPOK NOJAHHA NMPONO3ULLIM, KOHTAKT A8 NOAAHHA
Ta KpuTepii Bubopy.

OTprMmaHi npono3uu,ii NopiBHIOKOTLCA 3a LiHOLO,
BigNoOBigHICTIO NOTPebi, CTPOKaMM, [,OCBIAOM, AKICTHO,

For purchases from EUR 2,000 to EUR 10,000, the
organisation may publish a short notice on its website: what
needs to be purchased, the expected result, minimum
requirements, deadline for offers, submission contact and
selection criteria.

The offers received are compared by price, fit with the need,
timing, experience, quality, payment terms and possible risks.
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YMOBaMM ONAaTV Ta MOXAMBUMU pusnKamu. Nepemoxkuem
He 060B'A3KOBO € HAWAELEBLINIA NOCTaYaNbHUK, AKLLO iHLWA
nponosuuin Kpale Bianosigae notpebi Ta Le KopoTKo
NOACHEHO.

The selected supplier does not have to be the cheapest one if
another offer better meets the need and this is briefly
explained.

Mpama 3aKynisna / Direct Procurement

MpAma 3aKkyniBAs AOMNYCKAETLCA AN1A MannX, NPOCTUX abo
TepmiHoBMX NOTPe6 y mexkax nopory Ao 2 000 EUR.
[OKYMEHTYBaHHA MOXKe ByTM CTUCANM: OnuC NoTpebu,
paxyHOK abo Nponosuuis, NiaTBepAKEHHA LiHM 32 NoTpebu
Ta NOTOAMEHHA.

HaBiTb npu npamiit 3akyniBAi BignosiganbHa ocoba aie
€KOHOMHO Ta He 0buMpae NocTavyanbHUKa Yepes ocobucrty
BUro4y, APY*KHi BifHOCMHM abo HeobrpyHTOBaHY nepesary.

Direct procurement is allowed for small, simple or urgent
needs within the threshold up to EUR 2,000. Documentation
may be concise: description of need, invoice or offer, price
confirmation if needed and approval.

Even in direct procurement, the responsible person must act
economically and must not choose a supplier because of
personal benefit, friendship or unjustified preference.

OuiHKka npono3uuiii / Evaluation of Offers

OujiHKa mae Bignosigati notpebi 3akynisni. Kputepiamu
MOKYTb BYTHM LjiHa, BiANOBIAHICTb TEXHIYHOMY 3aBAAHHIO,
L,0CBif, CTPOKM BUKOHAHHA, AKICTb, yMOBW rapaHTii,
penyTauiiHi abo 6e3neKkoBi pU3MKK, @ TAKOXK YMOBMU
[0roBopy.

Pe3ynbTaT OUiHKM 0DOPMIIOETLCA KOPOTKOH 3aMMCKOL,
TabMLet0 NOPIBHAHHSA, €N1EKTPOHHUM JINCTOM i3
noroaxXeHHAmMm ab0 iHWKM NMCbMOBUM 3anncom, 3 AKoro
3p03yMino, Homy 06paHO came LbOro NOCTa4abHUKA.

Evaluation must match the purpose of the purchase. Criteria
may include price, fit with the terms of reference, experience,
timing, quality, warranty terms, reputational or security risks
and contract terms.

The evaluation result is recorded in a short note, comparison
table, approval email or another written record showing why
the selected supplier was chosen.

KoHdnikT iHTepecis / Conflict of Interest

Ocoba, Aka Ma€ NpuBaTHUI, cimeliHuiA, npodecinHui,
diHaHcoBMIA abo iHWWIA iHTEpeC LWOoAO NOCTavYalbHUKA,
NOBWHHA NOBIAOMWUTU NPO Le A0 Y4acTi B ouiHLi abo
NOroAKeHHi 3akynisni.

3a HaABHOCTI KOHONiKTY ocoba He bepe yyacTi y Bubopi
nocTayasibHUKaA, AKLWO iHLWe pilleHHA He 3adikcoBaHO
MNUCbMOBO 3 MNOACHEHHAM, HOMY PU3UK MOXKHa
KOHTPO/tOBATY.

A person who has a private, family, professional, financial or
other interest related to a supplier must disclose it before
participating in evaluation or approval.

Where a conflict exists, the person does not take part in
supplier selection unless another decision is recorded in
writing with an explanation of how the risk can be managed.

DokymeHTu 3aKynisni / Purchase Documents

Martepianu 3akynisni 36epiratoTbca pa3om i3 piHaHCOBUMM
LOKYMeHTaMu NPOoeKTy abo opraHisauii. 3anexHo Big,
npoueaypy BOHW MOXKYTb BKAKOYATK: ONMUC NOTPe6bH,
6roaKeTHe NiATBEPAKEHHS, TEXHIYHE 3aBAaHHA, NybaikaLito
noTpebu, oTpUMaHi NPONOo3uLi, NOPIBHAHHA, NOrOAMKEHHS,
[0rOBip, PaXyHKM, aKTU, AOKa3N BUKOHAHHA Ta IMCTYBAHHA 3
NnocTayasibHUKOM.

[loKyMeHTV MatoTb [03BO/IATU 3PO3YMITH, HOMY 3aKyniBAs
6yna noTpibHa, AK 06pasn NocTayanbHUKaA, XTO NOroAuB

Purchase documents are kept with the financial records of
the project or organisation. Depending on the procedure,
they may include: description of need, budget confirmation,
terms of reference, published notice, offers received,
comparison, approvals, contract, invoices, acts, evidence of
performance and supplier correspondence.

The documents should make it possible to understand why
the purchase was needed, how the supplier was selected,
who approved the decision and whether the organisation
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pilleHHsA | Y oTpMMmana opraHisauia pesyabrar.

received the result.

BuHATKM Ta TepmiHoBi 3aKynisni / Exceptions and Urgent Purchases

BiacTyn Big 6a30B0i Npoueaypu AONYCKAETLCA, AKLO
3aKyniBaA € TEPMIHOBOI, PUHOK Ay¥Ke BY3bKUW,
NOCTaYa/IbHUK MAE YHiKa/IbHY KOMNETEHLLt0, iCHYIOTb
6e3neKkoBi 0b6cTaBnHM abo iHWa npoueaypa 3asgana 6
HEMpPONOPL,iMHOI LLKOAN NPOEKTY.

BUHATOK NoroasKyeTbcs F0N10B0OK0 ab0 YNOBHOBAXKEHOI
0c06010 Ta KOPOTKO AOKYMEHTYETLCA A0 oniat abo, AKWO e
HEMOXXNBO, 04 pa3y NicNA YCYHEHHS TEPMiHOBOCTI.

A deviation from the baseline procedure is allowed where the
purchase is urgent, the market is very narrow, the supplier
has unique competence, security circumstances exist or
another procedure would cause disproportionate harm to the
project.

The exception is approved by the Head or authorised person
and briefly documented before payment or, if this is not
possible, immediately after the urgency has passed.

NMepernapg, / Review

MoniTnka nepernagaeTbea WoHaMeHLWwe pa3 Ha pik abo
paHile, AKLLO 3MiHIOKOTbCA 3aKOHOAABCTBO, CTPYKTYpa
opraHisau,ii, npaBuna GpiHaHCyBaHHA, xapaKTep 3aKynisenb
abo npaKTnka nokasye noTpeby yTOUHEHHA npoLeayp.

The Policy is reviewed at least once a year or earlier if
legislation, the organisation's structure, funding rules,
procurement practice or the nature of purchases shows that
procedures should be clarified.

3aTBeppayKeHHA / Approval

La Nonitka Habupae YMHHOCTI 3 AaTV 3aTBepAKeHHA Monosoto MO "CHK "CIA" Ta gie Ao 3amiHK HOBOLO peaaKLieto.

This Policy 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.

3aTtBepaus(na) / Approved by C. BiaskiH

S. Vidiakin

Nocaga / Position

lonosa opraHiaau,i'l'//-lead of Organisation

Mianuc / Signature

%

oifosrzone

Dara / Date
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