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3ATBEPIAKEHO IIporokon Pagu
aupektopiB ['poMasceKoi opranizarii
«Y400BO-METOIMYHNI LIEHTP 3aXUCTY MPaB
moguany HRTC Bixg 09.10.2024 Ne 30

IHOJOXEHHS
MPO NMOPAOK 3iliCHEHHS IJIATeKiB

1. 3AT'AJIBHI ITIOJIO)KEHHSA

1.1. Ile IlonoxxeHHs po3po0ICHE 3 METOI
CTaHIapTH3aIil MisUTbHOCTI 13 3a0e3rmeucHHs
IJIAHOBOCTI B MUTaHHAX (PiHAHCOBOI MisUTBHOCTI
I'pomancekoi opranizaiii «Y400BO-METOTUIHHIA
LEHTp 3aXUCTy mpaB Jroauam» (Hagaiai - HRTC)
Ta BU3HAYA€ MOPSAOK O(OPMIICHHSI OYiKyBaHOTO
IJIaTeKy Ta OCHOBHI BHUMOTH JI0 1HILIaTopa
IJIATEeKy CTOCOBHO TI0J[a4i 3asiBKU HAa CBOE€YACHU
TJIaTiK.

1.2. Ile [IlomokxeHHS 3aCTOCOBYETHCS  JUIS
3I1JiICHEHHS K 0Oe3rOTIBKOBUX TAaK 1 T'OTIBKOBUX
iarexis 3a kot HRTC.

1.3. Honst 3MIMCHEHHS TJIaTeXIB 3
pO3paxyHKOBHX paxyHKiB uu 3 kacu HRTC
npauiBank HRTC, iwmimiarop mmaTtexy, rorye
3asBKY Ha 3/11CHEHHSI IIaTeXYy (eJ1.JKCT, Bayuep,
TOIO, Hajmami - 3asBka) Ha DiHaHCOBOTO
JUpPEKTOpa 13 3a3Ha4eHHSAM JaHUX
nocrayaibHUKa (poOiT, TOBapiB, OCIYT) Ta HA3BY
IIPOEKTY, HOMEpY T'PAaHTOBOi YIrOAH, B paMKax
AKUX OyIyTh MpOBENEHl I IulaTexi. 3asBKa
MOJIA€ThCS HA Y3TOPKEHHs B MANepOBOMY Ta/abo
B €JIEKTPOHHOMY BUTJISAII.

1.4. CBoevacHicTh peani3alii KOXHOi 3asBKH B
nepury 4epry 3ajiekuTh Bif i1 HOJaHHA Ta
oopMIIEHHS HAJIC)KHHUM YHUHOM Y BCTaHOBJICHI
CTPOKH.

1.5. Crtpox mpoBeneHHS IUIATEXIB  MiCIs
Y3rO/pKeHHS matexy PiHAHCOBHM TUPEKTOPOM
- 3 (Tpu) OaHKIBCHKI JHI.

APPROVED Minutes of the Board of Directors
of the Non-governmental organization "Training
Center of Human Rights Advocacy” HRTC
dated 09.10.2024 No. 30

REGULATIONS
on the Payment Procedure

1. GENERAL PROVISIONS

1.1. This Regulation has been developed to
standardize the activities to ensure planning in the
financial activities of the Non-governmental
organization "Training Center of Human Rights
Advocacy" (hereinafter referred to as the HRTC)
and defines the procedure for processing the
expected payment and the main requirements for
the initiator of the payment to apply for timely
payment.

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

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

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

1.5. The term for making payments after
approval of the payment by the Financial Director
is 3 (three) banking days.
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1.6. 3abopoHsieTbcss  BHWIada, OTPHUMAHHS,
MPOBEACHHS  PO3PaxyHKIB 13  30BHINIHIMH
KOHTpAareHTamu, a TaKOX PyX TPOIIOBUX KOIITIB
Bcepeauni HRTC 6e3 nmoromxkenus @iHaHCOBOTO
aupekTopa abo ocolu, ska HOro THUMYacoBO
3aMIHSIE.

1.7. Ompata TPOBOAWUTBCS  HA  TIACTaBi
HAJICKHUM YUHOM O(OPMIIEHOTO TUIATIKHOTO
JOpYy4YeHHST B  CHUCTeMi  KIi€HT-0aHK 3
HaKJIQJICHHSM €JIEKTPOHHOTO ITU(POBOTO ITiITUCY
BukonaBuoro jgupekropa abo @PiHaHCOBOIO
TUPEKTOpA.

1.8. HamexxHo  oQpoOpMIIEHUM  BBaXXa€ThCS
IJIaTiKHE JIOpYYEHHS, odopmiieHe Ha
3aTBEP/KCHOMY 3aKOHOJABCTBOM OJIaHKY Ta
3amoBHEHE BIANOBIAHO a0 «lHCTpyKUii mpo
0e3roTiBKOBI  pO3paxyHKH B  YKpaiHi B
HAaI[lOHAIBHIN BaJTIOT1» (3aTBepKEHO
[TocranoBoto IlpaBninus HamionansHOro GaHky
Vkpainu 21.01.2004 Ne 22, 3apeectpoBaHO B
Minicrepctsi octunii Ykpainu 29 6epesns 2004
p. 3a Ne 377/8976) 13 000B'sI3KOBUM 3a3HAYECHHSIM
HOMEpY TPAaHTOBOI YrOJH, BIAMOBITHO 1O SKOi
MPOBOAUTHCS II€H TUIaTiK Ta 3a HASBHICTIO
JOKYMEHTIB ISl TIPOBEACHHS OIUiaT (paxyHoK,
aKT BHMKOHAHMX pOOIT, KOmis JOroBOpy INpu
HEOOXI1THOCTI TOIIIO).

1.9. JomyckaeTbCsi TMPOBEACHHSA IUIATEXKY Ha
MiJICTaBl KOMIA JIOKYMEHTIB 3 HACTYITHUM
OTPUMAaHHSM X OpHUTiHAJIIB.

2. TIPOLIEIYPA THILIA LT TA
3AIICHEHHS TUIATEXKY

2.1. Tlpomemypa iHimiamii Ta 3IHCHEHHS
IJIaTeXKy IIOAO 3HAYHUX CYM 3aCTOCOBYETHCS
TUTIBKA MICHS TPOXOKEHHS YyCIX MpoLenyp,
nependaueHux [loloKeHHAM TIPO  MOPSAOK
MPOBEJICHHS 3aKymiBenb. [logaHHs 3asBku 0e3
MIPOXOJKEHHSI TaKUX TMPOLEAYp 3a00pOHSIETHCS.
BHHSITKOM 3 IIbOT0 TIPABHJIA € BUKITIOYHO TUIATEXKI
3a MoJaTKaMH, OOOB'S3KOBHMH ILIaTCKaMU 10
JIEPYKABHOTO OFOJKETY Ta JEP)KaBHUX IUTHOBUX
¢doniB, BUIIATA

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

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

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

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

2. PROCEDURE FOR INITIATING AND
MAKING A PAYMENT

2.1. The procedure for initiating and making a
payment for significant amounts is applied only
after completing all the procedures provided for in
the Regulations on Procurement Procedure. It is
prohibited to submit an application without going
through these procedures. The only exceptions to
this rule are payments of taxes, mandatory
payments to the state budget and state trust funds,
payment of salaries, travel
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3apoOiTHOI  MJjaTh, BHWIUIAT  KOINTIB  HAa
BIJIPSI/DKEHHS, TTOBEPHEHHS PaHillle OTPUMAHHUX
KOIIITIB.

2.2. TuimiaTopom ImiaTexxy Moxke OyTH mocajoBa
ocoba HRTC, a takoxx Oynb-aKui MpaliBHUK
HRTC, y sxoro B XOai BHUKOHaHHA HOro
[mocagoBuX OOOB'I3KIB BHUHHUKJIA HEOOXIJHICTH
3MIHCHUTH 3aKyHiBIIO TOBapiB (pobiT, mociyr).
Jis mporo iHIIATOp IUIATEXKY 3BEPTAETHCA 13
3asBKOI0 70 DIHAHCOBOrO JUPEKTOpa, Jie
3a3Hava€e HEOOX1HICTh LHOTO IJIATEXKY, MiJCTaBU
(HaKa3, po3MOPSHKEHHS Ta iH.), HA3BY IPOEKTY Ta
HOMEp TpaHTOBOI  yroau, JOAae  Komil
JIOKYMEHTIB.

2.3. 3asBKa TaKOX IOTODKYETHCSI 3 OCO0O0IO,
BiJIMOBIAANILHOIO 32 3[INCHEHHS [IUX 3aKYIIiBETIb.
Oco0oto,  BIANOBIAANBHOIO 32  BUILIATY
3apoOiTHOT  IIaTW, TMOJATKIB Ta  IHOIMX
00OB'SI3KOBUX  MIATeXiB J0 OIOKETy Ta
JepKaBHUX WUTbOBUX (OHAIB € (iHaHCOBHI
mupekTop. [lim dac y3ro/KeHHs TUIaTexy
BI/IMOBiIaJlkHA 0co0a TMepeBips€ HASBHICTh
noTpelu y TakoMy IJIaTexki Ta, y pasi BiACYTHOCTI
3amepeyueHb, 30Mpae ycli HEOOXiJHI JOKYMEHTU
JUTSL 3[1MCHEHHS TUIaTeXy (IOTOBOPH, paXyHKH-
dakTypu, akTM BUKOHAaHUX POOIT, B BHUMAAKY
NPUBATHUX TMIANPUEMIIB - KOMiS BHUIKCKA 3
€IMHOTO JEP>KABHOTO PEECTPY FOPHUAUYHUX OCIO
Ta (13MYHMUX 0Ci0 - MiANPHEMLB, BUTAT 3 PeecTpy
MJIATHUKIB  €IMHOTO TOAaTKy Torio). [licms
MPOBEJEHHS  YCIX  HEOOXiTHUX  MPOLETyp
BIJINOB1IaJIbHAa 0c00a 3a3HAYAE y €ICKTPOHHOMY
mucti  «lloromxkeno». VY  pas3i  HasgBHOCTI
3amepeyeHb  MIOAO0  3MIACHEHHS  IUJIATeXy
BiJIMOBialbHA Oco0a  CIHOBIIMae iHiIaTopa
IIJIATEXKY IIPO CBOI 3allEPEUYCHHS.

2.4. OiHAaHCOBWI IUPEKTOp TepeBipse, UM
BUKOHAHI JUIsl 1€l  3aKymiBIi  BiAMOBIAHI
nporenypu (B pa3l HEOOX1AHOCTI), TependadeHi
[TonmoxkeHHAM  TPO  TOPSIOK  TPOBEICHHS
3aKymliBelb, Ta  HAsBHICTb  KOWITIB Yy
BIJIMOBITHOCTI /10 3aTBEP/KEHHUX OIOMKETIB. Y
pasi BIICYTHOCTI 3arniepedeHb, (piHaHCOBUI

expenses, and repayment of previously received
funds.

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

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

2.4. The Financial Director checks whether the
relevant procedures (if necessary) for this
procurement have been completed, as provided
for in the Regulations on Procurement
Procedures, and whether funds are available in
accordance with the approved budgets. If there are
no objections, the Financial Director
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JUPEKTOp TOTO/DKYE TIUIATDK 3  OJHUM 13
JTUPEKTOPIB Ta/abo0 MEHEIKEPIB TPOCKTYy, B
paMKax SIKOTO IHILIIOEThCA IUIATIX Ta 3aIIOBHIOE
aThbKHE JOpy4YeHHs. Y  pas3l  HasSBHOCTI
3amepeyeHb  MIOAO  3IMCHEHHS  IJIaTexy
(hIHAaHCOBHI AMPEKTOP CIOBIIIAE BIAMOBIIAIBHY
ocoby Ta iHimiaTopa IUIaTEXy TNPO CBOI
3arepeveHHsI.

2.5. Tlicms TpOXOMKEHHS  3aIBKOIO  BCIX
poLeayp Y3rOJIPKEHHS Ta TepeBipKU
®diHaHCOBHIA JUPEKTOP CTABUTH OCTATOYHY Bi3y B
narnepoBoMy a00 eJEeKTPOHHOMY BHUTJISAL, Ta
CKEpPOBY€ Ha 3JIHCHEHHS IUIaTexy. Y pasi
HasIBHOCTI 3arepedeHb 1010 TIATeXKY
®diHaHCOBHIA TUPEKTOP Ma€ MPaBO BiIIMOBHUTHU Y
3MIMCHEHHI  IJIAaTeXy, HAaBITh  SKIIO  BCI
JOKYMEHTH HAJIC)KHUM YHHOM MiATOTOBJICHO,
3aII0BHEHO, y3TO/PKEHO Ta MEPEBIPEHO. Y ILOMY
BunaJiKy DiHAHCOBUI JUPEKTOP CIIOBIIIAE PO
CBOI 3amepedyeHHs Ta 3ayBaKEHHsS iHIIIaTopa
IIATeXKYy.

2.6. 3a HagBHOCTI JI03BOJY (DiHAHCOBOTO
JTUPEKTOpa 3/11HCHIOETHCS MJIATK 32 BKa3aHUMU B
JIOKYMEHTax, J10JlaHUX JI0 3asBKU, PEKBI3UTaMH.
[Tpu upboMy, MIIATIXK 3A1HCHIOETHCS 3 BIATIOBITHUX
paxyHKiB, B 3aJIeXHOCTI BiJl KOJy Ta Ha3BU
NPOEKTy, 3a3HadeHux y 3asBuil. Crata BUTpaT
OJTHOTO  MHPOEKTY 3 TOTOYHHX PaxyHKIB,
BIIKPUTHX CIEIIaTbHO /17151 ()IHAHCYBAHHS 1HIIUX
IPOEKTIB, a TaKOXX THUMYacoBe IepeBe/leHHs
TPOIIOBUX KOIITIB MK TakKMMH TOTOYHUMHU
paxyHKaMu 3a00pOHSETbCS, 3a BHKIIOYEHHSIM
BUIAJIKIB, MPSIMO IependayeHux YroJaMu Mix
HRTC Tta nonopamu abo 3 0COOMCTOro 103BOIY
(po3nopsikeHHs) BukoHaBuoro naupekTopa y
0COOJIMBHUX BUMAIKAX.

2.7. Be3roTiBKOBI Tiepeka3u 3IIHCHIOIOTHCA 3
3aCTOCYBAHHSM CUCTEMHU «KitienT-0aHK».
EnexkTpoHH] miaTiKHI JTOKYMEHTH 3aBIpSIFOTHCS
€JIEKTPOHHUMHU HiAMUCcaMu BukonaBuoro
nupekTopa abo (piHaHCOBOTO TUPEKTOpa.

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

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

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

2.7. Cashless transfers are made using the Client-
Bank system. Electronic payment documents
shall be certified by the Executive Director's or
Financial Director's electronic signatures.
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2.8. Ilicna 3pniiicHenHs marexy ¢inancosuii 2.8. After the payment is made, the Financial
JUpeKTop Hampasisie indopmariro mpo ruiatik Director sends information about the payment to
iHiliaTopy miaTexy s ckianeHHs iHdopwmanii the initiator of the payment to compile
npo BHKOHaHHA  Omomkery  mpoekty  Tta information on the execution of the project budget

0(OPMIICHHSI OPUTIHATIB IOKYMEHTIB.

Jupextop HRTC / S
Bopuc Kynap

3 MOJ0KEHHAM O3HAOMITCHA:-

dinaHcoBUii TUPEKTOP
Ipuna €roposa

and to issue original documents.

i Director HRTC

bopuc Kyaap

Acquainted with the provision::

Chairperson of the Board of Directors
Iryna Yehorova
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