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IIOJIO)KEHHSI
PO MOPSIAOK 3AiiICHEHHS MJIaTeXiB

1. 3ATAJIBHI ITIOJIOXKEHHSI
1.1. Le Tlonoxenus
CTaHaapTH3auil

po3pobneHe 3 MeTolo
nisnpHOcTi i3 3abesmeyeHHs
NJ2HOBOCTI B MHTaHHSX (hiHAaHCOBOI AiANBHOCTI
I'pomaacbkoi  opramizauii  «KyasTypuuit
aecanT (Hajgani — «OpraHizauisy») Ta BH3HAYacE
NOpANOK O(OPMIIEHHS OUiKyBaHOTO IUIATEXY Ta
OCHOBHi BUMOTH JI0 iHilliaTopa niaTesxy CTOCOBHO
nojaui 3asBKH Ha CBOEYACHHIH MaTixk.

1.2. e TlonoxeHHs 3acTOCOBYETbCS IS
31ilficHeHHS sK 0e3roTiBKOBMX TaK i TOTIBKOBHX
nnarexiB 3a kot Opranizauii.

1.3. JIna 3nilicHeHHs nuaTexiB 3 po3paXyHKOBHX
paxyHkiB unm 3 kacu Opranizauii, iHiniatop
njarexy, roTye 3asBKy Ha 3MiliCHEHHs mnuarexy
(en.JTMCT, MOBIZOMJIEHHSA, TOLIO, Haxani - 3asBKa)
Ha @iHaHCOBOro MeHe/kepa i3 3a3Ha4eHHAM
JIaHUX TocTadanbHuka (pobit, ToBapiB, mociyr),
CTPOKiB (JeJutaiiHiB) Ta Ha3By NpPOEKTY, HOMepy
rpaHToOBOl Yroju, B paMKaX SKHX OyayTb
npoBejieHi Ui rolarexi. 3agBKa IOJAETBCA Ha
y3rojkeHHs B rnanepoBoMy  Ta/a6o B
€eJIEKTPOHHOMY BHIJIA.

1.4, CpoeyacHicTb peanizalil KOXKHOI 3asBKH B
nepwly 4Yepry sajnexuth Bifx 1l MojganHs Ta
oopMIIEHHA HAJICKHUM YHHOM Y BCTaHOBJIEHI
CTPOKH.

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 Public organization
"Cultural Forces'" (hereinafter referred to as the
Organization) 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
Organization.

1.3. To make payments from the Organization's
current accounts or from the Organization's cash
desk, the employee of the Organization initiating
the payment prepares an application for payment
(e-mail, voucher, etc., hereinafter referred to as the
application), to the Financial manager, indicating
the details of the supplier (of works, goods,
services), deadline 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.  Crpok njarexis - ricius
Y3NO/UKCHHS nnatexy BHKOHABYHM JUIpeKTOpoM —
3 (tpn) GankiBCLKI JIHi.

1.6.

NPOBEACHHSA

3aboponsicThess  BHjaaua,  OTPHMAHH,
NPOBCJICHHSN  PO3PAXyHKIB i3 30BHILIHIMH
KOHTPAareHTaMH, a TaKOK PyX IPOLIOBHX KOLUTIB
Beepenui  Oprawisauii  Ge3  1MorojkeHHs

BukonaBuoro anpektopa abo ocobu, sika iforo
THMYACcOBO 3aMiHsE.

1.7. Onnara npoBOAUTBLCS HA MiACTaBi HANEKHUM
YHHOM O(OPMIIEHOTO TUIATIXKHOTO JOpy4YeHHs B
cucTeMi KJlieHT-0aHK 3 HaKJaeHHAM
eNleKTpOHHOro uMdpoBoro mianucy BukoHaBuMM
JnpekTopoM abo ocobH 110 iforo 3aMiHIoE.

1.8. Hanexxxo oopMiIeHHM BBaXKaeThCs Muati>kHe
Jopy4eHHs, o¢opMJIeHe Ha 3aTBEpHKEHOMY
3aKOHOIaBCTBOM Omanky Ta  3amnoBHeHe
BiAMOBiAHO 10 «IHCTpyKWii mpo Ge3roTiBKoBi
po3paxXyHkH B VYkpaiHi B HauiOHaNbHilf BaTIOTi»
(3aTBepkeHO IMTocTanoBorO IMpasninus
HauionansHoro ©anky VYkpaiuu 29.07.2022 No
163, i3 3MiHaMH, BHeceHUMH 3rigHo [TocTaHoBOIO
Hauionansnoro 6anxy Nel79 Bin Bix 24.12.2023)
i3 000B’I3KOBUM 3a3HaUY€HHSIM HOMepy IrpaHTOBOT
yroJu, BiIMOBIAHO X0 SKOI TpPOBOAMTHCS lieit
Mjarixk Ta 3a HajABHICTIO JOKYMEHTIB A
NpOBENEHHS Omjar (paxyHOK, aKT BHKOHAHMX
poGiT, konis AOroBOpy NMpH HEOOXiAHOCTI TOLLO).

1.9. JlonyckaeTbcs MNpOBEJEHHS TJarexy Ha

migcraBi KoM  JIOKYMEHTIB 3  HacTYMHHM
OTPUMaHHAM TX OpHUTiHaJIiB.
2. IMPOIEIYPA THILTA LT TA

3IACHEHHSI ILIATEXKY

2.1. Ipouenypa iniuiauii Ta 3ailicHeHHs nnarexy
LI0JI0 3HAYHUX CYM 3aCTOCOBYETBCS TIJILKH MicIs
NPOXOJUKEHHA  yciX npouenyp, nependadeHnx
[TosokeHHAM ~ TpO  TOPAJOK  TIPOBEIEHHS
sakyniBesnb. ITojanHs 3asBku Ge3 NMpOXOJKEeHHS
Takux Tpouedyp 3abopoHserbes. BuHATKOM 3

1.5. The term for making payments after approval
of the payment by the Executive Director is 3
(three) banking days.

1.6. It is prohibited to issue, receive, and make
settlements with external counterparties, as well as
cash flows within the Organization, without the
approval of the Executive 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 person who replaces
him.

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.
163 dated July 29, 2022, with changes introduced
in accordance with the Resolution of the National
Bank No. 179 dated 24 December 2023) 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. It is allowed to make a payment on the basis
of copies of documents with the subsequent
receipt of their originals.

2. PROCEDURE FOR INITIATING
MAKING A PAYMENT

AND

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




miarexi  3a
njarexaMn 10
JCPXKABHOTO O10/DKETY Ta JCpPKABHUX LIILOBHX
dounis, Bunnara 3apoliTHOI mnatH, BHIUIAT
KOWTIB Ha BIAPSJDKEHHS, MOBEPHEHHS paHille
OTPUMAHHX KOIITIB.

HLOTO  Tpasiiaa €  BHKIITOYHO

nojarkami,  000B’S3KOBUMH

2.2. IniniaropoM muarexy Moxke GyTH mocajaoBa
ocoba Oprani3auif, a Takox Oyb-KHii MpauiBHHK
Opranizauii, y skoro B XoAi BHKOHaHHs iforo
MocanoBHX 000B’A3KiB BHHHKIA HEOOXiaHICTH
3nilficHuTH 3akymiBmo ToBapiB (poGiT, mocmyr).
Jns uporo iHiuiatop muatexy 3BepTacThCs i3
3a%BKOI0 70 BiamosinansHoro mnpauiBHuKa, ae
3a3Hayae HeoOXiJHICTh LBOTO MIaTexy, MiACTaBH
(Haka3s, po3MopsKEHHS Ta iH.), Ha3By MPOEKTY Ta
HOMep IPaHTOBOI Yrou, 10Aa€ KOMii JOKYMEHTIB.

2.3. 3agBKa TaKOX TOTOIXKYETBCS 3 0C000I0,
BiANOBIZaNbHOIO 3a 3AifICHEHHS UMX 3aKyMiBelb.
Oco6or10, BiANOBIAaNBHOIO 32 BUIUIATY 3apobiTHOT
miaTd, MOJaTkiB Ta IHWHX 00OB’A3KOBHX
niarexiB g0 OIOKeTy Ta Jep)KaBHUX UilbOBHX
¢onuiB € BukonaBumit aupekrop. Ilix uac
y3rojpkeHHs  TUlaTexXy —BiamosimaneHa —ocoba
nepeBipA€ HasBHICTh MOTPe6GH y TakoMy MaTexi
Ta, y pasi BiZCyTHOCTi 3amepedyeHb, 30mpae yci
HeoOXiZHI JOKyMEHTH Ui 3MifiCHEHHs miaTexy
(noroBopH, paxyHKH-()aKTypH, aKTH BMKOHaHHX
poBiT, B BUMajKy NPHBATHHX MiIMPHEMLIB — KOTIis
BUNMcKka 3 E€AMHOrO JEPKaBHOMO  PEECTpy
fopuaMuEnx  oci6  Ta  Qismumux  oci6 -
NiANpHEMUIB, BUTAT 3 PeecTpy NIaTHHKIB €AHHOrO
nojarky  Towo). Ilicns mpoBemeHHs  ycix
HeoOXiHMX Npoleayp BiAnosifanbHa ocoba
3a3Havac y eJleKTpoHHoMY JHcTi «TTorokeHo.

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

standardize the activities to ensure planning in the
financial activities of the Cultural of Forces
(hereinafter referred to as the Organization) and
defines the procedure for processing the expected
payment and the main requirements for the
initiator of the payment to apply for timely
payment.

2.2. The initiator of the payment may be an
official of the Organization, as well as any
employee of the Organization 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 responsible persone, 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 Executive 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




V' pasi HasBHOCTI 3anepedyenh WoAo 3ilicHenns
nnarexy  BianowijansHa  ocoba  cnosimac
iniliaropa marexy 1npo cBoi 3anepeycHs.,

2.4, Tonosa npaBniHHS TIepeBipse, UM BHKOHAHI
Jns uiel 3akynisni BiAnoBiaHi npouexypu (8 pasi
HeoOXiHocTi), nepenbaveni TTonokeHHAM TIpo
NOPSJIOK  MPOBEJICHHS  3aKyMiBellb, Ta HasSBHICTD
KOWTIB y BIANOBIAHOCTI J0 3aTBep/KEHHX
OwoketiB. V' pasi  BiCyTHOCTI 3amepeyes,
TonoBa  npaBniHHs ~ MOroOMKye  iarik 3
BIAMOBIaNbHOIO  0c006010, B pamKax sSKOro
iHiLilOETbCA  MUIATIXK Ta 3alOBHIOE  IUIATKHE
JlopyueHHs. Y pa3i HasBHOCTI 3arepeyeHb L0J0
3nificHeHHs muatexy BukoHaBuMii  AMpeKkTOp
CTOBila€E BiAnoBinaneHy ocoOy Ta iHiliaTopa
TJ1aTexy Mpo CBOI 3anepeyeHHs.

2.5. Tlicns npoXo[uKeHHs 3asBKOIO BCiX Mpouexyp
y3roKeHH Ta mepeBipkH [0N0Ba MpaBiHHA
CTaBHThb OCTATOYHY Bi3y B MamepoBoMy a6o
eNIeKTPOHHOMY ~ BHIVISII, Ta CKEpPOBYyE Julsd
BHeCeHHs Tmatexy B «[Imarixuuil xanenmapy»
(napani — ITnatikHuil kaneHaap) Ans 3AiCHEHHS
TTaTexy.

Inari>kHHii KaneHaap — ue ruiaHoBHii GpinancoBuit
JOKyMeHT, 1o 3abe3nedye KOPOTKOCTPOKOBE
NpOrHO3yBaHHS 1 YNpaBliHHA HaAXOIKEHb |
BHTpaT KOLITIB OpraHi3auii..

VYV pasi HasBHOCTi 3anepeyeHb LIOAO TUIATEXY
BuKoHaBYHii AHPEKTOpP Ma€ MpaBoO BiIMOBHUTH Y
31iMiCHEeHHI MaTexKy, HaBiTh AKILO BCi JOKYMEHTH
Halle)KHUM YHHOM TIiJATOTOBJICHO, 3alloOBHEHO,
y3roUkeHO Ta TepeBipeHo. YV UBOMY BHIAJKY
BukoHaBuMii JMPEKTOp CMOBIllla€ Tpo  CBOI
3ariepevyeHHs Ta 3ayBakeHHs iHiliaTopa nyarexy.

2.6. 3a massHocTi po3soxy lonosu Ilpasninns
UICHIOETbCS  MaTik 32 BKa3aHUMH B
JIOKYMEHTaX, JOMaHUX JIO 3aABKH, PEKBi3HTaMH.
IIpy LBOMY, MIaTiXK 3IICHIOETbCA 3 BIAMOBIAHUX
paxyHKiB, B 3aJEKHOCTI Bifl KOy Ta HasBH
npoekTy, 3azHayeHux y 3assui. Crara BHTpar
OJIHOTO NPOEKTY 3 MOTOYHUX PaXyHKIB, BIAKPHTHX

shall notify the initiator of the payment of their
objections.

2.4, The Chairman of the Board 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 Chairman of the Board approves
the payment with one of the responsible persons
of the project within which the payment is
initiated and fills out a payment order. If there are
any objections to the payment, the Executive
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
Chairman of the board shall issue a final visa in
paper or electronic form and direct to make a
payment in the "Payment Calendar" (hereinafter -
the Payment Calendar) to make the payment.

The payment calendar is a planned financial
document that provides short-term forecasting and
management of the organization's income and
expenses.

If there are any objections to the payment, the
Executive 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 Executive Director shall
notify the initiator of the payment of their
objections and comments.

2.6. If authorized by the The Chairman of the
Board, 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.




CTICIIANBHO s PIHAHCYBAHHS THLINX NPOCKTIB, a
TAKOX THMYACOBE NEPEBEACHHS FPOLIOBHX KOLITIB
MiX TaKHMH TOTOYHHMH paxyHnKamu
3a00POHSETHCH, 33 BUKITIONEHHSM  BHIAKIB,
npsaMo mepenbauennx yrogamu Mixk Opranizaniero
Ta JnoHopamit  abo 3 ocoGmcToro  103BONTY
(posnopsiwkenns) BiukoHaByoro mupextopa Yy
0COOMUBIX BHTIAKAX.

2.7. BesroTiBkoBi Tmepekasd 3iHCHIOIOThCH 3
3acToCyBaHHAM cicTeMH «KnieHT-Gank».
EnekTpoHHi mnnaTixHi JOKyMeHTH 3aBipsioTheA
eNIeKTPOHHMUMU  mianucamu Tonosu ITpasniHHs
abo ocobot10, 110 Horo 3aMiHIoE.

2.8. [Tlicns  3nilicHenHs mmarexy Tonosa
NpaBliHHA HanpaBise iHopMauilo mpo muarik
ininiaTopy mnarexy s cknageHHs iHdopmauii
Npo  BHKOHAHHA  OIO[DKETYy  TpoeKTy  Ta
obopMIIeHHS ~ OpWriHamiB  JOKyMeHTiB  (3a

HeoOXiaHOCTi, iX 0dopMIeHHS).

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 Organization and donors or with
personal permission (order) of the Executive
Director in specialcases.

2.7. Cashless transfers are made using the
Client-Bank  system.  Electronic = payment
documents shall be certified by the Chairman of
the Board or a person replacing him with
electronic signatures.

2.8. After the payment is made, the Chairman of
the Board sends information about the payment to
the initiator of the payment to compile
information on the execution of the project budget
and to issue original documents (if it is necessary).

Chairman of the Board




