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ADMINISTRATIVE AND FINANCIAL POLICY 

Effective date: December 1, 20241 

 

1. GENERAL PROVISIONS 

The Board of the “HOPE worldwide Ukraine” Charity Foundation (hereinafter – the Foundation) 

shall ensure proper and accurate accounting in accordance with generally accepted accounting 

principles, so that all income, expenses, assets, liabilities, cash receipts, cash disbursements, and any 

surpluses or deficits are properly recorded. Accounting data shall be securely and confidentially 

maintained using a modern software system. 

2. INTERNAL CONTROL 

Internal control includes the preparation and maintenance of accounting records, the selection and 

application of accounting policies, and the prevention and detection of errors and fraud. Members of 

the Board and the Accountant are required to immediately report any errors or fraud that come to their 

attention. 

3. REPORTING 

The Foundation’s financial year runs from January 1 to December 31. All current financial reports 

shall be submitted by the Accountant to the Board for review at each Board meeting. At each meeting, 

the Board members will review financial reports compared to approved budgets. The Board will make 

necessary adjustments to activities according to the Foundation’s overall financial position at the time 

of review. 

In May of each year, the Board will review the following in preparation for the audit of the previous 

year: 

• Draft audited financial statements for the previous year, including the balance sheet, cash flow 

statement, and statement of surplus; 

• Recommendations from external auditors. 

Financial statements shall be prepared and audited in accordance with generally accepted auditing 

standards, as prescribed by the relevant governmental authority, at least once a year. Any significant 

changes in the preparation of financial statements require Board approval. 

4. CONTRACTS 

All contracts shall be executed through a competitive procurement process to ensure the acquisition 

of high-quality services at the best possible price. All contracts must comply with the internal control 

measures and procedures established by the Foundation. 

5. BUDGETS 

At the last Board meeting of each year, the Board will review and approve budgets for the following 

year. The President of the Foundation shall submit budgets for all active projects to the Board for 

approval prior to the start of each financial year. Budgets shall be submitted in a format approved by 
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the Board. Each quarter, the Board will review all budgets and compare them to actual expenditures. 

Deviations of actual results from budgeted amounts exceeding 15% must be explained. 

6. DONATIONS AND TAX RECEIPTS 

Donations may be collected via bank transfers. All primary documents (bank transfers, electronic 

statements) shall be retained for 7 years. Donor information shall be stored confidentially and securely 

to prevent unauthorized access. 

7. ASSETS 

The Foundation will maintain records of its assets and establish criteria for determining which items 

are included, their value, and depreciation accounting. Capitalized assets will be recorded on the 

Balance Sheet. Fixed assets will be disposed of only when the asset no longer benefits the Foundation 

(e.g., obsolete, too costly to repair, or for another reason determined by the Board). Depreciation will 

be recorded until the asset is disposed of. The cost and accumulated depreciation will be removed 

from the relevant totals, and any gain or loss from disposal will be recognized in the current financial 

year. 

8. DELEGATION OF AUTHORITY MATRIX 

To ensure effective financial management and transparency, the Foundation applies a Delegation of 

Authority Matrix, which defines roles, responsibilities, and limits of financial decisions according to 

the organizational structure. 

Board of the Foundation: 

• Approves financial policy, annual budget, and audit reports; 

• Approves expenditures above specified limits; 

• Monitors budget implementation. 

President of the Foundation: 

• Has overall responsibility for financial management; 

• Approves payments within established limits; 

• Signs contracts and banking documents. 

Accountant / Financial Consultant (Sole Proprietor / FOP): 

• Maintains accounting records, prepares financial reports, conducts reconciliations; 

• Executes payments after approval by the President; 

• Signs financial documents as a second signatory. 

Project Managers / Responsible Persons: 

• Initiate expenses; 

• Monitor compliance of transactions with project budgets; 

• Maintain/collect supporting documentation. 

The Delegation of Authority Matrix is mandatory for all employees and engaged specialists. 

9. DIVISION OF RESPONSIBILITIES 

To minimize the risk of financial abuse, the Foundation ensures proper segregation of duties: 

• Oversight – Board; 

• Authorization – President and, if applicable, authorized signatories; 
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• Execution – Accounting department; 

• Transaction recording – Accounting department; 

• Control and reconciliation – Separate person not involved in payments. 

No person may combine incompatible roles (e.g., initiating, approving, and executing the same 

transaction). 

9. CASH MANAGEMENT POLICY 

9.1. Bank Accounts 

All bank accounts are opened solely in the name of the Foundation. 

A register of bank accounts and signatories is maintained and updated regularly. 

9.2. Bank Reconciliation 

Bank account reconciliation is performed monthly. 

Results are submitted to the President or the Board. 

10. PAYROLL SYSTEM 

The Foundation implements a transparent and controlled payroll system. 

• Salaries are calculated according to existing employment agreements. 

• Access to the payroll system is limited to authorized personnel. 

• Employee payments are made only through bank accounts. 

• Compliance with legal requirements for taxes and social contributions is ensured. 

• A confidential payroll register is maintained and provided only to the President and auditors. 

• Any changes in the payroll system are approved by the President and, if necessary, the Board. 

11. USE OF RESTRICTED FUNDS 

The Foundation shall ensure that restricted funds are used for their designated purposes and that all 

legal and statutory financial obligations related to receipt, disbursement, tracking, and reporting of 

such funds are fulfilled. The President is responsible for ensuring the achievement of the Foundation’s 

statutory goals and objectives and for avoiding any overspending in any restricted funds. 

 

 

APPROVED: 

 

Volodymyr Yermakov  _____________ 

 

President of the “HOPE worldwide Ukraine” Charity Foundation 

“01” December 2024 

 








