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PROCUREMENT POLICY

Procurement is the acquisition of works, assets, goods, and services for the “HOPE worldwide
Ukraine” Charity Foundation in accordance with an open and transparent process.

The purpose of this internal control system for the supply of goods and services is to:

*  Ensure that orders are handled by personnel with the skills to assess which purchases are
needed from suppliers offering the best terms;

*  Ensure that purchases do not exceed the allocated budget; and

*  Ensure that the acquired goods and services match the quantity and price specified in the
order.

Objectives of this Policy
*  Adhere to the highest ethical standards in procurement, minimizing the risk of fraud.
»  Ensure the purchase of the correct goods or services in terms of quality and specifications.
*  Achieve the optimal balance between price and quality.
*  Ensure compliance with grant conditions.
*  Act fairly toward suppliers.

*  Promote equality, diversity, and sustainability in all procurement matters.

Key Principles
Maintain the Highest Ethical Standards

The “HOPE worldwide Ukraine” Charity Foundation values its reputation for ethical conduct,
financial integrity, and reliability, and enforces a zero-tolerance policy toward bribery.

Staft must not accept any gifts, rewards, or hospitality from any organization or individual they
interact with during their work as an inducement to act or refrain from acting in their official role.

Achieve the Optimal Balance of Price and Quality

There are two main factors affecting the price-to-quality ratio when procuring goods and/or
services: the quality and quantity of the product/service, and the source of supply.

When procuring goods and/or services, we consider the purpose of the goods or services, required
specifications, lifespan, reliability, and service standards.
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Act Fairly Toward Suppliers

The “HOPE worldwide Ukraine” Charity Foundation will strive to ensure that small and medium-
sized enterprises (SMEs) have fair and equal access to contracts announced by the Foundation and
that standard processes are in place to ensure consistency and a fair and open tendering approach.

The Foundation aims to pay suppliers for goods and/or services within 30 days of receiving an
invoice. To achieve this goal, we will process the relevant documentation promptly and encourage
our suppliers to do the same.

Promote Equality, Diversity, and Sustainability

The “HOPE worldwide Ukraine” Charity Foundation has a legal obligation to prohibit
discrimination on the basis of disability, race, and gender in all of its functions. We will ensure that
the procurement of goods, services, and facilities is carried out in line with our commitments to
equality and diversity. We will not engage suppliers who do not share our values regarding equal
opportunities and diversity.

Governance and Audit

The “HOPE worldwide Ukraine” Charity Foundation is responsible for establishing mechanisms to
ensure proper management of its affairs, including compliance with standards of good governance
and accountability in procurement.

APPROVED:

Volodymyr Yermakov

President of the “HOPE worldwide Ukraine” Charity Foundation

“31” December 2020
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APPENDIX 1
to the Procurement Policy

of the “HOPE worldwide Ukraine” Charity Foundation

1. Purpose of the Appendix

This Appendix establishes a clear distribution of roles and responsibilities in the process of
procurement, supply, and logistics within the “HOPE worldwide Ukraine” Charity Foundation, in
accordance with the requirements of the Procurement Policy and the internal procedures of the
Foundation.

2. Responsible Persons
2.1. President of the Foundation

The President of the Foundation exercises overall control and strategic management of procurement
processes, specifically:

e approves procurement needs, budget limits, and compliance with grant conditions;

o makes final decisions regarding the selection of suppliers in cases requiring escalation;
e monitors compliance with ethical principles, non-discrimination, and transparency;

o ensures the functioning of internal control and accountability mechanisms;

e conducts periodic reviews of the Procurement Policy and this Appendix;

o supervises the fulfilment of contractual obligations and the quality of supplies.

2.2. Accountant

The accountant is responsible for the operational execution of procurements and maintenance of
relevant documentation. Key functions include:

o collecting and initially assessing the needs of departments/projects for goods and services;
e receiving and analyzing commercial proposals from suppliers;

e preparing documents for procurement approval by the President of the Foundation;

o issuing orders and ensuring compliance with the budget;

e receiving goods/services and verifying their quantity, quality, and cost;
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e preparing financial documents (invoices, acts, delivery notes);
o timely submission of documents for payment and monitoring payment deadlines;
e maintaining an archive of procurement documentation and ensuring audit readiness;

e interacting with suppliers on organizational and operational matters.

3. Shared Responsibilities of Responsible Persons
o adhere to principles of transparency, integrity, and zero tolerance for corruption;
e ensure economical, efficient, and targeted use of the Foundation’s funds;

e act in accordance with the terms of grant agreements and internal procedures of the
Foundation;

e participate in internal inspections and audits;
e monitor timely delivery and logistics;

e support equal opportunities and a non-discriminatory approach in collaboration with
suppliers.

4. Final Provisions

This Appendix is an integral part of the Procurement Policy of the “HOPE worldwide Ukraine”
Charity Foundation and is mandatory for all staff involved in the procurement process.

In case of changes to the Foundation’s structure or the distribution of functions, this Appendix may
be updated by a separate decision of the President of the Foundation.

APPROVED:

Volodymyr Yermakov

President of the “HOPE worldwide Ukraine” Charity Foundation

“10” January 2024
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B® «Hazuis 10 BCbOMY CBITOBD»

NMOJIITUKA 3AKYITIBEJIb

3akynieni — ne npuabanus pobit, akTHBiB, ToBapis Ta nocayr mis BP «Haxis no BCbOMY CBITOBI
BITOBIAHO A0 BIAKPHTOrO Ta MPO30POro Mponecy.

MeTo10 i€l CHCTEMH BHYTPILIHBLOI0 KOHTPOJIIO 34 MOCTAYAHHAM TOBAPIB TA NOCIYT €

«  3abesneueHHs TOro, mwod 3aMoBieHHs 00poOIsmCs ocobamMy, sIKI MAIOTh HABUYKH OLIIHKH
TOIO, siKl MOKYNKH NOTPIOH1 BiJi MOCTAYAIbHUKIB, 1O MPOMOHYIOTH HAHKPALL YMOBHM,

° 3a0e3nedeHHs Toro, mod 3AIMCHEH] NOKYNKKA He NepeBulllyBaii HalaHui O10/pKeT, Ta

+  3a0e3neueHHs BIANMOBIAHOCTI MpHAOAHHX TOBAPIB TA NOCHYT KUIBKOCT! T2 LiH1, 3a3HAYCHHM Y
3aMOBJIEHH].

il mi€l DoJITHKH

»  JloTpuMaHHS HAWBMLMX €THYHMX CTAHAAPTIB y NUTAHHIX 3aKyHiBeNdb, TOOTO MiHIMI3ALIs
PH3HKY ILaXpanCTBa.

»  3abe3neuenHs npuadaHHS NPAaBHJILHUX TOBAPIB 200 MOCIYT 3 TOYKHM 30pY NPABHIILHOI SKOCTI
Ta crneundikamii.

. JIOCATHEHHS ONTHMAJILHOIO CIIBBIIHOMICHHS IHH TA SKOCTI.

. 3abesneyenus: JOTPUMAHHS YMOB I'PAHTIB.

»  JlisTH CIpaBeUTHBO MO0 MOCTAYAILHHKIB,

s [IpocyBaHHs PIBHOCTI, PI3HOMAHITHOCTI T CTANOrO PO3BUTKY Y BCIX MAUTAHHSIX 33KV I11BEIb.
KirouoBi npunnunu
IliaArpuMyBaTH HAWBHINI eTHYHI CTAHAADTH

B® «Hanis mo BCbOMY CBITOBI» LIHYE CBOIO PENyTaUlld €THYHOI MOBEMIHKH, (IHAHCOBOI
noOpOYECHOCTI Ta HAAIMHOCTI, @ TAKOXK MNPOBOJMTH IONITHKY HYJIHOBOI TOJNEPAHTHOCTI JI0
XabapHHUIITBA.

CniBpobITHHKM HE IIOBMHHI NPUIMATH >KOHAX OJAPYHKIB, BUHAropox abo rocTuHHOCTI Bif Oy b-
AKOi Opramizanii 4m 0cobu, 3 KO BOHH KOHTAKTYIOThH IiJi 4ac CBOEi poOOTH, K CIOHYKAaHHS /IO
BUMHEHHs 400 HEBYMHEHHS YOroch V CBOIM OMiLiiHii pol.

JlocsraeH st ONTHMAJILHOO CHNIBBIAHOMEHHS WiHH TA AKOCTI

ICHYIOTH 1BA OCHOBHI ACHEKTH, L0 BIUIMBAKOTH HA CIiBBIIHOWIEHHS LIHK TA SKOCTI NPU 3aKVIIBII
TOBapiB Ta/abo MoCyr: AKICTh Ta KUIbKICT POAYKTY/TIOCIYTH Ta JUKEPEJIO NOCTAYaHHS.

IIpy sakynisii ToBapie Ta/abo moOCAYr M BPaXOBYEMO MeTy TOBapiB ab0 MOCHyr, HeoOXilHi
XAPAKTEPUCTHKH TA TEPMiH Ciy)kOH, HAAIMHICTL Ta crenudikauii 06CHyroByBaHHsL.



JlisTH CpaBeUIHBO MO0 NOCTAMAIbLHHKIB

B® «Hanist mo BCbOMy CBITOBI» HaMaraTUMEThCs 3a0e3neunT, o0 Masil Ta CepesHl mAnpHeEMCTBa
(MCII) manu cripaBeuMBHiA Ta PIBHUI ZOCTYIN /10 KOHTPaKTiB, anHcoBanux b® «Hams no secoomy
CBITOBI», Ta CTaHjapTHi npouecH /i 3a0e3neveHHs MOCHIOBHOCTI, o0 3abe3neunTn
crpaBeUIMBHii Ta BIIKPHTHH Mi/IXi/1 10 TEHEPIB.

b® «Hanis no BChbOMY CBITOBI» TparHe CIUIAYyBaTH MOCTAYaJIbHUKAM 3a ToBapu Ta/abo mociyru
nporsarom 30 AHIB 3 MOMEHTY OTpHMaHHs paxyHky-daxrypu. [lns nocaraenns miei mern mu Gynemo
onepaTuBHO OOpOOSATH BIANMOBIAHY JOKYMEHTALIIO 3 HAWOro OOKy Ta 3a0XOUyBATH HAIIMX
MOCTAYAILHUKIB POOHTH TE came.

Cupusita piBHOCTI, PI3HOMAHITHOCTI TA CTAJIOMY PO3BHTKY

B® «Hanis no BCbOMY CBITOBI» Ma€ 3aKOHOZABuYMii O0OB'S30K 3a0OPOHMTH JMCKPUMIHALIIO 3a
03HAKAMM 1HBAJIIHOCTI, PACH Ta CTaTl y BCIX CBOIX QyHkuisX. Mu 3abe3neunmo, mobd 3aKymisis
TOBApIB, NOCYT Ta 00'€KTIB 3AIHCHIOBAJIACS BIANOBIAHO IO HAIIMX 3000B'S3aHb OO PIBHOCTI Ta
pisHoManiTHOCTI. M1 He OyseMO BHKOPHCTOBYBATH MOCTA4aNIbHHKIB, SIKI HE MOMUIAKOTH HAIIMX
IIHHOCTEHN 100 PIBHOCTI MOYKIIMBOCTEH Ta PI3HOMAHITHOCTI.

Yupasainssi Ta aQyAHT

B® «Hanmis no BCLOMY CBITOBI» HeECE BIANOBIJAIBLHICTE 33 BCTAHOBJICHHS MEXaHI3MIB JUIsi
3a0e3NeueHHsT HANEKHOTO BENEHHS HAWIMX CIpPaB, BKIKOYAIOYM BIANOBIAHICTE CTaHAAPTaM
HANIEKHOrO YIPABJIIHHS Ta MIA3BITHOCTI {00 3aKy1BeJIb.

3ATBEP/I’KEHO:

Bonomumup €pmakos

IIpesunent b® «Hant
«31» rpyans 2020 p.



BO «bnarozitsmii Gorx «Hazxis mo BCoMY CBITOBI»
02105, m. Kuis, np-t Mupy, 2/3, k8. 34

Koz €APIIOY: 23732024

Ten.: +38 (067) 341-97-98

U KRAI NE E-Mail: infol@hopeww.org.ua

JIOJIATOK 1

1o TomiTuku 3akymiBeab
B® «Hagzist mo BCbOMY CBITOBI»

1. Mera goaaTky

et JTomaTox BCTAHOBIKOE YITKUM PO3MOALT PONSH 1 BIAMOBLAATBHOCTEH v NpOLect 3A1HCHEHHSI
3aKyTMiBeNb, MocTavanHst Ta gorictuku B b® «Hazist mo BCbOMY CBITOBI», BIAMOBIZHO 1O BUMOT
TMomiTuky 3akymiBens Ta BHYTPIIIHIX nipoueayp Pouay.

2. BignoBizajanHi ocodu

*%2.1. llpe3nnent @onny

[pesugent @ouay 3MIUCHIOE 3araTbHUM KOHTPONB TA CTPATErTYHE KEPIBHUIITBO 3aKY T BETLHHMH
IIPOLIECaMH, & CaMe:

® 3aTBEpPKy€ MOTPedy B 3aKyMIBJISIX, OO PKETHI MEXI Ta BIATIOBLAHICTb TPAHTOBUM YMOBAM;

npuiiMae QIHANBHI PILIEHHS MO0 BUOOPY MOCTAYATBHUKIB Y BUNIAAKAX, IO MOTPEOYIOThH
eckanauii;

KOHTPOJIIOE JOTPHMAHHSI STHYHHX PHHIMITIB, HEJUCKPHMIHAIII Ta TPO30POCTI;
3abesrneuye QyHKIIOHY BAHHSI BHYTPIIIHIX MEXaHI3MIB KOHTPOJIIO Ta M1A3BITHOCTI;
NPOBOIMTH MeploanyHui mepersia [lomtuku 3akymisens 1 uporo Jogarky:

3[1MCHIOE HATJIS 33 BUKOHAHHSM Y MOB TOTOBOPIB TA SIKICTIO MOCTAYAHHSL.
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*%2.2. Byxranrepka

Byxranrepka BiAmosigac 3a oOmepauiiiHe BHKOHAHHS 3aKyIIBeJb 1 BEJCHHS BIJIOBIIHOL
nokymenTanii. OcHosHI QyHKUIi:

301p 1 MepBUHHA OLIHKA MOTPed MiAPO3ALTIB/IIPOEKTIB Y TOBAPAX Ta MOCIYTrax;
OTPHMAHHS Ta aHAI3 KOMEPILIHHKUX MPOMO3UIIIH Bl MOCTAYATLHUKIB,

[ ATOTOBKA JOKY MEHTIB IS IOoropkeHHst 3akymsil [Ipesunentom @onny:
odopmenHst 3aMOBIeHb Ta 3a0e3reueHHs IX BIAIOBITHOCTI OIOKETY

TPUIMaHHS TOBAPIB/TIOCIYT 1 IEPEeBIPKa BIANOBLAHOCTI KUIBKOCTI, SIKOCTI i BapTOCTI;
othopmnensst piHAHCOBUX JOKYMEHTIB (paxyHKIB, aKT1B, HAKIAIHHX);

CBO€YACHE MOJAHHSI JOKYMEHTIB IJisl OTUIATH Ta KOHTPOJIb TEPMIHIB TIIaTEXKIB;
BEAEHHS! aPXIBY 3aKyIBEIbHOI JOKY MEHTAL Ta 3a0€3MEUCHHS MOJTUBOCT] ay AUTY

B3aEMOIsI 3 MOCTAYATBHUKAMHE 3 OPTaHI3aUIHHUX Ta ONEePaLiHHUX MUTAHb.

3. ChinibHi 30008’ s13aHHA BIINOBIZAJLHUX 0CI0

JOTPUMYBATHCS NIPHHIUIIB IIPO30POCTL, JOOPOUSCHOCTI Ta Hy TbOBO1 TOJSPAHTHOCTI A0 KOPYIILHI;
3a0e3neuyBaTH CKOHOMHE, C()CKTHBHE Ta LLTHOBE BUKOPHCTAaHHA KOmTiB DoHIy;

JISITH BIIIOBITHO 10 YMOB FPAHTOBUX YTOX Ta BHY TPImHIX npoueayp Poxuy;

Oparty y4acTh y BHYTPIIIHIX ICPCBIPKAX Ta ay IUTax;

3MIHCHIOBATH KOHTPOIb 32 CBOEYACHUM MOCTAYAHHIM Ta JOTICTHKOIO;

[ ATPUMY BATH PiBHI MOMIMBOCTI M HEMCKPUMIHALIHHIH i X11 Y CIIBIPAL 3 TOCTAYATLHUKAMU.

4. 3aK/II09HI MOJIOKEHHSA

Lleit JlogaTok € HeBix eMHOIO Yac THHOK TlomiTuku 3akymisens b@ «Hazgis mo BCbOMy CBITOBI» Ta mijysirae
000B’ 13KOBOMY BUKOHAHHIO BCIMA CIiBPOOITHHKAME, 32y YEHUMH 0 MPOLCCY 3aKy IMIBEJIb.

V pasi 3min y cTpykTypi @onay abo posmoaini GyHkuid, ueit [logatok Moxke Oy TH OHOBICHHH OKPEMHM
pimerssM [Ipesnaenta QoHzy.

3ATBEP/I?KEHO:

Bonoaumup €pmaxos
Mpesunenr b® «Haxis oy
«10» ciung 2024 p.




