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1. Purpose/Meta

The purpose of this Procurement Instruction
(hereinafter referred to as the Instruction) is to
establish transparent and clearly defined process of
goods and services procurement within MAN Truck
and Bus Ukraine (hereinafter referred to as the
MTBU).

La THcTpyxwis 3 npoBeneHHS NPOLEAYPH 3aKyniBens (nani
— IHcTpykuisn) pospobneHa 3 METOHO 3aTBEPIKEHHS
NPO30POro Ta YiTKO BH3HAYEHOro MOPSAKY OpraHizauii Ta
NpPOBEACHHS MNpPOLEAYpP 3aKyliBelb ToBapiB, pobiT Ta
nocayr MAH Tpak eng bac FOkpeiin (gani — MTEBRO).

The Instruction further details certain aspects of
MAN Procurement Policy 18.1 to translate into local
necessities and is therefore an addition to MAN 18.1
and not a replacement.

IncTpykuis meransHO omucye neBHi acnektu Ilomitmkm
sakyniBenb MAN 18.1 nns BpaxyBaHHS JIOKanbHHHA noTped
i ToMy € monoBHeHHsM 0o MAN 18.1, a He 3aMiHOO.

MAN Procurement Policy 18.1 is the leading
procurement guideline within MTBU.

Ionituka 3akynieens MAN 18.1 mae npioputer Han
Inctpykuieto.

2. Terms and Definitions / Tepminn Ta BU3HAYEH

One-time purchase in the context of the Instruction
is a purchase that is of a non-repeating nature and the
supplier's obligations are considered fully fulfilled,
when goods and/or service are accepted and do not
provide for further supplies, services or support.

OaHopa3oBow 3aKymiBiaew B KOHTeKcTi IHCTpykuii €
3aKymiBJIsA, fKa Ma€ HEMOBTOPIOBaHUK XapakTep Ta
3000B’s13aHHA MOCTa4yabHUKA BBAKAIOTHCA BHKOHAHHMH B
NMOBHOMY 00Cs31 HA MOMEHT NpHMaHHs-NIepeadi ToBapy
Ta/abo mnociyrm Ta He nepeabayaroTh MOJANBIIMX
[OCTABOK, OOCITYTOBYBaHHS YH MiATPHUMKH.

Framework Agreement is a long-standing
agreement entered into with suppliers of goods and
services. The Framework Agreement shall
determine the terms and conditions of subsequent
individual procurement contracts which may be
awarded during the duration of the agreement.

The Frame Agreements shall be limited to a
maximum duration of 3 (three) years.

Pamkosa yroaa L€ JOBrOCTPOKOBA Yroma, ki
yKJIaJaeThesl i3 MocTayansHUKOM TOBapiB Ta/abo nocmyr Ta
BH3HAYAE YMOBH HACTYNHHX iHIHBIyaIbHIX KOHTPAKTIB i3
3aKyMiB/I, fiki MOXYTh OyTH YKpajeHi NPOTAroM TEPMiHy
aif yroau.

MakcumanbHuil TepMiH Ail paMKOBiI yroay CTaHOBUTH 3
(TpH) poKH.

3.

Procurement Principles / Ipunuunu 3akynisenan

The principles listed below must be adhered to by all
participants within the procurement process.

Bci cniiBpobiTHHKR, fAKi 3AiACHIOOTECA 3aKyNiBJli, TOBHHHI
JOTPUMYBATHCS HPUHLIHMIIIB, HABEACHUX HHKYE.

Corporate responsibility

Corporate responsibility is part of the corporate and
leadership culture at the MAN Group. That is why
corporate responsibility is also demanded from our
suppliers.

KopnopatuBHa BianosiganbHicTh

Kopnopatupna BiMOBI JABHICTD € YaCTHHOIO
KOPHOpPaTHBHOI Ta Jifepcekoi kyneTypu MAN Group. Bin
HaLIMX [I0CTAYaJIGHUKIB MU TAKOMK BUMAracmMo AOTPUMAaHHs
KOPIOpaTHBHOI BiAMOBIJaIbLHOCTI.

Responsibilities and role of Procurement

The employee, involved in procurement activities, is
responsible to determine and select the best suppliers
according to predefined, objectified and in
consideration of commercial, technical and
qualitative criteria based on examination of all the
costs involved.

O60B'a3KH Ta poJib BiAiTy 3aKyniBesab

CiiiBpoGiTHHK, 3a0isHVI y 3aKyIBEIbHINA AisUIBHOCTI, HECE
BiATIOBIAJIBHICTE 3a BHU3HAYCHHA Ta BHOIp Hailikparuux
MOCTA4YaJIbHUKIB BIAMOBIAHO 10 3a3Jajerigp BH3HAYEHUX,
00’ €KTHBHHX Ta 3 ypaxyBaHHAM KOMEPLiAHMX, TEXHIYHHUX
Ta AKICHHX KpHUTepiiB 3 ypaxyBaHHAM BCiX IOB’f3aHHUX
BUTpAT.

Separation of functions

Where it is possible, the main functions in the
procurement process are not allowed to be combined

Posnoain ¢pynkuii

Y Bunagxkax, KOMH LE MOXJIHMBO, HE JOIyCKAEThCH
CyMillleHHs. OCHOBHMX (yHKLIM mpouecy 3aKymiBelb
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in one position (separation of functions). There must
be separation in the following cases in particular:

- Between the Requisitioner and
Procurement

- Between the goods or service recipient and
Procurement

- Between Accounting and Procurement

onHiero nocanoo (poznoain ¢yHkuii). Posnogin mae 6ytn,
30KpemMa, Mix:

- 3amoBHuKOM i PyHKUi€lo 3aKymniBens

- oIepKyBauem TOBapiB 4H MOCIYrH Ta QyHKIieo
3akymiBens

- Byxranrepiero ta pyHkuicto 3akymnisess

Dual control principle

Any liabilities to a suppliers must be approved in
writing by two authorized employees within the
procurement process. The limits for the signature
regulations must be determined in Authorization
Matrix.

TlpuHUHI KOABIHHOTO KOHTPOJIIO

Bynp-siki 3a60B’si3aHHs Hepel MOCTa4YaJbHHUKAMH MalOTh
6yTH migTBepIKeHi MHCBMOBO OBOMa YMOBHOBAKEHHMH
CHiBpoOITHMKaMH B paMKax @poLecy 3aKyMiBelb.
ObMexeHHs mpaBa MANKACY MaTh OyTM BHU3HAYEHiI B
Martputii miZmHCaHTIB.

Disapproved Business Partner

Procurement ensures that a check is carried out
against the current Disapproved Business Partner
List. In the event of a match, it is impermissible to
make any awards to this business partner.

3aGoponeHni biznec Ilapruepn

Binnin 3akynisens 3abe3nedye nNpoBeNCHHS MEPEBipKH 3a
MOTOYHHM cmickoM 3abopoHeHux bBisHec IlaptHepis. YV
pasi 36iry, NpUAHATTA PillIeHHs LIOAC CMIBMIpall 3 TAKUM
Biznec ITapTHEpOM € HEMOXKITMBHUM.

Dealing with risks in the supply chain

Due to risks in the supply chain, suitable measures
are to be taken in the area of preventive and reactive
risk management relating to procurement.

Yupas/iHHA PH3HKAMH B JIAHIIOXKKY NOCTAYaAHHS

UYepes pHU3UKU B IAHLIOKKY MOCTaYaHHs, HEOOXIIHO BXKHTH
BIAMOBIIHUX 3aXolmiB y céepi TNpPEeBEeHTHBHOTO Ta
PEaKTBHOTO YMNPABJIiHHA PU3HKaMH, [OB’S3aHUMH i3
3aKyMiBJISIMH.

Procurement processes

Procurement processes must be documented in the
instructions and followed by all employees involved.

IIpouecu 3akyniBenan

IIpouecu 3akymiBesnb MarOTh OyTH 3aJOKyMEHTOBaHi B
IHCTPYKLiIX 1 BMKOHYBaTUCsf BCiMa  3aJy4eHUMH
CHiBpOOITHHKAMH.

Documentation

All important decisions regarding selection or
contractual arrangements with suppliers must be
documented in writing and must be comprehensible
for third parties.

JoxymenTauis

Yci BaxJmBi pilleHHs mogo BUOOPY nocTadaisHUKa abo
yK/IaJaHHsA KOHTPAKTiB MOBHHHI 6YTH 3aI0KYMEHTOBaHI Ta
3pO3YMIJIMMH 1A TPETIX CTOPIH.

4. Scope/ Cepa 3acTocyBaHHs

This Instruction governing the procurement of the
following supplies, works and services:
- Office supplies:
»  Stationery
*  Food and beverages
*  Furmniture
* Services (cleaning, greening,
design, maintenance etc.)
- IT products:
¢ hardware and telecommunications
e software and licenses
e IT services

- Fleet:

ITs IncTpyKiis peryJiroe 3aKkymiBii TakHX TOBapiB, podiT Ta
HOCJTYT:
- 3abesnedenHs odicy:
+  KaHuemsapceki ToBaph
» Ilponykru Ta Hamoil
¢ Mebni

¢ Tocnyru (npuGupaHHs, O3€NeHEHHs,
Zu3aiiH, 00CIyroBYBaHH:)
- IT-nponyxru:
*  OdicHa TexHika Ta TeneKOMYyHiKalliifHe
o0nagHaHHs

»  IlporpamHe 3a6e3neueHHs Ta JineHsil
e IT-mocnyru
- Aptomapk
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*  Company Cars
*  Service
*  Maintenance
- Marketing services and advertising events
- Consultancy services, that are not listed in
exception list
- Staff-related expenditure, that are not listed
in exception list
- Logistic services
»  Transportation
*  Warchouse
*  Insurance

*  Cnyx0oBi MalIKHH
*  Cepgicse 06CITyroByBaHHS
*  3abesneueHHA Ta JOTTIA]
- MapkeTHHIOBi MOCITYTH Ta peKiIaMHi 3aX0nu
- KoncynbrauifiHi mociyru, fki He BKazaHi y
Nepestiky BUKIIIOYESHb
- Butparu Ha mepcoHal, fiKi He BKa3aHi y nepeniky
BUKJTIOYCHB
- JloricTuuHi nocxyru
*  Tlocnyru nepeBe3eHHs
e Cknagchki mocimyru
*  CrpaxysaHHs

5. Procurement processes out of scope of the Instruction / 3akynis.i, Ha siki He nomuproeThest THCTPYKist

The Instruction does not regulate procurement of
goods and services, listed below.

In doing so, the principles of procurement must be
observed in accordance with the Group Policy and
the other regulations wherever practical and suitable.

JlaHa iHCTPYKLis HE peryJioe 3aKyIIiBJi TORapiB Ta NOCIyT
3 MEPENiKy HIDKYe.

Ilpp wppOoMy CHiBpOOITHMKH, fKi 3AIHCHIOIOTH Taki
3aKymiBJi, IOBHHHI [JOTPUMYBAaTHUCh TPUHLHUIIB Ta
MpOLEIYpH 3aKyIiBeNs BianmoBiaHo ao INonituku ['pymnu Ta
iHIIMX {HCTPYKU{H, e Lie NpaKTUYHO Ta MPHHAHATHO.

* Procurement of goods and services
according to foreign economic agreement
with MAN SE or other companies within
Volkswagen Group.

*  Procurement of goods and services based
on MAN SE / VW Group frame contracts.

*  Procurement of goods and services that are
directly attributable to the cost of a
new/used vehicle for resale as part of the
main operating activity (e.g. PDI, bodies
etc.), including from business partners, as
well as other companies in accordance with
the customer's requirements for retrofitting.

*  Procurement of goods classified as spare
parts, including oils and technical liquids.

*  Benchmark requirements (parts).

* Goods and /or services, purchased from
MTBU Service Partners and classified as
Service maintenance, Warranty repairs and
Goodwill.

*  Purchase and Sale of used vehicles.

*  One-time transport commission < EUR
5,000 excl. VAT, that is initiated to ensure
timely logistics in case compliance with the
standard procurement procedure is not
possible. Further cooperation with
transport company, from which a one-time
purchase was made, is possible only if the
standard procurement procedure is carried
out.

* 3akyniBni ToBapiB Ta mocnyr BiANOBIAHO OO
IPSIMUX 30BHIIIHBOEKOHOMIYHMX KOHTPAaKTIiB 3
MAN SE Ta iHnx xommnasiii Volkswagen Group.

¢ 3akyniBii TOBapiB Ta MOCHYT, SKi 3AifiCHIOIOTBCS
BIANOBIAHO OO paMKOBHX noropopie MAN SE

/VW group.

*  3akymiBii TOBapiB Ta MOCHYT, AKi CTaHOBJIATH
cobiBapTicTh HOBOTO it BXXHBAHOTO
TPaHCTIOPTHOTO  3ac00y, MPU3HAYCHOrO  IUIs

NepenpoJaxy B paMKaX OCHOBHOI omepauiifHOl
nisnpHocTi (Hanpuknan, PDI, 3abynosa inwe), B
1.4. y Biznec ITapTHepiB, a Takox iHIIHX KOMITaHi#

BIAMOBIAHO OO  BMMOI  3aMOBHWKA MO
N000IafHAHHIO.
* 3akyniBni TOBapiB, sKi KaacHQIKyIOTBCA K

3aIMYaCTHHY, B T.Y., OJIUBU Ta TEXHIUHi piauHu.
*  KourponsHi 3akynieJi 3amacHHX YacTHH.

* 3akymiBii TOBapiB Ta MOCIYT BiANOBIAHO 1O
Konrpakrie i3 CepicHumu naptHepamu MAN, a
caMe BHKOHaHHsA OOCIIyrOBYBaHHS, rapaHTiliHHUX
peMoHTiB Ta ryasin, PDI.

* TlpunbaHus Ta NpoJax BXXMBAHUX TPAaHCMIOPTHHX
3aco0is.

= OmnHopa3zoBa 3aKymiBIISl TPAHCTIIOPTHHUX IIOCIYT,

BapTiCTh AKUX He mepeBuiye 5.000 eppo Ges
B, Ta iuiuifioBana 1 3abe3neucHHs
CBOEYACHOI JIOTICTHKM Yy  BHIAAKY, KOJH

JOTPUMAaHHS CTaHAAPTHOI MPOLIEAYPH 3aKyiBIl €
HeMoxJuBUM.  Ilopanpia — cnmiBopaus 3
TPaHCIOPTHOK  KOMIaHi€w, y skoi OGyna
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*  Financial,
services.

Tax and Legal consulting

*  Regulatory audit

« Bank services and services of other
financial institutions (e.g., leasing,
factoring, loan and deposit)

*  Recruiting agencies.
*  Insurance products
»  Sales brokers

* Payments that are inevitably incurred
where the supplier has no leeway when
charging due to tariffs and fee units fixed
by governmental legislation.

» Taxes, fees, customs duties and other
duties.

*  Court, lawyer and notary services.

*  Membership fees, including associations
and chambers.

*  Donations and sponsoring

¢ Publicly funded projects with an
established supplier.

* Any employment contracts including
outsourcing.

3AilCHEHa OIHOPA30Ba 3aKy i BIIsl, MOXITHBA JIMILE
3a YMOBHM AOTPHMAaHHA CTaHAApTHOI MPOLELypPH
3aKyIiBeJib.

« Koncynerauilini nociayru 3
IOpUAMYHHX TIMTaHB,
3aKOHOJABCTBA.

¢biHaHCOBHX Ta
a TaKoOK NOAATKOBOrO

¢ OOO0B’s3KOBHIA ayIUT.

* DBaHkiBchki mOCIYrM Ta  TOCIYTH  iHIIKX
(hiHaHCOBHX YCTaHOB B T.4. J3MHT, (DAaKTOPHHT,
3aiiMu Ta JETIO3HTH.

¢ Kanposi arenuii
*  CrpaxoBi IpOAYKTH
e Toprogi areutu Ta 6pokepu

¢ OG0B’ s3KOBI TIaTexi Ha KOPHCTh
MMOCTAYAJILHMKIB, 10 BIAHOLIEHHIO A0 SKHMX Ji€
OEPKaBHE PETYIIOBaHHS Tapu(iB Ta LiH.

» Tloparku Ta 300pH, MHTHI Ta iHIWi OOGOB’SI3KOBI
TIaTexXI.

* CypnoBi BuTpaTH, aJBOKAaTChKi Ta HOTapialbHi
TOCITYTH.

*  UneHChKi BHECKH, B T.4. acolliallil Ta majaTu
= BrnaroniiiHi BHECKH Ta CIIOHCOPCTBO

»  TIpoexTy, siki diHAHCYIOTBCS AEPIKABOIO Ta MalOTh
3aTBEpAMEHUX MOCTaYalbHHUKIB.

* DByap-axi TPYAOBI KOHTPAaKTA Ta LMBIiJIbHO-
NPABOBi OrOBOPH 3 MEPCOHAIOM.

6. Roles and Responsibilities / Poni Ta BixnmosigaasHocTi

Unless there is no Procurement department, roles
and responsibilities are assigned to employees by
MTBU General Director and Finance Director in
terms of separation of functions through internal
communication.

3a  BigcytHocti  Bimmimy — 3akymiBens, pom @ Ta
BiZMOBiAaNLHOCTI CHIBPODOITHUKIB 3 ypaxyBaHHSIM BHMOF
Jo posnominy ¢yHKUi Bu3Ha4daroThes [ eHepanbHuM
aupextopom Ta lupexropoM dinancoBuM MTBIO mutsaxom
BHYTPILIIHBOT KOMYHiKaIlil.

All employees must conduct themselves in
accordance with the MAN Group's legal and ethical
principles in contact with suppliers. The primary
guideline is the binding MAN Code of Conduct for
employees.

Personal interests or connections to suppliers that
could influence the neutrality and objectivity of an
employee involved in the purchasing process, are to
be reported to the MTBU Management.

Ilpu B3aemonii 3 mocradajsHUKaMH BCi CHiBPOOiTHUKH
MOBMHHI TOTPMMYBATHCh MPABOBUX Ta €THYHUX [IPUHLHIIB
MAN Group. OcHoBHMM opieHTHpOM € Kopekc nosemiHku
MAN, skuil € 00OB’S3KOBMM IJIsl BCiX CHiBpOOITHHKIB
MAN.

Ipo ocobucrTi iHTepecy abo 3B’SA3KHU 3 TOCTAYANBHUKAMM,
SIKI MOXKyTh BIUIMHYTH Ha HEWTPAJILHICTH i 06’ €KTHBHICTB
CIiBpOOITHHMKA, 3ayuyeHOro y NPOUEC 3aKYMiBi, CIIia
noBigomisTu kepisaureo MTBIO.

MTBU Procurement consists of:

1. Requester

VyacHukamu nipouecy 3akymnieni B MTBIO e:

1. 3asgBHHK
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2. Procurement Officer

3. Procurement Controller

2. BipnosiganeHuit 3a 3aKkynisi

3. KoHTponep 3akymiBens

Requester is an employee or a department, that
requests goods or services to fulfill his/her duties and
to ensure the realization of business processes.

The Requester is responsible for requirements to the
subject of Procurement.

The requirements include but are not limited to:

- Name of the subject of procurement
- Volume of purchases

- Description / Specification

- Delivery terms

- Justification of the purchase

3agBHHKOM € criBpoGirHHMK abo nemapTaMeHT, sKHii
notpebye ToBapu Ta/ab0 MOCIYrH Ui BUKOHAHHS CBOIX
0608’ 13KiB Ta 3a0e3eueHHs peanisalii 6i3Hec-mpolecis.

3asBHUK BimNoOBifae 3a HajgaHHA BimnoimaneHOMy 3a
3aKyIiBJi BUMOT JO TIPEOMETY 3aKyIiBIIi.

Bumorn po mnpeamery 3akymiBens BKIIOYAIOTh, ane He
0OMEXYIOTBCS HACTYTHUM:

- Haspa npeamery 3akymniBenb

- O6cHr 3akyniBenb

- Omuc / Cnenudikanis

- TepMiH BUKOHAHHS Ta YMOBH [OCTaBKH
- O6rpyHTYBaHHS 3aKyTiBIi

Procurement Officer is the employee whose area of
responsibility covers the subject of procurement,
e.g.

Personal administrator / Office manager:
- Office supplies
- Consultancy services
- Staff-related expenditure

IT manager: IT products
Fleet officer: Company Cars

Marketing manager: Marketing services and
advertisement event

Logistics manager: Logistic services

Procurement Officer is responsible for:
- Collection of quotations;

- Negotiations with suppliers (Requester can
be involved);

- Tender process
processing);

(including BID-form

- Conclusion of contracts;
- Contract processing;

- Goods and Services Receipt (Requester can
be involved);

- Sales or disposal of the Subject of
procurement after write-off decision and
write-off form processing.

BianosizaabuuM 3a 3aKymiBJIi € CiBPOOITHUK, 10 chepr
BiINOBIJalBHOCTI SKOTO HAJISKHTh MPEIMET 3aKyIiBIi,
HANpPUKIAN;

Tepconansuuii anminictparop / Odic-menemkep:
- 3abesneyeHHs odicy

- Koncynrraniiiui mocoyru

- Henpsawmi Butpartu Ha nepcoHan

IT menemxep: IT npoaykru
BinmoBigansHuii 3a aBTONapK: ciy>x6oBi aBTOMOOimi

MeHemxkep 3 MApKETUHTY: MapKeTHHIOBiI MOCIYTH Ta
pexsamHi 3axoau

MeHemkep 3 NOTICTHKHU: JOTICTUYHI MTOCTYTH

BionosizaneHuii 3a 3akynieii Bignosigac 3a:
- 36ip npono3uLliii;

- IleperoBopu 3 nocrauansHUKaMH (3asBHHUK MOXE
6yTH 3amyucHUR);

- Tenpepuuii mpouec (B T.4. BeaeHHs BID-gopmn);
- YknagaHHS OJOTOBOPIB;
- JIoTpUMaHHA YMOB IOTOBOPY;

- TDpuiiManns ToBapiB Ta mocnyr (3asiBHHK MOXe
OyTH 3aTyYeHHiR);

- Ipopmax Ta/abo yrunizauis OpeAMETY 3aKymiBji
micns MPUAHATTA pillleHHs NpO CIHCaHHA Ta
HaJaHHs GOpMHU HA COIMCAHHS.

Procurement Controller is responsible for:

- compliance of local
instructions to Group Policy;

procurement

KoHTposep 3akyniBejb BilNOBixac 3a:

- BiANOBIAHICTH  JIOKAJILHUX
3akyniBnaM oxituui I'pynwy;

iHCTpyKLiii Mo
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- control over procurement procedure;

- bidding process assessment and validation
of BID-form;

- creditworthiness checks of bidders.

- KOHTPOJIb
3aKyTiBEJb;

3a  OOTPUMaHHAM  MpOLCAypH

- ouiHKa npoueaypu Bubopy MOCTa4albHHUKA,
nepesipka Ta noromkexHs BID-dopmuy;

- TIepeBipKa  y4acCHMKIB
MOCTaYaIbHMKA.

npoueaypu  BHOGoOpy

7. Procurement process / Ilpouec 3akynisens

The procurement process is generally consists of the
following steps:

1. Identification and analyses of the need and
budget approval,

2. Request for Proposals (including web
search);

3. Evaluation of obtained Quotations;

4. Negotiation with bidders and Contract
award decision;

5. Conclusion of contract;
6. Purchase order;

7. Acceptance of Goods and/or Services.

Hpouec 3aKyniBem>, K MMpaBHIIO, BKJIKOYA€E Taki eTanmu:

1. Bwu3Ha4yeHHA Ta aHaNi3 MOTPebM Ta MOTOIKEHHS

6romxery;

2. 3anur Ta/abo momyk nNpomo3uuiii (B T.4. B
iHTepHeri);

3. OuiHka OTpUMaHHX MPOMO3HULIiH;

4. TlpoBenecHHs [MEperoBopiE 3  MOTEHUIHHHMH
HocTa4yanbHUKAMU Ta BU3HAYEHHS MEPEMOXKIIS;

5. VknapaHHs IOTOBOpY;

6. PosmimeHHs 3aMOBNICHHS;

7. TlpuiimanHs ToBapiB Ta/abo mocmyr.

Depending on the volume of the Subject of
procurement, obligatory steps of the process are
identified in Appendix 1.

3amexxHo Bix o6cAriB 3akymiBii, 0OOB’SA3KOBI
HpOLECy 3aKyIliBesb Bu3Ha4ueHo B Jloaatky 1.

€Tanu

The list of employees who have the right to approve
each separate step of procurement process and
related documents, is given in the Matrix of
signatories.

Ilepenik cniBpoGITHHKIB, AKi MalOTh NPaBO MOTOMXYBATH
KOKHMH OKpeMHii eTanm 3akymiBenb Ta BiANOBiAHI
JNOKYMEHT, HaBeJIeHO B MaTpHLli i ANKCaHTIB.

8. Payment process / IIpoueaypa onsiatu

After the procurement is settled the purchase request
and the invoices must be submitted to the accounting
department immediately.

Procurement Officer is responsible for the proper
execution of the documents, as well as for signature
collection considering the Authorization Matrix.

Iicns 3aBepiueHHs NPOLELYPH 3aKyMiBlli paXyHKH Ta aKTH
npuiiMaHHsa-nepeaadi abo akTH BUKOHaHUX po6iT MOBMHHI
6yTH HeraifHo nepenaHi 1o 6yxranrepii.

BianoBimansHuM 3a HanexHe ohOPMIIEHHS HOKYMEHTIB, a
TAaKOX HASIBHICTH MIAMMCIB BimomoBigHO A0 Marpuui
nignucaHTiB € BinnoBigansHUHA 32 3aKyiBIIi.

A general requirement for procurement is a refusal
of prepayments.

In the context of this Instruction prepayment is a
payment with a delivery delay of 4 or more working
days.

Exceptions must be approved by Finance Director on
an individual basis.

3araibHOIO BHMMOTOIO [0 3aKyliBens € BiaMOBa Bif
nepearuiaTy.

B koHtekcri 1iel IHCTpykuii nepeamnarolo € omnara 3
BiATepMiHyBaHHAM TOcTaBKM Ha 4 abo Oinbmie poboumx
IHiB.

BukmoueHHs noromaxyoTscs JupexTopoM ¢iHaHCOBUM B
iHOUBiOY ANTEHOMY MOPAOKY.
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