( . ) Victim Support Europe

VSE Finance Policy

Adopted by the VSE Executive Board on 18 November 2024, with the aim to assure transparency of
financial operations, while also setting clear rules for the staff and the rest of the organisation to follow
to ensure good financial governance.

The policy is built asa robust, but also detailed document, which contains the following main chapters:

Chapter 1 General provisions

Chapter 2 Governance and Oversight

Chapter 3 Budgeting, reporting and monitoring
Chapter 4 Budget Execution

Chapter 5 Risk identification and management
Chapter 6 Financial reporting and transparency
Chapter 7 Banking and bank payments

Chapter 8 Payment and expense management
Chapter 9 Procurement

Chapter 10 Travel expenses and reimbursement policy
Chapter 11 Grant management

Chapter 12 Effective date and applicability

Full text of the policy as well of applicable annexes is available on VSE intranet
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Chapter 1 General provisions

Article 1. Background and Purpose

The purpose of the present Financial Management policy is to establish clear guidelines and procedures
for Managing Victim Support Europe’s Financial resources. This policy aims to ensure prudent financial
practices, transparency, accountability and compliance with applicable laws and regulations.

Article 2. Scope and Applicability

The policy applies to all VSE employees, contractors and individuals involved in the financial management
and decision making within Victim Support Europe. It encompasses all aspects of financial management,
including budgeting, financial reporting, internal/ external controls and financial decision making.

VSE financial management needs to be ensured in line with this policy, as well as to respond to any
requirements stemming from funding terms and conditions, such as grant agreements, sponsorship
agreements, as well as with any requirements of the bookkeeping and accountancy.

In the case of conflict or inconsistencies between VSE internal rules and any external rules of applicable
Belgian or EU legislation, or financial rules of funders, the stricter rule will apply. In case of doubt as to
which rule is stricter, the following ranking of the rules will be followed:

- EU legislation

- Belgian legislation

- Rules of funders or contractual conditions
- VSE Financial Policy

Article 3. Objectives of the Finance Management Policy
The main objectives of the present Finance Management Policy are:

- Ensure Stability, Liquidity, and Efficiency of use of VSE resources.
- Achieve High Operational Efficiency.

- Maintain a Balanced Financial Structure.

- Mitigate Risks to the Lowest Possible Level.

- Foster VSE financial viability.

- Maximise VSE reserves in a Sustainable Manner.

Article 4. Languageofthe policy

For the purposes of the implementation of the present policy, and for daily communication with the
Executive Board, staff and external stakeholders, the primary language is English (working language).

For the communication with Belgian stakeholders and statutory reporting purposes, the primary language
is French (administrative language).



Article 5. Legal and Rgulatory Framework

The present policy is to be implemented in view of the relevant EU acquis, in particular the EU Financial

Regulation and the EU VAT Regulation. Moreover, relevant Belgian legislation and rules apply, as the law

of the country where VSE is incorporated and hasitsseat.Fi na | | y , VSE’ s Constitution
internal policies also apply.

Article 6. Conflict of Interest

A conflict of interest relates to any event influencing the capacity of a candidate, tenderer, contractor or
grant beneficiary to give an objective and impartial professional opinion, or preventing at any moment,
from giving priority to the interests of the VSE. It may also refer to any consideration relating to possible
contracts in the future or conflict with other commitments, past or present, of a candidate, tenderer,
contractor or grant beneficiary. These restrictions also apply to any sub-contractors and employees of the
candidate, tenderer, contractor or grant beneficiary.

Chapter 2 Governance and Oversight

Article 7.  General Assembly

The General Assembly (GA) is constituted of all VSE full Members, and in line with the relevant Belgian
legislation, VSE Constitution and the present policy it:

A Adopts VSE annual accounts;
A Appoints the external auditor.

Article 8. Executive Board

The Executive Board is the main governing body of VSE, acting in line with the VSE Constitution and
the relevant organisational bylaws. As such, as regards this Policy, the Executive Board:

Adopts the financial policies and procedures;

Adopts annual budgets and changes thereto;

Reviews periodic financial reports;

Reviews financial risk register;

Ensures that all financial activities adhere to established financial and accounting policies,
authorities, and guidelines as outlined in the present policy;

Regularly reviews and ensures the fitness for purpose of the present and any other VSE policies

v > > > >
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related to the financial management and operations.

Article9. Management Team

The Management Team is the operational governing body of VSE, acting in line with the VSE
Constitution and the relevant organisational bylaws. As such, as regards this Policy, the Management
Team:

A Reviews and endorses reports, financial plans, budgets as required by the Executive Board;


https://commission.europa.eu/publications/eu-financial-regulation_en
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Reviews and endorses the audited annual accounts prior to the submission to the Executive
Board;

Pre-approves VSE participation in projects, when required by the present Policy;

Performs other tasks as required and prescribed by VSE Constitution or relevant bylaws

Article 10. Treasurer

A Presents budgets and financial reports to the Executive Board and the General Assembly;

A Ensures general financial compliance and good financial governance of VSE;

A Oversees the financial health of the organisation;

A Provides guidance to the VSE staff, Executive Board and the General Assembly regarding
financial operations and governance, when needed;

A With the support of VSE staff, proposes the appointment of the external auditor;

A Acts as the final authority in the implementation of the present Policy.

Article 11. Executive Directoand Deputy Director

Executive Director is responsible for ensuring the effective implementation of this policy and the
effectiveness of the financial management system, ensuring adherence to established financial and
accounting policies, authorities, guidelines, practices, and procedures.

Deputy Director is responsible for the daily implementation of this policy, organisation of necessary audits
and preparation of financial reports to be presented to the relevant VSE and external bodies, as required.

Executive Director and Deputy Director are accountable to the Treasurer and the Executive Board for their

actions and decisions.

VSE Executive Director and Deputy Director, in particular, ensure:

> > > >
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Payments, bank transfers and inter-account bank transfers;

Preparation of budgets and financial reports forthe approval of the Treasurer;

Monitoring of the execution of VSE budgets; Development of VSE annual and other budgets;
Development of annual spending plans and oversight of their implementation;

Monitoring of bank statements, identification of any irregularities and review of monthly bank
reconciliations;

Monitoring of grant reporting and compliance with any financial rules of grantors;

That the External Accountant is appointed and that their work is timely commissioned to ensure
full compliance with the statutory requirements;

Oversight and the adherence to all internal financial controls;

Any other action that is required to ensure good financial governance and compliance of the
organisation.

Executive Director and Deputy Director ensure that the above tasks are executed either directly by them,
or delegated to a staff member for execution.

Article 12. Finance and Administration Team



VSE Finance and Administration Team (FA Team) is appointed by the Executive Director. The FA Team is
tasked with the daily implementation of financial policies and the preparation of all necessary financial
documents and reports. They ensure that all transactions are appropriately documented. The team is
responsible for creating and maintaining all pertinent financial records to effectively manage the
organisation's finances. They produce and present regular financial management reports, prepare annual
accounts, and submit them to the external auditor.

In particular, the FA Team has the responsibility to deliver the following tasks:

Process invoices;

Review and process all reimbursements and fund requests;

Review and process all payroll calculations;

Review and process other payments and purchases;

Review and manage cash flow;

Review and process all incoming and outgoing invoices;

Review, propose revision to and maintain internal accounting controls and procedures;
Support the preparation of the financial reports;

Review expense allocations;

Entry of data in the accountancy system;

Maintain the filing system;

Perform other tasks defined by the Executive Director, the Deputy Director or the External
Accountant.

DD D> DD D> D D>

Article 13. External Accountant

VSE External Accountant is selected from the pool of chartered accountants in Belgium, with the

experience and expertise in supporting financial operations of organisations with the same or similar
statute as VSE.

The External Accountant is appointed by the Executive Director, with the approval of the Management
Team. The Management Team revises the appointment of the External Accountant at least once a year,
with view of extending their contract or identifying the new External Accountant.

The external accountant supports VSE in maintaining statutory requirements regarding financial
management. In particular, the external accountant:

Controls the data in the accountancy system;

Maintains general ledger and other journals;

Prepares end year legal financial reports;

Prepares and submits to the VAT authorities and other tax returns, as required;

Supports the delivery of annual and other financial audits;

Otherwise supports the Finance and Administration team as needed in daily financial
management of the organisation.

v > D> D>

Article 14. Budget owners

VSE staff members can be assigned as budget owners, in line with the present Policy.



Budget owners are responsible for the management and monitoring of budget execution and to ensure
that activities, projectsandpr o g r a mme s are delivered to budget and
standing.

Chapter 3 Budgeting, reportingand monitoring

Article 15. Types of budget

VSE’ s financi al oper at i oarganisation orgabisatibgalebtidge). Hawever,o s s t h e
daily financial operations are organised through sub-budgets that are available for projects or for specific
activities.

Article 16. Types of income and expenditure

Restricted income is the type of income that is specifically committed to the delivery of a certain type of
activity or to cover a specific type of cost. This is usually related to project funding and sponsorships, but
can also be designated as such by the Management Team or the Executive Board.

Unrestricted income is the type of income that is not related to any specific reporting requirements and
with which VSE can freely dispose in line with its strategy and mission. This is usually related to
membership fees, donations or income generated by programmatic activities.

Article 17. Types of cost

VSE cost is principally divided into five main categories: operating cost, staff; travel;, equipment; cost of
subcontracting.

Operating cost is the shared cost of operating the office, and includes the cost of office rental, any related
property tax, electricity and other utilities or other cost related to ensuring the safe and pleasant working
space for VSE staff.

Staff cost is any cost related to ensuring the necessary work force to deliver VSE work, including the cost
of salaries and any benefit related to employment. For the purposes of this policy, VSE staff is understood
to be the employees, interns, volunteers or individual consultants hired to deliver specific services.

Travel cost is the cost related to travel of VSE staff or any other individual (e.g. consultants, members etc.)
whose travel cost is covered through VSE budgets.

Equipment costis the cost of any equipment needed to be purchased, rented or otherwise obtained to
ensure safe and effective execution of work by VSE staff.

Cost of subcontracting is the cost related to outsourcing any work that VSE is not able to deliver through
engagement with VSE staff, that needs to be confided to external legal persons.

Any cost that does not fall within the above categories is seen as other cost.

For the bookkeeping and accountancy purposes, the above costs are categorised across different cost
centers. The list of cost centers is updated regularly, to respond to the needs of VSE bookkeeping and
accounting. The list is attached to this policy in Annex Il (table 3).
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Article 18. Organisational budget

VSE will prepare an annual organisational budget for the next fiscal year that outlines projected revenues,

expenses and capital expenditure. The budget will be aligned with theorgani s ati on’ s strategi
priorities.

The annual organisational budget will be based on the balance between the available confirmed funding,
the projection for funding to be obtained during the fiscal year and the ability to maintain growth.

The annual budget will also factor in the impact of budgeting to the VSE reserves.

The draft annual budget for the forthcoming year will be prepared by the VSE Executive Director, under
the guidance of the Treasurer, and presented for the approval of the Executive Board not later than 30
September of the ongoing fiscal year.

If, during the implementation of the annual budget, changes occur that result in the changes of projections
of either income or expenditure of more than 20% of the total organisational budget, the revised budget
will be presented to the Executive Board for approval as soon as possible, and not later than six weeks
after the changes have become known to the FA Team, the Executive Director or the Deputy Director.

Article 19. Projectbudgets

Project budgets are designed to ensure costing and funding for specific VSE project activities. This includes
VSE Operating Grant, action grants funded by the European Commission or other institutional funders,
funding from philanthropic organisations or projects delivered as service contracts to institutional,
organisational or individual clients.

Project budgets need to be developed in line with this policy, as well as to respect any regulations or rules
imposed by the funders.

Project budgets are developed to ensure funding for VSE operational and programmatic cost. Project
budgets are planned across the duration of the project — and can either be short term (up to 6 months),
medium term (up to 36 months), or long term (longer than 36 months).

Project budgets will be prepared for each VSE project, based on the estimate of the resources needed to
deliver the project activities, the need to cover forany gaps in funding identified by the annual budget, as
well as the organisational growth plan. Project budgets are determined for each individual project,
depending on the type of activities, deliverables and the VSE resources required to deliver it.

In projects that VSE coordinates in collaboration with partner organisation(s), only the budget assigned to
VSE is considered as project budget for the purposes of this Policy.

Apart from the VSE Operating Grant, project budgets must, as a rule, ensure at least the full coverage of
VSE resources utilised forits implementation. Only exceptionally shall project budgets not ensure the full
coverage of VSE cost. Any such exception, which concern up to 10% of VSE contribution to funding,
participation in projects will require preapproval of the VSE Management Team.

Each VSE project will be assigned a project lead, who is also the owner of the project budget.



Article 20. Project Leads

Project leads are nominated from VSE staff or, when applicable, external experts, to ensure successful
delivery of VSE projects. Project leads are, as such, responsible for the execution of VSE projects, and in
particular, they:

A Execute expenditure related to projects;
A Monitor all expenses related to projects;
A Assure projects financial reporting, together with the Finance and Administration team.

Article 21. Activity budgets

Activity budgets are elements of the operating or project budgets and are designed for specific activities,
when the nature of the activity so requires. This will particularly be the case for events, but also for other
types of activities that incur expenditure other than staff cost or operating cost (e.g. development of
promotional materials, subcontracting etc.).

Activity budgets are owned by any VSE staff member who is responsible for the implementation of an
activity. Staff members are assigned activity budgets by respective project leads.

Article 22. Cost categries

For the purposes of this Policy, main budget categories are: staff cost, travel cost, events, equipment,
overheads and subcontracting.

Staff cost is the cost of all VSE staff, including employees, consultants and interns. Due to its nature and
functioning, staff cost expenditure is not subject to the application of the procurement rules set out in the
present policy.

The Executive Director and Deputy Director are owners of staff cost across different project and activity
budgets.

Travel cost is cost related to authorised travel of VSE staff, as well as persons who are travelling on VSE
budget to deliver VSE activities, projects or programmes. This may include cost of transportation,
accommodation and subsistence related to travel.

Cost of events is related to the costs of rental of rooms and equipment forthe organisation of VSE events,
as well as cost of catering, speakers and other cost that is incurred related to the organisation of VSE
events, other than travel.

Budget categories, as described in this article, do not necessarily have to align with the definition of
budget and cost categories defined in reporting rules for any specific line of funding. When there is a
difference in budget categories, the Finance and Administration Team will need to ensure administration
and budgeting and execution for both categories — the one from this Policy and the one as required by
funding terms and conditions.

Article 23. Corrective actions for budget variance
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It is expected that budget owners will deliver activities and projects within the budget specified. To this
end regular monitoring and reporting against the budget will be conducted to ensure that financial
performance aligns with the budgetary projections. Variance will be analysed and corrective actions will
be taken when necessary, as described in Error! Reference source not found..

To this end, ED and DD will organise regular, at least quarterly meetings with relevant staff, to revise
execution of all ongoing project and activity budgets.

Should the budget owner notice a risk of running over budget, they will immediately inform the budget
supervisor and suggest mitigation measures. Mitigation measures will be put in place in agreement with
the budget supervisor. Budget supervisor may decide to elevate the overspending risk to the VSE
Treasurer and/or Management Team, if the overspend is risking to:

A Decrease VSE reserve by morethan3%[ or a f i xed amount in €°7]

A Jeopardise VSE reputation;

A Jeopardise the execution ofthe V.S E ’ s contractual obligations

Budget variance can occur as a difference between budget lines, budget categories and in overall budget
execution.

For variance between budget lines, that are within the same budget category, any variance that does not
affect the total budget execution does not need to be specifically authorised.

For variance between different cost categories, budget owner needs to get approval from the budget
supervisor to transfer the cost between categories. This will only be approved when allowed by the

’ 7

funder S or donor S financial rul es .

Article 24. Financial reports and financial calendaf VSE

Statutory financial statements are prepared in line with the applicable rules of Belgian legislation,
including the rules related to annual accounts, VAT and other taxation declarations, as well as any other
financial or budgetary requirements of the Belgian authorities.

Annual VSE organisational budget and financial plan are presented to the Executive Board not later than
30 September of the current year for the next fiscal year. The format and content of the regular annual
budget is preapproved by the Treasurer, but it includes at least: the planned expenditure, the planned
income strategy and funding gap, impact on reserves, annual activities and cashflow plan.

Organisational financial reports that include, as a minimum, the status of the organisational budget
implementation, cashflow statements and reserve statements are prepared by the VSE Finance and
Administration Team, in collaboration with the Treasurer and presented to the Management Team at
least quarterly and to the Executive Board at least twice a year.

Chapter 4 Budget Execution

Article 25. Budget management

11
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The ED is responsible for the execution of the VSE annual organisational budget, under the oversight of
the Treasurer.

For project and activity budgets, budget supervisor oversees the execution of the budget and approves
any expenditure that is related to the budget they supervise. ED, DD or other senior staff delegated by
them, act as budget supervisors for each project or activity budget. Budget supervisors determine budget
owners among the VSE staff.

Budget owners can delegate execution of some parts of their budgets to other staff, with the approval of
the budget supervisor, and in line with the limits set by Annex | (table 1) to this Policy.

Budget owners must be aware of reporting rules and requirements, in particular regarding eligibility and
justification of expenditure to funders, and make sure that any expenditure is executed in line with these
reporting obligations. Budget supervisors must verify if the funding rules are being applied in relation to
any expenditure.

Article 26. Budget Owner

Budget owners are VSE staff members who are responsible forany budgets that are assigned to them, up
to the limits of their responsibilities, set out in Annex | to this Policy.

Budget owners:

- Monitor daily expenditures and track budget performance against the plan;

- Approve expenses and ensure they are within the approved budget;

- When required, prepare detailed financial reports and updates for the budget supervisor;

- Monitor for budget variances and provide explanations for any discrepancies;

- Implement cost control measures to prevent budget overruns;

- Provide necessary financial records and documentation of the expenditure to the Finance and
Administration Team, to ensure that precise records of cost are kept;

- Ensure t hat expenditure i s compliant wi

rules;
- Coordinate with budget supervisor and Finance and Administration Team when needed to
ensure financial discipline and accurate reporting.

Article 27. Budget Supervisor
ED, DD or senior staff delegated by them, act as budget supervisors, and in that role they:

- Validate and authorise expenditure, as approved by budget owners;

- Approve the initial project and/or activity budgets and any subsequent changes or
amendments;

- Monitor overall budget performance and ensure adherence to financial guidelines;

- Make critical financial decisions, including reallocating funds and approving expenditures;

- Provide financial budget reports to the Management Team and the Executive Board,
highlighting variances and corrective actions;

- ldentify and mitigate financial risks associated with the project;

- Ensure that financial resources are allocated efficiently to meet project and/or activity goals;
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- Ensure that the project complies with financial regulations and organisational policies;
- Ensure that financial reports are duly prepared and submitted to the donors and funders,
when required.

Article 28. Expenditurerequest

Expenditure request can be initiated by any VSE staff member or external supplier. All expenditure
requests need to be submitted to the email address: finance@victimsupporteurope.eu.

Requests for expenditure are submitted in three ways:

- Invoice
- Purchase request (see formin Annex lll)
- Expense report or reimbursement request (see form in Annex Ill)

Article 29. Paymentapprovals

All expenditure needs to be approved and authorised prior to being incurred, with the exception of credit
card charges, which can be post-validated, as foreseen in Chapter 7Article 45.

Before expenditure is made, each request must be approved by the budget owner and authorised by
budget supervisor.

Authorisations are made through the special MS Teams channel, created for that purpose and accessible
to the Finance and Administration Team and budget supervisors only.

Article 30. Internal Controls

To ensure a proper separation of duties, for any expenditure, VSE will ensure a strict separation of roles
for expenditure to the effect that:

- The expenditure request will be approved by the budget owner;

- Approved expenditure will be authorised by the budget supervisor, who must be different
person from budget owner;

- The bank payment for the expenditure will be prepared in the online banking system by the
authorised member of the Finance and Administration Team;

- The bank payment will be approved by the authorised manager, who must be different person
than the person who prepared the payment.

VSE Management Team, ED and DD, as well as designated staff members, will be allocated different
duties, to ensure transparency and control in the budget execution, which will include different levels of
authorisation and approval responsibilities, depending on the type of expenditure and their role in the
organisation.

Depending on the staff structure and responsibilities, different staff members will be able to request and
approve payments up to a limit, as set out in Annex 1 to the present Policy.

Article 31. Approval and workflow for payments
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When an expenditure request is received, the Finance and Administration Team processes the document
by:

- Filling-in the date of reception;

- Verifying compliance with Belgian law and the VAT regime of the payment;

- Assigning the analytical reference number;

- Preparing a note to the file, with any VAT and other instructions if relevant;

- Submitting the expenditure request to the budget owner for approval before being sent to the
budget supervisor for authorisation.

Before approving an expenditure request, the budget owner:

- Verifies expenditure and amount;
- Verifies compliance with donor ’ s or funder’ s financing or
requirements;

- Submits to the budget supervisor forauthorisation;
Before authorising an expenditure, budget supervisor:

- Reverifies compliance wiinabcing ot groeurerdeat npmaedures ara r f unde
requirements

- Verifies that the expense complies with the approved budget;

- Verifies appropriate information regarding allocation to projects, cost categories etc.

- Authorises the expenditure for payment.

When required by payment limits, as set out in Annex XX, the payment will further be validated by the
Management Team, before payment can be executed.

The Finance and Administration Team:

- Processes entry in the accounting system

- Books the payment into the accounting system and sets out the accountancy number
- Books bank statements

- Settles outstanding incoming and outgoing invoices

- Archives the documentation into the bookkeeping system.

Chapter 5 Riskidentificationand management

Article 32. Risk identification

The ED and DD will maintain rigorous financial control and look in advance aiming to identify financial
risks, in particular related to:

- Loss of funding stemming the anticipation of ending of major funding streams;

- Own contribution for funding, in particular regarding operating grant;

- Investment into resources with view of developing new income opportunities;

- Overspend of resources due to unplanned expenditure or inappropriate budgeting;
- Financial loss due to the inability to benefit (fully) from existing funding sources;
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- Exposure to litigation or conflict of interest.

The ED and DD organise regular at least bi-monthly meetings with budget owners and budget supervisors
to discuss and identify financial risks related to their budget execution. During these meetings the financial
risks register will be discussed, risks graded and flagged and the risk register updated if needed.

Article 33. Risk assessment

Budgeting and budget execution need to always be accompanied by a risk assessment. Risk assessment is
based on three elements: the definition of risk, the likelihood of their occurrence, the estimated impact
in case the risk is realised. Risk assessment needs to be presented with the grading that follows from these
elements.

According to the probability of occurrence, risks can be ranked as (1) low: possibility of occurrence of an
event likely to generate or contain risk, (2) medium: possibility of a damaging event, frequent in related
activities and (3) high: strong possibility of a risk event occurring.

Depending on the estimated impact, risks can similarly be ranked as (1) low: damage to the optimisation
of organisational performance; (2) medium: occurrence can cause loss of management operations and
can require redistribution of resources, postponement of delivery or cause additional expenditure; and
(3) high: can damage the financial stability of the organisation or jeopardise its reputation or integrity.

Based on the scoring on the above criteria, the risks will be flagged through the red-amber-green colour
coding.

When it is estimated that the risk will be avoidable or controllable through mitigation measures and that,
even if it would occur it would not affect the scheduling and would not require additional resources, it will
be graded as weak and flagged as green.

When the risk assessment indicates that a risk can be avoided or controlled through mitigation measures,
but if occurs would require a redistribution of resources and/or rescheduling in order to mitigate, it will
be deemed as moderate and will be flagged as amber.

When a risk is estimated to be able to cause significant financial turbulence, jeopardise financial
operations or financial stability of the organisation and would be difficult to be controlled, even through
additional decisions and actions — it will be deemed as high and flagged as red.

Article 34. Riskmonitoring and management

Management Team and the Executive Board will regularly revise financial risks register and be kept
informed about the status of existing risks. Risks register will be presented to the Management Team at
least once every trimester and to the Executive Board at least twice a year.

Risks flagged as red will be communicated to the Treasurer immediately, and not later than one week
since flagging. Based on the consultations with the Treasurer, an extraordinary meeting of the
Management Team will be convened to discuss the risk and mitigation measures not later than two weeks
since flagging. Following the initial discussion with the Treasurer and the Management Team, Executive
Board will be informed about the risks flagged as red on an earliest opportunity and their action may be
required, depending on the specific circumstances and mitigation measures proposed.
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ED and DD will submit regular reports to the Treasurer, Management Team and the Executive Board in
relation to the risk progress and the implementation of mitigation measures.

Risks flagged as amber will be discussed with the Treasurer at the earliest opportunity and a specific
mitigation plan will be developed. Based on the discussion with the Treasurer, the Management Team will
be informed and their action may be required, depending on the specific circumstances.

Risks flagged as green will be presented to the Management Team and the Executive Board during regular
sessions for information and, if needed, foraction.

Chapter 6 Financial reporting and transparency

Article 35. Definitions

Financial operations of VSE are presented through statutory and internal financial reports, as well project
financial reports and statements.

Statutory external financial reports are defined by applicable legislation and are prepared and submitted
accordingly. To support such reports, statutory financial statements will be prepared in accordance with
the applicable accounting standards and regulations to be presented to various statutory authorities.

VSE annual financial report and statement arepr e par e d once a year and
Assembly for adoption.

Internal financial reports are instruments of internal budgetary control and monitoring and are prepared
and presented to VSE Executive Board at least twice in every fiscal year.

Project financial statements are prepared, when required in line with the financial reporting obligations,
and are submitted according to contractual reporting obligations.

Article 36. Annual financial eport

VSE’ s a n n uepolrt anfl statementarie prdpared in line with the Belgian accountancy rules. The
financial statement is prepared by VSE External Accountant, in collaboration with VSE Finance and
Administration (FA) Team.

The annual financial report will include balance sheet, statement of income and expenses, accounts
receivable ageing, accounts payable register and ageing and any other requested reports.

Article 37. Selection of auditors
VSE subjects itself to statutory and non-statutory external audits by chartered auditors in Belgium.

Finance and Administration Team, under the guidance of the Treasurer, draw up a list of at least three
qualified external auditors to be presented to the Executive Board. From the list, the Executive Board
selects one auditor to be proposed to be appointed by the General Assembly at intervals regulated by
Belgian legislation.
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During the validity of their appointment by the General Assembly, in addition to the statutory annual
audit, whenever possible, the same auditors will be commissioned to audit the VSE operating grant, as
well as other grants that might require an external audit to be conducted for financial reporting purposes.

Article 38. External audit

Statutory financial audit ensures external controlo f V S E 1ascoumtsnShatutory audit is organised in
line with the applicable legislation in Belgium.

In view of organising the statutory audit, accounts and financial statements are presented to the ED and
DD who organise the annual financial audit in accordance with the Belgian legal requirements. The audit
needs to be scheduled to take place not later than the end of April in the current fiscal year for the
previous year.

DD is the main contact for the auditors. DD reports to the ED and the Treasurer about the preliminary
findings and prepares the annual financial report forthe approval of the Executive Board.

The annual financial report needs to be presented to the Executive Board at least 4 weeks before it is
presented to the General Assembly.

The annual financial report for the previous fiscal year is audited and presented to the VSE General
Assembly for adoption not later than 30 June. The financial report will be referenced for publication in
the Moniteur belge and shared with other national authorities, as required by Belgian legislation.

Article 39. Projectfinancial reports

When required by statute or grant agreement, financial statements will be prepared for projects, in line
with the reporting requirements and accountancy procedures. Requirements for this reporting will
normally be set by funding ter ms and conditi

Project financial reports are prepared by VSE FA Team, in collaboration with project leads and under the
supervision of VSE Deputy Director.

When so required by the grant agreement, VSE Deputy Director will organise the audit of project financial
statements and be the main point of contact for the auditors.

VSE Deputy Director reports on project financial results to the Executive Director, and upon the approval
of the Executive Director, project financial reports are submitted to the funding authorities by the Deputy
Director.

The financial reporting to the donors notwithstanding, project funding remains part of the VSE
organisational budget, and any internal reporting requirements are applicable to project funding, in line
with the present Policy.

Article 40. Other periodic financial reports

In addition to the annual financial report from Article 36, at least twice a year the Finance and
Administration Team, in coordination with the Treasurer, prepares internal financial reports to the
Executive Board.
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The first financial report is presented to the Board before the end of the first trimester of the financial
year, and focuses on the closure of the previous financial year, in particular regarding year end results,
the status of the annual audit and the preparations for the closure of the financial year. The second
financial report to the Board is prepared before the end of the third trimester of the financial year, and
presents the overview of the budget execution for the current financial year, in particular regarding any
variance, reallocation or revisions of the annual budget.

Internal financial reports present the state of the annual budget execution, present any risks and
opportunities and inform the Executive Board about the financial health of the organisation.

Additional periodic reports may be presented to the Executive Board for information.

Chapter 7 Bankingandbank payments

Article 41. VSE Bank Accounts
VSE holds one principal EUR bank account no BE75 7370 6710 5451, BIC KREDBEBB, at KBC Bank Brussels.

If needed, additional accounts, related to the same account number, can be opened in other currencies,
to facilitate non-EUR payments.

Other accounts can be opened for specific purposes, with the approval of the Treasurer.

Article 42. Access to Bank Account

Access to VSE Bank Account is made available to: President, two Vice Presidents, Treasurer, Executive
Director, Deputy Director, Finance Assistant/Officer and Administrative Assistant/Officer.

For any payment to be done from VSE Bank Account, at least two signatories need to sign.
The first signatory is always the Finance Assistant/Officer or Administrative Assistant/Officer.
The second signatory is always the Executive Director or Deputy Director.

For any individual payment a b o v e € With th® éxdkption of staff salaries, a third signature is
required by the Treasurer.

For any payments to a single supplier, exceeding
also required by the Treasurer.

Article 43. Payment execution

Once approved, the first bank signatory will prepare the payment in the online payment system of KBC
Bank. The payment will subsequently be verified and signed by the second bank signatory.

If needed, the third bank signatory will then be asked to sign the payments.

Payments are normally executed once a week, on Fridays, and only exceptionally on other days of the
week.
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Article 44. Standing orders

For recurring costs, such as utilities or office rental, the FA Team may suggest signing a standing order, to
facilitate processing of such costs.

To introduce and sign a standing order, the level of authorisation relevant for each instalment of the
recurring payment apply.

Article 45. VSE Credit cards

Members of FA Team, ED, DD and other senior staff may be issued a credit card charged to VSE bank
account, with the approval of the Treasurer.

The use of VSE credit cards is to be limited for purchases that cannot be performed by bank transfer, or
where bank transfer might be difficult to ensure. In particular, the use of credit cards will be practiced for
online purchases and on the spot purchases.

Annex | indicatest h e staff me mb and lsnits todoldta WSE areditscarck i o n

Article 46. Credit card reconciliation

Since the two step payment prior authorisation is not practicable for credit cards, all credit cards
statements will be reconciled once a month, and any purchases will be authorised by relevant budget
owners and supervisor post facto, applying the same rules as for all other purchases as foreseen by
Chapter 4.

Staff members are required to submit to the FA Team any receipts and justification for any credit card
charges incurred not later than three days after the end of the charging period.

All credit card statements that might be delivered personally to the card holder are to be given unopened
to the FA Team, who reconcile any credit card charges with the documentation submitted by the card
holder and prepare the card transactions for post-validation by budget owners and budget supervisors.

For any credit card expenditure that is not duly validated, staff members will be held personally
responsible and will be required to cover the unauthorised cost themselves.

Chapter 8 Payment and expense management

Article 47. Payment andexpense allocation

’

Al suppliers invoices mus t be encoded in
of:

- Project that the invoice should be assigned to
- Budget owner who pre-approved the cost

- Budget supervisor who approved the cost

- Date of receipt of the invoice

- Date of payment
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Article 48. Cost reimbursement

Staff can request reimbursement of costs incurred during the execution of VSE work —in particular travel,
but also other running costs that cannot be, by their nature approved and authorised prior to their
incurring (e.g. smaller travel cost that is not reimbursed by external organiser, or postage and other small
costs incurred by FA Team).

For any cost incurred by the staff member themselves, the reimbursement form, presented in Annex llI
to this Policy will need to be completed not later than 60 days after the cost has occurred.

All evidence of purchases, receipts and other proof of costs will need to be submitted to the FA Team.
Unless a proof of payment is provided, reimbursement will not be possible.

Once introduced, reimbursement requests will be considered in line with rules applicable for all
purchases, as laid out in Chapter 4Article 29.

Article 49. Accountancy system

To ensure t he s mooth running of VSE' s financi

appropriate accountancy and bookkeeping software which can support specific requirements of the
business operations of the organisation while at the same time ensuring compliance with Belgian
legislation.

Article 50. Cost centres

In order to properly report costs across different income streams and to ensure satisfactory system for
financial reporting, VSE will adopt a Chart of Analytical accounts.

The Executive Director and Deputy Director, in collaboration with the External Accountant will draw such
Chart ensuring that costs booked into accounting system can be reported in accordance with the diverse
financial reporting requirements.

Most non-salary expenses that benefit more than one cost centre (e.g. office cost, utilities etc.) will be
spread across centres using a shared cost method. Under this method, the number of full-time equivalents
(FTEs) within a VSE team are divided by the total number of FTEs at the organisation to determine the
percentage of shared costs they should bear. This is done on a monthly basis by the FA Team. Occupancy
expenses may be split between VSE teams based on the percentage of the total office space that is used
by each team.

Chapter S Procurement

Article 51. Principles of procurement
The following principles should guide any procurement procedure:

best value for money (best price-quality ratio) or, as appropriate, best price;

transparency;

fair competition for potential contractors, including sufficient time to allow interested parties to
submit a tender;

> > >
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A avoiding conflict of interest.

Article 52. Conflict of interest

A conflict of interest will arise when personal interests or relationships of VSE staff members may risk to
interfere with their professional responsibilities in the procurement process.

To avoid conflict of interest, VSE staff members as well as any external experts involved in the
procurement must disclose any potential conflict of interest, including but not limited to:

A Financial interest in a supplier or contractor;
A Close personal relationship with individuals representing suppliers or contractors;
A Prior employment with a supplier or contractor.

When conflict of interest is disclosed, the staff member may not participate in procurement decisions.
Failure to disclose a conflict of interest will be seen as a serious breach of work duties and will be treated
accordingly, in line with the applicable human resources policies.

Article 53. Eligibility criteria

Depending on the conditions of funding stream through which the procurement will be financed, it might
be important to set eligibility and exclusion criteria. This may be related to a number of elements, such as
nationality rule (e.g. in many funding programmes, notably VSE Operating Grant, only goods and services
provided by suppliers from EU Member States will be eligible for funding and for any non-EU expense a
prior approval needs to be requested) or previous experience, for example.

Article 54. Types of procurement

Depending on the € estimated value of the ent

the following procurement procedures put in place:

A Single tenders — where direct orders are placed with a single supplier, without checking the
market;

A Negotiated procedure — where three pre-selected suppliers will be requested to submit a
guotation to provide a specific service; or

A Open tender — that are published and made known to the general public by which tenderers are
invited to submit their offer in accordance with the Terms of Reference.

Value guidance forthe determination of the procurement procedure is presented in Annex |l to this Policy.

Article 55. List of trusted suppliers

The Finance and Administration Team will maintain a list of trusted suppliers, who will be regularly
requested to provide services through single tenders or negotiated procedures. The list will be created
based on the existing supplier contacts of VSE, but will continuously be expanded through market research
and consultations with VSE, to continuously ensure value for money.
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The Finance and Administration Team will keep track of the total value of contracts given out to each

individual supplier. Whenthet ot a | value of contracts per supplier
an approval of the Treasurer/Management Team will be needed to continue contracting the said supplier.

In case of multi-annual contracts with the same supplier, the value of contract will be determined based

on the pro-rata basis.

Article 56. Exception from application of procurement procedures

Procurement rules do not apply to the execution of partnership contracts for the implementation of
projects where VSE is the project coordinator and is expected to transfer pre-payments to project
partners.

Purchase of goods and services related to staff travel is also not subject to procurement rules, but to rules
laid out in Chapter 10 below.

Article 57. Preparing procurement procedure
Prior to the selection of the procurement procedure, the budget owner will:

A Estimate budget based on market prices and factoring in the VAT status of the purchase;

A Make sure that a proper procurement is recommended to the budget supervisor, based on the
value of the contract as well as on any external or contractual requirements (e.g. Grant Agreement
etc.).

In case of doubt, budget owner may send an explorative inquiry with one or more trusted suppliers to
explore the market and decide on the type of procedure to be followed.

Budget owner prepares a procurement note which sets out the main elements of the purchase, including
the description of the type of goods and services to be purchased, maximum budget, delivery timeframe
and other important elements that need to be set out in the request for quotation or the terms of
reference.

Budget supervisor confirms the selection of the procedure and approves the procurement note.
FA Team makes sure that the procurement note is kept on the file. An example of a procurement note is
presented in Annex Il to this Policy.

Article 58. Single tendeand negotiate procedur@rocurement

When single tender or negotiated procedure is selected, the budget owner contacts at least one (in the
case of single tender) or three (in the case of negotiated procedure) suppliers from the trusted suppliers
list and requests quotation, in line with the purchase details set out in the procurement note.

When the quotation is not fully compliant with the procurement note budget owner will consult with
budget supervisor on whether (1) the procurement note should be aligned with the quotation; (2) if the
conditions need to be renegotiated with the supplier at question or (3) if another supplier should be
contacted.
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In the case of negotiated procedure, it is sufficient if one of the three offers are aligned with the
procurement note.

When the quote exceeds the limit set for the procedure selected, the appropriate more stringent
procedure will be launched, in line with the actual amount set by the quote and the consequent applicable
procedure set out by Annex Il to this Policy.

When the quotation is in line with the expectations from the procurement note, budget owner will
conclude the procurement procedure and request the budget supervisor to authorise the purchase, in
line with Chapter 4 of the present Policy.

Article 59. Open tender
When open tender is selected as a procedure, the budget owner will set up a Procurement Committee.

The Committee will include:

I The Executive Director, Deputy Director, or the Senior Project Manager - as the lead of the
committee;

The budget supervisor; and if needed

A technical member - who will ensure that the product or service meets technical requirements

Where VSE does not have a staff member to check the technical requirement, an external advisor can be
requested to play the role of a technical member after the approval of the lead of the Committee.

The Procurement Committee will revise and approve the procurement note and instruct the FA Team to
publish the call for tender with the terms of reference in the appropriate communication channels,
including, but not limited to inviting suppliers from the trusted supplier list to consider submitting a bid.

The tender will remain open for a sufficient amount of time to allow tenderers to prepare and submit
bids, but also in view of the foreseen timeline for the delivery of service.

The criteria for awarding a contract will be based on the best value for money. When required to make a
decision, the procurement note will set out an evaluation grid for assessing the score, with the assistance
of the FA Team if needed.

Article 60. Insufficient number of offers

Normally three bids are required for a Negotiated Procedure to be awarded.

If less than three tender bids are submitted, justification for non-submission of bids may be requested
from the selected tender participants. Based on the responses received, additional companies may be
invited to submit a tender.

When the nature of works, the timeframe for completion or other objective criteria so justify — the
Procurement Committee can seek approval of the Treasurer or Management Team may to authorise
finalisation of the negotiation procedure based on two bids.
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If, having consulted the tender submissions —in the negotiated or open tender procedure, only one tender
is considered administratively and technically valid, the contract may be awarded provided that the award
criteria are met.

Article 61. Unsuccessful tender procedures
A tender procedure needs to be relaunched if:

A The budgets of the offer actually received are over the threshold of the chosen procurement
procedure;

A No offer was received;

A Offers received for open tender do not meet the necessary minimum requirements of the terms
of reference.

Article 62. Selection of supplieand signature of contract
In case of single tender or negotiated procedures, payments are conducted against invoices submitted.

For open tenders, the FA Team will prepare a contract, that will be revised by the budget owner and
approved by the budget supervisor, in line with the terms of reference and the conditions of the successful
bid. FA Team will have at their disposal standard contract templates that will be used for this purpose.

Draft contracts, as approved by budget supervisor, will be shared with the supplier for their signature.
Any changes to contracts prepared by the FA Team need to be tracked and signalled to the FA Team for
their information and action if necessary.

If the supplier suggests changes to the terms of contract, including price, VAT regime, terms of delivery
etc., budget owner will consult budget supervisor for advice and potential further action.

When the text of the contract was agreed with the supplier, the budget owner will submit the validated
contract to the FA Team to process for signature, in line with the relevant signature authorisations.
Article 63. Processing procurement

Budget owner initiates procurement procedure, via completing the procurement workflow form,
presented in Annex Il of the present Policy.

FA team and budget owner will agree in advance of the procurement procedure the communication
channels and will decide who the principal correspondent for the procurement will be — with the other
party always being kept in copy of the correspondence.

The workflow is maintained by the FA Team, in collaboration with the budget owner. It contains the
procurement note and the history of the procurement process, including at least: the justification for the
selection of the procedure; justification for the selection of the provider and any documents related to
the delivery — such as contract, invoice or similar.

Article 64. Exceptionaprocedure
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In the cases below, it is possible to derogate from the standard procurement rules and use the Exceptional
Procurement Procedure:

- Contracts extend activities already under way;

- For additional deliveries by the original supplier intended either as a partial replacement of
normal supplies or installations or as the extension of existing supplies or installations, where a
change of supplier would oblige the VSE to acquire equipment having different technical
characteristics which would result in either incompatibility or disproportionate technical
difficulties in operation and maintenance;

- For additional works not included in the initial contract concluded which have, through
unforeseen circumstances, become necessary for carrying out the works.

- If the tender procedure has been unsuccessful, then VSE may negotiate with one or more
tenderers of its choice, from among those that took part in the tender procedure, provided that
the initial request is not substantially modified;

- For technical reasons, or for reasons connected with the protection of exclusive rights, the
contract can be awarded only to a particular service provider;

- Where restrictions exist such as the contract is exclusively reserved for the holders of patents or
licences to use patents;

- For the issue of the expenditure verification report and the financial guarantee;

- For contracts declared to be secret, or for contracts whose performance must be accompanied
by special security measures;

- For contracts in respect of supplies quoted and purchased on a commodity market;

- For contracts in respect of purchases on particularly advantageous terms, either from a supplier
which is definitively winding up its business activities, or from the receivers or liquidators of a
bankruptcy, an arrangement with creditors, or a similar procedure under national law.

- Services are entrusted to public-sector bodies or to non-profit institutions or associations and
relate to activities of an institutional nature or designed to provide assistance to people in the
social field;

- Where a new contract has to be concluded after early termination of an existing contract.

- Forthe purposes of humanitarian aid and civil protection operations or for crisis management aid.

Exceptional procurement procedure can only be started after the approval of the Treasurer or the
President.
Article 65. Auxiliary nature of VSE procurement procedures

Rules related to procurement need to always be checked against any procurement rules foreseen in
funding contracts and agreements. Should funding agreements require any specific adjustment to the
present rules, the applicable rules of this Policy will be derogated to ensure compliance with contractual
obligations. This derogation will only happen where funding terms and condition have a higher standard
of scrutiny than the provisions of the present Policy.

Chapter 10 Travel expenses and reimbursement policy
Article 66. Travel Authorisation form
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Staff who are expected to travel on VSE business need to complete a travel authorisation form (TAF). TAF
needs to be completed before every work-related travel and always approved by staff-member’s line
manager.

When travel cost is covered by VSE, budget owner needs to validate the TAF, unless budget owner is also
the line manager, in which case only this one approval is sufficient for the travel to be authorised.

For external participants in the events organised by VSE, budget owner is responsible for preparing travel
authorisation forms for such participants. Unless otherwise required by funding terms and conditions,
wherever applicable, the same rules apply to external participants as to VSE staff regarding travel budget
and expenditure.

TAF will indicate the total travel budget, as set out by the budget owner.

Local travel in duration of less than a full working day and that does not incur cost reimbursement is
exempt from this requirement.

Article 67. Booking flights

To book flights, staff should send the completed relevant parts of the TAF to the FA Team, including details
of the time/dates that they wish to travel and an itinerary proposal.

Itinerary proposal should suggest, as a matter of preference, the cheapest most-direct flight available in
Economy Class. If a derogation from this rule is needed (e.g. due to unsuitable timetables), an approval
from the budget owner is required. Where needed to provide an explanation for the choice of the ticket
purchased, justification is to be recorded in a note to the file giving information about the date of
purchase, destination, airlines included in the search and price of ticket as well as attaching a print screen
from online travel meta-search engines.

Flights on business class or flights with price of which exceeds unit costs (if applicable) may only be
purchased based on fully justified circumstances such as for medical reasons and with the approval of the
budget supervisor.

Staff are required to keep boarding passes for their air travel and submit it to the FA Team as soon as
possible and not later than two weeks after the completion of travel. It is recommended to do online
booking to reduce the risk of the loss of boarding passes.

In case of a loss of a boarding pass, staff member will be required to submit a statement to explain the
conditions of the loss of the boarding pass and ideally submit other document proving their travel.

Exceptionally, in agreement with the FA Team, applying the same rules, staff member can pay for their
own travel which will be reimbursed by VSE.
Article 68. Other means of transportation

When available, staff can travel by other means of transport, including rail, bus, boat or car. The decision
on which means of transportation will be used will be based on the elements such as: travel time, comfort,
price and convenience.
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For rail, bus or boat travel, the same rules apply as for flights.

Use of rent-a-car or personal car will be authorised only exceptionally, when no viable options of public
transportation are available. For car travel, use of personal vehicle will be reimbursed at the rate
determined by the relevant authorities and accountancy procedures.

Article 69. Booking accommodation

Unless the FA Team has been tasked to ensure a group booking, staff will submit in their TAF a proposal
for the booking of accommodation. Accommodation will be booked onthe best value for money principle,
including the criteria such as: distance from the accommodation to the mission venue, availability of
breakfast and other meals, access to transport etc.

The VSE Secretariat will book the travel and pay the accommodation in advance. Exceptionally, in
agreement with the FA Team, applying the same rules, staff member can pay for their own
accommodation which will be reimbursed by VSE.

Article 70. Modifications to the travel itinerary or dates for personal reasons

Should the VSE staff member wish to book a travel itinerary different from the one officially foreseen for
the mission (e.g. with a stop-over, different departure/arrival airport or extended stay) for private
purposes, the TAF needs to present the comparison between the travel costs for the two itineraries. If the
flights preferred by the staff member are more expensive, then the staff member concerned shall pay the
difference.

In case of extended stay, these extra days do not qualify for subsistence and accommodation and — unless
during the weekend — such days will be deducted from the annual leave balance of the staff member.
Similarly, any other extra cost exclusively deriving from the choice of a different itinerary will be deducted
from the cost reimbursement claim.

Article 71. Subsistence

Staff members are authorised to incur additional cost, such as the cost of local transport, meals or snacks
during their work-related travel. Consumption of alcohol will be accepted for reimbursement only for up
to two alcoholic drinks with the dinner. Other alcoholic beverages will not be reimbursed.

Article 72. Reimbursement of travel costs

Upon the termination of travel, staff member is required to sign off the TAF arrival section and submit any
boarding passes or receipts to the FA Team not later than two weeks after their return. Any cost that was
borne by the staff member personally will be documented and reimbursed to the staff member within
two weeks following the submission of receipts.

Staff are required to keep their travel cost within the budget set by TAF, and any exceeding cost need to
be approved by the budget owner or budget supervisor. Any failure to get pre-approval for exceeding the
travel budget may result in the refusal of reimbursement of the exceeding amount.
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Article 73. Advance payment

Staff member may request, in their TAF, an advance to be paid to them, of up to 60% of the value of travel
budget, but only for the type of cost that VSE has not prepaid for the staff member (e.g. if the flight ticket
was bought, travel cost will not be advanced).

Article 74. (osts related to externally funded travel

In case when travel cost is covered by an external organisation, TAF will normally indicate no cost, and
will only relate to the approval for absence from office.

However, if the external organisation only provides limited cost coverage (e.g. do not reimburse local
travel or only provide partial funding for accommodation), TAF needs to indicate any such financial
implication of travel.

Chapter 11 Grant management

Article 75. Development of project applications

VSE develops project applications in line with the organisational strategic priority, budgetary and growth
targets and availability of resources.

New project applications are developed either with VSE as a coordinator or as a beneficiary. Strategy for
project applications development is prepared by the Secretariat and submitted for approval to the
Management Team.

Management Team and the Executive Board are kept informed about the type of projects that VSE is
developing and submitting for funding.

Article 76. Preparation of grant agreements and service contracts

Once an award of a project has been announced to VSE, the Executive Director and Deputy Director will
make sure that the Management Team is informed as soon as possible. In particular, the Management
Team will be reminded about the project priorities, the role of VSE, the resources needed to deliver the
project and the budget available. A recommendation will be made as to whether to sign the grant
agreement or not and approval of the Management Team will be sought.

Based on the information provided, the Management Team will advise the Secretariat on how to proceed.
Based on their recommendation, the Secretariat will proceed to either accept or refuse project funding.

When the recommendation is given to proceed with accepting the project funding, VSE Executive Director
or Deputy Director will be authorised to sign agreements and contracts with relevant organisations and/or
authorities.

Amendments or other changes to Grant Agreements or service contracts that have financial implications
t hat change the v anbraathan 20% wilMnSedl to be submitteg f@rtapprovél to the
Management Team before signature.
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Article 77. Rules applicable to grant management

Grant management is conducted in line with the rules applicable to the specific funding stream and this
Policy. When in conflict, precedence should be given to the rule that provides for stricter conditions (e.g.
if the grant agreement does not require procurement, rules on procurement from this Pol