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Overview
This manual outlines the financial policies and procedures for Stichting Unrepresented Nations andPeoples Organization.
1 AboutStichtingUNPO
Stichting Unrepresented Nations and Peoples Organization (“Stichting UNPO”) is the foundationestablished in 1991 by the members of the Unrepresented Nations and Peoples Organization(“UNPO”). Stichting UNPO is registered as a Public Benefit Organization (“Algemeen Nut BeogendeInstelling” or “ANBI”) in the Hague, Kingdom of the Netherlands, with registration number 41156820(RSBIN: 8020.03.539). It is Headquartered in Belgium.
As a public benefit organization, the Stichting UNPO exists to provide networking, research, andeducation benefits to unrepresented people globally. It does not engage in lobbying activities. In thatcapacity it serves as the Secretariat of the membership-organization, helping coordinate betweenthe members and its General Assembly, and undertaking projects aimed at the improvement of thegeneral condition of the human rights of unrepresented people.
Stichting UNPO is governed by a Board of Directors that consists of a Chair, Secretary, Treasurerand two or more regular directors.
The Board of Directors is derived from the ‘Presidency’ of the Unrepresented Nations and PeoplesOrganization, an 11-person council elected by the General Assembly of the Unrepresented Nationsand Peoples Organization. Its primary function is to provide strategic overview and direction in theperiods between the Unrepresented Nations and Peoples Organization’s General Assemblymeetings. The Presidency elects a Management Committee that serves on the Board of Directorsof Stichting UNPO. Within the Board of Directors, the Secretary can be fulfilled external to thePresidency.
More details can be found in the Covenant of the Unrepresented Nations and Peoples Organization(https://unpo.org/section/2/1) and in the governing statutes of Stichting UNPO. All staff members ofStichting UNPO are required to fully familiarize themselves with these documents, as well as tounderstand the restrictions imposed by the Stichting UNPO’s ANBI status, particularly with regard tolobbying.
2 Purpose
Stichting UNPO receives its fundamental Operational Funding in four ways:

1. Membership dues, both annual dues applicable to all members, and enhanced dues providedby specific members wishing to make additional contributions or support supplementaryactivities for the benefit of their community.
2. Grant Funding from external donors, primarily centered on the promotion of human rights,environmental protection, or democratic participation for unrepresented people. Thisadditional funding is restricted to project-based restricted-use funding.
3. The funding of Members’ Projects. These projects are often financed by one or more UNPOmembers, with the aim of supporting specific activities that fall within the framework of theUNPO’s scope. This often includes strategy, development, research, or training.
4. Funding received via spontaneous donations by individual members of the public. Thisfunding source is usually very limited.

This manual establishes the internal operational rules with regards to financial management of theorganization, to ensure: (1) the sound management of Stichting UNPO’s financial resources (bothMembership Funding and Grant Funding); and (2) to adequately delineate the use of funds betweenthe core Operational Funding and Grant Funding.

https://unpo.org/section/2/1
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General Financial Management Principles
The following basic principles govern Stichting UNPO’s financial management and operations:
1 ElectronicTransactions
As a matter of general principle, Stichting UNPO operates on a no-cash basis, preferring electronictransactions over any other form of transaction, both in terms of receipt and payment of funds. Inparticular, the following general assumptions apply:

a) All payments must be made via electronic means, preferably via bank transfer. Rarely andexceptionally, cash transactions might happen when it is difficult to do otherwise;b) All payments, including membership fees and reimbursements (for example, travelexpenses) must be received via electronic means, preferably via bank transfer. Rarely andexceptionally, cash transactions might happen when it is difficult to do otherwise;c) Stichting UNPO bank accounts require double approvals for all transactions above 1500EUR and, as a result, do not allow for debit or cash withdrawal cards. Accordingly, cashcan only be drawn via UNPO credit cards (in exceptionally urgent circumstances) or via adouble-signed request for cash withdrawal directly from the bank;d) Beyond cash, Stichting UNPO does not use checks or other paper means of transaction,unless such a means of transaction (i.e. a bankers draft or money order) is directly requiredby the vendor; ande) All transactions will have an electronic record. Vendors and suppliers will be asked toprovide an electronic invoice, while Stichting UNPO will provide electronic receipts.
2 DoubleApprovals
All transactions above 1500 EUR require two levels of approval before the transaction can beprocessed, with such controls enacted additional to the bank account level. Only one credit card isexempt from this practice, one with a low 1500 EUR limit. This credit card is kept by the Secretary-General, on behalf of the organization. Credit card expenses must be justified, and the Treasurermust be informed of any credit card payment on a monthly basis.
No Co-mingling of Funds
To ensure financial controls and ease of project auditing, Membership Funding and Grant Fundingshall be segregated in different bank accounts.
3 CompletenessofPaymentRequests
Every component of a transaction must be documented, approved, and recorded. For example,payment to an employee requires the signature of the employee, or other proof, as evidence ofpayment. Tangible proof, such as a vendors’ receipt and the purchased item, is required to confirmthat the item was received, or the services performed. Transactions may only be approved foramounts recorded in the vendor invoice.
Staffing Roles
4 General
Since Stichting UNPO is a small organization, it requires all of its employees to abide by thestandards in this Manual whilst working with suppliers, consultants, sub-grantees, subcontractors,government financial departments, etc. Accordingly, responsibility is vested in all employees. Whilethe majority of employees are not empowered to make contracts or effect payments, it is expectedthat all employees will, at some point, be required to apply the procedures in this Manual.
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5 PrincipalStaff
The primary staff that are engaged with this Manual are: (a) the General Secretary; (b) theAdministrative and Communications Officer; and (c) Project Managers/Thematic Heads.

• Secretary-General: The Secretary-General has been delegated, by the Board of Directorsof Stichting UNPO, to enter into binding contracts and agreements. They are responsiblefor the overall good management of the organization, working closely with the Board ofDirectors. The Secretary-General reports to the Treasurer, monthly and regularly, reportson the overall financial health of the organization, to the Board of Directors on the overallfinancial health of the organization. Specifically, the Secretary-General’s tasks are asfollows:
a) To direct the day-to-day operations of the Organization and lead, direct, mentor/coach,appraise and supervise the other staff;b) To represent the Organization;c) To establish and operate bank accounts for the benefit of the Organization, under thesupervision of the Treasurer;d) To regularly maintain and fulfill any legal and administrative task related theOrganization;e) In close collaboration with the Treasurer, manage the financial affairs of the Organizationin accordance with the applicable governing financial laws. They will ensure that financialpolicies, procedures, and donor compliance requirements adhere to the expectedstandards, and ensure that internal and external financial donors’ reports are preparedand disseminated within deadlines;f) To periodically present programmatic and financial reports to the ManagementCommittee and the Presidency; and to annually present programmatic and financialstatus reports to the Members via the General Assembly. The annual reports, presentedduring the General Assembly, should include the following information: the names andaddresses of the representatives of Members and members of the Presidency, the statusof Membership applications, a description of the overall financial situation of theOrganization, and a description of the activities of the Organization during the previousyear;g) To coordinate the activities of Regional Chapters when established, in order to betteraccomplish the aims and objectives of the organization.h) To perform any duties delegated or requested by the General Assembly or thePresidency;

• Administration and Communications Officer: Dependent on the overall staffing of theorganization, day-to-day administration and financial functions may be delegated by theSecretary-General to a junior staff member. These tasks include, but are not limited to, thefollowing:
a) To support the SG in preparing the necessary proof of payment, invoices, andcontracts delivered by the Organization;b) To support the SG in the preparation of necessary programmatic and financialreports to be presented to the Presidency and General Assembly;c) To ensure that payment packages are complete and accurate prior to processing;d) To ensure that vendors/suppliers, staff, and sub-recipients’ payments are preparedand paid on time;e) To maintain the Headquarters’ petty cash ledger and prepare petty cashreplenishment;f) To prepare cash receipt vouchers for any cash collected (though it is expected thatthis will be extremely rare) and ensure adequate recording in the ledger;g) To maintain calculation of assets, stocks, and property.h) To support the SG in the preparation and dissemination of internal and externalfinancial reports within deadlines;
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i) To support the SG for all aspects of cash management, including monitoringreceivables, billing staff, collection of debt and membership dues, and managingpre-payments;j) To update the website, social media, and other forms of communication regardingthe activities of Members on the Organization.
• Treasurer (Member of the UNPO Board and Presidency Member): The treasurer actson a non-paid and voluntary basis. He/She is primarily responsible for monitoring andsupervising the Secretary-General regarding the overall financial management of theorganization, and the monthly approval of payments and expenses. The treasurer worksclosely with the SG in the preparation of the annual books and their presentation to theGeneral Assembly.
• Project Managers/Thematic Heads: Project Managers/Thematic Heads are tasked withleading individual grant-based projects and ensuring their appropriate management. Theydo not have formal financial management roles (e.g. do not have the ability to enter intocontracts) but may have responsibility for initiating or managing procurement processesrelated to their individual projects, uploading payments for processing, ensuring aspects ofbasic office administration as delegated by the Secretary General, and supervising projectstaff.
• Trainees/Assistants/Officers: Dependent on the overall staffing of the organization, day-to-day project and campaign related functions may be delegated, by the Secretary Generalor Project Manager (with the agreement of the Secretary General), to a junior staff memberto assist with certain tasks.

Financial Processing
6 Overview
Financial reports are summaries of the information found in financial records for a given time periodor from a specific date. Financial reports also provide information on the financial status of a project,including project income/costs, cash flows, and trial balance. Financial reports may also includesufficient background information to support the data included in reports.
7 FinancialTransactions
For the purposes of this Manual, a financial transaction is any occurrence which results in aninflow/outflow of funds or has any effect on the organization’s assets and liabilities. All financialtransactions will be accounted for accurately and properly. No undisclosed or unrecorded funds orassets will be established or maintained for any purpose.
For grant funds to be permissible the following conditions must be met. Costs must be reasonablefor the performance of the grant agreement and attributable to a line item in the grant budget. Thecosts must be consistent with organizational policies and procedures and the procedures outlined inthe grant agreement, including in conformity to any limitations or exclusions set forth in the principlesor in the agreement as to types or amount of cost items. The costs must be adequately supportedand documented.
A cost is reasonable if, in its nature or amount, it does not exceed that which would be incurred bya prudent person under the circumstances prevailing at the time the decision was made to incur thecosts. In determining this, it should consider whether the cost is of a type usually recognized asnormal and necessary for the organization’s operations.
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8 TransactionAccounting
Stichting UNPO uses accrual-based accounting, meaning it recognizes revenue when it is earned(not paid), and expenses when they are billed (not paid). Accordingly, for example, where revenueor expenses are paid in the next financial year, they are accounted for in the previous financial year.
In view of the small size of the organization, to exercise additional checks on the administrative andfinancial status, an external fiduciary will be commissioned. They will be tasked with maintainingproper and regular books of accounts, including all receipts and payments of the Organization andthe creation of an annual balance sheet. The Secretary General, or the Administrative Officer, willbe tasked with the monthly provision of all proof of payment, contracts, and necessary elements tothe Fiduciary to do so.
9 ReceivingFunds
Stichting UNPO receives funds in a variety of ways: via membership dues, grant agreements,individual donations, and reimbursement for expenses (principally related to travel). As per theabove, Stichting UNPO presumes that it will not receive cash payments (however provision for cashreceipts is provided below). Invoices and Receipts should be provided and kept in all circumstances,with the presumption that they will be transmitted electronically, and kept in electronic and paperformat, in the electronic receipts folder and physical receipts book.

• Membership Dues: Membership dues should be paid via bank transfer into theorganization’s checking account. Each membership due will be evidenced by an invoice forthe following year, sent electronically to all members in December.• Grant Agreements: Grant agreements have different means through which payments arerequested and received. However, all fees will be received and deposited in separateaccounts (non-checking) to membership dues. Relevant documents related to expensesmade under the grants will be stored in both electronic form and in a physical form. Thephysical form will be stored in the relevant folder at the Headquarters of the Organization.• Donations: Donations are received either via bank transfer into Stichting UNPO’s checkingaccount. The Treasurer and Secretary General are afforded the discretion to also acceptdonations through an online payments system. If donations are received via this means(online payments system), the electronic transaction receipt will be saved and filed, and thedonor will be provided with a receipt by the online payments system. If received via banktransfer, a receipt document will be drawn up and provided to the donor, assuming the donorhas provided the relevant contact details. In both circumstances, an email will be sent to thedonor thanking them for the donation, along with attachment of the proof of receipt. This willbe kept as evidence of receipt.• Cash: To the extent possible, Stichting UNPO will not accept cash. In some circumstancescash must be given, e.g. for reimbursement of expenses. In these circumstances, a copy ofthe evidence and form required for expense reimbursement will be kept. For highlyexceptional circumstances, such as the spontaneous donation of cash ‘on the spot’ (e.g. viaan individual wishing to make a donation), a receipt book will be used to facilitate the creationof a physical copy of a receipt. With the approval of the Secretary-General, upon assessmentof the donor, money and receipt, the cash may be kept and used by Stiching UNPO. All cashreceived must be banked and supported by an official bank deposit slip. Cash disbursementsmust not be made from cash received and cash receipts must be stored separately frompetty cash funds.
10 Payments
Disbursement of money should occur only when approval, legitimacy, and transparency of the costscan be proved. Additionally, costs must be in accordance with both the general budget of StichtingUNPO and, for grants, the grants budget.
Requests for payments should be authorized by the Treasurer or the Secretary-General. When aninvoice is received, it should be matched with the purchased order and checked for calculations and
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1 In the absence of one of the treasurer/SG a board member can be designated to ensure that there are sufficientapprovers available.

correctness. Prior to approval of the payment request, the relevant approval manager should ensurethat all procedures and checks have been followed and all supporting documents attached. Theauthorized person should then upload the payment to the checking account.
After a payment is uploaded into the bank account, two persons from the board are required toapprove the payment. At least three people are eligible to approve transactions from theorganization’s bank accounts; the Secretary-General and the Treasurer, or either one of the VicePresident of the Organization or another Board Member.1 Approvers must double-check that allprocedures, checks and supporting documents are provided.
Once a month, all financial transactions will be provided with the supporting documents to theexternal fiduciary in charge of the maintaining up to date the Organization accounting.
11 ExpenseReimbursements
Expenses will be reimbursed on the basis of documented evidence. This includes invoices andreceipts (e.g. for hotels, food, etc.), in addition to the following documentary evidence, contingent onthe type of expense:

i. workshops – signed attendance list, showing amount paid to each participant, namesof each participant;
ii. training – name of training institute, rate per period and amount paid to the candidate,duration of the course, and a report of the training; and
iii. travel for field research, project or team meeting and organizational meetings –authorization by the Secretary-General with acknowledgment of the Treasurer.

Expenses for the Secretary-General must be approved by the Treasurer.
12 TravelandPerDiem
To the extent possible, all staff travel expenses, with the exception of incidentals, will either beprocured in advance or covered by a partner organization or grant. Stichting UNPO does notprovide per diems for travel, unless provided by a grant, partnership agreement, or by the memberor organizational partner who have invited Stichting UNPO staff to travel.
In cases where per diem is provided by a grant, the budget will be set by the grant. As outlinedabove, cash advances are disfavored, and staff will be asked to seek reimbursement of theexpenses after the fact. The member of staff must provide proof of purchase and an overall travelmemo that details the purpose of travel, each individual expense, and the documentary proof oftravel outlined above.
Additional rules regarding travel expenses are:

• It is the travelers’ responsibility to obtain any required vaccinations or inoculations prior totravel. The traveler can utilize his/her own service and be reimbursed the actual cost of travelrelated services on an expense report form (with receipts provided).• The traveler may be required to pay for excess baggage at the airport. A receipt is requiredfor reimbursement if excess baggage is deemed necessary for official/business use.• Airport tax will be reimbursed at actual cost charged, based on receipt/documentationprovided.• Air, road, and rail travel are reimbursed at the actual cost of passage. A ticket receipt shouldbe required as proof of travel. Air travel will be in the Economy class, while staff traveling bybus or rail will be allowed to be in the first class if the prize is deemed reasonable, relative tothe price of an Economy class ticket.
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Budgeting & Accounts
13 Budgetapprovalpolicy
All budgets will be prepared by, or through consultation with, the General Secretary and theTreasurer. They will also be presented to the Board for approval for the fiscal year. The budgets willprovide a financial overview for the organization, and will, on a line-by-line analysis per funder, givean indication of which funder is attributed to each cost.
14 GrantAgreements
All grant agreements, irrespective of size, are subject to the approval of the Board of Directors.

15 Donorpolicyandrules
In the event of a grant project, the donor’s policy will take precedence over the policies andprocedures outlined in this Manual.
16 TransactionRecording

• Transaction ledgers are kept in Stichting UNPO’s accounts database.• All receipts and payments issued should be recorded and analyzed in the accountsdatabase.• All bank transfers must be dual approved by two designated signatories and should berecorded in the accounts database.• All original documents should be systematically filed in the electronic receipts folder on theorganization’s server, and physical receipts (or printouts) kept in the receipts folder.• All receipts should be recorded by the Secretary-General/Administrative Officer, withquarterly reconciliations.• All records will be kept for at least seven years, in accordance with the law applicable in theNetherlands, unless a longer period is prescribed by law or agreement.

17 Financialreports
Twice a year, financial reports will be produced and delivered to the Board of Directors. These willinclude a budget summary, an expenditure and receipts summary, and information pertaining tocash flow.

• Budget summary: Shows how much has been spent and how much is remaining for eachbudget line item.• Expenditure summary: Shows expenditures to-date and highlights any expenditures thatare likely to overrun the budget limit.• Cash flow summary: Analyzes the current and projected cash flow for the organizationthrough the next quarter, highlighting any risks and mitigation strategies.
Final books will be annually presented and approved by the General Assembly.
18 Externalreporting
Project staff will be aware of all donor reporting requirements, including deadlines, and will ensurethat all relevant reports are submitted to the Secretary-General/Administrative Officer at least 5 daysbefore the reporting deadline. They will further ensure that all relevant reports are ready to besubmitted to the Donor in a timely manner. This includes programmatic Donor reporting and thetimesheets of all staff who have worked on the project associated with the grant.
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19 AccountingandAudit
Stichting UNPO’s fiscal year runs from 1 January to 31 December each year.
As a result of its budget size, Stichting UNPO is not required to undergo an annual audit ofaccounts, and it is not anticipated that the organization’s budget will rise to the level required forsuch an audit in the Netherlands. Nonetheless, it is the organization’s policy to conduct an audit ofaccounts over a 2–3 year period, thus resulting in all accounts being audited.
Moreover, audits can be required on a per-project basis and will be conducted with an auditorapproved by the donor. A project-based audit shall be budgeted in each grant project, regardlessof whether Stichting UNPO is the lead or a sub-grantee.
FinancialInstruments
20 PettyCash
Petty cash, of no more than 200 EUR, will be kept in the Brussels office to cover unexpectedoffice-related expenditures that cannot be covered by credit card or credit card holders. Petty cashmay only be used upon the written approval (via email) of the Secretary-General or Treasurer.
A request to use petty cash should be made to the Secretary-General or Treasurer via email,detailing precisely what it will be used for, with the presumption that it will only be used for generaloffice expenditures such as coffee, tea, communal bathroom supplies, etc.
Withdrawals of petty cash should be recorded into the petty ledger prior to any petty cash beingremoved. Expenses should subsequently be recorded against the amounts removed, with changereturned to petty cash and recorded.
At the end of each month, the employee responsible for petty cash oversight will reconcile the pettycash folder and draw up a monthly petty cash “invoice”, detailing the expenditures with theattachment of relevant receipts. This invoice will be scanned electronically and stored in bothelectronic and paper form, as with all other receipts and payments.
Petty cash will be replenished when there is 50 EUR or less remaining in the lock box. SinceStichting UNPO’s bank accounts do not allow for cash withdrawal, cash will be withdrawn againstone of the two credit cards, and documented as a credit card expense in accordance with thecredit card regulations.
Petty cash cannot be used for grant funds.
21 CreditCards
One credit card, with a limit of 1500 EUR, is kept on behalf of the organization, by the Secretary-General.
It is expected that credit cards will only be used where bank transfer is not possible, with the viewthat they will primarily be used for the following purposes: (1) subscriptions to online servicesrequiring a credit card; (2) booking and payment of travel-related expenses (hotels, tickets, etc.);and (3) purchases of office-related materials.
The credit card operates as a “charge cards”, with any payments immediately withdrawn by thebank at the end of each month, with no interest payments. Stichting UNPO will not take out creditcards, in the traditional sense, that allow for payment deferrals against interest.
As with petty cash, the holder of credit cards will, within 30 days of the end of each month, submita memo outlining the expenses made, the reasons for expenses, any attribution against grantsfunds necessary, along with the provision of all relevant receipts.
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Contracting
22 ProcurementofGoodsorServices
Stichting UNPO’s Procurement Policy is based on the principle of assuring the most cost-efficientand rational use of resources for goods or services that will best serve the organization, in both theimmediate and long-term. The policy shall also ensure that procurements are conducted in a mannerthat provides open and free competition to the maximum extent practical.
Procedures to avoid unnecessary purchases or duplicative items should be always in place. Noemployee should participate in a purchase if a real or apparent conflict of interest is involved. Aconflict of interest originates when an employee or a member of their immediate family, or a memberof Board or associate, has some interest, economical or otherwise, in procurement in a specificbusiness or the hiring of the services of a particular person or business.
Only goods and services specified in the approved budget (grant and/or organizational) can beprocured.
All goods received should be recorded in the organization’s inventory.
23 Inventory
The Administrative Officer maintains a Fixed Assets register log that lists all equipment. The followingdetails must be included:

a. Acquisition dateb. Descriptionc. Maked. Serial numbere. Cost
Physical inventory verification should be done annually to ensure all equipment and materials areaccounted for and recorded accordingly.
24 ConsultantsandIndependentContractors
A consultant is a self-employed, independent contractor for whom Stichting UNPO has no legalobligation to withhold taxes or pay benefits. Consultants are considered to be local contractors,rather than employees, and as such are not eligible for payroll or regular employee benefits.
Consultants can be contracted on the basis of a daily rate or fee for service, following acomprehensive scope of work detailing the specific tasks to be performed, the timeframe, and theperson responsible for supervising the consultant. Each consultant will provide an invoice for itsservices at the end of each month.
Consultants may only be hired if there is a provision included in the relevant organizational or grantbudget. The hiring of consultants must be approved by the Secretary-General.

25 Employees,TimesheetsandPayroll
All employees associated with Stichting UNPO must have valid contracts on file.Contracts must comply with the national law of one of the locations in which the UNPO isregistered.
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Employees engaged in grant projects are required to fill out timesheets delineating their workperformed against each respective grant. Timesheets must be signed by the employee andapproved by their supervisor.
In accordance with European law, the UNPO will provide all relevant payroll documents.


