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PREFACE

In view of the perpetual discrepancy and distortion in preparing financial statements and also the misinterpretation of the general guidelines in the function handbook, the Auditing Commission has emerged with this publication in a bid to improve the current situation.  The Union and all its members will benefit from quality financial reports and efficiency in documents processing when unifying the accounting practice. 
This publication describes the flow of preparing a set of function financial statements and interim / final financial report. The process will be illustrated by an example for your reference. Key points are in bold to highlight the critical issues in the preparation of the reports.

 We will be most grateful if we have your organization’s support and compliance with the Standard suggested in this publication.
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1
GENERAL GUIDELINE AS A FINANCIAL SECRETARY

1.1

Duties of a Financial Secretary

The Financial Secretary of every organization in the Union should be well familiar with the Finance Regulations, prepared by the Finance Committee of the Union Council. The following listed sections of the Finance Regulations are suggested for in-depth readings on:

Section 3

Duties of Financial Secretary

Section 4

Finance of Affiliated Clubs

Section 5

Rules governing the Sale of Commodities
1.2

Appointment of New Financial Secretary

Ex-Financial Secretary is obliged to hand over the cash balance to the newly appointed Financial Secretary. Financial Secretary is then required to verify the cash balance, both at bank and on hand, and to open a new bank account under the name of The Hong Kong Polytechnic University Students’ Union. All duties mentioned above should be handled within 3 days after the commencement of the new session.

1.3  
Breach of Duties of Financial Secretary

Any breach of duties related to the report prepared by the Financial Secretary, or any violation of the use of fund under the Finance Regulations will be subjected to penalties. Attorney General Committee (AGC), Finance Committee (FC) and Auditing Commission (AC) are empowered to call meetings for explanation on suspected issues of the related parties.

1.4  
Preparation of the Financial Report

There are two types of financial report, namely Function Financial Report and Interim / Final Financial Report. Function Financial Report should be prepared for EVERY function of the organization. It should be handed in within 21 days after the end of that function. Interim / Final Financial Report should be handed in within 1 month after the end of the session, i.e. handed in 1 October & 1 April respectively.

2.
PREPARATION OF FUNCTION FINANCIAL REPORT

This chapter aims at providing a step-by-step illustration on how to prepare a function financial report. We strongly advise you to read it carefully. You are welcomed to seek for consultation whenever problems are encountered. Please ensure that the reports are prepared with the most up-to-date standard forms (Revised 02. 2004 version). Auditing Commission reserves the rights to REJECT any document procession if the function financial reports are prepared with the outdated forms.

2.1 

Content of Function Financial Report
A complete set of function financial report should include:
	Report
	No. of copy required

	Copy of Function Form
	1

	Receipt Memo(with supporting documents)
	Depends

	Copy of Memo received from SAO about Funding 
	1

	Sponsor List
	Depends

	Payment Voucher(with supporting documents)
	Depends

	Function Receipt Record
	1

	Function Payment Record
	1

	Function Cash Book
	1

	Function Financial Report ( Without  Funding)
	1 Original and 3 Copies

	Function Financial Report ( With Funding)
	1 Original and 4 Copies


2.2 
Receipt Memo (illustration 1)

When the function obtains an admission fee, or other kinds of receipts such as sponsorship or ticket sales, it is necessary to prepare a receipt memo for every cash / cheque receipt.

2.2.1 One receipt memo must be prepared for every individual receipt book if it has been used. The grand total of receipts from ticket sales, such as that in annual performance or annual ball, should also be reported.

2.2.2 Please be sure that the receipt books used are the one authorized by the Students’ Union, unless prior approval from Finance Committee is granted. Please refer to the Finance Regulations for details.

2.2.3 Please note that all receipt items should be recorded in the Receipt Memo and Receipt Record. If there is any function involving outside sponsorship, a sponsor list (which includes the name of the sponsor and all the sponsored items), a copy of the cheque and all the relevant documents must be attached with the Receipt Memo.

2.2.4 Every society should buy only the number of receipt books granted by the Finance Committee. In any single receipt book, it should only record receipts from that single function. The receipt book will be deemed void immediately if any fraud is detected.

2.2.5 Please return all receipt books to the Auditing Commission even if they are unused.

2.2.6 Please return all original receipt to the Auditing Commission if they are refunded.

2.2.7 The receipt memo and receipt record should be stamped, dated and signed by related persons.

2.2.8 Please number the receipt memos in accordance with that in the cash book.

2.3 Payment voucher (illustration 2)

When the function commits any payment which is budgeted in the function form, it is necessary to prepare payment vouchers for each individual invoice.

2.3.1 The payment voucher and the payment record should be stamped, dated and signed by the related persons.

2.3.2 The person authorizing payments (“payer”) must be the financial secretary of the organization, not the function holder. The payee is the one who claims the expenses. The payer and the payee must not be the same person.
2.3.3 All fields in the voucher must be filled in.

2.3.4
Payment Voucher must comprise of the following information

a) Date of payment

b) Amount

c) Name of account

2.3.5 It is necessary to hand in the original copy of the supporting document. Auditing Commission would not accept any photocopied version of supporting documents without an acceptable reason. Please attach the supporting document with the corresponding payment voucher.
2.3.6 Breakdown must be shown in the cash book if one invoice comprises of more than one category of expenses.
2.3.7 If more than one category of expenses is included in the same invoice, separate payment voucher should be prepared. The payment vouchers for these payments must be attached together with the invoice. 

2.3.8 Please state clearly in remarks when same invoice is being used for two different accounts.
2.3.9 Please number the payment voucher in accordance with that in the cash book.

2.3.10 Please assign the vouchers in serial order based on the nature of the payment (name of account).
2.4 Function Receipt Record (illustration 3)

Receipt Record is used for recording all receipt transactions of societies. Every society should keep a proper record of their receipt transactions. Auditing Commission reserves the rights to check whether the society is keeping a proper record of receipts. 
2.4.1 For every function, please prepare an individual set of receipt record.
2.4.2 Society should prepare a receipt memo (refer to 2.2) immediately and record the transaction in the receipt record once a receipt has been received.
2.4.3 All receipt items should be recorded in both Receipt Memo and Receipt Record.

2.4.4 All the fields in the record must be filled in.

2.4.5 Each receipt item should be described further in the Remarks column and in accordance with the name of the account in the approved function budget.

2.4.6 It is advisable that each society keeps a copy of supporting documents of all the receipt items as the original copy will be retained by the Auditing Commission and would not be returned to societies.
2.4.7 One photocopied version of the receipt record of each function should be attached to the financial report of that function to be submitted to the Auditing Commission. The original copy should be kept by the society itself.
2.4.8 The Auditing Commission will fill in the audited amount for each receipt and return the audited receipt record to the society.

2.4.9 Societies should update both the original and photocopied version of the receipt record once a receipt is received. 
2.4.10
No Function Receipt Record will be required before Auditing Commission return the audited function financial report to the society if the function requires only subsidy from the society as the receipt(s).

The Function Receipt Record should then be filled in after claiming the subsidy from SU/society. 


All Function Receipt Records should be submitted to the Auditing Commission at the end of the financial year with the final financial report.
2.5 Function Payment Record (illustration 4)

Payment Record is used for recording all payment transactions of societies. All society should keep a proper record of their payment transactions. Auditing Commission reserves the right to check whether the society is keeping a proper payment record.
2.5.1 For every function, please prepare an individual set of payment record.
2.5.2
Society should prepare a payment voucher (refer to 2.3) immediately and record the transaction in the payment record once a payment has been made.
2.5.3
Please note that all payment items should be recorded in both Payment Voucher and Payment Record.
2.5.4
Please note that each payment item should be described further in the Remarks column and in accordance with the name of the account in the approved function budget.
2.5.5
One photocopied version of the payment record of each function should be attached to the financial report of that function to be submitted to the Auditing Commission.  The original copy should be kept by the society itself.
2.5.6
The Auditing Commission will fill in the authorized amount for each payment and return the audited payment record to the society with the audited financial report.
2.5.7
Societies should update both the original and photocopy version of the payment record once a payment is granted.
2.5.8
All Function Payment Record should be submitted to the Auditing Commission at the end of the financial year with the final financial report. 

2.6 Function Cash Book (illustration 5)

Function cash book is the summary of the receipt memo and payment vouchers. It is helpful for the preparation of function financial report which will be explained in Section 2.7.

2.6.1
Please report in separate cash book for each function

2.6.2
For expense items, fill in all the details of each payment voucher in the Cash Book and classify the expenses in the left-hand side of the Cash Book. Classification of the expenditure should be based on the function’s budget when you submit the function form for approval. 

2.6.3
Fill in every detail of each receipt memo for income in the Cash Book.

2.6.4
Please stamp, date and sign the Function Cash Book by respective persons.
2.6.5
Each function should have a reference number with an unique letter. The Reference letter for each function should be standardized when preparing the master budget. 

General administration should be coded as “A”.  The first function organized by the society in the current session should then be coded as “B”, and “C for the second function, etc. In case of organizing function which is not listed in the master budget, society should identify that function with a unique letter. 

2.6.6
Reference number of receipt item, in addition with should have a “R” (which stands for “Receipt”). For example,  BR1, BR2, will stand for the first and second receipt respectively of the first function held in the year.
2.6.6
Please group the receipt of payment items according to the name of account
2.7

Function Financial Report (illustration 6)

The final document is the function financial report. The function financial report is used to present the cash book on a group basis and to check against the budgeted amount in the function form.

2.7.1
For every function, please prepare a different set of function financial report.

2.7.2
There are already some standard headings for the receipt items. Please classify the nature of receipts and fill in the actual amount for each category.

2.7.3
The payment titles must correspond with those stated in the budget section (Section II) of the function form.

2.7.4
Please stamp, date and sign the Function Financial Reports. Once the reports are signed and forwarded to the Auditing Commission, the chairperson and financial secretary are both responsible for any matters and fraud detected later.
2.7.5
If the function is subsidized by funding, please fill in the amount in the correct category of funding to be granted. However, please be sure that the actual amount to be claimed may not be the same as the amount Students Affairs Office (SAO) would grant. SAO reserves the rights to determine the amount of funding to be granted.

2.7.6
The office use box in the financial report should only be filled in by the Auditing Commission.
2.7.7
The “Surplus to the Society” is the surplus from the function, which should be later be reported in the final financial report. 

2.7.8
“Amount to be claimed from the Society” is the amount that the society is allowed to draw from its bank balance in order to meet any expenses for the function. 

2.7.9
“Amount to be claimed from Funding” is a reference for the SAO. The amount stated there would be the maximum amount that SAO will grant to the society.

2.7.10
Deficit represents the excess amount of actual payment over actual receipts.

2.7.11
All copies of function financial report must bear a fresh stamp of the society and signature of the related persons.

2.7.12
Please fill in the of the reference number function form in the space provided.

2.7.13
Expenditure that has not been proposed in the budget will not be accepted and therefore could not be claimed from the receipts of the functions.
2.7.14
Please be reminded that the Auditing Commission reserves the rights to determine the amount of expenses to be claimed for each account. In the case of over-budgeting of an expense item, society should inform the Auditing Commission as soon as possible. Under normal circumstances, the excess amount would not be allowed to be claimed from the function or society.
2.7.15
The financial report should not be prepared and forwarded by the same person.

2.8


Joint University Function

Joint University function is the function co-organized with societies of other universities or colleges. In addition to the content required in a function financial report, a Declaration of the Universities with authorized stamps and signatures should be handed in. The Declaration should include all the financial arrangements and any other agreements.

2.8.1
Photocopied invoices would only be accepted if they bear society stamps and authorized signatures of all involved parties.

2.8.2
Expenditure that was not proposed in budget will not be accepted.

2.8.3
When there is payment to another university, the invoice issued by the receiving university with an authorized stamp and signature should also be handed in.
3 PREPARATION OF INTERIM / FINAL FINANCIAL REPORT

Interim / Final Financial Report is submitted during the halfway and at the end of the financial year respectively. The preparation of the two reports is different from that of the function financial report, so illustration 9 and 10 are recommended to be studied carefully.
	Report
	Interim
	Final

	Copy of Master Budget
	1
	1

	Receipt Memo(with supporting)
	-
	Depends

	Payment Voucher(with supporting)
	-
	Depends

	General Receipt Record
	1
	1

	Function Receipt Records
	-
	(

	General Payment Record
	1
	1

	Function Payment Record 
	-
	(

	General Cash Book
	1
	1

	Copy of Bank Pass Book
	-
	1

	Stock Record Sheet
	1
	1

	Asset Record Sheet
	2
	2

	Interim Financial Report
	4
	-

	Final Financial Report
	-
	4


3.1


General Receipt Record (illustration 3)
3.1.1
No General Receipt Record will be required before Auditing Commission return the audited interim/final financial report to the society.  

3.1.2
The General Receipt Record should then be filled in after claiming the subsidy from SU/society. 

3.1.3
The Interim General Receipt Record should be submitted (both original and photocopied versions) six months after the interim period end with the Final Financial Report. The Final General Receipt Record should be submitted six months after the financial year end date with next session’s Interim Financial Report. 

3.2
General Payment Record (illustration 4)
3.2.1
An individual General Payment Record should be prepared solely for recording the general/administrative expenses made by the society during a half year. This payment record should be independent of those recording function expenses.

3.2.2
The Interim General Payment Record should be submitted (both original and photo-copied versions) six months after the interim period end with the Final Financial Report. The Final General Payment Record should be submitted six months after the financial year end date with next session’s Interim Financial Report.

3.2.3
All function payment records should be attached to the final financial report (but not interim financial report) and be submitted to the Auditing Commission. Both original and photocopied versions should be handed in and the financial secretary should ensure that  it is the most up-to-date version.
3.3

General Cash Book (illustration 5)

3.3.1
General cash book keeps record of the general expenses of the society over a specified period. No function expenses should be recorded in the general cash book.

3.3.2    
The presentation of the general cash book is similar to those in the function cash book

3.3.3    
Each expense is briefly described in the “Name of account” column and the amount should be entered into the appropriate column on the right hand side of the General Cash Book. 
3.3.4
The sequence of the entry should be in chronological.

3.4

Copy of Bank Pass Book

3.4.1
One copy of Bank Pass book per bank account should be submitted to the Auditing Commission with the Final Financial Report.

3.4.2
Societies should indicate on the copy of Bank Pass Book the opening and closing bank balance of that financial year.

3.5

Stock Record Sheet (illustration 7)

3.5.1
Stock Record Sheet is used for keeping official records of stock items, such as society paper, umbrella and jacket, which are all purchased for re-sale. As it is a source of income for the society throughout the financial year, it is necessary to audit the stock items.

3.5.1
The place where the stocks are stored should be stated in the Location Column.

3.5.2
The details for each purchase from suppliers should be stated in the Purchases Column.

3.5.3
The sales column requires supporting documents.

3.5.4
The remark column is used for recording things such as obsolete stock to write off or loss on stock items, opening balance, or ending balance.

3.5.5
Please hand in a stock record sheet to Auditing Commission even if no stock is recorded. 

Remarks: Stock selling is regarded as a function. Therefore, a function form should be submitted. All the relevant purchase invoices and receipts should be handed in with the function financial report on the sales of stocks
3.6

Asset Record Sheet (illustration 8)

Asset Record Sheet records the purchase of assets for general administration purpose. Those assets, which are bought for at least $100 AND are expected to have a working life of one year or above, are required to be kept recorded in preparation for the interim/final financial report. Finance Committee reserves the right to determine the nature of the items.
3.6.1
 The asset record can be kept in the form of a file. Different categories of asset are recorded on separate asset record sheet, and an index page can be prepared to facilitate quick reference.

3.6.2
Assign a number for each item of asset in the record sheet.

3.6.3
Name, description and location should be stated for auditing.

3.6.4
The amount on the form refers to the acquisition price of the asset.

3.6.5
Date of acquisition and disposal should be given in order to check the existence of the asset.

3.6.6
Any disposal of asset must be reported and a declaration has to be made, both with the approval from Finance Committee.

3.6.7
The remarks allow you to give further details of the asset.
3.7
Interim Financial Report (9)
3.7.1
Only general expenses will be recorded in the interim financial report, not function expenses.
3.7.2
Interim financial report uses the same form as function financial report. Please specify “General Adm.” in the Function Name Column of the function financial report to avoid confusion with function financial report.
3.8
Final Financial Report (illustration 10)

3.8.1
The column, “Amount approved by AC at Interim” should be filled in according to the audited interim financial report.
3.8.2
The column, “Amount finalized by AC” should be left empty.
3.8.3    
Opening Cash at Bank is the amount saved in the bank bought forward from the previous year.

3.8.4    Surplus from function will be the amount left after all the expenses have been deducted from the income of that function. Please refer to the “Office Use” box in each Function Financial Report. 

3.8.5    
Deficit from function claimed from society should be the amount approved by Finance Committee and Auditing Commission. (Finance Regulation 8.9.3) Please refer to the “Office Use” box in every Function Financial Report.  

3.8.6
Copy of master budget (authorized by the Finance Committee) and copy of passbook should be submitted with the final financial report.

Remarks: Please ensure that the final financial reports are prepared with the format we recommended in illustration 10. Auditing Commission REJECTS ANY OTHER FORMATS of final financial report.

4

APPLICATION AND REPORT FOR PURCHASE ASSET

4.1

Application for Purchase Asset (illustration 11)

The Application for Purchase Asset form should be filled in by societies whenever any assets are proposed to be purchased. 
4.1.1
The form can be filled in to apply for the purchase of more than one type of asset.

4.1.2
Two identical forms should be submitted to the Finance Committee with 3 sets of quotation

4.1.3
If the application is successful, only one form will be returned to the society. The society should then purchase the approved assets within 3 months on the return of the application.

4.2
Reports for Purchase Asset
4.2.1
After purchasing the assets, one report with one copy on purchase asset should be submitted to the Auditing Commission with the payment vouchers, supporting document and a copy of the Application for Purchase Asset form attached within two weeks of the last purchasing date of the assets listed in the application. 

4.2.2
The copy of the Application for Purchase Asset form and the reports should be stamped freshly. 

4.2.3
Please refer to 2.3 for the handling of Payment Vouchers.

5
PREPAYMENT AND CLAIM FOR SPONSORSHIP / SUBSIDY

5.1
Application for Activity’s Expenditure Prepayment (illustration 12)
The Application for Activity’s Expenditure Prepayment is only applicable to the Executive Committee, The Press Committee, The Union Council and the Union Judge Council for requesting a prepayment for covering part of the activity’s expenditure.   
5.1.1
The Application for Activity’s Expenditure Prepayment must not be submitted to the Finance Committee before the submission of the activity’s Function Form. 

5.1.2
The Application for Activity’s Expenditure Prepayment will only be considered by the Finance Committee if an individual item’s expense exceeds HK$1500.

5.1.3
Two identical copies of the Application for Activity’s Expenditure Prepayment form should be submitted to the Finance Committee. One copy of the Application for Activity’s Expenditure Prepayment form will be returned to the society if the application is successful. 

5.1.4
The Application for Activity’s Prepayment form should be submitted to the Finance Committee at least two weeks before the function date. The Finance Committee will not entertain any late application.

5.1.5
If the application is successful, the society should hand in one original copy and a photocopied application form to the Financial Secretary of the Executive Committee for the grant of the prepayment. 

5.1.6
The Financial Secretary of the Executive Committee would return the photocopied application to the society after granting the prepayment.

5.2
Application for Claim Subsidy from SU  (illustration 13)
The Application for Claim Subsidy from SU is only applicable to the Executive Committee, The Press Committee, The Union Council and the Union Judge Council in claiming the authorized amount of subsidy in organizing the concerned activity.
5.2.1
Two identical copies of the Application for Claim Subsidy from SU should be submitted to the Financial Secretary of the Executive Committee with the photocopied version of the audited financial report.

5.2.2
The Executive Committee would inform the concerned society for further procedures after approving the Claim.

5.3
Application for Claim Sponsorship / Advertisement/ Donation (illustration 14)

The Application for Claim Sponsorship / Advertisement / Donation is applicable to all societies and organizations under the Student’s Union for claiming the Sponsorship / Advertisement / Donation issued by the sponsor / advertiser / donator in supporting the activity’s expenditure.
5.3.1
The Application for Claim Sponsorship / Advertisement / Donation form is to be filled in for cheques received directly by the societies, but not for cheques received via the Secretariat. 

5.3.2
All cheques received by societies as sponsorship, advertisement fee and donation should be addressed to “The Hong Kong Polytechnic University Student’s Union” 

5.3.3
One original copy and two photocopied forms of the Application for Claim Sponsorship / Advertisement / Donation, the original copy of the cheque received and one photocopied cheque, and one photocopied Function Form should be submitted to Student’s Union in claiming the Sponsorship/ Advertisement/ Donation.

5.3.4
The Student’s Union will inform the concerned society for further procedures in claiming the sponsorship / advertisement / donation.

5.3.5
A photocopied cheque and two photocopied Application for Claim Sponsorship/ Advertisement/ Donation forms will be returned to the society.

5.3.5
The concerned society should submit the photocopied Application for Claim Sponsorship / Advertisement / Donation form as an income supporting of the function financial report to the Auditing Commission. 

5.4

Application for Activity’s Loan (illustration 15)
The Application for Activity’s Loan is only applicable to the Faculty Students’ Association or Affiliated Clubs when requesting a loan for covering part of the activity’s expenditure.   
5.4.1
The Application for Activity’s Loan must not be submitted to the Finance Committee before the submission of the activity’s Function Form. 

5.4.2
The Application for Activity’s Loan will only be considered by the Finance Committee if an individual item’s expense exceeds HK$1500.

5.4.3
Two identical copies of the Application for Activity’s Loan form should be submitted to the Finance Committee. One copy of the Application for Activity’s Expenditure Prepayment form will be returned to the society if the application is successful. 

5.4.4
The Application for Activity’s Loan form should be submitted to the Finance Committee at least one month before the function date. The Finance Committee will not entertain any late application.

5.4.5
If the application is successful, the society should hand in one original copy and a photocopied application form to the Financial Secretary of the Executive Committee for the grant of the loan. 

5.4.6

The Financial Secretary of the Executive Committee will return the photocopied application to the society after granting the loan.
5.4.7
The Finance Committee of Union Council would has the authority to devise any appropriate method to secure the return of the loan.

5.4.8
The loan must be repaid within 6 months or earlier depending on the Finance Committee of Union Council. Only in special Circumstances and getting the approval of Finance Committee of Union Council during application period, a longer period of repayment will be allowed.
ILLUSTRATION 1

RECEIPT MEMO
Assuming O’Camp is the first function held by ABC Society in the current session. Therefore, the receipt memo is referenced by BRXX, with “R” representing a Receipt.
Suppose Camp fee is the first receipt of the O’ Camp held by the ABC Society, its reference no. should then be BR01.

[image: image13.emf]Others

-                  

TOTAL

1200

1154

Less:  1)General

Photocopy 300 *120 149

Expense

Stationery 200 *35.7 115.2

500 155.7 264.2

2) Subsidy claimed for functions

Interim 500 155.7

O' Camp 1750 1175

1330.7

3) Deficit (Claimed from Society)

O' Night

-        

57.6

TOTAL

3250 155.7

1652.5


[image: image1.emf]RECEIPT MEMO

Ref. No.:

BR01

DATE OF RECEIPT:

10/8/2003

NAME OF ORGANIZATION:

ABC Society

NAME OF FUNCTION :

O' Camp

NAME OF ACCOUNT :

Camp fee

IN CASH / CHEQUE NO.

REMARKS

Revised 02.2004

(CHOP)

PAYER

Fin. Secretary LUI MING MING

ming

PAYEE

Member



AMOUNT: HK$

 2250



POSITION HELD

(IF APPLICABLE)

NAME

(IN BLOCK LETTER)

CORRESPONDING

SIGNATURE


Note:
1.
One receipt book should be attached to one receipt memo.

2.
Supporting document should be provided to show the actual receipts.

3.
The latest version is “Revised 02.2004”
ILLUSTRATION 2 
PAYMENT VOUCHER

[image: image14.emf]:

ABC Society

:

O' Camp

:

19-20/08/03

  Number of Participants:      

30

(Budgeted)

25

(Actual)

NATURE

Receipts

Payments

Tel:  98989671

Authorised by:

Tel:  65654777

Fin Sect Chariman

31/8/2003

Revised: 02.2004



Sub-total



160 Game



Meals 1500



THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

UNION COUNCIL---- AUDITING COMMISSION

Function Financial Report

Name of Organization 

Name of Function

Date of Function

Reference No. in Function Form   :  UC 10 / ACAC / 287       

Sponsorship



NAME OF ACCOUNT

BUDGETED AMOUNT ($)

(APPROVED BY FC & ACAC)

*Subsidy from Society / SU

SAO Funding:-



1750



2250



(Name in Chinese)

Prepared by:

Ming

廖明明

(Name in Chinese)

John

4450 3425

100



ACTUAL AMOUNT ($)

AUTHORIZED AMOUNT ($)

(APPROVED BY AC)

Other:



Admission Fee: 

CAMP FEE

2700



Total

4450



170



Photocopy 190

100



Decoration 120

Photo & Film 500 450



Stationery 140 120



35



Travelling 600 400



Sundries 40

1050



Rent 1200 1000



FOR OFFICE USE

 Total

Surplus to the Society:



Amount to be claimed from the Society:



Amount to be claimed from Funding:



Deficit:



* Delete as appropriate

30/8/2003

Note: Please submit the original and 3 photocopies (without funding) or 4 photocopies (with funding) of function financial report for each

function and chop them freshly.

Chop

(Signature) (Signature)

Position held: Position held:

Date: Date:

陳大文


[image: image2.emf]PAYMENT VOUCHER

Ref. No.:

B001

DATE OF PAYMENT:

1/8/2003

NAME OF ORGANIZATION :

ABC Society

NAME OF FUNCTION :

O' Camp 

NAME OF ACCOUNT :

Decoration

IN CASH / CHEQUE NO.

REMARKS

Revised 02.2004

AMOUNT: HK$  

30



POSITION HELD

(IF APPLICABLE)

NAME

(IN BLOCK LETTER)

CORRESPONDING

SIGNATURE

PAYMENT

AUTHORISED BY

Fin. Secretary Lui Ming Ming

ming

(CHOP)

PAYER

Chariman Chan Tai Man

John


Notes

1. Payment voucher must be attached with invoice / supporting document.

2. If one invoice involved 2 categories of payment, then 2 payment vouchers should be prepared to record these payments. If vouchers no. 3 and 8 use the same invoice, the payment vouchers of these two payments should be stapled with the vouchers.

3. Please specify clearly in the remarks when same invoice is used for various function.
4. The latest version is “Revised 02.2004”

ILLUSTRATION 3 
FUNCTION / GENERAL RECEIPT RECORD


[image: image3.emf]ORGANIZATION NAME:

 ABC Society

Page No :

1 of 1

Function

Date:

19-20

/08/03

Name in Full Position Student Id

Receipt

Memo No.

Actual

Receipt Date

Amount

$

Amount

confirmed by

AC ($)

Sign by

payer

Sign By

payee

Nature of

Account

Remarks

1

Lui Ming MingFin Sect02567781dBV01 15/8/2003 2250

ming

______

Camp Fee

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

Confirmed by Auditing Commission

The Hong Kong Polytechnic University Students' Union

香港理工大學學生會

Chopped by Society

N/A

Total

General / Function Receipt Record

Sub-total

Function Name:

N/A

  O' Camp

 

[image: image15.emf]:

ABC Society

:

General Adm. 

:

01/04 - 30/09 2003

  Number of Participants:      

- (Budgeted)

- (Actual)

NATURE

Receipts

Payments

Tel:  98989671

Authorised by:

Tel:  65654777

Revised: 02.2004

Note: Please submit the original and 3 photocopies (without funding) or 4 photocopies (with funding)

of function financial report for each function and being chopped freshly.

3/10/2003 2/10/2003

Financial Secretary Chairman

*Subsidy from Society / SU

SAO Funding:-



THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

UNION COUNCIL---- AUDITING COMMISSION

Function Financial Report

Name of Organization 

Name of Function

Date of Function

Reference No. in Function Form   :  UC     /                 /           

Sponsorship



Admission Fee



500



120



Chan Tai Man

Sub-total

500 155.7

Prepared by:

Lui Ming Ming

Amount to be claimed from Funding:



Deficit:



廖明明

(Name in Chinese)



500 155.7

Amount to be claimed from the Society:



NAME OF ACCOUNT

BUDGETED AMOUNT ($)

(APPROVED BY FC & ACAC)

ACTUAL AMOUNT ($)

AUTHORIZED AMOUNT ($)

(APPROVED BY AC)

Other:



Total

500



Photocopy 300



Stationery 200 35.7



FOR OFFICE USE

 Total

Surplus to the Society:



* Delete as appropriate

Chop

(Signature) (Signature)

Position held: Position held:

Date: Date:

陳大文

(Name in Chinese)



ILLUSTRATION 4
FUNCTION / GENERAL PAYMENT RECORD

[image: image16.emf]Others

-                  

TOTAL

1200

1154

Less:  1)General

Photocopy 300 *120 149

Expense

Stationery 200 *35.7 115.2

500 155.7 264.2

2) Subsidy claimed for functions

Interim 500 155.7

O' Camp 1750 1175

1330.7

3) Deficit (Claimed from Society)

O' Night

-        

57.6

TOTAL

3250 155.7

1652.5


[image: image4.emf]ORGANIZATION NAME:

Page No :

1 of 1

O'Camp

Name in Full Position Student Id

Payment

Voucher

No.

Actual

Payment Date

Amount

$

Amount

Authorized

by AC ($)

Sign by

payee

Approved By

Cheque

No.

Nature of

Account

Remarks

1

Chan Tai ManChariman02788811dB001 17/8/2003 30 John Lui Ming Ming---------------Deocration

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

Confirmed by Auditing Commission

19-20/08/03

Chopped by Society

The Hong Kong Polytechnic University Students'

Union

香港理工大學學生會

Function Name:

Sub-total

N/A N/A

Total

        General / Function Payment Record

ABC Society

Function Date:

 



ILLUSTRATION 5   FUNCTION / GENERAL CASH BOOK
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[image: image5.wmf]UNION COUNCIL —— AUDITING COMMISSION

* General / Function Cash Book

Name of Organization :

     Page :

1

/2

Name of Function :

19-20/8/03

TRAVELLING

PHOTOCOPY

PHOTO &

FILM

DECORATION

STATIONERY

SUNDRIES

10-8-00

BR01

Camp fee

2250

9-7-00

B001

Decoration

30

30

9-7-00

B002

Decoration

70

70

15-7-00

B003

Photocopy

140

140

15-7-00

B004

Photocopy

10

10

12-7-00

B005

Photocopy

20

20

9-7-00

B006

Stationery

50

50

13-7-00

B007

Stationery

24

24

23-7-00

B008

Sundries

35

35

23-7-00

B009

Travelling

400

400

1-8-00

B010

Meals

500

3-8-00

B011

Meals

550

4-8-00

B012

Photo & Film

200

200

15-8-00

B013

Photo & Film

250

250

SUB-TOTAL

2250

2279

400

170

450

100

74

35

* Delete if not applicable

Lui Ming Ming

(Name)

Fin. Secretary

(Position)

ming

(Signature and Chop)

Revised:

02 .2004

Prepared by:









1050





NAME OF ACCOUNT

MEALS

THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

TOTAL

DATE

Ref. No.


NAME OF

ACCOUNT





500

550

















   ABC Society

   O' Camp





















                Month / Date of Function :                    

RECEIPT

PAYMENT

Notes
1.
The number of row should be the same as the sum of the number of payment vouchers and receipt memos (if any).
2.
Only general / administrative expenses are recorded in the general cash book.

3.
The preparer should sign the cash book before submission. 

4.
The latest version is “Revised 02.2004”

ILLUSTRATION 6   FUNCTION FINANCIAL REPORT

[image: image18.emf]:

ABC Society

:

O' Camp

:

19-20/08/03

  Number of Participants:      

30

(Budgeted)

25

(Actual)

NATURE

Receipts

Payments

Tel:  98989671

Authorised by:

Tel:  65654777

Fin Sect Chariman

31/8/2003

Revised: 02.2004



Sub-total



160 Game



Meals 1500



THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

UNION COUNCIL---- AUDITING COMMISSION

Function Financial Report

Name of Organization 

Name of Function

Date of Function

Reference No. in Function Form   :  UC 10 / ACAC / 287       

Sponsorship



NAME OF ACCOUNT

BUDGETED AMOUNT ($)

(APPROVED BY FC & ACAC)

*Subsidy from Society / SU

SAO Funding:-



1750



2250



(Name in Chinese)

Prepared by:

Ming

廖明明

(Name in Chinese)

John

4450 3425

100



ACTUAL AMOUNT ($)

AUTHORIZED AMOUNT ($)

(APPROVED BY AC)

Other:



Admission Fee: 

CAMP FEE

2700



Total

4450



170



Photocopy 190

100



Decoration 120

Photo & Film 500 450



Stationery 140 120



35



Travelling 600 400



Sundries 40

1050



Rent 1200 1000



FOR OFFICE USE

 Total

Surplus to the Society:



Amount to be claimed from the Society:



Amount to be claimed from Funding:



Deficit:



* Delete as appropriate

30/8/2003

Note: Please submit the original and 3 photocopies (without funding) or 4 photocopies (with funding) of function financial report for each

function and chop them freshly.

Chop

(Signature) (Signature)

Position held: Position held:

Date: Date:

陳大文

[image: image19.png]‘The Hong Kong Polytecluric University Studens’ Union Uion Council
EREEE- - -

ot Ao Bulting Toe g Kong Plytecnc vy, Hig Hom, Kowloon, Hong Kong.
‘Tehgline: (55 766 7654 Fux @57) 333 3318

Application for Activity's Fxpenditure Prepayment

To: Finance Conamittee Beforence no. (official se only)

I would ke to apply prepayment for the following activity:

Name of Activity: ___ O'Canp Function Fom Ref. No.:_UCI0ACACIO0
Date of hetivity: __22:25 August 2003

Fnstion Claiperson: __[8 Content Ho: __ 90912345

Function Financil Secretery: B Contect No.: __ 99965433
Apply prepaymuent fem§___ Canp Fee
Apply Amount: §__30000
Reasons: & Not suffcent cash
OOthers






Notes
1. The person who prepared the financial report and the one who authorized the financial report must sign here.

2. The organization should submit 1 original and 3 photocopies of Function Financial Report. If SAO funding has been applied successfully, 1 original and 4 photocopy should be submitted.
3. Please fill in the budgeted (from Function Form) and actual number of participants.
4. All copies of function financial reports must bear the fresh chop of the society.

5. Please fill in the function form reference number in the spaces provided as required in the function financial report. (eg. UC10/ACAC/287)
6. Do not fill in the “Authorized Amount” and “For Office Use” box.

7. The latest version is “Revised 02.2004”
ILLUSTRATION 7    STOCK RECORD SHEET

[image: image20.png][ Result of the Application (Office Use Only)

[(T) The application for prepayment is accepted / not accepted™

pproved prepayment item

pproved prepayment Amout: §

Finance Committee Signature

[Prepayment paid by: Prepayment received by

[Date:





[image: image6.wmf]THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

Stock Record Sheet 

Stock of 

Society Paper

Name of Organization :

ABC Society

Date : 

20-3-2002

Financial Year Ended :

28-2-2002

Prepared by:

Wong Siu Yee

Stock Location :

C323 Drawer 1

(Fin. Sec.)

QUANTITY

UNIT PRICE*

AMOUNT

QUANTITY

UNIT PRICE*

AMOUNT

1-10-2001

1400

Opening

1000

7

7000

8400

700

7

4900

3500

200

7

1400

4900

TOTAL

/ SUB-

TOTAL

1200

8400

700

4900

4900

Ending

* Unit price = Cost price

Revised : 3.2002

UNION COUNCIL ¡X¡X AUDITING COMMISSION

(Chop)

DATE

MOVEMENT OF STOCK

PURCHASES





BALANCE

REMARK

Note 2

Note 1

Note 3

Note 4

Notes
1. One sheet is used for one type of stock only.

2. If the stock is kept at more than one location, the location should be stated as remarks.

3. Opening balance should be recorded

4. Remarks column can be used to record extra information, such as opening balance, ending balance, obsolesce, loss, etc.

5.
The latest version is “Revised 3.2002”

ILLUSTRATION 8   ASSET RECORD SHEET

[image: image21.emf]:

ABC Society

:

General Adm. 

:

01/04 - 30/09 2003

  Number of Participants:      

- (Budgeted)

- (Actual)

NATURE

Receipts

Payments

Tel:  98989671

Authorised by:

Tel:  65654777

Revised: 02.2004

Note: Please submit the original and 3 photocopies (without funding) or 4 photocopies (with funding)

of function financial report for each function and being chopped freshly.

3/10/2003 2/10/2003

Financial Secretary Chairman

*Subsidy from Society / SU

SAO Funding:-



THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

UNION COUNCIL---- AUDITING COMMISSION

Function Financial Report

Name of Organization 

Name of Function

Date of Function

Reference No. in Function Form   :  UC     /                 /           

Sponsorship



Admission Fee



500



120



Chan Tai Man

Sub-total

500 155.7

Prepared by:

Lui Ming Ming

Amount to be claimed from Funding:



Deficit:



廖明明

(Name in Chinese)



500 155.7

Amount to be claimed from the Society:



NAME OF ACCOUNT

BUDGETED AMOUNT ($)

(APPROVED BY FC & ACAC)

ACTUAL AMOUNT ($)

AUTHORIZED AMOUNT ($)

(APPROVED BY AC)

Other:



Total

500



Photocopy 300



Stationery 200 35.7



FOR OFFICE USE

 Total

Surplus to the Society:



* Delete as appropriate

Chop

(Signature) (Signature)

Position held: Position held:

Date: Date:

陳大文

(Name in Chinese)


[image: image7.wmf]THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

Asset Record Sheet

Name of Organization :

ABC Society

                                           

Date : 

20-2-2002

Financial Year Ended :

28-2-2002

                                           

Prepared by:

Lui Ming Ming

A1

Tennis Racket

Prince (Beginning)

2

180

A2

Wilson (Beginning)

3

450

A1

Prince (Purchase)

2

280

31-12-2001

A1

Prince (Disposal)

2

280

10-1-2002

A1

Prince (Ending)

2

280

A2

Wilson (Ending)

3

450

* Signature of the chairman

Revised : 3.2001

Date of

Disposal

(DD/MM/YY)

Authorized

Person*

Remark





(Chop)

UNION COUNCIL �� AUDITING COMMISSION

Items No.

Name

Description

Quantity

Amount

($)

Date of

Purchase

(DD/MM/YY)

Note 1

Note 2


Notes

1. Item number: Each item should be given a number, which is assigned by the society.

2. Remarks column should be used to record things like: Loss, obsolesce, etc.
3. The latest version is “Revised 3.2001”
ILLUSTRATION 9
INTERIM FINANCIAL REPORT


ILLUSTRATION 10

FINAL FINANCIAL REPORT

Notes:

1) Subsidy from SU: the amount subsidized by SU for the financial year. It should be able to reflect from the society’s bank pass book.

2) Surplus: Surplus from functions held during the year, could be found from the “FOR OFFICE USE” box of all audited function financial reports.

3) General: General expenses are the expenses that incurred throughout the year but not specifically for a specific function.

4) Subsidy claimed for functions: Amount authorized by the Auditing Commission which was shown in the “FOR OFFICE USE” box of all audited function financial reports.

5) Deficit: All functions deficit claimed by the society during the year. It could be reflected from the “FOR OFFICE USE” box of all audited function financial reports.

6) Budgeted Amount: The amount listed in the Master Budget authorized by the Finance Committee.

7) Amount Approved by AC at Interim: Amount authorized by the Auditing Commission for the general / administrative expenses incurred for the first half year, could be found from the audited Interim Financial Report. 
* Assuming $120 and $35.7 were authorized by AC at Interim for photocopying and purchasing stationery respectively.

[image: image8.emf]Name of Organization :

ABC Society

Page:

2 of 2

Date of Year End :

31.03.2003

Net Cash Balance

  Opening cash in bank

Cash carried forward to the next session

Notes:

1. Only applicable to affiliated club, Faculty Students' Association and Departmental Society

Supplement Sections: Subsidy received for the year 

No. of members

Subscription

Total

2. Reserves Balance:

      Reserves carried forward

Chairman:

陳大文 Tel No.:

65654777

Date:

15/4/2004

Financial Secretary:

廖明明 Tel No.:

98989671

Date: 16/4/2004

Revised: 02.2004

THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

UNION COUNCIL —— AUDITING COMMISSION

Final Financial Report

John

(498.50)      

6240.70

5,742.20     

(Signature)



(Chop)

5,742.20       

(Signature)

Ming


* Each society should retain one-third of the total member subscription fees as the reserve. 

* A declaration letter should be submitted to the Auditing Commission to explain any discrepancies between the bank statement amount and the cash balance stated in the Final Financial Report.
ILLUSTRATION 11
APPLICATION FOR PURCHASE ASSET

Background Information:

ABC Society would like to purchase a trolley for handling heavy instruments during daily operations.  The proposed trolley costs over $100 and is for the use over 1 year. Therefore, ABC Society has to submit a form to apply for the purchase.
[image: image9.png]N ‘The Hong Kong Polytecluric University Studens’ Union Uion Council
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Application for Purchase Asset

1. Naxe of organiation: _ABC Societ
2. Person in charge:

Nane. Post Tlo Bl

CHANTAIMAN ~ BEAX  Pusident 99917345 o@supolynedub
(In English) (In Chinese)

3. IsfAre the item(s) propesed included in your rasterbudget? T Ve O Mo

4. Brief deseription of the objectiv of the puchase of assets

Topesed fols] T fmowi Egperted | fmowt dpproved | Fotualfowt
ko FieE $550

(O]

@

@y




Notes:

Societies should prepare two sets of application package, which includes:

1.
 Application for Purchase Asset Form

2.
Proposal

3.
Three sets of quotation

The finance committee would process the application and return the approved application form to respective societies. 

ILLUSTRATION 12
APPLICATION FOR ACTIVITY’S EXPENDITURE PREPAYMENT
ABC Society is organizing the Orientation Camp. Camp fee is known to be $30,000 and administrative expense to be $200. The organization committee cannot afford the $30,000 camp fee and the $200 administrative expense. To apply for activity’s expenditure prepayment, ABC has to prepare 2 sets (without SAO funding) or 3 sets (with SAO funding) of the application package, which includes:

1) Function Form

2) 3sets of Quotations

3) Application for activity’s Expenditure prepayment



ILLUSTRATION 13
APPLICATION FOR CLAIM SUBSIDY FROM SU

ILLUSTRATION 14 
APPLICATION FOR CLAIM SPONSORSHIP /ADVERTISEMENT /DONATION
To claim the sponsorship/advertisement/donation, please submit two sets of:
1. 
Audited financial report from Auditing Commission

2.
Application for Claim

3.
Original and Photocopy of the Cheque

However, if the cheque has been received before submitting the financial report to the Auditing Commission, the cheque should be submitted to the Student’s Union immediately without the audited report. When the Application for Claim (Sponsorship/ Advertisement /Donation) has been approved, Society should photocopy the approved application form, prepare a receipt memo, and submitted to the Auditing Commission with the financial report. (The application form would be treated as an actual receipt instead of the sponsor’s cheque) The photocopy of the sponsor’s cheque should also be submitted to the Auditing Commission as a supplementary document. 
[image: image10.png]Application for Claim (Sponsorship / Advertisem ent / Donation)

Narne of Student Organizantion: ABC Sociely

FundionName:  O'Camp

Ref

The Hong Kong Polytechnic University Students' Union
LJ TRETARELE

Fundtion Date 2325 August 2003
[Netne of Sponsorship / A dvertisement / Doretion Compary Cheque No HES
[Studers' Publication Cornpeny [#a023%4 1000

1
2|
3
4
H
6|
il
5
9|

10

Total Amount of Sponsorship / Advertisement / Domation

1000]





[image: image11.png]Name of Applicant Post Mobile No. Signature
1 BAY Function Chainuan 9912345
2 BHA Function Financial Secretary 923456

Date of Subrmission Official Stamp of Stadent Organization





ILLUSTRATION 15
APPLICATION FOR LOAN
	[image: image12.jpg]



	The Hong Kong Polytechnic University Students’ Union Union Council

香　港　理　工　大　學　學　生　會　評　議　會

Shaw Amenities Building, The Hong Kong Polytechnic University, Hung Hom, Kowloon, Hong Kong.

Telephone: (852) 2766 7694            Fax: (852) 2333 3518


	Application for Activity’s Loan
To: Finance Committee                                        Reference no.:______________

I would like to apply loan for the following activity: 
Name of Activity: __XXX competition____          Function Form Ref. No.: __uc10/acac/xxx____

Date of Activity: ____xx/xx/2004___________

Function Chairperson: ________Chan Tai Man          Contact No.: ___9612xxxx___________

Function Financial Secretary: ___Wong Siu Man___      Contact No.: ___9215xxxx___________

Apply loan item: ____Trophy_______________________________________________

Apply Amount: $__2000_________

Reasons:
( Not sufficient cash



( Others: ______________________________________________________________

Recover from:
( Admission fee: $_____________ (Repay the loan within 3 weeks after the activity)
                             ( Funding: $__2000___________

                             ( Others: _______________________________: $_____________

(Can tick more than one box)

___________________________                                           Signature: _______________________

              Organization Chop                                                        Name: ____ Chan Tai Man___________

                                                                                                President /Financial Secretary of the organization

Result of the Application (Office Use Only)
(1) The application for loan is accepted / not accepted*.

Approved loam item: _____________________________________________________________

Approved loan Amount: $_________________________

Repay of loan on: __________________________ (DD/MM/YY)

___________________________________                               ___________________________________

      Finance Committee                                           Signature 

Loan paid by:                                            Loan received by:

______________________________                         _____________________________

Date:____________________________        
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Refer to Application for activity’s Expenditure prepayment





Person In charge 





Function Information
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Office Use Only
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General Information
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_1138991441.xls
Sheet1

								THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

								UNION COUNCIL —— AUDITING COMMISSION

										Stock Record Sheet		Stock of		Society Paper

						Name of Organization :				ABC Society						Date :		20-3-2002

						Financial Year Ended :				28-2-2002						Prepared by:		Wong Siu Yee

						Stock Location :				C323 Drawer 1								(Fin. Sec.)

				DATE		MOVEMENT OF STOCK

						PURCHASES												BALANCE		REMARK

						QUANTITY		UNIT PRICE*		AMOUNT		QUANTITY		UNIT PRICE*		AMOUNT

				1-10-2001														1400		Opening

						1000		7		7000								8400

												700		7		4900		3500

						200		7		1400								4900

				TOTAL
/ SUB-TOTAL		1200				8400		700				4900		4900		Ending

				* Unit price = Cost price

														(Chop)				Revised : 3.2002



Note 2

Note 1

Note 4

Note 5

Note 3

Note 4




_1138991523.xls
Sheet1

		THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

		UNION COUNCIL —— AUDITING COMMISSION

		Final Financial Report

		Name of Organization				:		ABC Society																				Page:		2 of 2

		Date of Year End				:		31.03.2003

		Net Cash Balance																		(498.50)

		Opening cash in bank																		6240.70

		Cash carried forward to the next session																		5,742.20

		Notes:

		1. Only applicable to affiliated club, Faculty Students' Association and Departmental Society

		Supplement Sections:				Subsidy received for the year

						No. of members

						Subscription

						Total

		2. Reserves Balance:

		Reserves carried forward																		5,742.20

		Chairman:						陳大文				John								Tel No.:		65654777

												(Signature)								Date:		4/15/04

		Financial Secretary:						廖明明				Ming								Tel No.:		98989671						(Chop)

												(Signature)								Date:		4/16/04

																														Revised: 02.2004
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						THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

						UNION COUNCIL---- AUDITING COMMISSION

														Function Financial Report

						Name of Organization						:				ABC Society

						Name of Function						:				O' Camp

						Date of Function						:				19-20/08/03								Number of Participants:				30		(Budgeted)

						Reference No. in Function Form   :  UC 10 / ACAC / 287																						25		(Actual)

						NATURE		NAME OF ACCOUNT						BUDGETED AMOUNT ($)
(APPROVED BY FC & ACAC)						ACTUAL AMOUNT ($)						AUTHORIZED AMOUNT ($)
(APPROVED BY AC)

								*Subsidy from Society / SU						1750

								SAO Funding:-

						Receipts		Sponsorship

								Admission Fee: CAMP FEE						2700						2250

								Other:

						Total								4450

								Photocopy						190						170

								Photo & Film						500						450

								Decoration						120						100

								Stationery						140						120

								Sundries						40						35

								Travelling						600						400

						Payments		Meals						1500						1050

								Rent						1200						1000

								Game						160						100

								Sub-total

								Total						4450						3425

						FOR OFFICE USE

						Surplus to the Society:

						Amount to be claimed from the Society:

						Amount to be claimed from Funding:

						Deficit:

						Prepared by:				Ming				Tel:		98989671				Authorised by:		John				Tel:		65654777

										(Signature)												(Signature)

										廖明明												陳大文

										(Name in Chinese)												(Name in Chinese)

						Position held:				Fin Sect												Position held:						Chariman

						Date:				8/30/03												Date:						8/31/03

						Note: Please submit the original and 3 photocopies (without funding) or 4 photocopies (with funding) of function financial report for each function and chop them freshly.

						* Delete as appropriate

						Revised: 02.2004																						Chop
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		THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

		UNION COUNCIL-- AUDITING COMMISSION

		Final Financial Report

		Name of Organization				:				ABC Society																		Page:		1 of 2

		Date of Year End				:				31.3.2004

		NATURE		NAME OF ACCOUNT						BUDGETED AMOUNT ($)						Amount Approved by AC at Interim $				Actual Amount 
(after Interim)
$						Amount finalized by AC
$

		Income		1) Subsidy from SU								- 0										- 0								- 0

				2) Surplus		O' Week						1200										1154

																						1154

				Others																		- 0

				TOTAL								1200										1154

		Less:		1)General		Photocopy						300						*120				149

		Expense				Stationery						200						*35.7				115.2

												500						155.7				264.2

				2) Subsidy claimed for functions

						Interim						500										155.7

						O' Camp						1750										1175

																						1330.7

				3) Deficit (Claimed from Society)

						O' Night						- 0										57.6

				TOTAL								3250						155.7				1652.5
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						The Hong Kong Polytechnic University Students' Union                                                       香港理工大學學生會

										General / Function Receipt Record

				ORGANIZATION NAME:						ABC Society												Page No :		1 of 1

				Function Name:						O' Camp												Function Date:		19-20
/08/03

				Name in Full		Position		Student Id		Receipt Memo No.		Actual Receipt Date		Amount
$		Amount confirmed by AC ($)		Sign by payer		Sign By payee		Nature of Account		Remarks

		1		Lui Ming Ming		Fin Sect		02567781d		BV01		8/15/03		2250				ming		______		Camp Fee

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		Sub-total				N/A												N/A

		Total

								Chopped by Society												Confirmed by Auditing Commission
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								THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

								UNION COUNCIL —— AUDITING COMMISSION

										Asset Record Sheet

						Name of Organization :		ABC Society								Date :		20-2-2002

						Financial Year Ended :		28-2-2002								Prepared by:		Lui Ming Ming

				Items No.		Name		Description		Quantity		Amount
($)		Date of Purchase
(DD/MM/YY)		Date of Disposal
(DD/MM/YY)		Authorized
Person*		Remark

				A1		Tennis Racket		Prince (Beginning)		2		180

				A2				Wilson (Beginning)		3		450

				A1				Prince (Purchase)		2		280		31-12-2001

				A1				Prince (Disposal)		2		280				10-1-2002

				A1				Prince (Ending)		2		280

				A2				Wilson (Ending)		3		450

				* Signature of the chairman

														(Chop)						Revised : 3.2001



Note 1

Note 2
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						THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

						UNION COUNCIL---- AUDITING COMMISSION

														Function Financial Report

						Name of Organization						:				ABC Society

						Name of Function						:				General Adm.

						Date of Function						:				01/04 - 30/09 2003								Number of Participants:				-		(Budgeted)

						Reference No. in Function Form   :  UC     /                 /																						-		(Actual)

						NATURE		NAME OF ACCOUNT						BUDGETED AMOUNT ($)
(APPROVED BY FC & ACAC)						ACTUAL AMOUNT ($)						AUTHORIZED AMOUNT ($)
(APPROVED BY AC)

								*Subsidy from Society / SU						500

								SAO Funding:-

						Receipts		Sponsorship

								Admission Fee

								Other:

						Total								500

								Photocopy						300						120

								Stationery						200						35.7

						Payments

								Sub-total						500						155.7

								Total						500						155.7

						FOR OFFICE USE

						Surplus to the Society:

						Amount to be claimed from the Society:

						Amount to be claimed from Funding:

						Deficit:

						Prepared by:				Lui Ming Ming				Tel:		98989671				Authorised by:		Chan Tai Man				Tel:		65654777

										(Signature)												(Signature)

										廖明明												陳大文

										(Name in Chinese)												(Name in Chinese)

						Position held:				Financial Secretary												Position held:				Chairman

						Date:				10/2/03												Date:				10/3/03

						Note: Please submit the original and 3 photocopies (without funding) or 4 photocopies (with funding) of function financial report for each function and being chopped freshly.

						* Delete as appropriate

						Revised: 02.2004																						Chop
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														PAYMENT VOUCHER

																						Ref. No.:		B001

																						DATE OF PAYMENT:		8/1/03

		NAME OF ORGANIZATION										:		ABC Society

		NAME OF FUNCTION										:		O' Camp

		NAME OF ACCOUNT										:		Decoration

		IN CASH / CHEQUE NO.																AMOUNT: HK$  30

		REMARKS

						POSITION HELD 
(IF APPLICABLE)										NAME
(IN BLOCK LETTER)						CORRESPONDING
SIGNATURE

		PAYMENT
AUTHORISED BY				Fin. Secretary										Lui Ming Ming						ming

		PAYER				Chariman										Chan Tai Man						John

		Revised 02.2004																				(CHOP)
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		THE HONG KONG POLYTECHNIC UNIVERSITY STUDENTS' UNION

										UNION COUNCIL —— AUDITING COMMISSION

												* General / Function Cash Book

				Name of Organization :		ABC Society																Page :		1		/2		2

				Name of Function :		O' Camp										Month / Date of Function :								19-20/8/03

		DATE		Ref. No.		NAME OF ACCOUNT		RECEIPT		PAYMENT		NAME OF ACCOUNT

												TRAVELLING		PHOTOCOPY		PHOTO & FILM		DECORATION		STATIONERY		SUNDRIES		MEALS

		10-8-00		BR01		Camp fee		2250

		9-7-00		B001		Decoration				30								30

		9-7-00		B002		Decoration				70								70

		15-7-00		B003		Photocopy				140				140

		15-7-00		B004		Photocopy				10				10

		12-7-00		B005		Photocopy				20				20

		9-7-00		B006		Stationery				50										50

		13-7-00		B007		Stationery				24										24

		23-7-00		B008		Sundries				35												35

		23-7-00		B009		Travelling				400		400

		1-8-00		B010		Meals				500														500

		3-8-00		B011		Meals				550														550

		4-8-00		B012		Photo & Film				200						200

		15-8-00		B013		Photo & Film				250						250

				SUB-TOTAL				2250		2279		400		170		450		100		74		35		1050

		TOTAL

		* Delete if not applicable						Prepared by:				Lui Ming Ming				(Name)

												Fin. Secretary				(Position)		ming

																		(Signature and Chop)

																						Revised:		02 .2004
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																RECEIPT MEMO

																								Ref. No.:		BR01

																								DATE OF RECEIPT:		8/10/03

				NAME OF ORGANIZATION										:		ABC Society

				NAME OF FUNCTION										:		O' Camp

				NAME OF ACCOUNT										:		Camp fee

				IN CASH / CHEQUE NO.																AMOUNT: HK$ 2250

				REMARKS

								POSITION HELD 
(IF APPLICABLE)										NAME
(IN BLOCK LETTER)						CORRESPONDING
SIGNATURE

				PAYEE				Member

				PAYER				Fin. Secretary										LUI MING MING						ming

				Revised 02.2004																				(CHOP)
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														The Hong Kong Polytechnic University Students' Union                                                                                                                 香港理工大學學生會

												General / Function Payment Record

				ORGANIZATION NAME:						ABC Society										Page No :		1 of 1

				Function Name:				O'Camp										Function Date:				19-20/08/03

				Name in Full		Position		Student Id		Payment Voucher No.		Actual Payment Date		Amount
$		Amount Authorized by AC ($)		Sign by payee		Approved By		Cheque No.		Nature of Account		Remarks

		1		Chan Tai Man		Chariman		02788811d		B001		8/17/03		30				John		Lui Ming Ming		---------------		Deocration

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		Sub-total				N/A												N/A

		Total

								Chopped by Society												Confirmed by Auditing Commission
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