Auditing Commission – Induction Course 2004

Supplementary Notes:

1. Receipt Record / Payment Record

· Prepare an individual one for every single function

· Fill in details of every single purchase / receipt

· Hand in a photocopied version every function with Function Financial Reports

· Keep the original copy and update it

· Auditing Commission will return the audited record 

· Update both original and photocopied record and hand in altogether with the Final Financial Report
2. Final Financial Report
· Post figures from:

Interim Financial Report, Function Financial Report, Purchase Assets Report 

· Types of figures:

Subsidy from SU, Subsidy from Society, Surplus, Deficit

(Note: NO Funding/Sponsorship/Admission Fee)

· Specify on the copy of bank pass book, which are the opening and ending balances

3. General Reminders:

· STICK to the Budget

· Hand in reports on time. Approach the Auditing Commission if encounter problems in doing so
· Include all the documents needed

· Use only the most up-to-date forms

