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    Kwun Tong Maryknoll College
Student Representative Council 2008-2009



Guideline for handing in receipts

20th October, 2008

The Council hereafter refers to the Student Representative Council

2008 - 2009.

1. The council only accepts RECEIPT for claiming reimbursement. Any kinds of invoice will NOT be accepted.

Receipt here refers to the evidence provided by the seller after business transactions. It is usually entitled “收據”, “現沽單” or “Receipt”.

Invoice is the document provided by the buyer asking the creditor to clear the balance.

2. The council only accept formal receipt which can fulfill either one of the requirement stated as follows:

i) The receipt is officially sealed with signet, OR
ii) The receipt is printed with recognizable details of the firm, for example, company name, address and telephone number etc.

3. The date of transaction should be written or printed on the receipt.

4. For the receipts that cannot fulfill the requirements stated in clause (2) are regarded as Informal receipt. These receipts should be stapled on an “Informal Receipt Form” provided by the council when they are submitted reimbursement.

5. Please notice that all receipts from supermarket are regarded as informal receipts. They should be photocopied for fear that there may be missed information due to fading. The original as well as the duplicate copy is required for informal reimbursement application.

6. Items purchased for houses, clubs, groups and school societies should be completed independently from those for private purpose. Otherwise, the receipt will be considered as invalid.

We sincerely hope that chairman and committee members of every club, house and service group can comply with the guidelines proposed. We are welcome for any your valuable suggestions on the above.
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