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A. INTRODUCTION

This manual aims at providing an understanding in the Financial Operation Procedures and flows to the area of critical importance of general interest to colleagues.  It covers mainly the general case or special case that encountered in the past.  Any special situation not covered in this Manual should be subject to the discussion with FO to find out the best arrangement.

Under normal situation, the Hon Treasurer would review and advise on any financial affair bi-monthly during the proceeding of EXCOM meeting.  When there is a crucial problem came across that ED might require more professional advice, FO would seek for professional advice from the Hon Treasurer, auditor and law advisor.

B. NAME OF POLICY

Finance Department

C.
MISSION STATEMENT

Maintain an efficient and effective finance system to facilitate the orderly conduct of financial transaction of the Association, as well as an accountable consumption of financial resources to the general public.

C. GOALS

· Maintain an efficient & effective accounting system according to General Accepted Accounting Standards.

· Meet the needs of internal & external clients

· Achieve financial objectives

· Exceed performance pledge

D. OBJECTIVES

· Perform budgetary control among departments

· Develop an efficient service fee collection mechanism

· Prepare monthly financial report

· Reduce the amount of Accounts Receivables (i.e. outstanding payment of service fees)

· Keep an accuracy & monthly update of fund & loan records

E. DETAIL JOB DESCRIPTION OF THE STAFFS 

Sort of Work
Particulars
Finance Officer
Accounts Clerk
General Clerk

(part-time)

Routine

Duties
(Data entry / Posting
(
(
(


(Auto-payment processing


(


(Recovery of doubtful debts

(
(


(Home visiting


(


(Prepare receipt & payment vouchers

(



(Supervise & control FD
(




(Monitor finance of the Association
(




(Inventory & debtors control
(




(Supervise staffs in FD
(




(Handle full set of books
(




(Prepare journal vouchers
(




(Keep bank books
(




(Forecast cashflow
(




(Overview the adequacy of Accounting System
(




(Enforce & review contracts
(




(Control deposit & payment procedures
(



Monthly

Duties/

Reports
(Invoicing
(
(



(Prepare cheques
(
(



(Keep petty cash

(


Monthly

Duties/

Report
(Costing
(




(Payroll
(




(Maintain an effective Filling System

(



(Credit card payment
(




(Handle PSP audit
(




(Finalize accounts
(




(Generate Funding, Accounts Payable

  & Loan report

 & & L

  and Loan report
(



Annual

Report
(Prepare and Handle annual audit
(




( Prepare Budget Package for 

  Departments and Divisions
(










( Budgeting Balance sheet, Profit &

  Loss A/C
(




(Liaise with auditor on Audited

  Accounts
(




Qualifications
Finance

Degree

Holder 
HKCEE
HKCEE

Note: 


1. The Finance Officer is responsible for and approves the work of Accounts Clerk and General Clerk.

2. The Hon Treasurer would oversee and give advice for the financial affair of the Association
F. PERFORMANCE PLEDGE

Item
Pledge

External


· Send Payment Notice to SWD
· End of every week

· Send Invoice to HA
· End of every week

· Send Invoice to HS
· End of each month

· Send Receipt to SWD
· End of every week

· Send Receipt to HA
· End of each month

· Send Receipt to HS
· End of each month

· Send Receipt to Private Client
· Send when money received

Upon installation and presented to the user

· Send Outstanding Payment Report to SWD
· Quarterly(Mar, June, Sept & Dec) 

· Send Stopped Contract Report to SWD
· End of each month

· PSP audited report to SWD
· Within 90 days of the fund-raising event

Internal


· Monthly financial Report
· Monthly (10th of next month)

· Budgetary Control
· Monthly

· Petty Cash Reimbursement
· Every 3rd & 22nd every month

· Cheque Payment
· Every 3rd & 22nd every month

· Cash & Cheque Deposit
· Every afternoon

· Contract Revision
· Periodically with Promotion & Education Department

· Funding Source Review
· Monthly

· Loan Review
· Monthly

· Payroll Calculation
· Monthly (25th per month)

· Annual Audit
· Annually (usually in December)

· Inter bank accounts transfer
· Daily

· Bank Balance Checking
· Daily

G. EVALUATION INDICATORS

· Decrease the amount of Accounts Receivable

· Decrease the amount of Bank Charges on authorised overdraft

· Make sure the punctuality & accuracy of monthly financial report

· Make sure the smoothness of the operational flow

· Decrease the number of special case happened

H. CONFLICT OF INTEREST BETWEEN EXECUTIVE COMMITTEE MEMBERS AND THE ASSOCIATION

The Executive Committee members should disclose to the EXCOM the following conflict of interest that would be happened relating to the Association.

1. Emoluments, bonuses and commissions

2. Loan to an Executive Committee member, or to an Executive Committee member of its holding company

3. Guarantee or provide security in connection with a loan made to such an Executive Committee member by another party

4. Arrange to have assigned transaction to the Association, or to assume, rights or liabilities under a transaction which would have been prohibited if it had initially been entered into by the Association

5. Take part in any sort of arrangement whereby a third party receives some benefit from the Association, in return, enters into a transaction with an Executive Committee member which would have been prohibited if the Association had been entered into by the Association.

6. No any of Executive Committee members or Sub-Committee members is involved in service provision supplies to the Association unless prior approval is sought from the EXCOM.

When any Executive Committee member has disclosed conflict of interest, the following procedures should be carried out for further consideration.

1. An evaluation of salaries payroll procedures, including the system in operation for Executive Committee member’s salaries.

2. Ascertain whether monies payable or benefits in kind provided have been properly approved in accordance with the Association’s memorandum and articles of association and Law does not prohibit them.

J.
BUDGET

J.1.
Policy Statement

Budgeting is a vital part of management process for planning & decision making for the Association.  It is defined as a plan expressed in monetary term and should be approved by EXCOM prior to the budget period (next financial year) and may show income, expenditure and the capital to be employed.

The budgets may be analysed to show incremental effects on former budgeted or actual figures or be compiled on a zero base.  The master budget is prepared from, and summarises the functional budgets by all division or department heads.

The heads must believe in, and take ownership of, his budget and the only way this can be meaningfully achieved is to ensure that the team members participate in the preparation.  Moreover, the heads prepare their budgets and a better, more effective and credible budgetary control system develops as a result.

J.2.
Budget Preparation / Procedures

J.2.1.
Introduction

The establishment of budgets relating the responsibilities of executives to the requirements of a policy, and the continuous comparison of actual results with budgeted results, either to secure by individual action the objectives of that policy, or the provide a basis for its revision.

The budget can be referred to the monitoring and evaluation of performance to determine the degree to which actions conform to plans.

J.2.2.
Points to be noted

· The budget can be prepared within guidelines laid down by the objectives of the Association.

· These objectives would be framed within a long-term corporate plan.

· From the plan, if becomes possible to formulate a budget.

· Once the budget has been prepared, agreed and issued, the actions are then monitored against it.

· The measured information is reviewed and investigated.  The reasons for non-compliance and the plan/budget are considered.

· Where there is inefficiency, this must be put right. Where there is potential for savings, this must be capitalised upon.

· A comment is necessary about considering any revision.

J.2.3.
The Budget Process

1. The issue of budgeting instructions by Executive Director prior to next financial year.

2. Promotion & Education Department and Public Relations Department prepare the sales/revenue budget.

3. The operations budget (along with the inventory and direct headcount budgets) is prepared by all division & department heads.

4. The preparation of conversion expenses and other expenses budget.  All activities and expenses should be identified.

5. The finance function collects all the budget information, collates it together.

6. From the collation, the master budget for the profit & loss account can be prepared.

7. There is a review of the profit & expenses budgets.

8. Once the individual budgets have been prepared and collated, they will need to be submitted to senior management for approval.  This might involve revising certain aspects of the budget, or defending certain possibly contentious aspects of the budget.

9. Budget is issued to the operating areas, possibly after being phased for use on a month to month basis.

J.3.
The Budgetary Cycle


I. OPERATIONAL MANUAL

K.1.
The Operation of Bank Accounts

Account Details
Deposit from
Payment for

HONG KONG BANK



004-511-669228001(C/A)
Bank Transfer
Expenditures

004-511-669228002(C/A)
Sales/Rental Income Received
Bank Transfer

004-511-669228003(C/A)
Donation Received
Bank Transfer

002-4-377954(S/A)
Fund Received/Bank Transfer/Overseas Remittance
Bank Transfer

VISA/MASTER CARD
Donation Received
Bank Transfer to #003

AMERCIAN EXPRESS



AMERCIAN EXPRESS CARD
Donation Received
Bank Transfer to #003

THE CHINA & SOUTH SEA BANK



026-710-00112612(C/A)
Bank Transfer
Bank Transfer

026-710-1-030571-2(S/A)
Sales Income Received/
Bank Transfer


Donation Received


K.2.
Fee Received & Handling Procedures











· For private sales user, technician upon installation should collect the price of ECU and 3 months service fee as well as direct debit authorisation (i.e. $2,500 & $150 accordingly).

· For private rental user, 3 months rental and service fee & deposit (i.e. $600) as well as direct debit technician upon installation will collect authorisation.

· When cash/cheque are collected by technician/Homevisitor an authorised person from Finance Department should collect the fees by signing the logbook upon the presentation of fees.

· All fee received should be banked in Association account in the afternoon every working day.

· Autopayment should be activated in the last week every month.  It should be activated quarterly at the first time & monthly thereafter.

· Official receipt will be sent by Clerk to users upon the received of fees.

K.3.
Donation Received Procedures


· For any kind of donation activity requires cash counting, it is required that at least two persons and present from the starting of the unlock of Donation Box to the completion of the cash counting procedures.

· Donation receipt will be issued to donor upon the received of donation and sent by PR Department.
L.
Payment

L.1.The meaning of “cost-effectiveness” and “efficiency”

· Cost-effectiveness can save or make a considerable amount of money in comparison with the costs involved such as the ratio of surplus to expenses of fundraising activity would be fixed at $7 to $1.

· Efficiency is the quality of being able to do a task successfully and without wasting time, energy or money.  For Example, value for money with good quality and service of recurrent expenses.

L.2.
Selection of Suppliers

The following are the consideration for selection of suppliers.

1. Cost of goods / services

2. Quality of goods / services

3. Punctuality of the work completion / delivery

4. Reliability of the suppliers

5. Goodwill of the suppliers

6. Creditability of the suppliers

7. Profile of customers from the suppliers / Previous service record

L.3.
Authorization

Particular
Limit
Payment Method

EXCOM (any two of five authorised signatures)
≧ HKD20,000
Cheque

Executive Director
≦ HKD20,000
Cheque

Department Head
HKD500 ≦ HKD2,000
Cheque

Department Head
≦ HKD500
Petty Cash Reimbursement

L.4.
Cheque Requisition

· Cheque requisition for any amount above HKD500 by using Cheque Requisition Form.

· The Cheque will be mailed to supplier if no further instruction.

· Indicate the payment terms if necessary

· Write down the required date and the cost Centre to be charged.

L.5.Purchase Order

· For cost over $1,000, Purchase Order is requested.

· For cost over $2,000, 2 verbal quotations are requested.

· For cost over $5,000, 3 written quotations are requested.

· For those verbal or written quotation requested, the requesting department needs to locate for quotations and attached to this requisition form.

L.6.
Petty Cash Reimbursement

· Petty Cash Reimbursement is for any purchase that is less than or equal to HKD500, or the monthly settlement on transportation and telephone allowance.

· Fill in Petty Cash Voucher and attach the relevant invoice or receipts with the approval from department head, then send to FD for checking on/before 3rd & 22nd every month.

L.7.
Payroll

Payroll is prepared by FO and approved by ED & endorsed by the Chairman of EXCOM.  Autopayment pays salary & wages on the last day every month.  However, Cheque is issued for staff in the month of newly joint and resignation and for those short term/part-time staff as well.

M.
STOCKTAKING


Stocktaking should be taken place at the end of each month on testing basis.  I & M Department have the responsibility to carry out full check of the inventory monthly.

J. ANNUAL AUDIT

Procedures for annual audit: -

· Appoint a qualified auditor for annual audit with reference to the Article of Association.

· FD prepares the following information for auditing:-

1. Balance Sheet

2. Profit and Loss Account

3. Minutes for EXCOM meeting

4. Vouchers and Supporting

· Conduct field audit from the Certified Public Accountants Firm

· Issue of drafted Financial Statement by the Auditor

· Approval by ED

· Approval by EXCOM

· Issue of Final Audited Accounts and Auditor’s Report

· Publication of Annual Report containing Audit Report

O.
PARTNERSHIP WITH OTHER DEPARTMENTS

O.1

Diagram for the Partnership with other Departments
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# stands for information input to FD while * stands for output from the FD.

P.
CONTINGENCY PLAN OF THE DEPARTMENT

1. Break in by thief as a result of petty cash loss

· If there is any doubt of break in by thief, staff has to report to FO and if necessary, call for policy.

2. Deposit loss on the way to Bank

· Staff should report to FO and call for policy.  Moreover, insurance is covered for the amount of not exceeding HKD20, 000.  Any supporting for the robbery such as policy record should be collected for the claim of loss.
3. Absence of officer in the department

· If the officer is absent, both general clerk and accounts clerk should report duty to Administration & Social Work Officer for any query.

Q.
GLOSSARY

Abbreviation
General Form

Assn.
Association

C/A
Current Account

ED
Executive Direct

EXCOM
Executive Committee

FD
Finance Department

FO
Finance Officer

HA
Housing Authority

HKB
Hong Kong Bank

HS
Housing Society

I & M
Installation & Maintenance

PR 
Public Relation 

S/A
Savings Account

SCCB
The China & South Sea Bank, Ltd.

SWD
Social Welfare Department

R.
INDEX OF FINANCIAL FORMS/APPENDIX

Code No
Particulars

FIN/FORM1
Asset/Renovation Requisition Form

FIN/FORM2
Purchase Order

FIN/FORM3
Cheque Requisition Form for Payment

FIN/FORM4
零用金申請表

FIN/FORM5
Cash Counting Form 

FIN/FORM6
籌款活動 - 申請支數表

FIN/FORM7
舟車費月結表

FIN/FORM8
客戶備忘錄

APPENDIX1
Trial Balance

APPENDIX2
Profit & Loss Financial Report

APPENDIX3
Balance Sheet

APPENDIX4
Cashflow Report

APPENDIX5
Annual Budget

APPENDIX8
Invoice – HKHA

APPENDIX9
Invoice – HKHS

APPENDIX10
付款通知書 – SWD

APPENDIX11
Notification for Settlement – SWD

APPENDIX12
Notification for Contract Stopped – SWD

APPENDIX13
繳費備忘 

APPENDIX14
Direct Debit Authorisation

APPENDIX15
服務使用者付款通知書

APPENDIX16
Form to Credit Card Center

APPENDIX17
List of Suppliers
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