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Equal Opportunities (Sexual Orientation) Funding Scheme 2011 - 12
Financial Report

Project No.

:       S888        

Project Name 
:       No More Sexual Orientation Discrimination Series         

	Income

	Sources
	Amount ($)

	1. Advance payment by Constitutional and Mainland Affairs Bureau 
	9,500.00

	2. Fees collected from participants
	0.00

	3. Contribution from the organisation
	154.00

	4. Other sponsorship (Please provide the name and contact information of sponsor(s))
	0.00

	5. *Remainder of the approved sponsorship to be reimbursed / Balance to be returned to Constitutional and Mainland Affairs Bureau
	9,500.00

	^Total:
	19,154.00


* Delete as appropriate.

	Expenditure

	Description
	Agreed Estimated Expenditure ($)
	Actual Expenditure ($)
	Receipt

Serial No.
	Remarks#

	Programme A:

Exhibition
	
	
	
	

	(1)  Publicity
	500.00
	488.00
	A1.1 – A1.3
	

	(2)  Prizes (100 pcs)
	2,000.00
	2,000.00
	A2.1 – A2.4
	

	(3)  Printing (1,300 copies)
	800.00
	675.00
	A3.1 – A3.8
	

	(4)  Volunteers Allowance (25p)
	1,000.00
	1,000.00
	A4.1 
	

	(5)  Refreshment
	400.00
	413.60
	A5.1 – A5.3
	

	Sub-total
	4,700.00
	4,576.60
	
	


	Description
	Agreed Estimated Expenditure ($)
	Actual Expenditure ($)
	Receipt

Serial No.
	Remarks#

	Programme B:

Seminars 


	
	
	
	

	(1)  Hire of venue
	1,500.00
	2,000.00
	B1.1
	The proposed venue was not available and had to reserve another venue charging higher fees

	(2)  Speakers’ Fees (5p)
	1,500.00
	1,500.00
	B2.1 – B2.12
	

	(3)  Stationery
	1,100.00
	1,050.00
	B3.1 – B3.15
	

	Sub-total
	4,100.00


	4,550.00
	
	

	Programme C:

Handbook


	
	
	
	

	(1)  Printing (500 copies)
	5,000.00
	5,110.00
	C1.1 – C1.3
	

	(2)  Typesetting
	2,000.00
	2,200.00
	C2.1 – C2.2
	

	(3)  Stationery
	1,100.00
	947.70
	C3.1 – C3.4
	

	(4)  Postage ($1.4 x 800)
	1,300.00
	1,225.00
	C4.1 – C4.5
	

	(5)  Travelling Expenses for information gathering
	800.00
	544.70
	C5.1 – C5.10
	

	Sub-total
	10,200.00
	10,027.40


	
	

	^Total:
	19,000.00
	19,154.00


	
	


^
Total income and total actual expenditure should be the same.

#
Reasons must be given in the “Remarks” column should the actual expenditure of an individual item exceed the agreed estimated budget by more than 20%.

Reimbursement

I hereby certify that the above income and expenditure items are correct and wish to *apply for reimbursement of the remainder of the approved sponsorship / return the balance of the advance payment as follows:-

	Total approved sponsorship by Constitutional and Mainland Affairs Bureau
	  $19,000.00

	Advance payment received
	   $9,500.00

	Remainder of the approved sponsorship to be reimbursed
	   $9,500.00

	Balance of the advance payment to be returned to Constitutional and Mainland Affairs Bureau
	       $0.00

	Total actual sponsorship from Constitutional and Mainland Affairs Bureau
	

$19,000.00


*Please arrange payment of the remainder of the approved sponsorship to the following organisation by a crossed cheque payable to:
    Anti-Discrimination Association                             

* I attach a cheque in an amount of HK$          payable to “The Government of the Hong Kong Special Administrative Region”.

	Name :   CHAN Tai Man    *(Mr./Mrs./Miss)   Position :  Person-in-charge of the project
Contact No :     2345-XXXX            Fax No :      2435-XXXX         

Date :    10 February 2012                Signature :     
         
Name of Organisation :   Anti-Discrimination Association                          

Address :     3/F, 123 Lockhart Road, Wan Chai, Hong Kong                       


                                                        (Official Chop)


*Delete as appropriate.



Equal Opportunities (Sexual Orientation) Funding Scheme
Points to Note when Preparing Financial Report
(1) Each item of expenditure item must be supported by the original receipts. 

(2) Invoices, delivery notes or quotations are not regarded as proof of payment. 

(3) Every receipt must be issued in Hong Kong.

(4) All receipts are to be properly fixed on A-4 sized paper for easy record (recycled paper can be used) and certified by either the Person-in-charge of the project or the Responsible person of the organisation and stamped with the organisation’s chop. The name and signature should be the same as those provided in the project proposal.  Below is a sample -

	
	
	A1.1

	
	CHI WAI STATIONERY

Tel: 2549-7854

2B, 3/F, Yau Oi Centre, Tuen Mun

Official Receipt

No.: 326578

14-10-2011
White card   50 pcs 
$100.0

Total: $100.0


	

	
	‘

	


(5) On rare occasion where no receipt is really available (e.g. a purchase from the market), items concerned should all be detailed on a separate sheet and certified either by the Person-in-charge of the project or Responsible person of the organisation with the inclusion of the following statement -

“I certify that $        
 was used for the purchase of the above/ following items used for the 

(project/event). No receipt is available for these items.

Signature :_________________________

Name :____________________________

Official Chop : _____________________

Date :_____________________________ 
(6) For payment to services provided by an individual who may not provide an official receipt, a confirmation of his receipt of the payment by showing his full name, ID no. and signature as follows is required -

“I, TSE Siu-man (ID No. G123456 [7]), have received $300 from Anit-Discrimination Association, being the payment for the rental charges of a set of slides from 1 to 30 November 2011.”

	           XXX

	  (TSE Siu-man)


Date : ___________________

(7) In case a receipt does not show sufficient information of the company/purchased items, you need to supplement those basic details (e.g. name and address of the company, a brief description of the item, etc).

(8) For payment involving the same service provided by a number of individuals, e.g. volunteer helpers, please show their confirmation of receipt by a table as below –
	Acknowledgement of Receipt of Volunteer Allowances

for the service provided on the Video Showing Night on 9.9.2011

	Name of Recipient
	HKID No.
	Amount ($)
	Signature

	
	
	
	

	
	
	
	


(9) Travelling expenses may be reimbursed only if they arise directly from the project and the form of transport used is the cheapest available on each occasion.  For claiming travelling expenses, details must be given as follows –
	Name of Recipient
	HKID No.
	From

(Place)
	To

(Place)
	Date
	Mode of Transport
	Fare ($)
	Purpose (Brief Description)
	Signature

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


(10) Taxi fares will be reimbursed only in exceptional circumstances, if supported by valid justifications.  Receipt must be attached and details should be given using the table in point (9) above.  

(11) If a particular receipt involves only partial sponsorship, please specify by stating, for example, “Only $300 out of $500 is subsidised by the Constitutional and Mainland Affairs Bureau”, to facilitate the checking of the account statement.
＊＊＊
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