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Cash collection


 
Cheques collection



1. Two members of the Association are assigned to handle cash receipts, one is responsible for collecting cash and the other one is responsible for updating Cash/Cheques Collection register (“register”) (Appendix 1),
2. At the end of each day, the responsible persons should perform physical count of cash received and reconcile with the register.  Both should sign on the register after reconciliation,
3. Any discrepancies must be investigated, rectified and recorded,
4. Deposit total cash received on the same day, otherwise, keep the cash in a safety place and then deposit it on the following day.


1. Two members of the Association are assigned to handle cheques collection process, one should collect cheques and the other one update the register,
2. One responsible person should ensure correct information including amount and date are stated on the cheques which must be ‘crossed’ and made payable to ‘The Education University of Hong Kong’,
3. At the end of each day, the responsible persons should count the cheques received, reconcile them with the register and sign the register after all discrepancies have been rectified,
4. Deposit the cheques promptly in University’s account with Bank of East Asia.


	

Expenditure for ActivitiesThe Association has to pass the register and original bank deposit slip to its affiliated Department (“Department”) promptly after the activity.

Deposit cash in University’s account with Bank of East Asia, account no.: 
015-195-25-00002-0 and keep the bank deposit slip as supporting.

After checking with the register to the bank deposit slip, the Department should submit the documents with income memo and charging code to FO within one month after the activity.


Single purchase of goods and services value >$5,000


Yes
No

Subject to approval by the Department, the Association can either settle payment through the Department by:
1. submission of activity income and expenditure report (“report”) on completion of activity with expenditure supporting for lump-sum claim of expenditure reimbursement, or 
2. preparation of payment form (Appendix 4)  to settle the expenditure on demand.

The Association has to prepare Purchase Requisition form (“PR”) (Appendix 2) and forward it to the Department for approval and further action with reference to next flow chart on ‘Purchase of Goods and Services’.



Department has to sign the Good Received Notes (GRN) (Appendix 3) upon goods received and submitted the GRN to Business Service Section of the FO for process.





FO makes payment with reference to approved GRN. 
(Remarks: For case of incomplete documentation, the Association has to provide justification(s) for consideration by the Department and then be submitted to FO for arranging payment if justification is accepted.)


FO makes payment with reference to properly approved and supported report from the Department.





Purchase of Goods and Services

With assistance from the Department, the Association has to prepare payment claims regarding Single Purchase Value Quotations as follows:
	Single purchase value
	Action

	≦ $5,000
	settle direct purchase by payment form

	＞$5,000
	has to submit PR to Business Service Section of FO**



** Notes to PR issuance
· allow reasonable time to process PR,
· provide functional specifications in general terms,
· provide an estimated amount for the purchase in the PR,
· don’t confirm order for goods/services before proper purchasing approval is obtained,
· don’t split purchases: by dividing purchases into installments or by reducing the usual duration of contracts,
· properly complete the fields in PR.
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Appendix 3
Good Received Notes  
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Appendix 4
Payment Form 
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Microsoft_Excel_97-2003_Worksheet2.xls
Sheet1

		The Education University of Hong Kong

		Cash/Cheque Collection Register

		Activity:												Page _______ of ________

		Date of collection:

				For Cheques										(To be completed only when receipt is required)

		Cash (Ö)		Cheque No		Bank		Name of payer		Payer's contact phone number		Amount (HK$)		Address of Payer

		The Education University of Hong Kong

		Cash/Cheques Collection Register - Reconciliation

		Activity:												Page _______ of  _________

		Date of collection:

		Income received is to be charged to Charging Codes:

		Reconciliation of fund collected:

		From Cash/Cheques Collection Register (in HK$)								From physical count of cash/cheques (in HK$)								Discrepancies (in HK$)

		Total cash amounts:								Total cash amounts:

		Total no. of cheques:								Total no. of cheques:

		Total cheque amounts:								Total cheque amounts:

		(Note: The total number of cheques and the total cheque amount from physical count should be the same as what has recorded in the Cash/Cheques Collection Register.  The total amount of cash from physcial count shoud be equal  to what has recorded in the Cash/Cheque Collection Register.)

		Signature:						Signature:

		Student Name:						Student Name:

		Date:						Date:

		(To be signed by the two students responsible for collecting the cash/cheques.)
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Date of collection:
[For Cheques [(To be completed only when receipt 1s required)
[Payer's contact
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‘The Education University of Hong Kong
Cash/Cheques Collection Register - Reconciliation

Activity:
Date of collection:
Income received is to be charged to Charging Codes:

Reconciliation of fund collected:
From Cash/Cheques Collection Register (in HKS)

Total cash amounts:

Total no. of cheques:

Total cheque amouts:

Page of

From physical count of cash/cheques (in HKS) Discrepancies (in HKS)

Total cash amounts:

Total no. of cheques:
Total cheque amouts:

(Note: The total mumber of cheques and the tofal cheque amount from physical count should be the same as what has recorded in the Cash/Cheques Callection
Register. The total amount of cash from physcial count shoud be equal to what has recorded in the Cash/Cheque Collection Register)

Signature: Signature:
Student Name: Student Name:
Date: Date:

(To be signed by the two students responsible for collecting the cash/cheques.)
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Purchase Requisition Form.pdf
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Goods Receiving Note.pdf
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FO2 (05_16)

		[bookmark: _GoBack]THE EDUCATION UNIVERSITY OF HONG KONG



		PAYMENT FORM





 

		Payee’s Name (Supplier/Non-staff)     OR

		

		

		For Finance Office use only

		Batch No.



		Payee’s Name (Staff)

		

		Staff No. (Note 1)

		

		

		

Input by          ________________________

Checked by     ________________________

Approved by    _______________________

Doc. No.         ________________________

		

Date _____________________

Date _____________________

Date _____________________

Date _____________________



		Address

		



		

		

		



		Tel No



.



		

		

		

		



		Invoice:

		No.

		Date

		

		

		







		Charging Code

		

Particulars

		Amount



		Fund

		Account

		Budget Holder

		Activity

		

		Currency

		Amount

		Exchange Rate

		HK$



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		Total Amount

		

		



		





		

		Notes

1. Please fill in staff no. for staff reimbursement claim.

2. In case original invoice(s) is received by email, the Certifying and Authorizing Officers would certify that this is the only payment request.

3. Claimants cannot approve their own claims.  Supervisor / Line Manager’s approval is needed when the claimant is the budget holder.

4. Invoice(s) has to be submitted for payment processing as soon as practicable upon receipt.

5. For payment by telegraphic transfer, please state if the bank charge is to be paid by the EdUHK or the recipient. If it is paid by the EdUHK, please state the charging code.

6. To save paper, please consider to print this form on both sides of paper 



		

		Signature ___________________________________________________________

          Certifying Officer (Note 2)

                    *I declare that I have no conflict of interest relate to this payment                      



		



		Name & Designation : _________________________________________________

	 

Office Tel. No.: _________________________　Date : ______________________



		







		



		

		

Signature ___________________________________________________________

                                                      Authorizing Officer

                               (Head of Budget Unit / Line Manager)  (Note 2 & 3)

　               *I declare that I have no conflict of interest relate to this payment        

		

		簽署Signature _______________________________________________________

                      授權人員 (賬項主管) Authorizing Officer

(Head of Budget Unit / Line Manager)  (Note 2 & 8)

　 *I declare that I have no conflict of interest relate to this payment                      



		Name & Designation : _________________________________________________



Office Tel. No.: _________________________ Date : _______________________

		

		姓名及職位Name & Designation : _______________________________________

辦事處電話號碼                                                 日期

Office Tel. No.: _________________________ Date : ________________________







		










		付款申請表 - 有關個人資料(私隱)條例備註 

Notes Relating to Personal Data (Privacy) Ordinance - Payment Form





I.	收集目的

	Purpose of Collection



財務處將會使用付款申請表所收集的個人資料作下列用途：

The personal data collected in payment form will be used by Finance Office for the following purposes:



1. 付款安排；

payment arrangements;

2. 提供資料予稅務局，如稅項申報；或予其他於個人資料(私隱)條例中豁免的資料使用者；

data supply, e.g. tax returns, to the Inland Revenue Department and other data user who will be exempted under the Personal Data (Privacy) Ordinance;

3. 與預算、成本、統計及核數有關的用途。

activities relating to budget, costing, statistics and audit.





II.	查閱個人資料

	Access to Personal Data



根據個人資料(私隱)條例，填表人有權查閱個人資料，包括有權取得付款申請表所收集的個人資料副本一份，及有權修正有關的個人資料。要求查閱資料需繳付指定費用，收費額以提出要求時為準。

You have right to access including the right to obtain a copy of your personal data provided on payment form and right of correction with respect to personal data of the Personal Data (Privacy) Ordinance.  A standard fee will be charged for data access request at the rate prevailing at the time of request.





III.	查詢或要求

	Enquiries or Requests



有關個人資料，可向人力資源處查詢及要求修正或查閱。有關付款資料，可向財務處查詢及要求修正或查閱。

Enquiries and requests for correction or access of data regarding personal details can be forwarded to Human Resources Office while those regarding payment can be forwarded to Finance Office.
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Microsoft_Word_Document2.docx
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		[bookmark: _GoBack]THE EDUCATION UNIVERSITY OF HONG KONG



		PAYMENT FORM





 

		Payee’s Name (Supplier/Non-staff)     OR

		

		

		For Finance Office use only

		Batch No.



		Payee’s Name (Staff)

		

		Staff No. (Note 1)

		

		

		

Input by          ________________________

Checked by     ________________________

Approved by    _______________________

Doc. No.         ________________________

		

Date _____________________

Date _____________________

Date _____________________

Date _____________________



		Address

		



		

		

		



		Tel No



.



		

		

		

		



		Invoice:

		No.

		Date

		

		

		







		Charging Code

		

Particulars

		Amount



		Fund

		Account

		Budget Holder

		Activity

		

		Currency

		Amount

		Exchange Rate

		HK$



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		

		



		



		

		Total Amount

		

		



		





		

		Notes

1. Please fill in staff no. for staff reimbursement claim.

2. In case original invoice(s) is received by email, the Certifying and Authorizing Officers would certify that this is the only payment request.

3. Claimants cannot approve their own claims.  Supervisor / Line Manager’s approval is needed when the claimant is the budget holder.

4. Invoice(s) has to be submitted for payment processing as soon as practicable upon receipt.

5. For payment by telegraphic transfer, please state if the bank charge is to be paid by the EdUHK or the recipient. If it is paid by the EdUHK, please state the charging code.

6. To save paper, please consider to print this form on both sides of paper 



		

		Signature ___________________________________________________________

          Certifying Officer (Note 2)

                    *I declare that I have no conflict of interest relate to this payment                      



		



		Name & Designation : _________________________________________________

	 

Office Tel. No.: _________________________　Date : ______________________



		







		



		

		

Signature ___________________________________________________________

                                                      Authorizing Officer

                               (Head of Budget Unit / Line Manager)  (Note 2 & 3)

　               *I declare that I have no conflict of interest relate to this payment        

		

		簽署Signature _______________________________________________________

                      授權人員 (賬項主管) Authorizing Officer

(Head of Budget Unit / Line Manager)  (Note 2 & 8)

　 *I declare that I have no conflict of interest relate to this payment                      



		Name & Designation : _________________________________________________



Office Tel. No.: _________________________ Date : _______________________

		

		姓名及職位Name & Designation : _______________________________________

辦事處電話號碼                                                 日期

Office Tel. No.: _________________________ Date : ________________________







		










		付款申請表 - 有關個人資料(私隱)條例備註 

Notes Relating to Personal Data (Privacy) Ordinance - Payment Form





I.	收集目的

	Purpose of Collection



財務處將會使用付款申請表所收集的個人資料作下列用途：

The personal data collected in payment form will be used by Finance Office for the following purposes:



1. 付款安排；

payment arrangements;

2. 提供資料予稅務局，如稅項申報；或予其他於個人資料(私隱)條例中豁免的資料使用者；

data supply, e.g. tax returns, to the Inland Revenue Department and other data user who will be exempted under the Personal Data (Privacy) Ordinance;

3. 與預算、成本、統計及核數有關的用途。

activities relating to budget, costing, statistics and audit.





II.	查閱個人資料

	Access to Personal Data



根據個人資料(私隱)條例，填表人有權查閱個人資料，包括有權取得付款申請表所收集的個人資料副本一份，及有權修正有關的個人資料。要求查閱資料需繳付指定費用，收費額以提出要求時為準。

You have right to access including the right to obtain a copy of your personal data provided on payment form and right of correction with respect to personal data of the Personal Data (Privacy) Ordinance.  A standard fee will be charged for data access request at the rate prevailing at the time of request.





III.	查詢或要求

	Enquiries or Requests



有關個人資料，可向人力資源處查詢及要求修正或查閱。有關付款資料，可向財務處查詢及要求修正或查閱。

Enquiries and requests for correction or access of data regarding personal details can be forwarded to Human Resources Office while those regarding payment can be forwarded to Finance Office.
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DA Cash & cheque collection register.xls
Sheet1

		The Education University of Hong Kong

		Cash/Cheque Collection Register

		Activity:												Page _______ of ________

		Date of collection:

				For Cheques										(To be completed only when receipt is required)

		Cash (Ö)		Cheque No		Bank		Name of payer		Payer's contact phone number		Amount (HK$)		Address of Payer

		The Education University of Hong Kong

		Cash/Cheques Collection Register - Reconciliation

		Activity:												Page _______ of  _________

		Date of collection:

		Income received is to be charged to Charging Codes:

		Reconciliation of fund collected:

		From Cash/Cheques Collection Register (in HK$)								From physical count of cash/cheques (in HK$)								Discrepancies (in HK$)

		Total cash amounts:								Total cash amounts:

		Total no. of cheques:								Total no. of cheques:

		Total cheque amounts:								Total cheque amounts:

		(Note: The total number of cheques and the total cheque amount from physical count should be the same as what has recorded in the Cash/Cheques Collection Register.  The total amount of cash from physcial count shoud be equal  to what has recorded in the Cash/Cheque Collection Register.)

		Signature:						Signature:

		Student Name:						Student Name:

		Date:						Date:

		(To be signed by the two students responsible for collecting the cash/cheques.)



&C&P




