[在此鍵入]
[在此鍵入]
[在此鍵入]


Annex E

Detailed Payment Arrangements for Projects Implemented by Non-governmental Organisations (NGOs) and District Offices (DOs),
District Councils (DCs) or Committees / Working Groups (C/WGs) under

DOs/DCs in collaboration with NGOs
1. Advance Payment 

(a) 
To assist a grantee
 in meeting the initial outlay of a project and cash flow requirements, the Director of Home Affairs (DHA) or his/her authorised officers may, prior to the implementation of the project, recommend that a single advance payment of not exceeding 50% of the approved project fund be made to the grantee upon written application.  In receiving the advance payment, the authorised person of the grantee will be required to sign an undertaking at Appendix I. 

(b) 
DOs will monitor the progress of the project upon release of an advance payment and remind the grantee to clear the advance payment by submitting certified official receipts
 to account for the expenditure incurred as early as practicable.   
(c) 
If, subsequent to the receipt of the advance payment, the project has not been held or was delayed beyond the scheduled implementation date, the grantee will be required to return the advance payment to the Government immediately unless it can provide acceptable explanations to the DO.

(d) 
Further, if the grantee fails to submit the certified official receipts, final report (see paragraph 7.1 of the Funding Guide on Community Involvement Programme (the Funding Guide)), income and expenditure statement of the project (at Appendix II), and/or any other necessary information to the DO within two calendar months after the completion of project or from the date of DO’s notice (whichever is earlier), DO reserves the right to demand from the grantee an immediate return of all or part of the advance payment. 
2. Partial Reimbursements 

Irrespective of whether it has received an advance payment, a grantee may apply for up to two partial reimbursements of CI fund before the completion of the project.  The aggregated amount of funds to be given out for each project prior to its completion should not exceed 90% of the approved project fund.  In applying for reimbursement, the grantee should submit an up-to-date income and expenditure statement (see paragraph 4 below) together with supporting receipts2 duly certified correct by the authorised person or designated officer-in-charge of the project for checking purposes.

3. Final or One-off Reimbursement
One-off reimbursement of grant, or the balance of grant where advance payment and partial reimbursements have been made, will be given to the grantee on completion of the project.  To apply for final or one-off reimbursement, the grantee must submit an itemised income and expenditure statement (see paragraph 4 below) with all supporting receipts2 and a final report to the DO for processing within two months upon completion of the project.  The amount of advance payment, reimbursement(s) and expenditure incurred should be completely and accurately recorded in the income and expenditure statement.  Reimbursement will be made when the income and expenditure statement and final report (see paragraph 7.1 of the Funding Guide) are accepted by the DO.

4. Income and Expenditure Statement

(a) 
The format of the income and expenditure statement referred to in paragraphs 2 and 3 is at Appendix II.  Unless specified otherwise in paragraphs 4(b) and (c) below, a grantee is normally required to submit the original copy of the supporting receipts2 for the expenses incurred together with the income and expenditure statement to the DO, except for Central Administrative Overheads
.  For the avoidance of doubt, irrespective of whether the items are financed by CI fund, receipts are required for all items shown on the income and expenditure statement unless otherwise specified.
(b) 
Where the approved project fund exceeds $600,000, the income and expenditure statement submitted by the grantee should be supported by a report of an agreed-upon procedures engagement
 conducted by a certified public accountant (practising) (CPA) or a corporate practice within the meaning of the Professional Accountants Ordinance (Chapter 50).  As an alternative to providing supporting receipts2 as required in paragraph 4(a) above, the grantee could ask for the CPA report to include a statement that all expenses incurred are within the ambit of CI fund and in compliance with the CI fund guidelines set out in the Funding Guide and imposed by the DHA or his/her authorised officers.  Provided that the arrangement will not entail unreasonable costs to be met from CI fund, the DO may accept the submission of such a report and waive the requirement of providing supporting receipts2.  

(c) 
For projects with an approved project fund of $600,000 or less, a grantee is not compulsorily required to submit a CPA report.  However, the grantee may choose to submit one containing a statement that all expenses incurred are within the ambit of CI fund and in compliance with the CI fund guidelines set out in the Funding Guide and imposed by the DHA or his/her authorised officers instead of providing supporting receipts2 as required in paragraph 4(a) above.  DO may consider each case having regard to the specific requirements of the project and paragraph 4(d) and decide whether to accept the CPA report as a valid supporting document for reimbursement purposes.  

(d) 
Where an auditor is engaged, the amount to be spent on audit fee should normally not exceed 2% of the approved project fund.  The amount of audit fee should be clearly stated in the proposed budget for DO’s consideration.

(e) 
A specimen of the CPA report is at Appendix III (The specific procedures mentioned in the fourth section “Procedures and Findings” must be included in the CPA report and shall not be amended).  All receipts2 related to the expenditure of CI fund, if not submitted to the DO for reimbursement purposes, shall be kept by the grantee properly for five years5 for inspection by the Government as and when necessary.  

5. Projects with Cross-year Commitments
(a) 
For projects with cross-year commitments, the advance payment and partial reimbursement(s) (see paragraphs 1 and 2 above) will be made yearly based on the amount of approved grant for each year of project implementation.  In other words, a grantee may obtain a maximum of 90% of the approved project fund for each year of project implementation.  The payment of the final 10% of the total approved grant will only be made after receipt of the income and expenditure statement and final report from the grantee.

(b) 
To apply for advance payment in the second and subsequent years of project implementation, the grantee shall note the following –


(i) it must submit a claim for reimbursement of expenses incurred in the preceding year together with an up-to-date income and expenditure statement and supporting receipts2; and 

(ii) the exact amount of advance payment to be made each year will be determined by DHA or his/her authorised officers concerned, having regard to the spending position of the grantee and the latest cash flow requirement in the second or subsequent year, if any. 

6. Bank Accounts for Payments of CI Fund 
(a) 
All payments of CI fund (including advance payment and reimbursement) should be credited to the bank account opened in the name of the grantee.  Where practicable, grantees are advised to maintain a project ledger (sample at Appendix IV) recording receipts/payments and balance for each project to facilitate the preparation of the Income and Expenditure Statement.  In addition, grantees should note the following in managing their bank account -

(i) unspent balance of the grant (save for petty cash) should be kept at all times in the bank account;  

(ii) bank interest generated from the grant, if any, should be regarded as income of the project and should not be used for other purposes outside the project;   

(iii) no bank surcharges or negative interest should be charged to the grant; and  

(iv) the grantee should be required to keep the bank statements and other financial and accounting documents in relation to the project for five years5 for inspection by the Government as and when necessary.

(b) 
In the event that C/WGs under DCs/DOs maintain a bank account, the bank signatories are advised to observe the following –
(i) there may be a maximum of five bank signatories, with two signatories being required for each cheque;

(ii) they need to be satisfied that the expenditure is properly incurred against the approved budget before a cheque is prepared to settle bills;

(iii) they need to arrange to record the receipt of cheque books from the bank and the issue of cheques in a register;

(iv) they need to handle spoiled cheques properly, e.g. endorse cancelled on the spoiled cheque and affix it to the counterfoil in the cheque book; and

(v) in addition to maintaining the bank account as mentioned in paragraph 6(a), they need to keep a petty cash book and prepare monthly bank reconciliation statements for the bank account (sample petty cash book and reconciliation statement at Appendices V and VI respectively).  

7. Others 
DHA or his/her authorised officers reserve the right to withhold any further payment and/or demand from the grantee an immediate return of all or part of the payment made to the grantee should the grantee fails to submit the information (such as certified official receipts, final report, income and expenditure statement, supplementary proof and etc.) as requested in the Funding Guide or by respective DO within a reasonable time (such as two calendar months from the completion of project or from the date of DO’s notice, whichever is earlier).
To:
The Government of the Hong Kong Special Administrative Region
(Attn.: District Officer (Tai Po))

Undertaking of Receipt of Advance Payment for 
Project Financed by Community Involvement (CI) Fund

In consideration of you agreeing to pay to us a sum of $ 


 as the advance payment for 


 to finance the following project – 







(year)
Project Name and No.


:
____________________________

Venue





:
____________________________

Implementation Date/Period
:
____________________________


we hereby undertake to –
(i)
carry out the above project in accordance with the approved work plan, the implementation date/period and the terms and conditions specified by your office and the conditions specified in the application form;

(ii)
clear the advance payment by submitting the certified official receiptsNote to account for the expenditure incurred as early as practicable; 

(iii)
report to you immediately when there is a substantial change in work schedule or cashflow requirement from the original approved plan which may affect the subsequent payments (including advance payment) to be made to us; 

(iv) submit to you a final report and an income and expenditure statement of the project together with supporting receiptsNote/ a report from a certified public accountant (practising)* within two calendar months after the completion of the project; and

(v)
return the unspent balance of the advance payment, if any, to the Government immediately.


We agree and accept that should we fail to observe items (i) to (v) set out above, we shall be liable to repay to the Government the full amount of the advance payment of $_________________ immediately.  We also understand that our failure to observe items (i) to (v) may result in our future applications for CI fund being rejected.

Dated the 


 day of 


 20


.

	SIGNED by:
	
	

	Name of Authorised Person :
	
	

	Post :
	
	

	For and on behalf of :
	
	

	
	(Name of grantee)
	


Note :
A receipt submitted for reimbursement purposes must bear the date of purchase and full description of the individual expenditure items.  Otherwise, supporting documents such as invoices and billing statements showing the aforesaid details are to be submitted to supplement the receipt.

* Delete as appropriate
Purposes of Collection

1. The personal data provided by means of this form will be used by the Home Affairs Department for the purposes of handling matters relating to the use of CI fund as well as promoting community involvement activities and public participation in community affairs.

Classes of Transferees

2. The personal data provided by means of this form may be disclosed to other Government departments, bureaux and relevant persons and bodies for the purposes mentioned in paragraph 1 above.

Access to Personal Data

3. The responsible officer(s) of the organisation has/have a right of access and correction with respect to personal data as provided for under the Personal Data (Privacy) Ordinance (Cap. 486).  The right of access includes the right to obtain a copy of the data subjects’ personal data provided by this form.

Enquiries

4. Enquiries concerning the personal data collected by means of this form, including access to and correction of the personal data, should be addressed to –

	District Secretary

	
	

	Tai Po District Office

	
	

	2654 1262


ILLUSTRATIVE
EXAMPLE
Income and Expenditure Statement
Application for Partial/Final Reimbursement of 
Community Involvement Fund (CI Fund)*
Part A:
Basic information

	Name of Grantee:
	ABC Committee

	Project Name:
	香港古蹟考察團

	Project Number:
	000001

	Project Implementation/ Commencement Date:
	1.4.2011

	Project End Date:
	31.5.2011

	Total Approved Project Fund:
	$40,000

	Approved Project Fund for Current Year:
	$40,000

	Total Amount of CI Fund already Received:
	$22,500

	Nature of Current Claim and Amount :
	Partial (1st/2nd*)/ Final Reimbursement of Year 1/2/3/4* 
$17,000


Part B:
Income and Expenditure Statement as at 

31.05.2011


(dd/mm/yyyy)

	(A)
	Total Income (Details as per Attachment I)
	$5,000.00

	(B)
	Total Expenditure (Details as per Attachment II)
	$44,500.00

	(C)
	Total Amount to be met by CI Fund ($) 
(B) – (A)
	$39,500.00

	(D)
	Amount of CI Fund already received ($)
	

	
	Advance Payment
	$20,000.00

	
	1st Partial Reimbursement
	$2,500.00

	
	2nd Partial Reimbursement
	$0.00

	
	Total
	$22,500.00

	(E)
	Amount for application for reimbursement with supporting receipts* ($)
	$17,000.00

	(F)
	Amount for clearance of advance payment with supporting receipts* ($)
	$5,000.00

	
	Amount of advance payment already cleared
	$15,000.00

	(G)
	Surplus amount to be returned to the Government ($)    (D) – (C)
	Nil


* Delete as appropriate
Part C:
Certification by Authorised Person of Grantee

I certify that – 
(1)
the information provided above is correct and other sources of income including sponsorship and donation stated in Part B are complete without any omission;

(2)
the goods purchased have been received in good order and all the services detailed were considered reasonable and necessary to the project, and all expenditures are in compliance with the Funding Guide on Community Involvement Programme (the “Funding Guide”) and the terms and conditions imposed by the Director of Home Affairs (DHA) or his/her authorised officers;

(3)
the prices quoted and accepted for purchases of goods and services in the project are considered reasonable compared with the market prices; 

(4)
the expenditure listed in Part B is solely incurred for the use of the above mentioned project; and

(5)
the amount of Central Administrative Overheads claimed has not been covered by government subvention.

	Signature:
	
	

	Name:
	
	

	Post:
	
	

	Name of Grantee:
	
	

	Date:
	
	


For official use only
	The above has been checked and found to be in compliance with the Funding Guide and the terms and conditions imposed by the DHA or his/her authorised officers.
	
	I am satisfied that the information provided above are in compliance with the Funding Guide and the terms and conditions imposed by the DHA or his/her authorised officers.



	Signature :
	
	
	Signature :
	

	Name :
	
	
	Name :
	

	Designation^ :
	
	
	
	(ADO/SEO(DC))

	Date :
	
	
	Date :
	


^ Rank of the officer should be EOII or above or equivalent
Details of Income Items

	
	Item
	
	Number/ Quantity
	
	Unit Rate
($)
	
	Total Income
($)
	
	Original Estimated
Amount of Income
($)

	1.
	Participants’ fees
	
	100
	
	10
	
	1,000
	
	1,000

	2.
	Sponsor from

Mr. LEE Man
	
	1
	
	4,000
	
	4,000
	
	3,500

	3.
	
	
	
	
	
	
	
	
	

	4.
	
	
	
	
	
	
	
	
	

	5.
	
	
	
	
	
	
	
	
	

	6.
	
	
	
	
	
	
	
	
	

	7.
	
	
	
	
	
	
	
	
	

	8.
	
	
	
	
	
	
	
	
	

	9.
	
	
	
	
	
	
	
	
	

	10.
	
	
	
	
	
	
	
	
	

	11.
	
	
	
	
	
	
	
	
	

	12.
	
	
	
	
	
	
	
	
	

	13.
	
	
	
	
	
	
	
	
	

	14.
	
	
	
	
	
	
	
	
	

	15.
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	Total:
	
	5,000
	
	4,500


(As per Appendix II)

Details of Expenditure Items

	Item
	
	Receipt No.
	
	Total Expenditure
($)
	
	Amount to be Funded by

Other Source(s) of Income
($)
	
	Amount to be Financed by CI Fund
($)
	
	Original Approved Amount of CI Fund
($)

	Printing
	
	1
	
	2,000.00
	
	2,000.00
	
	Nil
	
	Nil

	Stationery
	
	2
	
	200.00
	
	200.00
	
	Nil
	
	Nil

	Coach
	
	3-10
	
	10,880.00
	
	2,480.00
	
	8,400.00
	
	8,900.00

	Lunch
	
	11-18
	
	26,000.00
	
	Nil
	
	26,000.00
	
	26,000.00

	Admission Fee
	
	19-26
	
	5,000.00
	
	Nil
	
	5,000.00
	
	5,000.00

	Miscellaneous
	
	27-33
	
	420.00
	
	320.00
	
	100.00
	
	100.00

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	44,500.00
	
	5,000.00
	
	39,500.00
	
	40,000.00


(As per Appendix II)

Purposes of Collection

1. The personal data provided by means of this form will be used by the Home Affairs Department for the purposes of handling matters relating to the use of Community Involvement Fund as well as promoting community involvement activities and public participation in community affairs.  The collection of the required data is obligatory and Applications with incomplete personal data as required above will not be considered.
Classes of Transferees

2. The personal data provided by means of this form may be disclosed to other Government departments, bureaux and relevant persons and bodies for the purposes mentioned in paragraph 1 above.

Access to Personal Data

3. The responsible officer(s) of the organisation has/have a right of access and correction with respect to personal data as provided for under the Personal Data (Privacy) Ordinance (Cap. 486).  The right of access includes the right to obtain a copy of the data subjects’ personal data provided by this form.

Enquiries

4. Enquiries concerning the personal data collected by means of this form, including access to and correction of the personal data, should be addressed to -

	District Secretary

	
	

	Tai Po District Office

	
	

	2654 1262


SPECIMEN
Report of an Agreed-Upon Procedures Engagement Conducted by 

a Certified Public Accountant (Practising) or a Corporate Practice within

the Meaning of the Professional Accountants Ordinance (Chapter 50)

AGREED-UPON PROCEDURES REPORT ON INCOME AND EXPENDITURE

To [Addressees]
Purpose of this Agreed-Upon Procedures Report and Restriction on Use and Distribution

Our report is solely for the purpose of assisting [Name of Grantee] in determining whether the Income and Expenditure Statement for the Community Involvement (CI) project [Name of Project] which was completed on [Date of completion of project] is compliant with the CI fund guidelines set out in the “Funding Guide on Community Involvement Programme” (the Funding Guide).  The report may not be suitable for another purpose or to be distributed to any other parties except that a copy of our report will be distributed to HAD. 

Responsibilities of the Engaging Party

[Name of Grantee] has acknowledged that the agreed-upon procedures are appropriate for the purpose of the engagement.

[Name of Grantee] (also the responsible party) is responsible for the subject matter on which the agreed-upon procedures are performed.

Practitioner’s Responsibilities

We have conducted the agreed-upon procedures in accordance with Hong Kong Standard on Related Services (HKSRS) 4400 (Revised), Agreed-Upon Procedures Engagements.  An agreed-upon procedures engagement involves our performing the procedures that have been agreed with [Name of Grantee], and reporting the findings, which are the factual results of the agreed-upon procedures performed. We make no representation regarding the appropriateness of the agreed-upon procedures.

This agreed-upon procedures engagement is not an assurance engagement. Accordingly, we do not express an opinion or an assurance conclusion. 

Professional Ethics and Quality Management

We have complied with the ethical requirements in [describe the relevant ethical requirements].  For the purpose of this engagement, there are no independence requirements with which we are required to comply.

Our firm applies Hong Kong Standard on Quality Management 1, Quality Management for Firms that Perform Audits or Reviews of Financial Statements, or Other Assurance or Related Services Engagements, which requires the firm to design, implement and operate a system of quality management including policies or procedures regarding compliance with ethical requirements, professional standards and applicable legal and regulatory requirements.

Procedures and Findings

We have performed the procedures described below, which were agreed upon with [Name of Grantee] in determining whether the Income and Expenditure Statement for the Community Involvement (CI) project [Name of Project] is compliant with the CI fund guidelines set out in the Funding Guide.

	
	Procedures
	Findings

	1
	We obtained and checked the additions of the Income and Expenditure Statement, and compared the items with the balances in the books and records prepared by [Name of Grantee] as at [Date].
	We obtained and found the Income and Expenditure Statement is in agreement with the books and records made available to us.

	2
	We checked the calculations of the Details of Income / Expenditure items and compared the balances to the supporting documents.
	We found the amounts of income and expenditure items accord with the supporting documents.

	3
	(i)
We checked the expenses incurred in the project with regard to the CI fund guidelines set out in the Funding Guide.  

Or(Note)
(ii)
We compared the expenditure items to the list of permissible items of expenditure to be met by CI fund issued by HAD.
	(i) We found the expenditure items are in compliance with the CI fund guidelines set out in the Funding Guide.  

Or(Note)
(ii) We found the expenditure items are all permissible items of expenditure.


[Practitioner’s Signature]

[Date of Practitioner’s Report]

[Practitioner’s Address]

Note:
Grantees must select version (i) in case they choose not to submit receipts in support of their income and expenditure statements.  

Project Ledger for Project Financed by

Community Involvement (CI) Fund

	Name of Grantee:
	ABC Committee

	Project No.:
	000001

	Project Name:
	香港古蹟考察團

	Approved Project Fund:
	$40,000.00


	Bank Account Details

	Bank Name:
	

	Bank Account Name:
	

	Bank Account No.:
	


	Date
	Particulars
	Cheque No.
	Receipt 

($)
	Payment 

($)
	Balance

($)

	2.4.2011
	CI Fund (Adv. Payment) 
	245678
	20,000.00
	　
	20,000.00

	3.4.2011
	Participation Fee
	234111
	1,000.00
	　
	21,000.00

	7.4.2011
	Sponsor from Mr LEE Man
	411111
	4,000.00
	　
	25,000.00

	8.4.2011
	Petty Cash 
	123455
	　
	1,000.00
	24,000.00

	8.4.2011
	ABC Printing Co.
	123456
	　
	2,000.00
	22,000.00

	13.4.2011
	OT Payment for Mr CHAN Tai-man
	123457
	　
	300.00
	21,700.00

	14.4.2011
	E.F.D. Stationery Co.
	123458
	　
	200.00
	21,500.00

	29.4.2011
	CI Fund 

(Partial Reimbursement)
	245690
	2,500.00
	　
	24,000.00

	
	
	
	27,500.00
	3,500.00
	


I certify that the above is correct.

	Signature:
	
	
	Signature:
	

	Prepared by:
	
	
	Certified correct by:
	

	
	(Name in block letter)
	
	
	(Name in block letter)

	Position:
	
	
	Position:
	

	
	
	
	
	(Bank Signatory)

	Date:
	
	
	Date:
	


Petty Cash Book for Project Financed by

Community Involvement (CI) Fund
	Name of Grantee:
	ABC Committee

	Project No.:
	000001

	Project Name:
	香港古蹟考察團

	Approved Project Fund:
	$40,000.00


Petty Cash Book
	Date
	Particulars
	Voucher No.
	Receipt
($)
	Payment
($)
	Balance
($)

	8.4.2011
	Bank (Cheque No. 123455)
	A000001
	1,000.00
	　
	1,000.00

	9.4.2011
	Stationery
	A000002
	　
	30.00
	970.00

	10.4.2011
	Printing
	A000003
	　
	2.00
	968.00

	11.4.2011
	Postage
	A000004
	　
	14.00
	954.00

	15.4.2011
	Travelling Expenses for Ms LI Siu-ling
	A000005
	　
	20.00
	934.00

	
	
	
	1,000.00
	66.00
	　


The balance $934 of Petty Cash Book agreed with the amount of petty cash in hand as at 30 April 2011.
I certify that the above is correct.

	Signature:
	
	
	Signature:
	

	Prepared by:
	
	
	Certified correct by:
	

	
	(Name in block letter)
	
	
	(Name in block letter)

	Position:
	
	
	Position:
	

	
	
	
	
	(Bank Signatory)

	Date:
	
	
	Date:
	


Bank Reconciliation Statement for Project Financed by

Community Involvement (CI) Fund
As at 30 April 2011

	Bank Name:
	

	Bank Account Name:
	

	Bank Account No.:
	


	
	
	
	$
	$

	Balance as per Bank Account
	
	
	24,000.00

	Add:
	Unpresented Cheques
	
	
	

	
	ABC Printing Co.
	123456
	2,000.00
	

	
	E.F.D. Stationery Co.
	123458
	200.00
	2,200.00

	
	
	
	
	26,200.00

	
	
	
	
	

	Add: 
	Interest Received
	
	
	2.00

	Balance as per Bank Statement as at 30.4.2011
	
	26,202.00


I certify that the above is correct.

	Signature:
	
	
	Signature:
	

	Prepared by:
	
	
	Certified correct by:
	

	
	(Name in block letter)
	
	
	(Name in block letter)

	Position:
	
	
	Position:
	

	
	
	
	
	(Bank Signatory)

	Date:
	
	
	Date:
	








Official Chop











Official Chop








�	The term “grantee” in this document refers to the NGOs and DOs or DCs or C/WGs under DCs/DOs implementing joint projects with NGOs.


�	A receipt submitted for reimbursement purposes must bear the date of purchase and full description of the individual expenditure items.  Otherwise, supporting documents such as invoices and billing statements showing the aforesaid details are to be submitted to supplement the receipt.


�	To claim Central Administrative Overheads (CAO) as stated in Annex A of the Funding Guide on Community Involvement Programme, an NGO is not required to provide supporting receipts.  It only needs to fill in the amount to be claimed in the application form for reimbursement of CI fund (Appendix II) upon completion of the project and certify that the amount claimed has not been covered by government subvention.  DO will process the claim and release the payment of CAO when the final reimbursement is made.


�	Under an engagement to perform agreed-upon procedures, the auditor is required to carry out procedures of an audit nature according to certain standards prescribed by the Hong Kong Institute of Certified Public Accountants. The auditor may be involved in performing certain procedures concerning individual items of financial data (e.g. accounts payable, accounts recoverable, purchases from related parties and sales and profits of a segment of an entity), a financial statement (e.g. a balance sheet) or even a complete set of financial statements.


5	NGOs not subjected to any requirements imposed by the relevant ordinances under which they are registered to keep financial, accounting and procurement records may return the records and documents concerned to DO if they have practical difficulties in keeping such information or in the event of their disbandment before the end of the five-year retention period.
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