Appendix 5
To: _______________ District Office
Exemption of Charges for Use of Facilities in Community Hall/Community Centre 
Statement of Account


Section A
:
Basic Information
	Name of Community Hall/Community Centre:
	

	Facility Rented:
	
	Name of Activity：
	

	Applicant Organization：
	

	Joint organizer /Co-organizer(if any)：
	

	Date of Activity：
	
	Period of Activity：
	

	Number of Participants︰
	
	
	


	Section B  :
Balance (up to
	
	)

	
	
	

	(A)
	Total Income (Details at Section C)
	$

	(B)
	Total expenditure (Details at Section D)
	$

	(C)
	Balance [(B)-(A)]
	$


Section C  :
Details of Income
	Items
	Number/Quantity
	Unit Rate($)
	Total Amount($)

	e.g.1︰Participants’ fee
	
	
	

	e.g.2︰Sponsorship by Company X
	
	
	

	1. 
	
	
	

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	

	5. 
	
	
	

	
	
	Total︰
	



Section D  :
Details of Expenditure 
	
	

	Items
	Expenditure($)

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	5. 
	

	Total：
	


Section E  
Declaration by Authorized Person of Applicant Organization
1. 
I hereby declare that all the information given in the above sections are true and accurate.  All incomes (including sponsorship and donation) have been fully listed in Section C.

2. Applicant organization and Joint organizer(s) / co-organizer(s) (if any)
have not made any profit from the activity.
have made profit from the activity and agree to pay the hiring charges to the Government.
	
	Signature
	：
	

	
	
	
	

	
	Name
	：
	

	
	
	
	Person in-charge/ Authorized Person

	
	Post
	：
	

	
	
	
	

	
	Name of Organization
	：
	

	
	
	
	

	Official Chop of 
Applicant Organization
	Date
	：
	


	Remarks:



	1.
This statement of account is only applicable to fee-charging activity which has been exempted from payment of charges.  


	2.
If the applicant organizing a fee-charging activity has been exempted from payment of charges, it must submit a post-activity statement of account within one month of completion of the activity. [If the applicant organization fails to submit a post-activity statement of account within one month of completion of the activity, it will attract 5 points according to the Demerit Points System.]


	3.
The applicant organization needs not attach any receipts/supporting documents to the statement of account when it is first submitted.  However, as this office will conduct random checks on statements of account of fee-charging activities which have been exempted from charges, the applicant organization must retain the receipts and supporting documents for the activity for two years.  Production of such receipts and supporting documents for examination is required if the statement of account in respect of the activity is selected for random check.  Such receipts and supporting documents must be signed, certified correct and affixed with official seal.  If the applicant fails to provide the receipts/supporting documents to District Office for inspection upon request, it will be required to pay back the exempted charges.


	4.
The personal data provided in this form will be used for the verification of applications for exemption of payment.  Such data may be disclosed to relevant parties for the same purpose.  For correction of or access to personal data thus provided, please write to the Access to Information Officer of SSPDO.  [Address: 4/F, Cheung Sha Wan Government Offices, 303 Cheung Sha Wan Road, Sham Shui Po.]
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