Report on Financial and Personnel Matters
Approved by SMC/IMC for Aided Schools
Name of School:
_______________________

School Year:

_______________________
I.
Items requiring SMC/IMC Approval
	Financial / Personnel matters
	Items
	Details
	Date of SMC/IMC approval

	A. Procurement activities

 
	Appointment of Tender Approving Committee (TAC) members (para. 46 of the “Guidelines on Procurement Procedures in Aided Schools”, EDBC No. 4/2013)
	(The name and post of the appointed TAC members, etc.)
	

	
	Insufficient number of suppliers invited to written quotation/tender (para. 24 of the “Guidelines on Procurement Procedures in Aided Schools”, EDBC No. 4/2013)
	(Date of procurement, description of stores/services, the selected supplier and the contract amount, etc.)
	

	
	Sub-contracting to third party by the supplier/contractor (para. 64(a) of the “Guidelines on Procurement Procedures in Aided Schools”, EDBC No. 4/2013)
	(Major details of the procurement and the stores/services sub-contracted to third parties)
	

	B. Trading operations

	Conducting of trading operations (for IMC schools only) (para. 2 of EDBC No. 24/2008)
	(Major details of the trading operations)
	

	
	Acceptance of donations from trading operators (para. 4 of Appendix 2, EDBC No. 24/2008)
	(Name of donor, description and amount of donation, the date of receipt, reasons for acceptance, etc.)
	

	
	Sale of textbooks on school premises (para 1.2 of Appendix 3, EDBC No. 24/2008)
	(Name of bookseller, the date of sale, etc.)
	

	
	Trading operations undertaken by Parent-Teacher Association (PTA) or School Sponsoring Body (SSB) (para. 4 of Appendix 2, EDBC No. 24/2008)
	(Major details of the trading operations undertaken by PTA or SSB)
	

	
	Negotiated prices as a result of the annual negotiation process (para. 4 of Appendix 2, EDBC No. 24/2008)
	(Name of trading operator, details of the operation, the negotiated prices, etc.)
	

	C. Donation


	Acceptance of advantages and donations (para. 8 of EDBC No. 14/2003)
	(Name of donor, description and amount of donation, the date of receipt, reasons for acceptance, etc.)
	

	D. Fees collection


	Collection of fines, charges and fees for specific purposes exceeding the ceilings under the blanket approval given by the Permanent Secretary for Education for educational use (for IMC schools only) (section 14.3(d) of the Code of Aid for Aided Schools)
	(Details of the fines, charges and fees, effective date of the fines, charges and fees, etc.)
	

	
	Opening of a bank account in the name of the school to be jointly operated by the school head and the deputy school head or such other school personnel for the collections of fees for examinations, activities or services arranged for students (section 6.6.6(3) of the SAG)
	(Purpose and operating personnel of the bank account)
	

	E. Government subventions
	Transfer of Special Domain surpluses to Administration Grant/Revised Administration Grant for meeting contractual obligation to the continued employment of janitor/ clerical staff (REO approval is required) (section 4.9 of the “OEBG User Guide”)
	(Details including the amount to be transferred, the transferring grant(s) of Special Domain, the date of approval from REO, etc.)
	

	F. Appointment matters


	Appointment, regrading, promotion and acting appointment of staff (including temporary staff and supply teacher) (section 7.2 of SAG) 
	(Major details, including name of staff, rank, period of appointment, effective date of regrading/promotion, terms of appointment, etc.) 
	

	
	Resignation and retirement of all staff (section 7.10 of SAG)
	(Major details including name of staff, rank, effective date of resignation/retirement, etc.)
	

	
	Waiving of salary payment in lieu of notice upon termination of employment of teaching staff (Code of Aid)
	(Major details including name of staff, rank, effective date of resignation and amount waived, etc.)
	

	G. Leave matters

	Leaves such as sick leave, maternity leave, special tuberculosis leave as detailed in Annex of EDBC No. 1/2006

(or proper delegation arrangement)
	(Details including name of staff, types and days of leaves taken, any delegation arrangement, etc.) 
	

	H. Others (please specify)


	
	
	


II. Certification by School Principal
This is to certify that the information provided above for the reporting period is complete and accurate.

Signature:
_____________________

Name:

_____________________

Date:

_____________________
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