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Guidelines for Financial Management in ECA groups
1. The aim of this guideline is to ensure that students’ funds are used in a fair and legitimate manner.
2.
All groups should appoint a treasurer.  If the treasurer quit the post or leave the school, he should hand over all the documents, filings and assets to the teacher-in-charge (TIC) to arrange for a take-over.
3.
The treasurer should, at the start of school year, work out the budget for the year together with the TIC and the student committee.  The completed budget together with the annual plan should be submitted to the Class-teacher (Class union) / the Extra Curricular Activity Committee --ECAC (Houses and clubs) by October.

4.
ECA groups are self-supporting and must be cautious in the use of funds.  ECA groups should not stock too much fund for the next year; neither should they spend too much on any asset that would immobilize their funds: For instance, unnecessary making of badges, bags and clothes.  
5.
Cash received should be saved under the name of either the TIC or the ECA group in Bank accounts.  To avoid ambiguity, funds should not be put in personal accounts.

6.
The treasurer may, upon approval from the TIC, hold a petty cash of around $ 200 for the settlement of small payments.  Receipts for all such payments must be kept for inspection.

7.
Bank books should be kept by the TIC. Prompt return to the teacher is required after student’s use.

8.
Payment or Reimbursement. Funds must be used according to resolution in relation to budgeting passed by student committee or during general meetings.  To claim for reimbursement, student should complete the ‘withdrawal slip’, name of recipient or recipient company must be stated on the withdrawal slip.  A withdrawal slip is lawful only with the endorsement of the TIC.

9.Payment of over $500 should be made in cheque to reduce chance of theft or loss of large amount of money.

10.Original receipts must be kept carefully.  Photocopies of receipt are not lawfully valid. Original receipts should be numbered -- matching those on the ‘Income and expenditure account’ for ease of reference.

11.Original receipts come in all sizes and shapes.  For filing purposes, treasurer should stick the receipts on A4 paper, with numbering on the top right-hand corner.  This should prevent loss of small receipts.  Additional notes can also be put on the paper for review at a later date. 

12.If no original receipts were obtainable, the person-in-charge should put down details of items and related payments on a piece of paper, duly signed to take full responsibility.

13.The treasurer should ensure that every piece of entry in the ‘Income and expenditure account’ is true and lawful, without abusive use of public funds.  Any use of fund without endorsement of the TIC is unlawful.

14.The treasurer is responsible for controlling expenditure in administrative use (e.g. in publicity, meetings, circulars, etc.), since group’s fund should mainly be spent on activities for its members.  In addition, public funds should never be spent on the welfare of the committee member or a selected few others.

15.Group’s asset s (including stationery, filings, unsold stocks, durable, etc.) should all be numbered and stocked in security; these and their records should be ready for handover at the end of school year.  Stock records should be reviewed before acquiring new stuffs to prevent unnecessary purchase.

16.To avoid ambiguity, only one TIC should be responsible for endorsement of entries in the “Income and expenditure account” and the receipts.

17.The treasurer of each group should make public the financial report both at the mid-year (Feb) and at the end of the school year.   Clubs and Houses should also make available a copy of their financial reports for inspection by the ECAC.

Extra-Curricular Activity Committee
HKTA Tang Hin Memorial Secondary School
