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Appendix 3

A Sample of Annual Budget

Owners’ Corporation of XXX Building
Budget for the year ended ddmmyy

Budget  Previous Year’s Actual
($) $)

Income
Management Fees X X
(e.g. residential, commercial, carparks)

Bank Interest X X

Other Income X X
(e.g. carpark rental, hire charges of recreational
facilities / common area, rental of advertisement site)

Total Income X X

Expenditure

Personnel and Administration Expenses :

(a) Staff Remuneration (X) (X)
(e.g. salary and wages of office staff, caretakers,
cleaners, security guards, gardeners, part-time
workers, including those employed by the property
management company, if appointed)

(staff benefits, provision for long service payment,
mandatory provident fund, overtime and job related
allowances should also be included)

(b) Management Committee Members’ Remuneration (X) (X)
(c) Travelling and Transportation (X) (X)

(d) Activities for the Owners (X) (X)

(e.g. festive celebration or recreational activities
stated in the DMC of the building)

(e) Activities for the Management Committee (X) (X)
(e.g. MC'’s operational expenditure)



Works and Services :

(a) General Repair and Maintenance

(contract sum incurred in the budget period or
estimated cost for regular inspection and repair of
electricity installations, air-conditioners, plumbing
and drainage system, slopes, building services and
fire fighting equipment and installations, general
maintenance such as replacement of light bulbs,
loosened wall tiles and broken windows, repair of
closed-circuit television, walkie-talkies, security
system, satellite television system and office
equipment)

(b) Maintenance of Lifts and Escalators
(the contract sum and the estimated cost for
replacement of parts and licence fees)

(c) Landscape Plants and Gardening
(for outsourced service, the contract sum; or for self
gardening, the estimated expenditure for
procurement of plants and related decoration)

(d) Cleaning
(for outsourced service, the contract sum; or for
direct employment of cleaners, the estimated
expenditure for the cleaning tools and materials to
be purchased)

(e) Pest Control

(f) Special Projects
(e.g. major repair, renovation and improvement
projects)

(g) Legal and Professional Charges
(e.g. audit fees)

(h) Fees to Management Company
(if appointed, the contract sum or the agreed
percentage of annual expenditure as appropriate)

(i) Depreciation of Plant and Equipment

(X)

(X)

(X)

(X)

(X)

(X)

31



32

Utilities:

(a) Electricity
(b) Water

(c) Gas

(d) Telephone

Miscellaneous Expenses:

(a) Insurance

(e.g. third party, fire and other perils, employee’s

compensation and medical coverage)
(b) Rates and Government Rents

(c) Stationery and Office Supplies
(e.g. printing, stamps)

(d) Others
(e.g. staff uniforms)

Total Expenditure
Surplus/(Deficit) before Tax
Taxation

Surplus/(Deficit) after Tax

(X) (X)
(X) (X)
(X) (X)
(X) (X)
(X) (X)
(X) (X)
(X) (X)
(X) (X)
(X) (X)

X X
(X) (X)

X X

Approved by the Management Committee on (date)
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Appendix 4

A Sample of Comparison Table between Budgeted
and Actual Income and Expenditure

Owners’ Corporation of XXX Building
Comparison between Budgeted and Actual Income and Expenditure
for the year/quarter ended ddmmyy

Budgeted Actual

$) ($)
Income
Management Fees X X
Bank Interest X X
Other Income X X
Total Income X X
Less : Expenses
Staff Remuneration (X) (X)
MC Members’ Remuneration (X) (X)
Travelling and Transportation (X) (X)
Activities for the Owners (X) (X)
Activities for the Management Committee (X) (X)
General Repair and Maintenance (X) (X)
Maintenance of Lifts and Escalators (X) (X)
Landscape Plants and Gardening (X) (X)
Cleaning (X) (X)
Pest Control (X) (X)
Special Projects (X) (X)
Legal and Professional Charges (X) (X)
Fees to Management Company (X) (X)
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Electricity

Water

Gas

Telephone

Insurance

Rates and Government Rents
Stationery and Office Supplies

Depreciation of Plant and Equipment
Others

Surplus/(Deficit) before Tax
Taxation

Surplus/(Deficit) after Tax

Prepared by :

(X)
(X)
(X)
X)
(X)
(X)
(X)

(X)

(X)

X)

Approved by :
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Appendix 5

A Sample of Quarterly Summary of Income and Expenditure

Owners’ Corporation of XXX Building
Summary of Income and Expenditure
for the quarter ended ddmmyy

Current Year Prior Year
Quarter  Year-to-date Quarter  Year-to-date

($) $) $) $)
Income
Management Fees X X X X
Bank Interest X X X X
Other Income X X X X
Total Income X X 7 7
Less : Expenses
Staff Remuneration (X) (X) (X) (X)
MC Members’ Remuneration (X) (X) (X) (X)
Travelling and Transportation (X) (X) (X) (X)
Activities for the Owners (X) (X) (X) (X)
Activities for the Management Committee (X) (X) (X) (X)
General Repair and Maintenance (X) (X) (X) (X)
Maintenance of Lifts and Escalators (X) (X) (X) (X)
Landscape Plants and Gardening (X) (X) (X) (X)
Cleaning (X) (X) (X) (X)
Pest Control (X) (X) (X) (X)
Special Projects (X) (X) (X) (X)

Legal and Professional Charges (X) (X) (X) (X)
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Fees to Management Company
Electricity

Water

Gas

Telephone

Insurance

Rates and Government Rents
Stationery and Office Supplies
Depreciation of Plant and Equipment

Others

Surplus/(Deficit) before Tax
Taxation

Surplus/(Deficit) after Tax

(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
(X) (X) (X) (X)
©o0 W W
X X X X
©wow W W
o x X x
Prepared by :

Treasurer

Approved by the Management Committee on (date)
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Appendix 6

A Sample of Annual Income and Expenditure Account

Owners’ Corporation of XXX Building
Income and Expenditure Account
for the year ended ddmmyy

Current Year Previous Year

($) $)
Income
Management Fees X X
Bank Interest X X
Other Income X X
Total Income X X
Less : Expenses
Staff Remuneration (X) (X)
MC Members’ Remuneration (X) (X)
Travelling and Transportation (X) (X)
Activities for the Owners (X) (X)
Activities for the Management Committee (X) (X)
General Repair and Maintenance (X) (X)
Maintenance of Lifts and Escalators (X) (X)
Landscape Plants and Gardening (X) (X)
Cleaning (X) (X)
Pest Control (X) (X)
Special Projects (X) (X)
Legal and Professional Charges (X) (X)
Fees to Management Company (X) (X)
Electricity X) (X)
Water (X) (X)
Gas (X) (X)
Telephone (X) (X)
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Insurance (X) (X)
Rates and Government Rents (X) (X)
Stationery and Office Supplies (X) (X)
Depreciation of Plant and Equipment (X) (X)
Others (X) (X)
Surplus/(Deficit) before Tax X X
Taxation (X) (X)
Surplus/(Deficit) after Tax X X
Transfer from/(to) Reserve Fund "¢ (X) (X)
Accumulated Surpluses/(Deficits) Brought Forward X X
Accumulated Surpluses/(Deficits) Carried Forward X X

Note: the balance of the fund(s) should be clearly stated in a note to the accounts as follows :

Balance at the beginning of year X X
Transfer from/(to) income and expenditure account X X
Utilization (X) (X)
Balance at the end of year T T

Approved by the Management Committee on (date)

Signed by :

Chairman and Secretary or Treasurer
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Appendix 7

A Sample of Balance Sheet

Owners’ Corporation of XXX Building
Balance Sheet as at ddmmyy

Current Year

($)
Non-Current Assets
Plant and Equipment
Water Deposits

Electricity Deposits

‘XXXX

Other Deposits

Current Assets

Inventories

Management Fees Receivable

Amount due from Property Management Company

Other Receivables
(e.g. Rent of public area, bank interest)

Prepayments
(e.g. Insurance premium paid in advance)

Deposits

Cash at Bank

‘XXXXXXXX

Cash in Hand

Previous Year

‘XXXX

‘XXXXXXXX

($)
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Current Liabilities
Amount due to Property Management Company

Accounts Payable
(e.g. contract fees to be paid)

Accrued Expenses
(e.g. utilities charges)

Receipts in advance
(e.g. management fees received in advance)

Tax Liabilities

Net Current Assets/(Liabilities)

Total Assets less Current Liabilities
Non-Current Liabilities

Deposits Received
(e.g. management fees deposits)

Net Assets/(Liabilities)

Representing :

Owners’ Fund/(Deficiency)
General Fund
Contingency Fund

Accumulated Surpluses/(Deficits)

X)
(X)

X)

‘X‘X xX X

HX‘X xX X

Approved by the Management Committee on (date)

Signed by :

Chairman

and Secretary or Treasurer
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Appendix 8

A Sample of Breakdown of Management Fee Deposits

Flat Number| Amount of Deposit | Amount of Deposit Received | Receipt Number | Remarks
1A X X
1B X X
1C X X
2A X X
2B X X
2C X X

* X X
* X X
* X X
* X X
* X X
* X X
(Total
Number X X
of Flats)
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Appendix 9

Date A Sample of Payment Voucher PV 0001/year
(numbered sequentially)

Accounts Debit Credit

Description of the item paid

Prepared by  Approved by Posted by

Date A Sample of Receipt Voucher RV 0001/year
(numbered sequentially)

Accounts Debit Credit

Description of the payment received

Prepared by  Approved by Posted by

Date A Sample of Journal Voucher JV 0001/year
(numbered sequentially)

Accounts Debit Credit

Description of the entries

Prepared by  Approved by Posted by
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Appendix 10

A Sample of Monthly Bank Reconciliation Statement

Reconciliation Statement as at (a date of the month)

Bank balance as per cash book $X

Add: unpresented cheques

(cheque number : xxxxx date: ddmmyy) $X
(cheque number : xxxxx date: ddmmyy) $X
Less:uncredited deposit $(X)
Bank balance as per bank statement $X
Prepared by : Approved by :

Date Cleared

(ddmmyy)
(ddmmyy)

(ddmmyy)

Treasurer
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Appendix 11

A Sample of Internal Review Checklist

Compliance

Iltems Reviewed
Yes No

Delegation of authority

Segregation of accounting duties

OC’s resolutions on accounting matters
(@) XXXXXXXXX
(b) XXXXXXXXX

Management fees and other income collected promptly

Overdue management and other fees handled properly (e.g. debts
aging report, Small Claims Tribunal)

Payment and expenditure properly authorised

Accounting entries booked within a reasonable period of time

Test check of accounting entries with supporting documents

Random check of adequacy of details on supporting documents

Accounts and supporting documents properly filed

Budget, quarterly summary of income and expenditure, and annual
accounts properly prepared and displayed

Procurement policy and procedures laid down and followed (e.g. the
number of quotations/tenders invited in major procurement exercises)

Test check of bank statements against cash book

Test check of bank reconciliation statements

Designated non-consumable items recorded in the fixed asset register

Random check of the fixed asset register against assets, the inventory
record against inventories, and the job order/contract against work in
progress or recently completed projects

Reasons given and recorded for any non-compliance with the policies
and procedures laid down

Insurance relating to third party risks, the building and associated
structures arranged
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