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Introduction

This Best Practice Checklist aims
at providing a practical guide on good
governance and internal control for use by
charitable organizations when they organize
fund-raising activities.

For the purpose of compiling this
Checklist, the Social Welfare Department,
Television and Entertainment Licensing
Authority, Hong Kong Council of Social
Service, Hong Kong Jockey Club, Community
Chest, Po Leung Kuk and Tung Wah Group
of Hospitals were consulted. Reference was
also made to the “Reference Guide on Best
Practices for Charitable Fund-Raising Activities”
issued by the Social Welfare Department,
guidelines issued by the Hong Kong Institute
of Certified Public Accountants, and other
relevant reference materials such as the Better
Business Bureau Wise Giving Standards (USA).
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Governance

It is assumed that the charitable

organizations using this Guide have already
in place a governance structure, comprising
a Governing Board to steer and monitor the
organization’s operations. This chapter highlights
the essentials of good governance in relation to
the management of fund-raising activities.

Fund-Raising Committee

e Establish a Fund-Raising Committee, or
request the Governing Board', to oversee the
fund-raising activities, covering:

*

*

L 2

L 2

the development and endorsement of an
annual fund-raising programme showing
the objectives of each activity;

scrutiny of the proposal of each fund-
raising activity, having regard to their
objectives;

approval of the budget and plan for each

fund-raising activity;

setting of a ceiling on the administrative
expenditure for each fund-raising activity,
having regard to its nature and scale;

proper accounting of all funds raised;

monitoring of the usage of the donations
to ensure accountability and fulfillment of
the stated objectives; and

assessment of the effectiveness and
performance of the activities held.

" Applicable if the manpower or resources of the organizations
concerned do not warrant the establishment of a separate
committee.
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Audit Committee

e Establish an Audit Committee, or request the
Governing Board, to make recommendations
on the appointment of external auditors and
to oversee the external auditing process.

e Appoint a board member, other than the
chairman of the Governing Board, to be
the Audit Committee’s chairman, to ensure
its independence (if an Audit Committee is
established).

e Appoint to the Audit Committee at least one
member who has professional qualification,
accounting knowledge or relevant expertise
in auditing (if an Audit Committee is
established).

* Require the Audit Committee to report
regularly its findings and recommendations
to the board (if an Audit Committee is
established).

Code of Conduct

e Compile a Code of Conduct setting out the
standard of behaviour required of the board
and staff (A Sample Code of Conduct is at
Appendix 1). The code should include:

¢ guidelines governing acceptance of
advantage and entertainment, and the
relevant provisions under the Prevention
of Bribery Ordinance;

¢ guidelines on declaration and handling of
contlict of interest; and

¢ rules on the use and protection of
confidential information, such as personal
data of donors and beneficiaries.
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e Publicize the audited account of each
fund-raising activity? as approved by the
Governing Board.

? Subject to any licensing requirements of the fund-raising

R S B o activities, the Governing Board may exempt small-scale fund-
FTRREREG GBI BT EACTI) raising activities with donations collected below a certain
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ZK - LU LM THR X - administrative expenditures.
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Preparation of Fund-Raising

This Chapter highlights the things to do

and consider, such as the control measures for
collection of donations, when getting started to
organize a fund-raising activity.

Control of Fund-Raising
Expenditures

e Prepare a budget showing the estimated

expenditure items and costs for the planned
activity for approval by the Fund-Raising
Committee (if established) or the Governing
Board.

Propose in the budget a ceiling on the
administrative expenditure which should not
constitute a substantial proportion of the
funds raised (e.g. a percentage of the funds
raised) to ensure the funds are used for the
stated charitable objectives.

Subject all un-budgeted expenses to close
scrutiny and designate the authority for
approval of payment.

Comply with the organization’s procurement
policies and procedures in making purchases
of goods and services for the fund-raising
activities.

Settle payment claims or reimbursement of
expenses only upon presentation of original
invoices or receipts, properly certified by
the claimant and endorsed by a designated
authority.

Fund-Raising Publicity

e Make known to the public or prospective

donors the following information in the fund-
raising publicity materials:

¢ the charitable organization’s name;
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¢ a description of the fund-raising activity
and its objectives (e.g. the target
beneficiaries);

¢ a telephone number or a website address
for enquiries;

¢ the methods of making donations (e.g.
by crossed cheques, cashier orders, or in
cash);

e donations are tax deductible, if
applicable;

+ official receipts will be issued for
donations given’; and

¢ details of the contractors or agents
authorized to collect funds on behalf of
the organization, if applicable.

Management of Collectors

e Maintain a record of all collectors’ personal
particulars (i.e. name, identity card number,
contact address and telephone number),
particularly those recruited from outside the
charitable organization.

* Require collectors to wear an identity badge
and make available valid authorization
documents for examination in the case of
contractors or agents, during the fund-raising
activity.

e Arrange briefings for the collectors to:
¢ ensure they understand their

responsibilities and the organization’s

fund-raising policies (e.g. keeping donors’
particulars confidential) and procedures;

’ The organization may prescribe a minimum amount
of donations above which official receipts will be
automatically issued. Otherwise, official receipts will be
issued upon request.
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¢ remind them to act honestly in
conducting the fund-raising activities
and to employ techniques that are not
coercive, intimidating, or intended to
harass prospective donors; and

¢ require them to strictly adhere to any
relevant laws, fund-raising licence/permit
conditions, the organization’s code of
conduct, and any other relevant rules.

Security of Collection Bags and
Boxes

* Provide serially-numbered collection bags or
boxes with security safeguards and printed
with the name of the organization for use by
collectors.

e Authorize a limited number of persons, on
a need basis, to have access to the keys or
security seals of collection bags or boxes.

e Maintain a record of the authorized persons
given access to the keys or security seals.

e Keep a record of the quantity and serial
numbers of the cash collection bags or
boxes distributed to the collectors and
require them to acknowledge receipt.

e Specify the time (e.g. in the afternoon of the
same day on flag days or the next morning
after a charity ball or concert) and place for
the return of the bags or boxes.

Security of Collection Boxes at
Fixed Locations

e Take measures to secure collection boxes
from theft while left unattended in public
places.
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e Keep a record of the whereabouts of the
location of each collection box (e.g. at
promotion booths, convenience shops, or
shopping malls).

* Arrange a team of staff or volunteers
supervised by at least one staff member, or
hire a security company (if financially viable)
to collect and replace the collection boxes at
fixed intervals and return them to the office
for emptying the contents in the presence of
at least two authorized persons.

Control of Charity Sale of
Commodities

e Assign a staff member at the appropriate level
to take charge of the stock of commodities,
such as cookies, gift packs, etc.

e Maintain a record of the stock in store
and those issued to individual donation
collectors.

e Conduct reconciliation of the stock balance
and the stock sold at the end of the activity.

Control of Tickets for Lottery,
Balls, Concerts and Film Premieres
for Charity

e Arrange the printing of serially-numbered
tickets with the charitable organization’s
name and the fund-raising function’s title, if
any, prominently printed on them.

e Print other details, such as the Lottery
Licence number, the prizes, the date
of the draw and the date and means of
announcement of results on the tickets, in
the case of a lottery.

e Maintain a record of the tickets printed and
issued to the donation collectors.
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Assign staff member(s) to reconcile the
amount of donations collected with the
number of tickets sold.

Handling of Donations by
Cheques, Cashier Orders or
Auto-Pay

Keep copies of all cheques, cashier orders,
bank pay-in slips, etc., or record the donors’
names in a register (if applicable), for audit
checks.

Issue receipts to the donors and publicize
the donors’ names and their amounts of
donations in the charitable organization’s
publications as appropriate, e.g. the
organization can decide to publicize
selected donors’ names and their amounts
based on a certain donation amount or
above.

Counting of Cash Donations

Arrange opening of the collection bags
or boxes in a locked room with restricted
access as soon as practicable after the fund-
raising activity.

Count the cash collected immediately after
the opening of collection bags or boxes.

Appoint independent persons or volunteers
to witness the opening of collection bags
or boxes and counting of cash donations
(e.g. using services of a bank or a security
company).

Record the amount of cash counted, and
require the witnessing persons and the
counting staff/volunteers to sign on the
record, certifying correctness.
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This Chapter highlights the handling of
donations, both in money and in kind, after the
fund-raising activities.

Handling of Donations In Money

e Assign a staff member at the appropriate
level to arrange for deposit of donations.

e Arrange a team of staff or volunteers
supervised by at least one staff member, or
engage a security company (if financially
viable) to escort the cash counted for deposit
in a designated bank account on the same
day of counting or in the following morning.

e Ensure any money left overnight is
accounted for and locked away under the
custody of designated staff member(s).

e Bank in the cheques and cashier orders as
soon as practicable.

o Keep the bank-in slips for reconciliation of
records and future audit.

Handling of Donations In Kind

e Maintain a register of all donations in kind,
showing the donor’s name, date of receipt,
description of donated item, quantity,
estimated value, if applicable, and method of
disposal.

e Store the donated items in a secured place
with restricted access before disposal.

e Appoint a panel of staff to decide on the
disposal methods, such as sale, retention
for internal use, donation to organizations
like Residential Care Home for the Elderly,
etc., seeking endorsement from a designated
authority as appropriate.
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 Prohibit the staff to buy or sell the donated
items without going through an open and
fair process for the sale of the donated items,
e.g. by openly inviting bids from interested
parties or by auction.

e Bank in the proceeds in the same way as for
cash donations.

Reporting of Donation Collection

e Prepare a report of donation collections,
showing details such as the amount of cash
donations, the quantity of donations in kind,
names of donors, and dates of banking
(if applicable) for the information of the
charitable organization’s management.

e Submit a report on the amount of donation
received and the disbursement of donated
sum to the Governing Board or Fund-Raising
Committee (if established) periodically.

Disbursement of Donations

e Ensure the donations raised are used for
the stated objectives of the fund-raising
activity and obtain endorsement from the
Governing Board or its assigned committee
(if established) for any changes in objective.

e Publicize the disbursement of the donations,
including the stated objectives or other
justifiable purposes.

e Subject the disbursement of donations
to the approval and monitoring of the
Governing Board or its assigned committee
(if established).

* Maintain proper accounts of the disbursed
donations.

11
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Submission of Financial Statements
and Audited Account

e Submit an audited account and a financial
statement to the Governing Board, or the
Fund-Raising Committee (if established) after
each fund-raising activity".

¢ Include in the financial statement:
* the total amount of donations raised;

¢ the total amount of administrative
expenditure of the fund-raising activity,
with a breakdown of the types of
expenditure; and

¢ the net proceeds of the fund-raising
activity.

 Submit an audited report on the fund-raising
activity to the Government departments
concerned in compliance with the licensing
requirements of the fund-raising activity.

Audit

e Subject the collection and disbursement of
donations to internal or external audits.

e Submit audit reports to the Audit Committee
and Governing Board.

 Subject to any licensing requirements of the fund-raising
activities, the Governing Board may exempt small-scale
fund-raising activities with donations collected below a
certain amount from the auditing requirement in order to
minimize administrative expenditures.
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The Corruption Prevention
Department of ICAC provides free,
confidential and tailor-made services on
request to private organizations, including
charitable establishments, to help them
prevent corruption and abuse in their
procedures.

For further information, please
contact the Advisory Services Group of
the Corruption Prevention Department
at telephone no. 2526 6363, or by
fax no. 2522 0505, or email address at
asg@cpd.icac.org.hk.
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BT HI—EA
Code of Conduct - A Sample

Introduction

1. (Name of Organization) believes that
honesty, integrity and fair play are important
corporate values. This Code sets out the basic
standard of conduct expected of all directors
and staff' and our policy on acceptance of
advantage and conflict of interest in connection
with one’s official duties.

Prevention of Bribery

Prevention of Bribery Ordinance

2. Under the Prevention of Bribery
Ordinance (Cap. 201), any director or staff
member who, without the permission of his
employer or principal (i.e. the Organization),
solicits or accepts an advantage as a reward
or inducement for doing any act or showing
favour in relation to the latter’s business,
commits an offence. The person offering the
advantage also commits an offence.

3. ltis also an offence under the Ordinance
for any director or staff member to use any
document containing false information with the
intent to deceive his employer or principal.

[Section 9 of the Ordinance and the definition
of “advantage” are detailed at Annex 1.]

" “Staff” cover full-time, part-time and temporary staff,
except where specified.
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Acceptance of Advantage

4. It is our policy that directors and staff
members, in their private capacity, should
not solicit or accept any advantage from any
persons or companies having business dealings
with the Organization (e.g. service recipients,
suppliers, contractors), except that they may
accept, but not solicit, the following advantages
when offered on a voluntary basis:

(@ advertising or promotional gifts or
souvenirs of a nominal value;

(b) gifts given on festive or special
occasions subject to a maximum limit
of $XXX in value;

(c) discounts or other special offers from
any person or company, on terms
and conditions applicable to other
customers; or

(d) gifts or souvenirs presented to the
director or staff member acting on
behalf of the Organization in official
functions.

No director or staff member should, in his/her
private capacity, accept any advantage from
a subordinate, except those mentioned in
paragraphs 4(a) and (b) above.

5.  Gifts or souvenirs in 4(d) above are
deemed as offered to the Organization and
should only be retained by the director or staff
member with permission. The recipient should
report the acceptance to and seek direction on
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its disposal from the approving authority* using
Form A (A sample at Annex 2). If a director
or staff member wishes to accept any other
advantage not listed in paragraph 4, he/she
should specify the item in Form A when seeking
permission from the approving authority.

6. A director or staff member should decline
an offer of advantage if the acceptance could
affect his/her objectivity in conducting the
Organization’s business or induce him/her to
act against its interest, or where he/she believes
the offeror has such an intention, or acceptance
will likely lead to perception or allegation of
impropriety.

Offering of Advantage

7. Directors and staff are prohibited
from offering advantages to any director, or
staff member or agent of any company or
organization, for the purpose of influencing
such person or company in any dealings, or any
public official, whether directly or indirectly
through a third party, when conducting the
business of the Organization.

Entertainment

8.  As defined in Section 2 of the Prevention
of Bribery Ordinance, “entertainment” refers
to food or drink provided for immediate
consumption on the occasion, and any other
entertainment provided at the same time.
Although entertainment is an acceptable form
of business and social behaviour, a director or
staff member should avoid accepting lavish
or frequent entertainment from persons with
whom the Organization has business dealings

? Specify the post of the approving authority in the Code
and the Form.
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(e.g. service recipients, suppliers or contractors)
or from his/her subordinates to avoid placing
themselves in a position of obligation to the
offeror.

Records, Accounts and Other
Documents

9. Directors and staff should ensure, to
the best of their knowledge, that any record,
receipt, account or other document they submit
to the Organization, gives a true representation
of the events or transactions reported in the
document. Intentional use of documents
containing false information to deceive or
mislead the Organization, regardless of whether
the director or staff member may obtain any
gain or advantage, may constitute an offence
under the Ordinance.

Compliance with Local Laws in
Other Jurisdictions

10. Directors or staff must comply with all
local laws and regulations when conducting the
Organization’s business, and also those in other
jurisdictions, when conducting business there.

Conflict of Interest

11.  Directors and staff should avoid any
conflict of interest situation (i.e. situation
where their private interest conflicts with the
interest of the Organization) or the perception
of such conflicts. They should not misuse
their position or authority in the Organization
to pursue their own private interests. Private
interest includes both financial and personal
interests of the director or staff member and
those of his/her connections including family
and other relations, personal friends, the clubs

17



BmEEER (ZBT) (AM%K=)
W (MAEANE) ¥R B mlFEH B
BR T MA BB R 0 T SR IE R
LB RERS

12 AT A& LA 58K
BlF (HEHREHHFARE——F
5%)

(F) A 6 % SRR T4 6
B s it & — M 4
BRI 01 15 A
BN HUMHA % -

(2) aEREEAREAE
HOBmBE AL T — 4 -
B REE T e
BHEE  BARALR
RAF o

(A) — L2EFAaHLP—RA£
342 @ OF A2 AR 69
N EBRE B A & o

(T) —&®E &M H
% BT R AME B
WHRE RE RS

(/%) B FRIEFFHAARM
&84 4% A IR F5 69 B B & —
LEFEHENFEE  HA
HALR RUF o
(&) — LB E £
— Rt & & B & e AR
AR

18

and societies to which he/she belongs, and
any person to whom he/she owes a favour or
obligated in any way. When actual or potential
conflict of interest arises, the director or staff
member should make a declaration to the
management through the reporting channel
using Form B (Annex 3). Failure to do so may
give rise to criticism of favouritism, abuse of
authority or even allegation of corruption.

12. Some common examples of conflict of
interest are described below but they are by no
means exhaustive:

(@) A staff member involved in a
procurement process is closely
related to or has beneficial interest
in a supplier being considered by
the organization.

(b) One of the candidates under
consideration in a recruitment
or promotion exercise is a family
member, a relative or a close
personal friend of the staff member
responsible for the exercise.

(c) A director of the organization has
financial interest in a company
which is a bidder in a tender
exercise under consideration by the
organization.

(d) A staff member accepts frequent
or lavish entertainment from the
organization’s service recipients,
suppliers or contractors.

(e) A staff member responsible
for processing applications for
welfare services provided by the
organization is considering an
application from his family member,
relative or personal friend.
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(f) A staff member (full-time or part-
time) undertaking part-time work
with a contractor whom he is
responsible for monitoring.

Use of Organization Assets

13.  Directors and staff in charge of or having
access to any assets of the Organization,
including funds, property, information, and
intellectual property should use them solely for
the purpose of conducting the Organization’s
business. Unauthorized use to make personal
gain is strictly prohibited.

Confidentiality of Information

14. Directors and staff should not disclose
any classified information of the Organization
without authorization or misuse any
Organization’s information. Those who have
access to or in control of such information
should at all times ensure its security and
prevent any abuse, unauthorized disclosure or
misuse of the information. Special care should
be taken when handling any personal data
of both the employees and service recipients
to ensure compliance with the Personal
Data (Privacy) Ordinance (Cap. 486) and the
Organization’s data privacy policy.

Outside Employment

15. If a full-time staff member wishes to
take up concurrent employment, either on a
regular or consulting basis, they must seek the
prior written approval of (post of a nominated
officer). The approving authority should take
into consideration whether the employment
would pose a conflict of interest with the staff
member’s duties in the Organization.

19
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Relationship with Suppliers,
Contractors and Service Recipients

Gambling

16. Directors and staff members are advised
not to engage in frequent gambling of any kind,
including games of mahjong, with persons
having business dealings with the Organization.
In social games of chance with service
recipients, suppliers or business associates, they
must exercise judgment and withdraw from any
high stake games.

Loans

17. Directors and staff members should not
accept a loan from or through the assistance
of any person or organization having business
dealings with the Organization. There is,
however, no restriction on borrowing from a
licensed bank or financial institution.

Compliance with the Code

18. It is the responsibility of every director
and staff member of the Organization to
understand and comply with this Code,
whether performing the duties of the
Organization in or outside Hong Kong.
Managers and supervisors should also ensure
that the staff members under their supervision
understand well and comply with this Code.

19.  Any director or staff member in breach of
the Code will be subject to disciplinary action,
including termination of appointment. In case
of suspected corruption or criminal offences,
a report will be made to the ICAC or the
appropriate law enforcement agencies.
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(3)  Any agent who, with intent to deceive
his principal, uses any receipt, account or other
document -

(@ in respect of which the principal is
interested; and

(b) which contains any statement which is
false or erroneous or defective in any
material particular; and

(©) which to his knowledge is intended to
mislead the principal,

shall be guilty of an offence.

4) If an agent solicits or accepts an
advantage with the permission of his principal,
being permission which complies with
subsection (5), neither he nor the person who
offered the advantage shall be guilty of an
offence under subsection (1) or (2).

(5) For the purposes of subsection (4)
permission shall -

(@ be given before the advantage is
offered, solicited or accepted; or

(b) in any case where an advantage has
been offered or accepted without
prior permission, be applied for and
given as soon as reasonably possible
after such offer or acceptance,

and for such permission to be effective for the
purposes of subsection (4), the principal shall,
before giving such permission, have regard to
the circumstances in which it is sought.
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Definition of an Advantage (Section 2)

“Advantage” means :

@)

any gift, loan, fee, reward or
commission consisting of money or
of any valuable security or of other
property or interest in property of any
description;

any office, employment or contract;

any payment, release, discharge or
liquidation of any loan, obligation or
other liability, whether in whole or in
part;

any other service, or favour (other
than entertainment), including
protection from any penalty or
disability incurred or apprehended or
from any action or proceedings of a
disciplinary, civil or criminal nature,
whether or not already instituted;

the exercise or forbearance from the
exercise of any right or any power or
duty; and

any offer, undertaking or promise,
whether conditional or unconditional,
of any advantage within the meaning
of any of the preceding paragraphs (a),
(b), (), (d) and (e).

Definition of Entertainment (Section 2)

“Entertainment” means :

The provision of food or drink, for consumption

on the occasion when it is provided, and of
any other entertainment connected with, or
provided at the same time as, such provisions.
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Section 19 - Custom not to be a Defence

In any proceedings for an offence under the
Ordinance, it shall not be a defence to show
that any such advantage as is mentioned in the
Ordinance is customary in any profession, trade,
vocation or calling.
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Annex 2
Form A

(Name of the Organization)

REPORT ON GIFTS RECEIVED

Part A - To be completed by Receiving Staff
To:  (Approving Authority)
Description of Offeror :

Name & Title of Offeror :

Company :

Relationship (Business / Personal) :

Occasion on which the Gift was / is to be Received :

Description & (Assessed) Value of the Gift :

Suggested Method of Disposal : Remark

Retain by the Receiving Staff

Retain for Display / as a Souvenir in the Office

Share among the Office

Donate to a Charitable Organization

Return to Offeror

()
()
()
() Reserve as Lucky Draw Prize at Staff Function
()
()
()

Others (please specify) :

(Name of Receiving Staff)
(Date) (Title)

Part B - To be completed by Approving Authority
To:  (Name of Receiving Staff)
The recommended method of disposal is *approved / not approved.
*The gift(s) concerned should be disposed of by way of :

(Name of Approving Authority)
(Title)
(Date)

* Please delete as appropriate
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Annex 3
Form B
(Name of the Organization)

Declaration of Conflict of Interest

Part A — Declaration (7o be completed by Declaring Staff )

To:  (Approving Authority)

I would like to report the following existing/potential* conflict of interest situation arising
during the discharge of my official duties :-

Persons/companies with whom/which I have official dealings

My relationship with the persons/companies (e.g. relative)

Relationship of the persons/companies with our Organization (e.g. supplier)

Brief description of my duties which involved the persons/companies (e.g. handling of
tender exercise)

(Name of Declaring Staff)
(Date) (Title / Department)

Part B — Acknowledgement (7o be completed by Approving Authority )
To:  (Declaring Staff)

Acknowledgement of Declaration

The information contained in your declaration form of (Date) is noted. It
has been decided that :-

3 You should refrain from performing or getting involved in performing the work, as
described in Part A, which may give rise to a conflict.

d  You may continue to handle the work as described in Part A, provided that there is
no change in the information declared above.

Q  Others (please specify) :

(Name of Approving Authority)
(Date) (Title / Department)

* Please delete as appropriate
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Appendix 2 Checklist for Procurement of
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Procurement is prone to corruption
and malpractice. To achieve the best value
for money and to prevent impropriety in
the procurement process, it is essential for
the organization to put in place an open
and competitive procurement system with
safeguards against corruption and abuse. The
checklist below provides a step-by-step guide
for the procurement of goods or services for a
fund-raising activity.

Making Purchase Requests

[] Ascertain the need for the goods or
service required and ensure that it is
within the budget approved by the Fund-
Raising Committee or Governing Board (if
established).

[J Obtain approval from the designated
authority if purchase of an unbudgeted item
is required.

[] Seek endorsement of the requisition from
the designated authority.

[J Follow the organization’s laid down
procurement rules and procedures (e.g. the
procurement method and the approving
authority).

[ Document justifications for non-compliance
with the laid down rules and regulations
(e.g. purchase from a sole supplier) and seek
approval from the appropriate authority.

Making Direct or Petty Cash

Purchase

[J Require staff to acknowledge receipt of the
petty cash for the purchase and return any
unspent monies together with the invoice or
receipt.
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[J Arrange payment or reimbursement to the
staff only upon submission of an invoice or
receipt, or a claim form signed by the staff
and supported by his/her supervisor if no
receipt is produced.

Purchasing Goods/Services by
Invitation of Quotations

[J Check whether the organization has in
place a suppliers list for providing the goods
or services required.

[ If yes,

o Invite the required number of suitable
suppliers on the list to bid by rotation
(e.g. at least three or five quotations for
purchases of a specified amount as laid
down in the procurement rules);

+ Add other suppliers nominated by users
or staff who should be required to justify
their nominations.

[J If not, source suppliers for invitation to bid,
taking into account the size of the company
and experience, and avoid including only
those nominated by a staff member.

[J Provide the bidders with detailed
description of the goods or services
required.

[J Advise the bidders of the deadline for
submission of quotations.

[] Keep a record of the date of receiving
the quotation, the name of the supplier,
the offered price, and the name of the
responsible staff, if verbal quotations are
accepted.
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[]

Use a designated fax machine kept in a
secure place or an email account with
password control for receiving quotations
to prevent manipulation of the quotations
received (e.g. leakage of information before
closing time).

Keep a record of the suppliers invited and
the date of receipt of quotations (e.g. keep
copies of the quotations for record).

Accept the lowest bid that meets the
specified requirements, and obtain
approval from a designated authority
with justifications if the lowest offer is not
accepted.

Purchasing Special Services by
Inviting Tender Proposals

Tender Invitation

[]

[]

Source service providers following the steps
for purchase by quotations mentioned above.

Set out clearly in the tender invitation:

¢ a detailed description of the service
and other information required (e.g. the
company’s background information);

+ the criteria for tender selection and the
marking scheme, if applicable;

o the contract terms and conditions;

+ a statement on the organization’s policy
that the staff are not allowed to accept
any gift or advantage;

o the deadline for submitting the tender or
proposal; and

+ the submission method (e.g. proposals in
duplicate to be put in a sealed envelope).
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[J Consider giving a briefing to all interested
bidders shortly after the tender invitation.

[] Take measures to ensure the security of the
tender proposals received, e.g. use a secure
tender box or put them under lock in the
custody of a responsible staff member upon
receipt.

[] Assign an opening team (comprising at
least two persons) to open the proposals
immediately after the submission deadline,
and designate a senior staff member not
involved in the evaluation to keep the
duplicate copies of the proposals.

[J Accept late submissions after the closing
time only if justified (e.g. insufficient
tenders) and with the approval of designated
authority.

Tender Evaluation

[J Pre-determine the criteria and their relative
weightings (using a marking scheme if
appropriate) for evaluating the proposals.

[J Appoint an assessment panel (comprising
staff from the user department, the
procurement department and specialist/
technical department as appropriate) to
evaluate the proposals.

[J Require the panel members to record their
assessment or marking independently on a
standard evaluation form for each proposal
before calculating the total score.

[] Give bidders the equal chance to make a
presentation before the panel if necessary.

[] Select the tender with the highest score and
seek approval form the designated authority.
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Receiving and Accepting Goods
and Services
[J Assign a staff member, preferably not the

one placing the purchase order, to receive
and inspect the goods delivered to ensure
no short delivery or substandard goods.

[J Arrange testing of the goods (e.g.

equipment) by competent staff (e.g. quality
control or IT staff) before acceptance.

Require the users to certify acceptance of
goods or services within a specified time
limit upon receipt of the goods or delivery
of a service.

Handle defective goods or short delivery
in accordance with established procedures
(e.g. asking the supplier to make good the
shortfall immediately).

Monitoring Performance of
Suppliers or Contractors

[J Collect and record user feedback on the

performance of the suppliers or service
providers.

Handle reports of unsatisfactory
performance in accordance with the
organization’s laid down policy and
procedures (e.g. issue of warnings or
suspension from further invitations to bid).

Inform other users of the organization when
adverse performance of any supplier or
service providers has been recorded.

Remove or suspend the suppliers or
service providers with persistent adverse
performance from the approved list of the
organization where appropriate.
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