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Procurement Procedure (Aided Schools)

A School Management Committees (SMCs)/Incorporated

Management Committees (IMCs) of all aided schools should
ensure that the procurement system of their schools is properly
established and administered with checks and balances in place.
Also, schools need to adopt a sound control system, maintain
proper records and conduct periodic inspections of all
procurement.

For further information, please refer to

A School Administration Guide (2016/17 school year)
A Education Bureau Circul ar No. 4/ 2013 OPr o

A Guidelines on Procurement Procedures in Aided Schools (April 2013)
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Ref.: EDB(SDCT)2/F&A/5/1/4(1) Government of the HKSAR
Education Bureau

30 April 2013

[ Education Bureau Circular No. 4/2013 ]

Procurement Procedures in Aided Schools

[Note: This circular should be read by-

(a) School Management Committees or Incorporated Management
Committees and Heads of all aided schools - for necessary action;

(b) Supervisors and Heads of Caput and Direct Subsidy Scheme schools -
for reference and action where applicable; and

(c) Heads of Sections - for information. ]
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Procurement Procedure (DSS Schools)

A Direct Subsidy Scheme (DSS) schools are required to
observe the principles of openness, fairness and
competitiveness. While DSS schools are given flexibility in
formulating their own procurement policy, they should
follow as far as possible the Guidelines.

A For further information, please refer to

A Education Bureau Circul ar No. 4/ 2013 oP

A EDB Circul ar No. 17/ 2012 -govdraneent &dnds G diveetr n
Subsidy Scheme (DSS) School sbo



Great mindsi

Ref : EDB(SA1)/DSS/POL/23/3(11)/C Government of the HKSAR
Education Bureau

29 August 2012

( Education Bureau Circular No. 17/2012 )

Use of Government and Non-government Funds in
\ Direct Subsidy Scheme (DSS) Schools y

[Note: This circular should be read by —
(a)  Supervisors and Heads of Direct Subsidy
Scheme Schools — for action; and
(b)  Heads of Sections — for information.]

SUMMARY

This circular recapitulates the prevailing rules and regulations as well as
guidelines on the proper use of government and non-government funds in DSS
schools, and sets out updated requirements for investment, purchase of properties
and disclosure of financial information by DSS schools as recommended by the
Working Group on DSS' (Working Group). This circular supersedes Education
Bureau (EDB) Circular No. 4/2010 on Use of Government Funds in Direct
Subsidy Scheme (DSS) Schools dated 29 April 2010 and EDB Circular No.
12/2010 on Use of Non-government Funds in Direct Subsidy Scheme (DSS)
Schools dated 5 November 2010.
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Procurement Procedure (Government Schools)

™

Procurement Principles

All public offices responsible for procurement should be guided by the
related principles in conducting procurement exercises which include,
among others

A Promoting fair, competitive and open bidding;
A Securing valuedor-money;
A Instituting a system of checks and balances; and

A Following due process and ensuing documentation of justifications and decisions
Ensure availability of funding before initiating procurement exercises.
For further information, please refer to

A Education Bureau I nternal Circul ar N
Procur ement of Services and Revenue
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Tender Procedures for
Government Procurement

( Chapter III of the Stores and Procurement Regulations )

Education Bureaunternal CirculaNo . 5/ 2016 oQuot ati ol
f or Procur ement of Services and Rev
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4. Other than the above financial limits, SMC/IMC’s attention is drawn to the following
major updates of the Guidelines:

\

(a) ( Schools may only make repeated procurement of the same items within 12 months by
oral quotations and written quotations 1f the cumulative value of the procurement does
not exceed $50,000 and $200,000 respectively. Schools must not split an order as a

way to circumvent approval requirement or quotation/tendering procedures. Items of

%mm
schedule before inviting suppliers to bid. Schools should not evade the financial limits
set out in paragraph 3 by dividing procurement requirements into instalments or by
reducing the usual duration of contracts.

(b)] Schools are strongly advised to report to the SMCs/IMCs, on an annual basis, of any

uregularities m the procurement procedures by completing the “Exception Report on

Procurement Activities for Aided Schools™ available on the EDB homepage
[http://www.edb. gov.hk/en/index.html (EDB _homepage => School Administration and

2

Management = Regulations =2 Checklist on Common Administrative Issues in Aided
Schools)].
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1. Budget

Reply [2Replv All (2 Forward

Budgeting in 2017/2018 school year (Deadline of submission: 2 May 2017, Tuesday)

= Budget Form_Templat...
33KE

Dear colleagues (esp. for Head/Teacher-in-charge of subject department heads, working committees and others),

Please make use of the attachment and
forward your completed budget form to the following path in the Accounts Department server (R:)

R:\2017-2018\0_Budget Drafi
by 2/5 (Tues)

and note the corresponding sub-folder

1. Subject Department

2. Working Committee (IR, AAC, DC, CC, CCA, Careers and 5D)
3. Others (Standing committees, Ad hoc Task Force and others)

Use the file name as "Budget 200{ 1718" where 200X stands for the name of vour subject/committee/ad hoc group.

You may make reference to the file submitted in the same location in this school year, i.e.
R:\2016-2017'1 Budget Revised

Please be reminded that due to the class restructuning since 2011-2012 school vear,

there 1s a reduction in the no. of classes and so do the government funding.

Unless with special reasons, the budget shall NOT be greater than the approved one in the current school year.
You may also be invited to attend the coming Finance Committee Meeting, explaining the details of the fund allocation.
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1. Budget

Munsang College

Budget Form

Year: 2016/2017

Page

Estimated

For Principal Use

For Person-i-c / Office Use

Unit Price

Amount

Amount

Source of

Subject / Club / Others: IT & Resources Committee
Amount approved up to date:
Item Description / Specification 3:;;‘:3
Furniture & Equipment Sub-Total

ITD-1 AV Equipment for Classrooms 1 $
ITD-2 Manitor 10 $
ITD-3 Projector and Screen 5 $
TTD-4 Visualizer 10 $
ITD-5 Switch 2 $
ITD-6 Computer and Natebook 10 $
mo-7 Wireless Access Point 2 $
ITD-8 Audio system 1 $
ITD-9 Digital Camera 1 $
1TD-10 Camera Lens 1 $
BSD-1 Clocks for Classrooms 10 $
BSD-2 Digital Phone 64 $
BSD-3 Card for Digital Phone 1 $
BSD-4 Staff Room Furniture and Equipment 10 $
BSD-5 Door Access Control System 5 $
BSD-6 Other Furniture and Equipment 1 $
BSD-7 Replacement of Defective Blinds in Classrooms 1 $
BSD-8 Replacement of Aluminum Window Lock in Classrooms 1 $
B5D-9 Supply and Installation of Air-Conditioner Units 5 $

Proposed $

Approved §

Fund

[Amount Claimed $

Balance

$

Remarks

),000

1,000
1,000
1,000
),000
),000
1,000
),000
),000
),000
5,000
3,600
),000
7,000
),000
),000
),000
),000
),000

000

CITG

600

EOEBG

,000

Subscription
Fund
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1. Budget

Use of Funding [WiFi 900]

18HFEL LR $69,400 $48,530
1922411 $95,430 $66,740
25F 3031 $121,450 $84,940
31F3611 $147,480 $103,140
37E L E $173,510 $121,340

(2015/162 FH5705E, 2016/1752017/18 FYHEsEE, HimEEF/FAR)

Information by Education Bureau
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1. Budget

Use of Funding [WiFi 900]

2015/16

2018/19

E—tm | —msEER | ) )
(WEFi900-i) REMEZEL | B 2ES RS20, RS2
(Recurrent Grant) | (Recurrent Grant) (Recurrent Grant) (Recurrent Grant)
E B —EEEE | i
(Wi-Fi900-ii) R 2AL R 2L RS2 AL
(Recurrent Grant) (Recurrent Grant) (Recurrent Grant)
BB — B REN B
(Wi-Fi900-iii) RS2 AL R 2L
(Recurrent Grant) (Recurrent Grant)
Wi-Fi 100 Z27% RS M RE RS R

(Recurrent Grant)

(Recurrent Grant)

Information by Education Bureaub o n Ut

t hi nk
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1. Budget

Use of Funding [WiFi 900]

/ 1. One-off \ / 2. Recurrent Grant \

A Acquiring mobile computing A Enhance WiFi Infrastructure
devices for use in class by A Comprises provision for
students replacement and

A Validity: 3 years (remaining maintenance of the mobile
will be clawed back) computing devices.

o O\ J
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1. Budget

Use of Funding [Wi+Fi 900]

Standard provision

/ 1. One-off \ / 2. Recurrent Grant \

A Acquiring mobile computing A Enhance WAFi Infrastructure
devices for use in class by A Comprises provision for
students replacement and

A Validity: 3 years (remaining maintenance of the mobile
will be clawed back) computing devices.

o O\ /

Add-on provision

- /
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arrangements and approving authorities are summarised below:

3. The revised financial limits of procurement and their corresponding procurement

Financial limits

Procurement
arrangements

Approving authorities

$5.000 or below

Competitive bidding not
required for procurement
of any stores or services
provided that a member of

Principal/Deputy Head

school staff at an Noro-  F T
appropriate level certifies [Note: For schools wit out
.| Deputy Head, the approving
that such procurement is authority  rests  with  the
essential and the prices are POTH) ]
. Principal. |
fair and reasonable
Above $5,000 to $50,000 By oral quotations (at
least two)
Above $50,000 to $200,000 By written quotations (at | Principal
least five)
Above $200,000 By tenders (at least five) Tender Approving Committee

comprising  the School
Supervisor/Manager, the
Principal, a teacher and a
representative of the Parent-
Teacher Association or a
parent manager
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