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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)



Great mindsi

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
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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.




Gr eat

mi ndsi

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 oQuotati ol
f or Procur ement of Services and Rev



Great mindsi

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
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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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T -
T

6. Confirm and check
reimbursement form

Check quotations,
comparison table, labels,
chop of completion and
inventory records

Deducting balance by TIC

Submit to Accounting
Department

1. New order / Re-order, the total amount of goods / service with 12 months is;

1 Written / Oral Quotation

> $50,000 - $200,000 9 9 Comparison Table
T > >

5. Filing procedure

Create a folder in the server by
TIC

Write down the reference number
in the reimbursement form

Scan & save all related documents
in the server

Filing up the hard copies by TIC

s Get the School Ref. No. from Ms. Kwok Wah Ching (KWC)

2. Check balance & Confirm order

Ensure enough
budget

Sign and chop the
quotation

Fax or send to the
provider

2R 2 2R 2

2. Procuremer

Make a Price

Comparison Table

3. Receiving
4. Inventory Control delivery / end of
service

Input inventory record in
eClass

Generate and stick the label
for the goods

Print the first page of the
labels

Fixture, consumables and
books are excluded

&
e
é
é
&

Check and confirm

delivery / service
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2. Procurement
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Great minds
] School Ref.: IR-1516-C-100
To: * Supervisor / Prineipal / Head of IR Committee
Purchase-by-Quotation Form

I have obtained the following * esa} / written quotations for supply and installation of two sets of <501000
window type air-conditioning unit and wish to recommend acceptance of the * lower / higher offer from Chun
Hing Renovation and Construction Co.. Limited. The reasons for not accepting the lowest offer are as

T (g s
’ Item Quantity Unit Price Total Offer ‘

No. Specification Required Name of Supplier Amount | Accepted
--/“
1 Supply and 28Sets [ Chun™" 7 a 1 9,500 19,000 \/
Installation of Cons
Window Type
Air-Conditioning 2 Sets | Falee— ™—%=-t- 10,500 21,000
Unit on D601. Limi
2 Sets Hon, 10,000 20,000
Elec
\ Ltd. }

If less than two quotations have been invited, please provide reasons in the box below.

Less than two quotations have been invited because

Endorsed by: {Rank: )

As the item is required by 20-7-2016, 1 have requested the supplier to deliver the item on or before 21-8-2016,
il approved. Payment may be effected after satisfactory receipt of the goods on 21-8-2016.

I confirm that the above item is a single purchase and not part of a large consignment to be
purchased by instaliments. >

Quotation obtained by : Ky

e TR

Rank . _Estate Management Officer Date : 21-7-2016

I certify that the price(s) for the purchase * is/are considered reasonable and the purchase is not

part of a large consignment to be delivered at intervals. Recommendation is approved.  Please place orders.

Comparison Table & Confirmation -
Purchaseby-Quotation Form 28 JuL g

DonUt t hi nk
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Summary List

Purchaseby-Quotation Form

MName Date modified Type
| . [R-1516-C-100_SupplyAndlnstallation Of ACon D01 14/2/2017 8:52 AM  File folder
. IR-1516-C-101_Server and Desktop Maintenance 14/2/2017 8:52 AM  File folder
. IR-1516-C-102_AssociateWorkForRelocationOfTowngasPipesOnBlockG 6/12/2016 9:41 AM  File folder
. IR-1516-C-103_SupplyOfCabinetsOnG201A 12/10/201611:20 ... File folder
. IR-1516-C-104_ReinstallationOfDAConG301A&D204 29/9/2016 9:37 AM  File folder
. IR-1516-C-105_Removal Of TwoOutdoorCabinetsFremRooftopOfBlockEToSportsGround 14/2/2017 8:52 AM  File folder
. IR-1516-C-106_UPS Maintenance 117472017 9:39 AM  File folder
. IR-1516-C-107_SupplyAndInstallationOfUnircllIEPDMRubberTilesForRoomHE02 4/10/2016 8:30 AM  File folder
. IR-1617-C-001_CleaningMaterials 11/4/201711:31 AM  File folder
. IR-1617-C-002_M-fold Paper & Tissue & Jumbo Paper 7/12/2016 3:53 PM File folder
. IR-1617-C-003_Plastic Bags 3/3/201712:30 PM File folder
. IR-1617-C-004_Annual fee for Security Alarm and CCTV system 30/6/2016 12:06 PM  File folder
. [R-1617-C-005_SupplyAndlnstallationOfTilesOutsideG303A 15/8/2016 3:22 PM File folder
. IR-1617-C-006_eClass Parent App 14,/2/2017 8:51 AM  File folder
. IR-1617-C-007-Stationery for staff 7/12/2016 3:53 PM  File folder
. IR-1617-C-008_SupplyAndlnstallationOfCentral PASystern 29/9/2016 1:52 PM File folder
. IR-1617-C-009_SupplyOfBenchOnToiletsOfBlockH 14/2/2017 8:54 AM  File folder
. [R-1617-C-010_SupplyAndInstallationOfCabinetsOnD5105 9/11/2016 912 AM  File folder
. IR-1617-C-011_Hand Scap 3/3/201712:30 PM File folder
1. IR-1617-C-012_Supply Server Support Service 13/2/2017 4:16 PM File folder
. [R-1617-C-013_Remove3PalmTreesOnTheCarPark 14/2/2017 8:53 AM  File folder
. IR-1617-C-014_Firewall and Network Switch Maintenance 13/2/2017 4:11 PM File folder
1. IR-1617-C-015_Car Badge 3/3/201712:29PM File folder
. IR-1617-C-016_Design for Soirée Musicale 2016 13/12/2016 5:14 PM  File folder
. [R-1617-C-017_DemeclitionOfLightingFittingOnBlockE 9/11/2016 916 AM  File folder
. IR-1617-C-018_ConsultancyServicesForCertify TwoRoomsHasMoStructuralChanges 9/11/2016 9:23 AM  File folder
. IR-1617-C-019_Installation of DAC (G101, G401A,G504,H702) 23/12/2016 7:57 AM  File folder
. [R-1617-C-020_SupplyAndInstallationOfMewFSUpfeedPipes 19/12/2016 3:48 PM  File folder
. IR-1617-C-021_Desktop for Common Room 8/2/2017 8:38 AM File folder
. IR-1617-C-022_Audic Equipment for Library 24/3/2017 8:46 AM  File folder
. IR-1617-C-023_Electric Screen and Installation of Projector for Common Room 20/12/20169:47 AM  File folder
. IR-1617-C-024_Portable PA Systemn 13/2/2017 415PM  File folder
. IR-1617-C-025_CleaningAirCenditioingUnitsOnBlockH 20/12/201610:13 ... File folder
. [R-1617-C-026_MinorRenovartionWorksForG2055taffCommonRoom 20/12/201610:15...  File folder
. [R-1617-C-027_MaintenanceServiceForDAC&AttendanceSystem 11/1/2017 3:11 PM File folder
. IR-1617-C-028_ReinstallationOfWindowTypeAC 20/12/201610:18 ... File folder
R 029 C 3CCESSONiEs 20/12/2016 2:45 PM  File folder
ang Voice 6,/1/2017 9:47 AM File folder
24/2/2017 457 PM  File folder

onservationofSignage 14/2/2017 8:54 AM

Offline status: Online

Offline availability: Mot available

File folder

<50,000
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4| Munsang College IRGF 57

J

Version 2

Purchase by Quotation {>55,000) Summary Report

Perlod: 01 Sep 201G - 31 Dec 2016 Total No.: 28

b " <50,000

105, 000,00

Conservation of Signage on

27 | IR1617- Co0a2

30,000.00

o S5B

| M 33,500.00

an o quatations have bean imated baca
5,466.00 ~ EQEBG E Asia) Lid, is the sole distributor of
i I.',ng 'r(cﬂg.

D14C

| 28 | IR1617-G-033 | 21Dec 2016 | Supply of eCiass Malntanance.

Remarks:

& Legend of Seurcs of Funding: EOEBG - Expandad Oparating Expenses Block Grant, S5

- Schaol Spongaring Body, CITG- Composite infarmation Technology Grant

Approved by Head of IR Committes Approved by Principal
Signature Signature

Date . Date
£ JAN 2017 iJ: B ., nb:-'[?
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2. Procurement

50,001 6 200,000
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.
School Ref. No: WQ-1617-CEA-007

25t% January 2017

50,001 &

Dear Sir/ Madam, 200,000

INVITATION TO WRITTEN QUOTATION
FOR SERVICE OF BASKETBALL TRAINING TOUR TO DONGGUAN

You are invited to quote for the service of Basketball Tramning Tour to Dongguan, as specified in
the enclosed written quotation schedule. If you are not prepared to accept a partial order, please
state this clearly on the written quotation schedule.

Your sealed written quotation, in duplicate, should have the attached label adhered and delivered
by hand or by mail to the Principal, Munsang College, § Dumbarton Foad, Kowloon City,
Kowloon. It must arrive not later than 12:00 noom on 23" February, 2017. Late written
quotations will not be accepted. Your written quotation will remain open for 90 days from the
above closing date, and you may consider your written guotation to be unsuccessful 1f no order 1s
placed with you within these 90 days. You are requested to note that unless Part II of the written

quotation form is completed, the written quotation will not be considered.
The school will reserve the right to accept the whole or part of the offer recerved at quoted rates.

If vou are unable or do not wish to quote, it would be appreciated if vou return this letter and the

written1 quotation forms with reason to the above address at vour earliest convenience.

Y oure anceraly
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Munsang College

EAER

IRG

Written Quotation Summary

Period 1.Jun 2016 - 31 Aug 26 Tatal No.: 5
2. Procurement
i | Glosing Date! : ! i Source iS'raff—' "
No | of writien | Qeecriotion of Goods. Name of Supplier | Total Amount (HKS) | of (oo i Remarks
5 | Quotation | Furchese/ Services | i Funding} 8" |
| T n o |
i i i i i 200,000
i i 750,00 - i
i o ; 3 Ly T 1 i Cheng Justifeation for not aceepting
4 | WORISIEDC- e The Supply of Schoal decket | - Stucnt | Kwan jihe owast ofe s attached,
! [alv] B ard Scarl i e ! Wai  ieAppands 1=
i i o reply |
it o regily
1 i Moreol e
! - | !f Bo rapily
| Wa-1518IR = | The Suppiy and Installation o 2 - = Lui Hang |
2 o 1016+ gycie 14 Audio Equioment. 3784000 B e
| ' i 3o reglly :
| i_‘ .E!’fmf 120000/ " i
Leung  Justication for not accepting
3 W1 51 6-MLES- o7-dun-16 & Grand Pana in Musc I-': Vau iy lraast ol is aftashed,
mz Room !p Chaung [sAppands 2>
i i1
i | i
| i
- i The Supply of Microsot  iF
4 ""“':;1“;'"" 28Jun-16 |  Enolment for Education i L”SE:;'Q
i License [1 yaar) it
f,

5 W-1516-1R-
o4

F0-Jun-16

The Supply of Staticnery for

Student

N;‘-rE:-:J-lg' :
Mo reply |
Mo risply Studant Fia:nle |
£4,805.60 | |
1 VRV Van KTV o AV Ay SIS ol |

Legend of Source of Funding : FTA - Parant and Teacher Assodiation; TWF - Teacher Wellare Fund: EQEB(S - Expanded Operating Expensas Block Grant; 55B - School Sponsoring Body

MS0PS - Munsang Colliege Primery School; MSCKG - Munsang College Kindsrgartar; CITG - Compesite Informabion Techr

Approved by Head of IR Committes

Signature

ooy Grant

Approved by Principal
Signature

i [3 0eT, def .
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2. Procurement

>200,000
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.
School Ref. No: WQ-1617-CEA-007

25t% January 2017
> 200,000

Dear Sir/ Madam,

INVITATION TO WRITTEN QUOTATION
FOR SERVICE OF BASKETBALL TRAINING TOUR TO DONGGUAN

You are invited to quote for the service of Basketball Tramning Tour to Dongguan, as specified in
the enclosed written quotation schedule. If you are not prepared to accept a partial order, please
state this clearly on the written quotation schedule.

Your sealed written quotation, in duplicate, should have the attached label adhered and delivered
by hand or by mail to the Principal, Munsang College, § Dumbarton Foad, Kowloon City,
Kowloon. It must arrive not later than 12:00 noom on 23" February, 2017. Late written
quotations will not be accepted. Your written quotation will remain open for 90 days from the
above closing date, and you may consider your written guotation to be unsuccessful 1f no order 1s
placed with you within these 90 days. You are requested to note that unless Part II of the written

quotation form is completed, the written quotation will not be considered.
The school will reserve the right to accept the whole or part of the offer recerved at quoted rates.

If vou are unable or do not wish to quote, it would be appreciated if vou return this letter and the

written1 quotation forms with reason to the above address at vour earliest convenience.

Y oure anceraly
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Name of School

School Tender Reference

Date of [ssue of Tender :25Jan 2017 ©
Closing Date of Tender : 23 Feb 2017 -
Validity of Tender : up to 90 days from the above “Closing Date”
- > 200,000
Price Comparison Table
Item | Brief Description Suppliers selected from the approved lisis
No. Suppliers’ Names
Coun I Limited
1 Price $12,550 $15,000 811,880 $11,050
\ Training Camp Training Camp Training Camp
2 Accommodation 3-star hotel (J Green Soccer Training Camp) (J Green Soccer Training Camp) (OUHS Seminar House)
3 Food (3 meals) v v v v
Transportation . . .
4 flight Cathay Pacific Cathay Pacific Cathay Pacific/ Hong Kong Express MN.A.
5 Esg:rt ]E'ﬂdEI:, tour v v v v
guide and driver
6 Pre-departure v - v v
meeting
7 Lev}[ v ' ' v
8 Insurance Blue Cross Global Gold Plan v Blue Cross Global Gold Plan Not included
9 Miscellaneous v v v v
Banner
10 Worksheet/Journal v v v v
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IMUNSANG COLLEGE

Tender for THE SERVICE OF SOCCER TRAINING TOUR TO JAPAN

School Ref. No. - T-1617-CEA-006 > 200,000
Date o 15-MARCH-2017

A. Warning Against Bribery
Soliciting and accepting advantages without permission constitute
offences. You should also, in writing, remind all suppliers and contractors
that payment of such commission is illegal. This could be done by
incorporating a statement in the order form or the terms of tender.

B. Declaration of Interest
Officers engaged in purchasing and suppliers duties should declare to
the School Head any current of future connection they and their families
have with suppliers (e.g. being relatives, owners, etc.).

Name Position Signature Date
ME. -~ IMC MANAGER
E VICE-PRINCIPAL
MS. . PTA CHAIRPEESON
E sGM
E TEACHER
ME. L TEACHER
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MUNSANG COLLEGE

Tender for THE SERVICE OF SOCCER TRAINING TOUR TO JAPAN

2. Procurement

School Ref. No. : T-1617-CEA-006

> 200,000

Date : 15-MARCH-2017

A. Warning Against Bribery
Soliciting and accepting advantages without permission constitute
offences. You should also, in writing, remind all suppliers and contractors
that payment of such commission is illegal. This could be done by
incorporating a statement in the order form or the terms of tender. ;

B. Declaration of Interest
Officers engaged in purchasing and suppliers duties should declare to
the School Head any current of future connection they and their families
have with suppliers (e.g. being relatives, owners, etc.).

Name Position Signature Date
MR. " IMC MANAGER { L /J-/;/Za,,}
MR. VICE-PRINCIPAL /r/g/av/}
MS. PTA CHAIRPERSON ( {4(4/ 3 /(9
T ( | i 1
MS. SGM e / (rf/g /[,}
MR. TEACHER /2 /)
MR. v TEACHER . /S/s//7 t hi nk
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Marking Scheme for Tender Approving Meeting

MName of School : Munsang College

Tender : FOR. THE SEEVICE OF SOCCEE TEAINING TOUE TO JAPAN

Tender No. : T-1617-CEA-006

Date of Issue : 25th January 2017 > 200,000
Closing Date : 23rd February 2017

Date of Approval - 15th March 2017

Rankine of Suppliers

Suppliers’ Score (‘47 represents the hichest score)

1]
[=N

Cultural Exchange Limited Exchange Centre

MRT

ME. ]

MSI

MS1

REC\

Signature

TAC Members el R S
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Name of School
Tender

Tender No.

Date of Issue
Closing Date
Date of Approval

+ Ranking of Suppliers

Marking Scheme for Tender Approving Meeting

: <School Name>

: <Title of the tender>
: T-Year-IR-005

: <Date>

: <21 days late of Date of Issue>
: <Date>

2. Procurement

> 200,000

Description (Weighting%)

Rank 1to4 (Rank ‘1° gives the highest score of ‘4")

Suppliers' Names

Name of Supplier A Name of Supplier B Name of Supplier C Name of Supplier D
Rank Score Rank Score Rank Score Rank Score
Price(__ )
Tender Detail ( )
Track record ( )
Total Score from TAC

Signature of TAC Member

Name (in Block Letter)

Don Ut

t

hi

n k
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1 5
Marking Scheme for Tender Approving Meeting

Name of School : Munsang College 2. Procurement
Tender : FOR THE SERVICE OF SOCCER TRAINING TOUR TO JAPAN

Tender No. : T-1617-CEA-006 -

Date of Issue : 25th January 2017 > 200,000
Closing Date : 23rd February 2017

Date of Approval : 15th March 2017

Ranking of Suppliers

Suppliers’ Score
e D e B e e T e T T e g
R i vy i
MR 1% 3 : 3 3.4
MR 2.4 K 3.4 3.3
| MS 2 L] 3. %5
MS .. li7 0.6 3 [
TOTAL SCORE 2,373 [, %0 3.3& 2.70
RECOMMENDATION /
Signature
ety i | 1AV N\, s
TAC Members

DonUt think
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File Home Insert Page Layout Farmulas Data Review View Developer 2 Tell me what you want to do
o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

=12 M fe 2. Procurement

A B C D E F

| > 200,000
Setting RANK ( From 1

Weight

Iravel Limited Iravel Limited
Cultural Exchange Exchange Centre

Price 40%

Itinerary and Practical experiential learning elements 30%

Experience and reliability 20%

Supporting services 10%

0 Name of TAC member

1 IMC representative Mr
9 Vide-principal Mr
PTA Chairperson Ms

SGM Ms

DonUt t hi nk
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Tender for THE SERVICE OF SOCCER TRAINING TOUR TO JAPAN

MUNSANG COLLEGE

School Ref. No.

Date

A. Warning Against Bribery
Soliciting and accepting advantages without permission constitute
offences. You should also, in writing, remind all suppliers and contractors
that payment of such commission is illegal. This could be done by

T-1617-CEA-006

I5-MARCH-2017

incorporating a statement in the order form or the terms of tender.

B. Declaration of Interest
Officers engaged in purchasing and suppliers duties should declare to
the School Head any current of future connection they and their families

have with suppliers (e.g. being relatives, owners, etc.).

Name Position S/igpflture Date
MR. P IMC MANAGER e /J—'/;/Za'?_
MR. VICE-PRINCIPAL /r/,;/a,,,}
MS. L PTA CHAIRPERSON LE
i / $ / (?
MS. | SGM | 173 /17
MR. ( TEACHER I(rr/?/[]'
MR. L. TEACHER i e

/5/5//,7

2. Procurement

> 200,000

t hink
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Sub-Contracts

The Tenderer shall be the prime Contractor for all the services
specified in Part X and Part Y of this contract. The Tenderer shall be
the single point of contact for all contractual matters.

The Tenderer shall be liable for the performance or breach of any
provisions of the contract by Su€ontractors.

The Tenderer shall provide details of the stdontract service for the
Wi-Fi operation and maintenance of the Su@ontractors in the
format listed on Section 5 of Part Y. The hierarchy of the sub
contracting shall also be clearly stated below. If there are no Sub
Contractors, please enter nil.

No Sub-Contractor(s) specified in Section 5 of Part Y shall be replaced
unless prior written consent has been given by the School.

Delay of Scheduleq0 days)
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Delay of Schedule

9. Delay of Schedule

[p.1 If the Contractor fails to provide any part of the WiFi service which
shall be ready for use in the School within 60 davs after the target Ending,
Date specified in Section 8 of Schedule of Work then notwithstanding
anvthing else contained in this Contract the School shall be entitled to
terminate this Contract with forthwith by giving written notice to the
Contractor and to recover from the Contractor the amount of all damages
and loss suffered by the School resulting from such failure, including
without limitation to anyv damages and loss resulting from the termination
of related service orders.

9.2 Within one (1) week of the termination of this Contract. the
Contractor shall collect its own Hardware and Software at his own cost
after the contractor has removed the School Data in the Hardware.

9.3 The Contractor shall reinstate and make good the concerned area of
the School to the satisfaction of the School after removwval of the hardware.
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Briefing Session / Site Visit

A To facilitate the Service Provider to propose the quotation, a briefing
session is arranged as follows. The Service Provider must attend the
briefing session and carry out \Aki survey with appropriate tools.

A Date: <date>
A Time: <time>
A Venue: <place>
A The following are some issues they wish to find out:
A Penetration of WiFi signals
A Cabling of WiFi infrastructure

A Location of floor closet and switches, and spaces left for additional network
equipment, conduits and trunking

A The condition and models of existing switches
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Other Considerations

A Schools may take specific consideration on the following
situations, if appropriate:

A Tradein of existing equipment
A Buy-out of other existing service contracts

A Sharing of existing broadband bandwidth to save cost and
to increase aggregated bandwidth

AOLe-tosoevnd arrangement
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3. Reimbursement

DonUt think



1/“) Sc‘f{k-:lrg (| )

(2014 /120 (L )

. Before peyments to be sent 1o the companies directly / reimbursed to the Applicant, applications must be endorsed by the Principal
and the Committee Head / Subject Department Head, together with the remaining balance given for the Principal’s reference

=

The original copy of the official receipt ! invoice must be attached with the applications
with detailed description against the amounts claimed.

w

Applications must be submitted within one month from the date of involce / receipt,
without the Principal’s endorsement.

Receipt produced by cash register must go

Late applications will not be entertained

4, Amendment on the application form must be countersigned by the Commitiee Head / Subject Depertment Head concerned,

5. The deadline for submitting this Application Foem is 31% July of the school year,
Section A (to be filled in by the Applicant)
1. Name of Applicant: }‘1’ 0 Tu Chun

2. Working or Standing Committee / Subject Department:

IT & Resources Committee

3. Description of Goods Purchased / Services Delivered:

J Ytem 2

Item 3

*Category

Nature Uy

/ iae Ka
1 AVAS berwee

Location

#Staff-in-charge

Reason for the application

Amount in HKS

Total Amount in HK$ 1,300

* Teachers' Reference Books, Printing & Stutionery, Activities & Function, Consumebles, etc.

# Name of the one respoasible, e.g. stock-taking, re

4. The total amount is to be sent directly to _

OR reimbursed to

Signature of Applicant: ¥

[ue / in cash.

Date: ~¥d =

Section B (to be filled in by the Committee Head / Subject Department Head concerned)

1. Remaining balance endorsed for the *Category of the year: ‘ HK$ J
\ CI1G  lteml % 158 oo/
Item 2
Item 3
2. Remaining balance endorsed for the Committee / Subject of the year & 425 (o0~
Signature of Committee / Subject Department Head: - 1 SEP 7015
T MRl )
Section C (to be filled in by the personnel concerned)
The application for the total amount of HK$ ) is  [Japproved [ not approved.
Source of Fund:
Signature of Accounting Clerk: . Date:
Signature of A/Cs Department Head: Date: .
Signature of Principal: Date:

DonUt

t
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INVOICE #%2

mi nds 7

e RAEBEE - PEAEYE
Y4 R ER
Huhl : LAESRERYIEEE \BE

RS © 36553343 {40 ¢ 2337-2041 FH8 1 9351-6458

wEH

4, m,"wa‘:"}km’.— . _i; '[
1381 < 07 107 12015 *K )\
o [Afr

/
,P/

\

[i32-3 52 Ik 1)

| ek Hyam Bift, it By W
L, ADEC-020/5% 65171 Tk [REOGR] | 18R @1,80000  $1,800.00
CFHRERCT « HIMETHRE ~ 85 G 10T ~ 25 e FEeledl BT Ishie )
S/FAS2015 /0901 JoooL
IR BT B > THEAT 75 I
! 4/ / - \

3

REAA [ BIAAASAIN * RWEHAA || REEEL

] [AEERE - hAERER e, © lfeE D
BREPHIAL ¢ JuiHCRREEE )\

B et $1,800.00
T RlEw | &
E ok | $1.800.00

Wik

¢ MHJ'I-"v'JH’f]Jr'iE" -H AR E S e S Y P ORA A ] -

* R AT ¢ 50% $oeeeeee THESSERTTAIC # 640-090528-838 -

E IS BAM DR -

* R ETRY frmﬁ.%,x COoD: $1,800.00 « fsFH{F3K ¢ Citibank Purchasing Card

¥ Y AEGTRENT T ART DESIGN CO -
¥ AT N DA (A SR -

* TR - RS R (RER NI SO6ESRETE) -

DonUt
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3. Reimburseme

ESI M% :&l n“m %}

u":‘"[i} W 2F > uer

[
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Munsang College
IT & Resources Committee
Fixed Assets Policy

Backaground
In accordance with R64 of the Education Regulations, schools are required to maintain a

Fixed Assets Register. Capital assets which are of value to the school in the provision of
services for a period of time longer than one year should be recorded as fixed assets.
Payment vouchers in respect of all relevant expenditures should also be retained for a period
of not less than seven years.

Who are involved?

The Fixed Assets Register Policy encompasses all three sections of the college.  Anyone who
is involved in the purchases of fixed assets has a role 1o play. In general, the responsibilities
are summed up in the table below.

IT & Resources Committee | Teachers / Staff Account Department

System control Following a purchase Following a purchase

* Create and maintain the | = Obtain Fixed Assets ID | = Authorise payment
Fixed Assets Policy and from IT & Resources (Starting with school year
Fixed Assets Register Committee 2011/2012, fixed assets

= Create barcode labels |- Create a new entry in the must be registered
templates and set up Fixed Assets Register before payments can be
Barcode Labels Printing with the Fixed Assets ID cleared by the Account

Station obtained Department.)

*  Provide technical | = Print out barcode labels | = Retain payment
assistance to teachers and affix them onto items vouchers for a minimum
and staff who are involved of 7 years.

During an audit
Following a purchase = Assist in Fixed Assets | During an audit

Assist in Fixed Assets
Auditing and Inspection

= Generate a unique Fixed
Assets ID upon request

* Check that a new entry | Assets Write-off
has been added to the |- Fil out Fixed Assets
Fixed Assets Register by Write-off Form 10 be
the teacher or staff submitted to IT &
responsible  for  the Resources Committee
purchase for processing.

Auditing and Inspection

During an audit
= Organise and coordinate

Fixed Asseis Auditing
and Inspection

Assets Write-off
* Collect Fixed Assels
Write-off information

when the need to write-
off items arises.

What kind of things are considered Fixed Assels?
Capital assets which are of value to the school in the provision of services fo
longer than one year should be recorded as fixed assets. Examples a
computers, fumniture and equipment, etc. For the sake of manageability and iwasese
items that meet any of the criteria below need to be recorded in the Fixed Assets Fleglsler
1) Individual items that are worth $2,000 or above
2) For individual items that are worth less than $2,000 and fulfil the following conditions
a. The items come with a warranty service
b. The items are valuable equipment such as monitors, projectors and cameras
3) Air Conditioners

What items are exempted?
The following items are exempted

1) Consumables - items that are bought, used and replaced recurrently such as
stationeries, batteries, etc.

2) Books - books are managed by the School Library

3) Fixtures — they are installed as part of the building services such as exhaust fans and

wash basins that don’t come with a warranty service.

Pl

Fixed Assets ID
A Fixed Assets ID is assigned to every item that goes onto the Fixed Assets Register. Each
Fixed Assets ID is a unique combination assigned to track the individual item.

S./ BEA/ 2011 / 0001 / 0001

Section / Category / Year / Batch / No.

\

“Srecondary There are a The school A number A unique

“Prrimary. total of 10 year of denoting number is

"Krindergarten. categories purchase the batch of assigned for

“Grouncil and they are purchase each item

“Tiuck Shop summarised (2011 for purchased in the
in the table 2011-2012 batch, beginning
below. school year) with 0001.

Category Abbrev. Examples

Air Conditioner AC Air Conditioner only.

Electrical Appliances EA Air Conditioner, Microwave Oven, etc.

IT Equipment IT PG, Software, DV Recorder, etc.

Fumiture FU Desks, Chairs, etc.

Laboratory Apparatus LA Beaker, Bunsen Burner, elc.

Musical Instrument MI Piano, etc.

Recreation Facilities RF Swings, Slides, etc.

Sports Equipment SE Basketball, etc.

Teaching Aids TA Reference Book, Learning Software, etc.

\Govemment He%airs GA M%E rReEairs Emer%en% H%%rs &1c. z
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Barcode Labelling
Every item should be affixed with a label that has the school logo, the Fixed Assets ID and a
barcode. A Barcode Printing Station is set up in room E301a.  Label templates and blank

labels are available at the station for teachers and staff to use. |T technicians

For each individual item, the label should have a unigque number

(e.g.) 1%titem in the
15% batch of IT
Equipment acquired in
2011-2012 school
year. Managed by the
L.T. and Resources
Committee.

(e.g)20% item in the
15% batch of IT
Equipment acquired in
2011-2012 school
year. Managed by the

Munsang College

[5] I.T. and Resources
Desktop Computer
S/1T/2011/0015,/0001

A

Munsang College L
[S]LT. and Resources —
Desktop Computer
S/1T/2011/0015/0020

I.T. and Resources ||
Committee.

1

Implementation

The implementation of the Fixed Assets Register Policy is to be implemented starting school
year 2011-2012. Al applicable newly purchased items shall be recorded and labelled in
accordance with the policy.

For items that were purchased prior to school year 2011-2012, they are to be re-registered
in July and August of school year 2011-2012. All existing labels that were affixed prior 10
school year 2011-2012 will be retained for reference.

Fixed Assets Auditing and Inspecting
In.order 1o ensure the integrity of the record, inspections and audits are to be conducted yearly.
Inspections are 10 be set Up on a 5-year cycle as seen in the table below.

Year 1 Year 2 Year 3 Year 4 Year 5
2011-2012 2012-2013 2013-2014 2014-2015 2015-2016
Random Random Gomprehensive | Random Random
Checks Checks Review Checks Checks

For random checks, the checking is 1o be held during the 2™ term examination.
For comprehensive review, a list of items to be checked will be prepared during the Easter
Holiday and the checking is to be held during the 2™ term examination.
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Munsang College Teaching Staff

™ Home OeService Oelearning © eAdmin

eInventory (Asset Management)

1;-.“ List | —

Management 4)New *3Import #)Upload images Q I:I Advanced Search
 Inventory | -4l Types - ¥ H - All Categories - v || - &l Building - ¥ H - All Tags - ¥ |
|- All Groups - v H - All Fundings - v | ) Display recerds with 0 quantity

» Barcode Labels

w Display Image ) ExportBarcode ) Export(Code format) 3 Export (Name format) ¢ Edit Update Status @ Bulk Reguest Write-off

> Stocktake

Item Name Management Group Quantity Record Date
g f.fﬁ.ffn? variance 1 FP/AC/2011/0001/0039 Rasonic RC-V249E Air-conditianer Air Conditioner > Air Conditioner Block D > D 5/F > DS06 [S] L. T. and Resources Primary Section 1 2011-00-28 16:41:23 [
» Variance Handling 2 P/AC/2011/0001/0040 Rasonic RC-V249E Air-conditioner Air Conditioner > Air Conditioner Block D > D 5/F > D509 [S]L. T. and Resources Primary Section 1 2011-09-28 16:41:23 @
Nofice 3 P/AC/2011/0001/0045 Panasonic CW-SC248EA Airconditioner Ajr Conditioner > Air Conditioner Block D > D 3/F > D304 [S]I. T. and Resources Primary Section 1 2011-09-28 16:41:23 [
> Wiite-off Anproval 4 P/EA/2014/0006/0001  Kramer 51-047040 Video Spliter Electrical Appliances > Electrical Appliances  Block B > B 2/F > Hall [S] L. T. and Resources EQEBG 1 2015-07-07 14:05:04 [
Reports « 5 S/AC/2010/0001/0001 General ASG1-2ZASMCW Split-type Air-conditioner Ajr Conditioner > Air Conditioner Block D > D 2/F > D210 [S]11. T. and Resources Unknown 1 2012-03-13 15:04:40 @
> Stocktake 6 S/AC/2010/0002/0001 General ASG-18ABA-W Split-type Air-conditioner Air Conditioner > Air Conditioner Block D > D 2/F > D210 [S]1L. T. and Resources Unknown 1 2012-03-13 15:06:43 @
> Stocktake Progress 7 S/AC/2010/0002/0002 General ASG-18ABA-W Split-type Air-conditioner Air Conditioner > Air Conditioner Block D > D 2/F > D210 [S]11. T. and Resources Unknown 1 2012-03-13 15:08:51 [
» Item Status 8 S/AC/2010/0003/0001 General ASG-1BABA-W Splittype Air-conditioner Air Conditioner > Air Cenditioner Block D > D 2/F > D210 [S] L. T. and Resources Unknown 1 2012-03-13 15:10:41 ()
» Written-off ltems 9 S/AC/2010/0004/0001 General ASG-30ABA-W Split-type Air-conditioner Air Conditioner > Air Conditioner Block D > D 2/F > D210 [S] 1. T. and Resources Unknown 1 2012-03-13 15:13:00 @
» Warranty Expiry 10 S/AC/2010/0004/0002 General ASG-30ABA-W Splittype Air-conditioner Air Conditioner > Air Conditioner Block D > D 2/F > D210 [S] L. T. and Resources Unknown 1 2012-03-13 15:13:00 (O
11 S/AC/2010/0006/0001 General ABHF24LBT ST Air-conditioner Air Conditioner = Air Conditioner Block F > F 5/F = F501 [S]1I. T. and Resources Government Repairs 1 2012-03-13 15:17:40 @
12 S/AC/2010/0006/0002 General ABHF24LBT ST Air-conditioner Ajr Conditioner > Air Conditioner Block F > F 5/F > F501 [S]I. T. and Resources Government Repairs 1 2012-03-13 15:17:40 [
13 S/AC/2010/0007/0011 Carrier CHK22S5A Air-conditioner Air Conditioner > Air Conditioner Block E = E 4/F > E401 [S]L. T. and Resources Government Repairs 1 2012-03-14 09:04:06 @
14 S/AC/2010/0007/0012 Carrier CHK228A Air-conditioner Ajr Conditioner > Air Conditioner Block E > E 4/F > E401 [S]I. T. and Resources Government Repairs 1 2012-03-14 09:04:06 [
15 S/AC/2010/0007/0013 Carrier CHK22S5A Air-conditioner Air Conditioner > Air Conditioner Block E = E 4/F > E401 [S]L. T. and Resources Government Repairs 1 2012-03-14 09:04:06 @
16 S/AC/2010/0007/0014 Carrier CHK22SA Air-conditioner Ajr Conditioner > Air Conditioner Block E > E 4/F > E401 [S]I. T. and Resources Government Repairs 1 2012-03-14 09:04:06 [
17 S/AC/2010/0011/0001 Panasonic CS-C28GKH ST Air-conditioner Air Conditioner > Air Conditioner Block E > E 1/F > E101A [S] L. T. and Resources Unknown 1 2012-03-14 09:37:54¢ [J
18 S/AC/2010/0012/0001 Panasonic CS-D50DTHS ST Air-conditioner Ajr Conditioner > Air Conditioner Block E > E 1/F > E101 [S]I. T. and Resources Unknown 1 2012-03-14 09:41:55 [

DonUt think



Great mindsi




Great mindsi

DonUt think



Great mindsi

4. Sharing

> 500,000 pages

Student Registration Records
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> 60,000 pages

Publications
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Munsang Workflow Highlight

Step 1 : Document Registration

-
E

Step 2 : Barcode Printing

Step 3 : Barcode Labeling for Each Paper

r 2
‘:%’ 5
/8

L ]

v

-~ \ PSS

Step 5 : Image Enhancement

(De-skew and Manual Cropping)

Step 6 : Images Quality Checking

Step 7 : Index Field Typing

Step 8 : Index Checking
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< Munsang Voice 1966-1967

Share Insert to Site

https://alumni.msc.edu.hk/media/publications/

flipbook /2015011967 /HTML/

I Share current page Copy

You can easily share this publication to social networks. Just click the
appropriate button below.

f@#in t Q" = w
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MUNSANG COLLEGE
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