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	The Orange Checkbox




The Orange Checkbox for Charity Disclosure
Let your charitable work shine
1. Why Charity Disclosure? 
· Charitable organizations are facing greater demand on accountability. These demands stemmed from greater public interest towards the work of the charities, especially by the donors who provided resources and the beneficiaries who received services. 

· A simple framework for Charity Disclosure is mutually important to both the public and the organization. In particular, it facilitates better understanding between the potential donors and the organizations so as to solicit funding opportunities.
2. About the Orange Checkbox
· The Orange Checkbox for Charity Disclosure is a free service designed to facilitate the non-profit organizations in providing a more easily accessible summary of its mission, structure, activities and financial situation. It allows the interested public and donors to have a clearer picture of the organizations. 

· The Checkbox can serve as a protocol on liaison arrangement and trust-building between the potential donors and the organizations.

· The Checkbox has combined the essences of some significant and accredited overseas charity accountability standards which include the BBB Wise Giving Alliance Standards for Charity Accountability of the Better Business Bureau, Summary Information Return of the Charity Commission for England and Wales, Standards of Accountability of the Minnesota Charities Review Council, and the Due Diligence Documentation of the GlobalGiving.
3. Four Areas of Information in the Orange Checkbox
I. Organizational Brief – by providing general profile, statutory status and contact information, donors will be able to understand more about the charitable organizations, their legal compliance and public mandate.
II. Service Delivery and Reporting – disclosure on organizations’ service and work is to ensure the organizations’ programmes, activities and administrations are in line with the organizations’ objectives. Such disclosure is essential for the interested public to determine whether the organizations’ operation matches their expectations.
III. Governance – by providing information concerning the decision making mechanism, organizations can demonstrate how their work is governed.
IV. Financial Situation – disclosure on financial situation is one of the major concerns of general public. It would be more appealing to donors if they understand the organization’s income sources and their ability in managing potential funds.
4. Applicability
The Orange Checkbox is applicable for charitable organizations meeting the following criteria:

· Registered in Hong Kong, Mainland China or other parts of the world and holding proof of the charitable status
· Having at least 1 year track record of service activities
· Having at least 1 year financial record for reference
· Holding necessary documents for verification

(Please refer to Checklist on P.9)
5. Information Filing, Verification and Disclosure
· Verification on genuineness and accuracy of the information provided will be processed by the WiseGiving office. This will generally be done through document checking, telephone contacts, interviews or even site visits. While the processing time is normally 3-4 weeks, it also depends on the clarity and availability of information provided.

· Upon completion of the verification, the information will be uploaded and disclosed on the WiseGiving website (www.WiseGiving.org.hk). The charitable organization will then be listed on WiseGiving website and eligible to use the “Charity listed on WiseGiving” logo. 
· The validity of information is one year, starting from the date of uploading the information on the WiseGiving website. Organizations are required to file their information in consecutive years in order to remain listed on WiseGiving. The status would be revoked if the organizations are unable to abide.
· In addition to the Orange Checkbox for Charity Disclosure, WiseGiving has a higher level charity due diligence check covering organizational performance and project proposal. These two assessments can be carried out by the WiseGiving Office upon requests from charitable organizations or donors with a fee applied. 

6. General Guidelines on Information Filing
· As the main target audience is the general public, simple and clear language should be used in filling this form. The information provided should be easily understandable by, and usable to, the interested public, including the donors and the beneficiaries. 

· To support public access, the information on the WiseGiving website is in bilingual. Please fill in both the Chinese and the English forms as provided. 
· The information should be consistent with other sources of information and certified by the governing body of the organization. 
Part 1
Organizational Brief
	Name of Organization:                                                                  

	Telephone (General):                   Fax:                 Year of Establishment:           
Email:                                      Website:                                  

	Address:                                                                                                              
Organization Head (name):                               Title:                            

	WiseGiving Contact Person:                              Title:                             
Telephone (Direct):                              Email:                                  


	Affiliation (if any) : 

Religious:               ____               Political:                                    
International body:                                                                     
Professional body:                                                                      


	For charitable organization registered in Hong Kong
Membership (if any): 

□ The Hong Kong Council of Social Service

□ The Community Chest of Hong Kong

· Others:                           
	Statutory Status:
□ Societies Ordinance   Ref. No.:              
□ Certificate of Incorporation   Ref. No.: ________
□ Law/Ordinance:                            


	Tax Exemption Status:

□ Tax Exempt Charity    Ref. No.:              

If your organization is not under charitable status
, please provide a third party
 referee for verification:

Referee name:                          Tel.:                 Email:                      
Organization:                                                                          


For charitable organization registered outside Hong Kong

Place of Registration:                                         

Statutory status:                                                 Ref. No.:              
Please provide two third party referees for verification:
(1) Referee name:                          
    
Tel.:                                   

Email:                                 

Organization:                           
(2) Referee name:                           
 
Tel.:                                   

Email:                                  


Organization:                            

Part 2
Service Delivery and Reporting

Please briefly state the organization’s objectives and how these objectives are being achieved. 
For verification, please submit your annual report and/or other publications indicating your organization’s activities.

	Organization’s mission                                                                  
                                                                                     

	Organization’s objectives                                                        _______
                                                                                    

	Core service(s)                                                                        

                                                                                     

	Achievements / Pioneer projects                                                                      

                                                                                     


Available disclosure of annual report, financial statement(s) or other publications to the public:
□  Hardcopy available for distribution



□  Uploaded on organization website URL:                                           
□  Disclose upon request

□  Undisclosed
Part 3
Governance
This section aims to allow the public and the beneficiaries to fully understand the organization, and to ensure the organization is being run effectively under a monitoring mechanism.
	Does your organization have a governing board/trustee
?  □ Yes  □ No (please proceed to Part 4)
Name of board/trustee:  ____________________________________________________________
No. of compensated board/trustee member(s):       
Each term of board/trustee:     year(s)    Max. term of board/trustee member (if any):     year(s)

	Method of formation : □  Appointed or recommended by the board/trustee

□  Elected by members (e.g. in AGM)

□  Others (please specify):                                        
List of current board/trustee members:
Post
Name
Serving Year
 (e.g. 2006 – 2010)
President / Chairperson
Vice-President / Vice-Chairman
Treasurer / Financial Secretary
Other member(s) (Title):


	No. of meetings in the past financial year: _________
Board/trustee members’ general profile:                                                  
Duties: 
□  Appoint and supervise the head of staff of the organization
□  Govern the organization by board policies including guarding against conflict of interest




□  Maintain and oversee the financial condition of the organization, including approval of budget and acquire sufficient resources for the organization
□  Accountable to the public on behalf of the organization’s work and finance
□  Others:                                                                

	Organizational documents attached for reference (May select more than 1 choice):
□ Constitutions □ Bylaws □ Memorandum & Articles □ Others:                          


Part 4
Financial Situation

The disclosure of the financial situation of the organization aims to allow the public to understand the organization’s income sources and their ability in managing potential funds. Please provide financial statements for validation.
	Name of bank account for public donation:                                                  
Name of bank:                                 Bank account No.:                         

	Latest financial year:  From                  ( dd/mm/yy) to                (dd/mm/yy)
Financial statement(s):  □ Audited    □ Unaudited
Financial statement(s) available for disclosure on WiseGiving website:  □ Yes    □ No
Details of Income and Expenditure
 

	Income
Amount (HK$)
% of Total Income

Governmental funding
(recurrent subvention):
(project):
(administered fund):
Community Chest
HK Jockey Club Charities Trust

Donations and fundraising income

Service charge

Investment and Interest 
Other income
Total Income
100%


	Expenditure
Amount (HK$)
% of Total Expenditure
Service/programme expenses

Fundraising costs

Administrative costs
Other expenses (if any)

Total Expenditure
100%


	Explanatory comments: (Please provide more information to donors for better understanding of your finances.)
                                                           ________________________________________


Supplementary Worksheet

(Please provide breakdown for reconciliation with the audited financial statements.)
	Income
	Notes to the accounts
	Amount (HK$)

	Governmental funding
(recurrent subvention):
	
	

	(project):
	
	

	(administered fund):
	
	

	Community Chest
	
	

	HK Jockey Club Charities Trust
	
	

	Donations and fundraising income
	
	

	Service charge
	
	

	Investment and Interest 
	
	

	Other income
	
	

	Total Income
	






























	Expenditure Items 
	Notes to the accounts to 
	Service/

Programme Expenses 
(HK$)
	Fundraising Costs 
(HK$)
	Administrative Costs 
(HK$)
	Other Expenses (if any) (HK$)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Sub-Total
	
	
	
	

	Total Expenditure
	


Part 5
Declaration

I hereby give my consent to WiseGiving for contacting our organization to validate the information provided in this form and to disclose the information on the WiseGiving website (www.WiseGiving.org.hk) upon completion of the verification.
I hereby certify the information provided in this form is correct, to the best of my knowledge and has been brought to the attention of all the board/trustee members.

By signing below, I declare my acceptance towards the principles of the “International Statement of Ethical Principles in Fundraising”
.
Signature with organizational chop/seal: 
(Signed by one member on behalf of the board/trustee or the Organization Head)

Name:                            
Title:                             
Date:                             
Checklist for Supporting Documents
□  Copy of the Certificate of Incorporation / Society Registration / Law / Ordinance

    (for organization registered in Hong Kong)

□  Certified true copy of the approval letter issued by the Commissioner of Inland Revenue, under Section 88 of the Inland Revenue Ordinance (for organization registered in Hong Kong)
□  Proof of legal / charitable status (for organization registered outside Hong Kong)
□ Organizational documents 

□
Constitutions 

□
Bylaws

□
Memorandum & Articles
□
Other (please specify):                                       
□  Financial statements for the year ended ____/____/____ (dd/mm/yy)
□  Annual report for the year          to        
□  Other publications (if any):                                     
□  Copy of the certificate/official letter for the membership of international / professional body (if any):

    ________________________________________________________________________
Appendix 1 – Categorization of Income & Expenditure
Elaboration on Income:
· Donations and fundraising income: Income received through private donations from individuals, corporations, and other non-charitable organizations.
· Service Charge: Income generated from beneficiaries who received service provided by your organization.
· Investment and Interest: Incoming resources from investment assets, including dividends, interest from bank and rents received from investment property.
· Other income: Incoming resources which are not listed above, including sundry income, programme registration fee and membership fee, etc. 
Elaboration on Expenditure:
· Service/programme expenses: The spending on service, programme, or advocacy related activities. It includes salaries of frontline and professional supervisory staff.
· Fundraising costs: All costs involved in fundraising, including compensation for fundraisers, agents, volunteers and expenses on fundraising activities, materials, promotions, etc.
· Administrative costs: In the Hong Kong Accounting Standards, there are no set rules governing the classifications of administrative cost. However, modified by the "Hong Kong GAAP - A Practical Guide to Generally Accepted Accounting Practice" by Stephen Taylor and Norma Hall, we recommend that the following items be included as administration cost:
i. Salary as well as welfare and fringe benefits of administrative and management staff. Administrative and management grade staff includes accountants, HR, PR, IT, business development and general administrative staff. However, the salaries of professional supervisors should be counted as programme cost. If your agency head and supervisors are also responsible for governing and supervising front line services, their salaries should be apportioned between administrative and programme costs;
ii. Rent and rate of administrative building and head office of charities, building management fee, insurance, payment of water, electronic and gas supplies, maintenance fee of property and depreciation. Others costs which are related to the provision of direct services should be included as programme / activities cost;
iii. Professional fees on auditing, architecture, legal and construction planning;
iv. Other costs which are not related to the provision of direct services, such as research and development. 
· Other expenses (if any): In case there are other expenses, e.g. loss/deficit from investment and sales that shown in the expenditure on your Income & Expenditure Statement, please fill in this amount.
Appendix 2 – International Statement of Ethical Principles in Fundraising
 (This part is in English only. Details have been adapted to fit with the context in Hong Kong)

The following principles and standards apply to charity, its governing body, management staff, employees, volunteers, fundraising agents or individuals employed by these agents.
FIVE UNIVERSAL PRINCIPLES
Five important principles for charities when conducting fundraising activities:
Honesty:  Charitable organizations shall at all times act honestly and truthfully so that the public trust is protected and donors and beneficiaries are not misled.

Respect:  Charitable organizations shall at all times act with respect for the dignity of donors and beneficiaries.

Integrity:  Charitable organizations will act openly and with regard to their responsibility for public trust. They shall disclose all actual or potential conflicts of interest and avoid any appearance of professional misconduct.

Empathy:  Charitable organizations will work in a way that promotes their purpose and encourage others to use the same professional standards and engagement.  They shall value individual privacy, freedom of choice, and diversity in all forms. 

Transparency:  Charitable organizations stimulate clear reports about the work they do, the way donations are managed and disbursed, and costs and expenses, in an accurate and comprehensible manner.

STANDARDS OF PRACTICE 

1. Charitable organizations’ responsibility regarding donations
· Donations should be accepted if voluntary, in line with the goals of the organization and will bring not more than reasonable costs related to the value of the donation.  

· Funds will be disbursed in accordance with the donor’s wishes, if expressed. 

· Funds will not be raised for the personal financial gain of the fundraiser or the fundraising organization the fundraiser works for.  

· Funds will be collected carefully and with respect of donor’s free choice, without the use of pressure, harassment, intimidation or coercion.
2. Relationship with stakeholders
· Charitable organizations are strictly answerable to all stakeholders including donors and beneficiaries.
· Charitable organizations will respect donor rights by providing timely information about how contributions are used, respecting donor privacy, and honoring donor wishes. 

· Charitable organizations will respect beneficiary rights and preserve their dignity and self-respect. They will not use fundraising materials or techniques that undermine this dignity. 

· Charitable organizations work with suppliers or intermediary agents at the same standards as within their own organization. They make reasonable efforts to assure that suppliers do not gain unreasonable profit while working with their own organization.  

3. Responsibility for communications, marketing and public information

· Charitable organizations will only use public information that is accurate, truthful and not misleading, and information that respects the dignity and self-respect of beneficiaries. 

· Charitable organizations will not express or suggest in public information that fundraising lacks administration and fundraising costs, thus giving the incorrect impression that fundraising activity is without costs.  

· Charitable organizations will provide truthful information about use of funds, without exaggeration or underestimation.
· Charitable organizations respect data protection rules and laws at all times. 

· Charitable organizations accept that all donor and prospect information shall not be transferred or utilized by third parties except on behalf of the organization itself.
· Donor wishes to be removed from request lists will be followed promptly and without obstacles for the donor.

4. Management reporting, finance and fundraising costs

· Charitable organizations assure that all fundraising transactions, accounting and reporting for which they are responsible are transparent and unambiguous.  They are able to account anytime for their professional work. 

· Charitable organizations will report within the local / national and international standards of accounting methods. 

· Charitable organizations will submit accurate annual reports to stakeholders within a reasonable time 

· Charitable organizations will be open and clear to all stakeholders about fundraising costs, fees and expenses and the way these are allocated. 

· Charitable organizations will make any compensation arrangement transparent to donors and beneficiary upon request.

5. Payments and compensation

· Fundraisers provide their services either as a volunteer, or on a salaried basis or for pre-determined fees.  Fundraisers should not accept commissions or compensation based upon a percentage of the funds raised. 

· Fundraisers will not accept any gratuity when making decisions on behalf of the organization. 

· Fundraisers will not seek or accept any personal payments, in cash or in kind, from a supplier of goods or services in recompense for business placed with that supplier. 

· Criteria that will qualify a fundraiser for performance-based remuneration must be agreed upon beforehand and should not be based on a percentage of the funds raised.

6. Compliance with local laws

· Charitable organizations will comply with applicable local, state, provincial and national or international civil and criminal laws. 

· Charitable organizations will not engage in activities that conflict with local, national and international legal obligations. Moreover, they will avoid even the appearance of any criminal offence or professional misconduct.
For more details, please refer to the link: http://www.afpnet.org/Ethics/IntlArticleDetail.cfm?ItemNumber=3681
About WiseGiving
The WiseGiving movement was initiated by The Hong Kong Council of Social Service in 2007 to promote and facilitate charity accountability and disclosure. The target goes beyond the members of the Council, covering all sorts of charities in Hong Kong and beyond.

About HKCSS

The Hong Kong Council of Social Service is an umbrella organization of NGOs in Hong Kong, with a vision to build an accountable and effective NGO sector that is responsive to the needs and well-being of our citizens.

Enquiries

For further information, please visit the WiseGiving website: www.WiseGiving.org.hk. For any enquiries concerning the Checkbox or WiseGiving, please contact the WiseGiving Office:

Tel.: 2876 2438

Fax: 2864 2991

Email: charity.wisegiving@hkcss.org.hk

慈善資訊披露手冊
讓你的慈善工作綻放光芒

1. 為何要披露慈善資訊? 
· 公眾對慈善機構的問責要求愈來愈高，尤其是捐款者和受惠人士，對慈善機構的工作更為關注。
· 一個簡單的慈善資訊披露系統，對公眾和慈善機構同樣重要。它除可有效促進兩者之間的溝通外，亦有助提高慈善機構獲得捐款的機會。
2. 有關慈善資訊披露手冊
· 免費為慈善機構提供一份簡便報表，來介紹機構的宗旨、架構、活動及財政狀況，讓公眾及捐款者對機構有更清晰的了解。

· 對幫助慈善機構及捐款者建立互信，尤為重要。

· 內容主要參考自多份獲國際認可的慈善問責準則，當中包括The Better Business Bureau的《BBB Wise Giving Alliance Standards for Charity Accountability》、The Charity Commission for England and Wales的《Summary Information Return》、The Minnesota Charities Review Council的《Standards of Accountability》及GlobalGiving有關盡職調查的文件。
3. 慈善資訊披露手冊的四大範疇
I. 機構簡介 – 提供機構的簡介、法定地位及聯絡資料等，讓公眾及捐款者對機構有更全面的了解，包括其合法性及認受性。

II. 服務實踐及報告 – 披露機構的服務及主要活動資料，讓公眾及捐款者清楚了解機構的運作，能與其宗旨及目標相符，亦有助捐款者檢視機構的工作是否切合他們的期望。
III. 機構管治 – 藉披露機構決策機制，向公眾展示管治模式。 

IV. 財政狀況 – 披露機構的財政狀況，讓捐款者了解機構的收入來源及管理善款的能力，有助增強他們對機構的信心。

4. 參與資格

慈善資訊披露手冊適用於符合以下資格的慈善機構：

· 已於香港、中國內地或海外註冊的慈善機構，須持有相關證明文件以確認其慈善地位

· 具備最少一年的服務及活動紀錄

· 具備最少一年的財政紀錄

· 能提供相關文件作核實資料用
(請參閱第22頁之清單)
5. 提交、核實及披露慈善資訊
· WiseGiving 辦事處將根據機構提交的文件，透過文件檢查、電話訪問、會面或實地探訪，來核實所填報資料的真確性。如資料齊全及準確，一般處理需時三至四星期。 

· 當完成核實程序後，有關慈善資訊將上載至惠施網 (www.WiseGiving.org.hk)予公眾瀏覽，而有關慈善機構亦可使用「惠施‧慈善機構」標誌。

· 慈善資訊的有效期為一年，由資料上載至惠施網當天起計。慈善機構須每年更新資料，以維持其「惠施‧慈善機構」資格。機構一旦逾期提交或更新資料，其「惠施‧慈善機構」資格亦將告失效。 

· 除本慈善披露手冊外，WiseGiving另提供兩項收費服務，為慈善機構作績效評估及項目計劃評估。如欲了解詳情，請與WiseGiving 辦事處聯絡。

6. 填報指引
· 慈善資訊披露的對象乃一般公眾人士、捐款者及受惠人士，故填寫報表時宜使用簡潔易明的文字。 

· 為方便公眾查閱，慈善機構的資料將以雙語上載至惠施網，故請同時填寫本表格的中英文部分。
· 此表格上所填報的資料，須與機構其他文件所載資料相符，並已獲機構的管治組織確認。 
第一部分
機構簡介
	機構名稱                                                                      

	電話 (總機)                     傳真                     成立年份 ___________

電郵                                     機構網址                           

	地址                                                                          
機構負責人___________________  _____  職銜_________                _________

	WiseGiving聯絡人                           職銜                               
電話 (直線)                               電郵                                


	附屬 (如有)：
宗教團體                               政治團體                                 
國際組織                                專業團體                                      

	於香港註冊的慈善機構填寫

會員資格(如有)： 
□ 香港社會服務聯會
□ 香港公益金
□ 其他：________________________
	法定地位： 

□ 社團條例          編號：_________________
□ 公司註冊證書      編號：_________________
□ 香港法例/條例:  _________________________


	免稅地位：
□ 已獲豁免繳稅的慈善團體   編號：_________________
如  貴機構未取得慈善機構身份
，請提供一位第三方推薦人
以作審核：
推薦人姓名 ____________________  聯絡電話 ______________  電郵 _____________________
機構名稱_________________________________________________________________________



於香港以外地區註冊的慈善機構填寫

註冊地區 __________________________________________________ 
法定地位 __________________________________________________
編號 _________________

請提供兩位第三方推薦人的資料：
﹝一﹞推薦人姓名 ______________________  聯絡電話 ____________ 電郵 ________________
機構 _______________________________________________________________________________
﹝二﹞推薦人姓名 ______________________  聯絡電話 ____________ 電郵 ________________
機構 _______________________________________________________________________________
第二部分
服務實踐及報告

請簡述 貴機構的目標及達到目標的方法。
請提交周年報告及/或其他列明  貴機構活動之出版物，以供核實資料用。

	機構的宗旨/使命 _____________________________________________________________________ __________________________________________________________________________________________________________________________________________________________________________

	機構目標 __________________________________________________________________________ __________________________________________________________________________________________________________________________________________________________________________
核心服務 ____________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

機構成就 / 先導計劃 _________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________




貴機構透過以下哪項途徑向公眾披露周年報告、財務報告或其他出版刊物？（可選多於一項）
□  印刷及派發刊物


□  上載於機構網站 網址：___________________________
□  應要求披露


□  未有披露
第三部分
機構管治
此部份旨在確保機構設有管理及監管機制，讓市民和受惠者對機構能有充分了解，及確保機構能有效運作。 
	貴機構是否已成立董事會/委任信託人
：       □ 是    □ 否 (請前往第四部分)
董事會/信託人名稱： ______________________________________________________________
受薪董事會成員/信託人人數： _________

每屆董事會/信託人任期：________年       董事會成員/信託人任期上限 (如有)：________年
董事會/信託人之組成辦法： □  由董事會/信託人委任或推薦
□  由會員選出 (如在週年會員大會)
□  其他 (請說明) ：                                       


	現屆董事會成員/信託人名單：
職銜
姓名
服務年資
 (如：2006 - 2010年)
主席 / 會長
副主席 / 副會長 
司庫 / 財政
其他委員 (職銜)：


	過往一個財政年度的會議次數：_________

董事會成員/信託人的一般背景：_______________________________________________________

__________________________________________________________________________________
職能： 
□  任命和監督機構的行政主管



    □  根據董事會政策 (包括避免利益衝突
) 管理機構


□  監察機構的財務狀況，包括審批財務預算、籌集資源
□  就機構的工作和財政向公眾問責
□  其他： ____________________________________________________________

	已附上的機構文件 (可選多於一項)：
□ 憲章   □ 附例   □ 組織章程大綱及章程細則   □ 其他：_______________

	


第四部分
財務狀況
此部份提供之資料，旨在讓公眾和捐款者了解 貴機構的收入來源及管理善款的能力。請提供財務報告作核實之用。
	接受公眾捐款之銀行帳戶名稱： _____________________________________________________
銀行名稱： ____________________________  帳戶號碼： ___________________________

最新財政年度： 由 _____________ (日/月/年) 至 ____________ (日/月/年)
財務報告：  □ 已經審計師核實    □ 未經審計師核實
財務報告可上載於惠施網供公眾參閱：  □ 是    □ 否

	收入及支出資料
 

	收入
金額 (港元)
佔總收入之百分比 (%)
政府資金 
(恆常資助)：
(項目計劃)：
(由政府管理的慈善基金)：
公益金

香港賽馬會慈善信託基金

捐款及籌款收入

服務收費

投資及利息
其他收入
總收入
100%


	

	支出
金額 (港元)
佔總支出之百分比 (%)
服務 / 活動開支

籌款開支

行政開支
其他開支 (如有)
總支出
100%


	註釋： (請提供更多資料讓捐款者更了解  貴機構的財務狀況) 

____________________________________________________________________________________


補充表格

(請根據已經審計師核實的財務報告，填寫收入及支出細項。)

	收入
	該項目在審計財務報表內的註釋編號
	金額 (港元)

	政府資金
(恆常資助)：
	
	

	(項目計劃)：
	
	

	(由政府管理的慈善基金)：
	
	

	公益金
	
	

	香港賽馬會慈善信託基金
	
	

	捐款及籌款收入
	
	

	服務收費
	
	

	投資及利息
	
	

	其他收入
	
	

	總收入
	






























	支出項目

	該項目在審計財務報表內的註釋編號
	服務 / 

活動開支 (港元)
	籌款開支 (港元)
	行政開支 (港元)
	其他開支 (如有) (港元)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	小計
	
	
	
	

	總支出
	


第五部分
  聲明
本人同意惠施網聯絡本機構，以核實本表格的內容及所提交的相關資料，並同意將已經核查的資料上載於惠施網(www.WiseGiving.org.hk)予公眾瀏覽。
本人特此證明在本表格中披露的資料，均正確無誤及盡本人所知，並已就此知照所有董事會/信託人成員。
本人藉以下簽署，聲明接受《International Statement of Ethical Principles in Fundraising》之原則
。
簽署 (連同機構印章)

_____________________
(由一位董事會/信託人成員代表或機構負責人簽署)
姓名： _____________________________
職銜： _____________________________
日期： _____________________________
須提交的證明文件清單
□  法定地位證明文件副本： 公司註冊 / 社團條例 / 香港法例 / 條例
            (適用於香港註冊的機構)

□  獲稅務局批准為豁免繳稅慈善機構之信函副本    (適用於香港註冊的機構)
□  法定地位證明文件副本 (適用於香港以外地區註冊的機構)

□  機構架構文件
□
憲章
□
附例
□
組織章程大綱及章程細則
□
其他 (請註明)： _____________________________________

□  財務報表 截至 ____/____/____ (日/月/年)
□  週年報告_______ - _______年

□  其他刊物 (如有) : _____________________________

□  國際機構/專業團體會員資格證明文件副本/公函 (如有) :
___________________________________________________________________

附錄1
收入及支出詳情分類
收入類別

· 捐款及籌款收入：由私人、企業及其他非慈善團體捐助所得的收入
· 服務收費：從服務的受惠者所收取的費用
· 投資及利息：從投資資產所得的收入，包括：股息、銀行利息及從投資物業所得的租金
· 其他收入：指未包含在上述項目中的收入、包括雜項收入、活動報名費及會費等
支出類別

· 服務/活動開支：用於服務、活動、倡議等的開支，包括前線及專業督導員工的工資
· 籌款開支：所有涉及籌款的成本，包括負責籌款員工的工資、聘用中介公司及義工的費用，及用於籌款活動、宣傳物品及有關物資的開支等
· 行政開支：本港的會計準則，暫未對行政開支作規範性的指引，但參考Stephen Taylor及Norma Hall所撰的 "Hong Kong GAAP - A Practical Guide to Generally Accepted Accounting Practice"，本會建議行政開支為：
i. 行政和管理人員的薪金及福利開支：行政及管理人員包括會計、人力資源管理、公關、資訊科技、業務發展及負責一般行政工作的同工。然而，專業督導人員的薪金應計入活動開支之中。若機構總幹事及督導主任同時負責管理及監督前線服務的督導工作，其薪金的支出應按比例計入行政及服務開支之中；

ii. 行政大樓及機構總部的租金、差餉、大廈管理費、保險費、水電煤費、物業的保養費及貶值，其他涉及直接服務的開支應歸入服務或活動開支中；
iii. 予審計師、建築師、律師、則師等的專業費用；
iv. 其他非涉及直接服務的開支，如研究及發展等。

· 其他開支 (如有)：若收支財務報表上顯示其他開支，如投資及銷售虧損，請填寫有關數據。
Appendix 2 – International Statement of Ethical Principles in Fundraising
 (This part is in English only. Details have been adapted to fit with the context in Hong Kong)

The following principles and standards apply to charity, its governing body, management staff, employees, volunteers, fundraising agents or individuals employed by these agents.
FIVE UNIVERSAL PRINCIPLES
Five important principles for charities when conducting fundraising activities:
Honesty:  Charitable organizations shall at all times act honestly and truthfully so that the public trust is protected and donors and beneficiaries are not misled.

Respect:  Charitable organizations shall at all times act with respect for the dignity of donors and beneficiaries.

Integrity:  Charitable organizations will act openly and with regard to their responsibility for public trust. They shall disclose all actual or potential conflicts of interest and avoid any appearance of professional misconduct.

Empathy:  Charitable organizations will work in a way that promotes their purpose and encourage others to use the same professional standards and engagement.  They shall value individual privacy, freedom of choice, and diversity in all forms. 

Transparency:  Charitable organizations stimulate clear reports about the work they do, the way donations are managed and disbursed, and costs and expenses, in an accurate and comprehensible manner.

STANDARDS OF PRACTICE 

1. Charitable organizations’ responsibility regarding donations
· Donations should be accepted if voluntary, in line with the goals of the organization and will bring not more than reasonable costs related to the value of the donation.  

· Funds will be disbursed in accordance with the donor’s wishes, if expressed. 

· Funds will not be raised for the personal financial gain of the fundraiser or the fundraising organization the fundraiser works for.  

· Funds will be collected carefully and with respect of donor’s free choice, without the use of pressure, harassment, intimidation or coercion.
2. Relationship with stakeholders
· Charitable organizations are strictly answerable to all stakeholders including donors and beneficiaries.
· Charitable organizations will respect donor rights by providing timely information about how contributions are used, respecting donor privacy, and honoring donor wishes. 

· Charitable organizations will respect beneficiary rights and preserve their dignity and self-respect. They will not use fundraising materials or techniques that undermine this dignity. 

· Charitable organizations work with suppliers or intermediary agents at the same standards as within their own organization. They make reasonable efforts to assure that suppliers do not gain unreasonable profit while working with their own organization.  

3. Responsibility for communications, marketing and public information

· Charitable organizations will only use public information that is accurate, truthful and not misleading, and information that respects the dignity and self-respect of beneficiaries. 

· Charitable organizations will not express or suggest in public information that fundraising lacks administration and fundraising costs, thus giving the incorrect impression that fundraising activity is without costs.  

· Charitable organizations will provide truthful information about use of funds, without exaggeration or underestimation.
· Charitable organizations respect data protection rules and laws at all times. 

· Charitable organizations accept that all donor and prospect information shall not be transferred or utilized by third parties except on behalf of the organization itself.
· Donor wishes to be removed from request lists will be followed promptly and without obstacles for the donor.

4. Management reporting, finance and fundraising costs

· Charitable organizations assure that all fundraising transactions, accounting and reporting for which they are responsible are transparent and unambiguous.  They are able to account anytime for their professional work. 

· Charitable organizations will report within the local / national and international standards of accounting methods. 

· Charitable organizations will submit accurate annual reports to stakeholders within a reasonable time 

· Charitable organizations will be open and clear to all stakeholders about fundraising costs, fees and expenses and the way these are allocated. 

· Charitable organizations will make any compensation arrangement transparent to donors and beneficiary upon request.

5. Payments and compensation

· Fundraisers provide their services either as a volunteer, or on a salaried basis or for pre-determined fees.  Fundraisers should not accept commissions or compensation based upon a percentage of the funds raised. 

· Fundraisers will not accept any gratuity when making decisions on behalf of the organization. 

· Fundraisers will not seek or accept any personal payments, in cash or in kind, from a supplier of goods or services in recompense for business placed with that supplier. 

· Criteria that will qualify a fundraiser for performance-based remuneration must be agreed upon beforehand and should not be based on a percentage of the funds raised.

6. Compliance with local laws

· Charitable organizations will comply with applicable local, state, provincial and national or international civil and criminal laws. 

· Charitable organizations will not engage in activities that conflict with local, national and international legal obligations. Moreover, they will avoid even the appearance of any criminal offence or professional misconduct.
For more details, please refer to the link: http://www.afpnet.org/Ethics/IntlArticleDetail.cfm?ItemNumber=3681
有關 WiseGiving

WiseGiving 「惠施‧捐獻文化」由香港社會服務聯會（簡稱社聯）於2007啟動，目的是推動及提升慈善機構的問責性和透明度，對象除社聯會員機構外，亦包括本港及海外不同類型的慈善機構。 
有關香港社會服務聯會

香港社會服務聯會是一個代表香港非政府社會福利服務機構的聯會組織，旨在推動業界建立具問責性及效益的文化，以回應市民的需要。

查詢

如欲進一步了解WiseGiving，請瀏覽www.WiseGiving.org.hk。查詢慈善資訊披露手冊或WiseGiving事宜，請與WiseGiving辦事處聯絡：
電話：2876 2438

傳真：2864 2991

電郵：charity.wisegiving@hkcss.org.hk
� Charitable status: Charitable institutions and trusts of a public character which are exempt from tax under section 88 of the Inland Revenue Ordinance in Hong Kong.


� Third party referee: Possible referee could include field partner, other grantor, international organizations who know your organization’s work. Please provide contact methods of your referee. Your referee should be able to address the nature and scope of their relationship with your organization; and any comments on your organization’s work and management.   


� Board/trustee: The people who are responsible for the overall control of the organization and for ensuring the organization is properly managed.


� Serving Year: The specific year which the board/trustee member has been serving at that position.


� Conflict of interest: The organization should have policy to prohibit those staff or board/trustee members who have interest in the certain organizational matters from voting or approving during the decision-making process.


� For more details of categorization of Income & Expenditure, please refer to Appendix 1.


� No Net-off in fundraising income and costs.


� For a balance between service delivery and administration and to benchmark the Standards of Accountability of the Minnesota Charities Review Council, and Standards for Charity Accountability of the Better Business Bureau, unless otherwise stated, at least 70% of the organization’s annual expenses shall be used for programme.


� No Net-off in fundraising income and costs.


� International Statement of Ethical Principles in Fundraising: Universal guidelines on fundraising practices provided by Association of Fundraising Professionals. Please refer to Appendix 2 for more details. For full text, please refer to the link: � HYPERLINK "http://www.afpnet.org/Ethics/IntlArticleDetail.cfm?ItemNumber=3681" �http://www.afpnet.org/Ethics/IntlArticleDetail.cfm?ItemNumber=3681�





�慈善機構的身份：根據第88條稅務條例，獲豁免繳稅的慈善機構和屬公共性質的信託團體。


�第三方推薦人：推薦人可包括機構的合作夥伴、撥款機構及清楚  貴機構工作的國際機構。請提供推薦人的聯繫方法。推薦人應能說明與  貴機構的關係及評價  貴機構的工作和管理表現。





� 董事會/信託人：負責該機構的整體管理及確保其得到適當管理的人員。


� 服務年資：董事會/信託人成員擔任該職銜的具體年期。


� 利益衝突：機構應具有防止員工及董事會成員在與機構事務上有利益關係的決策過程中投票或審批政策。


� 對於收入及支出分類的詳情，請參照附錄1。


� 機構應清楚列明籌款的收入及開支，請勿填寫籌款淨收入。	


� 為平衡主要服務和管理，及達到The Minnesota Charities Review Council 的《Standards of Accountability》及The Better Business Bureau的《Standards for Charity Accountability》的標準，除非另有說明，機構應將最少七成的年度開支用於服務活動上。


� 機構應清楚列明籌款的收入及開支，請勿填寫籌款淨收入。


� 《International Statement of Ethical Principles in Fundraising》：由Association of Fundraising Professionals提供的國際性籌款工作準則。詳情請參照附錄2。請按下列網址參閱全文：�HYPERLINK "http://www.afpnet.org/Ethics/IntlArticleDetail.cfm?ItemNumber=3681"�http://www.afpnet.org/Ethics/IntlArticleDetail.cfm?ItemNumber=3681�







