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ommonly Use Vouchers

THE CHINESE UNIVERSITY OF HONG KONG

Research Studentship Payment

Nae of 8 lent LD

Programune | Department

Award Period To Monthly Award (HKS)
dd'mmayyy

Paad by Cheque D Bk Auto Pay

* Crossed Unerossed, delen

Bauk Account No

Olbers (Please Specify) D

You are required to ohserve the conditions governing the proviston of financial support for RPg smdents on contimting stams
as laid down in the memo dated 11 Febrmary 2011 issied by the Gradnate School and Research Admimistration 1o Heads of
Graduate Divisions, Department Charipersons” School Directors, Conveners of Research Pancls and Drircetor of Research
Tisstitutes, i.e., The UGC RGC fudineg should pot be wsed o suppon RPg studews beyond the nonuative periods

If the bevel of award is roughly similar to PGS awards, them the same conditions of award shall apply. otherwise the average
weskly working hours should be adjusted accordingly

Drivisions are nsked 1o inform the smdents d il details. (Divisions are suggested bo sign up award len

the RPg students similar 1o the PGS award letters. )

T/ BUSINESS]
A CODE

ACCOUNT T

CHECKEDAPPROVED BY
BURSARY

POSTING DATE

DATE OF CHEQUE

DOCUMENT Mo

CHEQUE NO{I! appropriate)

The bank account information provided will be used for paviment. Tlis is part of this accounting document and
will be retawed on file for seven years as requuired by the government. Thereafier, this document will be
destroved

THE CHINESE UNIVERSITY OF HONG KONG

Undergraduate Student Research Studentship Payment

Name Student LD,

Programne | Dreparment

Award Penod{dd/mmyy) /. L / Mouthly Award HKS

Paid by Clieque I:] ik Awto Pay D

* Crossed ¢ Uncrossed. delete as appropriate
Namse of Bank

Bank Account

for approval by ‘the Faculyy ONLY if
am fimsds coming ont

ENDORSEMENT BY FACULTY DEAN
APPROVET BY BLT
COMPANY CODE
COAT CENTRE | PROMEE
DBUSINESS AREA CODE

COST CINTRE | RO
TSRS AREA CODE

ACCOUNT CODE

CHECKED/RECEIVED
BY BURSARY

INITIALS OF CHEQUE SIGNERIS)

POSTING DATE

DATE OF CHEQUE

DOCUMENT NO CHEQUE NO  {IF APPROPRIATE)

The bank account infonmntion provided will be wsed for pa This is part of this sccounting document
and will b ed on file for seven years s required by the govermment. Thereafter. this document will be
hestroyed




Changes in Workflow -

Without PO

Existing workflow

» Requester input payment
details into the pre-set
payment voucher (PV) by
MS Word/Excel/PDF,
typewriter or by
handwriting

» Attach original
supporting document to
the PV

» Seek approval from
approver

New workflow

>




Changes in Workflow -
Without PO (Con’t)

Existing workflow New workflow

>




Changes in Workflow -
Without PO (Con’t)

Existing workflow New workflow
» Duly signed voucher >

with supporting

document pass to >

Bursary funding unit to
confirm funding

sufficiency

» If not sufficient fund, >
Bursary bounce back
to the requester to >

amend fund source

» Seek approval if
additional fund source
IS needed




Benefits from using e-PV

Check fund availability when creating PV

Ensure sufficient information provided

>

>

» Enhance efficiency

» Avoid input error from copying from hardcopy PV
>

Track the payment status more easy




Payment Methods

HK Dollar Cheque Crossed
Uncrossed*
Direct credit
US Dollar Cheque Crossed

Direct credit Telegraphic Transfer
GBP Cheque Crossed

Direct credit Telegraphic Transfer

Other foreign Cheque
currencies (Bank Draft)

Direct credit Telegraphic Transfer

* Only for HKD cheque




Electronic
Payment Voucher \




Different types of payment

Please select the payment type:

Payment to e

A) Payment fully against PO

(B) Payment not fully against PO/Payment without PO

(C) Entertainment

Payment to internal party (staff or student)

(D) Payment to Staff or Student

(E) Research Studentship Payment

(F) Undergraduate Student Research Studentship Payment

({G) BEntertainment




(e | 1 open | (5] sae

) Submi o Bursay

Vendor inveice no. (If any).
(5513758
Invoice Dae (If any)

2001

1] Deet

Document no.

Vendor 777 A ARKK

*Amount
16000.00

*purchase Order

$000073316

Please indicate fyou need to close this furchase orer

v | Final invoice

Micra-Del Camputer Limted Campany

100 Canton Road
Teim Sha Tsu, Hong Keng

+B52 3843717

Payment fully against PO




(A) Payment fully against PO (con’t)

(Good receipt under this invoice (2)

4

Mt fen Quy Amont  Mokefem  POhen  POTed  Defiey  POQuaily NP0 NetPie  POCumemy Company  Busiess  CostCente Pt
s e Diie Valie e

R | 1R a0 | Del4Ir 000 | DelNek 280 1RC 0000 | S00000

o 1R 1300000 000 | | Miosof 2908 1PC 10000 130000



(A) Payment fully against PO (con’t)

Multiple Account Assignment for [tem 000002

Total Amount: Total Quantity: Item(s):

e i mA

Quantity ~ Amount  Invoice  Company  Busingss Cost Project Order ~ Account Asset/l SeralNo. Custodian Location  Room Asset Assel Material

Item Text Area Centre Dest. Dest. 2

0K



*Payment Method:

(®) Pay by auto-pay [T Non-local transfer/remitiance

Bank Name:

Bank Account

®) Fay by crossed cheque

Address for mailing cheque (must be filled):

(It is used for directly posted to the payee and such that please provide DETAILED mailing address)

Line 1:
Room B, 2/F, Happy Garden
Line 2:

Ma Liu Shui

Line 3:

Sha Tin

Line 4:

New Territories

Country:

Hong Kong

@) Others (including issuance of uncrossed cheque to payee)

{Please specify):




(A) Payment fully against PO (con’t)

Telegraphic Transfer

*Beneficiary name:

*Amount and currency to be remitted:

*Bank and branch name:

*SWIFT code / BIC Address(1):

Bank account number / IBAN code(2):

UK Bank Sorting Code(3):

Beneficiary contact number(4):

USA ABA code / Fedwire Routing number(5):

Australian BSB number(6):

OK

Cancel

Bank address:

Beneficiary’s address(7).

Intermediary bank:
SWIFT code / BIC Address:

Bank name:

Bank Account No_:

1. SWIFT code / BIC address is the unique identification code for banks
for routing cross border payments.

2. 1BAN is commaonly used in Europe that contains all the key bank
account details such as Bank ldentifier Codes, branch codes (known as
sort codes in the UK and Ireland), account numbers and check digits.

3. UK Bank Sorting Code must be provided for remittance to UK if IBAN
is not provided.

4. Beneficiary contact number must be provided for remittance to
Mainland China.

5. ABA code (codes issued by American Bankers Association) / Fedwire
Routing number must be provided for remittance to USA banks if SWIFT
6. BSB ("Bank State Branch™) number must be provided for remittance to
Australian banks if SWIFT code is not provided.

7. For remittance to Canada, please fill in the Beneficiary's address.

8. The above required information covers most of the remittance cases.




Different types of payment (con’t)

Please select the payment type:

Payment to external party

(A) Payment fully against PO

@nt not fully against PO/Payment without PO

(C) Entertainment

Payment to internal party (staff or student)

(D) Payment to Staff or Student

(E) Research Studentship Payment

(F) Undergraduate Student Research Studentship Payment

(&) Entertainment




Payment not fully against PO/Payment without PO

PV no.:

‘ f} New ‘ Ty Open | Save | @ Delete S

fi lli
(L] Print Preview || {5 Print for Approval | )} Submit To Burss Status:

P e sn Sl Account Assignment Supporting Documents

¥Department:

sC

*\endor Name: endor ID:

Chan Tai Man T

*Payee Name:

Line 1:

Chan Tai Man

Line 2

*Payment Currency:

Input by:

Chan Tai Man

Input on:




(B) Payment not fully against PO/
Payment without PO (con’t)

i‘DE!L"Jﬂﬁ.IT"iE']'If. Contact Person: *Contact Number

Leg Siu Ming 24617711

Payment descripton. g




(B) Payment not fully against PO/

Payment without PO (con’t)

-

(7 New | | 5 Open . 5] save Delete I

Q Print Preview Eﬂ Print for Approval || 3 < Status: Input on:

e AR Account Assignment Supporting Documents

(8) Fund Availabilty Check

+ -

Acct.  Status Item Purchase POltemno.  Invoice Date Invoice No.  Descripion  Company Business Cost Centre  Project Internal Account Currency Amount
Ass Order (ifany) (ifany) (it any) (if any) Area Order Code
B 10 ) o ITEM 00C coot 0001 2612003 590010 HKD 1000.00

ITEM 00C 0001 2612016 59002 3000.00



(B) Payment not fully against PO/
Payment without PO (con’t)

Issued at the request of B : HSBC ‘D E Il’-:—_‘?:i

THE CHINESE UNIVERSITY

PAYMENT ADVICE

que No. Gk 848139

Date BW : 22 AUG 2017
Amount @281 : HKD*

Ref. No.

Invoice Payment
No. description

AUG 2017

+++B,500.00*"

poration Limited

"ALA LIS OOLwS50 2 3779LA=00 W D2




Different types of payment (Con’t)

Please select the payment type:

Payment to external party

(A) Payment fully against PO
(B) Payment not fully against PO/Payment without PO

@ entertamment

Payment to internal party (staff or student)

(D) Payment to Staff or Student

(E) Research Studentship Payment
(F) Undergraduate Student Research Studentship Payment

(&) Entertainment




(C) Entertainment (to External Party)

[Z] Print Preview

L=P Print for Approval

Pl Ee- L Account Assignment

*Department:

TsC

*Wendor Name:

Chan Tai Man

*Payee Name:

Line 1:

Chan Tai Man

Line 2

*Payment Currency:

HKD

([ New | | t5 Open Save @ Delete

Supporting Documents

Entertainment Form (External Payment)

Status:

Wendor 1D:

T

=T}

Input by

Input on



(C) Entertainment (to
(con’t)

*Depanment Contact Person

Lee Siu Ming 2813 TTTT

Drate of Function (from # to)

01092017 03.09.2017

WEnueE;

Room 115 1/F. Software Training Center

F-aﬂ'_x.--:)'gar!:s:l‘m'- Entertained{Name{s) with number of pErsons)

ITSC of CUHK, 70 staffs

Purpose of Occasion

Application development iraining

*Contact Number

External Party)

*Notes:
1) Official enterfainment must mvolve an outside party
(2) Reimbursement claims/pe

enls are 10 be supported by original rece

33 Al redmbursements will be made payable to the payee

(43 11 is declared thal no shark's fins (S50, bluefin una (B2 EE), black moss (E35), humphead wrasse (35/8), ong Kong grouper

servediconsumed in the meal concemed

| have read the above noles.

} and sturgeon caviar (B8 BT =)




Different types of payment (Con’t)

Please select the payment type:

Payment to external party

(A) Payment fully against PO
(B) Payment not fully against PO/Payment without PO
(C) Entertainment

Payment to internal party (staff or student)

@a}fment to Staff or Student

(E) Research Studentship Payment

(F) Undergraduate Student Research Studentship Payment

(&) Entertainment




(D) Payment to Staff or Student

Payment to Staff or Student

Input by

F}’ NEw {j Open lg] Save ll__zf_f Delete e .

Q Print Preview IEP Print for Approval | b)) talus Input an

UL GE LT RVE R  Account Assignment Supperling Documents

*Department: ¥S1aff ID of Claimant:

543216

*Claimant Name *Student D of Claimant

Chan Tai Man

Fpayee Name
Line 1;

Chan Tai Man

Line 2

*payment Currency

HKD

*Payment Method:




(D) Payment to Staff or Student

(con’t)

(7 New | | 5 Open . 5] save Delete

Q Print Preview Eﬂ Print for Approval || 3 < Status: Input on:

e AR Account Assignment Supporting Documents

(8) Fund Availabilty Check

+ -

Acct.  Status Item Purchase POltemno.  Invoice Date Invoice No.  Descripion  Company Business Cost Centre  Project Internal Account Currency Amount
Ass Order (ifany) (ifany) (it any) (if any) Area Order Code
B 10 ) o ITEM 00C coot 0001 2612003 590010 HKD 1000.00

ITEM 00C Co01 0001 2612016 590024 GBP 3000.00



Different types of payment (Con’t)

Please select the payment type:

(A) Payment fully against PO

(B) Payment not fully against PO/Payment without PO

(C) Entertainment

Payment to internal party (staff or student)

(D) Payment to Staff or Student

(E) Research Studentship Payment

(F) Undergraduate Student Research Studentship Paymen

(&) Entertainment




Research Studentship Payment

PV no.; Input by

- (7 New || T Open save | | i Delete 0000005

DDOCDOST Chan Tai Mar

El Print Preview @ Print for Approval ‘ m l Stalus Input on;

Saved 211,207

Ll e s Account Assignment | Supporting Documents

*Frogramme/Depariment; *Student 1D;

TSC 135000001

*Depariment Contact Person *Contact Number;

Lee Siu Ming 24817777
*Award Period (from / ta)
01.09.2017 T 31.10.2017
*\onthly Award (HKS )
1000.00
*Payee Name.
Line 1:

\Wong Man hian

Line 2

*Payment Method:




(F) Undergraduate Student Researc
Studentship Payment

Undergraduate Student Research Studentship Payment

Input by:

(7 New ||t open || (5] save | | TiJ Delete e

Q Print Preview @ Print for Approval | Input on:

PYLE G EIEE  Account Assignment Supporting Documents

*Programme/Department; *Student ID:

5( 1155000001
*Depariment Coniact Persor; *Contact Number:

Lee Siu Ming 2481 7777
*award Period {from / 1a)

01.09.2017 H 31.10.2017

*Ionthly Award (HKS):

1000.00

*Payee Name:

Line 1:

Wong Man Man

Line 2

*Payment Method:




Different types of payment (Con’t)

Please select the payment type:

(A) Payment fully against PO

(B) Payment not fully against PO/Payment without PO

(C) Entertainment

Payment to internal party (staff or student)

(D) Payment to Staff or Student

(E) Research Studentship Payment

(F) Undergraduate Student Research Studentship Payment

(&) Entertainment




(G) Entertainment (to Internal
Party)

Entertainment Form (Internal Payment)

Input by:

. f} New ||t open || [H] save E Delete

g Print Preview @ Print for Approval Input on

LYl GONRE R Account Assignment Supporting Documents

FDepartment: *5taff ID of Claimant

543216

Claimant Name kstudent ID of Claimant

Chan Tai Man

FPayee Name:

ne 1

Chan Tai Man

ling 2.

FPayment Currency;

HKD

*Payment Method:




New function: Upload Supporting

documents

Payment fo Staff or Student

f} New | Y Open || (] sae @ Delete N

Q Print Preview EJ Print for Approval Status: Input on:
el IV=rT  Account Assignment | Supporting Documents
Delte | {1 View Document
File Name Description Date Modified Time Modified
receipt_a_20170213pg The receipt copy of ftem 1. 16.05.2017 13:00:00
receipt b 20170401 jpg The receipt copy ofitem 2. 16.05.2017 17:15:09



|



Contact Person for CUSAP Phase |l
(Payment)

Accounting Operations & Systems Unit,
Bursary

1. Ms Monica Yuen, Finance Manager
Tel: 3943 1713
email: monicayuen@cuhk.edu.hk

2. Mr Alex Cheng, Accountant
Tel: 3943 7184
email: alexcheng@cuhk.edu.hk



mailto:monicayuen@cuhk.edu.hk
mailto:alexcheng@cuhk.edu.hk
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