RESTRICTED

Project *Progress/Final Report for

Professional Services Advancement Support Scheme (“PASS”)

	1. Project Details


	1.1 Project Reference No.
	:
	

	
	
	

	1.2 Project Title
	:
	

	
	
	

	1.3 Grantee
	:
	

	
	
	

	1.4 Collaborating Organisation(s)
	:
	(i) 

	
	
	(ii) 

	
	
	

	1.5 Implementation Agent(s)
	:
	(i) 

	
	
	(ii) 

	
	
	

	1.6 Sponsoring Organisation(s)
	:
	(i) 

	
	
	(ii) 

	
	
	

	1.7 Consultant(s)
	:
	(i) 

	
	
	(ii) 

	
	
	

	1.8 Project Co-ordinator
	:
	(Name)
	(Post title)

	
	
	

	1.9 Deputy Project Co-ordinator
	:
	(Name)
	(Post title)

	
	
	

	1.10 Report
	:
	*First Progress Report/ Second Progress Report/ Final Report

	
	
	

	1.11 Project Period (duration)
	:
	from
	
	to
	
	(
	
	months)

	
	
	

	1.12 Reporting Period (duration)
	:
	from
	
	to
	
	(
	
	months)

	
	
	

	1.13 Major Beneficiary Sector(s)
	:
	

	
	
	

	1.14 Approved PASS Grant (HK$)
	:
	

	
	
	

	*  Please delete where inapplicable.


	2. Project Implementation

	2.1 Project Summary
(Please give a summary of the project including objectives, deliverables and target professional service sectors within 100 words.) 


	


2.2 Project Deliverables
(Please compare the actual results achieved with the agreed targets for each item.)
	Agreed Targets
	Actual Results Achieved

(Please submit copies of all relevant supporting materials, e.g. proceedings, attendance records.)
	Remarks

	Date / 

Deliverables
(with quantity)
	Beneficiaries (estimated no. of local / non-local participants)
	Date / 

Deliverables 
(with actual quantity)
	Beneficiaries 
(actual no. of local / non-local participants)
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


2.3 Project Promotion and Dissemination 
(Please compare the actual means used / outcomes with the agreed activities for each item.)
	Agreed Activities
	Actual Means Used / Outcomes

(Please submit copies of all relevant supporting materials, e.g. posters, leaflets, invitation letters, publications, website printouts, dissemination e-mails, newsletters, feedback surveys and analysis.)
	Remarks

	(a) For Project Promotion:
	

	
	
	

	
	
	

	
	
	

	
	
	

	(b) For Dissemination of Project Deliverables:
	

	
	
	

	
	
	

	
	
	

	
	
	


	2.4 Modification to the Project

	(Modification, amendment or addition to the project, including but not limited to change of project duration, project scope, budget or cashflow projection, replacement of the Project Co-ordinator or Deputy Project Co-ordinator or any key Project Team members are subject to written approval from the Government per requirements in the project agreement.)
· Yes (Please complete table below)

· NIL



	Details of Modification
	Impact on project deliverables, project progress, project objectives, etc.
	Written Approval obtained from the Government

(If yes, please specify the approval date.  
If no, please provide justifications.)

	
	
	

	
	
	


	3. Financial Position

	

	3.1 Project Balance

	Approved Project Cost:
	HK$

	Actual Eligible Project Expenditure:
	HK$

	Approved PASS Grant:
	HK$

	

	3.2 Audited Accounts

	(The accounts of the project shall be audited by an independent auditor who must be either a Certified Public Accountant or a Public Accountant registered under the Professional Accountants Ordinance, Cap. 50.)

	

	(i) The *Audited Accounts / Final Audited Accounts have addressed the Grantee’s compliance with the funding terms and conditions in the administration and management of the PASS project, including the usage of the PASS grant.

(ii) The *Audited Accounts / Final Audited Accounts have addressed all receipts and receivables including the PASS grant, contributions from the Grantee (whether in cash or in kind), as well as payments for the project.
(iii) * The Final Audited Accounts include a Statement of Income and Expenditure, a Balance Sheet, a Cashflow Statement, Notes to the Accounts, an Auditor’s Report and an Account of Residual Funds. 
(iv) The *Audited Accounts / Final Audited Accounts were submitted on dd/mm/yyyy.

	

	3.3 Return of Residual Funds (For Final Audited Accounts only)

	(The Grantee shall return to the Government the residual funds (including all unspent PASS grant, surplus income, interest income and the sale proceeds from any equipment disposed of) up to the amount of the PASS grant plus the interest generated from the Project Account.)



	

	Residual Funds (including Interest):
	HK$ 

	
	

	*
Please delete where inapplicable.


	4. Compliance with Major Terms and Conditions of PASS in Project Agreement and 
Guide to Application for PASS

	(Please also complete the self-checklist at Appendix to declare and evaluate the compliance with the major terms and conditions laid down in the Project Agreement and the Guide to Application for PASS.  The self-checklist however is not exhaustive.  The Grantee is responsible for ensuring its compliance with all the terms and conditions of PASS, whether or not they are listed in the self-checklist at Appendix.)



	· Yes, all terms and conditions are complied with. 

	

	· Largely yes, except for technical issues to be rectified. 

	(Details:__________________________________________________)

	

	· No, certain major terms and conditions are not complied with.

	(Details:__________________________________________________)

	


	5. Achievements and Grantee’s Evaluation of the Project (For Project Final Report only)

	(Please provide information on achievements and evaluation of the project with supporting evidence if they have not been sent to the PASS Secretariat before, such as survey questionnaires and results on the feedback from participants.  List(s) of participants may be required by the PASS Secretariat.)

	

	5.1 Number of participants and eligible beneficiaries

	

	Project Deliverables
	Eligible Number of Beneficiaries (if known)

	(i) 
	

	(ii) 
	

	(iii) 
	

	

	5.2 Feedback from participants / users / professional services sectors

	

	

	

	5.3 Dissemination of project deliverables to relevant professionals

	

	

	

	5.4 PASS and other objectives reached (May choose more than one)

	

	· Increasing the exchanges and co-operation of Hong Kong’s professional services with their counterparts in external markets


	· Promoting relevant publicity activities


	· Enhancing the standards and external competitiveness of Hong Kong’s professional services


	· Others


	Please elaborate on how the objective(s) was/were met:



	

	

	5.5 Overall achievements of the project

	

	

	

	


	6. Other Information (if any)

	(Please list out any problems / outstanding issues which has affected / will affect the project implementation, and give your suggestions for remedial actions / way forward.  If there is any other material information relating to the project not covered elsewhere in the report, please set out the details below.)


	


	7. Information for Public Access (For Project Final Report only)

	(If you do not wish certain information provided under items 1.1 to 1.14, 2.1 to 2.3 (except the column “Remarks” under 2.2 and 2.3, if applicable”) and 5 of this report to be released, such as uploading onto the PASS website (www.pass.gov.hk) for access by members of the public, who will be allowed to copy, distribute copies, or otherwise make use of the information for non-commercial purposes, please set out your request and provide justifications for consideration by the Government.)



	· Yes, the Project Final Report provided under items 1.1 to 1.14, 2.1 to 2.3 (except the column “Remarks” under 2.2 and 2.3, if applicable”) and 5 can be released.


	· No, the Project Final Report provided under items 1.1 to 1.14, 2.1 to 2.3 (except the column “Remarks” under 2.2 and 2.3, if applicable”) and/or 5 cannot be released, with justifications provided below –



	


	8. Declaration

	

	I, for and on behalf of ___________________ (name of the Grantee), declare that – 


	□
the information stated therein is true and accurate to the best of my knowledge; and 


	□
I am aware that if the report contains any information which is inaccurate, misleading or false in material particular with an intention to deceive the Government or the PASS Vetting Committee, I may be subject to criminal liability.


	Signature with organisation chop
	:
	

	Name of Signatory
	:
	

	Position
	:
	

	Organisation
	:
	

	Telephone number
	:
	

	Fax number
	:
	

	E-mail address
	:
	

	Date
	:
	dd/mm/yyyy


Appendix
Grantee’s Self-Checklist for
Compliance with Major Terms and Conditions of PASS 
Important Note: 

Please complete this self-checklist to declare and evaluate the compliance with the major terms and conditions laid down in the Project Agreement and the Guide to Application for PASS.  This self-checklist however is not exhaustive.  The Grantee shall be responsible to ensure its compliance with all the terms and conditions of PASS, whether or not they are listed below.

	Item
	Yes
	No
	Remarks
(If no, please state the variations with justifications as approved.)

	Project Management 

	1. 
	The project deliverables have been used for non-commercial purposes only.

(Clause 3.1(e) of Project Agreement)


	
	
	

	2. 
	The collaborating organisation and/or sponsor has not been granted exclusive right to use any of the project deliverables.

(Clause 14.4 of Project Agreement)


	
	
	

	3. 
	In recruiting staff for the Project, the principles of openness, fairness and competitiveness and the General Guidelines on Hire of Project Staff have been abided by.
(Clause 20.1 of Project Agreement)


	
	
	

	Financial Management 

	4. 
	Expenditure has not been incurred prior to the commencement date, or after the completion date of the Project.

(Clauses 3.2(g) and 10.2 of Project Agreement)


	
	
	

	5. 
	All PASS grant and all other receipts relating to the Project (including the Project Income, cash contribution from the Grantee, Sponsor(s) and other means, if any) have been paid into the Project Account and kept therein until they are spent or paid or returned to the Government, and all payments relating to the Project have been paid out of the Project Account. 

(Clause 3.4(e) of Project Agreement)


	
	
	

	6. 
	No single transaction with a value exceeding HK$5,000 has been made in cash. 

(Clause 12.4 of Project Agreement)


	
	
	

	7. 
	The lowest conforming bid has been selected for every purchase or lease of the equipment, goods or services for the Project, including the engagement of implementation agent(s) and / or consultant(s). 

(Clause 12.2 of Project Agreement)


	
	
	

	8. 
	The Grantee or any person(s) involved in procurement exercises has not participated in the relevant bidding processes. 

(Clause 12.3 of Project Agreement)


	
	
	

	9. 
	No additional emoluments has been paid to any person involved in the Project who is already on Government payroll or on payroll of a Government-subvented body / institution. 

(Clause 20.2 of Project Agreement)


	
	
	

	10. 
	No financial support from any other Government funding schemes has been / will be received. 

(Clause 3.2(f) of Project Agreement)


	
	
	

	Are there any non-compliance with other terms and conditions laid down in the Project Agreement and Guide to Application for PASS not covered above?

(Please describe the details below.)



	


Important Notes
1. The Project Progress / Final Report(s) with Audited Accounts / Final Audited Accounts should be submitted in accordance with the schedule specified in the project agreement.

2. Supporting documents to be submitted together with the Project Progress / Final Report(s) may include photos, exhibition booklets, leaflets, media press, advertisements, electronic directing marketing materials of events held, photos showing the acknowledgment of support on the equipment and facilities (if any), certified copies of equipment register (if applicable), project deliverables.

3. Per Clause 6.2 of the project agreement, the Government reserves the right to withhold any further payment to the Grantee if 50% or more of the sum of the disbursed PASS Funds plus the Grantee’s contribution (including third party sponsorship, project income and other means, if any) remains unspent in the project account; the Government is of the opinion that the Grantee has failed or is likely to fail to execute the project in accordance with the approved project proposal; or any of the reports, financial statements or other project deliverables submitted by the Grantee does not meet the standards specified in the project agreement.

4. All sections of this report should be completed.  Please insert “N.A.” if a section is not applicable.  If there is insufficient space for providing the information, please give details on a separate sheet and attach to the report.
5. The completed Project Progress / Final Report(s) should be submitted in both hard and soft copies (preferably in MS Word format) to the PASS Secretariat.
6. All PASS-funded projects are required to be carried out strictly according to their respective approved project proposals, which is attached to the project agreement between the Government and the Grantee.  Modification, amendment or addition to the project, including but not limited to change of project duration, project scope, budget or cashflow projection, replacement of the Project Co-ordinator or Deputy Project Co-ordinator or any key Project Team members are subject to written approval from the Government per requirements in the project agreement.
7. Information provided by the Grantee under items 1.1 to 1.14, 2.1, 2.2 (except the column “Reasons for Not Meeting the Agreed Targets, if applicable”), 2.3 (except the column “Reasons for Not Using the Agreed Activities, if applicable”), and 5 of this report may be released, such as publication on the PASS website (www.pass.gov.hk) for access by members of the public who will be allowed to copy, distribute copies, or otherwise make use of the information for non-commercial purposes.

If the Grantee does not wish certain information to be released for public access, please set out the relevant request and provide justifications under Section 7 “Information for Public Access” of this report for consideration by the Government.[image: image1.png]
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