
HONG KONG AIR CADET CORPS
Headquarters
Guidelines on the Collection, Use and Safekeeping of Squadron Due

Introduction

1. Units may wish to collect squadron due for day-to-day administrative and other uses.  The purpose of this document is to set out guidelines for the handling of such monies including the collection, use and safekeeping of monies to prevent the mishandling or loss of cash, and situations where charges of cash mishandling can be raised against the Corps or Corps members. It is intended that these guidelines will ensure consistency of squadron due handling practices within the Corps.
2. These guidelines apply to all units and unless otherwise approved by CO, the collection, use and safekeeping of squadron due is strictly subject to the guidelines set out herein.
3. For the avoidance of doubt, collection of squadron due is not compulsory, but these guidelines shall be complied with in the event such collection is made.

Notification of Changes in Personnel

4. Each unit shall submit to OC Wgs the name and telephone number, prior to the collection of any squadron due, of the unit’s: (a) OC Sqn; (b) 2IC/Adjutant; (c) Treasurer; and (d) squadron due keeper (other than OC Sqn or 2IC/ Adjutant) (“Initial Notice”).
5. Any changes concerning the OC Sqn, adjutant and treasurer subsequent to the submission of the Initial Notice shall be immediately notified in writing to OC Wgs (in any event, no later than 5 working days after such changes).  The onus is on each of the units to update their own records and send written notice of the change to OC Wgs.

Squadron Due Collection Procedures

6. No more than HK$100 shall be collected from each member each time a collection is made.  Written approval must be obtained for each collection.
7. [bookmark: _Ref358903055]The maximum amount of monies a unit may hold as squadron due at any one time shall be determined by the following formula:

Total Cash Held ≤ members x HK$[100] per member

8. The collection of monies shall be approved by OC Wing in writing and OC Wing shall not authorise any collection of new funds unless OC Wing is reasonably satisfied that the total amount of cash that will be held by the unit after completion of the collection process (taking into account the existing cash held and the additional amount that will be collected) will not exceed the “Total Cash Held” set out in point 7 above.
9. Evidence of the approvals from OC Wing shall be retained by the unit treasurer for future reference purpose.
10. OC Sqn shall appoint a member of the unit (whether an officer or cadet) to make the collection for and on behalf of the unit.  The member so appointed shall not further delegate to or share such duty with another member unless otherwise approved by OC Sqn.
11. Written receipts must be dated and shall be issued by the unit immediately upon receipt of cash from the member. Specimen of the receipt is available at the Corps’s website.
12. All monies collected shall be handed over to the designated person as set out below under “Safekeeping of Squadron Due”.  Under no circumstances shall the person collecting the monies retain the cash overnight unless such person is the designated person.

Uses of Squadron Due - Administrative Use/Regular Weekly or Monthly Training Activities

13. Squadron due shall be used for the unit’s day-to-day administrative purposes (such as sundry expenditures) and for the support of regular weekly or monthly training activities (e.g. transportation for regular training activities, purchase and/or repair of unit equipment) where it is not sensible to make the disbursement by cheque.  It shall not be used as a method for bypassing any other Corps policies. The permitted purposes are (not an exhaustive list), photocopying, postage, stationery, and equipment purchase/repair.
14. Under no circumstances can squadron due be used for holding parties (e.g. Christmas and other ad hoc parties), camps (whether the Corps annual camp or otherwise) or for other optional events which are not part of regular training whereby separate registration or application by unit members is required.
15. Only OC Sqn or (where OC Sqn is not available) 2IC shall have the right to authorise the use of squadron due.  Unauthorised advance other than for permitted purposes is strictly prohibited.
16. There shall be no refund of squadron due unless otherwise specified in these guidelines.

Safekeeping of Squadron Due

17. Segregation of Squadron Due Funds
All monies collected as squadron due should be kept entirely separated from other monies that may be held by the unit.
18. Storage of Cash
a. OC Sqn or (where OC Sqn is not available) 2IC/Adjutant, shall be responsible for the safekeeping of all cash collected.  OC Sqn may, at his/her absolute discretion and whilst exercising reasonable care, designate a person other than 2IC/Adjutant as the safe keeper of squadron due cash.
b. All cash should be securely stored at all times (e.g. in a safe, locked cash drawer, or similar, with access restricted to authorised cash handling staff (i.e. OC Sqn or 2IC/Adjutant (as applicable)).  Only those who are authorised to handle the cash should have knowledge of the location where the cash is stored.
19. Keeping of Accounts
The treasurer shall maintain an up to date I&E report reflecting all cash collection made. The member who is in charge of the safekeeping of the cash shall not be treasurer, the treasurer and the keeper of the cash shall be two persons at all times.
20. Due Care
OC Sqn or 2IC/Adjutant (as applicable) must exercise due care when receiving and safekeeping cash.  Due care must also be exercise where OC Sqn appoints a cash keeper (other than 2IC/Adjutant).

Loss/Misappropriation and Theft

21. [bookmark: _Ref358901326]Immediately upon discovery of loss, misappropriation or theft of monies, OC Sqn or 2IC/Adjutant (as applicable) shall notify the responsible OC Wing in writing and OC Wing shall report to CSO.
22. [bookmark: _GoBack]In addition, where CO finds it necessary, it may conduct random checks of the squadron due against the I&E reports of the unit.  Such check shall only be conducted by the Quality Assurance Unit with the approval of CO. 
23. The purpose of random checks is to detect and deter loss/misappropriation of cash. The checking officer should sign, date and record the result of the checking on the I&E report. Amount counted should be matched with I&E report and evidence of payment. Should there be any discrepancies found, report should be made in accordance with point 21.

Special Events

24. The procedures set out in these guidelines apply equally to the collection, use and safekeeping of squadron due for special events other than for administrative use or regular weekly or monthly training activities. “Special events” shall be events that do not form part of the regular training schedule of the unit and/or whereby separate registration and/or application is required to be made by a member.  The following are examples of “special events” (not an exhaustive list):
a. Annual Corps camps;
b. Squadron camps;
c. Christmas and other festive gatherings;
d. Ad hoc gatherings; and
e. Special training activities.
25. [bookmark: _Ref358904299]The differences to note regarding the collection of squadron due for Special Events are as follows:
a. A separate budget shall be prepared by the unit for each Special Event and the same shall be submitted to OC Wing for approval.
b. [bookmark: _Ref358904301]No more than HK$500 shall be collected from each member for a Special Event unless otherwise approved by OC Wing.
c. At the end of the Special Event, any surplus cash shall be returned to the members concerned on a pro-rata basis.  Conversely, in the event of shortages, the unit shall disclose the reason for and the amount of shortage to OC Wing and shall be permitted to collect such difference from each member who has participated in the Special Event on a pro rata basis with the written consent of OC Wing. 
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