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Current Liabilities 

Amount due to Property Management Company (X) (X) 

Accounts Payable (X) (X) 
(e.g. contract fees to be paid) 

 
Accrued Expenses (X) (X) 
(e.g. utilities charges) 

 
Receipts in advance (X) (X) 
(e.g. management fees received in advance) 

 
Tax Liabilities (X) (X) 

 
(X) (X) 

 
Net Current Assets/(Liabilities) X                   X  

 
 
 

Total Assets less Current Liabilities X                 X  
 

Non-Current Liabilities 
 

Deposits Received (X) (X) 
(e.g. management fees deposits) 

 
Net Assets/(Liabilities) X                  X 

 
 
 

Representing : 
 

Owners’ Fund/(Deficiency) 

General Fund X X 

Contingency Fund X X 

Accumulated Surpluses/(Deficits) X X 
 

X                 X 
 
 
 
 

Approved by the Management Committee on (date) 
 
 
 
 
 
 

Signed by : 
 
 

 
 
 
 
 
 
 
Chairman and Secretary or Treasurer 
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Appendix 8 
 
 
 
 
 

A Sample of Breakdown of Management Fee Deposits 
 

 
 
 
 
 
 

Flat Number Amount of Deposit Amount of Deposit Received Receipt Number Remarks

1A X X   

1B X X   

1C X X   

2A X X   

2B X X   

2C X X   

*  X X   

*  X X   

*  X X   

*  X X   

*  X X   

*  X X   

(Total 
Number 
of Flats) 

 X   X    
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Appendix 9 
 
SAMPLES OF VOUCHERS 

 

 
 

Date A Sample of Payment Voucher PV 0001/year 
 

(numbered sequentially) 
 

Accounts Debit Credit 
 
 
 
 
 
 

Description of the item paid 
 
 
 
 
 

Prepared by Approved by Posted by 
 
 
 
 

Date A Sample of Receipt Voucher RV 0001/year 
 

(numbered sequentially) 
 

Accounts Debit Credit 
 
 
 
 
 
 

Description of the payment received 
 
 
 
 
 

Prepared by Approved by Posted by 
 
 
 
 

Date A Sample of Journal Voucher JV 0001/year 
 

(numbered sequentially) 
 

Accounts Debit Credit 
 
 
 
 
 
 

Description of the entries 
 
 
 
 
 

Prepared by Approved by Posted by 
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Appendix 10 
 
 
 
 
 

A Sample of Monthly Bank Reconciliation Statement 
 

 
 
 
 
 
 

Reconciliation Statement as at (a date of the month) Date Cleared 
 
 
 

Bank balance as per cash book $X - 
 

 
 

Add: unpresented cheques - 
 

(cheque number : xxxxx   date: ddmmyy) $X (ddmmyy) 

(cheque number : xxxxx   date: ddmmyy)  $X (ddmmyy) 

Less:  uncredited deposit $(X) (ddmmyy) 

Bank balance as per bank statement  $X  - 
 
 
 
 
 
 
 

Prepared by : Approved by : 
 
 

 
 
 
 
 
 
 
 
 
Treasurer 
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Appendix 11 
 
 
A Sample of Internal Review Checklist 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Compliance 
Items Reviewed 

Yes No 

Delegation of authority   

Segregation of accounting duties   
Owners’ Corporation’s resolutions on accounting matters 
(a) xxxxxxxxx 
(b) xxxxxxxxx   

Management fees and other income collected promptly   

Overdue management and other fees handled properly (e.g. debts 
aging report, Small Claims Tribunal)   

Payment and expenditure properly authorized   

Accounting entries booked within a reasonable period of time    

Test check of accounting entries with supporting documents    

Random check of adequacy of details on supporting documents    

Accounts and supporting documents properly filed   

Budget, quarterly summary of income and expenditure, and financial 
statements properly prepared and displayed   

Procurement policy and procedures laid down and followed (e.g. the 
number of quotations/tenders invited in major procurement exercises)   

Test check of bank statements against cash book   

Test check of bank reconciliation statements   

Designated non-consumable items recorded in the fixed asset register   
Random check of the fixed asset register against assets, the inventory 
record against inventories, and the job order/contract against work in 
progress or recently completed projects 

  

Reasons given and recorded for any non-compliance with the policies 
and procedures laid down   

Insurance relating to third party risks, the building and associated 
structures arranged   


