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Important Notes

1. To facilitate monitoring and evaluation of the funded project, the Grantee has to submit progress report(s) with the audited accounts to the Director-General of Trade and Industry (DGTI) according to the schedule specified in the project agreement.
2. Supporting documents have to be submitted to prove that the deliverables stated in the approved project proposal have been carried out, in-kind contribution / sponsorship has been actualised and equipment purchased with the grant exists in serviceable conditions.  Such documents may include: (a) photos, exhibition booklet, local media press, leaflets, eDMs, advertisements and other promotional materials of all events; (b) hard copy and soft copy of all project deliverables; (c) documentary evidence to show the usage of the in-kind contribution / sponsorship during the project duration; and (d) photos of the equipment showing acknowledgment of funding support and existence in serviceable conditions.  Besides, an equipment register (if applicable) signed by the Project Coordinator or Deputy Project Coordinator shall be submitted together with the progress report(s).
3. DGTI reserves the right to withhold any further payment to the Grantee if a large amount of funds remains unspent, or the submission of any reports / audited accounts does not meet the standards specified in the project agreement.

4. All sections of this report should be completed.  Please insert "NA" if the information sought is not applicable.  If there is insufficient space for the information, please give details on a separate sheet to be attached to the report.  

5. The completed progress report has to be submitted in both hard and soft copies (in MS Word format) to the Secretariat.  
6. The information provided by the Grantee under this progress report (except the Appendices) and the audited accounts may be made available to the public on the TSF website.  If the Grantee does not wish certain information to be released, please set out its request and justifications under Section 4 (Information for Public Access) of this report for consideration by the Secretariat.
	1.
Project Progress


1.1
Governance  
Please state the composition of the steering committee (or other committees) formed under the project.  
	

	

	


1.2
Project deliverables 
Please list out the project deliverables carried out during the reporting period in accordance with the approved project proposal and provide details on the actual result achieved for each deliverable.
	Details of the deliverable

conducted
	Quantifiable target
(as stated in the approved project proposal)
	Actual result achieved
	Reasons for not achieving the target (if applicable)

	1. e.g. Hong Kong pavilions

	Pavilion 1

Name and place of exhibition: 

Date:

Size of pavilion:
Selection criteria adopted:

Other details: 


	Target no. of products displayed: 
__________ products from _____enterprises
	Actual no. of products displayed: 

__________ products from _____ enterprises
	

	Pavilion 2

Name and place of exhibition: 

Date: 

Size of pavilion:
Selection criteria adopted:

Other details: 


	Target no. of products displayed: 
__________ products from _____ enterprises
	Actual no. of products displayed: 

__________ products from _____ enterprises
	

	2. e.g. Business networking sessions

	1st session
Date:

Time:           (_____hours)

Venue: 
Other details:

	Target no. of participants from Hong Kong:

Target no. of overseas / Mainland buyers:


	Actual no. of participants from Hong Kong:

Actual no. of overseas / Mainland buyers:
	

	2nd session
Date:

Time:           (_____hours)
Venue:
Other details: 
	Target no. of participants from Hong Kong:

Target no. of overseas /
Mainland buyers:
	Actual no. of participants from Hong Kong:

Actual no. of overseas / Mainland buyers:


	

	3. e.g. Seminars / Workshops / Conferences / Symposiums

	1st seminar

Date:

Time:           (_____hours)

Venue:
Topics covered:

Speakers: 
Other details:


	Target no. of participants:
	Actual no. of participants:
	

	2nd seminar

Date:

Time:           (_____hours)

Venue:
Topics covered:

Speakers: 

Other details:

	Target no. of participants:
	Actual no. of participants:
	

	4. e.g. Guidebook / Report

	Publishing date:
Topics covered:

No. of pages: 

Distribution channels:

Soft copy available at: [web address]

Other details:

	Target no. of printed copies:
	Actual no. of printed copies:
	

	5. e.g. Video

	Launching date:

Languages in voice-over: 
Languages in subtitle: 

Broadcasting channels:

Soft copy available at: [web address]

Other details:

	Target length of video: _______ minutes
	Actual length of video:
_______ minutes
	

	6. e.g. Directory

	Publishing date:

Distribution channels:

Soft copy available at: [web address]

Other details:

	Target no. of Hong Kong enterprises included in the directory:
	Actual no. of Hong Kong enterprises included in the directory:
	

	7. e.g. Survey / Market study

	Methodology:

Date of visit / survey (if applicable):

Other details: 


	Target no. of survey / questionnaire / visit: 
	Actual no. of survey / questionnaire / visit: 
	

	8. e.g. Website / webpages

	Launching date:

Web address:

Other details: 


	Target no. of website / webpages:
	Target no. of website / webpages:
	

	9. e.g. Competition / Pilot scheme

	Date of competition / company visit:

Selection / vetting parties: 

Selection / vetting criteria: 

Other details: 


	Target no. of participants / participating enterprises:
	Actual no. of participants / participating enterprises:
	

	10. e.g. Leaflets / Posters

	Contents: 
Distribution channels: 

Other details:
	Target no. of designs: 

Target no. of printed copies: 


	Actual no. of designs: 
Actual no. of printed copies: 
	

	11. e.g. Advertisements

	Name of newspaper / magazine / website: 

Date of publication:
Period of on-line advertisement:  

Other details:
 
	Target no. of pages (printed advertisement):

Target duration of on-line advertisement:

______ months


	Actual no. of pages (printed advertisement):

Actual duration of on-line advertisement:

______ months


	


1.3
Key implementation stages 


Please indicate in the status below if the deliverable is completed (C), still in progress as scheduled (P), deferred (D) or not yet started (NA).  If it is deferred, please indicate the revised completion date and the reasons for lagging behind schedule.

	
	Project deliverable
(all deliverables as set out in the approved project proposal)
	
	Original target completion date 

	
	Revised target/ Actual
 completion date
	
	Status
	
	Reasons for not meeting the
original target completion date

	
	
	
	
	
	(if applicable)
	
	(C/P/D/NA) 
	
	

	(a) 
	
	
	
	
	
	
	
	
	e.g. Note (i)

	(b) 
	
	
	
	
	
	
	
	
	e.g. Note (ii)

	(c) 
	
	
	
	
	
	
	
	
	

	(d) 
	
	
	
	
	
	
	
	
	

	(e) 
	
	
	
	
	
	
	
	
	

	(f) 
	
	
	
	
	
	
	
	
	

	(g) 
	
	
	
	
	
	
	
	
	



Note:


(i)


(ii)
1.4
Intellectual Property Rights application (if applicable)
	Application

date
	
	Registration

date
	
	Description

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	2.
Financial Position

	From
	
	to
	
	 (reporting period)

	
	(dd/mm/yyyy)
	
	(dd/mm/yyyy)
	


Please provide details of the expenditure on manpower, equipment, implementation fee, other direct costs and contribution / sponsorship under the project at Appendix I.
2.1
Income and expenditure (for First Progress Report ONLY)

In HK$ (up to two decimal places)
	Income

	

Items
	Total approved budget 

	Approved cashflow for Phase 1 2
	Actual amount up to end of reporting period
	Approved cashflow for Phase 2 2
	

Remarks

	1. Funding amount
	
	
	(i)
	
	

	Contribution from the Grantee and sponsors (if any)

	2. Cash
	
	
	(ii)
	
	

	
	Subtotal:
	
	(A) [(i) + (ii)]
	
	

	3. In-kind
	
	
	(iii)
	
	

	
	Subtotal:
	
	(B) [(i) + (ii) + (iii)]
	
	

	4. Interest income
	NA
	NA
	(iv)
	NA
	

	5. Income generated from the project (Please specify)
	
	
	(v)
	
	

	
	Subtotal:
	
	(C) [(iv) + (v)]
	
	

	Expenditure

	6. Manpower
	
	
	(vi)
	
	

	7. Equipment
	
	
	(vii)
	
	

	8. Implementation fee
	
	
	(viii)
	
	

	9. Other direct costs
	
	
	(ix)
	
	

	
	Subtotal:
	
	(D) [(vi) + (vii) + (viii) + (ix)]
	
	

	Cumulative total carried forward (B) - (D) =
	
	

	Interest income and income generated from the project (C) =
	
	

	Percentage of grant plus cash contribution utilised during the reporting period (E) = [(D) – (iii)] / (A) x 100% = 
	
	


2.2
 Income and expenditure (for Second Progress Report ONLY)

In HK$ (up to two decimal places)
	Income

	


Items
	
Total approved budget 

	Cumulative approved cashflow for Phases 1 & 2 3
	
Actual amount 
up to end of reporting period
	
Approved cashflow for Phase 3 3
	


Remarks

	1. Funding amount
	
	
	(i)
	
	

	Contribution from the Grantee and sponsors (if any)

	2. Cash
	
	
	(ii)
	
	

	
	Subtotal:
	
	(A) [(i) + (ii)]
	
	

	3. 
In-kind
	
	
	(iii)
	
	

	
	Subtotal:
	
	(B) [(i) + (ii) + (iii)]
	
	

	4. Interest income
	NA
	NA
	(iv)
	NA
	

	5. Income generated from the project (Please specify)
	
	
	(v)
	
	

	
	Subtotal:
	
	(C) [(iv) + (v)]
	
	

	Expenditure

	6. Manpower
	
	
	(vi)
	
	

	7. Equipment
	
	
	(vii)
	
	

	8. Implementation fee
	
	
	(viii)
	
	

	9. Other direct costs
	
	
	(ix)
	
	

	
	Subtotal:
	
	(D) [(vi) + (vii) + (viii) + (ix)]
	
	

	Cumulative total carried forward (B) - (D) =
	
	

	Interest income and income generated from the project (C) =
	
	

	Percentage of grant plus cash contribution utilised during the reporting period (E) = [(D) – (iii)] / (A) x 100% = 
	
	


2.3  Utilisation of project funds (for BOTH First and Second Progress Report)

If the amount in (E) in Section 2.1 / 2.2 above is less than 50%, please provide details of the expenditure made / to be made (including amounts involved and date of payment) after the reporting period which would lead to utilisation of the grant plus cash contribution exceeding 50%.
	

	

	

	

	


	3.
Additional Information


If the income and expenditure reported in Section 2.1 / 2.2 above do not tally with the audited accounts, please state the reasons and remedial actions.  Please also provide any information that you wish to draw to the attention of the Vetting Committee but not covered elsewhere in this report.  
	

	

	

	

	


	4.
Information for Public Access 


If you do not wish certain information provided under this report to be published on the TSF website for public access, please set out your request and provide justification under this section. 

	

	

	

	


	5.
Declaration 


	I, on behalf of,
	
	, confirm that    

	
	(Name of Grantee)
	


the information provided in this report is true and correct; and the prices obtained for the procurement or lease of the equipment, goods or services in relation to or for the purposes of the project with aggregate value not exceeding HK$5,000 (i.e. item nos. ___________________________________ under Part D of Appendix I) are reasonable.  
	Authorised signature with organisation chop
	
	Name of signatory 


	
	
	

	Name of Grantee
	
	Position

	
	
	
	
	

	
	
	Tel no.
	
	Fax no.

	
	
	

	
	
	Email address

	
	
	

	
	
	Date


Appendix I
Progress Report on Approved Project under TSF
	Project reference no.
	:
	

	Period covered in this report
	:
	


A.
Manpower (if applicable)
	Name & post title
	Existing (E) / additional (A)  staff
	Hourly /

monthly

rate 

(HK$)
	No. of hours /

months charged

in the 
reporting period 
	Employer’s contribution to the Mandatory Provident Fund during the reporting period
	Starting date

of employment 
(for additional staff only)
	(Planned) Completion

date of employment (for additional staff only)
	Manpower cost during the reporting period
(HK$)

	
	
	(A)
	(B)
	(C)
	
	
	[(A) x (B)] + (C)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Subtotal 
:
	


A-1.  Recruitment details of additional staff
In accordance with the General Guidelines on Staff Recruitment annexed to the “Guide to Application for Trade and Industrial Organisation Support Fund”, please elaborate in details the staff recruitment procedures implemented:
	Vacancies advertising
	1. Please provide details of the advertisements on the job vacancies, including the title of the newspapers, websites or magazines, etc. and the dates of the advertisements.  A copy of the advertisements should be submitted as supporting document. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

	
	

	Interview arrangement
	2. Please provide details of the selection interview arrangement, including how to shortlist and assess candidates, composition of interviewers and their positions, dates of interviews, etc.  If selection interviews were not conducted, please advise the selection method and provide reasons for the arrangement.
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

	
	

	Records management
	3. Please confirm that recruitment records, including records on the applications received, assessment of candidates, recommendations of interview panel members, declaration on conflict of interest, etc. are properly maintained.  If the answer is negative, please provide reasons.

	
	________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



A-2.  Hourly rate of existing staff
If an existing staff only worked for the project on a part time basis, please set out the hourly rate below. 

	Actual monthly salary paid to the staff (inclusive of MPF) at the start of the project 

(HK$)
(a)
	Average no. of working days in a month

(b)
	No. of working hours on a working day stated in the employment contract

(c)
	Actual hourly rate
(HK$)
(d) = (a) ÷ (b) ÷ (c)
	Hourly rate approved in the project proposal

(HK$)
(e)
	Hourly rate used to charge manpower cost to the project
(HK$)
(the lower of (d) or (e))

	
	e.g. 21
	
	
	
	

	
	
	
	
	
	


B.
Equipment (if applicable)
	Item no.

	Date of 

procurement / 

leasing*
	Name of 

equipment
	Functions
	Procured (P) / leased (L)
	Unit cost
(HK$)
	Quantity
	Total cost
(HK$)

	
	
	
	
	
	(a)
	(b)
	(c) = (a) x (b)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	Subtotal 
:
	


*The date of procurement or leasing should be the date of obtaining the first quotation from a supplier.
C.  Implementation fee (if applicable) 

	Item
	Description
	Approved budget 

	Unit cost 
	Quantity
	Total cost 

	no.
	
	(HK$)
	(HK$)
	
	(HK$)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	Subtotal 
:
	


D.  Other direct costs (including in-kind contribution / sponsorship)
	Item
	Date of procurement*
	Goods / services procured
	Unit cost 
	Quantity
	Total cost 

	no.
	
	
	(HK$)
	
	(HK$)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	Subtotal 
:
	


* The date of procurement for goods and services should be the date of obtaining the first quotation from a supplier, or the date of the sponsorship letter.
D-1. Out-of-town travelling and accommodation expenses
	Item no.
	Travel period (including date of departure and arrival)
	Purpose
	Name of travellers
	Place of departure / arrival 

	No. of nights for hotel
	Remarks

	Project team members
	

	
	
	
	
	Hong Kong / ________________
	
	

	
	
	
	
	Hong Kong / ________________
	
	

	Speakers / consultants, etc. (Please specify)
	

	
	
	
	
	________________/ Hong Kong
	
	

	
	
	
	
	________________/ Hong Kong
	
	


E.  Contribution / Sponsorship actualised in the reporting period (as reported in Section 2.1 / 2.2)
	Name of sponsor
	Date of contribution*
	Nature of contribution
	Amount

	
	
	(cash / in-kind)
	(HK$)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Subtotal:
	


*The date of contribution should be the date of depositing the cash into the project account or the date on which the in-kind contribution / sponsorship was used.
F.  Quotations/Open tenders
Please list out the details of all quotations / open tenders conducted during the reporting period for items listed in Parts B and D above.
	Item no.
	Name of vendor
	Quotation / tender price
	Vendor selected 
	Name of staff inviting quotation /

tender 
	Name of staff approving quotation /

tender 
	Name of staff certifying receipt or completion of goods / services
	Remarks 


	
	
	(HK$)
	(()
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


`
Appendix II
Log sheet for staff working for TSF project on a part time basis
	Name & post title


	Date
(dd/mm/yyyy)
	Working time 

	No. of hours
	Description of work

	
	
	e.g. 09:00 – 12:00
	e.g. 3 hours
	e.g. To handle registration for the first seminar.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	Total:
	
	


� As stated in the original approved project proposal. 





� As stated in the approved project proposal (as amended and approved by DGTI). 





� As stated in the approved project proposal (as amended and approved by DGTI).





� The progress report must be signed by the Project Coordinator.





� 	For manpower charged on an hourly basis, please provide details on the working time devoted by the staff (including additional or existing staff) to the project at Appendix II.  If the hourly rate has already included the employer’s contribution to the MPF in a pro-rata basis, there is no need to fill in column (C). 


� 	The subtotal should be the same as the amount reported under item (vi) of Section 2.1 / 2.2.


� The salary of existing staff shall be charged at a flat rate throughout the project. 


� The subtotal should be the same as the amount reported under item (vii) of Section 2.1 / 2.2.


�  As stated in the approved project proposal. 


� The subtotal should be the same as the amount reported under item (viii) of Section 2.1 / 2.2.


� The subtotal should be the same as the amount reported under item (ix) of Section 2.1 / 2.2.


� 	If the transportation was not between Hong Kong and the place where the project event took place or the place of residence of the speaker / consultant, please provide justifications in the remarks.  


� 	If there was deviation from the procurement requirements, e.g. the lowest bid was not selected; no quotations were invited; the number of quotations invited was less than the procurement requirement; procurement of different items was bundled in a single quotation; procurement of the same item was made through several quotations, etc., please state the reasons.  For items with aggregate value not exceeding $5,000 which the Project Coordinator has confirmed that the prices obtained are reasonable in Section 5 of this report, please write “NA”.  


� Lunch hours should be excluded.
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