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For project with grants 

less than or equal to $100,000 



1 “Summary” tab

4

Fill in the fields highlighted 

in yellow in accordance 

with the project proposal

For projects with grants less than or equal to $100,000



1 “Summary” tab
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For projects with grants less than or equal to $100,000



1 “Summary” tab
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For projects with grants less than or equal to $100,000



1 “Summary” tab
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For projects with grants less than or equal to $100,000
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For projects with grants less than or equal to $100,000

Interim Financial Report2

Select “Sec II(1)” of the 

1st Interim Financial Report



Interim Financial Report

9

2

Navigate to different 

sections using the 

hyperlinks at the top

Fill in the income items 

with details (i.e. 

description, amount, date, 

receipt / voucher / 

reference number etc.)

For projects with grants less than or equal to $100,000



Interim Financial Report
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2

Fill in expenditure items under 

each category with details 

(i.e. descriptions, date of 

purchase, invoice number, 

cheque number etc.)

Submit the certified true 

copies of all supporting 

documents (e.g. invoices and 

bank statements covering the 

report period, etc.)

Items purchased should be in 

accordance with the approved 

budget

For projects with grants less than or equal to $100,000



Interim Financial Report
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2

Section I ii (1) will be 

automatically filled in 

based on the inputs in 

Section II (1)

Please sign Section I i (1) 

and print all pages in 

Section I & II for 

submission

For projects with grants less than or equal to $100,000



Final Financial Report
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3

For projects with grants less than or equal to $100,000

Select “Sec II (F)” on the 

“Summary” tab



Final Financial Report
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3

For projects with grants less than or equal to $100,000

Fill in the income and 

expenditure items under each 

category with details during 

the report period only (i.e. 

from 1/9/2023 to 31/8/2024 in 

the example)

Submit the certified true 

copies of all supporting 

documents (e.g. invoices and 

bank statements covering the 

report period, etc.) 

Items purchased should be in 

accordance with the approved 

budget



Final Financial Report3

For projects with grants less than or equal to $100,000

Section I ii (F) will be 

automatically filled in 

based on the inputs in 

Section II (F)

Please sign Section I i (F) 

and print all pages in 

Section I & II for 

submission
14



Final Financial Report (Summary) and Certificate 
of Completion of Project / Declaration4

For projects with grants less than or equal to $100,000
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Select “Cert of Completion” 

on the “Summary” tab



Final Financial Report (Summary) and Certificate 
of Completion of Project / Declaration4

For projects with grants less than or equal to $100,000

All figures will be 

automatically filled 

based on previous 

inputs in the interim 

and final financial 

reports
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Final Financial Report (Summary) and Certificate 
of Completion of Project / Declaration4

For projects with grants less than or equal to $100,000

Prepare a cheque for the 

return of unused fund to 

the QEF Secretariat

Print and sign this form 

and submit to the QEF 

Secretariat together with 

the refund cheque
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Certified true copies of supporting documents5

For projects with grants less than or equal to $100,000

18

Please provide us with the certified true copies of 

all supporting documents (e.g. invoices and bank 

statements covering the report period, etc.), which 

should be submitted together with the interim / final 

financial reports. 

The format of certified true copy is as follows: 

Certified True Copy by

_____________________(Signature of Principal)

Name: _____________________(Name of Principal)

Post Title: Principal

Date: _____________________(Date of Signature)



For project with grants 

over $100,000 



1 “Summary” tab
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Fill in the fields highlighted 

in yellow in accordance 

with the project proposal

For projects with grants over $100,000



1 “Summary” tab
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For projects with grants over $100,000



1 “Summary” tab
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For projects with grants over $100,000



1 “Summary” tab
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For projects with grants over $100,000



1
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For projects with grants over $100,000

Interim Financial Report2

Select “Sec I ii (1)” of the 

1st Interim Financial Report



Interim Financial Report
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2

Fill in the income and 

expenditure items 

under each category 

during the report period 

only (i.e. from 1/9/2022 

to 31/8/2023 in the 

example)

Items purchased should 

be in accordance with 

the approved budget

For projects with grants over $100,000

Please sign Section I i (1) 

and print both pages for 

submission



Final Financial Report (Summary) and Certificate 
of Completion of Project / Declaration3

For projects with grants over $100,000
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Select “Cert of Completion” 

on the “Summary” tab



Final Financial Report (Summary) and Certificate 
of Completion of Project / Declaration3

For projects with grants over $100,000

Fill in the amounts of 

income and expenditure 

under each category for 

the entire project period
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Final Financial Report (Summary) and Certificate 
of Completion of Project / Declaration3

For projects with grants over $100,000

Prepare a cheque for the 

return of unused fund to 

the QEF Secretariat

Print and sign this form 

and submit to the QEF 

Secretariat together with 

the refund cheque

28

In addition, submit to the 

QEF Secretariat an 

audited project accounts 

and an agreed-upon 

procedures report



Assets Register



1 “Summary” tab

30

Select “Assets Register” on 

the “Summary” tab

For projects with grants less 

than or equal to $100,000: 

An Asset Register should be 

submitted to the QEF 

Secretariat upon project 

completion if equipment has 

been purchased for the project

For projects with grants over 

$100,000:

An Asset Register should be 

examined by auditors if 

equipment has been 

purchased for the project



Assets Register

31

2

Fill in the assets with details (i.e. descriptions, 

date of purchase, costs, invoice number etc.)

Assets purchased should be in accordance with 

the approved budget and purchased within the 

project period

For projects with grants less than or equal to 

$100,000:

• The “total for the asset class” should be 

consistent with the total expenditure in the 

“Equipment” category

• Print and sign the Assets Register and submit 

to the QEF Secretariat upon project 

completion

For projects with grants over $100,000:

• The “total for the asset class” should be 

consistent with the total expenditure of 

“Equipment” in the Income and Expenditure 

Statement of the Audited Project Accounts

• Pass to auditor for examination


