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SOP Prior to GTS Projects (Budget Proposal)

ExCo Meetings in @
Q4 to approve Jan-Mar Budget

Q1 to approve Apr-Jun Budget !

Q2 to approve Jul- Sep Budget | BUDGET PROPOSAL Submission to :

Q3 to approve Oct-Dec Budget Project Treasurer GTS Treasurer / ExCo Get approv?l during
T for Approval ExCo meeting

Budget proposal
submission of
next quarterly
(min. 1 month
prior to project)

Submission

before Quarterly

ExCo Meeting
7

Approval from

GTS ExCo
?

BUDGET PLAN REVIEW Receive fund from
ExCo Asst. Treasurer Received fund from ExCo 2~3 weeks
GTS ExCo before project

C

Amendment on

BUDGET PLAN
?
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SOP During GTS Projects (In Progress)

Preparation —
Project Secretary Participants B
updates the List Start online Payment

REGISTRATION FORM
With QR Code
Payment

into Share Drive
(Excel Format)

y

Payment

Done
T

Send to School
together with
Invitation Letter

v

CENTRALIZE
(Excel Format)
- Project Secretary

ExCo Asst. Treasurer
updates Total Payment
into Share Drive

REGISTRATION FORM - E”’jed Treasurer (Excel Format)
- ExCo Asst. Treasurer
School / Scout Group
Received

Receipt Preparation
by
Project Treasurer

Receipt
Issue
T

Participants

done Register
2

END
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: PERSEKUTUAN PENGAKAP MIALAYSIA

MAYBANK QR CODE & BANK ACCOUNT NUMBER
( for participants to make payment )

D

DuitNow
QR

MayBank Account Number

5070 1396 4445

Scouts of GeorgeTown (S)

MALAYSIA NATIONAL QR

Accepted by participating Banks and e-Wallets
Merchant Partner

DAE
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SOP After GTS Projects (Closing Account with Receipts)

Submission of final
account together
with original
receipts

within 2 weeks
after the project
completion

GTS

Project
Completed

FINAL ACCOUNT

|

Submit to
GTS Treasurer
for Approval

Project Treasurer

]

Submission
To ExCo
Asst. Treasurer

for review
>

FINAL ACCOUNT REVIEW
By ExCo Asst. Treasurer

YES Amendment on
FINAL ACCOUNT

?

Balance Cash
from Activity
?

Activity Treasurer
transfers fund to GTS
Bank Account

ACCOUNT
CLOSED

Share the bank
Slip with ExCo
Treasurer
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: PERSEKUTUAN PENGAKAP MIALAYSIA

BUDGET PLAN FORMAT & PREPARATION

STEP A: STEP B: STEP C:
Set the Registration Fee Set the Individual / Update total budget for
base on Number of Personal Budget base on Organizer, and
Participants Each Participant Committees or Helpers

Add in Misc. with %
based on overall budget

RESULT RESULT RESULT
Overall Expenses Cost Profit / Losses Sponsor Needs
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BUDGET PLAN
&
TREASURER ACCOUNT FORMAT



