
Sports Association for the Physically Disable of Hong Kong, China 

 

Administration and Finance Sub Committee 

 

Terms of Reference 

The Administration and Finance Sub Committee (“Sub Committee”) is established to 

assist the Executive Committee to oversee the day-to-day operation of matters related 

to administration and finance of the Association. 

 

All members of the Sub Committee are voluntary and generally have a term of 4 years 

in-between the Annual General Meeting of the Association. The setup of the Sub 

Committee includes a chairman and up to 2-4 members. The head of staff is an Ex-

Officio member with no voting power and oversee all preparation for a meeting of the 

Sub Committee to be carried out by the Secretariat. 

 

If a member of the Sub Committee resigns or becomes permanently incapacitated 

regarding performing his/her functions during his/her terms of office, the Executive 

Committee shall, at the earliest opportunity, consider appointing a replacement for the 

remaining term of office. 

 

Roles and Responsibilities 

1. Financial Management 

1.1 Financial Management 

1.1.1 Formulate financial strategy 

1.1.2 Monitor the preparation of annual budgets 

1.2 Financial Reporting 

1.2.1 Oversee financial management 

1.2.2 Review of the external auditor's management letter and management's 

response 

1.3 Procurement 

1.3.1 Formulate and review procurement policy 

1.3.2 Review and approve high value items procurement 

 

2. Administration and Human Resources 

2.1 Establishment Management 

2.1.1 Review and approve proposal for any establishment change 

2.1.2 Review and approve proposal for change of employment terms and 

conditions  

2.1.3 Appointment of External Auditor 

 



3. Policy and Corporate Governance 

3.1 Compliance of rules and regulations 

3.1.1 Monitor the effectiveness of internal controls and oversee the 

compliance of policies, rules and regulations 

 

4. In addition to the roles and responsibilities set out in the Articles and these terms of 

reference, the Executive Committee may delegate further duties to the Sub 

Committee at any time. 

 

5. The Sub Committee may propose amendments to these terms of reference and seek 

approval from the Executive Committee at any time. 

 

6. The Chairman of the Sub Committee shall regularly report to the Executive 

Committee meeting in writing or orally on their activities. 

 

7. The Chairman of the Sub Committee shall: 

7.1 chair meetings of the Sub Committee; 

7.2 lead the discussion and ensure the smooth operation of meeting; and 

7.3 exercise the casting vote in the event of a tie. 

 

8. The members shall take part in the meeting personally or by video conference or by 

any other means of communication. 

 

9. Members shall show mutual respect and protect the interests of HKSAPD in their 

work on the Sub Committee. 

 

10. Members shall adhere to all relevant HKSAPD rules and regulations in their work 

on the Sub Committee, in particular to the HKSAPD Articles but also to any 

decisions made by HKSAPD. 

 

11. Members shall always be aware of, and comply with, the provisions pertaining to 

conflict of interests as well as declaration of interests and adjust their conduct as 

necessary. 
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