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HONG KONG AIR CADET CORPS
Headquarters
Regulations Governing Official Entertainment Expenses
To accord with the Corps’ commitment to protect and conserve biological diversity, no shark's fin dishes should be served at any Corps functions which would otherwise be not claimable irrespective of the funding source. 
Nature of Entertainment Expenses 
1.
The Corps presently does not maintain an exhaustive list of entertainment expenses which are allowable to be reimbursed but they are expected to generally include: 

(a)
Minor catering services; 

(b)
Meals for serving official guests;  


(c)
Light refreshments for staff involved in the event; and
(d)
Other incidental expenses pertinent to the event.
2.
The organiser of the entertainment activities is to ensure that the allowable entertainment expenses should be necessary / appropriate for the operation of the Corps’ programmes or general affairs and no extravagant expenditure is allowed unless otherwise justified under special circumstances, in which case approval by the Chairman of the Executive Board should be sought: 

(a)
Lunch – the expenditure should be no more than $250 per person (inclusive of tips); and 

(b)
Dinner – the expenditure should be no more than $400 per person (inclusive of tips). 

3.
In case where the organiser is authorized by the Commanding Officer to conduct the entertainment activities, he/she has to seek CO’s prior approval and provide justifications as well as an estimate on the entertainment expenses. Part II of the Application for Official Entertainment Expenses Form (FT005) should be completed is this case and endorsed by the Commanding Officer. 
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 Official Entertainment Expenses 
4.
All official entertainment expenditure should be endorsed by the Officer-in-Charge of the function, approved by the Commanding Officer and supported by receipts. The Application for Official Entertainment Expenses Form (FT005) should be completed, setting out the following details: 

(a)
Purpose of the function;
(b)
Date of the function,
(c)
Type of function (e.g. Lunch, Dinner);
(d)
Names of participants;
(e)
Total estimated cost; and
(f)
Account/Budget Head to be charged.   

5.
The completed entertainment form has to be submitted to the Headquarters for reimbursement. 
Entertainment Expenses ($75 per guest) 
6.
For this type of reimbursement, the applicant does not need to fill the Application for Official Entertainment Expenses Form (FT005). However, the amount reimbursed is limited to $75 per guest or the actual expenses, whichever is less. The applicant should also provide the following details by way of a note which is attached with the invoice or receipt which should be approved by Commanding Officer and submitted to the Headquarters for reimbursement: 

(a) 
Name, rank and post of the applicant; 

(b)
Nature and date of the function; and
(c)  Names of participants and organizations. 
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