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it 4 - NOTES ON COMPLETING THE MONTHLY STATEMENT

I.

1.

I1.

Overview

The Guardian’s monthly account (“Monthly Statement”) must be completed by the guardian of
the relevant mentally incapacitated person received into guardianship (“Subject”) every month,
for the purpose of accurately recording the detailed items of income (deposits made) and
expenditure (envisaged in the Special Conditions of the Guardianship Order). The Guardian
must complete the Monthly Statement every month and the Final Statement (Cumulative) at the
end of the relevant guardianship period. The Guardian must ensure that the figures and contents
supplied in the Monthly Statement are true and correct.

The starting date of the first Monthly Statement should be the date of the Guardianship Order
concerned or the first day of the relevant calendar month, as agreed between the Guardian and
the case social worker assigned to follow the case (“Case Social Worker”). Once agreed, the
Guardian must ensure that the period covered in each Monthly Statement is consistent in
accordance with the agreed arrangement to facilitate entry and checking of the items.

There are two columns in the Monthly Statement. The left column is for entering the Income i.e.
deposits made into the Guardian Account and/or the Appointee Account (Column A). The right
column is for entering the Expenditures made (Column B).

The figure shown in Item A1 of the first Monthly Statement should be “zero” (0). However, if
there is surplus welfare money of the Subject in the Guardian Account, the surplus amount should
be entered instead. In the subsequent Monthly Statement, the figure in Item A1 should be the
same one as the figure stated in Item C of the preceding Monthly Statement.

For the avoidance of doubt, if there is welfare money, pension or other income paid directly in
any one of the Subject’s accounts rather than to the Guardian Account, there is no need to enter

these items in Column A.

Completing the Income Items under (A)

There are 8 subdivisions in Column A. The Guardian should fill in the details in the
corresponding subdivisions. A9 is the Total Income.

Column A is divided into two broad sections. Section 1 covers the Guardian Account and Section
2 covers the Appointee Account relating to the Subject (if any).

7.1.  Section A(I) - The Guardian Account is the account required to be opened by the Guardian
pursuant to the Special Conditions of the Guardianship Order. The name appearing on the
bank book and statement must be in one of the permitted formats specified in the Special
Conditions.

7.2. Section A(IT) — The Appointee Account is the account of the Guardian which is being used
to collect welfare money and other allowances payable to the Subject. If the Guardian
Account is being used as the appointee account, the Guardian should enter the amounts
relating to welfare money and other allowances of the Subject received during the relevant
month under the subdivisions of Section A(II).

11
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8.

10.

11.

I11.

12.

13.

14.

15.

IVv.

16.

17.

The items under A2 and/or A3 are the actual amounts transferred from the Subject’s bank
account(s) to the Guardian Account every month. The total sum of the transfers must not exceed
the monthly maximum stated in the Guardianship Order.

Under A2, if there are more than one bank account used, all the account numbers should be listed
in the order specified in the Guardianship Order.

Under A3, the same applies to bank account in the second bank. All the account numbers should
be listed in the order specified in the Guardianship Order. If there are withdrawals from more
than one bank account, the total withdrawals of all accounts must not exceed the monthly
maximum stated in the Guardianship Order.

Under A6, please circulate and identify the type of allowance before you fill in the relevant
figures. Please specify what are the “other allowance”, if any.

Completing the Expenditure Items under (B)

There are 13 subdivisions in Column B. The Guardian should fill in the details in the
corresponding subdivisions. B14 is the Total Expenditure.

For such items (including in B5, B7, B8, B9, B10, B11 and B12), it is recognised that if the
Subject resides at home, there will be resources shared with members of his/her family or
household.

Set out below are examples of how Item B13 should be completed:

Applicable to the first repayment of outstanding debt:

[For example, Outstanding Debt is 810,000 and Repayment Amount is 32,000
Repayment Amount = actual repayment amount = 32,000

Total / remaining arrears amount = (310,000 - $2,000) = $8,000]

Applicable to subsequent repayment of outstanding debt:

[For example, Outstanding Debt Balance is $8,000 and Repayment Amount is $2,500
Repayment Amount = actual repayment amount = 32,500

Total / remaining arrears amount = (38,000 - $2,500) = $5,500]

If in the current month, the Total Expenditure for the current month (B14) exceed the Total
Income (A9), then the actual deficit amount should be stated in Item C. In this situation, the
Guardian cannot proceed with any repayment of outstanding debt in that month.

Balance of the Current Month

The Balance of the Guardian Account for the current month should correspond with the balance
as stated in the bank statements/bankbook of the Guardian Account in the relevant period or cut-
off date.

The Balance of the Appointee Account for the current month should correspond with the balance
as stated in the bank statements/bankbook of the relevant Appointee Account in the relevant
period or cut-off date. Ifthe Appointee Account is a cheque account, the amount related to issued
cheques should be deducted from the said balance.

12
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18.

19.

20.

21.

22.

23.

The Cash-in-Hand kept by the Guardian should not exceed the monthly maximum amount as
specified in the Guardianship Order.

The Advance Payments settled by the Guardian means the total amount of any expenditure made
for the welfare of the Subject which have been settled by the Guardian with his/her own money
first and which has not yet been reimbursed.

The Balance shown in the box appearing at the bottom of the Monthly Statement (after making
all the calculations shown therein) should be the same as Item C (A9 minus B14) i.e. the total of

Guardian Account, Appointee Account and Cash-in-Hand or minus the Advance Payments.

The Final Statement (Cumulative)

The Guardian is required to complete the Final Statement (Cumulative) prior to the expiry of the
guardianship period, and it will be inspected for the purpose of the review hearing.

Even if the guardianship period straddles more than one calendar year, the Guardian is only
required to complete this form once during each guardianship period, subject always to any
specific requirements of the Board.

The Final Statement (Cumulative) should reflect the sum total of the figures entered into the
Monthly Statements for each month during the relevant guardianship period for the respective
subdivisions. For example, if the Guardian completed 10 Monthly Statements which showed 10
withdrawals of $18,000 from the Subject’s first bank account (A2), the corresponding entry in
A2 in the Final Statement (Cumulative) should be $180,000 ($18,000 x 10).

13
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