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Chap 2_k(iv) 

In the audits, the common issues in the operation and the improvement noted by the Internal 

Audit and Risk Management Office (“ARO”) from sampling tests included: 
 

Issues Improvement 

a. Service application form not used standard 

terms and conditions of HKPC e.g. without 

liability disclaimer clause 

  

the standard service form has been used with 

standard terms and condition protecting 

interest of HKPC; 

  

b. Some manufacturing support service (“MSS”) 

application forms not signed by clients   

  

service application forms without signing of the 

service requesters not noted in follow up of the 

relevant Divisions;  

  

c. Standard charge rate for MSS not timely 

updated and seeking approval 

  

annual review and approval of standard service 

charge of MSS had been properly arranged in 

the relevant Divisions 

  

d. Exemption for payment term of “Cash on 

Delivery” to be complied 

  

payment for MSS had been updated as 

“consideration due on delivery” in Standard 

Practice 

  

e. Scope of special price for MSS not clearly 

specified  

  

special price for laboratory testing service had 

been subsequently approved by management  

  

f. Access control to workshop and testings to be 

strengthened 

  

regular review and updating of the entry access 

rights of workshop had been practiced in the 

relevant Divisions 

  

g. Some MSS projects without labour hours 

charge 

  

labour hours had been properly charged to 

MSS projects of the relevant Divisions 

  

h. Machine usage not properly recorded and 

reported 

 

record machine usage for MSS has been 

established in the relevant Divisions 

  

i. Calibration of equipment not timely 

performed 

 

record for controlling timely calibration of 

equipment has been arranged 

  

j. Chemical in workshop more than allowable 

quantity / effective usage period of chemical 

expired 

a system has been established to control the 

proper quantity and quality of the chemical in 

laboratory 
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Issues Improvement 

k. Control over spare and empty gas cylinders to 

be strengthened 

 

  

l. Control over clients’ mould custodian such as 

receipt acknowledgement, record keeping, 

timely return etc. to be strengthened 

 

clients’ mould has been properly handled by 

the relevant Division, e.g. setup of receipt 

acknowledgement,  log etc.  
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Chap 2_k(v) 
 
List of ICAC Assignment Reports on HKPC’s operations from 2012 to 2019 

 

Year  Subject  

Extracted from ICAC Assignment Report 

Scope  

2019 Administration of 

Patent Application 

Grant 

The study examines HKPC’s practices and procedures for administering 

PAG, covering the invitation and processing of applications, conduct of 

patent search, assignee search and technical assessment, monitoring of 

grant use, and disbursement of grant. HKPC’s interface with ITC in respect 

of the processing and approval of application and monitoring of grant use 

is also reviewed. 

 

2018 Provision of 

Consultancy Services 

The study examines HKPC’s practices and procedures for the provision of 

consultancy services, including handling of requests/enquiries for services, 

charging of consultancy project fee, and monitoring of the project 

execution. The study also covers the procurement of goods and services 

undertaken by HKPC for the consultancy projects, including raising 

purchase requisitions, selecting and inviting suppliers to bid, evaluating 

quotations/tenders, and placing orders. 

 

2017 Management of 

Assets 
The study examines the procedures and practices adopted by HKPC for 

asset management, covering the classification, receipt, recording, 

transfer and disposal of asset items, and stock-taking process. 

Opportunity is also taken to review HKPC's system in managing spare 

parts for facility management. 

 

2016  Administration of 

Testing Services 

The study examines HKPC's practices in and procedures for handling 

testing service requests and quotations on the test fees, handling and 

registering samples received, conducting tests and recording test data, 

preparing and issuing test reports, and collecting test fees. 

 

2016 Technology Transfer 

and 

Commercialization 

This study examines the procedures for and practices adopted by HKPC 

in commercializing its technologies/technical know-hows (collectively 

known as technologies) through licensing, covering the sourcing and 

selection of potential licensees, negotiation of licensing terms and 

conditions, and monitoring of commercialized technologies. 
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Year  Subject  

Extracted from ICAC Assignment Report 

Scope  

2014 Outsourcing of 

Project Services 

The study examines the procedures and practices adopted by HKPC in 

outsourcing project services, covering budgetary planning and control, 

initiation of and approval for purchase requisitions, drawing up of 

specifications, sourcing of service providers, maintenance of categorized 

lists of suppliers, handling and evaluation of tenders and quotations, 

administration of contract provisions, monitoring of the service 

providers' performance, and payment. 

 

2012 Procurement of 

Goods for Projects 

This study examines the procedures and practices adopted by HKPC in 

the procurement of goods for various types of projects (e.g. external 

projects for clients, internal research projects and government funded 

projects), covering sourcing of suppliers, maintenance of approved 

suppliers list, drawing up of specifications, handling and evaluation of 

tenders/quotations, receipt of goods and payment. Among the eight 

operational divisions involved in undertaking projects in 2010/11 and 

2011/12, four divisions which procure large sums of project goods, 

namely the Automotive and Electronics Division, Automation Service 

Division, Environmental Management Division and IT Industry 

Development Division are selected for detailed study. 
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Chap 2_k(vi) 
 

Whistle Blowing Policy 
Hong Kong Productivity Council 

 

1. Introduction 

The Hong Kong Productivity Council is committed to achieving and maintaining the highest 
standards of openness, probity, accountability and fair play.  The Council endeavours to maintain a 
high standard of corporate governance and put in place pertinent systems and measures to sustain 
employees’ vigilance to corporate governance at all time.  Employees at all levels are expected to 
conduct themselves with professionalism, integrity, impartiality and honesty. It is every employee’s 
responsibility and in all interest of the Council to ensure that any undue behaviour that compromise 
the interest of the stakeholders, business partners, customers and the general public does not occur.  
 

2. Purpose 

The Council has established procedures for handling staff members’ reports on irregularities found 
at work, such being considered unauthorised or unacceptable under the prevailing rules, guidelines 
and policies of the Council.  The purpose of the Whistle Blowing Policy is to provide the wider 
public with reporting channels and guidance on whistleblowing.  The term “whistleblowing” refers 
to a situation where a person decides to report serious concerns about any suspected irregularity, 
misconduct or malpractice which he/she has become aware of or genuinely suspects that any 
members of staff of the Council have been or may become involved in.  It is not designed to further 
any personal disputes, question any business decisions taken by the Council nor should it be used to 
reconsider any issues which have already been addressed under the Council’s policies and 
procedures. 
 

3. Confidentiality  

Persons making complaints under this policy are assured of strict confidence where only the persons 
who are designated to handle the complaint or have a need to know to have access to the complaint 
particulars.   
 

4. Procedure 

A. Reporting Channel  

Persons who have a legitimate concern about irregularity, misconduct or malpractice of the Council 
or any staff member may raise the matter directly to the Audit Committee (AC) Chairman of the 
Council. The AC Chairman will review the complaint and decide how it should be addressed. 
Depending on the circumstances, the AC Chairman may consider nominating an appropriate 
investigating officer such as a Council member, the Executive Director or a Director of the Council 
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or set up a special committee to investigate into the matter independently. 
 

B. Reporting Format and Supporting Documentation 

Complaints should be made in writing.  While the Council does not expect the person to have 
absolute proof or evidence of the irregularities, misconducts or malpractices, the disclosures should 
show reasons for the concerns and full disclosure of any relevant details and supporting 
documentation. 
 
The complaint should be sent to the Audit Committee Chairman, c/o Executive Director’s Office, 
2/F, HKPC Building, 78 Tat Chee Avenue, Kowloon, Hong Kong in a sealed envelope clearly 
marked “Strictly Private and Confidential – to be opened by Addressee Only” to ensure 
confidentiality, or through email to: whistleblowing@hkpc.org. 
 
Only the person who is designated by the AC Chairman will have access to such email or 
correspondence. 
 
Complainants are required to put their name to any reports they make. Anonymous complaints are 
usually not entertained. 
 

C. Investigation Procedure 

The AC Chairman or the person designated to investigate the complaint will write to the 
complainant whenever reasonably practicable to: 
 acknowledge that the concern has been received; 
 advise whether or not the matter is to be investigated further and if so what the nature of the 

investigation will be; and 
 give an estimate of how long the investigation will take to provide a final response. 
 
The AC Chairman may in some instances refer the matter together with the relevant information to 
the authorities for follow-up where he considers fit.  
 
 
Hong Kong Productivity Council 
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