UNIVERSITI TUNKU ABDUL RAHMAN
KAMPAR CAMPUS
<NAME OF CLUB/ SOCIETY>

INCOME STATEMENT FOR <Title of event>
Date: __________                Time: __________                Venue: __________
	Particulars
	Note
	Ref
	Budget
(RM)
	Actual

(RM)
	Variance

(RM)
	F/

(A)
	Variance

(%)

	INCOME
	
	
	
	
	
	
	

	Collection of fees
	N1
	
	xx
	xx
	xx
	F
	xx

	Sponsorship
	N2
	
	xx
	xx
	xx
	(A)
	xx

	Subsidy from society account (subject to the nature of event)
	
	
	xx
	xx
	xx
	F
	xx

	Subsidy from UTAR (only for Orientation Programme)
	
	
	xx
	xx
	xx
	F
	xx

	Total Income
	
	
	xxxx
	xxxx
	xxxx
	F
	xxxx

	
	
	
	
	
	
	
	

	EXPENDITURE
	
	
	
	
	
	
	

	Secretariat
	N3
	R1 -2
	xx
	xx
	xx
	F
	xx

	Publicity Department
	N4
	R2 - 12
	xx
	xx
	xx
	(A)
	xx

	Public Relations Department
	N5
	R12 - 15
	xx
	xx
	xx
	F
	xx

	Programme Department
	N6
	R
	xx
	xx
	xx
	(A)
	xx

	Decoration Department
	N7
	R
	xx
	xx
	xx
	(A)
	xx

	Sponsorship Department
	N8
	R
	xx
	xx
	xx
	F
	xx

	Logistic Department
	N9
	R
	xx
	xx
	xx
	F
	xx

	Technical Department
	N10
	R
	xx
	xx
	xx
	F
	xx

	Miscellaneous Expenses
	N11
	R
	xx
	xx
	xx
	F
	xx

	Total Expenditure
	
	
	xxxx
	xxxx
	xxxx
	F
	xxxx

	Surplus/(Deficit) to be deposited into/(claimed from) society account
	
	
	xxx
	xxx
	xxx
	F
	xxx


Prepared & submitted by,                            




Reviewed by, 
___________________

___________________ 

___________________

(………Name………)

(………Name………)

(Mr./Ms. ..…Name…..)
Organising Treasurer


Organising Chairperson

Advisor/ Co-advisor
Checked by,



Approved by,
___________________

___________________

(Mr./Ms. ..…Name…..)

(Mr./Ms. ..…Name…..)

DSA Officer-in-charge

Head of DSA
Note:

1) Collection of fees
	Particulars
	Fees per person (RM)
	No. of Participants
	Total (RM)

	Members
	xx
	xx
	xx

	Non-Members
	xx
	xx
	xx

	Total
	
	
	xxxx


2) Sponsorship (list out the cash sponsors with the amount) 

3 – 11) Departmental Expenses

	Particulars
	Ref.
	Total (RM)

	Printing
	R1 – R2
	xx

	PA System
	R3
	xx

	Stationery
	R4
	xx

	Souvenir
	R5
	xx

	Total
	
	xxxx


** The receipt should arrange according to particular arrangement and department. 
** The expenses with the same nature can be grouping (Eg. Glue, Marker – stationeries)

** The receipt smaller than half of the A4 paper is advisable to paste on recycle A4 paper. 

Additional information: 

1) All the amounts in RM and % should in 2 decimal points. 

2) Note is refer to the explanation of the particular items

3) Ref. is refer to the receipt references. 

4) No back date receipt/expenses or expenses before the approval date of proposal unless for some special reason (eg. Proposal and report printing) 
5) Additional explanation is encouraged for some unclear expenses. 
6) Budget column is referring to the approved budget. 

7) Actual column reflect the actual expenses incurred during the process of organising the event.

8) Variance in RM and % is the different between budget and actual expenses. The calculation are as below: 

	Particular
	Formula

	Variance in RM
	Budget (RM) – Actual (RM)

	Variance in %
	Variance (RM) / Budget (RM)

	**In the case that budgeted item no exist during the actual event or actual expenses incurred but not budgeted in advance, the variance (RM) should be in full amount and Variance (%) should be 100.


9) F/(A) explanation are as below:

	Terms
	Term in full
	Usage

	F
	Favorable
	· When actual income is more than budgeted income

· When actual expenditure is less than budgeted expenditure 

	(A)
	Adverse
	· When actual income is less than budgeted income

· When actual expenditure is more than budgeted expenditure


10) The calculation of Mileage Claim is km*RM0.40. A table should constructed as below:

	Date of Travel
	Reason
	Travel Location
	Distance of Travel (km)
	Mileage Claim (RM) (km*RM0.40)

	dd/mm/yy
	Seek for sponsors
	Kampar – Ipoh – Kampar 
	130
	52.00

	Total
	52.00


