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20 June 2009

SBF Directors
SBF Institutional Members

Various Associations

RE: 1) Second Series of Sharing Sessions on Administration of A Registered Society
(Mandarin)

2) Survey on Free Legal Talks and Consultation Service

Our First Series of Sharing Sessions had been accredited by the National Council of Social
Service, therefore, participants who are sponsored by registered charities are eligble for VCF
Grant up to 80 %, this has resulted a good response in terms of enrolment which hits 56.

In order to benefit more associations, we have decided to conduct the Second Series from 22 Sep
to 26 Sep 2009 daily from 10.00 am to 12.00 noons for 5 consecutive days at our Level 6 Lecture
Hall. Based on feedback from the First Series, we have enhanced the contents of the Second
Series.

In addition to the above, the Law Society of Singapore has approached us recently to express its
intention to jointly conduct a series of free legal talks and consultation service on legal issues
faced by associations. Your valuable feedback will enable us to customize our programmes to
meet your needs.

We enclose herewith 3 annexes as follows for your perusal:

Annex 1: Course contents and registration form for Second Series of Sharing Session on
Administration of A Registered Society

Annex 2: Procedures and Application Form for VCF Grant.
Annex 3: Questionnaire on Pro Bono Legal Talks and Consultation.

Please don’t miss this golden opportunity for training and upgrading. For inquiry, please call our
Federation’s Chief Executive Kua Soon Khe at 67444635.

With best regards

Yours faithfully

=7

oy B

K KWANG PHING (Ven)
ecretary- General

#r w B # K 4 Singapore Buddhist Federation
59 Lorong 24A Geylang, Singapore 398583 « Tel: +65 6744 4635 « Fax: +65 6747 3618 » www.buddhist.org.sg |
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Annex 1

Second Series of Sharing Sessions (Mandarin) on
Administration of A Registered Society
Conducted By
Singapore Buddhist Federation (SBF)

22 to 26 September 2009

Promoter: Ven Seck Kwang Phing, Secretary-General SBF
Advisers: Mr Kweh Soon Han LLB (Hons), LLM

Advocate & Solicitor
Director of SBF

Mr Choo Si Sen LLB (Hons), JP, BBM, PBM
Advocate & Solicitor

Professor Lee Fook Hong PBM, PhD, MBA, FCIS, FAIA, MCIArb
Management Consultant

Trainer: Mr Kua Soon Khe
Chief Executive SBF

QOutline of Contents

Module 1: 22 Sept 2009 (Tuesday) 10 am to 12 noon

1. What is a society? Various types of societies and registration procedures.

2. What is a company limited by guarantee and not having a share capital? What are its
incorporation procedures.

3. What is Board of Trustees, Trustees and Deed of Trust?
4, What is a Charity and an IPC and its registration procedures.

5. Duties of office-bearers of a society.

Module 2: 23 Sep 2009 (Wednesday) 10 am to 12 noon

6. Brief introduction of the Societies Act.

7. Brief introduction of the Societies Regulations.



8. Major components of Constitution of a society

9. Principles of management of a society

10. Points to note when convening AGMs

11. Points to note when convening board meetings

12. Various statutory returns, various types of statutory forms to be executed/used by a

society and fees payables.

Module 3: 24 Sep 2009 (Thursday) 10 am to 12 noon.

13. Procedures for awarding scholarship and bursary.
14. Procedures for dealing with appeals for donation.
15. Acquisition of immovable properly by society.
16. Various statutory records to be kept by society.

17. Practical Guides on Preparations for various celebrations

Model 4: 25 Sep 2009 (Friday) 10 am to 12 noon.

18. Bye-Laws & regulations and staff handbook.
19. Aide-Memoire for head of secretariat.

20. Brief introduction of various acts and regulations.

Module 5: 26 Sep 2009 (Saturday) 10 m to 12 noon.

21. Understanding and complying the Code of Governance for Charities and IPCs.

22. Conclusion and Feedback.

Venue: Level 6 Lecture Hall
Singapore Buddhist Federation
59 Lorong 24A Geylang
Singapore 398583

Tel: 6744 4635



Homd B E ST
HAITHEE RS ES (HEiE)
it & RAE
VCF e HEHEIRFES 5. PA 0598/FY 08/09
W IEHR: 200949 A 10 H

S 5FEANNBN Particulars of Participant
Y54 Name: (5B ER As in NRIC)
B i/ HARIEHS 5 NRIC (Others) -
4 HH4 Date of Birth: MR Gender:
| P4 Nationality: Hlk Occupation:

ezttt Residential Address:

4% Contacts, 4L Hp: I EIE Office Tel:
£ B1% Home Tel: f& X Fax:
B5H %4 Signature of Participant H# Date

% Bh 4 15 Sponsor Organisation

& % ¥X Name of Organisation

Hohk Address:
CVEMIER Type of Registration : O - Society B
GEEGE AT "

0O HMRAF Company Limited FfHHSER
O {5363 Board of Trustees HEM S

EEEMAEERE? O & yes: ZHEHEMSM:

Is it a registered Charity ? O 75 No

2 5% 5 AEnIRA

Participant’s Position in Your Organisation :

£7F Remarks

1. M2009F9 A22AFE 26H, —EAR, BREF108E 124, EHREIFR, H£5H&.
2. VEMRAESEAA RYME, RN VCFEBMNERSERRTRA GERME D .

3. ¥4 ZEfTF “Singapore Buddhist Federation”, ¥ 2573 J ¥ /17 PA 0598/FY 08/09

4. fhEHIE 59, Lorong 24A Geylang Singapore 398583, I[M FLifi: 6744 4635
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H1E VCF NG R

KL R EA, EFBEMBES (National Council of Social Service, f&]
R NCSS) TE K IEXFIARSET TR LIRS “TAeRETIR 80%
I Pre-approved at 80% funding” HIURFE, BT

1. REWRHR=E

1.1 BEAKER: §25 553120, 3K VCF #ME <
1.2 FHEHAGER: BES5EH$200, K VCFEM ™
(a) VCF: VWOs-Charities Capability Fund
Eﬁﬁﬂﬁb\%%ﬁ%ﬁﬁﬁﬂgé
HIRFEMr RS/ A m i)

2. VCFENE (B5&FWEMBENIUL T5%8LL A TEF R

2.1 REHE/ AR

*,

» 80%: SHEREF M ARIKARRK
& 60%: S5 EFIHEIE (EP) s TYEMEIE (WP)
%ﬁA

2.2 JERERE/AmNA: TEFER VCF #L

(b) T MEERM., EFEMNHEELFEH 2R HIEHIK
AR R E H R/ 2 A

3. REMSHEHY
3.1 %%%ﬁ%ﬁ,wz§$\E$\m%§ﬁ\%EA@¥M
3.2 ;%% RHERNT

4. EBpfE PR IR A 5
4.1 RHEBG/ Al

(1 HERAEER EAD
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4.2 JEREBHAAE/ARHM

(1) HRAHAKLSR. 855458120
(2) FEHaAES R B80S 555200

1 VCF BT A

Uk

5.1 CHRABEFREFEFS (NCSS) & RMEEHK/ A
AP

Al

% & LM http://www. ncssapp. org. sg Fig
< E%%Iﬁ
(1) MIFETFER —E s E R LW HE
(2) W HESEMFRTIRAESR
(3) BFEAEHE, EETHEARTTFHRAI LA
CFPAL, JBETARSER RS TR TE.

5.2 BREARBERENSSAREED /2RI
+ FHEMEFAIMRIERE GE3T0 , HAsEWT:

APPLICATION FORM
VWOs-Charities Capability Fund (VCF)
Local Training Grant (For Charities and IPCs)

o WAFEFFRET — B IR BRI HE

5.3 HIENRHtEARERRIFEIT:

(1) RefNo. #2475 : PA 0598/FY 08/09

(2) Pre-approved Course BRFEBFR:
Series of Sharing Sessions (Mandarin) on Administration
of A Registered Society

(3) Pre-approved Course Date Run HRFZH:
22/09/2009 to 26/09/2009
(4) Name of Course Provider HRFER{ALE
Singapore Buddhist Federation
(5) Course Start Date FFEEH #: 22/09/2009
(6) Course End Date 53R HHH: 26/09/2009
(7) Nature of Training HRFEA
Board Governance Training
(8) Mode of Training B5 Y1
Lecture, Q & A
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Bt 3
Annex 3

Questionnaire on Pro Bono Legal Talks and Consultation

TH1E 1E 24 K148 T A 712 Please tick at the appropriate boxes

P8 Topics

BN

Interested

B
Not
Interested

FEEAFEWILREGTER? ENZRAERN T A2

Various types of societies and what are the differences?

A RER TR A?

What are the legal responsibilities of society’s office-bearers?

H2 B 23 RS A A 7 FRATTLAUE A b %6 H ARk
2w (LA G ?
What is a Charity/IPC? Must we register as a Charity or IPC?

A A FR R A M S EERE, ZEAM
My association has not been registered as a society or charity,
what shall I do?

A4 R R E F AR S 4 VA R B HEN]?
What is Code of Governance for Charities and IPCs?

tha B2 HEH TR

What is indemnity insurance for Board Members?

MBI TR BA LB R A E R ?

How to compute income tax and property tax for society?

HAREHEA? TARGBHRA? ARAEIF=EFEAN
What is trustee? What is board of trustee? What is trustee for
immovable property?

HF AT LA B R B ? A T ?
Can a society acquire immovable property? What are the
procedures involved?

10.

FEAN AL A5 I, R R HUTA AR Y
What are the laws that we must take note of when carrying our
society’s activities.

HAth ¥R Other Topics




B. B/1E Medium of Instruction

[ ] #i& Mandarin [ ] %% Engiish

C. W B Time Slot

[ ] AB L% Weekday AM [ ] B& 4 Weekend AM

[ ] AHTF4 Weekday PM [ ] & F4F Weekend PM

[ ] B E#8 Weekday Evening [ ] FIA% 188 Weekend Evening

D. KK Duration

[ ] 8% 2 /Bt 2 hours per session [ ] %% 3 /MY 3 hours per session

E. i 2sErHMmE N Views for our reference:

F. [B %Kl Particulars of Respondent
G.
£ B A2 FR Name of Member :

BX4& A Contact Person

Brek il Contact Address

L4877 2, Mode of Contact
A i% Tel

FAHLE I SMS -

FELHE Email

I AT B R R

Please post or fax to us before

Singapore Buddhist Federation
59 Lorong 24A Geylang, Singapore 398583
Fax: 6747 3618



