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The Buiding Management Toolkit aims at assisting the Owners’
Corporations (OCs) to deal with major building management
matters, such as integrity management and handling of proxies.

While a full version of the Buiding Management Tookit is available
in both hard and soft copies, the following is a gist of the Toolkit to
enable users to have a quick grasp of the key control measures
recommended for effective building management.

Integrity Management (Chapter 1)

e prohibit all personnel concerned (e.g. Management
Committee (MC) members, Managers, staff and
contractors) to solicit or accept any advantage when
handling the work of the OC (Subsections 1.5.1 — 1.5.3);

e require all personnel concerned to avoid and declare
conflict of interest (Subsection 1.5.5);

e issue a code of conduct for compliance by all MC
members and staff (Subsection 1.5.4);

Handling of Proxy and Voting
(Chapter 2)

Owners
e attend OC meetings in person and avoid appointing
proxies (Subsection 2.5.3);

e if unavoidable, appoint only trustworthy persons to be
the proxy (Subsection 2.5.3);

e give voting instructions in writing to the proxy (Subsection
2.5.3);

e fill in the name of the proxy in the proxy instrument and
avoid giving out a blank instrument (Subsection 2.5.3);

e send the instrument of proxy direct to the OC Secretary
and avoid passing it through a third person (Subsection
2.5.3);

Management Committee
e invite owners to witness and monitor the voting and vote
counting process (Subsection 2.5.5);

e keep vote counting records (Subsection 2.5.5);

Monitoring of Service and Performance
of the Manager (Chapter 3)

e check the Manager’s compliance with the requirements
on procurement, accounting and monitoring of service
providers (Section 3.6);

e check randomly the price of goods and services
procured by the Manager against the market price
(Section 3.6);

e compare the income and expenditure accounts with the
approved budget regularly and require the Manager to
explain any significant variance (Section 3.6);

Procurement and Selection of
Contractors (Chapters 4 and 5)

e invite competitive quotations or tenders in procurement
and selection of contractors (Section 4.5);

e specify the procurement methods and authorities for
approving purchases of different values (Section 4.5);

e source suppliers objectively and avoid only inviting those
suppliers recommended by a single MC member or the
Manager (Subsection 4.6.3);

e prepare clear specifications and contract terms
(Subsection 4.6.4);

e pre-determine the evaluation criteria before tender
opening (Subsection 4.6.4);

e keep the quotations and tenders received in safe
custody until opening to prevent tampering or
manipulation (Subsection 4.6.4);

® require the tender assessment panel to recommend the
lowest conforming tender and provide justification if this
is not complied with (Subsection 4.6.4);

Monitoring of Cleaning and Security
Services (Chapters 6 and 7)

e require contractors to submit clear work schedule to
facilitate monitoring of performance (Section 6.2);

e require contractors to keep work records (Section 6.4);

e carry out spot checks on service standards (Section 6.4);
and

e appraise contractors’ performance (Section 6.6).

OCs and Property Management Companies may obtain
printed copies or a CD of the Toolkit from any ICAC
Regional Offices or the Property Management Advisory
Centres of the Hong Kong Housing Society. The CD is
also available at the Public Enquiry Service Centres of the
District Offices. For further details of the Toolkit, please
visit these websites: www.bm.icac.hk, bmms.hkhs.com and
www.buildingmgt.gov.hk or call 2929 4555.
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