RENBHSER - BEREERS

Reference Furniture and Equipment List for Inter-country Adoption Service

1. Z2RFBHE HhRM# Air Purifier / Dehumidifier
2. 1HH#% | FIEFE$EI% Camera/ Portable Video Recorder
» BETEME digital ¢ FIREIGRESET

camera portable digital video
recorder

3. HRiEEZii#% Rapid Floor Dryer
4. IEEEH Ventilation
* IRiEE 5 bedside fan

FiH % exhaust

hood / rangehood

* S JE S floor type o F4EUES portable HEZE 5 wall hang
fan fan fan

5. H&/AX#E Cabinet / Cupboard / Wardrobe

*  PRYUERE/fh e/ AR + f{& cabinet .
bedside cupboard /
cabinet / drawer /
locker

* KR Z&E5|H# card .

* HiE 5 exhaust fan R

A _ESEHTAE cabinet

with safe

BN R » SRR RSRAVIE

index cabinet cupboard for AV cupboard for PA
equipment system

+ [ display o SUHERAEME filing /¢ SZ{EF&AE pigeon-hole

cupboard form cabinet cabinet

» WYINEFAETIRIRY ¢ AKHE wardrobe

fi& storage cabinet /

cupboard with door

6. RF/FiAL Chair / Sofa
¢ AHRFIRET s fEERTHVR (4% K& benches

armchair {EERHS AT I EE
Z ) arm free
chair (for computer /
typing / guest)

+ GIFEF children chair  * &4 dining chair o FERG Rl EIRE T
folding / stackable
chair

* JAI% foot / step stool ¢ ¥R NENGE office chair ¢ A1 roller stool

*+ fiifk sofa s X stool

7. W= E REEE Office Furniture and Equipment

¢ SLERHE AR
attendance board
=77 bookstand

*

+ =21 pookcase

+ =HEH calculator

=4 bookend set

AHENTHRERIE TR

calculator with printer




FH 4= %5 cash box
FRIZxZE umbrella stand

RN
exhibition/display
board
#EBY)Egs foam
cutter

N

=744 letter box

g4 M magnetic
white board

7R notice board

EIJ4H% paper cutting
guillotine

= E[11%Z2 photocopier
stand

FTiEH4 time card
machine

[&ZE chart holder
H#h door mat

S file tray

FHRLAE key box

{E{FZE letter-tray

AU ZARRELIN
movable magnetic
white board

SREET% numbering
machine

WE4R A4 paper shredder

{FE A residents'

names board

H#$% clock

EBEIFTFH electronic
typewriter

=R E SR
first-aid box with
supplies

1 % laminator

$ENE locker
BN B IR

movable / standing /
wall mirror

i\ == 132 office scale

1S5

£ E[11#% photocopier

Fl& K F1EE stamp
pads and chops

8. ZH Shelf & Rack

L 4

=71 pookshelf

#F] 25 newspaper and
magazine rack

% Fi&28 shelf/rack
for various purposes

[ = 1122 book
display rack
HHERIEZE plastic

shelf with castors

#E21 shoe rack

< ZE clothes
hanging rack
TEEHTHT R AR
movable toy shelf /
cabinet

9. #& Table

*

*

F&61844 side table
Z£ ], coffee table

£5J1, corner table
W\ = office desk

REAT K BIRAGTE Y
T /Ef& work table
with formica top

[RBEFE bedside table
EEF 2 computer desk

44 dining table
Felz8 14 reading table

E3E544 children table
=44 conference
table

F8#4 folding table
ERCHEZEAE)
study desk (with
bookshelf and lamp)




10. JEEA EEEE & Cleaning Equipment, Utensils and Materials

* 1 bucket s MROEEMI TR ¢ KU garbage bin
MR T iR
flooring machine /
industrial floor
polisher / waxing

machine

o T2 PR EE o N AR litter bin * HiHE mop
industrial vacuum
cleaner

+ [F7EERE vacuum o &4 washing basin ¢ BZR RN FH IR BEA% wet
cleaner and dry vacuum

cleaner
11. B B KB Protective Gears and Accessories for Infection Control
* FEgloves + &L plastic boots

12. BHEEE# Infection Control Equipment

*

* JBISUE electric insect ¢ ff &% f&  insect trap LRt BaEHT H B
killer light TEAUR B0 K3 EAE 1
liquid soap/alcohol
dispenser with sensor
(battery-type)

JH B sterilizer

L 4

* JHiv 23 mosquito trap ¢ [5iER4E mosquito/
insect screen

13. EBJEHEH: Computer Hardware

+ FEf§ A computer ¢ 5 EEEJE desktop ¢ ZUIREFTEIE
monitor computer multi-function printer
¢ ERUHAVERY * FTENH printer + fTlliigs scanner
notebook computer
+ “PHREERE tablet ¢ fAlliRas(EPE/T I/
computer FE) server (entry level,
mid-range level,
high-end level)
14. ESER#E Computer Software
o PiEkff anti-virus o MRAEEHEMLEE ¢ BRIERGE:
office automation operating system

15. & 5h Peripherals

* SNERERE USB o (FEERLE USB

external disk flash drive




16. 48%% 7 5 Network Product
o REMEEEIRG ¢ YOSCHARS network ¢ JELRAEAEEEHHES wi-fi
4gs& 4% installation of switch router
data line/network
cable for computer
» dmapEHIRIERE S * JEAREHIREIEES
wireless extender wireless repeater
17. Zo/KRsHE R FiE Appliances and Utilities for Pantry
o FASI/KF KIS bottle ¢ EX/KEE drinking pot + FE/KEE electric kettle
for cold water
+ ZXH teaset o ZXEE teaurn o [ERZEEE thermo
flask for tea
* E/KEE water boiler * JKf# water dispenser  * JE/K23 water filter
18. B (3HZ£4E) Curtain (including Installation)
+ SRR blackout + JB8EE shower curtain * TG ELAER stage
curtain curtain
* THEEEE venetian blind ¢ %&& window curtain
19. #E6fiFH S Decoration Items
o NIEAE artificial * fAfT aquarium * ZENFEY indoor plant
flowers
* E(GHAE picture with ¢ 7k plants in pot
frame
20. FEfE Partition
o N ERERRR low o AR EFE SR » AR EIEIER
partition for office use movable folding movable partition
screen for partition
21. fE;RKE Signage
o EZEHBUREE - FIO ¢ [ERUARE residents’
K% plastic sign for name plate
door, book shelves
22. JHBHE%HE Fire Fighting Equipment
* K EE fire blanket * HOK R — 8 ERIZK =) fire extinguisher
(powder / CO2 / water)
23. {HEM - Bsh - BEEE LS (EEZEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
#EsF Remarks

(1) ERemhe A re FIERE E MRV S Y m -




)

(3)

(4)

()

(6)

Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).

BRI RS IR 5 B R R 2 -

The furniture and equipment (F&E) items listed under each category are meant for reference.

FREU TR E o B R e /R S DL N RAL -

Non-governmental organisations (NGOs) are reminded to observe the following general
principles in purchase of F&E items —

(a) FriEE R E R thiZH e Bt S 1Ed =l al Ha AR - RO e IR - P E
AR B R st FE SR A e 155 B A AU A k’*’f?ﬁéﬁ%z

the F&E items to be purchased should be for providing services recognised by the Social
Welfare Department (SWD) and satisfying operational need. The purchase should not
adversely affect the quality of service of existing service units;

(b) FEBURREA HERE H 18 % sEE 5y 50 B R - AR E R B G iy - ZHKREZEY)
AHTE - DUGEEE SRR

no excessive or extravagant items should be purchased. NGOs should ensure that the
F&E items to be purchased are value for money and be prudent in using the Lotteries Fund
(LF);

(c) 1EMEE X H Rkl - B E B EABIEOK ~ 2 R R © K

due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and

(d) WFE IR AR EL RG> B =S AR A a2 &I A - — i =
BTN E IR BRGNS -

for replacement of existing F&E items, due consideration should also be given to whether
the existing items are still serviceable. Replacement of F&E items purchased for less
than five years will normally not be supported.

IEBURF RIS B ARG Ay - AR AR PR DT EZH B BB TAEUR ~ 12
A~ 5T RARFE - TRIETEBRAUS S B WE i » (ReERHIT A R B N R R RIS A 4R
IRAR A AN B E R -

For purchase of IT equipment, NGOs are reminded to have its own corporate governance on
IT security policies, standards, guidelines and procedures. Adequate security measures
should also be in place to protect the restricted data to be stored in IT equipment and
transmitted in the wired and wireless network.

ISR BIEANGHIERAY @ Bl EE SRR - TEE
EE?ET%E\%@E’JA@hﬁW AR MM EEZ M -
Gt A B IR G B IR BUR B (20 T AT) o R HIE AR A W On R0 Bk 1T R /B EE
ﬁﬂ%ﬁ%%?ﬁﬁﬁ%%@ﬁ“ﬁ%ﬁﬁ’] (A RS HEER) NFTEH " Eal, -

Each inventory item procured using LF should be labeled with an assigned serial number and
recorded in the inventory record or fixed asset register within a reasonable period after
procurement as stipulated by the management. In the inventory record and/or fixed asset
register, NGOs are also encouraged (if feasible) to state the “category” of items purchased
under the respective Reference F&E list.

MRS B MR EC SR AT B RHEIRIR E AV AR e RfFR D (DI R RE Rt ) -
[FiF > FYE BRI > A RN LUK Fr S HA A RS B sk AR > AT BERF (I
HEENE T BRI N ER -

The books of account and all other relevant records and information related should be retained
5



for seven years or in accordance with prevailing statutory requirements whichever the longer.

The books of account and all other relevant records and information related to LF should, at

all reasonable time, be available for inspection by authorised staff of SWD and the Audit

Commission.

(7) FEBURRREE R EHTIE - ST RSN EE RS IRIEEE - B 2O iR
ARSI TR WHECRATIRFAVECER A1 5E ~ FFEARARKE -

It is the responsibility of the management of NGOs to institute sufficient internal controls to

safeguard the assets, detect fraud or irregularities, and ensure reliability of records and

compliance with relevant laws or regulations.



