KENEHESER — HERBEL
Reference Furniture and Equipment List for
Specialised Co-parenting Support Centre

1. &5EHEELH# Child-care Equipment
* JNEEEFG baby * 453K feeding/milk + /K5 plastic bib
rocking chair bottle
o U HEES milk + SFF measuring cup * = high chair
bottle sterilizer
* )52l safety
gate
2. ZZRIbH% [HhRM Air Purifier / Dehumidifier
3. =EEE8H Audio-Visual Equipment
o EESERRI blu-ray + 1A television + VCD/DVD &tk
player | $%EH% DVD /
VCD player / recorder
¢ HEEH Hi-Fi ¢ Rl AR R ¢ SRS RIE R
system screen / folding screen multi-media projector
with screen
¢ =R, overhead ¢ UiE T radio
projector
4. ERHSEEERE{E Audio-Visual Materials & Accessories
¢ HEIEGRISEE ¢ EfE headphone
L e B
AV / TV /HDMI/ Hi-
Fi cable
5. 1A% | FEEEEEH% Camera/ Portable Video Recorder
+  BEHEAHE digital ¢ FREEIG R
camera portable digital video
recorder
6. [EREL%E PA System
o REES amplifier o BRI (FEHNEEFR) + R 25 microphone
#7228 microphone mixer
(floor / table type)with
stand
* fIELRDK wireless s FEEEARSR
microphone portable PA system
7. HREEEZHNI% Rapid Floor Dryer
8. MEE%H Ventilation

* D JE S floor type o FIE={E5 portable

fan




9. #HE/<HE Cabinet/ Cupboard / Wardrobe

*

*

*

i) /5E K& cabinet /

drawer / locker

o ek ) 25 S AR A
f& drawer steel file /
form cabinet

RS AE filing /

form cabinet

*

Hr i A Pl
storage cabinet /
cupboard with door
R S e IR
cupboard for AV
equipment

H_E ST YINE

cabinet with safe

TRET 1 2 4R
cupboard for PA
system

10. #F/MHiE Chair / Sofa

*

*

AT T

armchair

A #5 children chair

SRR F-HIR T (LR
B/ T A B
) arm free chair (for
computer / typing /
guest)

EEVRIE 3 N e
folding / stackable
chair

i1k sofa

Al foot / step stool

o U\ office chair ¢ 2844 dinning chair 1 stool
11, ¥ANEF B R Office Furniture and Equipment
* 15 K EIEE stamp *  MEE M magnetic P4 % paper cutting
pads and chops white board guillotine

* TR4LHE paper shredder «  $44E locker JEBIEME ER
movable magnetic
white board

+ IH4FE cash box * =14 photocopier 1 % laminator

+ TR4eZ2 umbrellastand * $E7EE5E key box BT 1%

*

*

JEEER
exhibition/display
board

B4 clock

7R notice board

A file tray

=1 Eif#% calculator

electronic typewriter
SRE TR
first-aid box with
supplies

=42 bookend set

12. #E Shelf & Rack

*

2% FH R 28 shelf/rack
for various purposes

#FF)%45 newspaper and
magazine rack

13. #& Table

*

*

LiEFG side table

ZXJ1. coffee table

74 J1. corner table

F8#4 folding table
R 5 computer desk

Z46 dining table

RZ8 16 reading table

i\ =1 office desk




14. JEEA EEEE M Cleaning Equipment, Utensils and Materials
+ ff bucket + [7EER% vacuum * KHrHAE garbage bin
cleaner
* HORRIFUEERE wet ¢ /NATIRAR litter bin
and dry vacuum
cleaner
15. BHEFE B R EC: Protective Gears and Accessories for Infection Control
+ FE gloves + &t plastic boots
16. [R5 Infection Control Equipment
* O sterilizer »  DIEEHEESEIHY H EhER
TERURBCH R
liquid soap/alcohol
dispenser with sensor
(battery-type)
17. EBESHE#E Computer Hardware
+ FEEEEE computer + = FERHK desktop * ZIIREFTEIE multi-
monitor computer function printer
¢ FEHAIER ¢ FTENHE printer + fliEas scanner
notebook computer
* falfkes (P& P&
FE) server (entry level,
mid-range level, high-
end level)
18. EEf$#k{F Computer Software
¢ iEEF anti-virus ¢ HRAE HEM LI * BRI ARSI
office automation operating system
19. [E#&E 5L Peripherals
* YNEMEE USB * (B (R USB
external disk flash drive
20. #34%%EE 5 Network Product
o BERSESEGELR ¢ 49T network ¢ FEARAEAEEL M (BE
4gz% 45 installation of switch a ~ BREEER R ARARET
data line/network Felfgas) wireless
cable for computer network equipment
(i.e. router, repeater &
wireless extender)
21. st Appliances for Kitchen

* BORIE microwave + ZEHE refrigerator
oven




22. ZE/KREEeH5 B FH B Appliances and Utilities for Pantry
* H/KEE water boiler * JE/KES water filter + FEIKEE electric kettle
¢ X H. teaset o [FORZEEE thermo o A I/KHZKIE bottle
flask for tea for cold water
*  ZEEH/KI% water
dlspenser
23. REfaExfA Equipment for Health Check
o BHEM | EAN
apgasr =t clinical /
electronic / infrared
thermometer
24. B& (HEZAAE) Curtain (including Installation)
. & window curtain
25. ZEffiFH 5 Decoration Items
+ E(GHAE picture with ¢ Z£k plants in pot o NGESE artificial
frame flowers
26. [FtR Partition
s RS ENE PR * AN ERERER low
movable partition partition for office use
27. FE;RKER Signage
s BB - PO
FE i plastic sign for
door, book shelves
28. Br¥AIHE Storage Equipment
* I HAE toy box + HE%5 plastic container/
box
29. JHIE Toileting Accessories
» SLEEAAERT potty
30. FT#H 5 Arts and Craft Equipment and Materials
=L 5 calligraphy 5T A% handicraft
materials materials
31. EE - Bt 2EEFR Books, Magazines and Reference Materials
32. F4NEEA SR Outdoor Program Equipment
* FHEfEEES loud s FiRfmapEEEEE
hailer walkie-talkie
33. LrE/FEL/HIE Toys / Games / Chess




34. HFhE%HE Fire Fighting Equipment
o ROKE B — & EhR7K =) fire extinguisher (powder / CO2 / water)

35. {HEM - BsE - BEE A (EIEZEE) Facsimile Machine, Telephone Set,

Telephone System (including installation)
36. JnEhESE Mobile Phone

o JEFgERENESS cell o FEEURENEEE smart

phone phone
37. IT.H Tool
e $28f aluminum + T HFFHET A tool
ladder box with tools
38. FHEHE Trolley
o FHEHE cart
H#E=E Remarks

(1) BRSPS A EMEEEMERY) A RIEY I -
Replenishment of consumable and/or disposable items should not be charged to the Block Grant
(BG).
(2) BFA NI B R E RS -
The furniture and equipment (F&E) items listed under each category are meant for reference.
() FRBUMTRRETEE R B RSB ST LT RAT -
Non-governmental organisations (NGOs) are reminded to observe the following general
principles in purchase of F&E items —
() Pl E A2 B Rt Rt it B M n v R AR S » B e PR 2 - Pl e
Nz B Rax i A ES ARG B N B E R A R EE
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) FRBURTIARE A MRS 58 2 BB FEAY o2 B Rt - TEME B o2 2L Rl - ZHJKEEEY)
HRE - DUGEEE SRS A
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) TEMEE o B R tfily » M E RS EOAGIZOK ~ BRZe R IERORIVIETRE 5 f
due consideration should be given to legislative requirements, occupational health and safety,
and environmental friendliness; and

(d) ANFTE IR A IR B G E%EF R AMNR B Koy i - — i s
BN FNEENR B R i~ GEa R -
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.

(4) FEBUF RIS E B RRHEGHNT » EE R IRZ T HZH B BRI RSEETGBUR ~ 12

5



(5)

(6)

(7)

B~ A5 RARFE - RIBIERRAUE S E VTS - (re& R A ARG A RIS A 47
IEAR QIR IR N B &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.

DIt A e ANSHIEEMNY @ > BN LEEF SRR AR
HigErnkBrOEGHKEHEAN > 58 AJEFE Y mEc #k it 20& & S5 - 1t
Gt A TR 5B IR BN RS (20 BT AT) o 7Y H IR AR AW an 50 ok i R /EE E S
MR HENBEHERMHEBMAN (XA RRHESER) AFRMBEL "B, -
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.

s E Eo At FERREC SR A E RHERIS B A A R E - PRiFi/ D CFE ( DA R e ) -
[EEE - NS RA - ARARELUL T A RS IEC s E R FE T EE (L
BB TR A LR -

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

FEBUHRRE A E T EH TIE - 3T SRS B i A RIEEE - B2 O AR
AR IEEIT Ry » WHECRATORTERVECER I 5E ~ TFaARARFE -

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.



