Reference Furniture and Equipment List for Community Education on Prevention of

RENBHSER - FVHEFRELERS

Child Abuse

1. M Audio-Visual Equipment
¢ EDURERUE blu-ray  « CD/ MP3 &t / *+ VCD/DVD #&jii#
player $% =% CD / MP3 | $%52# DVD / VCD
player / recorder player / recorder
¢ HEECHS Hi-F ¢ REREEEE LCD ¢ ZHEESIRIER
system projector multi-media projector
with screen
¢ ST overhead ¢ FHES ST * U radio
projector portable overhead
projector
¢ R (E =) o SR AR + A television
screen with tripod screen / folding screen
2. EEHLKEER{E Audio-Visual Materials & Accessories
o ETIEGIEEWE ¢ CDs/DVDs/VCDs/ ¢ Hf& headphone
G B blu-ray discs Bz J'thix
AV /TV/HDMI/
Hi-Fi cable
3. FHH% | FIEESEH% Camera/ Portable Video Recorder
*  BHEAHE digital s FIREIGRESE
camera portable digital video
recorder
4. JEREZHE PA System
o REEs amplifier o BRI (FEHEEFE) * R 25 microphone
microphone (floor / mixer
table type)
o B o FARGEHE 2 o JELGDK wireless
microphone stand portable PA system microphone
5. WA Ventilation
+ [RiEJE S bedside fan ¢ Ffi57 5 exhaust fan *  FlHfER% exhaust
hood / rangehood
o i JE S floor type o FHEUES portable ¢ HHEZE S wall hang
fan fan fan
6. HE/4<HE Cabinet / Cupboard / Wardrobe
¢ PRUSHE/ e /SR + i cabinet A LSHRTFY)fE cabinet
bedside cupboard / with safe
cabinet / drawer /
locker




*

k&5 card

index cabinet

e IR
cupboard for AV

e R 2 SRR
cupboard for PA

equipment system

+ [RAIHE display ¢ SUHERIEME filing / X {F1EHE pigeon-hole

cupboard form cabinet cabinet

o ITIEAEFIITY) ¢ A wardrobe

f{& storage cabinet /

cupboard with door

7. FFIFifE Chair / Sofa
¢ AHTHIRET * fEPTARE (R 15 benches

armchair TEEERS AT FIFEE
Z () arm free
chair (for computer /
typing / guest)

» E3%f5 children chair  * 4% dining chair fafe Al EB A
folding / stackable
chair

* JAI% foot / step stool ¢ HR/\E A office chair i1 roller stool

+ i/t sofa + 7 stool

8. WE\=EFH K% Office Furniture and Equipment

*

*

ALk AR
attendance board
277 bookstand

IR 4 %5 cash box
FRZEZ2 umbrella stand

BN
exhibition/display
board
B V) E s foam
cutter

A o

=48 letter box

g4 M magnetic
white board

XM notice board

PIJ4A#% paper cutting
guillotine

=2 E[IH%& 22 photocopier
stand

FTnE44 time card
machine

L 4

=221 bookcase
=1 Ei#% calculator

[&ZE2 chart holder
H#Eh door mat

A file tray

LA key box

{Z4-ZE letter-tray

EENRETE AR
movable magnetic
white board

SRE% numbering
machine

TEr4f A% paper shredder

{FE A2 residents'

names board

=35 bookend set

FHIENTIRE T E
calculator with printer
¥ 4% clock

EEEFT - electronic
typewriter

SRR TR
first-aid box with
supplies

1% laminator

$EME locker
sEENAE B IR

movable / standing /
wall mirror
i\ 2=z office scale

s E[1##% photocopier

Ell & J F1E stamp
pads and chops




9. ZE Shelf & Rack

*

=71 pookshelf

# %2 newspaper and
magazine rack

% FH A28 shelf/rack
for various purposes

*

*

[ = P51 2% book
display rack
HHERYIBIE plastic

shelf with castors

#:728 shoe rack

L 4

L 4

<22 clothes
hanging rack
BT I B 2R MR
movable toy shelf /
cabinet

10. #& Table

*

*

F¥aiERE side table

Z5 1 coffee table

5 )1 corner table
i\ =5 office desk

AR K BIRAGTE Y
T {Ef& work table
with formica top

>

*

PREEFG bedside table
B = computer desk

244 dining table
ResEf6 reading table

*

L 4

L 4

L 4

Fd#f4 children table
=44 conference
table

F&#4 folding table
ERCEF L)
study desk (with
bookshelf and lamp)

11. JEEFH EEFEEA M Cleaning Equipment, Utensils and Materials

*

i bucket

o TIEFHUREER

industrial vacuum
cleaner

* I7EER% vacuum

cleaner

L 4

HOARE B T2
MR/ T
flooring machine /
industrial floor
polisher / waxing
machine

o JNBIRAR litter bin

*

ek washing basin

>

L 4

L 4

K garbage bin

i mop

Wiz 5 FH IR EE A% wet
and dry vacuum
cleaner

12. RS Infection Control Equipment

*

T FE electric insect
killer

*  HHIES mosquito trap

* I # J& insect trap

light

* [ #2498 mosquito/

insect screen

L 4

*

DLEE SREY 5 Eh Y
FEA R B H 3B 1
liquid soap/alcohol
dispenser with sensor
(battery-type)

S sterilizer

13. BSHEE: Computer Hardware

o FBHSASE computer

monitor

+ = FEERE desktop

computer

*

2 NRESTEIE

multi-function printer

3




S

¢ FECHAIEN

*

notebook computer

PR EERE tablet
computer

* FTE[H% printer

¢ (ElfREs (IRFE TPE =

FE) server (entry level,

mid-range level,
high-end level)

FRHE 2% scanner

14.

Bi&#E{: Computer Software

*

FhaEs s anti-virus

¢ MAEEEEEKMT

office automation

*

TRE RS

operating system

15.

JEIBEE W Peripherals

*

YNERERE USB

external disk

+ (EHEUAERTE USB

flash drive

16.

4% EE T Network Product

¢ REINZERIRR

4as& 48 installation of
data line/network
cable for computer

IR oS

wireless extender

*  AgaE T AEs network

switch

o IEARERSREEES

wireless repeater

*

EARAEAR RS s wifi

router

17.

FooKE et ke FHE Appliances and Utilities for Pantry

L 4

*

% % 7K FH 7K #& bottle
for cold water

ZX E. tea set

/K EE water boiler

* ER/KEE drinking pot

Pl

o ZfH teaurn

* JKi#% water dispenser

L 4

7K EE electric kettle

b =i

(B %55 thermo
flask for tea

JE7K 2% water filter

18.

B (EZAEE) Curtain (including Installation)

*

*

IESEEE blackout
curtain

B EEEE venetian blind

* A& shower curtain

+ Z5h& window curtain

[

1o 5L 5E stage
curtain

19.

HEEfiFH & Decoration Items

*

*

MasEAE artificial
flowers

2 (GHAE picture with
frame

+ fafT aquarium

* 73k plants in pot

ZE NFE Y indoor plant

20.

FERR#R Signage

*

EZEABORRE ~ FIO
fZfE plastic sign for
door, book shelves

¢ [(EEUEAME residents’

name plate




21. B R Storage Equipment
o HzE& magazine box ¢ EZEITILS vacuum ¢ fEFE plastic container/
storage bag box
¢ RIPGEGFHE storage  * ITEFE toy box
bus tray
22. EF - Bt 25 Books, Magazines and Reference Materials
23. BBZ Hm Camping Equipment
24. #£2& Musical Instrument
25. F4NEEIA &L Outdoor Program Equipment
¢ FYNEBIHERE flags ¢ FEEEE S loud ¢ FIEmARE TN
for outing hailer walkie-talkie
26. 132 ~ BEEE K FLE%H Social, Sports and Recreational Equipment
27. IEEEVMEE Toys / Games / Chess
+ [FEZEfHAR Chinese ARG Eodiied 4 * RPREEK
billiard table cognitive games and mini-snooker
exercise
¢ BEHIEEUE - TEEK ¢ HEIFEE wendy
4 X Bc 4 TV game house / dollhouse /
player, software and play house
accessories
28. HFEHE Fire Fighting Equipment
* Ok EE fire blanket * ROKTE (Rl — & BRI ZK =) fire extinguisher
(powder / CO2 / water)
29. {HEM - Bsh - BEEE ARG (EIEZEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
30. JiEhEEE Mobile Phone
» JEERERENERGS cell o EAERMEHEEGE smart
phone phone
31. T.E Tool
* EKIEHET ball pump + ZEFE electric drill + EEHEIFEFE hammer
with needle drill
* F¥ ladder o 4EGI T HES needle ¢ F-FEIE portable light
work / sewing kit
+ HI7J] scissors + =1H%ES stop watch / * K tape measure
timer

*

s T HFHETHE tool
box with tools

215 torch * pJE%%4 wired fence




HsE Remarks

1)

()

©)

(4)

(5)

(6)

B e s I EEMA Y K EY -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).

B Ty R 2 B R e (2

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

FRBURFSIEIN E o B R R DL R EAL -

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

(a) AR E R thiZE Rt Bt E p Bl nl Ha AR » RO e EIFFRE - e
AR H R i EE R A I AL IR B R A R &

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) FEBURFARAE A HERE B 48 25 BB HEAY 5 B Rkl - E S S B Rt thills - R PR EY)
AFTE - URGEEE RS

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) FEME o B Rk iy - ZHIE & RUABIEOR ~ BRI SR ORAVIERE & &

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

(d) AR E AR AR B Rt eSS @A IR B R Ay (2 - — i =
BTN E R B RGN e SR -

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.

FEEUF IR E B RG> FEE AR IR 2 T R B R4S ETAEUR ~ R
#E ~ FE5I AR - IBIESRAUC 0 8 E HUFEE - IREEGRIIT A B SRS I T &R
RS FIRII N ER &Y -

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.

DUBE 75 B < i %A%t@%ﬁ%%m’fML?%?%WW%’Ef@
fi? %E%&EI’JAIEE#FEEJW s AJERA Y skt REES M -

G & A F N 5B IR BUR B (a0 A A7) o Bﬁ,ﬁéﬁﬁ%ﬁﬁ%unuﬂﬁﬂﬁ)j&/?%}zﬁ‘
£ﬁﬁ%%%%%%@%ﬁ%m<%ﬁ& K2 HR) NATER " Ehl, -

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.

AR A BREC SR A R EARIR B A AU PriFi D EFE( LIRS RS R ) -
[Fliks > BRI > A RARRHLA R A HAA A BB B AR sk AR > e AT B (I
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e ENE L E T ERERE N &R -

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.

(7) FRBUMHERZEE R BT TIE - ST ey NEVE IR A IREEE - ERE S TR
B IEEIT R - WHECRFTIRIFAVECER °] 58 ~ FFE A RNAERSUE
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.



