KEJEHSER - FEETEBFEN

Reference Furniture and Equipment List for Family Life Education Unit

1. ZZRSM B HRM Air Purifier / Dehumidifier

2. BoEE#8Hf Audio-Visual Equipment

* EDURBRUE blu-ray
player

o U HiF
system

¢ SHTER overhead
projector

¢ R (E=RIAR)
screen with tripod

* CD/ MP3 %t |
P % CD / MP3
player / recorder

¢ RbmAsRsT % LCD
projector

¢ TIREFEEE
portable overhead
projector

o B TTBREH
screen / folding screen

+ VCD/DVD #%jjitk
| $%82% DVD / VCD
player / recorder

¢ SRR R
multi-media projector
with screen

* 1% radio

+ EE{H television

3. EEHSEFEEEM4: Audio-Visual Materials & Accessories
o EEIEGRIEEWE ¢ CDs/DVDs/VCDs/ ¢ Hf& headphone
2 I Re I B blu-ray discs Bz h%
AV /TV /HDMI/
Hi-Fi cable
4. FHH% | FIRESEE Camera/ Portable Video Recorder
+ BESFHEE digital ¢ FEROER R
camera portable digital video
recorder
5. EfE A%t PA System
» a3 amplifier * DRSS IEE(EEHNEAR) * JE&#s microphone
microphone (floor / mixer
table type)
e o FIRERRLLE * HELRIK wireless
microphone stand portable PA system microphone
6. ‘RIEEZIHNI% Rapid Floor Dryer
7. 1&/Z<H& Cabinet / Cupboard / Wardrobe

*  PRUEE/l e/ s
bedside cupboard /
cabinet / drawer /
locker

* R~FAZIfE card

index cabinet

* [H%I[fE display

cupboard

+ & cabinet

o RRBIKE RAE
cupboard for AV
equipment

¢ SCIFRFSAE filing /

form cabinet

+ A ST cabinet

with safe

* PERUREE RSAIIE

cupboard for PA
system

* {4 1E pigeon-hole

cabinet




o WYIREIAFIY)
fi& storage cabinet /
cupboard with door

I HE wardrobe

8. FF/{L Chair / Sofa
s HHFHIR/T * EHFAURT(EEE ¢ &4 benches
armchair TR T P ElE
Z () arm free
chair (for computer /
typing / guest)

+ SAEEFG children chair ¢ 4% dining chair o R BB AR T
folding / stackable
chair

* JAI%E foot / step stool ¢ HE/NZE A office chair ¢ AT roller stool

* fitfk sofa * BT stool

9. ¥E\=5HKEeH Office Furniture and Equipment

* SCRRHE AR
attendance board
=77 bookstand

*

+ IH4FE cash box
+ [RZxZE umbrella stand

¢ EER
exhibition/display
board

* FEBUIEES foam
cutter

o fone

+ (=77 letter box

* HEMEE M magnetic
white board

* =545 notice board

» LJJ4%H#% paper cutting
guillotine

* SCE[If%ZE photocopier
stand

o FT0EH time card
machine

L 4

=21 pookcase
=+ E & calculator

[&ZE chart holder
H#Eh door mat

4% file tray

LA key box

{Z4-28 letter-tray

JEBIEME ER
movable magnetic
white board

R4 numbering
machine

TEr4f% paper shredder

A4 residents'
names board

L 4

=35 bookend set

AHIENThREAET E%
calculator with printer
H¥4% clock

EEEFT 5714 electronic
typewriter

R R
first-aid box with
supplies

1 % laminator

$EE locker
EENE B NG

movable / standing /
wall mirror

i\ z= 132 office scale

15

=2 E[1#% photocopier

Ell & R EJE stamp
pads and chops

10. ZE Shelf & Rack

+ =71 phookshelf

»  HF|Z2 newspaper and
magazine rack

[ = P51 2% book
display rack
HIERYIRBSE plastic

shelf with castors

P ZE clothes
hanging rack
BT R 2R MR
movable toy shelf /
cabinet




* ZFHRZE shelf/rack
for various purposes

+ #E28 shoe rack

11. #& Table

* FG53#EHE side table
¢ ZFJ1 coffee table

* fHJ1 corner table
o W/ £ office desk

+ AEEPRKERARERY
T {Ef& work table
with formica top

+ [RUEKE bedside table
» ZEJ& = computer desk

* &4 dining table

* RHEEHE reading table

L 4

*

*

*

52 EF4 children table
44 conference
table

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

12. FEB A EEFEEAM Cleaning Equipment, Utensils and Materials

+ 15 bucket

s T EFUREERE
industrial vacuum
cleaner

* [F7EEF% vacuum

cleaner

* HAROE RIS TEH
MR/ T e
flooring machine /
industrial floor
polisher / waxing
machine

o JNEIRAR litter bin

* S washing basin

L 4

L 4

L 4

KA tE garbage bin

i mop

HiZ. 5 W FH IR EE A% wet
and dry vacuum
cleaner

13. PBhREsS Infection Control Equipment

* TS electric insect
killer

*  HHIES mosquito trap

* I & J& insect trap

light

* [ #2498 mosquito/
insect screen

L 4

DAEE A BaEh Y 5 BhEK
TERUREGH T2 a1
liquid soap/alcohol
dispenser with sensor
(battery-type)

S sterilizer

14. Ef$HE#: Computer Hardware

» IS E computer
monitor

¢ FEIHAVERE
notebook computer

+ 5 R desktop
computer

*  FTE[J% printer

ZIRETTEH

multi-function printer

FRAH 22 scanner




o MR EERS tablet
computer

» (EfRE(RFE T PE =

mid-range level,
high-end level)

[ server (entry level,

15.

Bk Computer Software

* [kl anti-virus  « HRAEEHB BT

office automation

RAF 240

operating system

16. ¥ S Peripherals
* JNERFELFE USB * (FHECHERE% USB
external disk flash drive
17. #8%&EE 5 Network Product

¢ REISZESEURG e
44245 installation of
data line/network
cable for computer

o dmARERTERE S .

wireless extender

AgLR AT HazE network
switch

iz e e
wireless repeater

>

IERAEAE RS RS wi-fi

router

18.

FoKEIE%H ke FEE Appliances and Utilities for Pantry

o LK FH7KRE bottle #
for cold water

gX7K=% drinking pot
o ZH teaset o FfE teaurn

* FE/KEE water boiler *  7KH#% water dispenser

L 4

B /KT electric kettle

TR R 255 thermo
flask for tea

JE7K 2% water filter

19.

BErs & Equipment for Health Check

+ [MERET blood pressure * BEFEH] | BEEFIAL4N

meter / aRge A=t clinical /
sphygmomanometer electronic / infrared
thermometer
+ [MEHIE1% oximeter ¢ BTG scale /
weighter
o HEN R ER * Hhimia HEED
weighting machine wheelchair scale
with seat

I A

glucometer

TR R EE
weighing machine
with height measure

20.

B (EZAEE) Curtain (including Installation)

* EESEHEE blackout + A& shower curtain

curtain

* EHIEEE venetian blind ¢ & EE window curtain

pepa ps

o5 B stage
curtain




21. ZEgfiF S Decoration Items
o JOEAE artificial + T aquarium 7= NFE ) indoor plant
flowers
* FE(GHAE picture with ¢ 7k plants in pot
frame
22. B HE Storage Equipment
o Fexbé magazine box ¢ ELZEEFS% vacuum 2% plastic container/
storage bag box
¢ EJUREF storage ¢ ITEFS toy box
bus tray
23. B4NEBIA S Outdoor Program Equipment
¢ FYNEBIHIERE flags ¢ THEEE S loud TR R B S
for outing hailer walkie-talkie
24. HrEBE/MEIE Toys / Games / Chess
* FEEEAA Chinese ¢ SRR SR ISR ARIREEK
billiard table cognitive games and mini-snooker
exercise
s BRI - IEER ¢ HEIFEIE wendy
A K HcfE TV game house / dollhouse /
player, software and play house
accessories
25. JHPBHE%#A Fire Fighting Equipment
* K EE fire blanket * HOK R — 8 ERIZK =) fire extinguisher
(powder / CO2 / water)
26. {HEM - BsE - BEEE LS (EEZEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
27. JFiEhEES Mobile Phone
+ JREREENERES cell o BREIRENEEEE smart
phone phone
28. T.H Tool
* BRIEHET ball pump + ZE#E electric drill EEFEFE hammer
with needle drill
+ % ladder o 2y T HEHE needle F-HEE portable light
work / sewing kit
+ HI7J] scissors * =THEES stop watch / #1 K tape measure

timer

*

*+ T EHF#HT E tool
box with tools

ZEfE torch

4JE 2549 wired fence




29. FHEHE Trolley

>

* 7 ball trolley [EFERIFiEIZE bed * [EZEH book trolley

carrier
¢ FHEHE cart o BEAHFHEER dressing ¢ 3XZEHEL drug trolley
trolley
o PO FHEE » 7 food trolley * {rofi& H food trolley
foldable trolley with warmer
* EFTHEE heavy + JRZEEE medication * SEIE nursing trolley
goods trolley trolley
* [#¥)E shopping ¢ A HHE T HERE
trolley stainless steel trolley
#HisF Remarks

1)

(2)

(3)

(4)

SIS AR E A A RIEY ) -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).

BRI T ATY IR 2 B Rk it

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

FRE R S o EL R e 7R~ DL N RAL -

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

(a) PSRy B R tiZA R PR g a A |y nT e AR - Some IR - AT E
R Rt thi A SR AR BRI E R A A&

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 FENE B 48 25 BB HE Y 52 B Rkl - FEIE 5 B R tilks - R IPKRE R
HATE > DUGEEERSSRESE

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);

(o) FEREE R H Rakcltiy - A EH S VAR ~ B2 (il KR ORAVIE © K

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

(d) WFEFEMIH AR E Kkl BB AN R A ka2 &Iy - —f&kim=>
BTN E R B RGN ISR -

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 A E B RG> AR AR IR 2 T R B R ARV EVAEUR ~ £7
A~ F55 [ RARF o IEIERHUS S E B E - (R Rl A E SRR AR EE 4R R
LRSS EIRHINE AR -



(5)

(6)

(7)

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 B e ANESHIFEEAY W - BN LfEERFRSRNEL > WEE
HEERNRBENGHEIGHEAN AFEHEHY Sk EcE E S -
ot A1 TR 5B IR B A (20 BT A7) o 7Y H IR AR AW dn 5 Rk M R /EE E S
s HENBEHRENMEBMN(ZERKXHESER) AFMERN " BH, -
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.

RS ECHA A BSOS A B BRI I AR E . (RFRD EFE(ISEREE /A ) -
[EF > PN EEEF RN - ARERELL R ATA B A RS S A S VEC s B - FE AT RER At
HEEAE R ET BRI N AR -

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.

IEBUS A B BB LR - ST RSN NEVE B LU RIEE E - BERE S AR
SR TEENIT Ry - WHEMRFTIRIEVECEE O] 5 ~ P A RDAERSE -

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.



