KEREHES TR - AR YHEBIR B
Reference Furniture and Equipment List for Short-term Food Assistance
Service Team

1. RSB HhR# Air Purifier / Dehumidifier

2. M Audio-Visual Equipment

o UrZHEDVDREIX ¢ B TVset
1 radio cum DVD

player

3. % /| FIEEESEH% Camera/ Portable Video Recorder

+ BHEAHK digital

camera

4. HREEEZH% Rapid Floor Dryer

5. #1&/4<H& Cabinet / Cupboard / Wardrobe

*

o AEHhRsIE SR o IR PTRVETY) VOl e 2 OB R

4-drawer steel file & storage cabinet / YIKE 4-drawer
cabinet cupboard with door cabinet with safe

* PRUHEHAE bedside
locker

6. W F/FifE Chair / Sofa

s HHRFIIRHET o HEFRFAURE T arm * B ml BT

armchair free chair folding / stackable
chair
+ ffi{k sofa * \ZFE i office chair

7. ¥NEH EKEH Office Furniture and Equipment

* =ZE[I1% photocopier * SCE[I%ZE photocopier ¢ RE4KH% paper

stand shredder
¢ UJ4RH% paper cutting ¢ ZEEEH% laminator * EEFTTE
guillotine electronic typewriter
¢ RER * FgZeZE umbrella ¢ TROREHE SR
exhibition/display stand first-aid box with
board supplies
* [gEMEE R magnetic ¢ 5 K EIZEE stamp * Hhf&sE wall hung
white board pads and chops clock
* X file tray + FH 4% cash box + =+E# calculator
* FHRLFS key box o FE safe
8. ZE Shelf & Rack
* T HIZE newspaper * % HiRZE shelf/rack o FHRRZE form rack
and magazine rack for various purposes
9. #& Table
+ fR1EAE side table ¢ ZFJ1 coffee table + Ef& rectangular
table

o /N office desk




10.

B B EEE A Cleaning Equipment, Utensils and Materials

* IZEER% vacuum * @ bucket o JNETHYAE litter bin

cleaner

11.

B e B R o Protective Gears and Accessories for Infection Control

12.

BrEkZLs% % Infection Control Equipment

o DIEERENHY B R
JER R B M 5 B
liquid soap/alcohol
dispenser with sensor
(battery-type)

13.

BHSHEA: Computer Hardware

* £ FEEHK desktop * ZERSHREES computer *  FTE[I#% printer

computer monitor

o ZIEEFTEI% multi-  «  fRAEES scanner * falfkas(FFE) server

function printer (mid-range level)

* (FHEfFfEs barcode
scanner

14.

BElg#k{4: Computer Software

* SHEEHR{E software *  EfHRA computer
for point-of-sale software

system

15.

JE 387 5 Peripherals

* SNERERE USB » ([FEEEHIRETE USB

external disk flash drive

16.

4% 5 Network Product

* ISR
4gz& 45 installation of
data line (broadband)

17.

FoKlEst i & FAE Appliances and Utilities for Pantry

* {¥CR7 & microwave * Ef& refrigerator * FEKE
oven

o BASIKHZKEE bottle o {)EZ5ES thermo
for cold water flask for tea

= electric kettle

18.

BBfaEf#s Equipment for Health Check

¢ KDAMRADIME

infrared thermometer

19.

B& (EZEE) Curtain (including Installation)

. 5% window curtain




20. ZEEfiF S Decoration Items

o ZE{%IENE picture with
frame

21. J¥PhE%HE Fire Fighting Equipment
¢ KR () fire
extinguisher (powder)

22. {HE# - BEE - B AL (BIEZE) Facsimile Machine, Telephone Set,

Telephone System (including installation)

23. JiEhESE Mobile Phone

* EhEEL (FHETIAE
mobile phone (general

use)
24. T H Tool
o SEfE aluminium o T Hig# T H tool + HLK tape measure
ladder box with tools

+ EE[F torch
25. PE@tl Partition
o AR EIERR
movable partition
26. 1E~EE Signage
* PHCIEERA plastic sign
for door
27. FHEE Trolley

s HRIE R IRERERETY ¢ FHEE cart
BB FHEH heavy
goods trolley with
wired fence and brake

28. BARREBR A (HIFEZE) CCTV System (including installation)

o VUEBERIRAESE T ¢« d&EERE +  HFEE hard disk
1 four mini dome network video (2TB)
network cameras recorder with four
channel

s VUffRAESEE TR
four lan cable

fEEE Remarks
(1) ZRErEe e AEREEAEAY M M AIZEY) & -

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




(2) BEHI MRy B Rt iE it

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

Q) IFREUF R E 5 B R thiZHE T LU NIRRT -

(4)

()

(6)

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

(@) PR RVRE K tiZA Rfg it e @ M S m A ta AR - fomie IR = - FrigE
AR H R A EEBR A I AR E R A R E

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) FEBURFARAREA TERS B 48 20 BB HE Y 5 B Rkl - FEI E 5 B R itky - R oK)
ARTE > DGR EERTRAESE

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 S B Rl - B E B RIABIE R ~ B2 RIRORAVIEE © K

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

(d) AR BIRAHIR B Rt 7SS IR AR5 B R e S e (] - — i =
BTN E R B RGN e -

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.

FEBUM RS B B RHRGE R - AR R T HH B RSB IBECR ~ 12
A~ 155 [ ARFr - PRREIERREUC S E HIHE Tt - (Re& R AE B ARG & 47 5
IEAR LR 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.

DA% 5 B S AN EHIEREMRY & > B L F?%}EEMEE& ’ jﬁf%‘?
I%% AREENEHEHEGHEAN L AEEAYmEI M EE S -

Gt A R BB IR BN A (T AT) > R E SRR Y ﬁ%ﬂ’-ﬂﬁ&/&é%ﬁ‘
E.BH%:?EEE%%?E%%IE HIHBEO (KB KsxFHESER) AREHN T EHHl, -

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.

RSB AH RS SR A B BB B R A ERFUE > PPV EE (DI RE R4 ) -
[EHF > PN EEI RN - ARERSELL R ATA B RS S A S VEC s R E R - FE T RERG (it
e ERNR R E T EAVERAE 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

4



Commission.

(7) FRBUMRREZEE T EH TIF - ST NEE IS RIEEE - ERE SR
SR IEERIT Ry » MHECRFTIRIEAVECEE P56 ~ FFE A RDARME -
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.



