RENBHSER - B—E R

Reference Furniture and Equipment L.ist for
Tier 1 Support Services

1. HyR#% Dehumidifier

2. FWESEH Ventilation Equipment

o JEEHNJE S floor type fan

3. HE / 7XH& Cabinet/ Cupboard /Wardrobe

s RRESME s U AR s E | BRI
card index cabinet file cabinet / form H7)& storage
cabinet cabinet/ cupboard
with door
4. FF I fif{k Chair/ Sofa
¢ ERFHRE T ¢ IFAER office
arm free chair chair
5. MANEFRE KM Office Furniture and Equipment
+  =Ef% calculator o PJ4kt% paper *  EZE[I1% photocopier
cutting guillotine
s EJF[IfEZn +  [F$E clock s ST file tray
photocopier stand
s JEENMEER o EIRIN o BB laminator
movable magnetic white notice board
board
s HURBUIEE s 7 H. stationery
foam cutter
6. ZE Shelf & Rack
*  FREZE form rack *  FFIZE newspaper
and magazine rack
7. f& Table
¢ AR ¢ K ¢ EER
office desk long folding table computer desk

8. HRFHEIF#EM Table for Special Purpose

* A treatment table

9. JBEEHAHE Cleaning Equipment

o JNETIRAE litter bin

10. B e B Bif4 Protective Gears and Accessories for Infection Control

+  FEgloves s [ plastic boots

11. EBgEHEE Computer Hardware




*

SECSHAIEERE notebook * 5 EEHE desktop
computer computer

12. Eig#k{F Computer Software

*

PEE#{E anti-virus s EMERIEME

operating system

13. 8 E ML Peripherals

*

*

SNERFRE USB external disk ([ T

USB flash drive

14. B E &g Staff Uniform

15. £ - JEE RSB Books, Magazines and Reference Materials

16. HEM - 85 - EREAR (BEEE)

Facsimile Machine, Telephone Set, telephone System (including installation)

17. 5 T E Assessment Tool

*

T s B e s R B ¢ BERESEEERE ¢ TSR
Hong Kong Cantonese Z< Reynell symbolic play test
Receptive Vocabulary Test Developmental

Language Scales,

29 edition

18. bt | 1EEED)| SREEBNes#4 Teaching / Rehabilitation Training Aid and Equipment

#isF Remarks
(1) EESBIeA e EEE RN Y I K RIEY) G -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).
(2)  BFRI TR B R e 2% -
The furniture and equipment (F&E) items listed under each category are meant for reference.
(3) FRBUNHEREREE R B Kak AT L TR -

Non-governmental organisations (NGOs) are reminded to observe the following general

principles in purchase of F&E items —

(a) AT E MR B MEe A R R i S E MR nT eI RS - Som e EIERREE - Al
B B e M ES ARG BRI E R A AR
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) FRBUMHERSA TERRE E 8 % BN B R - TEE R B MG fiRy - AR ES]
YIaRTE » DAURGEEE 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);




(4)

()

(6)

(7)

(c) FEREE R H Faeffliy - ZHBEE M-S RUAPIZOR ~ Bl FERfriyER—E © )
due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and
(d) MFEHIANRE G EZLEFERANRE K STy aEA - —R&im
= BN FEANEENRE RGN G F -
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.
R R B B R HRG T » EESRHIRZ T HZH B BN EIBEUR ~ 12
B 55 [ ARF - WIBIERRUS 40 B WHE I - PReERHIT TR E B RHGER A TIES A 41
TR AR EIA 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.
DAz BB RS AR ETRIRFE Y m » FENN_E45E e oRivie il - MR B g i m iR
REVEHEIFEN - S ATFERAYImEC sk M EEZE S50 o HEENZ I e B FBUR
OEIT ) > PRHIERE Y anEC ek i KB S S R B2 BT H I HRERY (A
FakfsE3R) N TR -
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 MARRASC SR A E R BRI M A A ERRUE - IR/ EF (DIFHESERE R
#) o [FF - PEEERAN - ARMESELU A M A RS 5 A B RYECR B - e
PR At A S S T B AR 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.
FEBUMHRE A B B TF - ST SNV E B E i A RIEEE - B SO R
EAEENATR  WHECRATIRTERVECER AT SE ~ TFEaARIARFE -
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.
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