KEREEHSER - BBRABSRIGRRS
Reference Furniture and Equipment List for
Agency-based Occupational Therapy Service

1. f& / 7<i& Cabinet/ Cupboard / Wardrobe
* PRUAME / HijE / $54 ¢ ffiE cabinet » A _ESRATYIME cabinet
Hi& bedside cupboard / with safe
cabinet / drawer /
locker
¢ RRZESIHE card ¢ BERGZTECHRINE ¢ BERUERE RSGAVME
index cabinet cupboard for AV cupboard for PA
equipment system
+ [RAIHE display ¢ XXM 1 FARMESiling /¢ SCEREAE pigeon-hole
cupboard form cabinet cabinet
« MYfE 1 AFIRIRE ¢ AKHE wardrobe
YIiE storage cabinet /
cupboard with door
2. W N=m5HE KEH Office Furniture and Equipment

L 4

SCER I AR

attendance board
277 bookstand

IR 4%5 cash box
FRIZxZ2 umbrella stand

& exhibition /
display board

BV S foam
cutter

{E%8 letter box

f M 1A magnetic
white board

=2k notice board

L4k paper cutting
guillotine

=2 E[11#%2Z8 photocopier
stand

FTnE44 time card
machine

+ =21 pookcase

D[ AAS

+ =Eif#% calculator

+ [EZH chart holder
+ fh#k door mat

* A% file tray

* $HELFS key box

* (S{FZE letter-tray

* HEEMEER
movable magnetic
white board

* SEHEER% numbering
machine

*  WE4LHE paper shredder

o [EE A4 residents’

names board

L 4

L 4

L 4

=32 bookend set

AYENTHRERTET R

calculator with printer
H¥4% clock

EBEF] 71 electronic
typewriter

SRR E SR
first-aid box with
supplies

1 % laminator

$EE locker
Dt =g ==

#2% movable / standing
[ wall mirror

wir,\ 2z office scale
s E[1##% photocopier

Ell & R EJE stamp
pads and chops




3. EBigmEMA Computer Hardware

¢ HEESCR: computer e 5 LESE desktop s ZUNRESTENR
monitor computer multi-function printer
o IR * FTEH printer + fmikies scanner
notebook computer
+ “PHREERE tablet ¢ (Afkas (KRS [ 1S
computer | =) server (entry
level / mid-range level
/ high-end level)
4. EEf$#k{4 Computer Software
o PG anti-virus ¢ MRAEBEEMLEE ¢ BRIERGE:
office automation operating system

5. fE¥EE 5 Peripherals
* SNERERE USB * (i =CRAEREE USB
external disk flash drive
6. 48%%E 5 Network Product

o REINZIERIER | o MRS network  » IEARAERSHEE wii
a4 installation of switch router

data line / network
cable for computer

L 4

» e IR IR RS s AR S
wireless extender wireless repeater

7. EBiSEEBNIeSHS Adaptive/ Assistive Devices for Computer

8. WREARH MR KHEMAR (REEBUNSEr BB R ARG T
Z2EREE) Equipment, Assessment Tool and Accessories for Occupational
Therapy (as per the advice of NGO’s paramedical staff)

9. [HEM - BEE - BEEARYS (HFEZEEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)

f#5sF Remarks
(1) RESHiBhe A EBE Y@ R ) -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).
(2) HERIT YRR B s gt
The furniture and equipment (F&E) items listed under each category are meant for reference.
() FEBUMTIEIEE R B REcEAUE ST LU R EA -
Non-governmental organisations (NGOs) are reminded to observe the following general
principles in purchase of F&E items —

(a) FTEE IR B R/ Re (it e MIZ a8 m e AR - Fomie IR - P E
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(4)

(5)

(6)

(7)

Iz B R NS ARG R B E R A A HE

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) FEBUFFEREA MBS B AR 2% BEEEEN R B faelf - fEE R B Kaelfiis - HIREZERY)
HHATME - ARGEEE SRS
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) TEIEE B REethiRy » JHMEE RS EOAGIEOR ~ B8 R IR ORIV § K
due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and

(d) TR ANV B Rkl - B Z S R AN R A a2y a (i - — =
BN FENEENR B Rae i~ g a 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.

FEBUR I B A ARG T - AR AR RZ T EZH B BT SEE VG EUR ~ 1%
B ARSI AR - IIRIERRAUE S E VR - Re& R AR BN RHRG A RI S8 A 4R
TRARESE HEIE N B E 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.

DI B e ANESHIFEAY W - Bl EfEFPSRNEL > WEE
HEEREBENGHEIFHEAN T AFEHEHY DI MSEESLM -
ot A1 TR 5B IR B RS (20 R A7) o 7 HSRE AR ) n s Bk T R/ EE E R
st HERBEHENMEBMN (XAERXHESER) AFMERN " BHl L -
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 H AR SC sk A B BRI E R A AR E . R D CFE(DISEEREE B -
[EF > PN EEIF A - AREMRELL R ATA B A RS R A S VEC s R E R - FE AT ERG AL
HEEAE R ET BNV e 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.

IEBUFt R A R B EH TF - FI RSNV EEEE AR & E - BRI B LR
BN IEERIT R » WHECRATORIEAVECER AT 5E ~ FFEARIERIUE -
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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.



