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Reference Furniture and Equipment List for
Community Education and Crime Prevention Service,
Court Social Work Service,
Employment Development Service for Ex-offenders and Discharged Prisoners,
Intergrated Service Centres for Ex-offenders and Discharged Prisoners

1. RSB | HyR#% Air Purifier / Dehumidifier
2. M Audio-Visual Equipment

*

EECRBIE blu-ray
player

BEE A Hi-Fi
system

=521 overhead
projector

e (L =HIZE)
screen with tripod

Yz Bk microphone

*

L 4

L 4

L 4

CD/ MP3 Rt /
#E 1% CD / MP3
player / recorder

REEHS % LCD
projector

TSR
portable overhead
projector

el AIFER AR
screen / folding screen
EREE L (50-65 )
smart televsion (50-65
inches)

VCD / DVD &t
| $%52#% DVD/VCD
player / recorder

LY Re I S

multi-media projector
with screen

=% radio

1 television

v
=]

3. ¥

B 5 & BB Audio-Visual Materials & Accessories

*

e | BRI EE
IS 2L aae | HE
HEAE AV I TV
HDMI / Hi-Fi cable

*

CDs/DVDs/VCDs/
blu-ray discs BE YAt

+ H.5 headphone

4. TEHB% | FIEEESEME Camera/ Portable Video Recorder

*

Has A digital

camera

*

FHEERS RS
portable digital video
recorder

5. ‘BrEEEZH% Rapid Floor Dryer

BERE (HE / 7F8=) Radiator Wall-mounted / Movable

HE S Ventilation

* [RiZJEJS bedside fan o JHER exhaust

hood / rangehood

o S JE S floor type o FHEUEES portable  «  HZESS wall hang
fan fan fan

. 7045 window-
type air conditioner

+ Hhi& & exhaust fan




8. #HE / %<fE Cabinet / Cupboard / Wardrobe

*

PREERE / filif | $5H
fi& bedside cupboard

[/ cabinet / drawer /
locker

~F &5 card

index cabinet

PR 51HE display

cupboard

HPIiE | AR
Yk storage cabinet /
cupboard with door

*

fi& cabinet

B B e IR
cupboard for AV
equipment

XA | A& HE filing

[/ form cabinet
1 HE wardrobe

*

*

A _ESHRTIME cabinet

with safe

i RN O]
cupboard for PA
system

A& HE pigeon-hole

cabinet

9. W F/Fifk Chair / Sofa

*

*

*

*

HEPFHIR T

armchair

A #5 children chair

HAl2&: foot / step stool
#ifk sofa

L 4

L 4

kTR (R
RS | FTFHFEL
() arm free
chair (for computer /

typing / guest)
Z#4F dining chair

Wi\ 2=k office chair
¥~ stool

¥ benches

e | IR
- folding / stackable
chair

iR+ roller stool

10. ¥p/\VE R H e Office Furniture and Equipment

*

sCER I AR

attendance board
=277 bookstand

I 4% cash box
FRZxZE umbrella
stand

My exhibition /
display board

BV E & foam
cutter

AN

=748 letter box

& 5 magnetic
white board

*

=71 bookcase

2 [ AAS

=TE## calculator

[&ZE chart holder
¥ door mat

45 file tray

FHREFE key box

{E14-ZE letter-tray

EENATE R
movable magnetic
white board

=45 bookend set

AYENTHREH AT Fi

calculator with printer
HE#$5 clock

CCUEIRSr:

electronic typewriter

e TR
first-aid box with
supplies

1 A% laminator

$EIE locker
Drict: ) =G =2 <

#% movable / standing
/ wall mirror




L 4

* ZE75H notice board SETEHE numbering * ¥ \NZERE office scale

machine
¢ UJ4RA% paper cutting ¢ FEEKRA paper * 5ZE[f% photocopier
guillotine shredder
* SCE[If%ZE photocopier  « {F&F LM residents’ ¢ E[I5 S E[JEE stamp
stand names board pads and chops
o $TUEH time card o DUEREHISE SIS o SIS
machine 4-drawer steel file adjustable keyboard
cabinet tray
11. %E Shelf & Rack
s =71 hookshelf *  [E[ZEF#ES122 book * HICZE clothes
display rack hanging rack
¢ HHIZE newspaper ¢ HUEYIBAE plastic  » JEEHITECEZE / &
and magazine rack shelf with castors movable toy shelf /
cabinet
o ZHRZE shelf /rack ¢ #EZH shoe rack
for various purposes
12. #& Table
+ fA1EAE side table + [KUEAFA bedside table ¢ 5 EF 44 children table
+ ZXJ1 coffee table + FERSE computer desk ¢ @& EEfS conference
table
+ 79/ corner table * &S dining table + FEf4 folding table
* PN office desk + [RI3EIA reading table ¢ FEia (EEZENI)
study desk (with

bookshelf and lamp)

» REETDKEBERAAETY
T {F#& work table
with formica top

13. JEEAH B EFE R M Cleaning Equipment, Utensils and Materials

» % bucket o HINUEEME | T3 e KArIE garbage bin
FHMvAR I 1 I8
1# flooring machine /
industrial floor
polisher / waxing

machine

o T EEFH U EERE o NI AR litter bin * Hi#E mop
industrial vacuum
cleaner

+ [ZEERE vacuum o ik washing basin ¢ BZ R R0 FH IR BEA% wet
cleaner and dry vacuum

cleaner
14. FhEGeFH B KRB Protective Gears and Accessories for Infection Control
+ FE gloves + [t plastic boots

3




15. B Infection Control Equipment

* RS electric insect

killer

+ JHi7 25 mosquito trap

¢ GTHEEER T

hand dryer with sensor

* UV ZHIEREHH
UV sterilizer

* FHERE insect trap
light

* [jinE24d mosquito /
insect screen

* SHEFEJE anti-virus
coating spray

¢ UV+OZONE JH&ESE
UV+0OZONE
disinfection bag

*

*

DLEE A BaEh Y 5 BhEL
JER R B M 5 B
liquid soap / alcohol
dispenser with sensor
(battery-type)

JE B sterilizer

R E U BRI —
Bat4 alcohol
dispenser and
thermometer with
sensor

li] == b B 4% book
sterilizer

16. EfSHE#E Computer Hardware

* EERSAZH computer
monitor
notebook computer

* PR tablet
computer

o = ERHK desktop
computer

*  FTE[I#% printer

¢ (Alfikes (KRS / PE
| =) server (entry
level / mid-range level
/ high-end level)

*

%R TENHE multi-
function printer

FEHH 2% scanner

17. Bk Computer Software
¢ iEEfE anti-virus ¢ WRAEEHBLEE ¢ BRERGRG:
office automation operating system
» B RomERER
teaching and
messaging software
18. [E¥&E Sk Peripherals
+ SNELFHE USB » (EHE=ChAERE USB
external disk flash drive
19. #8%%EE 5L Network Product
o RyERSASEERLE |« Y94ECHARS network ¢ SEARAELERS AR wi-
4gz& 4 installation of switch fi router
data line / network
cable for computer
o AR » AR GRS
wireless extender wireless repeater
20. BJSEEBhEIM Adaptive/ Assistive Devices for Computer




21. ZE/KREE5eH5 B FH B Appliances and Utilities for Pantry

o FA/KH K bottle ¢ @R7K%EE drinking pot + EEIKEE electric kettle
for cold water
¢ X H. teaset o ZEE teaurn o [FRZEES thermo
flask for tea
* H/KEE water boiler * JKf#% water dispenser ¢ JE/K2% water filter

22. REfaExfH Equipment for Health Check

+ [f[BAET blood pressure « BEF [ BE-FALYN ¢ [UFENIEA%

meter / s R =t clinical / glucometer
sphygmomanometer electronic / infrared
thermometer
o [MEHIEHE oximeter  » BTG scale / s HEEENEER
weighter weighing machine
with height measure
s HE(IEER o (i H 2B
weighting machine wheelchair scale
with seat

23. BB (AREBINEBNEBRAERE T ZERREE) Medical
Equipment and Supplies (as per the advice of NGO’s medical staff)

24. B& (HEZAAE) Curtain (including Installation)

* ESEEE blackout * JREE shower curtain * TEEELRE stage
curtain curtain

* EHIZEEE venetian blind ¢ %i5E window curtain

25. ZEEfiF S Decoration Items

o NOEAE artificial + T aquarium + ZEHEY) indoor plant
flowers
o ZE(4HfE picture with £k plants in pot

frame

26. [FtR Partition

L 4

¢ PRA =R low agEEe=EER o« AREEEER
partition for office use movable folding movable partition
screen for partition

27. FE;RRE Signage

*

o EZERBTREE - PO ER LA residents’
HEf# plastic sign for name plate
door, book shelves

28. YRR Storage Equipment

o k4 magazine box ¢ EZEATYLS vacuum e [EF plastic container
storage bag / box
o EJUf{74% storage ¢ BHrEFE toy box
bus tray




29. FT#H 5 Arts and Craft Equipment and Materials
o ESEAS calligraphy ¢ =T F 5% handicraft
materials materials
30. EF - Bzt R2FEEFl Books, Magazines and Reference Materials
31. F4NEEIR &L Outdoor Program Equipment
* AN EE) R ¢ FHEfES s loud ¢ FiRfmapEEEE
flags for outing hailer walkie-talkie
32. REBREVEE) -~ (B8 Kil|9kE3t1 Physical Exercise / Training Equipment / Health
Exerciser
+ EHES cycling * JEEMEL T exercise ¢ EISTHETHER
exerciser putty JAMAR hand
dynamometer
+ g parallel bar o D pedal * 4§ JJ#%E theraband
exerciser
* @i R training ¢ P24 treadmill
mattress
33. #3X ~ BEEB) R EFEEHE Social, Sports and Recreational Equipment
34. TrE | #E% / BB Toys/ Games / Chess
+ [FEEfHAE Chinese * SRAIEN SRR * ZRIREEK mini-
billiard table cognitive games and snooker
exercise
* BTSN - EEkER ¢ SAEIFEYE wendy
5 K Bef: TV game house / dollhouse /
player, software and play house
accessories
35. JHBHE%M Fire Fighting Equipment
* K EE fire blanket * BOKE E 1 &b 1 KR fire
extinguisher (powder / CO2 / water)
36. FRZEE%M Security Equipment
* B NGB K 247 anti-
wandering system
37. [EHEM - EsE - BEEALS (EFEZLEEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
38. JiEhEESE Mobile Phone

* JEEBREURENESS cell ¢ FHEEJREHEEE smart
phone phone




39. T.H Tool

* ERZE ST ball pump + ZE#E electric drill + EHFHFEFE hammer
with needle drill
+ 1 ladder o AT EES needle ¢ FEEE portable light
work / sewing kit
» HY7] scissors + GHiSEs stopwatch/ ¢ #{K tape measure
timer
o TEfETA tool + EEfF torch * BJE%4 wired fence

box with tools

¢ 45 Z K 6-8 gafh
(FoffalisiZe2H)4-5
steps and 6-8 steps
aluminium ladder
(with occupational
security lock)

40. FHEHE Trolley
* JF7E ball trolley

*

[EFEIR{Fi#EEH22 bed ¢ [EZEH book trolley

carrier
o TFHEHE cart o BEFHFHEE dressing ¢ 3£ZEEE drug trolley
trolley
o BEAXFHE + &3 food trolley * (FHEZ&HE food trolley
foldable trolley with warmer
* HETFHEE heavy + JRZEEE medication + SEIHE nursing trolley
goods trolley trolley
* JEYE shopping N R
trolley stainless steel trolley
s Remarks

(1) BRSPS A EMEEEERY) A RIEY I -
Replenishment of consumable and/or disposable items should not be charged to the Block Grant
(BG).

(2) BB TRy B ekt s

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

() FREUFTERENE 5 B Rk thiZHE ST LA R RRAT -

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

(@) FriEE Rz B R thiZe Rfe Bt S e p Et nl B e AR Rome EIFR = - FiEE
AR B R i ES 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) FEBUR IR MERE B 38 25 BB HEAY 52 B Rkl - FEMEE 5 Bl Rty - R oK)
AFTE - UGEEERSEE S

7



(4)

()

(6)

(7)

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) TEREE R B Rty - I ERZRUADIZOK B S IRIRAVIETRE § K
due consideration should be given to legislative requirements, occupational health and safety,
and environmental friendliness; and

(d) TR AN B Rkt B Z S R AR E e e oy (- —fmh =
BN FENEENR B e~ g 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.

FEBUS IS B ARG AT - AR PR T EZH B RSB IAEUR - 12
B~ A5 RARFE - RIEIERRAUE S E TSI - (Re& R A ARG A RIS A 47
TEAR QLR E IR N B &R o

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 ANSHIEEMAY @ > BN LEEF SRR AR
HgfErnkBrWaBEHEAN > L AFEAYmIL M EESLM - 1+
o8 F R u B I BUM RS (0 BT 1T) 0 RN HIERE Y m B R /ECE E
st HENBEHERMEBMAN (XA RRHESER) AFRBEL " A, -
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 H A BASC S B R HEMR IR E A RUE » IriFiV TE (IR RE R2E) -
[EIRF - P EEERAN - ARMEEL R AT A RS 5 AL B AYEC Rk SE R - FE AT RERG AL
HEEEHNE e E R N L &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.

SEBUNHRRE T EE TR - STILESINEVERRE AR E 2 - B2 B LR
SR IEERIT Ry » MRECRFTIRIEAVECEE 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.



