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Experimental Project Evaluation Report

(1) Duration of Programme

Bt 2.2

(2) Funding Allocation (Date of approval letter, amount of allocation, etc.)

(3) Service Nature

(4) Purpose, Objectives and Target Participants

(5) Overall Evaluation (including information on date of completion of evaluation)

(6) Findings, Feedback and Service Performance

(7) Way Forward
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fitfE5.1 (35 1 H)
Annex 5.1 (P.1)

Application Form for Lotteries Fund Grant (Works / Furniture & Equipment)

B A2 BERAE AT 8% 5 HU4E5 | R 382758 T

Please study the Guidance Notes at Appendix 5 and the Lotteries Fund Manual carefully before you complete the form.

— R

General Information Sheet

1. HEBAWR®BEURENT

Brief description of the applying service unit

11

1.2

B
Operating NGO:

FRs B :

Service unit:

1.2.1

1.2.2

1.2.3

1.24

1.25

1.2.6

1.2.7

1.2.8

HiE:

Name:

AR HEE:

Service nature:

ik
Address:
BHEH L S E ST

E-mail Address and Fax Number:

i ak (g b5 A E):

Correspondence Address (if different from above):

s N S BB sE SRS
Contact person & telephone no.

PR (H /%)

Commencement of operation (month / year):

PsaEZ L G EAEMEIE (7 1 &)

Commencement of subvention (month / year):



fi:5.1 (552 H)
Annex 5.1 (P.2)

B GE #E Ak R (GrEHILETHR RN 5 - [RR KB MR —TH B 5% 7 )
Reasons for the application (a comprehensive description of the background, reason and purpose of this
application, not justifications for each requested item)

e HH R E

Summary of the application

Pt
B35 K B (BIFEENSOA e BB REHEZR)
(Wl T GEEREE &M N 5%)
Category Amount requested  Attachment (in hard and soft
$ copies)
(please tick where appropriate)
31 TiUEA ( LS S
Works item Appendix
2
3.2 HEK&H ( ) Ff 3
Furniture & equipment Appendix
3.3 HAth, WIEEHEE (FE:EH) ( ) lhFas 3
Others, such as purchase of vehicle Appendix
(please specify)
T )
Total:

HOH K &

Project Timetable

() mILEHEH
For Works Project

4.1 FRSCHE SRR S LABE AL Rk A
Submission of documents for hiring of Consultant for Months after grant approval
vetting = /or
S GRes EN
inQ__ / (Quarter/ Year)
4.2 RSB S DAL AL Mg A
Submission of document for hiring of Main Contractor for Months after hiring of consultant
vetting =i/or

IS T S
inQ__ / (Quarter/ Year)




43 EERET
Practical completion of works

44 RERGEEHEHIKRE

Submission of final account

(1) WEERME o E R TH H

For Project on Purchase of Furniture & Equipment

45 EER
Placement of Order for Purchase

46 EE
Delivery

47 RREREHEHEHIKRE

Submission of final payment claim

(1) gEHAMrE H
For Other Projects

4.8  ERURREGEBURHARMOTE (GEIREEEE )
Commencement of work related to the project after grant
allocation (please provide details) -

4.9  IHHETH (GRS )
Project in-progress (please provide details) -

[ AFE - 7 75 TR
Supplementary sheets may be added]

4.10 $EREEEIHEHEIRE
Submission of final payment claim

ffE 5.1 (55 3 H)
Annex 5.1 (P.3)

aRdREmR__H

Months after award of main contract

/or
IS T FN
inQ__ / (Quarter/ Year)

HEEIE_ A

____Months after practical completion
=i/or

S R £
inQ__ / (Quarter/ Year)

Htk____H

Months after grant approval

=i /or
IS T FH
inQ__ / (Quarter/ Year)
R H

Months after placing order
=i/or
IS T FH
inQ__ / (Quarter/ Year)

HEER___H
Months after delivery

/or
IS G FN
inQ__ / (Quarter/ Year)

#wak___H

Months after grant approval

/o
IS FE =N
inQ__ / (Quarter/ Year)

[ FrELTE H A R TAE% H
Months after commencement of work
related to the project

=/or
IS FE =N
inQ__ / (Quarter/ Year)

HHESERME ____H

____Months after completion of project
aii/or

S FEE £

inQ__ / (Quarter/ Year)




feE 5.1 (55 4 H)
Annex 5.1 (P.4)

5. &
Declaration
?ﬂi‘%ﬁﬁ% (EREETRRE ) TR0 AR LS

i1 LA H A2 AR TL 5 AL EBETE R FE AT ETERE EEILER) - PR H
fﬁﬁﬁﬁﬁ%‘%m HEFHVERIVE w ( BIAT IR SOR I F S R S A B BT IR SCE B[R —
HERIEE ) - B8R TA%T%%TJ% ibSIEan=EIEERIE N e e A

I, on behalf of (applicant organisation),
hereby declare that the applicant organisation is NOT applying for or has NOT been granted any
financial support under any other funding schemes for the items under application in the last five years.
I undertake that the applicant organisation will inform any change in information in respect of its
application (e.g. subsequent approval of funds under other funding scheme for the same project under
application after the application is submitted) to the Lotteries Fund Projects Section of the Social
Welfare Department as soon as possible.

WA R L R8I CAUFAM 2 RIS AT 8% 5 AVFES | REE2r B T - [EIG » FRIREMT LRy
AR EHARSLIE LIRS -

I have read the Guidance Notes at Appendix 5 and the Lotteries Fund Manual carefully before
completing this form. | have also enclosed all the supporting documents required.

BEEE :
Prepared by (%5&) (Signature)
Y4

Name

iz
Post

EBEHES
Telephone No.

H A
Date

X4 Warning

EMERZEHTERMA RN GHEB T L REFRECRE NI E M ERZEA A AE -
Any false declaration may lead to termination of the funding agreement, refund of any funds disbursed, and the
possibility of criminal charges.

(Rev 07/20)



B EE
HELEHHBEREXHEZE GD

Pt 5.1 Z gk 1
Appendix 1 to Annex 5.1

Summary of Application for Lotteries Fund Grant for Works Items (See Note)

HH 4 9% THRIFEHME TKEACT) HEE
Item No. Summary of ltems Requested Amount ($) Remarks
1. TREHEEER
Works Items
1.1 EEET TR
Concrete Works
1.2 T
Brickwork & Blockwork
1.3 AL AR T (AR TR )
Carpentry & Joinery(including Ironmongery)
14 e T2
Metal Works
15 ZKIEHE R B i A2
Plastering & Finishes
1.6 K RHE S E TR
Plumbing and Drainage
1.7 BeERAER TRE
Glazing
1.8 IR e R B A2
Painting
1.9 BREHEE TR
Electrical Works
110  [BBR - AR R E TR
Heating, Ventilation and Air-conditioning Works
111 [PHDIsfEEE TR
Fire Services Installation
112 |RESSEEEE TR
Gas Installation
113 [HAhGEEH)
Others (please specify)
R
Sub-total
2. BERBRER LIRS E CUBHAREAZ AL B2 TR HEE
Professional and Related Contractual Charges
(ONLY applicable for application when Authorised Person / Consultant is appointed)
2.1 FAHER
Preliminaries
2.2 T2 &
Contingencies
2.3 BER S E
Professional Fees
24 El %
Lithography
ST 2 GETEE
Sub-total
GRAND TOTAL
Ao 5 & TH B SEAE R 8% 2
Note : Breakdown and Details of the works items should be provided in Appendix 2.

(Rev 08/10)




T

24l H 4R

PR 5.1 ZFfsk 2
Appendix 2 to Annex 5.1

HEEE %N %1 (R
Breakdown and Details of the Proposed Works Items
Summarised at Appendix 1 (See Note)

TH H 4wk

Item no.

SIE TR Z #lE,
S8 | H
Extent of each works item,
its dimensions /
specifications

SHEITREZ

EEEATIA=,
Detailed
location

HE

e Al R
Quantity | EE{H | FEHGT)
& unit | Unit rate | Amount ($)

BHETREZHEE (T5REH)
Justification for each proposed item
(provide in separate sheet if necessary)

Total

A

TEEE - BRI > 68 - FEHREE - REE - BEYR > LA
Note : Please provide prerequisite documents (e.g. approval of the landlord / authority concerned, recommendation from

other government departments, sketches, drawings, layout plans, installation plans, quotations, specifying material &
works method, etc.).

(Rev 08/10)

if 0 EETRACRIEM LFTRAVCAE B ER] CUEfEARET [ REREOIEE - HABUFEFIAvEERE > T



P 5.1 ZFfsk 3
XFERZHE BEER Appendix 3 to Annex 5.1
HFBRNBZESEAFRE RD
Details of Application for Lotteries Fund Grant
for Furniture and Equipment (F&E)/ Purchase of Vehicle (See Note)

HBGERHZHAEENHEE ~ &

e HrECETHE 5 A0 PAREAL)
HH THEBEE RIS R BEAir Justification (please state whether it
“EEE Details of the Quantity B () Is a new item, repla}cement_ or

Item no. items and locations & unit Unit rate Amount ($) improvement item; and with
elaboration)

=
Total
=F EHEBFEHIURINARERTINTEHAFERZKEEBR AN FHREHEEDV -HHERE

SCFFIR TR G A RRER o W E B R RS E Bl H M R B R S 5 Y R 55 0 B AR AT -
For items outside the latest edition of the Price List of Common Furniture & Equipment, please provide at

least one quotation in support of your requested amount. Application for purchase of vehicle should be
submitted separately from those of other F&E items.

Note :

(Rev 07/20)



B 5.1 Zks%k 4 (B—H)

s REBAFHEASFTHFEIAFRORERBLATHRER
2022/01
Personal Information Collection Statement to Data Subject Before Collection of

Personal Data

A g ARTIFRF)RERB A TR AR AL v o
Please read this notice before you provide any personal data to Social Welfare Department (SWD).

K E TP en
Purposes of Collection

(1) AF 2 /R AT R R s T o A i & ) AL LG

%ﬁ g F R EORAFTHE R E SR EORAKRERE R0
FAATE RN AR R SR b R 2T RS R e R ARG ¢ 38 (T
B )N E R oW AR RJILF MR E R R AR TR (7R AR
PRFCREFFTEDE CWERTET AT EZIRFTE oA FRED
AFHS B A AR AR ETE ROBAFTHE AFT R R
Rineh? G 2 8 R A R IR IRGE -
The personal data supplied by you will be used by the SWD and/or those non-
governmental organisations (NGOs) which receive subventions or subsidies from or
which are commissioned by SWD to provide you and/or your family members with
assistance or service from SWD and/or the aforementioned NGOs which is relevant to
the needs of you and/or your family members, including but not limited to monitoring
and reviewing of services, handling complaints related to the services provided to you
and/or your family members, conducting research and surveys, preparing statistics and
discharging statutory duties. The provision of personal data to SWD is voluntary.
However, if you fail to provide the personal data requested of you, we may not be able to
process your application or provide assistance/service to you and/or your family
members.

”uﬁﬁﬁ;#*
Classes of Transferees

(2) rerde i A FTAH FRFRTEDRAREL AT TARR 0%
2 FHEBAFTAATRE LY 2 BLEAE DD e T I A
HE S aeTHEFRTHE
The personal data you provide will be made available to persons working in SWD on a
need-to-know basis. Apart from this, they may be disclosed to the parties or in the
circumstances listed below for the purposes mentioned in paragraph 1 above:

(@ Hwpip AL (Blderefrd- W h /30F ~ Fleg h ~ 225 if

SFFELPIT ) IR AL FENT R

Other parties such as government bureaux/departments, the Hospital Authority,

NGOs and public utility companies if they are involved in:

() 342 /R3ER0RE /A GnFART  HLESGRE AT E A
AR 2 R RA S BIRM E e A R IR Y
processing and/or assessing any application from you and/or your family
members for the provision of service/assistance to you and/or your family
members by SWD and/or the NGOs mentioned in paragraph 1 above;

(i) 2 > % 19T R2AFE i 52 /& R RA AT
# R AE SR B

p
+



the provision of service/assistance to you and/or your family members by SWD
and/or the NGOs mentioned in paragraph 1 above; or

(i) g Bzt~ % LEMTHREZAF Z & 22 i 13 & IR
o A E R ERT
monitoring and reviewing of the services provided by SWD and/or the NGOs
mentioned in paragraph 1 above or preparing statistics;

(b) As2ipienipip (vlic? R A 2% @ A FHPEER2F g2
IF‘ﬁFLP B ‘;‘;zg F) oAk LMD ARIZY MAEF e 2 R
In e RA AT B PR IR R 3 B 3
Complaint handling authorities such as the Office of the Ombudsman, the Office of
the Privacy Commissioner for Personal Data, the Social Workers Registration
Board, the Legislative Council, etc. if they are handling complaints about the
services or assistance provided to you and/or your family members by SWD;

(c) Z2EEEeZERTFHLZE T &
Where such disclosure is authorised or required by law; or

(d) “ERABFTHE PR -
Where you have given your prescribed consent to such disclosure.

ERBAFTH
Access to Personal Data

(3) 4B (B X FHRFE)EC) ($486F) (73 ERALF “THF chi B 5
BAFTHENARZ :2lr & fo AFRBEFAFTHFIBFREF T o
heF ARSI AFIEDBAFTHE e T ALE N
You have the right to request access to and correction of your personal data held by
SWD in accordance with the Personal Data (Privacy) Ordinance, Cap 486. Afeeis
charged for supplying copies of personal data. Requests for access to and correction
of personal data collected by SWD should be addressed to —

A€ Ae T F ¥ & Director of Social Welfare
[feyer: A1 iviE(BEEA4) [Attn: Social Work Officer (Lotteries Fund)]
T PEE A L A B E 2 5 L 248 8 Office : Rooms 3601-02, 36/F, Dah Sing
2021/03 * ke v 36 # 3601 % Financial Centre, 248 Queen's
02 % Road East, Wanchai,
Hong Kong
T B : 2832 4328, 2832 4340 Tel. No. : 28324328, 2832 4340
(FHEoERF AP - 3587 (Office hours : 8:45 a.m. to 1:00
baEoapr LT AT E p.m. and 2:00 p.m. to 6:00 p.m.,
AT s - pET - p) Monday to Friday)
R 8 : 2151 0573 Fax No. : 21510573
@ #W oy Ifeng@swd.gov.hk Email . Ifeng@swd.gov.hk
Address
Ak A ] ¥
2022 # 1 *

Social Welfare Department
January 2022
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Simplified Tender Documents (Works)

TENDER

FOR

(Type of Works / Installation)

FOR

(Name of Non-governmental Organisation)

AT

(Site of Works)
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FORM OF TENDER

for

(Title of Works / Installation)

(Name of Non-governmental Organisation)

Having inspected the Site, examined the Drawings, General and Particular
Specification and Schedule of Works for the

____________________________________________________________________________________________ I / We offer to construct, carry
out, complete and maintain the whole of the works in accordance with the Drawings,
General and Particular Specifications for the sum of Hong Kong Dollars

HK$ ). 1/ We

| / We agree to abide by this Tender for aperiodof .

____________________________________________________________________________________________ (not less than 60 days) from the
date fixed for receiving tenders and it shall remain binding on me / us and may be accepted
at any time before expiration of that period.

I / We submit the following particulars: -

(i) Business Registration No. is Date

(ii) Registered General Building Contractor No.is
(Buildings Ordinance 1995) (if applicable)

(iili) WB Approved Specialist Contractor Group

(Registered Name of Company)
Registered address of company:
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PARTICULAR SPECIFICATION

Scope of Contract

1.1 This Contract comprises the provision of all necessary materials and labour
to carry out the works of
at

________________ all as detailed on the Drawings, General Specifications and this
Specification.

Site of Works

The site of Works is located at

Terms of Payment

3.1 Payment will be made in full within 30 days upon satisfactory completion
of works as certified by the Non-governmental Organisation (NGO) subject to the
submission of a final account from the Contractor.

PRELIMINARIES

Preliminary Items

4.1 The Preliminary Items included hereunder apply to the whole of the Works
contained in this Specification and the amount inserted by the Contractor in the
Summary of Tender shall be deemed to apply to the whole of the Works carried out
under this Contract.

4.2 In event of no amount being inserted by the Contractor in respect of
Preliminaries, in the Summary of Tender, the value thereof will be deemed to have
been included in the cost of the works specified hereinafter following and no
separate amount whatsoever will be certified for payment.

Contractor to visit the Site

5.1 Before tendering, the Contractor should visit the site and satisfy himself as
to the accessibility of the site and the extent and character of the operations as no
claim due to any neglect in this respect will be entertained.

5.2 The Contractor should contact the supervisor of the NGO *Mr / Miss / Mrs
on Tel. No

for permission to visit the site.

Programming and Completion of the Works

6.1 The Contractor’s particular attention is drawn to the fact that the works to
the premises under this Contract must be carried out in co-operation with and
agreement of the supervisor of the premises to allow the reasonable operation of
the premises and completed within the period stated on the Form of Tender.
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Works included in Contract

7.1 The Contractor’s prices for the items contained in the Contract shall be
deemed to include the cost of all incidentals of labour, materials, all cutting and
waste, packings, cartage, risk, moving, hoisting and fixing in the required position,
scaffolding, plant, ladders, platforms, supervision, profit and all things and matters
necessary for the carrying out of and for the timely and satisfactory completion of
the entire works contained in the Contract and Specification, such be expressed or
not.

7.2 All the materials to be used in permanent works described in this
Specification shall be taken as new.

Lump Sum Tender

8.1 The tender shall be "Lump Sum” for the carrying out of the whole of the
Works in conformity with the Specifications and Drawings.

8.2 Tenderers must include an itemised breakdown in their tenders and a
detailed & comprehensive Schedule of Works required and included in the tender.

8.3 The Employer will not be liable for any expense incurred by the Contractor
in connection with the measurement of variations or the adjustment and settlement
of accounts.

General Specifications

9.1 The Contractor shall be deemed to have examined the following General
Specifications applicable to this Contract:

@) "General Specification for Building, 1993 Edition” published by the
Architectural Services Department;

(b) "General Specification for Electrical Installation in Government Buildings
the Hong Kong SAR, 1998 Edition” published by the Building Services
Branch of the Architectural Services Department.

NGO is required to check the latest version of General Specifications and update
the above accordingly.

9.2 Allow for any financial obligations imposed by the Preliminaries of the
General Specification.

9.3 Copies of the General Specifications are obtainable from the Government
Publications Centre G/F., Lower Block, Queensway Government Offices, 66
Queensway, Hong Kong.

Leave Premises Clean

10.1  The Contractor shall clean off any dirt and clear any rubbish periodically
and on completion of works.
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Other Restrictions / Requirements

(To be specified by the NGO if applicable).

MATERIALS AND WORKMANSHIP

Material General

12.1  All materials shall be of an approved brand and type fixed and applied
strictly, in accordance with the manufacturer’s instructions and to the NGO’s
satisfaction. Materials shall be submitted to the NGO for approval whenever
required.

12.2  The Contractor shall submit colour and tint cards and all colour schemes
shall be approved by the NGO before the works is commenced.

12.3  The Contractor shall also submit a sample board of electrical accessories
proposed to be used in the electrical work for the approval of the NGO prior to the
commencement of the works.

Compliance with Specifications

13.1  Unless otherwise overridden by this Particular Specification or Drawings,
all materials and workmanship shall comply with all the relevant sections of the
General Specifications as stated in Clause 9.1 above and all the subsequent
amendments issued prior to the date of tendering.

SCHEDULE OF MATERIALS AND EQUIPMENT

The tenderer is required to state the type, model and make of all materials /
equipment proposed to be used in this Contract. The tender may be considered
invalid without submission of such information from the tenderer.

SCHEDULE OF DRAWINGS (if applicable)

(List the numbers and titles of all the drawings attached to this document).

DESCRIPTION OF WORKS

(Describe in details the works required to be carried out by the Contractor item by
item).
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SCHEDULE OF WORKS : -
(To be filled in by the Tenderer)

Item HK$

1.

2.

3.

4,

5.

n. Any works not stated above but
deemed necessary by the tenderer
to complete whole of the assigned
works, please specify item by
item. If none is inserted, no
future claim shall be entertained
and the successful tenderer has to
complete all works accordingly
whether mentioned or not at his
own expenses.

(i)

(i)

(iii)

Cost of Works to be Carried to
Summary of Tender
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Summary of Tender

HK$
1. Preliminaries
2. Cost of Works
3. Contingency (will be deducted from

Contract Sum if no extra work is
required by the NGO)

Total amount carried to Form to Tender
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(REEXRAETHSE )

FOR USE AS A DRAFT ONLY

Ref.

Messrs. (Name & Address of Contractor)

Dear Sir,

LETTER OF ACCEPTANCE

Contract No.

(Title of Contract)

| am pleased to advise you that your tender dated

is accepted in the sum of HK$

(Hong Kong Dollars

who will issue to you the necessary instructions to commence work.

Payment for the works will be made in full within thirty days of the
completion of the works as certified by the undersigned and on receipt of your final

account.

Yours faithfully,
On behalf of (Name of NGO)

Supervisor
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FOR USE AS A DRAFT ONLY

Ref.

Messrs. (Name & Address of Contractor)

Dear Sir,

COMPLETION CERTIFICATE

Contract No.

(insert title of Contract)

The Works comprising the above Contract were in my opinion, substantially
completed on

You should now submit to us your claim for final payment in the format as
shown on the attached Proforma Final Account. Subject to the prior clearance of all
debris from the site, the payment will be made in full within 30 days upon receipt of your
claim for final payment.

Yours faithfully,

On behalf of (Name of NGO)

Supervisor

Encl. Proforma Final Account
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PROFORMA FINAL ACCOUNT

CONTRACTORS” HEADED PAPER

Omissions | Additions

$ $

Amount of Contract
Omit: Provisional Sum for Contingencies
Add / Less: Net adjustment of variations

(Any variations to be authorised in writing by
NGO. Quote correspondence).

Total Omissions / Additions

Final Contract Amount

We certify that we have no further claim under this Contract beyond the amount stated
above.

Contractor Date

We certify that the works have been completed satisfactorily and that this payment is in
accordance with the terms of the Contract referred to in our letter of acceptance
ref. dated

addressed to the Contractor.

Signature of Supervisor of
Non-governmental
Organisation (NGO):

Name of NGO :

Date :
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RN

EXARsHE REEERRES
Form of Tender for the Supply of Furniture & Equipment / Services

Part |

The undersigned hereby offers to supply all or any part of the items described
overleaf with delivery term quoted against the date of a firm order at the price or prices
quoted free of all other charges and in accordance with any drawings and / or specifications
provided by the NGO. In so doing, the undersigned acknowledges that all items not
otherwise specified shall be in accordance with British Standards (or equivalent)
specifications where such exist; tenders shall, unless otherwise indicated by the NGO,
remain open for 90 days after the closing date stated above; and the NGO is not bound to
accept the lowest or any tender and reserves the right to accept all or any part of any tender
at any time within the period during which the tenders remain open. The undersigned
also warrants that this Company's Business Registration and Workmen's Compensation
Insurance Policy are currently in force and that the items which this Company offers to
supply do not to my knowledge infringe any patents.

Part 11
Reconfirmation of Tender Validity

With reference to Part | of this tender document, it is reconfirmed that the
validity of tender offered by this company remains open for 90 days.

The undersigned also agrees to accept the fact that once the validity of tender
is reconfirmed, the pre-printed clause specified in the company's tender form in regard to
this nature shall NOT apply.

Date this day of 200

Signature in the capacity of

(State official position, e.g. Director, Manager, Secretary, etc.)
Duly authorised to sign tenders for and on behalf of
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Item Description / Specifications of Quantity | Rate | Amount | Delivery
No. Furniture & Equipment / Services | Required | HK$ HK$ Term
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Application Form for Engagement of Authorised Persons/
Consultants for Lotteries Fund Projects

Please read the Explanatory Notes on Engagement of Authorised Persons/ Consultants for
Lodging Lotteries Fund (LF) Applications at Annex and the LF Manual carefully before
completing this application form, including the Standard Template for Invitation of Fee
Proposals.

1. Brief description of the service unit:

Name of Operating Non-
governmental Organisation:
Name of Service Unit:
Address:

Service Nature:

Contact Person and Telephone No.:
Email Address and Fax No.:
Commencement of Operation
(month / year):
Commencement of Subvention
(month / year):

2. Estimated project cost :
(Please tick the appropriate box.)
[1<%0.5m [1>$0.5m and < $5m [(J>$5mand <$10m [1>3$10m

3. Date of completion of last major renovation: (month / year)

4. Reasons for the application: (a brief description of the background, reasons and
purpose of this application to support the rough estimation of the project cost)

C1* will be
1 will not be
plan / cessation of service of the captioned service unit in the coming three years.

5. To the best of my knowledge, there reprovisioning / redevelopment

*please tick the appropriate box

Prepared by: (Signature)
Name:

Post:
Organisation Chop Date:

(07/20)
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Standard Template for Invitation of Fee Proposals
for Consultancy Services for Pre-approval Stage
[Please fill in the relevant information as appropriate]

[Sample Letter]
[ To be typed on paper with NGO’s letterhead ]

Letter of Invitation

Dear Sir/Madam,

Consultancy Services for
Lodging Lotteries Fund Application
[ TITLE OF PROJECT ]

You are invited to submit a lump sum fee proposal for the above consultancy services.

Your submission shall be made in accordance with the following enclosed documents :-
(a) Brief (Appendix 1);

(b) Fee Proposal Form (Appendix 2); and

(c) Letter of Anti-collusion Undertaking (Appendix 3).

Your fee proposal should be submitted directly to my office at [NGO’s address]
in plain envelopes on which the heading “Fee proposal for [title of project]” should be
marked, before [time], [date]. Late submissions will not be considered.

The time for completion of the consultancy services is [duration] days from the
date of commencement. It is anticipated that the date for commencement of the
services will be sometime during [month], [year].

After the consultancy services have been completed in accordance with the
Brief and to the satisfaction of [name of NGO] (the NGO) and the presentation of your
invoice, payment will be made within 90 days of the date of such presentation.

The NGO shall have the right to disclose to any third person, whenever it

considers appropriate or upon request by any third party (written or otherwise), and in
such manner as it deems fit —

(07/20)
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(a) the fees, costs and expenses payable by the NGO for engaging the selected
consultant; and
(b) the fee proposal submitted by the selected consultant.

The NGO is not obliged to accept the lowest fee proposal or any proposal made,
and accepts no financial liability for your costs in submitting a proposal.  In addition,
the NGO may reject bids which are considered to have been priced unreasonably low.

You are required to confirm in your submission letter that you agree to abide
by your Fee Proposal for a period of ninety (90)* days from the due date for submission
of Fee Proposal, and it shall remain binding upon you and may be accepted at any time
before the expiry of that period.

You shall submit a duly signed letter for anti-collusion in the form set out at
Appendix 3 to this letter. The letter shall be signed by a person authorised to sign
contracts/ agreements on the consultant’s behalf.

A site visit may be arranged upon request by the consultant to fully acquaint
himself with all conditions likely to affect the works and the services.

Your failure to comply with any requirement in this letter and the enclosed
documents may render your submission invalid.

Yours faithfully,

c.c. Social Welfare Department (Lotteries Fund Projects Section) (Attn: Project
Officer concerned) — w/e
Architectural Services Department (Subvented Projects Division) (Attn: SQS/SP)
—w/e

“ Subject to the agreement of Social Welfare Department, NGO may set a longer validity period,
depending on the nature and complexity of the consultancy assignment.

(07/20)
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Appendix 1
Brie
Description of Works
The site of the Works is located at :
Target date of Lotteries Fund application :
Scope of Works :
(Please tick the appropriate box.)
a. Project nature :
[] Renovation L] Lift [ Air-conditioning system (e.g. chiller)

[ Drainage L1 External walls [ Others :

b. Type of premises :
[ Public housing estate L] Private premises L] Self-owned
[1 Multi-storey premises (No. of storey: )

c. Area of premises : m?

d. Works area :
1 100% 0 <100% and > 75% ] < 75% and > 50%
0<50%and >25% [0<25%

e. Anticipated works:

Location Anticipated Works
(e.g. 3 dormitories, 5 activities | (e.g. painting wall and ceiling, replacing floor
rooms, 6 toilets, 1 kitchen, etc.) finishes, installing cabinets, upgrading
electrical works, gas installation, drainage
improvement works, etc.)

(07/20)
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2. Scope of Consultancy Services

[Note: NGO shall amend the following paragraphs to suit the required works.]

Stage 1 : Feasibility of the Works

a. Liaise with relevant government authorities, landlord, departments, utilities
companies, other relevant bodies and the NGO to obtain all necessary information
including drawings, specifications, site record, site survey, warranties, etc.
wherever they are available to the NGO.

b. Carry out site inspection and surveys to the existing buildings to obtain all
necessary information relating to the feasibility study so as to determine the
detailed scope of works.

c. Submit a feasibility report including but not limited to preliminary design,
calculation, schematic plan, extent of works, builder’s works, building services
works, diversion works, implementation programme, identification of any
foreseeable project constraints and risks, measures to reduce environmental impact,
etc.

d. Advise the NGO on the need for any special survey, test, investigation, diversions
of utilities, etc.

Stage 2 : Scope of Works and Cost Estimate

a. Define, review and finalise the scope of works for the NGO’s agreement.

b. Prepare a detailed cost estimate with itemised breakdown. If some works are
funded by the NGO, they should be separated from the works funded under the
Lotteries Fund in the estimate.

Stage 3 : Lodging Lotteries Fund Application

a. Prepare an application for grants in accordance with the Lotteries Fund Manual
published by the Social Welfare Department (SWD).

b.  Arrange and attend meetings with different stakeholders of the NGO (including but
not limited to SWD and its technical adviser) for the assessment of the application.

c. Respond, revise and re-design the scope of works and cost estimate according to
the comments from SWD and its technical adviser.

(07/20)
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Appendix 2
Consultancy Services

[Title of Project]

Fee Proposal Form

To : [Name of NGO]

I/We submit our Fee Proposal as follows:
Fee Basis : Lump Sum

Total Fee : (HK$ )

All out-of-pocket expenses including travel, photocopying, printing drawings, lithography and any
charges levied by the Government, utilities companies and other relevant parties, are deemed to be

included in the Total Fee.

Signed

Name

For and on behalf of

Date

(07/20)
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Appendix 3

To: [Name of NGO]

Date:

Dear Sir/Madam,

Consultancy Services for
Lodging Lotteries Fund Application
[Name of NGO]
for
[Title of Project]

Letter of Anti-collusion Undertaking

[1/We]*, [(Name of the consultant) of (Address of the consultant)] ?, refer to [my/our] *
Fee Proposal for the above Agreement.

[1/We]* confirm that, before [1/we] * sign this letter, [I/we] ! have read and fully understand
this letter.

[1/We] 1, represent and warrant that in relation to the Fee Proposal for the above
Agreement:

(i)  [I/We]?, other than the Excepted Communications referred to in the last paragraph
of this letter, have not communicated and will not communicate to any person other
than the Employer the amount of the proposed fee in the Fee Proposal or any part
thereof until [I/we] ! have been notified by the Employer of the outcome of the
bidding exercise;

(i) [I/We] ! have not fixed and will not fix the amount of the proposed fee in the Fee
Proposal or any part thereof by arrangement with any person;

(iii) [I/We] ! have not made and will not make any arrangement with any person as to
whether [1/we] ! or that other person will or will not submit Fee Proposal; and

(iv) [I/We]* have not otherwise colluded and will not otherwise collude with any person
in any manner whatsoever in the bidding process.

[1/We] * shall indemnify and keep indemnified the Employer against all losses, damages,
costs or expenses arising out of or in relation to any breach of any of the representations and/or
warranties above, including but not limited to damages for delay, costs and expenses of re-tendering
and other costs incurred.

In this letter, the expression “Excepted Communications” means [my/our] *
communications in strict confidence with:

(i)  [my/our] own insurers or brokers to obtain an insurance quotation for computation
of the proposed fee in the Fee Proposal;
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(i) [my/ourl 1 sub-consultants to solicit their assistance in preparation of the Fee
Proposal; and

(iii) [my/our]* bankers in relation to financial resources for the Agreement.

Signed for and on behalf of [name of the consultant]
by [name and position of the signatory]®:

Name of Witness:

Signature of Witness:

Occupation:

[Guidance Notes:

1. Delete as appropriate.

2. Where the consultant comprises two or more persons or companies acting in
partnership, joint venture or otherwise, this part in square brackets should be expanded
to include the respective names and addresses of such persons or as the case may be
companies.

3. Where the consultant comprises two or more persons or companies acting in partnership,
joint venture or otherwise, all such persons or as the case may be companies must sign.
The signatory for each of such persons or companies shall be a person authorised to sign
contracts on behalf of that person or as the case may be company.]

(07/20)
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Explanatory Notes on Engagement of Authorised Persons / Consultants
for Lotteries Fund Projects

Documents to be submitted

For engagement of Authorised Persons (APs) / Consultants for carrying out project
estimation and preliminary design work for the purpose of lodging Lotteries Fund (LF)
applications (hereinafter referred to as “AP for pre-approval stage”), the following
documents should be forwarded for endorsement by the Social Welfare Department
(SWD), in consultation with the Architectural Services Department (ArchSD) —

(@) duly completed Application Form for Engagement of APs / Consultants for
Lodging LF Applications, including the Standard Template for Invitation of Fee
Proposals (i.e. the draft bidding document);

(b) supporting information and documents (e.g. photos of the premises, existing layout
plans and drawings, etc.); and

(c) list of proposed APs / Consultants to be invited for the bidding exercise. NGOs
are encouraged to contact the proposed APs / Consultants for their expression of
interest (in written form) for submitting bids prior to the drafting of the list of
proposed APs / Consultants with their expression of interest.

Please note that the vetting of draft bidding document would commence only when all
the aforementioned documents are available.

Bidding Exercise and Appointment of AP / Consultant

(@) Upon receipt of written approval from SWD for the engagement of AP/ Consultant
for pre-approval stage, the non-governmental organisation (NGO) should use the
endorsed Standard Template for Invitation of Fee Proposals to commence the
bidding exercise. The bidding exercise should be conducted in accordance with
the provisions set out in Chapter 6 of the LF Manual, in particular paragraph 6.2.1
(Requirements on the number of returned quotations / tenders), Annexes 6.1
(Procedures on the handling of written quotations) and 6.3 (Tendering Procedures
for Furniture and Equipment and Hire of Services).

(b) Upon completion of bidding exercise, a recommendation report (including the
returned fee proposals and the NGO’s recommendation of the choice of AP/
Consultant for pre-approval stage) should be submitted to SWD, copied to ArchSD,
for endorsement prior to the award of contract. SWD and LF will not be
responsible for any financial commitment made prior to the endorsement of NGO’s
recommendation.

(07/20)
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Staff of the NGO participating in the bidding exercise should declare whether there
is actual, potential or perceived conflict of interest in preparing tender
recommendation. The declaration(s) should be submitted with the
recommendation report.

SWD will issue an approval letter to the NGO for awarding the AP/ Consultant for
pre-approval stage.

Upon the award of quotation / tender, the NGO is required to submit a copy of (i)
the letter of acceptance; and (ii) the contract documents to SWD, copied to ArchSD,
for record.

Payment Matters

(a)

(b)

Reimbursement of professional fees for lodging LF application would only be
recognised for successful LF application (i.e. the approval of the entire works
project).

Reimbursement of fees for AP/ Consultant for pre-approval stage should be
submitted after the approval of the entire works project. Please refer to paragraph
5.6 of the LF Manual for details of payment. No advance payment would be
processed prior to the approval of the entire works project.

Others

(@)

(b)

(07/20)

After the appointment of AP/ Consultant for pre-approval stage, NGOs should
closely monitor the AP/ Consultant in completing the project estimation and
preliminary design work in reasonable time frame.

When submitting LF application for the entire works project, NGOs should attach
SWD’s approval letter for awarding the AP/ Consultant for pre-approval stage
(paragraph 2(d) above) in addition to the documents which are normally required.
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Summary of Requirements for Allocation of the Lotteries Fund
for Project Implementation and Evaluation

Name of Non-governmental Organisation :

(Grant Code: )

evaluation as conditions for allocation of the Lotteries Fund (LF) —

(@)

(b)

(©)

(d)

(€)

the grant should appear as a separate item in the audited financial statement of
<Name of NGO>;

all procurement and/ or hire of service should be conducted according to the
requirement set out in the LF Manual;

<Name of NGO> should complete the projects within the approved time frame as
specified in the approval letter. 1f <Name of NGO> expects changes in works plan
or delay in project completion?, it should inform the Social Welfare Department
(SWD) promptly with justifications;

if supplementary funding commitments from the LF is required/ expected to be
required, <Name of NGO> should ensure that prior approval is obtained from SWD
before coming into any formal commitment with the contractor/ supplier. In
general, supplementary allocations could not be approved retrospectively;

<Name of NGO> should report the progress of the project to the Lotteries Fund
Projects Section (LFPS) of SWD by using designated form to be provided by the
LFPS, after one year of the grant approval, according to the following time frame —

(i) on a half-yearly basis according to the submission deadline as advised by SWD;

and

(if) upon submission of the final payment claim;

(f)

(i)

SWD may cancel the allocation, and/ or recover any payment already made to the
grantee, and/ or not to proceed with payment claims submitted, if any, if the approved
project —

is found out to have obtained other sources of finance with duplication in scope
of items approved in this project financed by the Lotteries Fund,

(i)  cannot be commenced within one year of grant allocation (i.e. procurement of

F&E and/ or vehicles for projects involving procurement of F&E and/ or
vehicles only, or engagement of AP/ Consultant for projects requiring
engagement of AP/ Consultant (please specify for the project));[ or

1 In this document, “completion of project” refers to completion of a project financed by the LF which could
be works projects or otherwise in nature.  On the other hand, “practical completion” is only applicable to the

works project.

A certificate of Practical Completion marks the point at which the Contractor has completed

his contractual obligations, and can hand over the Works to the client.
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(iii)  cannot be proceeded to the stage of works commencement within two and a half
years after grant allocation [i.e. engagement of works contractor for works
project] (only applicable to works projects above $500,000 only)]; [or

(iv)  cannot be completed within seven months (only applicable to works projects
not exceeding $500,000) .

<Name of NGO> should provide justifications and confirm if it could complete the
project within a time frame agreeable to SWD;

9) if exceptional authority in procurement has been invoked as stipulated in paragraph
6.3.2 of the LF Manual, <Name of NGO> should duly complete a return on the
details of the cases to SWD within the time frame specified,;

5T (h) [for works projects with AP/ Consultant only] the consultant should be required in

2022/01 the consultancy agreement, to obtain the prior approval of the <Name of NGO>
before issuing major variations.  For the following projects financed under Chapter
5 of the LF Manual and approved on or after 1 February 2016, they would be
regarded as having major contract variation(s) —

@) with tenders for procurement of APs/ Consultants invited before
10 August 2020 and the additional expenditure for the contract
variation(s) of a value estimated to exceed $300,000; or

(b) with tenders for procurement of APs/ Consultants invited on or after
10 August 2020 and the additional expenditure for the contract
variation(s) of a value estimated to exceed $800,000.

Similarly, <Name of NGO> is required to obtain the prior written approval of SWD
before granting approval to consultants to issue major variations for which <Name
of NGO> intends to seek subvention on the costs;

(1) <Name of NGO> is required to complete the project, finalise the project account (if
appropriate), and submit final payment claims to this Department within the time
frame specified in the approval letter/ in accordance with Annex 5.4 of the LF
Manual; beyond which SWD may close the project accounts unilaterally;

()] [for all works projects]
before finalisation of project account [for projects with AP/ Consultant]/ at the time
of submission of final payment claim [for projects without AP/ Consultant], <Name
of NGO> should -

(i) confirm if (1) it complies with agreed deliverables of the funding allocations
(e.g. number of service places to be provided, etc.) and (2) a reasonable
environment is provided for satisfactory delivery of social welfare service;
and

(i) provide photos showing the physical conditions of the premises before and
after the works to illustrate the works done, including but not limited to all
supported items after the completion of the project. SWD may arrange site
visit to ensure the satisfactory completion of works with respect to the
standard required for provision of service.

<Name of NGO> would be required to take rectification action and/ or provide
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justifications for any variation in deliverables for consideration by SWD;

[for procurement of furniture and equipment only] upon submission of final payment
claim, <Name of NGO> should provide a list of F&E purchased using the LF grant,
with breakdown of the corresponding categories of the items purchased with
reference to the “Reference F&E Lists” for SWD-subvented services on SWD’s
homepage, quantities purchased and monetary amount involved for individual items;

[for purchase of vehicle only] upon submission of final payment claim, <Name of
NGO> should provide a copy of the vehicle registration document of the new
vehicle;

the LFPS may conduct walkthrough test on procurement procedures for projects
financed by the LF before project account closure. <Name of NGO> is required to
retain proper records and provide information required to facilitate the completion
of the walkthrough test, if selected,

[except for experimental projects] the service unit concerned having received
allocations from the LF should remain in service after completion of the project (i.e.
practical completion for works projects and finalisation of project accounts for other
projects) for at least three years. Within the period, the works items financed by
LF should not be demolished, unless with special approval from SWD. As regards
F&E items, they may only be disposed of if they are unserviceable or if they are
surplus items. In general, F&E items purchased within five years are regarded as
serviceable;

within three years of completion of the project, SWD may conduct checking to
confirm that the agreed deliverables are maintained and the items funded by the LF
are put into use as planned/ agreed. <Name of NGO> is required to provide
necessary assistance to facilitate the completion of checking, if selected,;

the books of account and all other relevant records and information related to the LF
grant should be retained by <Name of NGO> for at least seven years after the
completion of the project or release of the final payment or in accordance with the
prevailing statutory requirements, whichever the longer. These books and records
should, at all reasonable times, be available for inspection by any authorised staff of
SWD and the Audit Commission;

[only for projects for which SWD requests post-project evaluation] <Name of NGO>
should submit a post-project evaluation report and/ or satisfaction survey of
stakeholders on the project —

(i) (for existing service(s)) within 12 months of practical completion of the
project; or

(i) (for new service(s)) within 12 months of commencement of service of the
unit(s)

to assess the cost-effectiveness of the project. SWD will liaise with <Name of
NGO> on the contents to be included in the evaluation report nearer the time;

[for capital construction projects funded by the LF involving self-financing services]
<Name of NGO> must commit to contribute not less than 10 percent of the total
capital cost financed by the LF on the self-financing portion to the LF, or to top up
an amount not less than 10% of the total capital cost financed by LF on the self-



B4 6.8
(%6 414 H)

financing portion for the above-standard facilities of the project;

(s) [for projects involving self-financing services] the project/ service in question
should be in operation for at least three years for fitting-out and F&E projects, and
at least five years for construction projects after completion of project (i.e. practical
completion for works projects and finalisation of project account for other projects)
[or for a longer period as agreed between the NGO and the Service Branch of SWD].
SWD retains the right to recover full or part of the allocation made if the project/
service in question cease operation before the periods specified above. Serious
non-compliance with this requirement would be duly taken into account when
considering <Name of NGO>’s future applications involving self-financing
services;

(® [for projects involving self-financing services] <Name of NGO> should comply
with project/service-specific requirements and monitoring arrangements by the
respective government department(s)/bureau(x) concerned (e.g. admission criteria,
level of fee charging, other standards such as schedule of accommodation, technical
schedule etc.) (please elaborate and specify);

(u) <Name of NGO> is required to make general acknowledgement in its annual report
of the financial support received from the LF. Reflecting the LF grant received as a
separate item in the audited financial statements is a requirement for accounting
purpose;

v) [for projects involving construction/ renovation/ fitting-out/ purchase of furniture
and equipment at an amount of $1,500,000 or above] <Name of NGO> should install
a commemorative plaque in a prominent place within the premises of the facility.
The plague should be of a reasonable size of not less than 40 centimetres x 80
centimetres and inscribed with words honouring the contribution of the Lotteries
Fund to the premises or facility/ facilities within the premises, such as “This Home/
Centre/ Hostel was built/ renovated/ fitted-out/ furnished with the contribution of the
Lotteries Fund” in Englishand " A% / .y | [EEEHRE5EAESBRE
gl L OB L EE I KE I BRESREEM > LIRS, in

Chinese; and

(w) if <Name of NGO> intends to name the premises/ facilities on the premises funded
by the LF after its donor(s), <Name of NGO> should (1) seek prior approval from
SWD and (2) <Name of NGO> or its donor(s) should contribute towards the portion
of the project financed by the LF, irrespective of whether the services to be provided
on the premises/ in the concerned facilities, as appropriate, are self-financing or not.
For detail requirements for naming-after an LF-funded projects, including but not
limited to the amount of naming-after contribution required, <Name of NGO>
should approach SWD well in advance.

Depending on the severity of non-compliance with the above requirements and/ or those in the LF
Manual, SWD reserves the right to claw back the allocation from the LF from the organisation, and/
or suspend processing payment claims, and/ or revert the unspent balance of the LF grant to the LF.

Social Welfare Department
<Month & Year>

(01/22)
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Undertaking to
Approval Letter for Grant Allocation from the Lotteries Fund

From:  <Name of NGO> To: Director of Social Welfare
(Attn: <Name and Post of Project Officer>
Lotteries Fund Projects Section)

<Description of the Project> for
<Name of NGO>
<Name of Service Unit>
(Grant Code: 35141-XXX-XXXX-XXXX)

I/ We acknowledge receipt of your letter dated <Date of Grant Approval Letter> on
the captioned subject (“the Letter”) and the content of which is noted.

2. Having read and understood all terms and conditions of the Letter, I/ We hereby confirm
that our organisation, <Name of NGO>, accept your allocation of a grant not exceeding <Grant
Amount> under the Lotteries Fund to meet the cost of <Description of the Project> for <Name of
Service Unit> (<Address of Service Unit>) and agree to be bound by all terms and conditions set out
in the Letter, including the conditions and requirements in the Lotteries Fund Manual, the
requirements for allocation of the LF for project implementation and evaluation as set out at Annex
2 to the Letter [and also the requirements as set out in the list of supported items at Annex 3 to the
Letter].

3. I/ We hereby acknowledge and agree that the Letter, the requirements for allocation of the
LF for project implementation and evaluation and this undertaking, constitutes a binding agreement.

4. I/ We are duly authorised to bind <Name of NGO> by my/ our signature(s) herein.

(Organisation Stamp)

Signed by Signature(s):

Name(s):
Position(s) Held:

Date:

[Please sign this undertaking and return the original copy to Lotteries Fund Projects Section by
registered mail or by hand within seven days from the date of the Letter.]

(07/20)
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