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Reference Furniture and Equipment List for
Outreaching Teams for Ethnic Minorities

4GS Child-care Equipment

o SAFAHEL buggy/stroller « /NEBVEEE plastic
apron for children
o U feeding / milk o YU HTEES milk
bottle bottle sterilizer

*

*

=1 high chair

BI/KE plastic bib

e RIF L% | HpRME Air Purifier / Dehumidifier

e Audio-Visual Equipment

¢ EDUIRIUE blu-ray ¢ VCD/DVD i
player | $%52t% DVD/
VCD player / recorder
o BRSTE R ¢ ST radio
multi-media projector
with screen

o I television

*

LG5 Hi-Fi system

(= FIAE)
screen with tripod

Tt | FHEESE% Camera/ Portable Video Recorder

+ BB digital o TIEBEEHEA

camera portable digital video
recorder
BERE &% PA System
o 5EEES amplifier bRl (JREsh/FEFG) ¢ SEEES microphone
mlcrophone (floor / mixer
table type)

NG R ¢ FIRREERS

mlcrophone stand portable PA system

fELRLE wireless
microphone

PRz Rapid Floor Dryer

& / ZXf& Cabinet/ Cupboard / Wardrobe

*  PRUEMNE/ e/ $EAE o o] REEYE
bedside cupboard / cabinet with safe
cabinet / drawer / locker

o BEIUERE R SAVAR
cupboard for PA
system

* {44 filing cabinet

BRI E A i
cupboard for AV
equipment

ATt/ A PR TR
storage cabinet /
cupboard with door




8. fa+ / #ifk Chair/Sofa
o HEEFHRT o EERFRVRE (AR o EBfE/ATEREIRE T
armchair VEBISHF TR E folding / stackable chair
Z () arm free
chair (for computer /
typing / guest)
+ fiifb sofa
9. MAANZEFREKFEH Office Furniture and Equipment
o =JEf% calculator o FHLHS cash box o HEg# clock
o TRZEZE umbrellastand o EEEFTFHE * [EET exhibition/
electronic typewriter display board
o ST file tray o TRGEHEZRAMS ¢ $HELFE key box
first-aid box with
supplies
o EERE laminator o BEMEEMR magnetic o JEEIEMEER movable
white board magnetic white board
* PJJafkt#% paper cutting o [RAKA% paper * =2E[I1% photocopier
guillotine shredder
o EJE[I#%ZE photocopier ¢ E[I& KZEJE stamp
stand pads and chops
10. ZE Shelf & Rack
o I FIZE newspaperand ¢ 2 FHIRZE shelf/rack ¢ FAZZE form rack
magazine rack for various purposes
11. f& Table
* FG¥ERG side table o Z8J1 coffee table o wEEfE conference
table
+ FBf4 folding table o ¥/ office desk
12. SEEFEEEEHS Cleaning Equipment, Utensils and Materials
+ FF bucket o KIIAF garbage o JNBUISEAE litter bin
bin
* IEEf% vacuum cleaner
13. PRV E KB4 Protective Gears and Accessories for Infection Control
14. PBHEEE%H Infection Control Equipment

o DUEEERE)AY E Bl
JER R B 25 AR 1A
liquid soap/alcohol
dispenser with sensor
(battery type)




15. EiEEEH Computer Hardware
» A5 computer o R LEEAE desktop o ZTHEEFTEIGE multi-
monitor computer function printer
* FTEOHE printer + fmliggs scanner »  fAfRES(EPE/ TP =
FE) server (entry level,
mid-range level, high-
end level)
16. ‘EBig#k{4: Computer Software
17. JfE¥BEES Peripherals
o YNETERE USB external o (FEIEZCHZREME USB
disk flash drive
18. #8%%EE T Network Product
o RyBRAS SRR AR/
4Ez& %% installation of
data line/network
cable for computer
19. BIEH Appliances for Kitchen
* BH% blender/ food o FEWLNE induction e FZNE microwave
mixer cooker oven
+ EHE refrigerator ¢ HZE4F vacuum * JE/KES water filter
cooker
20. REIEMAE Kitchen Utilities
¢ fi5fk chopping board  « E&FE cookware/ ¢ §£#% fast food tray
cooking utensils
o BYNTERZS food o LRI ES seasoning o & H tablewares /
containers set container dining utensils
o (RAEYEE thermo s (FBESEE thermo flask
flask for food for soup
21. FOKMIEHE K FIE Appliances and Utilities for Pantry
o EBEI/KEE electric kettle o Z5E. tea set o [FOHZEEE thermo flask
for tea
22. Bkes%fE Equipment for Health Check

o BIEA BT 4LIMNR
feom=t clinical /
electronic / infrared
thermometer




23. §& (%) Curtain (including Installation)

* 7%iB& window curtain

24. HEEfFHS Decoration Items

o EGUH#ENE picture with
frame

25. [tk Partition

o AREEIE R

movable partition

26. FE REE Signage

o EZHBRR - FIO
HER# plastic sign for
door, book shelves

27. EE - Bt R2EER Books, Magazines and Reference Materials

28. FANEEIHMS Outdoor Program Equipment

o FiEREES

loud hailer

29. HPHE%ME Fire Fighting Equipment

o BOKEEEN —E4bhR K=)
fire extinguisher (powder / CO2 /
water)

30. HEM - BiE - A% (BFEZ4E) Facsimile Machine, Telephone Set,
Telephone System (including installation)

31. JRENESE Mobile Phone

o SFEEREEE WERBES
cell phone smart phone
32. TE Tool
* ff ladder o THFHETHE tool

box with tools

33. FEE Trolley

o FHEH cart

#EE Remarks

(1) BEeHliBhe e FEE Yo R ) -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).

(2) &R NI R B REe g2 o
The furniture and equipment (F&E) items listed under each category are meant for
reference.

() FEBUMTHIEIEE R B REe s T LR RA -

4



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

principles in purchase of F&E items —

() PTiEENIZRE KA Rttt GefZ R T o E AR - Rowe EF TR -
P E R B G N BB A RS A IR E R AR 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) FRBUMTEHE A FERS S8 2 BEE N 52 B R i - TR E R E Rl - 210K
ZFVIAE » DUGEEERSESES
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) TEMEERHE Maxffliy - HEE M FRIAPIZOR ~ B (@ FERfriyE—E © K
due consideration should be given to legislative requirements, occupational health
and safety, and environmental friendliness; and

(d) WFEHIANRE G BEBEEANRE 2SI EH - —
RIS - BMAFEANBENR B RGN G8EF -
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.

(4) FRBUMTRRETE E &R R - AR &R R T RZA B BRI E I aBUR -
TAE  F55 | AR o TRIBTESRHUE 508 B 0UHE i » (Re&RHT A e &SRR Ak
G R ER UGS (R N BB
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.

(5) DABEZRELE RS ARSI FREAY )M - FENN B35 oRavisil - B g~

RSN - S AFEERY)mEC sk M ECE S50 - th e BRI R ek
B IAT) - N HIEERY) e skl e/ EE E S sl R B S W I ETH EH R
MHRAEY (F A K& H2ER) NEEY 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.

(6) FESHEHAMAHRASCSRAIE RHERB BN AERE » RER 0 tFE (DR EH
FyAE) o [ARF - NGB RN - ARAMRSELUKR A B A RS 5 B HIEC 8k &R -
JE R BB E G R S s T BB R N 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.

(7) FRBUMRRE AR T BT TAF - STIL S NEE IS DA RIEEE - ERE ST
TEBREC IEEIITT Ry o MEHECRFTIRTEAVECER PISE ~ FFaARIAEME -
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.



