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FKEKRHESER - BRIEAIE TS

Reference Furniture and Equipment List
for Social Work Service for Pre-primary Institutions

72 RIFA LA | FiRi% Air Purifier / Dehumidifier

¢ ZERGFLIE ¢ FRPE
air purifier dehumidifier

B 888 Audio-Visual Equipment

¢ SRS R
multi-media projector with screen

ERE 45 PA System

s B SmARTK
amplifier with wireless microphone

PRefaz % Rapid Floor Dryer

¢ PREREZIE
rapid floor dryer

WEELH Ventilation Equipment

¢ HOFLRwindow- ¢ FHEFE
type air conditioner portable fan

& / 7<HE Cabinet / Cupboard / Wardrobe

* MEfh S LI [ FAEHE

4-drawer steel file / form cabinet

f&F | 4k Chair / Sofa

¢ PR ER * FEf AR T /b

office chair folding / stackable chair sofa
mANEFRE KM Office Furniture and Equipment

o ZJEERE o SRR AR P2
3-layer letter first-aid box with first-aid umbrella stand
tray equipment

* BMEER o BINEWEIME (B 4 i
magnetic S HINE B EfminT paper cutting guillotine
white board ElIH%)

multi-function machine
(B/W copier/ fax/ colour
scanner/ printer)
* BHELAE s i
key box wall hung clock

S B

calculator




9. ZE Shelf & Rack
* RARRE s TR s KREH
form rack newspaper & magazine wooden bookshelf
rack
10. & Table
¢ L s RiEfG ¢ AR
coffee table long folding table office writing desk
11. FEAEEEZEAM Cleaning Equipment, Utensils and Materials
* T ¢ NLIRAR * IRZREERE
bucket litter bin vacuum cleaner
12. PR Infection Control Equipment
s PR
liguid soap dispenser
13. BIE#%M Appliances for Kitchen
o PHOENE
microwave oven
14, ZE/KRI%E B FHE Appliances and Utilities for Pantry
¢ RHE ¢ BUKES
tea set water dispenser
15. HEEmms%fE Equipment for Health Check
o LR FAISIE R TR
smart bluetooth infrared non-contact electronic thermometer
16. B (EZZEE) Curtain (including Installation)
.
window curtain
17. B§# Partition
R BT
low partition
18. FyRKEE Signage
o EHEHBRE - FIOER
plastic sign for door, book shelves
19. FANEEIA S Outdoor Program Equipment
o FIUETR o FITLESH
loud hailer walkie-talkie
20. JM[FHE%#E Fire Fighting Equipment

¢ BCOKTE (R

fire extinguisher (powder)




21.

HEM - 85 - BEEAREREEE)

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

s HEGHEER ¢ [HER ¢ BEER-NGREEHE
facsimile line facsimile machine telephone installation -
installation extension line

o EE ¢ HERL-FEHEE
telephone set telephone installation -

main line
22. JREfESE Mobile Phone

* BEEMENES

smart phone
23. T.H Tool

s $ath ¢ THHETH

aluminum ladder tool box with tools
24. FHEE Trolley

¢ THEHEH

cart
25. EBfSmEA Computer Hardware

* FTEDH ¢ FoEAN R FER
printer notebook / desktop

computer
26. EBIS#E{H Computer Software

. AL

computer software

27. #8z&E S Network Product

» RyEERGZEE * IARAGLE R IR
Bz 4R (P& Has ~ HEHEEES KA
(HHH) RN Rs)
installation of wireless network
data line equipment (i.e. router,
(broadband) repeater & wireless

extender)




HisF Remarks

1)

@)

(3)

(4)

()

G Eh S s I EIE E M ) i K BV EEY )0 -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).

BRI AR B st s -

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

FREUR R E R B /A T LA AL -

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

(@ FTEEMNRE A R e A E 2 RIS - Rom e B EFREE - A
WEEIR B RGEH N ER ARG B IR E R E 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)  FEBUNHREREA MERE B 8 2 B S 5 B st - (R R R B Gy > AR EE
FIVAEFME - DUGERME RS ESE

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);

(€ 1EREESE Gy - ZHEE S RIAGIEK - B2 @ FOR IR © R

due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and

(d) AIFERBANIRE G - BEESBRBANRE S HE A EM - —Rins
BT FNIEEN R B R i TS -
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.

FEBUN TS E ERNRHRG A - fE &R IR T HZH B RIS EVABUR ~ 1
A~ F55 | RARR - TESIEREUC 493 E IV - (ReE R e B ARG R IA A 4R
IEARAEAE F AR ER B -

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.

PLE 5 B e B A BRI Y m - B BfE oty iElt - WAEE
HgfErnkEeaH AN L AFEAYLIRMEEESLM - 1t
G 1 A F IR SR JE BUF A (A0 R 1) o 0 HIE R ) an B0 Bk T R BE E S
SO S i ETHEH B ( REKEKESHER) AMBH "R

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)

()

MRSH B EA AERAEC S A E R HEIRIR E O EAERERE » IRV CFE (DI R B2 ) -
[EEF - AN - AR LU P A RSB SRt foE R e R R
it e L E T B AR 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.

IFBUMHER R B T EH TR - F] I e WEVE B AREEE - AZE G R
BN IEERT R IEORATIRIEAVECER AT SE ~ T ARAERME -

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.



