Eft2%
For Reference Only
RENRHEHSER - BRI ERGCERS

Reference Furniture and Equipment List
for After School Care Programme for Pre-primary Children

. IR~ BE KAEBEF S Bed, Beddings and Accessories

+ BfE Blanket Cover * JEFER Nylon bed + fBE Pillow
(for child) (for child)
+ & Pillow Case ¢ Eri# Towel Blanket + FEf Wool Blanket
(for child)

. HNFEEEGHE Child-care Equipment

o /NERBEE®E Apron for Children (plastic)

. 2RI RER% Air Purifier / Dehumidifier

. EEEM Audio-Visual Equipment

¢ T 07 o ZUEEEEYH smart
multi-media projector with 70” screen television

. ERE &% PA System

o GEEES N ARTK Amplifier with wireless microphone

. EBEENE Radiator

¢ FEBENE Radiator

. BREEEZHA% Rapid Floor Dryer

o PRz rapid floor dryer

. BESHE Ventilation

+ Wik JE exhaust fan *  HUHER% exhausthood o JEHPEE floor type fan

. 12045 window-type air conditioner
*

. M&/7XH& Cabinet/Cupboard/Wardrobe

A e gl A5 S A ¢ ek * JEENTTEZE
4-drawer steel file audio-visual cupboard movable toy shelf
cabine

o BTVIRE | AFIAYETHIRE storage cabinet / cupboard with door




10. &+ / fitfk Chair / Sofa

* JGHBRFIGT o EAFRE children chair o Y, \NZ=H office chair
arm free chair
* fifk sofa * ARG stackable chair

11. 3NV EFR B R Office Furniture and Equipment

L 4

* GIEME caleulator  « MYTEHESENETRER
calculator with Printer

FH 4%5 cash box

o i door mat o ST{RE file tray * SRFEEZR S
first-aid box with first-aid
equipment

* JHRLFE key box * B laminator * WEMEER
magnetic white board
» CEENGMEAR + &Rl notice board * DA%
movable magnetic paper cutting guillotine
white board
* TER4EH% paper * =2EI1% photocopier * EEI1%ZE photocopier
shredder stand
+ TRZEZE Umbrella * HEZ#E wall hung clock
Stand
12. 28 Shelf & Rack
o FHRZE form rack * BRF4kZE M-Fold Paper * #;H|ZE newspaper and
Dispenser magazine rack
+ 21 shoe rack * #EZH steel bookshelf
13. #& Table
+ GEAG children » Z&J1 coffee table + &J8#A long folding
table table

+ p/\ et Office Desk

14. FHR R EEEEA M Cleaning Equipment, Utensils and Materials

* # bucket * KAk garbage bin * JNErRAE litter bin

* IREERE vacuum cleaner

15. BHEELE%ME Infection Control Equipment

¢ DIEEREHHY H EIEL o [E#E apron » JHERKE insect trap light
JEHEE SR alcohol
dispenser with sensor

(Battery-type)
+ HURA% liquid soap o BLENESE toy sterilizer
dispenser




16. ¥ =% Appliances for Kitchen

* R blender o CETHEERZNE double-hob ¢ ZFAHTEZREE electric
induction cooker food steamer (domestic
type)
+ TENEIE electric oven o @i food scale * WCRiE microwave
oven
* ZEifiE refrigerator o EEERE rice cooker * EEZESMECT steamer
(electric) accessories

s FERPHE Waffle
Machine

17. B¥ERE. Kitchen Utilities

*+ FE AR HMHHA cooking + #H. dining utensils
utensils

8. FI/KMIERMH KA Appliances and Utilities for Pantry

* BX7KFE drinking pot o EE/KIE electric kettle * JiH Tea Set
* WOKES water * JE/KES water filter
dispenser

19. BBf@s%fE Equipment for Health Check

* EHRET electronic o STHMNGESE=L infrared
thermometer thermometer

20. & (EZHEE) Curtain (including Installation)

* Z5E& window curtain

21. Btk Partition

* {KJ=ZlE low partition

22. BrYFH A Storage Equipment

* BrHFE toy box

23. HI.E Toilet Accessories

o SAEEALFERFEEE potty with cover

24. F TS Arts and Craft Equipment and Materials

¢+ FT % handicraft materials




25. GrEL R R AERRERE Toys / Games / Chess and Related Facilities

o SEBIIEE o ERBE o ZELiE didactic
mat (for activity/ constructional play play equipment
play) equipment

+ AIEITA + = [FIrHE table toy
imaginative play
equipment

26. ZFMERET|SkEEBhESHS Teaching / Rehabilitation Training Aid and Equipment

o FflEEBN#s4, teaching aid and equipment

27. MBS Fire Fighting Equipment

* JHOKFE fire extinguisher

28. EHEM - BiE - BEEAK(BHIEZLE) Facsimile Machine, Telephone Set, Telephone

System (including installation)

o ([HE4IEE facsimile B
line installation

* EEEh (E4REEE) ¢
telephone installation
(main line)

{EHE % facsimile
machine

B sh telephone set

© Wk (NEEE)

telephone
installation
(extension line)

29. FiENEELE Mobile Phone

* BEEVRENEESE Smart Phone

30. TR Tool

¢ gk (—iEE) .
aluminium ladder
(general ceiling)

T E45% T E tool box
with tools

Ry

I}

=] torch

i

31. FHEE Trolley

¢ FHEHE cart .

H&Y = shopping trolley

32. EigEA Computer Hardware

* FEREEEL computer .
monitor

* JFliiEs scanner .

ZRet T EIR R ElI
(HELRERZE]) multi-
function printer /
photocopier (photocopier
for black & white only)

Al AR =3 ({ECFE) server

(entry level)

e T A
notebook / desktop
computer

S EERS tablet
computer




33. Bk Computer Software

* ESEE (BA) o CHEEEE A B ¢ B RomE
computer software = FEly ~ FgE - EE) teaching and
(basic) FLE « HRI4E learning messaging software

software for languages,
arts, music, sports,
sciences, encyclopedia

34. [E¥EEE S Peripherals

o YNERERE USB
external disk

35. #9%&EETm Network Product

= s e 10 * IARAEASEL A (BRHIES ~ St Es R R R
(&E#8) installation of 22) wireless network equipment (i.e. router, repeater
data line (boardband) & wireless extender)




HisF Remarks

1)

(2)

3)

4)

()

G2 e I EIRE A Yo KR EY) i -
Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).

BRI MRS IR B R iE 25 -

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

FEBUR RIS E R B R A8~ LU R -
Non-governmental organisations (NGOs) are reminded to observe the following general
principles in purchase of F&E items —

(@ P EMNRE KA R SR F 20 rT RIS - Rom e EIFRRE - Fir
BN R B S H N R B ARG B IR E A 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)  FEBUMEIE A FERE R B S BEE TN R B ek - FEREE o B RGEEiT » JHI0KE
FWrARTE » UGB SRR S
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);

(©) TEMERE KR - FEE M EIAGIEOR - Bz FERIRIIER- © K
due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and

(d) AIFREBBVEHIRE R - BEEERBVANRE S HE A EM - —RimsE
BT FNEEN R B R i GBS -
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.

FEBURF T B BRGNS - IR &R R TR R BRI SEE IGEER ~ 15
R~ F5G AR - IBIEERHUE $0E E VIR » (Re&RHT A e E R RG RS H R )
TEARAEAE AN ERE RS -

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.

PL8E 5 B e i A BIRIERERY m - B BfE FotaviElt - WAEE
HEgfRrnkBeWaEHE/AN > ZAFEAY - skMEEEZSLM -
Gt A TR S B IR BUR A (AR A7) 0 B H IR AR A Y i EC Bk AT R/ BB E S
s sRBE &M E T H NN ( REKEHSEFR) NEL "B

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)

(7)

RS ECHA R ECRR AT A REIR I AR E - (R D e (DI EE X)) -
[EEF - PNEEFRIN - ARIRELRFTE EMA RS SHVEst ER » TETTRERE
it M EE AR R E T AR AN LR -

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.

FEBUFHRE AR BB TAF » ST LN EE S AR E 7 - AR ESE EER
WA TEENITR » WHERFTIRERVELEE AISE ~ A ERAFRFE -

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.



