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For Reference Only

REKRESER - BEKBIEEETIFRE
Reference Furniture and Equipment List for Cross-boundary and Inter-country
Casework Service

1. ZZRSM B HRM Air Purifier / Dehumidifier
2. ek Audio-Visual Equipment
s BB blu-ray ¢ CD/IMP3#Ejitt&% /  + VCD/DVD fEJi%

player $% 1% CD / MP3 | $%&4% DVD / VCD
player / recorder player / recorder
¢ HEECH HI-F ¢ REATEEUELCD ¢ BHEGR oI
system projector multi-media projector
with screen
¢ ST overhead o TIEESHTEMK *+ Wt radio
projector portable overhead
projector
¢ RR(HEIA) o R AIREE R + {3 television
screen with tripod screen / folding screen

3. ETHRKEEAH Audio-Visual Materials & Accessories
» EEIEGIEEWE ¢ CDs/DVDs/VCDs/ ¢ Hf& headphone

IR R blu-ray discs Bz t:hi
AV /TV/HDMI/
Hi-Fi cable

4. ‘BrEfEzHi% Rapid Floor Dryer
5. f&/4XH& Cabinet / Cupboard / Wardrobe

*  DREEME i/ R + i cabinet + A _ESRATYIME cabinet
bedside cupboard / with safe
cabinet / drawer /
locker

¢ RRZESIHE card s BEiGeEsEIE o BERUERB ARG
index cabinet cupboard for AV cupboard for PA

equipment system

o WE5IHE display o SCfRIFSHE filing /¢ SCEFHE pigeon-hole

cupboard form cabinet cabinet

s WPIREIETIRIRY) + AKHE wardrobe
fi& storage cabinet /
cupboard with door

6. FF/Mifk Chair/ Sofa

s FAHTFHIRET s HERFHUR (Bt ¢ &5 benches
armchair TEEBRS/F T FIFEE
Z ) arm free

chair (for computer /
typing / guest)




o E1FEKS children chair

* I foot / step stool
* fi{k sofa

*

*

>

Z44 dining chair

W\ 2= office chair
1~ stool

I EVEIE G
folding / stackable
chair

- roller stool

7. ¥RNEFRE K Office Furniture and Equipment
o ZCERHIEE AL + =21 pookcase =32 bookend set
attendance board
+ 277 bookstand o ={Eif% calculator BHENEEATE T E %
calculator with printer
+ IH4FS cash box + [EZE chart holder H¥ 4% clock
+ FRZ4xZE umbrellastand < #f7# door mat EENF 7% electronic
typewriter
s EBER ¢ A file tray =R E R
exhibition/display first-aid box with
board supplies
¢ FHEBU)EES foam ¢ #HELFS key box 2% laminator
cutter
* [Z%H letter box * (S(H-ZE letter-tray $EE locker
* WM EAR magnetic o EESRLME AR sEENAE B IR
white board movable magnetic movable / standing /
white board wall mirror
s Z=7RMK notice board  « GEREHE numbering i\ = 132 office scale
machine
* {J)2fk1% paper cutting  * TER4EH% paper shredder =2 E[1#% photocopier
guillotine
o SZF[If%Z1 photocopier * (EZ&#E54H residents' E[l & K EJE stamp
stand names board pads and chops
+ FTIEH% time card
machine
8. ZE Shelf & Rack
+ =71 phookshelf *  [EZEFESZE book H}¢ZE clothes
display rack hanging rack
* FRFIZE newspaper and ¢ HEEEYIEZE plastic EENRTET A ZL/ME
magazine rack shelf with castors movable toy shelf /
cabinet
* L HRZE shelf/rack + #E28 shoe rack
for various purposes
9. #& Table

* FHIEHS side table

+ ZXJ1, coffee table

PREEFG bedside table
TR = computer desk

Ed#&F& children table

@rEgfs conference
table




* fHJ1 corner table
o Wi/ office desk

* &4 dining table
+ RHEEAE reading table

o MEAPRKERAGET
T {E44 work table
with formica top

+ B4 folding table

¢ STEEFIRNE)

study desk (with
bookshelf and lamp)

10. FEEAHEEEA M Cleaning Equipment, Utensils and Materials

+ f% bucket * HIOEEM T EA
AR/ T iR
flooring machine /
industrial floor
polisher / waxing

machine

s T EFUREERE o JNETELAR litter bin

industrial vacuum
cleaner

* 7 EEF% vacuum

cleaner

* iR washing basin

* KIrHHE garbage bin

Ht$ mop

HZ. 5 W FH IR EE % wet
and dry vacuum
cleaner

11. BhEiEsS Infection Control Equipment

* JRIRE electric insect ¢ ffif &% B insect trap
killer light

* [z @249 mosquito/
insect screen

* k7 ES mosquito trap

DAEE A BaEh Y 5 #hEK
FEAS R BB 2 AR 1A
liquid soap/alcohol
dispenser with sensor
(battery-type)

JE 1% sterilizer

12. ZEf$HE#: Computer Hardware

* FERKSAEEL computer
monitor
notebook computer

* PAREERE tablet
computer

+ = FEERE desktop
computer

* FTE[I% printer

s fAlfRas (PSP
FE) server (entry level,
mid-range level,
high-end level)

ZIRET T EH

multi-function printer

FRHH 2% scanner

13. By Computer Software

s e anti-virus & ¥EAE HE R

office automation

RAF 240

operating system




14.

&8 S Peripherals

* SNERARE USB * [EECHER USB
external disk flash drive

15.

4ga&#E 5 Network Product

¢ REISZAEIRG e
4g42 45 installation of
data line/network
cable for computer

o dmaREHIRIEREES .

wireless extender

HY4E<THAEE network ¢
switch

RGNS e

wireless repeater

AR AR S s wi-fi

router

16.

FooKE et ke FHE Appliances and Utilities for Pantry

o BASI/KF/KES bottle ¢ @RUKEE drinking pot  #
for cold water

* JSH teaset o ZEE teaurn .

* E/KEE water boiler * JKf#% water dispenser ¢

7K EE electric kettle

=

FoEZEEE thermo
flask for tea

JE7K 2% water filter

17.

BBkt Equipment for Health Check

*+ [MFEEZT blood pressure « BEFER] / BEF/ALIN ¢

meter / 4Rfe BET clinical /
sphygmomanometer electronic / infrared
thermometer
o [MEHIEH oximeter o #I51Z scale / .
weighter
o EHENEER » (timta 2 ER
weighting machine wheelchair scale
with seat

IR E A

glucometer

SRR EE
weighing machine
with height measure

18.

B (3EZ£4E) Curtain (including Installation)

+ 5L EE blackout * JREE shower curtain .
curtain

¢ HIEEE venetian blind ¢ 75 EE window curtain

S5 55 stage
curtain

19.

266 FH 5 Decoration Items

o \FETE artificial + T aquarium .

flowers
o E{GHEE picture with
frame

%%k plants in pot

ZE NFE Y indoor plant

20.

B4 EE &R Outdoor Program Equipment

» PINEEIHHRE flags ¢ FiefiE e loud .

for outing hailer

TR AR EE B
walkie-talkie




21. JHBhEkHE Fire Fighting Equipment
* JOKEE fire blanket * SROK BRI — A EiEIZK ) fire extinguisher
(powder / CO2 / water)
22. {HEM - Bt - BEL ARG (EIEZEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
23. JREHEEE Mobile Phone
+ JEEREENEESE cell  » FREVRENEEGE smart
phone phone
24. T H Tool
o BRZEEST ball pump o EEFE electric drill EEHENEEFE hammer
with needle drill
* 1 ladder ¢ YT HELE needle FH&8& portable light
work / sewing Kit
* BU7] scissors * STHEES stop watch / #LR tape measure
timer
T HFg#H T H tool + ZETE torch 4B 4449 wired fence
box with tools
25. FHEEE Trolley
* Jf7HE ball trolley * JEFERATEINZE bed [&] 2= EL book trolley
carrier
o FHEHE cart o BEFFHEEE dressing 142 drug trolley
trolley
o PO FHEE » 2 food trolley from &= food trolley
foldable trolley with warmer
o HEFHEEH heavy + Jrk#ZEE medication SEIH EL nursing trolley
goods trolley trolley
+ [P shopping ¢ NS THEE
trolley stainless steel trolley
HsE Remarks

(1) EEemhe S reRFEERAYS R EEY)MS -

Replenishment of consumable and/or disposable items should not be charged to the Block

Grant (BG).
(2) BRI TNV R E R FERSS -

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

Q) IFEBUMFtRIEIEE 5 B R LU R -

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

principles in purchase of F&E items —

(a) FTEE IR B Rkt R (it @ M s ml e AR - om e IR - FiEE
YR B R s HE ST A oS S R IR E 2R A R '
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(4)

()

(6)

(7)

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) FEBURFERE MBS B R 25 BEEFEN R B S i - TEMEE B S fiis - A oRERY)
HAME - ARGEEE AT RES
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) TEMEE R B KAl - 7 E S A RIE0K ~ Bz (@ AR IRITERE 5 K
due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and

(d) AIFE R AR B st fE 2 Z S BB AR B REe 2yl - — i =
B TN E R B RGN GRS 3 -
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.

IEBUF RIS B SRR - AR PR T EZH B i RIS ETaEBUR ~ 12
A~ FET I RARFE - TRITEBRAUS S B W - (ReERHIT A R BN R R BRI AE 4R
IRARAEAS AN B &R -

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.

iR ANGHIFREAY - > BN LEERFROVER - LEE
HEERHRBERENGHIHENAN LAY EMREESLM -
Gt A TR S B IR B A (20 BT A7) o 7Y H IR AR AW dn 5 gk 1 R /EE E S
MR HERBEHRE N MEBN(XERXESER) AFERN " BEH , -
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 B At A RSO SBR  E RHERIB A AR E » RfERD EE(LIGEREE HAE) -
[EEE - NSRRI - ARIRELUR AT A RS A RS SE R FE T RERH L
e EFE R E TR A 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.

FFBUN RS T B LIE - TSN NEVERR RS LA RIS A E - B E S LR
SR IEERIT R - WHECRFTIRIEAVECEE P58 ~ FFE A RDAERSUE -
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.
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