REARRHESER - REAFFERL RENFFFLERESR
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SR VERIEL
Sraa VERER LB E SRR BT E]
AR VEREINERBNGEF VERBE O
BERL - FERLERES
Reference Furniture and Equipment List for
Children and Youth Centres with/without Reading/Study Rooms,
Children Centres with/without Reading/Study Rooms,
Integrated Children and Youth Services Centres,
Integrated Children and Youth Services Centres with
Community Support Service Scheme,
Integrated Children and Youth Services Centres with
Services for Young Night Drifters,
Youth Centres with/without Reading/Study Rooms

2SR B | HRM Air Purifier / Dehumidifier

B E8HF Audio-Visual Equipment

o EEIENTHE bluray  » CD/MP33EiHE | + VCD/DVD i

player $%51% CD / MP3 | $%521% DVD / VCD
player / recorder player / recorder
¢ FERME Hi-F ¢ RERTEEIELCD o SRS R
system projector multi-media projector
with screen
¢ SHHE K overhead ¢ TR SO *+ rEt radio
projector portable overhead
projector
¢ g (EZHIZR) ¢ [ AiERSERE ¢ EEA television
screen with tripod screen / folding screen

+ HEsE L (50-65 i)
smart televsion (50-65
inches)

25 K EEAENGE Audio-Visual Materials & Accessories

o % | Bl | =% ¢ CDs/DVDs/VCDs/ ¢ Hf4 headphone
IR S di e | r blu-ray discs EZ 't
G AV ITV
HDMI / Hi-Fi cable

Tt | FHEEESE% Camera / Portable Video Recorder

* BEHGAH digital s TIREE R
camera portable digital video

recorder



http://www.swd.gov.hk/tc/index/site_pubsvc/page_young/sub_centreserv/id_integrated4/

BB 4% PA System

*

a2 2R amplifier

* DRESIE(EN | BEAR)

microphone (floor /
table type)

R %5 microphone
mixer

¢ BREESEZR ¢ FRERRS FELRBE wireless
microphone stand portable PA system microphone
REEES R Rapid Floor Dryer
HEEH Ventilation
* JRIBJER bedside fan ¢ %G exhaust fan HHHIE % exhaust
hood / rangehood
o JEHIES floor type ¢ FHEREE portable Ehi E wall hang
fan fan fan

7045 window-
type air conditioner

& / 7<HE Cabinet / Cupboard / Wardrobe

*

PRUEME [ fhife | 85
fi& bedside cupboard
/ cabinet / drawer /
locker

k&5 card

index cabinet

PR 5IHE display

cupboard

HPIiE | AR
Yk storage cabinet /
cupboard with door

+ & cabinet

BERUR S e i
cupboard for AV
equipment

| At filing

[/ form cabinet
<& wardrobe

A _ESHATIME cabinet

with safe

AR SN
cupboard for PA
system

SRS HE pigeon-hole

cabinet

BF/#i b Chair / Sofa

*

*

*

*

HEPFHIR T

armchair

A #5 children chair

HalEE foot / step stool
#ifk sofa

KRR T (ke
{ERRNS | $TF I
() arm free
chair (for computer /

typing / guest)
Z#F dining chair

i\ =75 office chair

- stool

¥ benches

Bt | IR
- folding / stackable
chair

s roller stool




10. ¥p/\VER B RSt Office Furniture and Equipment

*

BRI A4

attendance board
=77 bookstand

PH 4% cash box

FR4EZ2 umbrella
stand

B
exhibition/display
board
2H B V) E |28 foam
cutter

Y

=748 letter box

fg 4 1 H magnetic
white board

7R notice board

L4 paper cutting
guillotine

B2 E[I1%22 photocopier
stand

FTuE44 time card
machine

L 4

=71 hookcase
=1 Eit4% calculator

[& 22 chart holder
¥ door mat

45 file tray

FHREFE key box

{E1FZE letter-tray

SEENEE AR
movable magnetic
white board

5% 4% numbering
machine

HFARI% paper
shredder

FZ AR residents'
names board

A JHE AR T
adjustable keyboard
tray

=+& bookend set

AHENThRERYET R

calculator with printer
f§§ clock

I F%

electronic typewriter

e TR
first-aid box with
supplies

1 A% laminator

$EIE locker
EENE B NG

movable / standing /
wall mirror

i\ z= ke office scale

= E[1#% photocopier

E[l & K E[JE stamp
pads and chops

11. #E Shelf & Rack

*

=71 pookshelf

HFIZE newspaper
and magazine rack

2% FH 28 shelf / rack
for various purposes

[ 2 P 51122 book
display rack

HEYIIE2E plastic
shelf with castors

#E71 shoe rack

< ZE clothes
hanging rack
SEENTELEZR | B
movable toy shelf /
cabinet

12. #& Table

*

*

LiEFG side table
Z5 )1, coffee table

74 J1. corner table

PKHEF bedside table
B computer desk

E44 dining table

*

*

344 children table

ks conference
table

F8#4 folding table




* /N2 office desk + RHZEHE reading table

» REETDKEBRAAETY
T {E#& work table
with formica top

*

=G (EEZENE)
study desk (with
bookshelf and lamp)

13. JEEAH B EFEEF M Cleaning Equipment, Utensils and Materials

* A bucket o HHBUERME | T
FHRUARE 1 $TH8
1% flooring machine /
industrial floor
polisher / waxing

machine

s T EFUREERE o JNETHRAE litter bin

industrial vacuum
cleaner

+ [7EERE vacuum

cleaner

* iz washing basin

*

KR garbage bin

Hi#E mop

HZ &4 W FHIR EEF wet
and dry vacuum
cleaner

14. [R5 Infection Control Equipment

* RS EE electric insect
killer

* JHENE insect trap
light

+ HHECES mosquito trap ¢ [z ER4E mosquito /

insect screen

TR AR T —

o YR EB anti-virus ¢

DLEE A BEEh Y 5 EhEL
N el
liquid soap / alcohol
dispenser with sensor
(battery-type)

MM sterilizer

UV 52 e

coating spray #et#% alcohol UV sterilizer
dispenser and
thermometer with
sensor
¢ UV+OZONE M54+ [EFFREM book
UV+OZONE sterilizer
disinfection bag
15. EBSHE M Computer Hardware
+ FEEEEE computer o = ERHK desktop * ZLIIREFTEIE multi-

monitor computer

¢ SERCHAVERY * JTEH printer
notebook computer

+ “PiREENE tablet o {Afkas (&FE / G
computer | =) server (entry

level / mid-range level
/ high-end level)

*

function printer
fRi 25 scanner

FTEN(FEST) printer

(laser)




*

A p&H s % webcam

16. TBiS#ER{E Computer Software
s PimskfE anti-virus ¢ BRAEHTLEE ¢ ERERGERG:
office automation operating system
¢ FEE FomEfE
teaching and
messaging software
17. [E¥&E 5 Peripherals
* SNEERE USB » (FHCRARRETE USB
external disk flash drive
18. 484% 7 5 Network Product
¢ REERSZHEHURAR | ¢ HE%ESCHAES network e FEARAELERS Has wi-
4Ez% 4% installation of switch fi router
data line / network
cable for computer
¢ ImARENSRIEE AR s RS s
wireless extender wireless repeater
19. B¥EE%f Appliances for Kitchen
* JBHEH% blender / food ¢ ZgfsEE boiler for * %1-JE toaster
mixer congee
¢ ettt dish + EFAGETA ] electric ¢ BWEIEYHETUIH
washing machine can opener electric food processor

EEEMY electric hot
plate

are food scale

%3507 stock pot
stove

WM & microwave
oven

8 6% rice cooker

ZEVEIE electric oven

S AE freezer

EERLE induction
cooker

2 A% mincer

)| ## slicing

B/ BREVKIE
electric / gas water
heater

FB4NE gas stove
Ve juicer
EHE refrigerator

JE7K 25 water filter

machine
20. B¥EHE Kitchen Utilities
+ L5y chopping board ¢ E& R HE cookware/ « FEf% fast food tray
cooking utensils
» BYTESEs food ¢ FHRRIASES + & H. tablewares /
containers seasoning set dining utensils
container

R EY)Es thermo
flask for food

L 4

(B 5Es thermo
flask for soup




21. ZE/KREE5eH5 B FH B Appliances and Utilities for Pantry

o %A 7K F7KiE bottle

for cold water
¢ X H. teaset

* 25K water boiler

* EXU/KEE drinking pot
* S teaurn

* 7Kf#% water dispenser

*

K EE electric kettle

FroBASEE thermo
flask for tea

TE7K 22 water filter

22. REfaExfH Equipment for Health Check

+ [fEEET blood pressure

meter /
sphygmomanometer

* (&= oximeter

o HENEER
weighting machine
with seat

o BIEM | ET4L0
4RfE RSt clinical /
electronic / infrared
thermometer

* H€I5HE scale /
weighter

* {ilintE = ER
wheelchair scale

I A%

glucometer

SRR EE
weighing machine
with height measure

23.

B8 (EZAEE) Curtain (including Installation)

* ESY-EZ blackout
curtain

* HEEEE venetian blind

* AEE shower curtain

+ Z55E window curtain

[

o 5L GE stage
curtain

24,

HEEfi P Decoration Items

o MHESE artificial
flowers

o ZE{%IEHE picture with
frame

+ fafT aquarium

+ 3% plants in pot

Z NFE Y indoor plant

25.

R Partition

o N EARSEISR low
partition for office use

s ARBEIHEE IR
movable folding
screen for partition

BIkEZ Eav it

movable partition

26.

FE RK& Signage

o EZLHBIRRE - PO
HER& plastic sign for
door, book shelves

s [FFEYUA4 residents’

name plate

217.

B B Storage Equipment

* kS magazine box

* RIPFFH storage
bus tray

¢ HZERTYEE vacuum
storage bag
* BrEjE toy box

*

FEFE plastic container/
box




28. F T #H 5 Arts and Craft Equipment and Materials
o ESEAS calligraphy ¢ T F 5% handicraft
materials materials
29. EF - Bt R2FEEFl Books, Magazines and Reference Materials
30. &= Rdim Camping Equipment
31. %428 Musical Instrument
32. F4NEBIF & Outdoor Program Equipment
s N ES) I ¢ FEfEE S loud s FIRMmOEH R
flags for outing hailer walkie-talkie
33. #3X ~ BEEB) R EFEEHE Social, Sports and Recreational Equipment
34. TrE | Bk / BB Toys/ Games / Chess
* FEEEHAR Chinese ¢ ERHIGISR TSR ¢ ZRYREBK mini-
billiard table cognitive games and snooker
exercise
o EEUIREREE - HRERER o+ SAUEIFENE wendy
& K BcfF TV game house / dollhouse /
player, software and play house
accessories
35. JHBHE%ME Fire Fighting Equipment
* SEOKEE fire blanket o SHOKEICSTE | S bR | KR) fire
extinguisher (powder / CO2 / water)
36. {HEM - Bsh - BEEARG (EFEZEEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
37. FEHNESE Mobile Phone
* JEERERENEEE cell o FREVREEEES smart
phone phone
38. T.H Tool
* BRIZHEET ball pump + ZE#E electric drill + FHFHFEFE hammer
with needle drill
s f ladder o LT HESE needle ¢ FHEEIE portable light
work / sewing kit
* HIJ] scissors * ={H%E5 stop watch / + #{ K tape measure
timer
+ T HFE#ET H tool + 7% torch * $E444E wired fence

box with tools




39. FHEHE Trolley
* JJ7E ball trolley

*

[EFEIR{Fi#EEn2% bed ¢ [EZEH book trolley

carrier
¢ FHEH cart o BEFHFHEE dressing ¢ 3£ZEEH drug trolley
trolley
s BEAXFHE + &3 food trolley * (fFEZ&HE food trolley
foldable trolley with warmer
* HETFHEEH heavy + JRZEEE medication + SEIHE nursing trolley
goods trolley trolley
+ [P shopping N R
trolley stainless steel trolley
f#E=E Remarks

(1) BRSPS A EMEEEMERY) A RIEY I -
Replenishment of consumable and/or disposable items should not be charged to the Block Grant
(BG).

(2 BTz A R hEft 2% -

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

() FREUFTEREE 5 HL Rl EE ST LR RRAL -

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

(@) FriEE R B R thiZe Rfe Bt S e d Zt nl i e AR RO e EIFR = - FiEE
AR E R ﬁﬁﬂ<f“¥iﬂ%¥§ﬂ§?kEﬁﬁiﬁﬁﬁ§?k \§%¥§E%Eﬁ$5i§;

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 A TERE B R 2% BEEFEN R B S i - [EE R B SGefiis - HIPRERY)
HATE - DARGEEE SRS
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 B Rasctmlls - ZHE E = A BIE0K ~ B2 (@ FORIREIRERE © K
due consideration should be given to legislative requirements, occupational health and safety,
and environmental friendliness; and

(d) FF IR AR E Gl =S IR AR A a2 &y (A - — i =
BTN E R BRGNS -

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) FEBUR RIS E A ARG i - & RS R T TR B BTV SEE JBEUR - 15
B~ A5 AR - HEIEIERRAUE S E VTSI - Re& R A ARG A RIS A 47
IRAR A AN B E 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
8



also be in place to protect the restricted data to be stored in IT equipment and transmitted in the
wired and wireless network.

(6) U#EZA e AN BHEIERAY M > B ESEE FRaviER > WEE

(6)

(7)

HgfErnkBrWaHEHEAN > L AFEAY - M EESLM - 1+
=8 F R u B I BUM RS (0 BT 1T) 0 R HIERE A Y m s B R /ECE E
MR HENBEHERMHEBMAN (XA RRHESER) ARMBEL " EHAl, -
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 H A BASC S S R HEMR IR E A RUE » IriFi )V T (IR RE B4R ) -
[EIRF - P EEIE RN - ARAMEEL R AT A A RS 5 A B AYEORk SE R - FERTRERG L
HEEEHNE R E R N L &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.

JFBUNRRRE R EE TR - STILESINEVERRE AR E 2 - B2 B R
SR IEEWIT Ry MHECRFTIRIEAVECEE P 5E ~ FFE A RDARME -

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.



