Bt

For Reference Only
KENSESER - REZR BEFEREZR - hiCEERE R EMRAY
R EZ K

Reference Furniture and Equipment List for Small Group Home, Small Group
Home for Mildly Mentally Handicapped Children, Special Children Home for
Mildly Mentally Handicapped Children

1. K- EBEKMHEEAM Bed, Beddings and Accessories

*

HR G PR baby bed / cot

PR EE bed sheet
##EL cushion
&K folding bed
JEFELE nylon bed

W/ E8E quilt / wool
blanket

- YNL =l RES )
e single / bunk bed
with drawer and lock
Frf1#% towel blanket

L 4

*

L 4

*

*

*

L 4

R4 bed cover

E£E blanket cover
& A K double bed

PRAE mattress
FLBE pillow
HYE quilt cover

BN PR AT IR
single / bunk bed with
extension bed

8 N\ PRZELEH K
double bed with
drawer and lock

*

Rk bed
guard / bed side rail

FEE cotton blanket
PR#4 draw sheet
R#EE mattress cover
T2 pillow case

B\ JEEfZR single /
bunk bed
B ER sofa-bed

2. ZZRIb% [HhRM Air Purifier / Dehumidifier

3. =EEE8H Audio-Visual Equipment

*

ELCHEU blu-ray
player

A HicFi
system

=521 overhead
projector

(= 2R)
screen with tripod

*

L 4

CD/ MP3 Rt /
k1% CD / MP3
player / recorder

REEHS % LCD
projector

FHEE R

portable overhead
projector

ekl AFET A
screen / folding screen

*

VCD / DVD %t
| $%51% DVD / VCD
player / recorder
SRS TR
multi-media projector
with screen

U Z 1% radio

1 television

4. EEFHSEEBEH Audio-Visual Materials & Accessories

*

BB EEME
2 Rl B AR

AV / TV /HDMI [ Hi-
Fi cable

L 4

CDs/DVDs/VCDs/
blu-ray discs BEY¢:hE

*

H.{& headphone

5. % /| FIEEESE% Camera/ Portable Video Recorder

*

Has A digital

camera

*

FHEERG RS
portable digital video
recorder




6. HREFEEMH Lighting

* JKUHFE bedside lamp

* fAEE table lamp

7. E¥EA%E PA System

o $5EEES amplifier

¢ BRSSO
microphone stand

¢ DRS (R EERE)
microphone (floor /
table type)

¢ TIRERERS
portable PA system

R %5 microphone
mixer

fAELREDK wireless
microphone

8. EBRREENE/EEN=) Radiator (Wall-mounted / Movable)

* IRZEEE bathroom
thermos ventilator

9. ‘BREEEZHI% Rapid Floor Dryer

10. #XHEH Sewing Machine

11. FBRESEH Ventilation

* [RiEJE 5 bedside fan

* B E S floor type
fan

* Hhi& & exhaust fan

+ FHEAE portable

fan

FhH % exhaust

hood / rangehood

% EUSS wall hang
fan

12. HE/AZHE Cabinet / Cupboard / Wardrobe

*  PRUEME /il e/ s
bedside cupboard /
cabinet / drawer /
locker

* R~AZEIHE card

index cabinet

+ [R5IHE display
cupboard

s YIBRIATINY)
f& storage cabinet /
cupboard with door

+ & cabinet

* BICTE R AERIE
cupboard for AV
equipment

¢ SUHIFRAEAE filing /
form cabinet

+ ZXHE wardrobe

of_$EATYIME cabinet

with safe

AR SN
cupboard for PA
system

A& HE pigeon-hole

cabinet

13. #F/MHi1E Chair / Sofa

¢ HRTHIRT

armchair

* EIE#S children chair

* JAlZE foot / step stool
* ik sofa

» IR AR (R
TREER /AT F IS B
Z{F ) arm free
chair (for computer /

typing / guest)
+ & dining chair

* Wit/\ZEF office chair
* & stool

¥ benches

it B T
folding / stackable
chair

iR+ roller stool
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14. ¥p/\VER B R Office Furniture and Equipment

*

SCEk S AR
attendance board
=177 bookstand

FH4%5 cash box

FRiZxZE umbrella
stand

FEEER
exhibition/display
board
B E 2 foam
cutter

Y

=748 letter box

fg 4 9 H magnetic
white board

7R notice board

L4 paper cutting
guillotine

B2 E[I1%22 photocopier
stand

FTiEH time card
machine

+ =21 pookcase

=1 Eit4% calculator

[&ZE chart holder
H#h door mat

A file tray

$HREFE key box

{EH-22 letter-tray
SEERLME AR
movable magnetic
white board

SREHE% numbering
machine

R4 A% paper
shredder

{EE A4 residents'

names board

=45 bookend set

HYIENDREAVET EA%
calculator with printer
A4 clock

BENT T

electronic typewriter
R TR
first-aid box with
supplies

1 % laminator

$EIE locker
EENE B NG

movable / standing /
wall mirror
Wit/ Nz 1 office scale

22 E[1f#% photocopier

El& F E1E stamp
pads and chops

15. #E Shelf & Rack

*

=71 pookshelf

HFIZE newspaper
and magazine rack

% 248 shelffrack
for various purposes

[ 5 P 511 28 book
display rack
HIEERYIBZAE plastic
shelf with castors

#E20 shoe rack

H1<ZE clothes
hanging rack
EENT ST EZR/ME
movable toy shelf /
cabinet

16. #& Table

*

*

LiEFG side table
Z J1, coffee table

74 J1, corner table
i\ =2 office desk

AEE K BRAG Y
T {Et4 work table
with formica top

PKHEF bedside table
B computer desk

ZH4 dining table
RelzB 16 reading table

A 5
dressing table
(including stool)

*

*

*

344 children table

&4 conference
table

FE#4 folding table
FIaEELENE)
study desk (with
bookshelf and lamp)
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17. JEEAH EEEE M Cleaning Equipment, Utensils and Materials

+ i bucket

s TEEFmEER

industrial vacuum

cleaner

+ [7EERE vacuum

cleaner

s HUAROE R TEM
AR/ T A
flooring machine /
industrial floor
polisher / waxing
machine

* JNBUSR AR litter bin

* S washing basin

*

*

*

KA garbage bin

Hi#E mop

HZ &4 W FHIR EEF wet
and dry vacuum
cleaner

18. PBHEFE B RECE: Protective Gears and Accessories for Infection Control

* FE gloves

+ [Z# plastic boots

*

& H g, ENTFE
goggles and
multiglide glove

19. BhEiEss# Infection Control Equipment

* RS electric insect

killer

* HHir#% mosquito trap

¢ HrHEJH e toy

sterilizer

* Jf & F& insect trap

light

* [riER49 mosquito/

insect screen

*

DLEE A BaEh ey 5 EhEL
JERLR B K 75 EiE
liquid soap/alcohol
dispenser with sensor
(battery-type)

SHEEE sterilizer

20. EBSHEMA Computer Hardware

* FEREAZ R computer

monitor

. L

notebook computer
* “PAREENE tablet

computer

o = ERHK desktop
computer

* FTE[I#% printer

* (EfREs(RFE TIE

FE) server (entry level,

mid-range level, high-
end level)

*

ZUIREFTENHE multi-
function printer

FEHH 2% scanner




21

. BiS#E4 Computer Software

*

¢ GEEEWME, Fn

[HE#R{: anti-virus

L 4

B
oa =

FANEAS E ket 1Ce s

office automation

¢ PRE SR

operating system

CSEflT - HEE - EE - M EReEE

learning software for languages, arts, music, sports, sciences, encyclopedia, etc.

22

. JE¥#E 5 Peripherals

*

YNERERE: USB

external disk

(EHECRARET% USB

flash drive

23. #8&%EE S Network Product
o RyEBERSESHURAR ¢ HE%ESCHAES network IRARAEAE RS HHEE Wi
4gz& 4 installation of switch fi router
data line/network
cable for computer
¢ SRR S » RS s
wireless extender wireless repeater
24. BYFEs%t Appliances for Kitchen
* JBPEM blender/ food ¢ E 5T boiler for % +-Jj& toaster
mixer congee
¢ ettt dish + EERAGETH ] electric B RYHRUI
washing machine can opener electric food processor
* ERZEMK electric hot + EEYFIE electric oven MR B IKE

plate

EWkE food scale

1% 50 stock pot
stove

K7 1% microwave

oven
&R EE rice cooker

E7TuntE i dish dryer

%% F E8 7E8 electric
food steamer
(domestic type)

HiH11% bread maker

*

e iE freezer

LS induction
cooker

2 A% mincer

IR 1% slicing

machine

HZE4E vacuum
cooker

= BH &% sandwich
maker

HEREHE waffle
machine

% ThEe & A4 #% multi-functional health cooker

electric water heater /
gas water heater

A HEE gas stove
FE 1% juicer

EHE refrigerator
TE7K 2% water filter

M EmiRE disinfection
cabinet

% FH 7KCE A% home-
made ice-cream maker

Bk R EERC T

steamer accessories




25. B¥ER A Kitchen Utilities

* fi5f chopping board

* BYiTF454s food

containers

* [RAEY)E thermo
flask for food

* EEBMHH cookware/
cooking utensils

o FERRIAS
seasoning set
container

* [RIE5EE thermo
flask for soup

*

8% fast food tray

2 H. tablewares /
dining utensils

26. ZE/KREEeHS B FH B Appliances and Utilities for Pantry

o %A 7K F7KiE bottle

for cold water

¢ ZFXH teaset

* 25K water boiler

* fR/KFE drinking pot
* ZXEE teaurn

* 7Kf#% water dispenser

*

*

K EE electric kettle

FrBASEE thermo
flask for tea

JE7K 22 water filter

27. IYHeEE st B AHRE F i Laundry Equipment and Accessories

* HZAXH% drying
machine/ tumble dryer

* EAYEE laundry basket

* fii7K 2% hydro-
extractor

* 54T laundry pole

*

BISL KB iron
and ironing board

S LY linen bag

¢ EERAISH A ¢ EAKHRZKHE washer ¢ EAKHE washing
linen carrier extractor machine
28. HBA&E%t Equipment for Health Check
+ [MEEET blood pressure ¢ E&REH [ /ALY ¢ MBEHIERE
meter / angasE =+ clinical / glucometer
sphygmomanometer electronic / infrared
thermometer
* [MEMIEMH oximeter ¢ #KI5EF scale / s HEEENEHEK
weighter weighing machine

o HE BB
weighting machine
with seat

o {ilintEHEER
wheelchair scale

with height measure

HEnge MO lE LB
4384 automated
external defibrillator

29. B& (#EZA4L) Curtain (including Installation)

+ ESEEE blackout
curtain

* HEEEE venetian blind

* JREE shower curtain

+ Z55E window curtain

[y

o5 5 stage
curtain

30. HEgfiFH 5 Decoration Items

o MIEAE artificial
flowers

o E{%IENE picture with
frame

+ fa%] aquarium

*  Z3% plants in pot

Z NFE Y indoor plant




31. Rk Signage
o EHEMRBUTRE - PO ¢ (EF YRR residents’
FER# plastic sign for name plate
door, book shelves
32. YR A Storage Equipment
o #zE& magazine box ¢ EZEHILS vacuum ¢ BEEE plastic container/
storage bag box
o EJUEE{ERL storage ¢ BLELFH toy box
bus tray
33. JK}A 5 Bathing Accessories
¢ JBPR#E bath mattress ¢ JRIAEEL A & * JARESEUANE inflatable
bathing aid vinyl shampoo ring
34. {EAEH 5 Personal Care Appliances and Accessories
+ AT bath towel + f#i comb + [H 1 face towel
* (BEMEE M o HHEZFHE haircutset « WYEZEE hair dryer
grooming aid
+ F117 hand towel + [REHE plasticapron ¢ Z2{1/5#I] 7] shaver
35. EF - Bzt R2FEEFl Books, Magazines and Reference Materials
36. #&2% Musical Instrument
37. LrE/FE/MHIE Toys / Games / Chess
* FEEEMELAG Chinese *  TOHIE)ISR SR ¢ ZRYREIK mini-
billiard table cognitive games and snooker
exercise
* BTSN - AEEkER ¢ SAEIFEYE wendy
A K BcfE TV game house / dollhouse /
player, software and play house
accessories
38. JHPhE%HE Fire Fighting Equipment
* JROKEE fire blanket * SHOK E R — A ERRIZK ) fire extinguisher
(powder / CO2 / water)
39. {HEM - Bt - BEE ARG (EIEZE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
40. JFiEhESE Mobile Phone
* JERRERENEESE cell o FREINENEEGE smart
phone phone
41. T H Tool
* BRIZHEET ball pump + EE#E electric drill * FEEIFEFE hammer
with needle drill




+ % ladder o BEGIT HEHE needle * FFEIE portable light
work / sewing kit

+ HIJ] scissors * =THFES stop watch / + #{ K tape measure
timer
+ T HFE#ET E tool + EEf torch o B 244d wired fence

box with tools

42. FHEE Trolley

* JF7E ball trolley o EFER{FiEmZE bed * [EEH book trolley
carrier
o FHEHEH cart o BEAHFMEE dressing ¢ 3£ZEHEL drug trolley
trolley
s BEAFHE + Z&H food trolley * (fFHEZ&H food trolley
foldable trolley with warmer
* FEFHEE heavy + JRZEEE medication + SEIHE nursing trolley
goods trolley trolley
+ [P shopping ¢ RS
trolley stainless steel trolley
43. B ME R | SREEEIE841 Teaching / Rehabilitation Training Aid and
Equipment

* BEEE THARREEFREREEANIENE  EEEEH
education book, arts and craft equipment for children with special needs and
sex education materials

fEEE Remarks
(1) ZRErEe e AEREEAEAY @ M EIEY) & -

Replenishment of consumable and/or disposable items should not be charged to the Block Grant
(BG).
(2) HERI Ty R B s g dt 2

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

Q) IFREUF RS 5 B R iR T LI RRAL -

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

(@) FiEE VR E R tiZH Rfg it S @ M S m A ta AR - Fomie EIER = - FriE
AR H R A SR A IS AR E R A R 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) FEBURTIARE A MRS 58 2 BB FEA 22 B Rt - TEME R o2 2L RGe il - ZHJKEEEY)
HRE - DUGEEE SRS A
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);

8



(4)

()

(6)

(7)

(c) TEMEE o B R fily » M E RS REOAGIZOR ~ BRZ2 R IERORIVRETRE 5 fe
due consideration should be given to legislative requirements, occupational health and safety,
and environmental friendliness; and

(d) AT E IR A HIR B SEH  E%EF R ANR B RSy n i - — iR s
B TIFENEE R B RGN GRS -
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.

FEBUM RS B B RHRGE FE - AR ORZ T HH B RIS E AR ~ 12
A~ A5 RARFE - RIEIERR AU S0 EH i - (Re& R AR ARG R AE A 4R
IRAR LS AN B E T -

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.

DLt 5B B ANSHIERERY S > BN LSRR RNEL - WEE
HigfarnkBrGHEHENAN ANV mEI MR EES M - 1t
Gt A TR S B IR B A (T AT) > N E SRR Y Ml ek M /B E S
MRS MEHENMEBMN(RAERRHS2EFER) NFRBE " BH -
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.

RSB AH RS SF A B REIR IR B R A ERFUE > IrfPi D EE (ISR RE R 2R ) -
[EHF - N EEE RN - AREARSELL R ATA B RS S A S VEC s B - FE T RERG (it
e ERNR R E TRV ERAE N LB -

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.

IFBUS R T ER LR - sTILRSMNNEVER R G LAPRIEE 2 - B E B w
ARSI T R WHECRATIRFAVECER 11 5E ~ FFEARARME -

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.



