Ef2%
For Reference Only

KEFEBSHER - GHEIEESE

Reference Furniture and Equipment List for Supported Employment

1. ZZRSM B HRM Air Purifier / Dehumidifier
2. &k Audio-Visual Equipment
¢ BDURERUK blu-ray  + CD/MP3 KU /¢ VCD/DVD i
player $E 1% CD / MP3 | $%4% DVD / VCD
player / recorder player / recorder
¢ FERME Hi-F ¢ REATEEUELCD ¢ ZHEGR oI
system projector multi-media projector
with screen
¢ SHHE% overhead ¢ TR SISO * W& radio
projector portable overhead
projector
¢ RR(HEIA) s W AREE R + EE{H television
screen with tripod screen / folding screen
3. ETHRKEEAH Audio-Visual Materials & Accessories
o ETIEGIEEWE ¢ CDs/DVDs/VCDs/ ¢ Hf& headphone
LIRS B blu-ray discs Btk
AV /TV/HDMI/
Hi-Fi cable
4. FHt% | FIEESEH% Camera/ Portable Video Recorder
+ BHEAHEE digital s TIREE R
camera portable digital video
recorder
5. EfEA%E PA System
o BEE2s amplifier o DREE(FERFERR) * JE%23 microphone
microphone (floor / mixer
table type)
o DR o FAREE AL * JELEDK wireless
microphone stand portable PA system microphone
6. ‘RiEEZIHi% Rapid Floor Dryer
7. TE/AXHE Cabinet / Cupboard / Wardrobe

*  PRYUERE/ et/ AR
bedside cupboard /
cabinet / drawer /
locker

* KFHZ&5|HE card

index cabinet

+ BRYIfE display
cupboard

+ & cabinet

s BRGTERAERIE
cupboard for AV
equipment

¢ UHIFRAEAE filing /

form cabinet

+ 0] _FFHEETIHE cabinet

with safe

* BERUERE 2 SHIIE

cupboard for PA
system

* I {4-#&#i& pigeon-hole

cabinet




o WYIREIAFIY)
fi& storage cabinet /
cupboard with door

I HE wardrobe

8. FF/{L Chair / Sofa
s HHFHIR/T * EHFAURT(EEE ¢ &4 benches
armchair TR T P ElE
Z () arm free
chair (for computer /
typing / guest)

+ SAEEFG children chair ¢ 4% dining chair o R BB AR T
folding / stackable
chair

* JAI%E foot / step stool ¢ R NZE A office chair ¢ AHEE T roller stool

* Hifk sofa * BT stool

9. ¥/ \=5H K Office Furniture and Equipment

* SCRRHE AR
attendance board
+ =77 bookstand

+ IH4FS cash box
+ [RZEZE umbrella stand

¢ JEER
exhibition/display
board

* FEBUIEES foam
cutter

o fone

+ (=77 letter box

* HEMEE M magnetic
white board

* 54K notice board

» LJ4R%H% paper cutting
guillotine

* =UE[IfZE photocopier
stand

* FTnER time card
machine

L 4

=21 hookcase
=1 Eit4% calculator

[& 22 chart holder
¥ door mat

A file tray

LA key box

{Z4-28 letter-tray

JEBIEME ER
movable magnetic
white board

SR numbering
machine

TEr4ft% paper shredder

ER AR residents’

names board

L 4

L 4

=45 bookend set

AHIENThREAET E%
calculator with printer
H¥4% clock

EENF 4% electronic
typewriter

R R
first-aid box with
supplies

1 % laminator

$EE locker
EENE B NG

movable / standing /
wall mirror

i\ == 1% office scale

=5

=2 E[1#% photocopier

El &2 J El1E stamp
pads and chops

10. ZE Shelf & Rack

+ =71 phookshelf

*

(& EFR 51128 book
display rack

L 4

H{<Z= clothes
hanging rack




¢ A newspaper and ¢ HEERSYIEEAE plastic ¢ JEBHATHCA/ME
magazine rack shelf with castors movable toy shelf /
cabinet

>

s 3L H#Z8 shelfirack $E25 shoe rack

for various purposes

11. #& Table

* fG1E4E side table * [RUEFE bedside table
+ ], coffee table

*

Fd#f4 children table
=44 conference
table

F&#4 folding table
ERCEFZEAE)
study desk (with
bookshelf and lamp)

*
*

EEMiS £ computer desk

L 4

* 74JL corner table + &4 dining table
* HE/N\ R office desk

*
*

RelsEf6 reading table

» AEEPRKERARERY
T {Ef& work table
with formica top

12. 5H(F#R#E Table for Special Purpose

*

*+ RENAFI1R overbed ¢ RSIREERAS G
table EREIG
specially-designed
table for handicapped
child

&l %kif& training table

o Z2FEFE treatment table

13. AR EEUEE RS Cleaning Equipment, Utensils and Materials

+ i bucket o HUCEBMTIERM ¢ KIHIRAE garbage bin
HUAR P T hE
flooring machine /
industrial floor
polisher / waxing

machine
s TR EER% o JNEIERAR litter bin * Hi1#E mop
industrial vacuum
cleaner
* [IZEER% vacuum o &4 washing basin ¢ BZ R RN FH I EEA% wet
cleaner and dry vacuum

cleaner

14. BHEEFE B RECE: Protective Gears and Accessories for Infection Control

+ FZE gloves + [ZHL plastic boots




15. PBhEEssH Infection Control Equipment

* Rk electric insect

killer

*+ JHEE mosquito trap

¢ & KE

light

* [z £54 mosquito/

insect screen

insect trap

IVACER; A RIS B
A R R 2 R 1A
liquid soap/alcohol
dispenser with sensor
(battery-type)

JH % sterilizer

16. EBHSHEE: Computer Hardware

o BISAEE computer
monitor

o SEUHAEN
notebook computer

* SEHEERS tablet
computer

= R desktop
computer

FTE[H#% printer

(el as (1P T PE =

FE) server (entry level,

mid-range level,
high-end level)

ZIhRETTENH

multi-function printer
FRHE 2% scanner

17. Ef#k{4 Computer Software
* [HE#RME anti-virus /NS Bl Int GG HRE SR
office automation operating system
18. fE¥EEE S Peripherals

+ SNERERE USB

external disk

{FEHE A E % USB

flash drive

19. 48%%7ZE 5 Network Product

o REINZEBIRGR o 485K network

4gas4t installation of switch

data line/network
cable for computer

o dGGRITERE S

wireless extender

RN oS

wireless repeater

AR 4EsE R s wi-fi
router

20.

ESEEEhe8#4 Adaptive/ Assistive Devices for Computer

21.

BYEs% & Appliances for Kitchen

s JEREH blender/ food

et hoiler for

mixer congee
* ek dish EEFHHEGE 7] electric
washing machine can opener

* FEU electric hot
plate

EEVFIE electric oven

%1% toaster

BENRYVMRVIE

electric food processor

B AEBVKIE
electric water heater /
gas water heater




* EWYkE food scale * AiEHE freezer * SRHESNE gas stove

* 55 550& stock pot stove < EEfE induction * PE1% juicer
cooker
* [HURZIE microwave * 2[RI mincer + ZEH& refrigerator
oven
* K5 rice cooker * ] # slicing * JE/KES water filter
machine

22.

ZoK s R FIE Appliances and Utilities for Pantry

o FAIKH KIS bottle ¢ §X7KEE drinking pot + FE/KELE electric kettle
for cold water

s =i

+ ZXH. teaset o ZKH# teaurn ¢ [EoEZEE thermo
flask for tea

JE /K25 water filter

L 4

* E/KEE water boiler * JKi#% water dispenser

23.

B (HZ24E5) Curtain (including Installation)

* fFS¢EE blackout * ABE shower curtain * (EETEEE stage
curtain curtain

¢ HIEEE venetian blind ¢ &5 EE window curtain

24,

HEEfiFH iy Decoration Items

o JOEAE artificial + T aquarium + ZNHEY) indoor plant
flowers

o ZEIHFE picture with * Zik plants in pot
frame

25.

B B Storage Equipment

L 4

o ZfExEE magazine box ¢ ELZEHFHSS vacuum iE%g plastic container/
storage bag box

¢+ EJPfEF storage ¢ IrEFS toy box
bus tray

26.

EE - Bt R2EEE Books, Magazines and Reference Materials

27.

B 4NESB A Outdoor Program Equipment

* FINEEIHIE flags ¢ FiefiE Es loud ¢ THRMESREE AT

for outing hailer walkie-talkie

28.

RBREEE) ~ (BB K il9keS41 Physical Exercise / Training Equipment / Health
Exerciser

+ EHLES cycling ¢ JEWEMAG T exercise o (5 FERETHIE
exerciser putty JAMAR hand
dynamometer
* g parallel bar * [P pedal exerciser ¢ 4§ JJ#% theraband
o &R FEAEE training ¢ FEZDfE treadmill
mattress




29. JHBHEkHE Fire Fighting Equipment
* 0K EE fire blanket * CSHOK BRI — A EiEIZK ) fire extinguisher
(powder / CO2 / water)

30. HEM - Bt - BEL LS (EIFEZEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)

31. JREHEEE Mobile Phone

+ JFEREENEEE cell

*

BHE MBI E L smart

+ HITJ] scissors

+ T HfE#ET E tool
box with tools

work / sewing Kit

* CTHEZS stop watch /
timer

*

& & torch

phone phone
32. T.H Tool
* IKIEHEET ball pump + EEFE electric drill + EE#EFEFE hammer
with needle drill
» f2 ladder o LT HES needle ¢ FEEKE portable light

L 4

# K tape measure

* JE444E wired fence

33. TAE¥I%EE84 B FHE Work Training Equipment, Materials and Supplies

¢ BEHNER R
automatic strapping
machine and strap

* FEFEE electronic
scale

o HERELAE% blister
packing machine

o FBLSEFCIES plastic
sealing machine

*  EJFEH% carton sealer

HEsE Remarks
(1) EEGwibie e HIEEEARRAY M ERIEY)m -

Replenishment of consumable and/or disposable items should not be charged to the Block
Grant (BG).
(2) BRI TNV R A FEeFErRSS -

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

() FRBUMTIEIEE R B REcAUE ST LU R EAT -

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

principles in purchase of F&E items —

() FriEE YR B Kk fi/A Rttt e a8 FZ 2l rTaviarIiR S - fom e EIFFRE - il E
R B Rt AR A RS R R E R A 2 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) FEBURFEREA MERE B AR 2% BEEFEN R B S lf - TEMEE B e iy - A RERY)
HATE » ARGEEE SRS




(4)

Q)

(6)

(7)

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 Rl - 7 E S AR E0K ~ Bz (@ AR IRIVERE 5 K
due consideration should be given to legislative requirements, occupational health and
safety, and environmental friendliness; and

(d) ANFREHIRAHIH B G B EF R AR E e Sy A - — =
B TN E 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.

IEBUF SIS B SRR - AR PR T HZH B i BRI R E T EUR ~ 12
A~ FET I NARFE - TRIBIEBRAUS S S Wi » (ReERHIT A E BN R RGBS AE 4R
IRARAEAE 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 also be in place to protect the restricted data to be stored in IT equipment and
transmitted in the wired and wireless network.

Dt R SR ANGHIFRMAY @ > BN LEERFROVER > EE
HEERRBENGHIHEN LAY - EMSREESM -
G 1 F I GE IR BUG R (R A7) 0 R HIEAE A Y Al B i R /A E R
MR HERBEHRENMEBN(XERXESFR) AMERN " 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.

MRSE B H A BSC s B R HEMRIBE E RV ARNE . IvfFR DV EFE(DUSFHEERRE /) -
[EIRF - P EEIE RN - AR LR A A RS 5 A B iEC sk SOE ) - TE R RERG At
HEEEHNZ R E R 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.

FEBUNTR RS BT LR - ST RSN NEVE RS LA RIS EE - B ESF R
B IEEIT R - WHECRFTIRIEAVECEE P58 ~ FFEARDAERSE -

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.



