Eft2%

For Reference Only
RENSHSER - FIRERIRERR
Reference Furniture and Equipment List for
On-site Pre-school Rehabilitation Services

A% Dehumidifier

B2 2341 Audio-Visual Equipment

o EELEENM blu-ray ¢ VCD/DVD HEii% ¢ RSEEILEM LCD

player | $k=2f% DVD / VCD projector
player / recorder
¢ R (EEZ=RIER) + EE{H television

screen with tripod

B L s EC 4 Audio-Visual Materials & Accessories

o | #EH | =5 ¢ CDs/DVDs/VCDs/ ¢ Hfg headphone
s S di s | blu-ray discs & ¢
HEHRAVITV
HDMI / Hi-Fi cable

FEt% | FHEEESE% Camera / Portable Video Recorder

¢ BHEAHEE digital ¢ FREOERSR T
camera portable digital video
recorder

[EIE £ 45 PA System

¢ FRERRS
portable PA system

HESHE Ventilation

* N JE S floor type
fan

& / 7<HE Cabinet / Cupboard / Wardrobe

¢ BiGoEedmIE ¢ RREESIE card + IrPfiE | AT
cupboard for AV index cabinet i storage cabinet /

equipment cupboard with door

¢ SUfF 1 FRAE filing

/ form cabinet

B+ / ¥ifk Chair / Sofa

¢ R FHURT T arm + GAEFF children chair o JERG [ olBRRE
free chair - folding / stackable
chair

* W/ \ZFEf office chair ¢ Fi/L sofa

&R AR AARF Chair for Special Purpose

o PR BRI b B (o FH YRR LARF special chair for children with cerebral
palsy




10. ¥ONVEFR H Rk Office Furniture and Equipment

+ =HEf#% calculator

+ jh#Ek door mat

¢ SHEREUIEES foam
cutter

o TEENRAMEBER

movable magnetic

¢ HAYENTHRERVET R

calculator with printer
* R file tray

* $HRLFE key box

+ “E7RK notice board

*

FH 4 %5 cash box

¢ SRGEESRH
first-aid box with
supplies

* ERERE laminator

+ 14 paper cutting
guillotine

white board
o FR4EA paper * SZE1% photocopier * SZE[IZE photocopier
shredder stand

+ 7 H stationery

+ [%4E clock

* TR4xZE umbrella
stand

11. ZE Shelf & Rack
* 2 HRZE shelf/rack * S FIZE newspaper + =28 pookshelf
for various purposes and magazine rack
o JEETEC A | HE
movable toy shelf /
cabinet
12. #& Table

+ ZXJ1 coffee table
* i\ = office desk

* FEEE computer desk

*

F8#4 folding table

13. RFHIFH#ZRHE Table for Special Purpose

+ Jl|%fifa training table

14. EEAH B EFEEF M Cleaning Equipment, Utensils and Materials

+ 1 bucket o JNBIIR AR litter bin + [7EERE vacuum
cleaner
* i mop

15. BHEFE B R EC: Protective Gears and Accessories for Infection Control

+ FZ gloves + [ZHL plastic boots

16. [R5 Infection Control Equipment

* UG liquid soap * HE sterilizer
dispenser

17. EBfSHE#E Computer Hardware

o ETHAEN * silAN desktop  « FTEHE printer
notebook computer computer
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* fifiis scanner o [l FR () server
(entry level)

18. EEf$#k{d Computer Software
s Pimskfy anti-virus o FRIE R SRE:
operating system
19. [E#&E 5L Peripherals
+ SNELFHE USB » (EHE=(hAERE USB
external disk flash drive
20. &F&&EE S Network Product
o REISEEIES, ¢ MRS wi-  « mAEHGREIEES
4424 installation of fi router wireless repeater
data line/network
cable for computer
* IR S
wireless extender
21. EBSEEBNESHS Adaptive/ Assistive Devices for Computer
22. BFEs%t Appliances for Kitchen
* YR E microwave + ZEHE refrigerator
oven
23. B¥EHE Kitchen Utilities
+ & H. tablewares /
dining utensils
24. ZE/KREEeH5 B FH B Appliances and Utilities for Pantry
* f{UK%EE drinking pot o [BEEEES thermo ¢ Z5H teaset
flask for tea
* JK##% water dispenser
25. WSEaRERE R E RMEMA LR IEFEBUNSENEBI R R A SRS T
ZERMEE) Equipment, Assessment Tool and Accessories for Occupational
Therapy (as per the advice of NGO’s paramedical staff)
26. YEeREH - PSR RAEMAS CREGEBUNRBNEE R ABRE T
ZEREEE)Equipment, Assessment Tool and Accessories for Physiotherapy
(as per the advice of NGO’s paramedical staff)
27. ZEEfiF S Decoration Items
+ E(GHAE picture with ¢ 25k plants in pot
frame
28. Rk Signage

o BZUFHBIREE - PICIEERE plastic sign for door, book shelves




29. HkEfHIER Staff Uniform

30. By AI R Storage Equipment

BB plastic container/ ¢ HLELFE toy box
box

31. JHiE Toileting Accessories

+ SLEAAER potty
32. EE - Bt 2EEF Books, Magazines and Reference Materials
33. &%3% Musical Instrument

34. REREVEE) -~ (B8 Kil|9kE3t1 Physical Exercise / Training Equipment / Health
Exerciser

* FI[SkFHEAE training
mattress
35. TrE / #Ek / B Toys/ Games/ Chess
o SRRIBNSR AR

cognitive games and

exercise
36. JHBHE%HE Fire Fighting EqUIpment
o K EE fire blanket o SEOKTEGE | S B | K) fire

extinguisher (powder / CO2 / water)
37. {EHEW - BsE - BEEARG (EF5ZEE) Facsimile Machine, Telephone Set,

Telephone System (including installation)

38. T.H Tool

» f ladder + T HFE#ET A tool .
box with tools

‘r

Zj torch

]

39. FHETHE Assessment Tool
¢ EAREGEEEERA o REMETEEUHE
%% Hong Kong symbolic play test
Cantonese receptive
vocabulary test

40. M | 1EEEF| B 28 44 Teaching / Rehabilitation Training Aid and
Equipment

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

Replenishment of consumable and/or disposable items should not be charged to the Block Grant
(BG).

(2 BTz A Rt 2% -




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

Q) IFREUF AR E 5 B R iR T LN RRAL -

(4)

()

(6)

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

principles in purchase of F&E items —

() Pl E AV B Rt Rt bt B Ml n vt R AR S B e B PR 2 - Flig e
N B Rax i A ES ARG B N R E R A R EE
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) FRBURTIAREA MRS B8 2 BB FEAY o2 B Rt - 1EME B 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);

(c) TEMEE o B R thily » M E B REAGIEOK ~ BRZe (R IER ORIV 5 fe
due consideration should be given to legislative requirements, occupational health and safety,
and environmental friendliness; and

(d) ANFTE IR A HIR B SEH E%EF R ANR B Koy 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 R - AR ORZ T HH B RIS E AR ~ 12
A~ FET I AR - IEIERR AU S0 E T - (Re& R AR B sNRHEGR RIAE A 4R A
IRARAESE 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.

DL B B ANSHIFEREAY S > BN LSRR 5RNELs - EE
HigfarnkBeaHEHENAN > A FEAY LI SMEEZS M - 1t
Gt AR BB IR B A (T AT) > R H SRR Y Ml gk M /R E S
MRS MEHENMEBMN(RERRHS2ER) 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.

AR SE B LA AHRA SO SR A S RHEAR IR B AERRE » (R D EAE (DA R R ) -
[EIEF > AN - ARSI AR AS AR R E R B ] Rt
SR ET BN &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
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reasonable time, be available for inspection by authorised staff of SWD and the Audit
Commission.

(7) FRBUMRREZEE T EH TIF - ST NEE IS RIEEE - ERE SR
AR IEEIT Ry » WHECRATORTERVECER I 5E ~ T ARIARME -
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.



