Eft2%
For Reference Only

REKEHEHSER - BB ETIE

Reference Furniture and Equipment List for
School Social Work

1. RSB | HyR#% Air Purifier / Dehumidifier

2. M Audio-Visual Equipment

o EEiENTHE bluray  » CD/MP33Et% /| + VCD/DVD i

player $%51% CD / MP3 | $%521% DVD / VCD
player / recorder player / recorder
¢ HEECH HI-F ¢ REAATTIELCD ¢ BHEGHoIH
system projector multi-media projector
with screen
¢ SHHE K overhead ¢ TR SO * Y radio
projector portable overhead
projector
¢ g (EZHIZR) ¢ [ AiERSERE ¢ EEA television
screen with tripod screen / folding screen

3. EEHRKEER{H Audio-Visual Materials & Accessories

o B | B | =% ¢ CDs/DVDs/VCDs/ ¢ HfZ headphone
TR S | e blu-ray discs EZ 't
AR AV I TV /
HDMI / Hi-Fi cable

4. TEHB% | FIEESEME Camera/ Portable Video Recorder

¢ BHEAHEE digital ¢ FREOERSR T
camera portable digital video
recorder

5. E¥EA%E PA System

o REES amplifier o BREE(EEHE | FEFG) ¢ R ES microphone
microphone (floor / mixer
table type)
¢ BRSIESZIR ¢ TIRERRS *+ HELRIE wireless
microphone stand portable PA system microphone

6. ‘HREEEZHI% Rapid Floor Dryer

7. EEEEH Ventilation

* [RiEJE 5 bedside fan ¢ #hi5a)5 exhaust fan o HiHfER% exhaust
hood / rangehood

* D JE S floor type o F4EUE S portable i ESS wall hang
fan fan fan

* 755 window-
type air conditioner
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8. #HE / %<fE Cabinet / Cupboard / Wardrobe

*

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

~F &5 card

index cabinet

PR 51HE display

cupboard

HPIiE | AR
Yk storage cabinet /
cupboard with door

*

& cabinet

B B AR
cupboard for AV
equipment

X | FEREAE filing

[/ form cabinet
1 HE wardrobe

*

*

A _ESHRTIME cabinet

with safe

i RN O]
cupboard for PA
system

A& HE pigeon-hole

cabinet

9. W+ / ¥ifk Chair/ Sofa

*

*

*

*

HEPFHIR T

armchair

A #5 children chair

HAl2&: foot / step stool
#ifk sofa

L 4

L 4

TR T (fhHe
{ERRNS | $TF I
() arm free
chair (for computer /

typing / guest)
Z#4F dining chair

Wi\ 2=k office chair
¥~ stool

¥ benches

e | IR
- folding / stackable
chair

iR+ roller stool

10. ¥ONVEFR H R Office Furniture and Equipment

*

BRI A4

attendance board
=77 bookstand

IR 4:%5 cash box
FRZEZE umbrella
stand

& exhibition /
display board

LB V)E & foam
cutter

{258 letter box

fg 4 1 H magnetic
white board

L 4

=21 pookcase
=1 Eit4% calculator

& 22 chart holder
H#h door mat

A file tray

PHELFE key box

{E14-4E letter-tray

SEENEE AR
movable magnetic
white board

=3 pookend set

AHENThRERYET R

calculator with printer
f§§ clock

AT

electronic typewriter

SRR R i
first-aid box with
supplies

1 % laminator

$EE locker
aEy [ s 1 NG

#=% movable / standing
[ wall mirror




7R notice board

L4 paper cutting
guillotine

B2 E[I1#%22 photocopier
stand

FTuE44 time card
machine

L 4

FREE% numbering
machine

Rl paper
shredder

FZAEAR residents'
names board

A JHE SRR T
adjustable keyboard
tray

*

Wi\ Z= ke office scale

=5

= E[1#% photocopier

El& F E1E stamp
pads and chops

11. ZE Shelf & Rack

*

=71 pookshelf

#HFIZE newspaper
and magazine rack

% %2 shelf / rack
for various purposes

(& R 51128 book
display rack

HEYIIE2E plastic

shelf with castors

#E20 shoe rack

*

*

H{ <22 clothes
hanging rack
EEITICEZR | R
movable toy shelf /
cabinet

12. #& Table

*

*

F&1EHG side table

Z5 1 coffee table

74 J1, corner table
i\ =5 office desk

AR K BIRAG Y
T {F#& work table
with formica top

PREEFG bedside table
TEHE =5 computer desk

ZH4 dining table
ReZ8 14 reading table

*

*

*

*

L EF4 children table
@rigté conference
table

F8#4 folding table
e GEERE)
study desk (with
bookshelf and lamp)

13. JEE A B EFEEF M Cleaning Equipment, Utensils and Materials

*

g bucket

T ER IR EERE
industrial vacuum
cleaner

I EEF4% vacuum

cleaner

*

L 4

L 4

HIROE B | T3
FHRUARE 1 $TH8
1# flooring machine /
industrial floor
polisher / waxing
machine

JINBUL 3R AR litter bin

643 washing basin

*

*

*

KR garbage bin

HrdE mop

HZ &4 W FHIR EE% wet
and dry vacuum
cleaner




14. [R5 Infection Control Equipment

o JFirE electric insect ¢
killer

+ filyEs mosquito trap  #

JER& insect trap
light

[tz 254/ mosquito /
insect screen

DLEE A BaEh Y 5 BhEL
JER R B M 5 B
liquid soap / alcohol
dispenser with sensor
(battery-type)

MM sterilizer

15. EEfStE#E: Computer Hardware

—pepa

* EEAGSEH computer .
monitor
notebook computer

o S EERE tablet .
computer

= - EERE desktop
computer

FTE[I#% printer

filfkas ((&FE / FP&
| =) server (entry
level / mid-range level
/ high-end level)

2 UReF TEIRE multi-
function printer

FRHE 25 scanner

FTENT(5E5T) printer

(laser)

16. TBiS#ER{E Computer Software

+ [BhEEM4 anti-virus ¢

FANEAS E ket e

office automation

RN ICEE

operating system

17. [E¥&E 5 Peripherals

* SNEIERE USB .
external disk

{EHE(AEER% USB

flash drive

18. 48%% 7 5 Network Product

o RyEISLSEEIR | ¢ 49485CHARS network AR AE4EES HH 2R wi-
4Ez% 4% installation of switch fi router
data line / network
cable for computer

¢ R4S IR AR » ARG ES
wireless extender wireless repeater

19. B¥EE%f Appliances for Kitchen

* JBHEH% blender / food ¢ ZgfsEE boiler for %% +-Jj& toaster
mixer congee

¢ Jetmibet dish + EEBAIRETH ] electric EEEYIREYIR
washing machine can opener electric food processor

+ FEEU electric hot .
plate

* &aWrz food scale .

ZEVEIE electric oven

e iE freezer

B HEREUKE
electric water heater /
gas water heater

el gas stove




L 4

* 508 stock pot
stove

* {7 NE microwave .
oven

* K GE rice cooker

L 4

EERLIE induction
cooker

2 A% mincer

)| 14 slicing

machine

Ve juicer
EHE refrigerator

JE7K 25 water filter

20. B¥EHE Kitchen Utilities

+ hE#E chopping board

*

* BYiTF454s food

containers

*

* RRBEYEE thermo
flask for food

& E cookware /
cooking utensils

Gl S ek
seasoning set
container
{rof % thermo
flask for soup

4% fast food tray

2 H. tablewares /
dining utensils

21. ZE/KRE545 B FH B Appliances and Utilities for Pantry

o EAIK FHZKHE bottle #

for cold water
¢ Z5H teaset .

* ZE/KEE water boiler .

f7K =% drinking pot
L teaurn

7K % water dispenser

*

/K EE electric kettle

B %57 thermo
flask for tea

JE7K 25 water filter

22. REfaExfH Equipment for Health Check

+ [fIERzt blood pressure  «
meter /
sphygmomanometer

* [MEHIE% oximeter

o PR .
weighting machine
with seat

BEH | AN
spEsE =1 clinical /
electronic / infrared
thermometer

HRI5 3z scale /
weighter

{timta H 2=k
wheelchair scale

I A

glucometer

S E R R EE
weighing machine
with height measure

23. & (FEHZEL) Curtain (including Installation)

* ESEEE blackout .
curtain

* HEEEE venetian blind

YA EE shower curtain

&5 & window curtain

o5 5 stage
curtain

24. HEfiFH 5 Decoration ltems

o NIEAE artificial R
flowers

o E{GIEE picture with
frame

#ET aquarium

%% plants in pot

ZENHEY) indoor plant




25. [t Partition
¢ A EEERR low  « AIREFEEFE ¢ wEEIEERR
partition for office use movable folding movable partition
screen for partition
26. FE;RKR Signage
o EZRBRE - FIO « (FEAEAM residents’
HE R plastic sign for name plate
door, book shelves
27. Br¥RI R Storage Equipment
+ #zE& magazine box ¢ EZERFLS vacuum e BEES plastic container/
storage bag box
+ EJUfEF storage ¢ IrELFE toy box
bus tray
28. FT #HH & Arts and Craft Equipment and Materials
o FEEHE calligraphy ¢ T A5 handicraft
materials materials
29. EE - Bt 2EEF Books, Magazines and Reference Materials
30. &= Rdim Camping Equipment
31. %428 Musical Instrument
32. F4NEEIR &L Outdoor Program Equipment
* AN EE) R ¢ FHEfES s loud ¢ FiRimapEETEE
flags for outing hailer walkie-talkie
33. X ~ BEEE K FLELHE Social, Sports and Recreational Equipment
34. TrE | #EK / B Toys/ Games / Chess
* FEEELHAR Chinese ¢ ERHIGISR TSR ¢ ZRYREBK mini-
billiard table cognitive games and snooker
exercise
» TS - AEE e« SOEIREYE wendy
& K BcfF TV game house / dollhouse /
player, software and play house
accessories
35. JHPhE% M Fire Fighting Equipment
* JBOKEE fire blanket * BOKEWRE 1 &bk 1 7KK fire
extinguisher (powder / CO2 / water)
36. {HEM - EsE - BEEALS (BEFEZLEEE) Facsimile Machine, Telephone Set,

Telephone System (including installation)




37. JEhESE Mobile Phone

*

R REIR B RS cell
phone

RE RN E SR smart
phone

38. T.H Tool
* BRIZHEET ball pump L electric drill EENFEFE hammer
with needle drill
» f ladder 424 T HE4E needle FH2P% portable light

B 7] scissors

T Ef#T E tool
box with tools

work / sewing kit

=103 25 stop watch /
timer

&g torch

# K tape measure

4B 4449 wired fence

39. FHEHE Trolley

*

Ji7E ball trolley

JEFER T 528 bed
carrier

[E]Z = book trolley

o TFHEHE cart EEF FH#EE dressing 1L&E L drug trolley
trolley

o BEAXFHE & food trolley B food trolley
foldable trolley with warmer

* HETFHEE heavy JREEEL medication SEHHE nursing trolley
goods trolley trolley

* JEYE shopping e -4 e
trolley stainless steel trolley

s Remarks

(1) BRSPS AEMEEEMERY) A RIEY I -
Replenishment of consumable and/or disposable items should not be charged to the Block Grant
(BG).
(2) BRIV R A R ERSS -
The furniture and equipment (F&E) items listed under each category are meant for reference.
() BRI E o B R ST DU N FEAN -
Non-governmental organisations (NGOs) are reminded to observe the following general
principles in purchase of F&E items —
() Pl E AV B R A Rt At B AR AT AR A AR S - R e B F R 22 - Pl
Wz B R i S ARG B I 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) FEBURFERE A TERE B R 2% BEEFEN R B S lf - TR E R B SGefis - 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);
7



(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 HIHR B SEH  E%EF R ANR B RSy n i - — i s
B TIFENEE R B RN 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 RS S A B REIR B B R A ERFUE - PPV EE (ISR RE R4 ) -
[EHF > PN EEE RN - AREARSELL R ATA B RS S A S VEC s B - FE T RERG (it
e ERNR R E T AR 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.

IFBUS R T ER LR - STILRSMINNEVER R G LAPRIEE & - B E G R
ARSI T - WHECRATIRFAVECER 1158 ~ FFEAARME -

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.



