Efte=
For Reference Only

REKRES SR - RYEEBRINBALarIEE
Reference Furniture and Equipment List for
Hostel Service for Ex-offenders and Discharged Prisoners

1. K- EBEKMHEEAM Bed, Beddings and Accessories

+ BRFAPK baby bed /cot < FR%: bed cover o PRIE[EAH bed
guard / bed side rail

+ [REE bed sheet + EEE blanket cover + FEEE cotton blanket

+ #Eh cushion + & L K double bed * [R#4 draw sheet

o FELFE folding bed * [K4E mattress + [RFEE mattress cover

* JEFELR nylon bed * FuE pillow * fE pillow case

o #F / FEE quilt/wool < #EE quilt cover o E A/ EEJZIK single
blanket / bunk bed

o EA/ EEJEIREE o« BN/ BEEREA ¢ Hi{bIK sofa-bed
JeFih e single / bunk & single / bunk bed
bed with drawer and with extension bed
lock

*

F T4k towel blanket

2. ZZRIFLH% /HERME Air Purifier / Dehumidifier
3. M Audio-Visual Equipment
¢ EECREIUPE blu-ray ¢ CD/MP3#Ejt% /  + VCD/DVD #EH
player $%3Z 1% CD / MP3 | $%52#% DVD / VCD
player / recorder player / recorder
s TEE Hi-F ¢ REFEFE LCD ¢ ST OE R
system projector multi-media projector
with screen
¢ ST overhead ¢ FEES SR * irE ¥ radio
projector portable overhead
projector
¢ S (E=RIZE) ¢ N | A[HEESeE ¢ B television
screen with tripod screen / folding screen
+ =LK microphone ¢ FEEEE{A (50-65 INf)
smart televsion (50-65
inches)
4. EEFHSEEBEH Audio-Visual Materials & Accessories
o 3 | EH | =% ¢ CDs/DVDs/VCDs/ ¢ HEfE headphone
WS S ftme | ares blu-ray discs B¢
R AV /I TV /
HDMI / Hi-Fi cable
5. Ot% /| FIEEESE% Camera/ Portable Video Recorder
+  BEHEAHE digital ¢ BB
camera portable digital video

recorder




6. HREFEEMH Lighting

* FELFESRE light with
senor

7. EEEEEENEEEIR) Radiator (Wall-mounted / Movable)

¢ IRZEE thermo
ventilator

*

o= BNEGEVKIE
bathroom
instantaneous water
heater

8. 'HREEEZHI% Rapid Floor Dryer

9. XXH Sewing Machine

10. FBRESEH Ventilation

+ RS bedside fan

* B JE S floor type
fan

* A% window-
type air conditioner

L 4

*

& & exhaust fan

F20ES portable

fan

FhOH R exhaust

hood / rangehood

HH% EUSS wall hang
fan

11. #& / 7<#& Cabinet / Cupboard / Wardrobe

* PRUERE / Hlle [ $H
fi& bedside cupboard
/ cabinet / drawer /
locker

* KHZ5[H# card

index cabinet

* [FFIf# display

cupboard

o [FYIE | BT
Yi& storage cabinet /
cupboard with door

L 4

*

*

L 4

& cabinet

B B AR
cupboard for AV
equipment

X | FEAEAE filing

[/ form cabinet
I H&E wardrobe

of_$HEATYIME cabinet

with safe

iR EENS O]
cupboard for PA
system

A& HE pigeon-hole

cabinet

12. #&+ ! #ifk Chair/ Sofa

¢ HRTHIRT

armchair

+ EIE5 children chair

* JAlZE foot / step stool
* ik sofa

L 4

L 4

L 4

TR (BhER
TEEERS | FTAIFER
2 (EH) arm free
chair (for computer /
typing / guest)

Z 4 dining chair

Wi\ 2=k office chair
- stool

¥ benches

s | BRI
- folding / stackable
chair

iR+ roller stool




13. ¥p/VE R B RSt Office Furniture and Equipment

*

SCER R AR

attendance board
=277 bookstand

I 4% cash box
FR4EZ2 umbrella
stand

EEFHY exhibition /
display board

LB V)E & foam
cutter

{258 letter box

& 5 magnetic
white board

7R notice board

L4 paper cutting
guillotine

=2 E[11#%ZE photocopier
stand

FTiEH time card
machine

*

=71 bookcase

D [ AAS

=1 Eit% calculator

&2 chart holder
¥ door mat

A file tray

$HREFE key box

{E{EZE letter-tray

EENATE R
movable magnetic
white board

5% 4% numbering
machine

R4 A% paper
shredder

{EE LA residents’

names board

O] {1 b e gl 225 S 4
4-drawer steel file
cabinet

=45 bookend set

AYENTHREH AT Fi

calculator with printer
I 45 clock

BIHTF %

electronic typewriter

SRR E R
first-aid box with
supplies

1 % laminator

$EME locker
Dk (e =g ==

#% movable / standing
/ wall mirror

i\ == 1% office scale
22 E[1f#% photocopier

El & R EIEE stamp
pads and chops
BB E0F v aeas
adjustable keyboard
tray

14. #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

15. #& Table

*

*

F&1EHG side table

Z5 )1, coffee table

74 J1. corner table
/=2 office desk

PREEFG bedside table
B computer desk

244 dining table
RelzB 16 reading table

Fd 24 children table
@rEgts conference
table

F8#4 folding table
EMa (EEZERE)
study desk (with
bookshelf and lamp)




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

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

» % bucket o HUMOEEME | T2« Kb garbage bin
FHMvAR I 1 I8
1# flooring machine /
industrial floor
polisher / waxing

machine

o T EEFHUREEE o NI AR litter bin * Hi#E mop
industrial vacuum
cleaner

* 7 EEF% vacuum * MR washing basin ¢ 5772 Wi FH IR EEA wet
cleaner and dry vacuum

cleaner
17. FhEEeF B EBC#: Protective Gears and Accessories for Infection Control
+ FE gloves + 2t plastic boots

18. [R5 Infection Control Equipment

o ISR electric insect ¢ RS insect trap s DIEEAMEEENT H EhE
Killer light JERURECH T BT
liquid soap / alcohol
dispenser with sensor
(battery-type)
* JHICEE mosquito trap ¢ [dvER4E mosquito /e JFEEf sterilizer
insect screen
¢ EFRHIEHRTHE ¢ HEEEanti-vius ¢ FUEFUEBOANE —
hand dryer with sensor coating spray #&f4 alcohol

dispenser and
thermometer with

sensor
o UV ZHERENFH <« UVHOZONE Ma4s « [EFFREH book
UV sterilizer UV+OZONE sterilizer
disinfection bag
19. EBSHE M Computer Hardware
+ FEEEEE computer o = ERHK desktop * ZIIREFTHIE multi-
monitor computer function printer
¢ SFERUHAIERY * FTEIM printer + fmlifies scanner
notebook computer
* “PAREERE tablet o {Afkas (&FE / G
computer | =) server (entry

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




20. EfSEk Computer Software
¢ DGEEF anti-virus ¢ HEAEEBMEEE ¢ EBAERGEG
office automation operating system
¢ R RGEENER
teaching and
messaging software
21. fE#BE S Peripherals
+ SMNERERE USB * (AR USB
external disk flash drive
22. #8&&EE S Network Product
¢ REMEEEIRG | o YOSCHARS network ¢ JELRAEAEERHHES wi-
4ga& 4 installation of switch fi router
data line / network
cable for computer
o AR IEE S * JEAREHIREEE RS
wireless extender wireless repeater
23. BJSEEBhEIM Adaptive/ Assistive Devices for Computer
24. BYEs%t Appliances for Kitchen
* JBHEH% blender / food ¢ ZgfsEE boiler for * %1-JE toaster
mixer congee
¢ JEwuREE dish + EERHAGEDE ] electric ¢ EEIRVHEVIE
washing machine can opener electric food processor
* ERZEMK electric hot + ZEHEYFUE electricoven ¢ T | FEREVKEE
plate electric / gas water
heater
+ EYr% food scale * SiEkiE freezer * FHEEE gas stove
o JEEIE stock pot + EHLE induction o PEH juicer
stove cooker
*  FIURE microwave *  ZZ A% mincer * FHHE refrigerator
oven
* EREE rice cooker + tJJH # slicing * JE/KES water filter
machine
25. B¥EHRE Kitchen Utilities

L 4

» hk# chopping board
cooking utensils

¢ BYirFEAad food o FEBRRIAES
containers seasoning set
container

*

* frRmEBEYEE thermo {Ro % thermo
flask for food flask for soup

=& F E. cookware /

*

1% fast food tray

22 H. tablewares /
dining utensils




26. ZE/KREEeHS B FH B Appliances and Utilities for Pantry
o FA/KH K bottle ¢ @R7K%EE drinking pot + EEIKEE electric kettle
for cold water
¢ X H. teaset o ZEE teaurn o [FRZEES thermo
flask for tea
* H/KEE water boiler * JKf#% water dispenser ¢ JE/K2% water filter
27. KYeBT % R AH R A i Laundry Equipment and Accessories
* FZAXf% drying * Hi7KEs hydro- * BISLRBIZHT iron
machine / tumble extractor and ironing board
dryer
* JEICEE laundry basket < HEAX/T laundry pole * FRPELCLS linen bag
¢ BRI E R 22 ¢ EAKHRZKHE washer ¢ R washing
linen carrier extractor machine
28. HBA&a%t Equipment for Health Check
+ [MBAET blood pressure ¢ EEEEA] [ BFALN ¢ MMBEATER
meter / s R=t clinical / glucometer
sphygmomanometer electronic / infrared
thermometer
» [MEHEMHE oximeter ¢ ELITH% scale / s HEEERNEEK
weighter weighing machine
with height measure
» B EER » (it H 2B
weighting machine wheelchair scale
with seat
29. BEHRERYR (RAEREBUFBEBNEEA B4 T 2B R E )Medical
Equipment and Supplies (as per the advice of NGO’s medical staff)
30. B& (3EZA4E) Curtain (including Installation)
* ESEEE blackout * JREE shower curtain * TEEELRE stage
curtain curtain
+ HEEEE venetian blind ¢ #§5& window curtain
31. HEgfiFH 5 Decoration Items
o JOEFE artificial + T aquarium * ZEHEY) indoor plant
flowers
o ZE(4HAE picture with 3k plants in pot
frame
32. [FEiR Partition

o N EAREISR low
partition for office use

*

AR ETE SRR
movable folding
screen for partition

*

BIkEZ Eav it

movable partition




33. Rk Signage

o EZHBOREE - FIO ¢ [FFE A4 residents’
HEf# plastic sign for name plate
door, book shelves

34. BB IR Staff Uniform

35. BRI E Storage Equipment

o Z=Edr magazine box ¢ EZEMTYLS vacuum e [BF plastic container

storage bag / box
+ EJPfEF storage ¢ IrELFE toy box
bus tray
36. {E AEH R Personal Care Appliances and Accessories
* JAT[ bath towel + it comb + TE T face towel
¢ EEEE M o TEEZFHE haircutset « WKEZES hair dryer
grooming aid
+ 11 hand towel * FB[EE plasticapron ¢ Z2f] / #I]J] shaver

37. FT 85 Arts and Craft Equipment and Materials

o ESEAN calligraphy ¢ 5T /4 handicraft
materials materials

38. EF - Bzt R 2FEEFl Books, Magazines and Reference Materials

39. F4NEEA SR Outdoor Program Equipment

¢ PO EED IR * FHEEEES loud ¢ TR

flags for outing hailer walkie-talkie
40. RBREVEEN ~ BB Kil|9Ess41 Physical Exercise / Training Equipment / Health

Exerciser

+ EHHES cycling o JERMRL L exercise o (EIFFELETIHER
exerciser putty JAMAR hand

dynamometer
+ g parallel bar o D% pedal * 4§ JJ#%E theraband
exerciser

* Zlgf R training ¢ P24 treadmill

mattress

41. #32 ~ BEEE K FE%ESHE Social, Sports and Recreational Equipment

42. LrE | #FEL / B Toys / Games / Chess

o FRSERLIG Chinese  » suailalllekimmst o PRPREER mini-
billiard table cognitive games and snooker
exercise
* EEGUREE - BRI« HUEIFEIE wendy
4 K Be 4 TV game house / dollhouse /
player, software and play house

accessories




43. HPhE%tE Fire Fighting Equipment
* JBOKEE fire blanket * BOKEWRE 1 &bk 1 7KK fire
extinguisher (powder / CO2 / water)
44, fRZEEHE Security Equipment
* [ AGE K 24 anti-
wandering system
45. {HEM% - EEE - BEEARS (BFEZLEE) Facsimile Machine, Telephone Set,
Telephone System (including installation)
46. JFiEhESE Mobile Phone
* JEEREURENEEE cell o FREVNENEEES smart
phone phone
47. T H Tool
* BRZEEET ball pump + ZE#E electric drill + FE#EfFEFE hammer
with needle drill
* fi ladder o GG T HES needle  * F-F2E5 portable light
work / sewing kit
¢ HIJ] scissors * =THFES stop watch / + #t K tape measure
timer
¢ THFFHTH tool + ZEfE torch o $:JE4448 wired fence
box with tools
* 4-5 &K 6-8 dhmts
(BCsHsZeiH)4-5
steps and 6-8 steps
aluminium ladder
(with occupational
security lock)
48. FFEH Trolley
* 7 ball trolley o EFER{FiEmZE bed o [EZEH book trolley
carrier
o FHEHEH cart o BEHHFHEE dressing ¢ 3£ZEHEL drug trolley
trolley
o A UFHE + Z&H food trolley * (R)EZF food trolley
foldable trolley with warmer
* FEEFHEE heavy + JRZEEE medication + ZEIE nursing trolley
goods trolley trolley
+ [P shopping ¢ RS
trolley stainless steel trolley

fEEE Remarks
(1) ZRErEe e AEREEAERAY @ M EIZEY) & -

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




(2) BEHI MRy B Rt iE it

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

Q) IFREUF R E 5 B R thiZHE T LU NIRRT -

(4)

()

(6)

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

(@) FEE AR E K tiZH Rfg it e @ M S m A ra AR - Romie EIER = - FriE
AR E R A EEBR A I B IR 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) FEBURFARAREA FERS B 48 20 BB HEAY 5 B Rkl - FEME 5 B R hitky - R oK)
ARTE > DGR EERTSRAESE

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) FEME o B Rl - B E B RIABIE R ~ B2 RIRORAVIEE © &

due consideration should be given to legislative requirements, occupational health and safety,
and environmental friendliness; and

(d) AR B AHIR B Rt eSS IR A5 B R S e (- — i =
BTN E R B RGN G E SR -

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~ 55 [ ARFr - PEREIERREUC S E HIHE Tt - (ReE R AE B ARG ST 47 K
IEAR QLR IR N B &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.

DA% 5 B S AN BHIEREMNY & > Bl L5 F?%}EEMEE& ’ jﬁf%‘?
I%% AREENEHEEGHEAN L AEEAYmE M EE S -

Gt A R BB IR BN A (AT AT) > R E SRR Y nafﬂ’-ﬂﬁ&/&é%ﬁ‘
E.BH%:?EEE%%?E%%IE HIHBEO (KB KsxFHESER) AREHN T EHHl, -

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 SF A B BB B R A ERFUE > PPV EE (DI RE R ) -
[EHF > AR - AREARSELL R ATA B A RS S A S VEC s B - R T RERG (it
HEERNR R E T EAVERAE 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

9



Commission.
(7) FEBUMRREZEE T EH TIF - ST NEE IS RIEEE - ERESF LR
SR IEERIT Ry » MHECRFTIRIEAVECEE P56 ~ 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.

10



