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A 545 P A

A ARRE H B R

Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.1a brifEbrE R B 5 & 2 R~ Standard logo - scale and minimum size

FEAEMIEOLT, BIARETE BB bR G AR G54 .

R SCAEAF AL oAR A i, B R E RN RSy 40mm .

The shape or structure of the entire logo must not be altered under any circumstances.
The minimum size of the standard logo is 40mm, unless prior approval from

the Social Welfare Department is obtained.

7KF-i% & Horizontal Layout

ol

Subsidised Service!by the Sociall Welfar¢ Diephrtment

/2~ Minimum size

ek ol L

Sobwicieed Sarvics by e Sedal Wallice Dipesimges

A0mm |



e EAE R R ﬁﬁﬁlﬁ%ﬂﬂ

Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.1b FRUERRE M /N2 458 Standard logo - minimum clear space

B 5 VY J 1R B )N 22 2 B B W A DR AR 25 1) e B M

JRA] REAE bR G DY JH R B U fe ) 22 4 i B B 22 1) A [R) .

P IR B /N 22 4 B B R DAKR I e B2 X SRR LT
The minimum clear space ensures the integrity of the logo.

Whenever possible, leave more than the minimum clear space around the logo.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

0.1X

3
Y

_______________




2.

AR E R B S P 58 FH A
Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.1lc Fr&EH LK Logo colour

1. Full colour 2. Monochrome

L EEFEERIARS e EE SRR S

Subsidised Service by the Social Welfare Department Subsidised Service by the Social Welfare Department

PANTONE 186 C Hex #C8102E

PANTONE Warm Grey 9 C Hex #83786F




AR B B R 55 P A8

Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.2a briEds &L 5 & /N K<) Standard logo - scale and minimum size

TEAEATIEOL T, BIARE S SRR S TEAR G54 o

BREFSGAE At otm Al 2ttt MR E RN R 830mm.

The shape or structure of the entire logo must not be altered under any circumstances.
The minimum size of the standard logo is 30mm, unless prior approval from

the Social Welfare Department is obtained.

FEHE Vertical Layout

7

Subsidised Sérvice by
the!Sdcial Welfare Department

/N Minimum size

LW R R R

Subiderd Servico by
i Sncial 'Welsre Dloparimess

[ "
30mim




SRS R R ERERER

Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.2b brifEbR B R /N %455 Standard logo - minimum clear space

B VU JA B B )s 22 4 BE B WA DR PR 25 1) 8 B

JURT BEAE Ao DU JE AR B LU fe /N 22 A PR 0 B 22 (1 25 )

IR G BN AR R DL AR B B B X O BRI B AR
The minimum clear space ensures the integrity of the logo.

Whenever possible, leave more than the minimum clear space around the logo.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

7

[~

0.1X
Y




AEoARME K BIAR ST P 5B T
Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.2c FrEE RS Logo colour

1. Full colour 2. Monochrome

tEEEAE R B B R B

Subsidised Service by Subsidised Service by
the Social Welfare Department the Social Welfare Department

PANTONE 186 C Hex #C8102E

PANTONE Warm Grey 9 C Hex #83786F




HEENEREHERE =G e A =

Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.3a FrufEbr E BB 5 /N~ Standard logo - scale and minimum size

FEAEMIEOL T, BIASRE S SO bR SRR, H
BRESCIEAF A AR v, MR S /NSy 50mm.

The shape or structure of the entire logo must not be altered under any circumstances.
The minimum size of the standard logo is 50mm, unless prior approval from

the Social Welfare Department is obtained.

;
4
£
:
2

g/ 2 = Minimum size

L8 F B W AR

Feuikilard Feriddee bry e Sw il Ve rilair Drparfesrnd

S0mm
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

1.3b FruEbs E BB /N 245 Standard logo - minimum clear space

PR & VY J B )N 22 4 BE B WA DR PR 2 Y e B 1 o

JAT R AE bR & DY JE AR B LU fRe /)N 22 4 B B 22 1 5 ]
P /N2 A EE B DL bR E B A FE "X BAAAR L TS
The minimum clear space ensures the integrity of the logo.

Whenever possible, leave more than the minimum clear space around the logo.
The minimum clear space is calculated proportionally based on the height of the logo, using "Xx" as the unit.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

QIXI®& =~ 9

HEER B S R

~ Subsidised Service by the Social Welfare Department
L i

E | = &2 B Clear space X = @
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1.3c PrEH BRI Logo colour

1. Full colour

L& ErE EBAR S

Subsidised Service by the Social Welfare Department

2. Monochrome

tteEr e E B B RS

Subsidised Service by the Social Welfare Department

PANTONE 186 C Hex #C8102E

PANTONE Warm Grey 9 C Hex #83786F
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

2.1 bRENA (74 &) Logo application (advertising and poster)

O-0O FELMNAT T SRERN - BWSETE - BHAFSERITALTAE FANUE -
Wit AREElECS - JS2EEDPNEMZERLUE -
EN /N ZEIEZMIRENEE X" AR E -

When the logo is using alone on advertising and poster design, it is recommended to be placed at the top left

or bottom left of the design.
Should the design not allow this, it is recommended to place it as shown in the pictures below.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

A ®

) I
1 9 9
B T .

.......................................................
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

2.2 brEMH (HREBIIE) Logo application (wall banner)

©- 0 WEBBRNATEEREN - 2WSETE  BRASERI A LA FTANE -
MiRitAREER S - ISEETHNEMBERUE -
WENERNZZEEZMINENEE"" REUMREAITE -

When the logo is using alone on wall banner, it is recommended to be placed at the top left or bottom left of

the design.

Should the design not allow this, it is recommended to place it as shown in the pictures below.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,

§ = iS22 TS Clear space X = @
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

3.1 mrESHAMAREHANH % KR
Logo lockup with other logo application (advertising and poster)
0O 0O FESEMFERR LIER NS RERIB NS E— LR FFER -
RSN E/NZEEBEMUREHNEE " NRAIREEEHE -
The logo and other logo appear on the same advertisement or poster design can be used in a lockup or separately.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

0.3X 5
P PEARKNEEERATRE - .
X i = Hong Kong Special Administrative Region *i‘gﬁﬂ *IJ % éﬁbﬂﬁﬁ
! i 5 of the People’s Republic of China Subsidised Service by the Social Welfare Departmenti
o3x | e
— e
0.3X 0.2X 0.2X

®

of the People’s Republic of China

o s @ usmnssvns @) iaavEmEn |
i Ci@urmimons | @ vxmnmonn_| | .| | % momem @) uanumenan | @ uamnamzs | |
oo ' _ emAEAEEETEE | PR i
: ' = A2 2 B Clear space e Aot S Ay s i e ER B L IR
1

Subsidised Service by the Social Welfare Department,
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

3.2 bR 5 HAhbR G H AN CERERETED
Logo lockup with other logo application (wall banner)

®O-0 FESEMFEERN ERER— M EEEEN T EE— BRI HEH -
HENR/NEZEEZMIRENEE"X" NRAMKLEAITE -
The logo and other logo appear on the same wall banner can be used in a lockup or separately.
The minimum clear space is calculated proportionally based on the height of the logo, using "x" as the unit.

@ HEEHE LIRS

Subsidised Service by the Social Welfare Department

. PEARRANEEENATRE
- Hong Kong Special Administrative Region
¥ of the People’s Republic of China
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Subsidised Service by the Social Welfare Department Logo Usage Guideline

4.1 % M Incorrect use

0O FEEEEXRSHEIEI TS -

The standard colour of the logo cannot be changed and be patterned.
O FeEEEEUTESHNZEHTSS2EZENR% B85 - thHI KRB -

The logotype proportion or distance and relationship of the logo with the logotype cannot be distorted

or rearranged.

18 ¥ & = B

subsidised Service by the Soetal Weltare

7 R

v pArfment Salbvi b Hanwn by e Socie] Waara Denarimeni

# 7B HED

@ by the Social Wellare

= 1R & R AR

Subsidised Service by the Secial Welfare Department

S A E B

Subsidised hervice by che Sccinl Wetfare Department
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2 T E4%iR M Background incorrect use

—() BEFTERE L FEBFRERSANER LEA - TERNAESFEMERTE -

The logo is not allowed to be featured on backgrounds which are messy or affected the legibility.
Some samples of unacceptable backgrounds are listed below.
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GLOSSARY #% 0

Agreement Service Unit (ASU)

An ASU refers to a unit operating welfare
services governed by the concerned Funding
and Service Agreements with subvention
provided by the Social Welfare Department
(SWD), which may or may not be premises-
tied. An NGO may operate more than one ASU
on the same premises.

Annual Financial Report (AFR)

NGOs are required to prepare AFRs on cash
accounting basis and submit to SWD annually
in respect of all Funding and Service
Agreements (FSA) services (including items
for supporting FSA services) funded by SWD
under the Lump Sum Grant Subvention
System, and also FSA services / FSA-related
activities funded by Other Funds or Donation
for Designated Purposes (if applicable).

Audited Financial Statements of the NGO
as a whole

An NGO is required to prepare audited
financial statements of the NGO as a whole in
respect of its operation on a yearly basis, which
should be submitted to SWD together with the
Annual Financial Report.

Central Item

Subvention for Central Items is allocated for
specified purposes on a recurrent, timelimited
or one-off basis which is not included in the
Lump Sum Grant subvention allocation. Any
surplus, which is not allowed to be offset by
any deficit of another item, is subject to claw-
back by SWD according to the terms and
conditions of individual central items.
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Conventional Mode of Subvention

Conventional mode of subvention refers to
the old model that prevailed prior to the
introduction of Lump Sum Grant Subvention
System in 2001. It takes the form of Model
System or Modified Standard Cost System
under which NGOs must use the subvention
allocations to settle expenditure for each item
according to the recognised items as approved
by SWD, with no virement of funds across
those items.

Cost Apportionment

Cost  apportionment  refers to  the
apportionment of operating costs between
subvented and non-subvented services of
NGOs, so as to avoid cross-subsidisation.

Cross-subsidisation

To safeguard the use of public funds, NGOs
must ensure that there is no cross-
subsidisation of non-subvented activities by
SWD-subvented programmes in money or in
kind.

Essential Service Requirement (ESR)

The ESRs specify the necessary features of the
infrastructure for a specific service such as the
operating hours (e.g. 8:00 a.m. to 6:00 p.m.
on Mondays to Fridays, 24-hour operation),
essential staffing (e.g. nurses) and the
requirement to comply with the relevant
ordinances and / or regulations.
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Funding and Service Agreement (FSA)

A FSA is a binding document between SWD
as a funder and an NGO as a service operator,
which defines the purpose and objectives,
service nature and contents, target service
users, essential service requirements and
performance standards on a specific type of
service subvented by SWD.

Funding and Service Agreement (FSA)-
related Activities

FSA-related activities are services that are not
specified in the FSAs but they are carried out
by service operators with the same purpose and
objectives, as well as same service nature
covered by the FSA, while the service contents
and target service users are in line with the
FSA.

Governing Board

The governing body of an NGO may be
referred to as “Board of Directors”,
“Management Board”, “Executive Committee”,
“Council”, etc. For the purposes of this
Manual, the governing body of an NGO is
collectively referred to as “the governing
board”.

Government
Government refers to the Government of the

Hong Kong Special Administrative Region of
the People’s Republic of China.
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Holding Account

With the implementation of Lump Sum Grant
(LSG) Subvention System in 2001, NGOs
were provided with a one-off Tide-Over-
Grants (TOG) from 2001-02 to 2005-06 in
order to facilitate them to honour contractual
commitments to Snapshot Staff. After the
cessation of TOG in 2006-07, SWD withheld
the claw-back of LSG Reserve above the 25%
cap for three years from 2004-05 to 2006-07.
NGOs may keep the cumulative LSG Reserves
as at 31 March 2007 in the Holding Account to
honour their contractual commitments towards
the Snapshot Staff and enhance human
resource arrangements. Starting from April
2025, NGOs may, after ensuring that sufficient
funds are reserved to honour their contractual
commitments to all Snapshot Staff, and with
the agreement of the governing board and
proper communication with staff through
established mechanisms, use the remaining
Holding Account Reserve in the same areas as
LSG Reserve.

Lump Sum Grant (LSG)

Under the LSG Subvention System, recurrent
subvention is allocated by SWD on an NGO
basis with grants in a lump sum (therefore
named as LSG) for operating subvented
welfare services governed by the respective
Funding and Service Agreements.

Lump Sum Grant Independent
Complaints Handling Committee (ICHC)

The ICHC is composed of non-governmental
independent members, which is responsible
for handling Lump Sum Grant-related
complaints that cannot be satisfactorily
addressed at the NGO level.
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Lump Sum Grant (LSG) Reserve

Under the LSGSS, any unspent balance of the
LSG in each financial year may be kept in the
LSG Reserve up to 25% of the NGO’s
operating expenditure (excluding Provident
Fund (PF) expenditure) on subvented services
in that financial year. Any amount exceeding
25% of the NGO’s operating expenditure
(excluding PF expenditure) must be refunded
to the Government.

Lump Sum Grant Steering Committee
(LSGSC)

The LSGSC is composed of non-
governmental members from different sectors,
which is responsible for monitoring the
implementation of Lump Sum Grant
Subvention System.

Non-governmental Organisation (NGO)

For the purposes of this Manual, an NGO
refers to a non-profit-making organisation
which is recognised as a charitable institution
under section 88 of the Inland Revenue
Ordinance (Cap. 112) and receives recurrent
subvention by SWD for operating welfare
services governed by the respective Funding
and Service Agreements.

Notional Staffing Establishment

The notional staffing establishment of a
particular Agreement Service Unit is devised
by SWD as a reference for calculating
subvention. NGOs may flexibly deploy staff
according to operational needs and their
human resource management policies, subject
to compliance with Funding and Service
Agreements and the relevant statutory
requirements (if applicable).
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Provident Fund (PF)

The provision for PF includes contributions for
Snapshot Staff and Other Posts (i.e. non-
Snapshot Staff). The PF provision for
Snapshot Staff is calculated on an actual basis
(i.e. at 5%, 10% or 15%, depending on the
length of service), whereas PF for other posts
iIs provided by making reference to the
standard rate of 6.8% of the salaries allocation
of the notional staffing establishment of an
Agreement Service Unit.

Provident Fund (PF) Reserve

NGOs are allowed to keep the surplus of PF
provision for Other Posts (i.e. non-Snapshot
Staff) to meet PF commitments towards staff,
which is not subject to the 25% cap. Starting
from April 2025, NGOs may, after ensuring
that sufficient funds are reserved to honour
their contractual and statutory PF contribution
obligations, and with the agreement of the
governing board and proper communication
with staff through established mechanisms,
use the remaining PF Reserve in the same
areas as LSG Reserve.

Recognised Fees

Recognised fees refer to the fees charged by
NGOs on service users according to the
amount prescribed by SWD for the purpose of
offsetting subvention allocations.

Service Outcome Standard

Service outcome standard is used to evaluate
the effectiveness of services, such as the rate
of satisfaction by service users and/or their
family members.
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Service Output Standard R4 £ 78

Service output standard is used to measure the PRAG Epmd® (TErg ks £ 0 bldw
service volume, such as the number of cases /R4 1 &P ~ ] B2 F 4P >
served, number of groups and programmes, ‘4% @& * F g i 5 .

enrolment or occupancy rates.

Service Performance Management JRA ZMERFTA LR

Information System (SPMIS)

SPMIS is an electronic system developed by fp‘i % i’} f ’@/ﬁ\ L 'f‘ f° f‘ﬁi%: i J
SWD to facilitate service performance == e% 2 ILE ﬂ‘z L
management. NGOs may receive notifications j - ’%”If ﬁj‘f}mf‘w? = li % : L
and submit service performance returns and T ;}&1(% T AR RIS
management reports to SWD by electronic IR A2 FILE S

means through the SPMIS.

Service Performance Monitoring System R4 &35 RHIR
(SPMS)
: . BIRA ZIME BHIRT A F IR
Under the Service Performance Monitoring ;? ; i i <<f£L R FR;‘ 3’% )
System, Funding and Service Agreements are N 2 B
e MARZEAZIRE DS

drawn up between the SWD and service oy g p A y

. i (T WORE 4 F A K L IR iR o
operators, setting out the relevant requirements p
and service output / outcome standards which
form the basis of monitoring the performance
of service operators.
Service Quality Standards (SQSs) JRA B EFR
SQSs define the level of which, in terms of MR % i F PTG RS B D
management and service provision, service B Zfr#& BEIR4 Z oo ik Iy
units are expected to attain. Thereare 16 SQSs,  # 'k ¥ < 16 5 JR 4 7 & t7.& & ¥

each of which is elaborated by a set of Criteria 7| P* & a2 5= 65 4 47 o
and Assessment Indicators.
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Significant Incident

Significant incident involves public interest,
such as governance crisis, financial
management problems or other issues that may
have impact on service or manpower
deployment.

Snapshot Staff

Snapshot Staff refers to the staff occupying the
recognised subvented posts of a subvented
service unit of an NGO as at 1 April 2000 as
recorded by SWD prior to the implementation
of Lump Sum Grant Subvention System.

Special Incident

Special incident occurs at subvented service
units and/or other venues includes (1) unusual
death / repeated injury of service user(s), or
other incidents resulting in death / serious
injury of service user(s); (2) missing of
service user(s) requiring police assistance ;
(3 established / suspected cases of abuse of
service user(s) by staff / other service user(s);
@ dispute resulting in physical injury
requiring report to the police forassistance;(5)
other serious incidents affecting daily
operation of the service unit for over 24 hours;
and (6) incident drawing public attention or
media concern.

EL ¥

TEEEHE D G E > Lvlj'lir'?,r.
A~ A4 ERPEAE TR
raR 4 BN A P o

hn

1 n‘u;l Jj{»ﬁ B I

#3E %

BSR4 Hixp 2 RN AH B
EPR 4 BE AT ""Fﬁr«‘}’*‘g

(:].)H;i Fe"*i‘?i«’;};;

I/;?’E\;—?—!/ = KPR
SR () A
l!iﬁz"’-ﬁiﬁﬁ‘ﬁﬁ;()
A7) ﬁl%’i’f—%‘ﬁ;ﬁf’ﬁ
e AL R
&E'/f?]‘);xysmrﬁ,-ﬂ,ﬂiﬁ‘
Feer s (B) His EFE MUK IR
*ﬂwmﬂﬁﬁmkimlﬁ %
(6) ¥ av 3lAz o 4 & B4 X 2 ehE oo

B PENIEN
T emle ¥ ek W AR TR

O N A N SR i
ol R N\ ok e Al

E#:\u@\ = AN -

<
LY ﬁﬁ, ‘e\ Wa

7—‘-

AL LABTIIRS LKz 24 | 160




	附件
	有指定用途的其他资金或捐款资助的《津贴及服务协议》服务／《津贴及服务协议》相关活动 - 附表
	1. 定影员工是指在整笔拨款津助制度推行前，于 2000 年 4 月 1 日受聘在非政府机构（机构）的津助服务单位，以担任认可编制职位的员工。
	(c) 机构的周年财务报告须包括有关公积金的分析，列出就定影员工及其他职位员工所得的公积金津助款额、支出款额及余款。
	津助福利服务的认可收费

	(下列认可收费截至2025年9月1日)
	津助福利服务的收费原则
	营办津助福利服务的非政府机构（机构） 应遵照下列收费规定及原则：
	有关运用奬券基金 ( 包括整体补助金 ) 的条款和条件，请参阅《奬券基金手册》。

	会计科目表
	此会计科目表列出一般用于津助福利服务的会计科目，以便非政府机构（机构）于拟备其辖下津助服务单位及机构的会计记录时作为参考。以下列出的收支项目并非详尽无遗，机构可在合适的情况下加入其他项目。
	(4) 租金及差饷
	(b) 其他职位员工（即非定影员工）
	注：
	周年财务报告附注
	整笔拨款津助制度
	非政府机构财务推算大纲

	银行存款及投资附表
	银行存款及投资附表
	中央项目附表
	租金及差饷附表
	20XX-XX年度寄存帐户储备运用情况及

	收款及收据
	正式收据簿登记册
	每日收帐汇总表
	妥善保管现金、支票及贵重财物
	银行帐户及支票
	支票簿登记册
	截至年／月／日(该月月底)的银行对帐表
	零用现金
	付款
	活动的收入及支出
	活动财务报告
	活动预算
	固定资产
	年／月／日的资产盘点记录
	资产处置记录
	会计记录及财务报告
	采购指引
	*除就个别政府部门另有注明外(如建筑署的工程项目)，收回的标书数量没有最低要求。
	机构应确保报价邀请书／招标文件包括以下资料：

	成本分摊个案例子
	个案 (A)
	个案 (B)
	个案 (C)
	长者地区中心
	个案 (D)
	综合家庭服务中心
	个案 (E)
	中央行政办事处 (i)
	个案 (E)
	中央行政办事处 (ii)
	服务质素标准 评估模式参考指引


	营办津助福利服务的非政府机构最高三层职员薪酬条件
	（范本）
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