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Annex A


MAINTENANCE GUIDELINES FOR
OPERATION BUILDING BRIGHT

(A) Appointment of Consultant and Authorized person

1.

Applicant shall appoint consultant and Authorized Person (AP), who
registered in accordance with the Buildings Ordinance (Cap. 123) as
“Authorized Person”, to coordinate the repair and renovation works in
accordance with Maintenance Guidelines for Operation Building Bright
(Guidelines). Tendering process shall be carried out in accordance with the
Building Management Ordinance (Cap. 344) and the “Building Maintenance
Toolkit” (for relevant sections only) jointly published by Hong Kong
Housing Society (HKHS) and Independent Commission Against Corruption
(ICAC). List of registered APs, who recently expressed interest in repair
and renovation works, is available at all Property Management Advisory
Centres (PMACs) of HKHS or Headquarters of Urban Renewal Authority
(URA) at Central for applicants’ information. Open Tender shall be
adopted for selection of consultant / AP. Firstly, applicant shall advertise
in newspaper (indicate “Operation Building Bright”) to invite openly an
expression of interest from consultants / APs, in order to confirm the
number of interested consultants / APs. Meanwhile, to enhance fairness
and competitiveness, applicant shall also draw APs (quantity shall be at
least equivalent to the nos. of interest expressed during open tender, but not
less than 4 nos.) from computers at the PMACs, who recently expressed
interest in repair and renovation works to HKHS. Tenderers List shall
include all consultants / APs obtained above. HKHS and URA do not
recommend applicant to collect administration fee for tendering. If
applicant considers it is necessary, the administration fee shall not be more
than HK$500.

For key processes for Selection of Consultants, please refers to Appendix No. 1

(abstracted from “Building Maintenance Toolkit”).

Tenderers shall prepare their fee proposal in accordance with “Guideline for
Appointment of Consultant” (please refers to Appendix No.2). The proposal shall
specify the detailed scope of services, “Probity and Anti-Collusion Clauses”

and the engagement of AP to coordinate the repair and renovation works.

Tenderers (Consultants) and the AP shall submit a duly signed
“Confirmation Letter to Comply with Probity and Anti-Collusion

Clauses”, together with the tender documents (Sample refers to Appendix No.3).
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The services agreement shall include a “Declaration Form to Comply with
the Ethical Commitments Requirements”, which duly signed by the
consultant and the AP (Sample refers to Appendix No.4).

The consultant and AP shall submit a duly signed “Notification of
Appointment of Authorized Person” and “Confirmation of Appointment
of Authorized Person” to the applicant. (Sample refers to Appendix No.5). The AP
shall declare whether he/she has previous conviction record(s) for
corruption, fraud, embezzlement, theft or similar criminal offences in

relation to repair and renovation works.

The consultant shall inform the applicant, HKHS / URA for changing the
AP in writing.

To facilitate the approval process, upon appointment of consultants / APs,

applicant shall submit the following documents*:

B Record of tender invitation for AP and tender opening record (such
as advertisement at newspaper and tender opening record, etc.);

B A copy of minutes of Management Committee Meeting /
Extraordinary General Meeting / Annual General Meeting for
resolution on the appointment of Consultant and the notice to
owners/occupants for such resolution;

B Consultant’s Fee Proposal;

Copy of Consultancy Agreement;

B “Confirmation Letter to Comply with Probity and Anti-Collusion
Clauses” duly signed by the tenderers and APs (Appendix No.3) (Letter shall
be submitted prior to signing the consultancy agreement);

B  “Declaration Form to Comply with the Ethical Commitments
Requirements” duly signed by the consultant and AP (Appendix No.4)
(Letter shall be submitted prior to signing the consultancy agreement);

B “Notification of Appointment of Authorized Person” and
“Confirmation of Appointment of Authorized Person” duly signed
by the consultant and AP (Appendix No.5);

B In case the consultant change of AP, “Notification of Appointment of

Authorized Person” and “Confirmation of Appointment of

Authorized Person” duly signed by the consultant and the newly

engaged AP (Appendix No.5); and
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“Consultant Undertaking letter” duly signed by the consultant
(Appendix No.6);

*All related documents shall be submitted within 1 week upon completion of every stage / process.

(B)Consultant and AP’s Services
1. Services provided by AP shall include:

to conduct building condition survey and identify defects for building
elements and services;

to study all relevant orders/advisory letters issued by the government,
including co-ordinate and incorporate the required works and cost
involved into the design proposal and cost estimate;

to liaise with government departments in connection with the repair
and renovation works;

to advice the most appropriate tendering procedures, prepare tender
documents, assist in advertising for open tender (The advertisement
shall be made in the name of Principal and indicated “Operation
Building Bright”. Consultant’'s name shall not be shown on the
advertisement.), reply queries in writing, analyze tenders and make
recommendation(s) for the Employer's consideration;

to conduct site inspections, supervise the progress & quality of works;
to issue Certificate of Practical Completion of the works; and

to conduct completion inspection upon works completed, etc.

(Above is a general list for services to be provided by AP. Please refers to Appendix No. 2 for

details.)

2. During the entire services period, AP shall duly endorse and submit

documents to applicant. Such documents are included but not limited to:

Condition survey report, including diagnosis to existing building and
building services items, sketches (if applicable) and repair and
renovation proposal with cost estimate, etc;

Tender documents including schedule of works, tender drawings,
specifications and conditions of tender;

Tender analysis report;

Certified payment applications from contractor;

Payment application from contractor in respect to the OBB eligible
items;

Completion report; and

Final Accounts.
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3.

To facilitate the approval process, upon completion of draft tender

documents, applicant shall submit the followings*:

B 2 copies of condition survey report and repair and renovation proposal
duly signed by AP;

B 2 copies of draft tender documents including detailed scope of works
and estimation prepared and signed by AP; and

B “Confirmation Letter for Completion of Condition Survey Report with
Repair and Renovation Proposal” duly signed by AP (Appendix No.7).

*All related documents shall be submitted within 1 week upon completion of every stage / process.

(C) Appointment of Registered General Building Contractor (RGBC)

1.

Applicant shall appoint RGBC, who registered in accordance with the
Buildings Ordinance (Cap. 123) as “Registered General Building
Contractor”, to carry out the repair and renovation works in accordance
with the Guidelines. Tendering process shall be carried out in accordance
with the Building Management Ordinance (Cap. 344) and the “Building
Maintenance Toolkit” (for relevant sections only) jointly published by
HKHS and ICAC. List of registered RGBCs, who recently expressed
interest in repair and renovation works, is available at all PMACs of HKHS
or Headquarters of URA at Central for applicants’ information. Open
Tender shall be adopted for selection of RGBC. Firstly, applicant shall
advertise in newspaper (indicate “Operation Building Bright”) to invite
openly an expression of interest from RGBCs, in order to confirm the
number of interested RGBCs. Meanwhile, to enhance fairness and
competitiveness, applicant shall also draw RGBCs (quantity shall be at least
equivalent to the nos. of interest expressed during open tender, but not less
than 4 nos.) from computers at the PMACs, who recently expressed interest
in repair and renovation works to HKHS. Tenderers List shall include all
RGBCs obtained above. HKHS and URA do not recommend applicant to
collect administration fee for tendering. If it is suggested by the consultant,
the administration fee shall not be more than HK$500.

Tender documents shall include “Standard Form of Contract for Minor
Works” (Sample refers to Appendix No. 8).  If any other form of Contract to be used,
prior approval from HKHS / URA shall be obtained. AP shall amend
relevant clauses as appropriate for the works in particular the payment
terms.  The tender documents shall also include “Probity and
Anti-Collusion Clauses” (Sample refers to Appendix No. 9). Please note the Grant

releasing arrangement from HKHS / URA at paragraph (D). (Grant for
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the Operation Building Bright will be released in not more than 4 stages.

Applicant may consider to amend days required the Employer shall pay to
the contractor stipulated in clause 4.1.2 of the Standard Form of Contract
for Minor Works while taking into account their financial liquidity and time
required for Grant releasing arrangement by HKHS / URA.)

Tenderers shall submit a duly signed “Confirmation Letter to Comply
with Probity and Anti-Collusion Clauses” together with the tenders.
One of the Directors of the respective tenderer shall declare on behalf of
his/her company that whether the proposed designated staff have previous
conviction record(s) for corruption, fraud, embezzlement, theft or similar
criminal offences in relation to repair & renovation works (Sample refers to
Appendix No. 14).

HKHS / URA have absolute rights to grant the subsidized amount in
accordance with the reasonable market prices assessed by the independent
consultant engaged by HKHS / URA.

For key processes for Selection of RGBCs, please refers to Appendix No. 10

(abstracted from “Building Maintenance Toolkit”).

The contract for the works shall include a “Declaration Form to Comply
with the Ethical Commitments Requirements”, which duly signed by the
RGBC (Sample refers to Appendix No.11).

To facilitate the approval process, upon appointment of RGBC, applicant

shall submit the following documents:

B 2 copies of tender documents duly signed by AP;

B “Confirmation Letter to Comply with Probity and Anti-Collusion
Clauses” duly signed by tenderers (Appendix No.9);

B A copy of minutes of Management Committee Meeting /
Extraordinary General Meeting / Annual General Meeting for
resolution on selection of Contractor for the repair and renovation
works and notices to owners/occupants for such resolution. Such
minutes shall indicate that all prioritized works in accordance with
the Operation Building Bright are included in the contract
documents;

B Record of tender invitation for RGBC and tender opening record

(such as advertisement at newspaper and tender opening record);
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2 copies of tender analysis report with recommendation(s) duly
signed by AP;

2 copies of Contract documents (to be submit upon contract signed);
“Declaration Form to Comply with the Ethical Commitments
Requirements” duly signed by contractor (Appendix No.11) ; and
“Registered General Building Contractor Declaration Form” duly

signed by one of the directors of tenderer. (Appendix No.14)

*All related documents shall be submitted within 1 week upon completion of every stage / process.

(D) Construction stages and Documents to be verified:

1. To facilitate the Grant releasing process for the Operation Building Bright,

applicant shall submit the following documents in each application of Grant

releasing:

“Grant Application Form” certified by AP and jointly signed by
Contractor, Consultant & Applicant (refers to Appendix No.12);

2 copies of the latest payment application and certificate signed by
AP;

A copy of insurance policy or substantiation (only applicable for 1st
application of Grant releasing);

Variation Order(s) issued and endorsed by AP (if applicable); and

2 copies of the relevant & valid test reports, certificates and
warranties (such as test report for doors with fire resisting period,
and warranties for waterproofing at roof, etc) (Only applicable to
item(s) completed during application. Otherwise the reports could

be submitted at completion of the entire works).

If any works are commenced / finished / covered before making the

application, and such works cannot be verified on site by the representative of
HKHS or URA, all documentary proof for such works shall be submitted to
HKHS / URA. Otherwise, any grant related to such works shall be deducted.

2. To facilitate the Grant releasing at the final stage of completion of entire

works, applicant shall submit the following documents:

“Grant Application Form” certified by AP and jointly signed by
Contractor, Consultant & Applicant (Appendix No.12);

Completion report against works listed in building condition survey
report duly endorsed by AP;

2 copies of Practical Completion Certificate and the latest payment
application and certificate signed by AP; and

2 copies of relevant and valid test reports, certificates and warranties.

Page 6 of 8



MAINTENANCE GUIDELINES FOR
OPERATION BUILDING BRIGHT

If any works are commenced / finished / covered before making the
application, and such works cannot be verified on site by the representative of
HKHS or URA, all documentary proof for such works shall be submitted to
HKHS / URA. Otherwise, any grant related to such works shall be deducted.

In order to safeguard applicant in arranging and compiling services agreement with

consultant and works contract with contractor, a “Building Maintenance Toolkit”,
which jointly published by HKHS and ICAC, is enclosed. Applicant also can
download the Toolkit at the following website:

http:/ /www.bm.icac.hk/tc/education_and_publicity_materials/ education_and_publicity_materials.aspx

Notes:

1.

In case any discrepancy between this Guidelines and the “Building
Maintenance Toolkit”, this Guidelines shall take precedence.

The works shall comply with all relevant statutory requirements. AP shall
pay particular attention to all legislation and publications affecting the
building industry listed in the “Practice Note for Authorized Persons and
Registered Structural Engineers No. 115” (PNAP 115).

Prior to carry out any additional works, applicant shall take into account of
the advices given by consultant / AP and the urgency of such works in order
to determine whether to approve the additional works and the date for
carrying out such works or not. If any works are commenced / finished /
covered before making the application, and such works cannot be verified on
site by the representative of HKHS or URA, all documentary proof for such
works shall be submitted to HKHS / URA. Otherwise, any grant related to
such works shall be deducted.

Applicant shall submit a copy of contribution schedule for the cost of repair
and renovation works at the earliest time for HKHS / URA’s consideration.
Applicant shall ensure that all required documents are in order before
submitting to HKHS / URA. Otherwise, progress of scrutiny and Grant
releasing will be delayed. Approved Grant will be deposit into the bank
account of the Owners’ Corporation. For details on calculation and releasing
of Grant, please refers to Appendix No. 13.
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“Key Processes for Selection of Consultants”

Appendix No. 1

Key Processes for Selection of Consultants

The following is a procedural flowchart for the selection of consultants.

Define the service scope of the consultant

v4

Determine the tender method :
Selective tender or Open tender

Pre-qualification exercise (optional)

» Determine the pre-qualification criteria

* Invite expression of interest and shortlist potential
tenderers based on the pre-determined criteria.

4

OC / MC members & PMC staff, if involved, to
declare any conflict of interest Q See Chapter 4

/

Invite tenders (i.e. fee proposals) according to
BMO requirements;
and determine selection criteria

4

Receive and open tenders

4

OC / MC members & PMC staff, if involved,
to declare any conflict of interest © See Chapter 4

Hold meeting(s) to evaluate the fee proposals based
on pre-determined selection criteria

/

Hold owners' meeting or MC meeting to agree
on the appointment of consultant

7

Award the consultancy agreement and notify
residents of the tender result by posting a notice at a
conspicuous place (e.g. lift lobby)

Above processes are abstracted from “Building Maintenance Toolkit” jointly published by “HKHS” and “ICAC”.

find more information from the following website:
http:/ /www.bm.icac.hk/en/education_and_publicity_materials/education_and_publicity_materials.aspx

Owners Corporation can

Page :
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Appendix No. 2
“Guideline for Appointment of Consultant”

SECTION A : KEY POINTS OF CONSULTANT FEE PROPOSAL

Consultant shall prepare their fee proposal in accordance with the
recommended contents as follows:

Part One:

Following information shall be stated:
1. Name and Address of the subject building / estates, and

2. Name, address and fax number of the consultant and the date of fee proposal.

Part Two:

1. Description of Repair and Renovation Works Required
[Include brief description to the repair and renovation works, and any statutory orders /

advisory letters issued by the government]

2.  Scope of Services
The scope of services covered by the fee proposal shall include the following;:

21 Engage Authorized Person (AP)! to coordinate the captioned Repair and Renovation
Works throughout the entire process.

22 Comply with all the requirements imposed by Hong Kong Housing Society (HKHS)
/ Urban Renewal Authority (URA) in relation to participation of the Operation
Building Bright. For detailed Information, please refers to the Guidance Notes for
Repair and Renovation Works of [Operation Building Bright].

23 Coordinate, communicate and co-operate with HKHS and URA (Executive
Organizations) in relation to participation of the Operation Building Bright; Assist
Employer to handle enquiry from Executive Organizations; provide information,

documents (with amendments) to assist Employer to apply Grant releasing.

(t: “Authorized Person (AP)” means an "authorized person" as defined in Buildings Ordinance Section 2 (1))
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Stage I: Preliminary Proposal and Cost Estimate

231
232

233

234

235

23.6

237

238

Stage II:
241
242

243
244
245

24.6

247

Assist Employer to develop Design brief.

Conduct building condition survey and diagnosis to existing building and
building services items. (Shall be verified by AP)

Submit condition survey report and preliminary renovation and repair proposal with
sketches and work schedule. (Shall be endorsed by AP)

Conduct evening meetings with Employer / residents to finalize the preliminary
design proposal.

Submit a scheme design and a preliminary cost estimate for the Employer's
consideration. (Shall be endorsed by AP)

Provide recommendations and guidance for the Employer to select repair options, use
of materials, equipment / installation options, etc.

Study all relevant Statutory orders / Advisory letters issued by the government, and

incorporate the required works and cost into the design proposal and cost estimate.

(Shall be verified by AP)

Liaise with government authorities in connection with the maintenance and

improvement works as necessary.

Preparation of Detailed Design, Cost Estimate and Tendering Arrangement
Review and study relevant drawings and regulations.

Prepare a detailed design (includes repair details, layout plans, colour schemes,
elevations, material samples) for Employer's consideration.

Prepare a master works programme for Employer's consideration.

Prepare a budget estimate for Employer's consideration. (Shall be endorsed by AP)
Prepare tender documents including the schedule of works, form of tender, tender
drawings, specifications and conditions for tender for Employer's consideration.
(Shall be endorsed by AP)

Advice the most appropriate tendering procedures and method, prepare
tender documents, assist in posting notice for open tender and tendering
procedures, reply queries in writing, conduct tender analysis and make
recommendation(s) for the Employer's consideration. (Shall be conducted and
endorsed by AP)

Inform successful tenderer on behalf of Employer.
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Stage III: Contract Administration, Site Supervision and Construction Management

251
252

253

254
255
256
257
258
259
2510
2511
2512

2513
2.5.14

Prepare contract documents.

Establish an appropriate “Site Inspection Plan” with Employer’s agreement. The
Plan shall specify the scope and involvement of AP, CV of designated supervision
personnel(s), frequency of inspections, the works to be inspected and scope of test
required, arrangement of project meeting and measures of quality control.

Conduct site inspections to monitor the progress and quality of works. Prepare and
submit site inspection reports and records during progress of work.

Liaise with Management Office for arrangement of site works.

Provide advice to the Employer on variation works.

Certify payment application from contractor(s). (Shall be endorsed by AP)

Provide comment on payment application from contractor(s).

Control project cost.

Conduct completion inspection to completed works. (Shall be endorsed by AP)
Submit completion inspection report. (Shall be endorsed by AP)

Monitor the contractor(s) to rectify defects.

Conduct final inspection upon expiry of Defects Liability Period and prepare Final
Accounts. (Shall be endorsed by AP)

Issue Certificate of Practical Completion of the project. (Shall be endorsed by AP)

Handle contractual disputes.

3. Professional Fee

Stage payment should be made as follows:

For StageI & II:  Preliminary Design, Detailed Design & Tendering

For Stage 111 : Contract Administration & Construction Management

Consultant may propose an alternative arrangement in regard to other terms of payment to

each stage of payment.
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5.

6.

7.

Appendix No. 2

“Guideline for Appointment of Consultant”

Right of the Employer

The Employer reserves absolute right to suspend or proceed any stage hereafter any

completed stages.

Validity of the Proposal

The fee proposal shall be valid for at least 6 months from the date of closing tender.

Termination of Services

The professional service may be terminated by either party, upon a 14-days prior written
notice to the last known address of the other party. The consultant shall be remunerated

based upon the services rendered up to the date of termination of the appointment.

Probity and Anti-Collusion Clauses
Offering Gratuities

(A) The tenderer and the AP to be engaged in accordance with para. 2 of Part 2 above, shall
not, and shall procure that his employees and agents shall not, offer, solicit or accept an
advantage as defined in the Prevention of Bribery Ordinance (Cap 201) in connection with

the tendering and execution of this consultancy agreement.

(B) Failure to so procure referred to in (A) above or any act of offering, soliciting or accepting
advantage referred to in (A) above committed by the tenderer and the AP to be engaged
in accordance with para. 2 of Part 2 above or by his director, employee, agent or
sub-consultant of the tenderer may result in his tender being invalidated and responsible

for such failure and act.
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Anti-collusion

(C) Before the Employer announce the outcome of the tender, tenderer and the AP to be
engaged in accordance with para. 2 of Part 2 above, are forbidded to have following

behaviors:

B to communicate to any person other than the Employer about the amount of any

tender;
B to adjust the amount of any tender by arrangement with any other person;

B to make any arrangement with any other person about whether or not he or that

other person should or should not tender or otherwise
B to collude with any other person in any manner whatsoever in the tendering process

Any breach of or non-compliance with this sub-clause by the tenderer and the AP to be
engaged in accordance with para. 2 of Part 2 above shall, without affecting the tenderer's

and the AP’s liability for such breach or non-compliance, invalidate his tender.

(D) Sub-clause (C) of this Clause shall have no application to the tenderer's communications
in strict confidence with his own insurers or brokers to obtain an insurance quotation for
computation of tender price and communications in strict confidence with his

sub-consultants to solicit their assistance in preparation of tender submission.

(E) The tenderer and the AP to be engaged in accordance with para. 2 of Part 2 above, shall
submit to the Employer a duly signed letter in the form [please refer to Appendix No.3]. The
letter shall be jointly signed by a person authorized to sign the agreement on the

tenderer's behalf and the AP to be engaged in accordance with para. 2 of Part 2 above.

8. Insurance

The consultant shall, in written request as per the Employer, to produce evidence by way of
certificate of insurance, receipt of premium or otherwise appropriate that the professional

indemnity and public liability insurance which should be effected and remain in valid.
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Indemnity

The Consultant shall indemnify and keep indemnified the Employer from and against any loss,
cost (including any cost of enforcement), liability, damage, claim or proceeding of whatsoever

nature which the Employer incurs or suffers as a consequence of or in connection with:

(@) any breach by the Consultant (including his employees, agents or sub-consultants) of any

of its obligations under, this Agreement;

(b) any act, omission, default or neglect on the part of the Consultant (including his

employees, agents or sub-consultants); and/or

any breach of any duty of care or other duty owed by the Consultant (including his

employees, agents or sub-consultants) to the Employer.

Part Three:

Additional information to be provided such as:

1.
2.

Previous similar job references of the company, and
Telephone number of contact person / curriculum vitae of professional and management

staffs.
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SECTION B : KEY POINTS OF CONSULTANT FEE PROPOSAL

Followings are reference for Consultant to deliver their quality professional
services:
STAGE 1 : INSPECTION AND PROJECT PLANNING STAGE

Building Survey

Complete a full scale building survey including all building fabrics at common areas

and communal facilities;

Try to access all common areas and make every effort and attempt to gain access to any
private area for the purpose of carrying out the inspection for any communal facilities.

Record of attempt of access has to be provided as evidence of any non-access;

Conduct questionnaire survey in collecting opinions of residents on building

conditions as well as the reporting of any alleged defects within individual unit;

Conduct assessment and evaluation of building conditions based on all the collected
data; Any structure and facilities contravene to the statutory requirements shall also be

highlighted, such as suspected asbestos containing materials (refers to Hong Kong Ordinance

Cap. 311); and sub-standard fire safety (refers to Hong Kong Ordinance Cap. 95, 502 and 572);

It is INADEQUATE to just record down defects by photos and simple description. It is
expected to have complete building diagnosis which shall include the analysis of
building defects and all possible cause(s) of such defects, photo is the basic materials

for illustration, sketches and plans have to be provided if necessary.

Scope Formulation

Communicate with OC members in identifying the client's requirements on the
purpose of rehabilitation work;
Based on the observation and results of building diagnosis in the survey stage in

formulating rehabilitation scheme;
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Identify suggested remedial proposals for all building defects and necessary upgrading

and improvement works;

Prepare cost estimates for all suggested remedial proposals and improvement works

with full statement made for such estimate;

Highlight the project scope with higher uncertainty and requirements of greater
commitment from OC/owners for successful implementation. Draw the attention to
OC/owners if advance planning and/or OC involvement is necessary, e.g. any works

of substantial scale to be carried out within private unit.

STAGEII : TENDERING STAGE

Pre-tender Stage

Communicate with OC members in identifying the client's expectation on the purpose of
rehabilitation work in terms of durability of work, luxury of finished products and the

financial commitment of owners;

Translate the client’s expectation into the technical terms and reflect in the tender document by

proper selection of materials and drafting the technical specification;

Identify the tender scope adequately based on the project proposals developed in the previous

stage after the discussion with OC;

Suggest the proper tendering strategy that suits the most for that particular project,

pre-qualification is not always necessary for every rehabilitation work;
Limit the tender selection criteria ONLY to those basic items, avoid any unnecessary and

excessive selection criteria. It is NOT recommended to have any “administrative cost” for

tendering exercise;
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® Newspaper advertisement for tendering shall be made in the name of Principal.

Consultant’s name shall not be shown on the advertisement.

® During tendering period, all tender queries and replies shall only be made in writing and all

such documents shall be copied to OC;

® All tender documents shall be deposited into the tender box, which situated in the conspicuous
place of the building in accordance with the requirements specified in the Code of Practice on
Procurement of Supplies, Goods & Services and Code of Practice on Building Management &

Maintenance issued by Secretary for Home Affairs;
® Unless or otherwise with good reason, Standard Form of Contract which is widely adopted in

the industry, has to be used. Necessary amendment and revision have to be made to suit the

project situation.

Post-tender Stage

®  Carry out tender analysis both qualitatively and quantitatively;

® For the qualitative analysis, make a comprehensive assessment of all tenderers’ submissions

and evaluate their adequacy;

® The fundamental and basic checking is the checking of RGBC qualification, associated
company of RGBC is NOT acceptable for the tendering exercise even if it is proved to be under

the identical management of the RGBC;

® For the quantitative analysis, it is inadequate to have simply a price comparison table in the
table format, an analysis on the reasonableness of the tender prices of various items has to be

properly done;

® Make any necessary tender enquiry and arrange it in the fair and professional manner;

® Suggest the tenderers’ interview list for OC, chair the interview and acquire all necessary

information as well as the clarification from tenderers during the interview;
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Prepare final tender report after tender interview from the collected fact and information in the

whole tendering exercise with professional recommendation.

STAGE III : WORK EXECUTION STAGE

Prepare “Site Inspection Plan” to specify frequency of site inspection and qualification and

experiences of designated supervision personnel;

Check the availability and make the approval of various documents such as organization
structure, various types of method statements as specified in the contract for the execution of

contract;

Check the adequacy of the document such as insurance policy and bond prior to the

commencement of work on site;

Agree the project review and monitoring meeting schedule with project team and OC/owners;

Depends on the consultancy services proposal, prepare and make proper record of meeting
minutes and distribute to all concerned parties as soon as possible, normally prior to the

following meeting;

Perform contract administration during the whole contract period as specified and defined in

the contract in professional manner;

Conduct periodic site supervision in monitoring site progress and check the site work for the
compliance of contract requirements, make immediate reminder to contractor’s site supervisor

as well as the written instruction if necessary;

Advise on the necessity and technical viability for any suggested additional works and
comment on the submission especially quotation made by the contractor for the proposed

works;
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Appendix No. 2

“Guideline for Appointment of Consultant”

®  Check for the work completion and make full details recommendation for the acceptance and

rejection of work as specified under contract in answering queries from OC/owners.

STAGE IV : PROJECT COMPLETION STAGE

® Depends on the consultancy services proposal, carry out periodic supervision during the defect
liability period and monitor the progress of the remedial work of any identified defect under

contract;

® Response and follow up any complaint referred from OC raised by owners on the alleged

defect.

The Consultant shall be able to make the following performance in the

whole process of rehabilitation work:

® The Consultant has to observe that the works are conducted in compliance with relevant

legislative requirements;

® The Consultant shall attend both management committee’s meetings and owners general

meetings at every stage in discharging their duty under consultancy agreement.

Page 11/11



Appendix No. 3

“Confirmation Letter to Comply with Probity and Anti-Collusion Clauses”

Date:
To:
[Owners' Corporation]
Dear Sir / Madam,
Project: Repair and Renovation Works at :
[Name and Address of Building / Estate]
We of
[Name of the tenderer] 1 [Address of the tenderer] 1
and

[Name of Authorized Person]

refer to our fee proposal for the above works.

[Certificate No. of Registration]

We confirm that as at the time of submission of this letter and other than the Excepted Communications
referred to in the last paragraph of this letter, until the tenderer is notified by the Employer of the
outcome of the tender exercise, we had not:

communicated to any person other than the Employer the amount of any tender

adjusted the amount of any tender by arrangement with any other person,

made any arrangement with any other person about whether or not We or that other person
should tender or otherwise

colluded with any other person in any manner whatsoever and undertake that at any time
thereafter in the tendering process for the above Agreement

and other than the Excepted Communications referred to in the last paragraph of this letter we will

not :

communicate to any person other than the Employer the amount of any tender,

adjust the amount of any tender by arrangement with any other person,

make any arrangement with any other person about whether or not we or that other person
should tender or otherwise

collude with any other person in any manner whatsoever.

Page 1/2



Appendix No. 3

“Confirmation Letter to Comply with Probity and Anti-Collusion Clauses”

In this letter, the expression "Excepted Communications" means our communications in strict
confidence with our own insurers or brokers to obtain an insurance quotation for computation of
tender price and communications in strict confidence with our sub-consultants to solicit their assistance

in preparation of tender submission.

(Signed for and on behalf of the tenderer)?2 (Signature of Authorized Person)

(Certificate No. of Registration)

(Date of expiry of registration)

1. Where the tenderer comprises two or more persons or companies acting in partnership, joint venture or otherwise, this part in square
brackets should be expanded to include the respective names and addresses of such persons or as the case may be companies.

2. Where the tenderer comprises two or more persons or companies acting in partnership, joint venture or otherwise, all such persons or

as the case may be companies must sign. The signatory for each of such persons or companies shall be a person authorized to sign the
contract on behalf of that person or as the case may be company.
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Appendix No.4

“Ethical Commitment Clauses”
ETHICAL COMMITMENT

Confidentiality

(A) Except as necessary for the performance of the Services the Consultants and appointed
Authorized Person shall not (except with the prior written consent or as instructed by the
Employer) disclose the terms and conditions of this Agreement or any report, document,
specification, drawing, plan, software, data or other particulars furnished by or on behalf of the
Employer in connection therewith, or any such or similar information generated or produced by
the Consultants pursuant to this Agreement, to any person other than a person employed or
engaged by the Consultants in carrying out this Assignment, an agent of the Consultants, any

approved sub-consultant or the Consultants' accountants, insurers and legal advisers.

(B) Any disclosure to any person, agent, sub-consultant, accountant, insurer, legal adviser permitted
under sub-clause (A) of this clause shall be in strict confidence and shall be on a "need to know"

basis and extend only so far as may be necessary for the purposes of this Agreement.

(C) The Consultants and appointed Authorized Person shall take all necessary measures (including
by way of a code of conduct or contractual provisions where appropriate) to ensure that their
directors, employees, agents, sub-consultants, accountants, insurers and legal advisers as
mentioned in sub-clause (A) are aware of and shall comply with the confidentiality and
non-disclosure provisions contained in this Agreement. If required by the Employer, the
Consultants undertake to procure for and on behalf of the Employer a confidentiality agreement
in a form to be prescribed by the Employer from any director, employee, agent, sub-consultant,

accountant, insurer and legal adviser to whom any confidential information is to be disclosed.

(D) The Consultants and appointed Authorized Person shall not without the prior written consent
of the Employer publish, either alone or in conjunction with any other person, in any newspaper,
magazine, periodical or through any electronic medium, any article, photograph or illustration

relating to this Agreement.

(E) The Consultants and appointed Authorized Person shall indemnify and keep indemnified the
Employer against all loss, liabilities, damages, costs, legal costs, professional and other expenses
of any nature whatsoever the Employer may suffer, sustain or incur, whether direct or
consequential arising out of or in connection with any breach by the Consultants or their
directors, employees, agents, sub-consultants, accountants, insurers or legal advisers of this

clause.
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Appendix No.4

“Ethical Commitment Clauses”

(F) The provision of this clause shall survive the termination of this Agreement (however

occasioned) and shall continue in full force and effect notwithstanding such termination.

Prevention of Bribery

(G) The Consultants and appointed Authorized Person shall prohibit their directors, employees,
agents and sub-consultants who are involved in this Agreement from offering, soliciting or
accepting any advantage as defined in the Prevention of Bribery Ordinance, (Cap 201). The
Consultants shall also caution their directors, employees, agents and sub-consultants against
soliciting or accepting any excessive hospitality, entertainment or inducements which would
impair their impartiality in relation to the Assignment. The Consultants shall take all necessary
measures (including by way of a code of conduct or contractual provisions where appropriate)
to ensure that their directors, employees, agents and sub- consultants are aware of the aforesaid
prohibition and will not solicit or accept any advantages, excessive hospitality etc when

conducting business in connection with this Agreement.

Declaration of Interest

(H) The Consultants and appointed Authorized Person shall require their directors, employees,
agents and sub-consultants who are involved in this Agreement to declare in writing to the
Consultants any conflict or potential conflict between their personal/financial interests and their
duties in connection with this Agreement. In the event that such conflict or potential conflict is
disclosed in a declaration, the Consultants shall forthwith take such reasonable measures as are

necessary to mitigate as far as possible or remove the conflict or potential conflict so disclosed.

(I) The Consultants and appointed Authorized Person shall prohibit their directors and employees
who are involved in this Agreement from engaging in any work or employment other than in
the performance of this Agreement, with or without remuneration, which could create or
potentially give rise to a conflict between their personal/financial interests and their duties in
connection with this Agreement. The Consultants shall require their agents and sub-consultants

to impose similar restriction on their employees by way of a contractual provision.

(J) The Consultants and appointed Authorized Person shall take all necessary measures (including
by way of a code of conduct or contractual provisions where appropriate) to ensure that their
directors, employees, agents and sub-consultants who are involved in this Agreement are aware

of the provisions under the aforesaid sub-clauses (H) and (I).
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Appendix No.4

“Ethical Commitment Clauses”

Declaration of Ethical Commitment

(K) The Consultants and appointed Authorized Person shall submit a signed declaration in a form
(see next page) prescribed or approved by the Employer to confirm compliance with the
provisions in aforesaid subclauses (A), (B), (C), (D), (E), (F), (G), (H), (I) and (J) on confidentiality,
prevention of bribery and declaration of interest. If the Consultants and appointed Authorized
Person fail to submit the declaration as required, the Employer shall be entitled to withhold
payment until such declaration is submitted and the Consultants shall not be entitled to interest
in that period. To demonstrate compliance with the aforesaid sub-clauses (A), (B), (C), (D), (E),
(F), (G), (H), (I) and (J) on confidentiality, prevention of bribery and declaration of interest, the
consultant and appointed Authorized Person and their sub-consultants employed for the
performance of duties under this Agreement are required to deposit with the Employer a code

of conduct issued to their staff.
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Appendix No.4

“Declaration Form to Comply with the Ethical Commitments Requirements”

To:

Date:

[Name of Owner’s Corporation]

Dear Sir/Madam,

Agreement Title: Repair and Renovation Works at :

[Name and Address of Building / Estate]

In accordance with the Ethical Commitment clauses in the Consultancy Agreement :

(1) We (Consultants and appointed Authorized Person) confirm that we have complied with the following
provisions and have ensured that our directors, employees, agents and sub-consultants are aware of the
following provisions:

(@)

(©

(d)

Prohibiting our directors, employees, agents and sub-consultants who are involved in this
Agreement from offering, soliciting or accepting any advantage as defined in section 2 of the
Prevention of Bribery Ordinance, (Cap 201) when conducting business in connection with this
Agreement;

Requiring our directors, employees, agents and sub-consultants who are involved in this
Agreement to declare in writing to us any conflict or potential conflict between their
personal/financial interests and their duties in connection with this Agreement. In the event that a
conflict or potential conflict is disclosed, we will take such reasonable measures as are necessary to
mitigate as far as possible or remove the conflict or potential conflict so disclosed;

Prohibiting our directors and employees who are involved in this Agreement from engaging in any
work or employment other than in the performance of this Agreement, with or without
remuneration, which could create or potentially give rise to a conflict between their
personal/financial interests and their duties in connection with this Agreement and requiring our
agents and sub-consultants to do the same;

Taking all measures as necessary to protect any confidential/privileged information or data
entrusted to us by or on behalf of the Employer from being divulged to a third party other than
those allowed in this Agreement.

(2) We (Consultants and appointed Authorized Person) further confirm that we have ensured that our
accountants, insurers and legal advisers are aware of the provisions requiring us taking all measures as
necessary to protect any confidential/ privileged information or data entrusted to us by or on behalf of
the Employer from being divulged to a third party other than those allowed in this Agreement.

(Signature of the Authorized Person) (Signature and Company’s chop of the Consultant)

(Name of the Authorized Person)

(Position of the Signatory)

(Certificate of Registration No & (Name of the Signatory)

Date of expiry of registration)

(Date) (Date)
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Appendix No.5

“Notification of Appointment of Authorized Person”

Date :
To:
[Name of Owner’s Corporation]
Project: Repair and Renovation Works at :
[Name and Address of Building / Estate]
*1/ We ,
[Name of the Consultant, (English)] [Name of the Consultant, (Chinese)]
[Address of the Consultant]

Telephone No. ,
Fax No. holding of *HKID No. / Business Registration
Certificate No. , refer to the Service Agreement (the

Agreement) signed by *[me / us] and the Employer for the above works.

In accordance with the provisions of the Agreement, *I / we give you notice that :

*I / we have appointed

/. 7
[Name of Authorized Person English)]  [Name of Authorized Person (Chinese)]

at

[Address of the Authorized Person]

Telephone No. , Fax No. , as Authorized Person to

co-ordinate the captioned building repair and renovation works.

[Signature & Company’s Chop of the Consultant]

[Name and Position of the Signatory]

[Date]

* Delete whichever is inapplicable Page 1/2



Appendix No.5

“Confirmation of Appointment of Authorized Person”

Date :
To:
[Name of Owner’s Corporation]
Project: Repair and Renovation Works at :
[Name and Address of Building / Estate]
I 4 4
[Name of Authorized Person (English)] [Name of Authorized Person (Chinese)]

at

, confirmed that I have

[Address of the Authorized Person]

been appointed as the Authorized Person by

[Name of the Consultant]

to take up the professional liability for

the works and all technical contents stipulated in the Services Agreement for above
building repair and renovation works. All technical documents shall be scrutinized

and endorsed by the undersigned prior to submitting to you.
I undertake, myself or my representative shall exercise all due diligence in
professional manner during the entire contract period in order to ensure the quality

of works are complied with statutory and contractual requirements.

I hereby declare that I have / have not* previous conviction record(s) for corruption,

fraud, embezzlement, theft or similar criminal offences in relation to repair and

renovation works.

[Signature of Authorized Person]

[Date]

[Certificate No. of Registration]

[Date of expiry of registration]

* Delete whichever is inapplicable Page 2/2



Appendix No.6

“Consultant Undertaking letter”

Date :
To:
[Name of Owner’s Corporation]
Dear Sir/Madam,
Agreement Title: Repair and Renovation Works at :
[Name and Address of Building / Estate]
[I/ We]t, at
(Name of the Consultant)2 (Address of the Consultant)2

refer to the Agreement signed by [me /us]! and the Employer for the above works (the Agreement).

[I / We]* hereby confirm and agree the Employer to apply for the Operation Building Bright
(the Operation) with the above works and the application does not contravene to the Agreement.
[I / We]' also confirm and undertake that scope of services in the Agreement shall comply with all
requirements of the Operation and the service fees shall include all services associated with the

application and no additional fees will be charged.

(Signed for and on behalf of the Consultant)?
(Signature and Company’s chop of the Consultant)

1. Delete as appropriate

2. Where the Consultant comprises two or more persons or companies acting in partnership, joint venture or otherwise, this part in square
brackets should be expanded to include the respective names and addresses of such persons or as the case may be companies.

3. Where the consultant comprises two or more persons or companies acting in partnership, joint venture or otherwise, all such persons or
as the case may be companies must sign. The signatory for each of such persons or companies shall be a person authorized to sign the
contract on behalf of that person or as the case may be company.
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Appendix No.7

“Confirmation Letter for Completion of Condition Survey Report
with Repair and Renovation Proposal”

Date :
To:
[Name of Owner’s Corporation]
For Repair and Renovation Works at :
[Name and Address of Building / Estate]
I 4 . . 4
[Name of Authorized Person (English)] [Name of Authorized Person (Chinese)]

refer to the services agreement signed between

[Name of Consultant (English)]

and the Employer regarding the captioned repair and renovation works, and the

Notice and Confirmation of Appointment of Authorized Person signed by me and

for the captioned repair and renovation works.

[Name of Consultant (English)]

I hereby confirmed that *I / my representative *have / has conducted a

comprehensive condition survey and assessment to the subject building

on . The repair and renovation proposal submitted to the
[Date]

Employer has included all prioritized repair items in accordance with the Operation

Building Bright.

[Signature of Authorized Person]

[Date]

[Certificate of Registration No.]

[Date of expiry of registration]

* Delete whichever is inapplicable Page 1/1



Appendix 8

Sample : “Standard Form of Contract for Minor Works”
(Cover Only)

STANDARD FORM OF
Contract for Minor Works

First Edition 1952
First amendment published in Janwary 2003
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Appendix 8

Sample : “Standard Form of Contract for Minor Works”
(Cover Only)

This Contract has been approved for use by the following bodies:

by

The Hong Kong Institute of Surveyors

=

The Hong Kong Institute of Architects

The Chartered Institute of Building (Hong Kong Branch)
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Appendix No.9

“Probity and Anti-Collusion Clauses”

Offering Gratuities

(A) The tenderer shall not, and shall procure that his directors, employees, agents and

sub-contractors shall not, offer, solicit or accept an advantage as defined in the Prevention
of Bribery Ordinance, (Cap 201) in connection with the tendering and execution of this

contract.

Failure to so procure referred to in (A) above or any act of offering, soliciting or accepting
advantage referred to in (A) above committed by the tenderer or by his director, employee,
agent or sub-contractor of the tenderer may result in his tender being invalidated and

responsible for such failure and act.

Anti-collusion

©

The tenderer shall not communicate to any person other than the

(hereafter referred to as the Employer)

[Name of the Owners' Corporation]
the amount of any tender, adjust the amount of any tender by arrangement with any other

person, make any arrangement with any other person about whether or not he or that
other person should or should not tender or otherwise collude with any other person in
any manner whatsoever in the tendering process until the tenderer is notified by the
Employer of the outcome of the tender exercise. Any breach of or non-compliance with
this sub-clause by the tenderer may invalidate his tender and may also be responsible for

such breach or non- compliance,.

Sub-clause (C) of this Clause shall have no application to the tenderer's communications in
strict confidence with his own insurers or brokers to obtain an insurance quotation for
computation of tender price and communications in strict confidence with his consultants

/ sub-contractors to solicit their assistance in preparation of tender submission.
The tenderer shall submit to the Employer a duly signed letter in the form set out in

Appendix. The letter shall be signed by a person authorized to sign the contract on the

tenderer's behalf.
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Appendix No.9

“Confirmation Letter to Comply with Probity and Anti-Collusion Clauses”

Date:
To:
[Name of Owner’s Corporation]
Dear Sir/Madam,
Project: Repair and Renovation Works at :
[Name and Address of Building / Estate]
[T/ We]l of
[(Name of the tenderer)]? [(Address of the tenderer)]?

refer to [my / our]! tender for the above Contract.

[I / We]! confirm that as at the time of submission of this letter and other than the Excepted
Communications referred to in the last paragraph of this letter [I / we]l had not communicated to

any person other than the

[Name of the Owners’ Corporation]

(hereafter referred to as the Employer) the amount of any tender, adjusted the amount of any
tender by arrangement with any other person, made any arrangement with any other person
about whether or not [I / we]! or that other person should tender or otherwise colluded with any
other person in any manner whatsoever and undertake that at any time thereafter in the tendering
process for the above Contract until the tenderer is notified by the Employer of the outcome of the
tender exercise and other than the Excepted Communications referred to in the last paragraph of
this letter [I / we]' will not communicate to any person other than the Employer the amount of
any tender, adjust the amount of any tender by arrangement with any other person, make any
arrangement with any other person about whether or not [I / We]l or that other person should
tender or otherwise collude with any other person in any manner whatsoever.

In this letter, the expression “Excepted Communications” means [my / our|! communications in
strict confidence with [my / our]' own insurers or brokers to obtain an insurance quotation for
computation of tender price and communications in strict confidence with [my / our]! consultants
or sub-contractors to solicit their assistance in preparation of tender submission.

(Signed for and on behalf of the tenderer)?

1. Delete as appropriate

2. Where the tenderer comprises two or more persons or companies acting in partnership, joint venture or otherwise, this partion
square brackets should be expanded to include the respective names and addresses of such persons or as the case may be
companies.

3. Where the tenderer comprises two or more persons or companies acting in partnership, joint venture or otherwise, all such
persons or as the case may be companies must sign. The signatory for each of such persons or companies shall be a person
authorized to sign the contract on behalf of that person or as the case may be company.
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Appendix No.

“Key Processes for Selection of RGBCs”

Key Processes for Selection of Contractors

Hold an owners’ meeting to discuss and confirm
the scope of the maintenance works

/

Prepare tender documents*; and determine the
tender method: Selective tender or Open tender

4

Pre-qualification exercise* (optional)

¢ Determine the pre-qualification criteria

* Invite expression of interest and shortlist contractors
for tendering based on the pre-determined criteria

/

OC / MC members, PMC staff if involved, and the
project consultant to declare conflict of interest, if any
(e.g. the relationship with contractors) O See Chapter 4

y

Invite tenders from shortlisted contractors according
to BMO requirements*

y

Receive and open tenders*

/

OC / MC members, PMC staff if involved, and the
project consultant to declare any conflict of interest
© See Chapter 4

A

Hold a meeting to evaluate the tenders received
based on pre-determined criteria*

/

Hold owners' meeting or MC meeting to agree
on the appointment of contractor

y

Prepare contract documents*

y

Award the contract and notify owners / occupiers
and tenderers of the result in writing*

Above processes are abstracted from “Building Maintenance Toolkit” jointly published by “HKHS” and “ICAC”. Owners Corporation can
find more information from the following website:
http:/ /www.bm.icac.hk/en/education_and_publicity_materials/education_and_publicity_materials.aspx

Page :
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Appendix No.11

“Ethical Commitments Clauses”

Ethical Commitments

Information not to be divulged

(A)

The Contractor shall not use or divulge, except for the purpose of the Contract, any information

provided by (hereafter referred to as the Employer) in the

[Name of the Owners’ Corporation]

Contract or in any Subsequent correspondence or documentation. Any disclosure to any person or
agent or sub-contractor for the purpose of the Contract shall be in strict confidence and shall be on a
“need to know” basis and extend only so far as may be necessary for the purpose of this Contract. The
Contractor shall take all necessary measures (including by way of a code of conduct or contractual
provisions where appropriate) to ensure that information is not divulged for purposes other than that
of this Contract by such person, agent or sub-contractor. The Contractor shall indemnify and keep
indemnified the Employer against all loss, liabilities, damages, costs, legal costs, professional and other
expenses of any nature whatsoever the Employer may suffer, sustain or incur, whether direct or
consequential, arising out of or in connection with any breach of the aforesaid non-disclosure provision
by the Contractor or his directors, employees, agents or sub-contractors.

Prevention of Bribery

(B)

The Contractor shall prohibit his directors, employees, agents, and sub-contractors who are involved in
this Contract from offering, soliciting or accepting any advantage as defined in the Prevention of
Bribery Ordinance, (Cap 201) when conducting business in connection with this Contract.

Declaration of Interest

©

The Contractor shall require his directors, employees, agents and sub-contractors who are involved in
this Contract to declare in writing to the Contractor any conflict or potential conflict between their
personal/financial interests and their duties in connection with this Contract. In the event that such
conflict or potential conflict is disclosed in a declaration, the Contractor shall forthwith take such
reasonable measures as are necessary to mitigate as far as possible or remove the conflict or potential
conflict so disclosed.

The Contractor shall prohibit his directors, employees who are involved in this Contract from engaging
in any work or employment other than in the performance of this Contract, with or without
remuneration, which could create or potentially give rise to a conflict between their personal/financial
interests and their duties in connection with this Contract. The Contractor shall also require their
sub-contractors and agents to impose similar restriction on their employees by way of a contractual
provision.

The Contractor shall take all necessary measures (including by way of a code of conduct or contractual
provisions where appropriate) to ensure that his directors, employees, agents and subcontractors are
aware of the prohibitions in this clause.

Contractor's Declaration

(F)

The Contractor shall also submit a signed declaration in a form (Appendix) prescribed or approved by
the Employer to confirm compliance with the provisions on ethical commitment as stated in the
aforesaid sub-clauses (A), (B), (C), (D) and (E). If the Contractor fails to submit the declaration as
required, the Employer shall be entitled to withhold payment until such declaration is submitted and
the Contractor shall not be entitled to interest. To demonstrate compliance with the aforesaid
sub-clauses (A), (B), (C), (D) and (E) on confidentiality, prevention of bribery, and declaration of interest,
the contractor and their sub-contractors employed for the performance of duties under this Contract are
required to deposit with the Employer a code of conduct issued to their staff.
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Appendix No.11

“Declaration Form to Comply with the Ethical Commitments Requirements”

To:

Contract Title: Repair and Renovation Works at :

Date :

[Name of the Owners' Corporation]

[Name and Address of Building / Estate]

In accordance with the Ethical Commitment clauses of the Contract, we confirm that we have
complied with the following provisions and have ensured that our directors, employees,
subcontractors, agents are aware of the following provisions:

(@)

(b)

Prohibiting our directors, employees, agents and sub-contractors who are involved in this
Contract from offering, soliciting or accepting any advantage as defined in section 2 of the
Prevention of Bribery Ordinance, (Cap 201) when conducting business in connection with this
Contract;

Requiring our directors, employees, agents and sub-contractors who are involved in this
Contract to declare in writing to us any conflict or potential conflict between their
personal/financial interests and their duties in connection with this Contract. In the event that
a conflict or potential conflict is disclosed, we will take such reasonable measures as are
necessary to mitigate as far as possible or remove the conflict or potential conflict so disclosed;

Prohibiting our directors and employees who are involved in this Contract from engaging in
any work or employment other than in the performance of this Contract, with or without
remuneration, which could create or potentially give rise to a conflict between their
personal/financial interests and their duties in connection with this Contract and requiring
our sub-contractors to do the same;

Taking all measures as necessary to protect any confidential/privileged information or data
entrusted to us by or on behalf of the Employer from being divulged to a third party other
than those allowed in this Contract.

[Authorized Signatory and Company’s
chop of the Contractor]

[Name of the Signatory]

[Position of the Signatory]

[Date]
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Application No.:

Operation Building Bright

Grant Application Form

(No.

1. Name of Owners” Corporation:
Name of Building;:
Address of building;:

2. Date of Practical Completion (if applicable) :

3. Date of latest Payment Certificate issued by AP :

Ref:

Appendix No.12

(Grants for building maintenance at Common Area)

of / Final* Grant Application)

4.  Percentages and amount of completed work items (including consultancy fees):

* Delete whichever is inapplicable

Amount of Grant

5]

Accumulated
Percentage of
Completion

[%]

Accumulated
Amount of
Completion

[$]

Accumulated
Amount of
Released Grant

[$]

Amount Claim
for this
Application
[$]

I. Consultancy fees

II. Works items

Basic Works Items :

P.1/4



Operation Building Bright

Ref:

Appendix No.12

(Grants for building maintenance at Common Area)
Grant Application Form

Amount of Grant

5]

Accumulated
Percentage of
Completion

[%]

Accumulated
Amount of
Completion

[$]

Accumulated
Amount of
Released Grant

5]

Amount Claim
for this
Application
[$]

Secondary Works Items :

10.

11.

12.
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Operation Building Bright

Ref:

Appendix No.12

(Grants for building maintenance at Common Area)
Grant Application Form

Amount of Grant

5]

Accumulated
Percentage of
Completion

[%]

Accumulated
Amount of
Completion

[$]

Accumulated
Amount of
Released Grant

[$]

Amount Claim
for this
Application
[$]

Variation Orders including contingenc

VOI:

(*Basic Works / Secondary Works items)

VO2:

(*Basic Works / Secondary Works items)

VO3:

(*Basic Works / Secondary Works items)

VO4:

(*Basic Works / Secondary Works items)

Discount (if any)

TOTAL:
Original Amount of Grant

TOTAL:
Original Tendered Amount

TOTAL:

* Delete whichever is inapplicable

[J Please “v “the box if this is the final application of Grant

Up to [dd / mm / yyyy ], total % of works completed.

Contractor Consultant Authorized Person Authorized member of the
Management Committee of the
Owners’ Corporation

Signature: Signature: Signature: Signature:

Name: Name: Name: Name:

Date: Date: Date: Date:

Chop: Chop: Chop: Chop:
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Appendix No.12

Ref:

Operation Building Bright

(Grants for building maintenance at Common Area)
Grant Application Form

Bank account information (for Grant releasing)

Name of bank: (Chinese) (English)

Name of account holder (registered in the name of Owner’s Corporations)

Chinese English
g

Account No:

Signature of Applicant
& Chop of Owner’s Corporations:

(Signed by Authorized member of the Management Committee of the Owners” Corporation)

Date:

The following documents should be submitted together with this Grant application form:

(1) Copy of Payment Certificate and Practical Completion Certificate issued by Authorized Person

(2) Documentary proof for completed works in accordance with the contract (such as record photos,
inspection report, testing reports and warrantee documents, etc)

(3) Payment receipt or documentary proof for receiving payments by Authorized person and
Consultant

(4) Copy of the front page of bank passbook, which shown the name of account holder and account
number (only applicable for the first application)

(5) For Electrical installation:
Completion records to Electrical & Mechanical Services Department (EMSD), such as
Form WR1 / Form WR2

(6) For replacement or maintenance of lift:
Certified completion records issued by EMSD, such as Form 5 / Form 7

(7) For Plumbing installation work:
Certified completion documents such as Form WW46 issued by Water Supply Department, or
supporting documents by the licensed plumber

(8) For Fire Service installation work:
Certified completion documents issued by Fire Service Department

(9) Detailed information of contingency expensed / variation orders (if applicable)
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Example1 :

Assume the building has total 100 units with equal shares per unit.
The amount of Grant for the approved repair and renovation works at common area will be:

Approved Amount of
Works Items ($)

(A) Repair works in common areas relating to structural and
fire safety of buildings as well as the sanitary facilities :
1 Repair of building structure, e.g. repairing loose, cracked, 600,000.00
spalled or defective concrete
2 Repair of external walls of buildings, e.g. repairing 480,000.00
defective rendering and mosaic tiles
Repair or replacement of defective windows 60,000.00
4 Repair of building sanitary services 560,000.00
5 Repair of defective fire safety constructions and fire 40,000.00
service installations and equipment of buildings
Sub-total 1,740,000.00
(B) Additional repair and improvement works in the
common areas
6 Improvement of building services and facilities 140,000.00
7 Repair of water-proofing membranes at rooftops and flat 120,000.00
roofs
Sub-total 260,000.00
Total of (A) and (B) 2,000,000.00

Grant eligible for the building :

Appendix 13

Amounting to 80% of the approved repair works at common areas (complied with the requirements of Operation Building Bright),
subject to a ceiling of $16,000 for owner of each unit of the building

80% of the approved amount of works shown at (A) and (B)*

Total number of units x $16,000

($2,000,000 x 80%) =
(100 units x $16,000) =

1,600,000.00
1,600,000.00

Approved Amount of Grant ( The lesser from the above )

1,600,000.00,

(Equivalent to 80% of the

amount of approved works

shown at (A) and (B) above)

*As 80% of the approved amount of works at (A) do not exceed the ceiling of Grant, remaining Grant will be used for works at (B)

Grant releasing

HKHS / URA will release Grant to applicant in accordance with the progress of works (maximium 4 times)

(1) 1st Grant Application 1st Grant Application
Approved Amount of Percentage of Amount of Completed
Works Items ($)| Completion (%) Works ($)
(A) Repair works in common areas relating to structural and
fire safety of buildings as well as the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, cracked, 600,000.00 30.00% 180,000.00
spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 20.00% 96,000.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 60,000.00 70.00% 42,000.00
4 |Repair of building sanitary services 560,000.00 5.00% 28,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 10.00% 4,000.00
service installations and equipment of buildings
(B) Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 10.00% 14,000.00
7 |Repair of water-proofing membranes at rooftops and flat 120,000.00 5.00% 6,000.00
roofs
Total 2,000,000.00 18.50% 370,000.00
1st Grant releasing :
Amount of completed works 370,000.00
% of Grant 80.00%

" Amount of Grant released (1st) 296,000.00"
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(2) 2nd Grant Application 2nd Grant Application
Approved Amount of Percentage of Amount of Completed
Works Items ($)| Completion (%) Works ($)
(A) Repair works in common areas relating to structural and
fire safety of buildings as well as the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, cracked, 600,000.00 50.00% 300,000.00
spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 45.00% 216,000.00
defective rendering and mosaic tiles
Repair or replacement of defective windows 60,000.00 70.00% 42,000.00
4 |Repair of building sanitary services 560,000.00 30.00% 168,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 30.00% 12,000.00
service installations and equipment of buildings
(B) Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 40.00% 56,000.00
7 |Repair of water-proofing membranes at rooftops and flat 120,000.00 50.00% 60,000.00
roofs
Total 2,000,000.00 42.70% 854,000.00
2nd Grant Releasing :
Amount of completed works 854,000.00
% of Grant 80.00%
Accumulated Grant to be release 683,200.00
Less previous released Grant (1st Application) (296,000.00)
Total Amount of Grant due 387,200.00

(3) 3rd Grant Application

3rd Grant Application

Approved Amount of Percentage of Amount of Completed
Works Items ($)| Completion (%) Works ($)
(A) Repair works in common areas relating to structural and
fire safety of buildings as well as the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, cracked, 600,000.00 75.00% 450,000.00
spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 73.00% 350,400.00
defective rendering and mosaic tiles
Repair or replacement of defective windows 60,000.00 85.00% 51,000.00
4 |Repair of building sanitary services 560,000.00 60.00% 336,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 68.00% 27,200.00
service installations and equipment of buildings
(B) Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 80.00% 112,000.00
7 |Repair of water-proofing membranes at rooftops and flat 120,000.00 90.00% 108,000.00
roofs
Total 2,000,000.00 71.73% 1,434,600.00
3rd Grant Releasing :
Amount of completed works 1,434,600.00
% of Grant 80.00%
Accumulated Grant to be release 1,147,680.00
Less previous released Grant (1st & 2nd Application) (683/200_00)
Total Amount of Grant due 464,480.00
(4) 4th Grant Application 4th Grant Application
Approved Amount of Percentage of Amount of Completed
Works Items ($)| Completion (%) Works ($)
(A) Repair works in common areas relating to structural and
fire safety of buildings as well as the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, cracked, 600,000.00 100.00% 600,000.00
spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 100.00% 480,000.00
defective rendering and mosaic tiles
Repair or replacement of defective windows 60,000.00 100.00% 60,000.00
4 |Repair of building sanitary services 560,000.00 100.00% 560,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 100.00% 40,000.00
service installations and equipment of buildings
(B) Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 100.00% 140,000.00
7 |Repair of water-proofing membranes at rooftops and flat 120,000.00 100.00% 120,000.00
roofs
Total 2,000,000.00 100.00% 2,000,000.00
4th Grant Releasing :
Total Amount of Grant 1,600,000.00
Less previous released Grant (1st - 3rd Application) (1/147/680_00)

Total Amount of Grant due

452,320.00




Example 2 :

Assume the building has total 100 units with equal shares per unit.
The amount of Grant for the approved repair and renovation works at common area will be:

Approved Amount of]|
Works Items ($)

(A) Repair works in common areas relating to structural
and fire safety of buildings as well as the sanitary
facilities :
1 Repair of building structure, e.g. repairing loose, 810,000.00
cracked, spalled or defective concrete
2 Repair of external walls of buildings, e.g. repairing 678,000.00
defective rendering and mosaic tiles
3 Repair or replacement of defective windows 81,000.00
4 Repair of building sanitary services 427,000.00
5 Repair of defective fire safety constructions and fire 54,000.00
service installations and equipment of buildings
Sub-total 2,050,000.00
(B) Additional repair and improvement works in the
common areas
6 Improvement of building services and facilities 189,000.00
7  Repair of water-proofing membranes at rooftops and flat| 162,000.00
roofs
Sub-total 351,000.00
Total of (A) and (B) 2,401,000.00]

Grant eligible for the building :

Amounting to 80% of the approved repair works at common areas (complied with the requirements of Operation Building Bright),
subject to a ceiling of HK$16,000 for owner of each unit of the building

80% of the approved amount of works shown at (A) and (B)*

Total number of units x $16,000

($2,401,000 x 80%) =
(100 units x $16,000) =

1,920,800.00
1,600,000.00

Approved Amount of Grant (The lesser from the above )

1,

600,000.00(| (Approximate to 78.05% of the

approved amount of works
shown at (A) and (B) above)

*As 80% of the approved amount of works at (A) exceed the ceiling of Grant, there is no remaining Grant can be used for works at (B)

Grant releasing
HKHS / URA will release Grant to applicant in accordance with the progress of works (maximium 4 times)

(1) 1st Grant Application 1st Grant Application
Approved Amount of] Percentage of Amount of Completed
Works Items ()] Completion (%) Works (%)
(A) |Repair works in common areas relating to structural
and fire safety of buildings as well as the sanitary
facilities :
1 |Repair of building structure, e.g. repairing loose, 810,000.00 30.00% 243,000.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 678,000.00 20.00% 135,600.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 81,000.00 70.00% 56,700.00
4 |Repair of building sanitary services 427,000.00 5.00% 21,350.00
5 |Repair of defective fire safety constructions and fire 54,000.00 10.00% 5,400.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities
7 |Repair of water-proofing membranes at rooftops and flat|
roofs
Total 2,050,000.00 22.54% 462,050.00
1st Grant releasing :
Amount of completed works 462,050.00
% of Grant 78.05%

Amount of Grant released (1st)

360,630.03]
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(2) 2nd Grant Application 2nd Grant Application
Approved Amount of] Percentage of Amount of Completed
Works Items ()] Completion (%) Works (%)
(A) |Repair works in common areas relating to structural
and fire safety of buildings as well as the sanitary
facilities :
1 |Repair of building structure, e.g. repairing loose, 810,000.00 50.00% 405,000.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 678,000.00 45.00% 305,100.00,
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 81,000.00 70.00% 56,700.00
4 |Repair of building sanitary services 427,000.00 30.00% 128,100.00
5 |Repair of defective fire safety constructions and fire 54,000.00 30.00% 16,200.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities
Repair of water-proofing membranes at rooftops and flat|
roofs
Total 2,050,000.00 44.44% 911,100.00
2nd Grant Releasing :
Amount of completed works 911,100.00
% of Grant 78.05%
Accumulated Grant to be release 711,113.55]
Less previous released Grant (1st Application) (360,630.03)
Total Amount of Grant due 350,483.52]
(3) 3rd Grant Application 3rd Grant Application
Approved Amount of| Percentage of Amount of Completed
Works Items ($)] Completion (%) Works ($)
(A) [Repair works in common areas relating to structural
and fire safety of buildings as well as the sanitary
facilities :
1 |Repair of building structure, e.g. repairing loose, 810,000.00 75.00% 607,500.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 678,000.00 73.00% 494,940.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 81,000.00 85.00% 68,850.00
4 |Repair of building sanitary services 427,000.00 60.00% 256,200.00
5 [Repair of defective fire safety constructions and fire 54,000.00 68.00% 36,720.00,
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities
Repair of water-proofing membranes at rooftops and flat]
roofs
Total 2,050,000.00 71.42% 1,464,210.00
3rd Grant Releasing *
Amount of completed works 1,464,210.00
% of Grant 78.05%
Accumulated Grant to be release 1,142,815.91
Less previous released Grant (1st & 2nd Application) (711,113.55)
Total Amount of Grant due 431,702.36
(4) 4th Grant Application 4th Grant Application
Approved Amount of] Percentage of Amount of Completed
Works Items ($)] Completion (%) Works (%)
(A) |Repair works in common areas relating to structural
and fire safety of buildings as well as the sanitary
facilities :
1 |Repair of building structure, e.g. repairing loose, 810,000.00 100.00% 810,000.00
cracked, spalled or defective concrete
2 [Repair of external walls of buildings, e.g. repairing 678,000.00 100.00% 678,000.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 81,000.00 100.00% 81,000.00
4 |Repair of building sanitary services 427,000.00 100.00% 427,000.00
5 |Repair of defective fire safety constructions and fire 54,000.00 100.00% 54,000.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities
7 |Repair of water-proofing membranes at rooftops and flat|
roofs
Total 2,050,000.00 100.00% 2,050,000.00
4th Grant Releasing :
Total Amount of Grant 1,600,000.00

Less previous released Grant (1st - 3rd Application)

(1,142,815.91)

Total Amount of Grant due

457,181.09
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Example 3 :

Assume the building has total 100 units with different shares per unit.
The amount of Grant for the approved repair and renovation works at common area will be:

Approved Amount of
Works Items ($)

(A) Repair works in common areas relating to structural and fire safety
of buildings as well as the sanitary facilities :
1 Repair of building structure, e.g. repairing loose, cracked, spalled or 600,000.00
defective concrete
2 Repair of external walls of buildings, e.g. repairing defective 480,000.00
rendering and mosaic tiles
3 Repair or replacement of defective windows 60,000.00
4 Repair of building sanitary services 560,000.00
5 Repair of defective fire safety constructions and fire service 40,000.00
installations and equipment of buildings
Sub-total 1,740,000.00
(B) Additional repair and improvement works in the common areas
6 Improvement of building services and facilities 140,000.00
7 Repair of water-proofing membranes at rooftops and flat roofs 120,000.00
Sub-total 260,000.00
Total of (A) and (B) 2,000,000.00

Grant eligible for the building :

*Amounting to 80% of the contributed amount of approved repair works at common areas
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(complied with the requirements of Operation Building Bright) subject to a ceiling of HK$16,000 for owner of each unit of the building

Numbers of unit Cé:z;z:;s };Zr N Amount tobe | Residual amount Total Grant for
Size of unit type Shares per unit unit contrsi?o u/‘z;df fr:ount granted per unit* | of repair works ~ different unit type

() (B) (C) (D)= (-0 (B) = (AxQ)
Large 20 10 50,000.00 40,000.00 16,000.00 34,000.00 320,000.00
Medium 30 5 25,000.00 20,000.00 16,000.00 9,000.00 480,000.00
Small 50 1 5,000.00 4,000.00 4,000.00 1,000.00 200,000.00

Total Grant| 1,000,000.00

(Approximate to 50% of the
approved amount of works shown
at (A) and (B) above)
Grant releasing

HKHS / URA will release Grant to applicant in accordance with the progress of works (maximium 4 times)

(1) 1st Grant Application 1st Grant Application
P t f
Approved Amount of Works Iter(x; ca:;elrelt?f: ((;/o) Amount of Completed Works ($)
(A) |Repair works in common areas relating to
structural and fire safety of buildings as well as
the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, 600,000.00 30.00% 180,000.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 20.00% 96,000.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 60,000.00 70.00% 42,000.00
4 |Repair of building sanitary services 560,000.00 5.00% 28,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 10.00% 4,000.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 10.00% 14,000.00
7 |Repair of water-proofing membranes at rooftops 120,000.00 5.00% 6,000.00
and flat roofs
Total 2,000,000.00 18.50% 370,000.00
1st Grant releasing :
Amount of completed works 370,000.00
% of Grant 50.00%
" Amount of Grant released (1st) 185,000.00 "




(2) 2nd Grant Application 2nd Grant Application
P t f
Approved Amount of Works Iter(x; Co:;elrelt;lf; (t;/o) Amount of Completed Works ($)
(A) |Repair works in common areas relating to
structural and fire safety of buildings as well as
the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, 600,000.00 50.00% 300,000.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 45.00% 216,000.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 60,000.00 70.00% 42,000.00
4 |Repair of building sanitary services 560,000.00 30.00% 168,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 30.00% 12,000.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 40.00% 56,000.00
7 |Repair of water-proofing membranes at rooftops 120,000.00 50.00% 60,000.00
and flat roofs
Total 2,000,000.00 42.70% 854,000.00
2nd Grant Releasing :
Amount of completed works 854,000.00
% of Grant 50.00%
Accumulated Grant to be release 427,000.00
Less previous released Grant (1st Application) (185,000.00)
Total Amount of Grant due 242,000.00

(3) 3rd Grant Application

3rd Grant Application

P t f
Approved Amount of Works Iter(x; Co:;elrelt;lf; ((;/o) Amount of Completed Works ($)
(A) |Repair works in common areas relating to
structural and fire safety of buildings as well as
the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, 600,000.00 75.00% 450,000.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 73.00% 350,400.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 60,000.00 85.00% 51,000.00
4 |Repair of building sanitary services 560,000.00 60.00% 336,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 68.00% 27,200.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 80.00% 112,000.00
7 |Repair of water-proofing membranes at rooftops 120,000.00 90.00% 108,000.00
and flat roofs
Total 2,000,000.00 71.73% 1,434,600.00

3rd Grant Releasing :

Amount of completed works 1,434,600.00
% of Grant 50.00%
Accumulated Grant to be release 717,300.00
Less previous released Grant (1st & 2nd Application) (427,000.00)
Total Amount of Grant due 290,300.00

(4) 4th Grant Application

3rd Grant Application

P t f
Approved Amount of Works Iter(x; Co:;elrelt;lf; ((;/o) Amount of Completed Works ($)
(A) |Repair works in common areas relating to
structural and fire safety of buildings as well as
the sanitary facilities :
1 |Repair of building structure, e.g. repairing loose, 600,000.00 100.00% 600,000.00
cracked, spalled or defective concrete
2 |Repair of external walls of buildings, e.g. repairing 480,000.00 100.00% 480,000.00
defective rendering and mosaic tiles
3 |Repair or replacement of defective windows 60,000.00 100.00% 60,000.00
4 |Repair of building sanitary services 560,000.00 100.00% 560,000.00
5 |Repair of defective fire safety constructions and fire 40,000.00 100.00% 40,000.00
service installations and equipment of buildings
(B) |Additional repair and improvement works in the
common areas
6 |Improvement of building services and facilities 140,000.00 100.00% 140,000.00
7 |Repair of water-proofing membranes at rooftops 120,000.00 100.00% 120,000.00
and flat roofs
Total 2,000,000.00 100.00% 2,000,000.00
4th Grant Releasing :
Total Amount of Grant 1,000,000.00
Less previous released Grant (1st - 3rd Application) (717,300.00)

Total Amount of Grant due

282,700.00
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Appendix No.14

“Registered General Building Contractor Declaration Form”

Date :

To:

[Name of Owner’s Corporation]
For Repair and Renovation Works at :

[Name and Address of Building / Estate]
I 7 - - - 7
[Director of Tenderer (Name in English)] [Director of Tenderer (Name in Chinese)]

on behalf of ,

[Name of Tenderer (English)]

[Name of Tenderer (Chinese)]

hereby declare that the following staffs designated for the captioned project by

[Name of Tenderer (English)]

*has / has not previous conviction record(s) for corruption, fraud,
embezzlement, theft or similar criminal offences in relation to repair and
renovation works.

1. Director:

2. Project Manager:

3. Site Supervisor (if applicable):

(Please attach additional sheet if necessary)

[Signature of Director and Company’s chop of the Tenderer]

[Position of the Signatory]

[Date]

* Delete whichever is inapplicable Page 1/1
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