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THE HKIE SECRETARIAT

1.1 THE HKIE SECRETARIAT

Section

Telephone No.

Email Address

Accreditation &
Registration

2830 9026 (Accreditation)
2830 9084 (R.P.E.
Registration)

accr@hkie.org.hk (Accreditation)
erb@hkie.org.hk (R.P.E.

Reqistration)

Administration 2830 9010 admn@hkie.org.hk
Conference & Function 2830 9019 conf@hkie.org.hk
Corporate 2830 9061 corpcom@hkie.org.hk
Communications

Division & Special Affairs {2830 9045 dc@hkie.org.hk
External Affairs 2830 9022 exaffairs@hkie.org.hk

External Qualifications

2830 9098 (External
Qualifications /

Structural Examination /
Graduate and Student
Memberships /
Professional Certification)

eg@hkie.org.hk
qualifications@hkie.org.hk

Finance 2830 9004 accfin@hkie.org.hk

Information Technology 2830 9062 missupport@hkie.org.hk

Institutional Affairs 2830 9002 ia@hkie.org.hk

Membership 2890 2926 member@hkie.org.hk
2830 9069

Planning & Programme 2830 9003 ppd@hkie.org.hk

Development

Training & Development  |2890 6373 train@hkie.org.hk




1.2 ENGINEERS REGISTRATION BOARD

A BILL entitled “Engineers Registration Ordinance 1990” was passed by the Legislative
Council on 2 May 1990. The Statement of Proposals to the Legislative Council stated that
the main purpose was to protect professional standards in the professions and to provide a
guarantee of an individual high professional standard to the industry and to the general public.

The Ordinance provides a framework for setting up a Registration Board for practising
engineers in Hong Kong. The Board is independent of both Government and the Hong Kong
Institution of Engineers (the HKIE) as the professional body involved. Nevertheless, the
HKIE provides the administration of the registration systems for the Engineers Registration
Board.



DIVISIONS

2.1 DIVISION RULES

The daily operation of Divisions is governed by the Division Rules (Appendix 1).

As for the Associate Members Committee (AMC), Safety Specialist Committee (SSC) and
Young Members Committee (YMC), their operation shall follow the Division Rules, related
guidelines approved by the Council as well as their respective Composition and Terms of
Reference.

2.2 GUIDANCE NOTES ON “DECLARATION OF INTEREST”

Members are requested to declare their interest when specific matters are discussed where
he has a direct or personal or pecuniary interest in any matter to be discussed at the
Committee meeting. He is required to disclose this interest before discussion begins, and
the Chairman shall decide whether that member may remain in the meeting, and if so,
whether that member may speak or vote on the matter.

In the event that the Chairman has direct or personal or pecuniary interest in any matter, the
Deputy Chairman or another Committee member shall take over the Chairman role and
invite the Committee to consider if the Chairman may remain in the meeting for that matter,
or speak and/or vote. If the Committee decides that the Chairman shall not remain in the
meeting, he shall not vote on the matter and shall not be entitled to a casting vote. In such
case, the Deputy Chairman or another Committee member shall preside over the meeting,
and shall be entitled to a casting vote in the event of a tied vote.

2.3 FORMATION OF NEW DIVISIONS

The Guidelines for Formation of New Divisions is provided in Appendix 2 for reference.



2.4 GUIDELINES FOR CIRCULATION OF ANNUAL GENERAL MEETING
RELATED ELECTION MATERIALS

News/information relating to the election at Annual General Meeting (AGM) of
Division/AMC/SSC/YMC and the Institution, save the Notices of Meeting of Divisional AGM
as stipulated in clauses 10.2(c), 10.2(e), 10.4(b) and 10.4(f) of the Division Rules, would not
be accepted for circulation via eNewsletter System of the HKIE. As regards the election
materials for elections at the Annual General Meeting, Division/AMC/SSC/YMC may post
the election materials of all persons properly nominated for election as Chairman or Ordinary
Members of the Committee or Council Member (Division) onto their websites if appropriate.
The Guidelines for Circulation of Election Materials of Annual General Meeting of
Division/AMC/SSC/YMC by Posting onto the Division’s Website is provided in Appendix 3
for reference.

2.5 NOMINATION FOR DIVISION CHAIRMAN/ORDINARY MEMBER

A copy of the Nomination Form for Division Chairman/Ordinary Member is provided in
Appendix 4.

2.6 NOMINATION FOR COUNCIL MEMBER (DIVISION)

A copy of the Nomination Form for Council Member (Division) is provided in Appendix 5.

2.7 GUIDELINES ON INFORMATION CIRCULATION VIA THE HKIE
ENEWSLETTER SYSTEM FOR DIVISIONS/COMMITTEES

The Guidelines on Information Circulation via the HKIE eNewsletter System for
Divisions/Committees is provided in Appendix 6 for reference.



2.8 THE HKIE DIVISIONS/COMMITTEES LOGOS
2.8.1 Guidelines for the Use of the HKIE Divisions/Committees Logos

The Guidelines for the use of the HKIE Divisions/Committees Logos are provided in
Appendix 7a for reference.

2.8.2 Guidelines for the Creation and Use of the HKIE Divisions/Committees
Anniversary Logos

The Guidelines for the creation and use of the HKIE Divisions/Committees Anniversary
Logos are provided in Appendix 7b for reference.

2.9 ABBREVIATIONS OF DIVISIONS, COMMITTEES AND DISCIPLINES

As of the current Session, there is a total of 19 Divisions, 3 Committees and 22 Disciplines
under the Institution. For their abbreviations, please refer to Appendix 8.

2.10 GUIDELINES FOR THE OPERATION OF YOUNG MEMBER GROUPS
AND OTHER INTEREST GROUPS UNDER HKIE DIVISIONS/COMMITTEES

The Guidelines for the operation of young member groups and other interest groups is
provided in Appendix 9 for reference.



EXTERNAL RELATIONS
3.1 PUBLIC RELATIONS
3.1.1  THE HKIE Logo

The Coat of Arms

The Coat of Arms is the official logo of the HKIE. It has been used to represent the
Institution since the founding of the HKIE. The Coat of Arms logo has two versions, one
with Dragon and Beaver and another simplified one with the Dragon holding a pair of
dividers. Both versions are officially adopted by the Institution.

Dragon and Beaver

The New HKIE Logo

Apart from the existing Coat of Arms logo, a new HKIE logo has been developed for
publicity purpose. With a view to enhancing the image of the Institution and the
engineering profession as well as in appealing to the younger generation, the new HKIE
logo was launched in Session 2011/2012. The new logo guidelines are provided in
Appendix 9.

For ease of reproduction in printing, it is intended to use the new HKIE logo in ordinary
printed matter and backdrop. However, it is not meant to substitute the official Coat of
Arms logo viz the Dragon and Beaver as well as the simplified Dragon, which will remain to
be used in some selected formal printed matter including prizes and awards, certificates,
souvenirs as well as publications and printed matter relating to Constitution, Finance,
Membership, Training and CPD.

Tr— THE HONG KONG
INSTITUTION OF ENGINEERS
- EEIRMS S
The New HKIE Logo



3.1.2 Public Statements

(a) Only the President as well as the Chief Executive and Secretary may speak
publicly on matters concerning the Institution.

(b) Division Chairmen may speak publicly but only on matters relating directly to
their own Division.

(c) Please refer to Media Enquiries Guidelines in 3.1.4 for details of procedure to
respond to media enquiries.

3.1.3 PR Guidelines for Divisions and Committees

Types of PR

The types of PR can generally be classified into

(@)

Internal PR - for members

Internal PR activities for members include activities of all Divisions and some
Committees such as technical presentations, visits and seminars, meetings of all
Divisions, Committees, Boards and the Council, annual events of the Institution such
as AGM, Presidential Address, Annual Dinner, the HKIE Awards and Prize
Presentation Ceremony, etc.

External PR - without the media

External PR without the media include overseas visits, presentations to external
bodies and exhibitions for the general public such as YMC’s annual overseas
delegation, etc.

External PR - with the media

External PR with the media include all press conference/briefing, information gathering

with the media and special functions such as the HKIE Forums that the media is being
invited.

Forms of Notification

The forms of notification of these PR activities include:

(@)

For activities/functions under 3.1.3(a) and 3.1.3(b) above
(i) Notices in the HKIE website and/or as an insert.

(i) Letter/fax/email/the HKIE eNewsletter to individual members or Local
Representatives.

(iii) Invitation of specific members to chair, speak or present by letter/fax/email.



(b) For activities/functions under 3.1.3(c) above

(i) Same as 3.1.3(a) to all relevant members such as Council members, Division
Chairmen, Discipline Representatives, Board and Committee Chairmen.

(ii) Invite the media by email and follow up by telephone. Details of the Press
Conference/Meeting shall be given. Press release can be provided on spot.

3.1.4 Media Enquiries Guidelines

(@)

(b)

General media enquiries via the HKIE Secretariat
Two major types of enquiries:
(i)  Seeking the HKIE views on a particular issue

The official spokesmen, i.e. the President as well as the Chief
Executive and Secretary, should be approached first. In the absence of
official spokesmen, the SVP, the VPs and the IPP will be responsible.

(i)  Seeking technical/professional comments on a particular incident

The President should be approached first to determine whether to
respond to media enquiries or not. Then, the President should assign
himself/herself, SVP, VPs, IPP or specialists from Divisions to respond.
If the President could not be reached, the Secretariat would contact the
SVP, the VPs and the IPP in order of seniority to respond to media.

Note: Individual member who is being invited to provide professional
knowledge on specific issues should identify himself/herself as the HKIE
representative or his/her capacity in the Institution and should state that the
views expressed are his/her personal views only and do not necessarily reflect
the opinion of the HKIE. The full name of the Institution (stated below) should
be clearly stated while handling any media interview or report related to the
Institution.

Chinese — &/& T12ATEE &
English — The Hong Kong Institution of Engineers

For critical or high impact issues that require timely response and wider
publicity, a press conference/briefing should be set up

(i)  An appropriate date and time for the press conference should be fixed in
consultation with the Executive. The Checklist for Press Conference
and the Checklist for Inviting Media to Events and Activities are provided
in Appendix 10 and Appendix 11 for members’ reference.



(i)  The President, the SVP, the VPs, the IPP, the Chief Executive and
Secretary and representative(s) from particular Division/Discipline
concerned (depending on circumstances) should be the main persons on
the panel for presentation at the conference.

(i) Members of panels for presentation should briefly discuss and agree on
a statement or stand point of the HKIE before the conference.

(c) Overall Co-ordination

(i) Official response to media enquiries will be co-ordinated by the Executive
Manager - Corporate Communications.

(i) To maintain a record of media enquiries, spokesman who has been
interviewed or provided his/her professional views to the media, either
referred by the Secretariat or directly approached by the media, is
suggested to complete and return the “Media Enquiries Record” form
(Appendix 12) to the Secretariat for record.

3.1.5 Spokesman’s Guidelines
(@) What a spokesman can say
(i) If evidence is available
e The nature of the incident.
e The probable technical reasons for the occurrence.
e What can be done to remedy the situation.

e What contingency measures/plans should be undertaken to
minimise inconvenience caused to the public.

(i) If evidence is not available

e Give your best judgements and qualify them with the need of
investigation.

(b) What a spokesman normally cannot say
(i) Speculation on the cause of the incident.

(i)  Anything that indicates or implies liability.



(c)

(d)

(iii)
(iv)
(V)

(vi)

Financial loss or compensation.
Things that imply insufficiency/lack of training or know-how.

Institution’s position/views on the incident other than official directives as
stated in the press release.

Response to criticism of the public/media.

Some DOs

Be confident, brief and factual in answering.

Always be polite, calm and cooperative even when criticised, challenged
or interrogated.

Tell the reporter to call the Institution for further details or the Institution’s
position at a later stage.

Always keep the Secretariat informed of the latest situation.

Be helpful and offer to follow up if you do not have the answer to a
question and make sure you follow through.

Some DON'Ts

Don’t go “off-the-record”.
Don’t be hostile or defensive.
Don’t take criticism personally.

Don’t incriminate a third party.

Don’t admit, deny or imply responsibility for the incident or say anything
which may arouse speculation about liability.

Don’t advertise the HKIE as an organisation that would provide free
professional service to the public.

(vii) Don’t be over cooperative and offer more information than needed

without getting the consent from the Secretariat and the Executive,
particularly in the case of live broadcast via TV or phone-in radio
programme.

(viii) Don’t give the impression that engineering risk could ever be avoided

completely. (Should go for “As Low As Reasonably Possible”)

10



(ix) Don’t use mixed languages in the same answer.
(e) Proper attire
(i) For most of the formal indoor functions unless otherwise specified:

For men: Business suit with necktie (preferably the HKIE tie)
For women: Skirted suit or pants suit with HKIE lady scarf

(i) For informal outdoor activities such as charity and sports events:
For men/women: Smart casual

(iii) Safety helmets and boots for technical site visits.

(f)  Presentation during press conference

(i) Rehearse if press release is available beforehand.

(i) Stick to the main points, e.g. objectives, recommendations and reasons.

(i) Try to go bilingual (or later trilingual) as required during presentation and
also Q&A. (Answer Cantonese questions in Cantonese only and likewise

for others)

(iv) Allow time after presentation for group and separate interviews by the
Press.

(v) Remember to “Relax and Smile” (for suitable occasion).

3.1.6 Support on External Public Relations
The Secretariat will provide the necessary support to Divisions/Committees’ external public

relations and presentation materials (leaflets, booklets and the HKIE corporate video, etc.)
have been produced and are available upon request.

11



3.2 The HKIE PUBLICATIONS

The Institution publishes the following:
Annual Report

Report of Activities

Hong Kong Engineer

The HKIE Transactions

The HKIE Yearbook

The HKIE Diary

YVVVVYVYYVY

3.2.1 Submission to Hong Kong Engineer

Hong Kong Engineer (the Journal) is the monthly journal of the Institution available at
www.hkengineer.org.hk. The Guidelines for Submission to Hong Kong Engineer is
provided in Appendix 13.

12



3.3 CONFERENCE GUIDELINES

3.3.1 Conference Manual

The Conference Manual is a guide for organising Conferences and Events. It serves as a
good practice guide for conference organisers. It also defines the authority and the
reporting procedure for organising both Institution and Division conferences.

Organisers of seminars and congresses will also find the Manual useful as the Organising
Committee structure and planning process will be similar to those for organising
conferences. Apart from the authority and the reporting procedures, which should be in
line with the HKIE policy, variations from those prescribed for organising conferences might
be necessary and would thus be allowed to suit individual events.

The Institution defines conferences as normally: lasting two to five days; having a call for
papers which are referred or reviewed on their suitability for publication in ‘Conference
Proceedings’.

3.3.2 The HKIE Policy

The HKIE aims to provide conferences of a high international standard whilst at the same
time to ensure that the total event programme is self-financing. To these ends the
following objectives shall be met:

(a) All technical papers presented should be of a high standard.

(b) The Conference should be organised to the highest practical quality possible and
consistent with the conference objectives.

(c) Conference finance must aim to breakeven.

(d) The HKIE will maintain maximum flexibility for the Organising Committee to achieve
the conference objectives.

3.3.3 Responsibilities and Accountability

For Institution conferences, the Learned Society Board is responsible for the technical
aspect and the professional outcome of the conference whereas the Administration Board
is to take care of the resources matters (including finance) of the event. The Organising
Committee Chairman should report to the Conference Committee, which is accountable to
the Learned Society Board and the Administration Board.

3.3.4 Formation of Organising Committee

The Organising Committee Chairman has to be knowledgeable in almost every detail of the
conference.

Members of the Organising Committee should support the Chairman with specific expertise
and knowledge of the people working in their field. It is more efficient to have
sub-committees responsible for different aspects of the conference. The following key
areas should be addressed and if necessary the relevant sub-committees may be formed:

(a) Technical Programme

(b) Sponsorship/Exhibition
(c) Publication

13



(d) Publicity
(e) Social Programme
(f) Finance

Chairmen of respective sub-committees can be nominated and selected from the
Organising Committee.

It is suggested that all sub-committees should meet regularly to ensure the smooth
planning of conference activities. An External Conference Secretariat may be hired to
assist in the organisation of conference when deemed necessary.

3.3.5 Link to HKIE Secretariat and other Committees

The Organising Committee of any Institution conference shall liaise with the Conference
Committee on all administrative matters through the Executive Manager — Conference &
Function and the Chief Executive and Secretary. The Organising Committee must
include an HKIE Secretariat member (usually the Executive Manager — Conference &
Function) to consult on policy issues and to maintain a continuous link between the
Administration Board, Learned Society Board and Conference Committee.

3.3.6 Planning and Organising a Conference

The Organising Committee should consider and decide on the following major items:

(a) Venue and Date

(b) Registration Fees and Policy
(c) Conference Language
(d) Publications

(e) Technical Programme
(f) Exhibition

(g) Social Programme

(h) Technical Visits

(i) Accompanying Persons
() Insurance Cover

(k) Delegate Questionnaire
() Final Review Meeting

3.3.7 The HKIE Conference & Function Section

The Conference & Function Section at the HKIE Secretariat can act in the role of a
professional conference organiser. The Chief Executive and Secretary as well as
the Executive Manager — Conference & Function have a major role to play in the
development and organisation of a conference. Their task is to provide the
expertise and manpower required in planning, promoting, organising and managing
conferences and related events.

Again, it is important to decide which of these services are required. The duties should
be clearly defined and agreed between the Conference Organising Committee and
the Conference & Function Section so that the manpower and resources can be well
planned. An administration fee will be charged to the conference budget to recover the
salaries and overhead of the Conference & Function Section based on the services
required and the scale of the conference. The services may include:

14



(a) Secretariat Services

(b) Programme Management

(c) Participant Management

(d) Social Events and Tours

(e) Accommodation and Transportation
(f) Venue/On-site Management

(g) Printing and Production

(h) Finance

(i) Post Conference Reports

Conference Organising Committee that requires services from the Conference & Function
Section may fill in the “Request Form for Conference Support Service” (Appendix 14),
which is also available in the “Conference Manual” and submit it to the Conference &
Function Section. For the Conference Charging System and other information,
please contact Executive Manager — Conference & Function.

3.3.8 Budgetary Guidelines and Representation of the HKIE to International
Conference

(@)

Purpose

The purpose of this section is to set out some budgetary guidelines for
organising conference, where the HKIE is the organiser, to be held either
locally or outside Hong Kong.

Budgetary considerations

Apart from the general items which are to be included in the Income and
Expenditure Account of an international conference, it is suggested that the
following items should also be taken into account when preparing the budget
to allow for member(s) of the organising team to attend pre-conference
meetings, where necessary, and to the event.

(i)

(ii)

(iii)

Pre-conference expenses

The Organising Committee of the conference should estimate the
expenditure necessary (economy return airfare and accommodation
expense) to enable its representative to attend pre-conference meetings
to be held outside Hong Kong.

Registration fees
The Organising Committee should estimate the amount of registration
fees to be waived for the organising team.

Travelling and accommodation expenses (optional)

The Organising Committee should estimate the number of its members
whose travelling and accommodation expenses are to be supported.
This should be calculated on economy return airfare and accommodation
expenses.

Bidding costs
Bidding costs will only be included where necessary. This shall include

15



the travelling and accommodation expenses and other incidentals in
support of the bidding.

A template setting out the budgetary items is provided in Appendix 15 for
reference.

(c) Representation of the HKIE

As agreed by the Administration Board that, upon invitation, the President, or
failing him his delegated representative, should be the official representative of
the Institution to international conference(s), either held locally or outside Hong
Kong. One further representative may be nominated by the President at his
discretion if deemed necessary, subject to availability of fund and the
budgetary constraint.

On the basis of this understanding, the Institution will only support the
attendance of one official representative to international conference(s)

organised by the HKIE in general. Funding for other delegates to the
conference should be on a self-financing basis.

3.4 Procedures for Responding to Requests for Nominations

The Procedures for Responding to Requests for Nominations is provided in Appendix 16 for
reference.

3.5 Procedures for Responding to Requests for Opinions

The Procedures for Responding to Requests for Opinions is provided in Appendix 17 for
reference.

16



RESOURCES

41 FINANCING OF DIVISION

4.1.1 Budget and Rules for Accounts

The following items which are for Division Budgets and Accounts are equally applicable to
the Young Members Committee, the Associate Members Committee and the Safety
Specialist Committee.

Divisional Budgets
The budget allowance for each Division is based on the formula: -
$a x number of members + $b

The number of members used for calculation is the estimated number of members in the
Division when the budget figures are finalised.

The multiplier $a and the lump sum $b are determined by the Administration Board each

year. For information, please contact Senior Executive Manager — Finance &
Administration.

17



4.1.2 Rules for Divisional Accounts

(@)

(b)

(c)

(d)

(e)

(f)

(9)

(h)

()

Each Division is provided with a Current Account, in the name of the Division, e.g.
The Hong Kong Institution of Engineers — XXX Division, with the Hong Kong and
Shanghai Banking Corporation.

A Savings Account, also in the name of the Division, may also be provided for use.

Each Division shall nominate up to four persons to sign, including the Division
Chairman and the Division Honorary Treasurer.

When the current account is run in conjunction with a savings account, all deposits
must be made into the savings account, and all payments be made from the current
account. To ensure there are sufficient funds in the current account, appropriate
transfers from savings to current accounts will be initiated by the Honorary
Treasurer of the Division.

Cash Transactions are not encouraged. Cash balance must be kept as low as
possible. All cash must be deposited into the bank account at March 31 each
year.

All payments are advised to be made by cheque from the current account. Only
when really necessary should cash payments be made.

Cheques for up to $5,000 require only one signature. Cheques for any amount in
excess of $5,000 require 2 signatures.

Divisions should request inward payments be made by crossed cheques/Faster
Payment System (“FPS”) to the Division. Cash payments are discouraged. If FPS
is used, Divisions should ensure the payers can be identified from each payment, e.g.
a unique reference code should be provided to each payer for inputting in each
payment transaction.

For the convenience of the participants, especially those from overseas, inward
payments to be made by credit cards to Divisions are also allowed. Please refer to
Appendix 18 - “Procedures for Divisions to Collect Fees by Credit Cards”.

The HKIE Official Receipts can be used by each Division on all inward payments.
Receipt books can be obtained from Finance Section but the cost is at the expense of

respective Division.

18



(k)

()

(n)

(o)

(9]

(9)

(r)

Internet banking service is allowed for the Divisions to arrange internal and
inter-Division transfer transactions and to check bank balances. Please refer to
Appendix 19 - “Business Internet Banking Services for Divisions and Committees”.

Each Division will make a simple Division Quarterly Report (“Report”) to the HKIE
every 3 months. The reporting dates are 30th June, 30th September, 31st
December and 31st March. It must be prepared and signed by the Division
Honorary Treasurer and reviewed by the Chairman before being sent out to the Senior
Executive Manager — Finance & Administration together with relevant documentations
not later than 18 working days after the reporting date. The “Report” must be
prepared in the prescribed forms as at Appendix 20.

The “Report” will contain a Cash Position Summary and analysis of receipt and
payment, including which income/expenditure item to be allocated. Moreover, each
income must be supported by cheque copies, deposit slips, reply slips or other
supporting documents and each payment must be supported by original invoice.
Where no invoices are available, a memo certified by the Chairman is usually
acceptable. For net income/expenditure, breakdown for the gross amount has to be
provided.

If there is income received from member of the HKIE, the amount from each class of
membership has to be provided or at least provide the total amount received from
Corporate Members.

For receiving income, especially registration fees, avoid providing account number for
the participants to deposit the fees and cheque directly to the Division’s bank account
via bank counters, because bank charges will be charged for cheque deposit and
excess use of bank counter services. Divisions should encourage participants to
make payment by cheques/FPS as it will be easier for Divisions to recognise the
income from individual participants as well as to minimise the bank charges.

Current account and statement savings account bank statements will be sent by
the Bank directly to the HKIE HQ. Copies will then be sent to the individual Division’s

Treasurer for reference.

Those Divisions with savings accounts are required to submit copies of relevant
pages of the Passbook with the “Report”, if applicable.

Based on the “Reports”, a Divisional Income and Expenditure Account (I & E) will
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(s)

(t)

(u)

(v)

(w)

(x)

be prepared by the HKIE HQ. Division Chairman and Treasurer have to sign and
return this to the Senior Executive Manager — Finance & Administration. The I&E
account is standardised, as shown in Appendix 21.

The deadline for submitting the “4th quarter report” is usually earlier than the normal
18 working days in order to cope with the annual audit. The deadline will be
announced around February.

After reviewing the “4th quarter report”, a set of “End of Year Account” will be prepared
by the HKIE HQ and sent to each Division. Each Division will have to sign and
complete the “End of Year Account” and nominate two Corporate Members (who are
not cheque signatories) to carry out a simple audit and sign a Certificate of Audit.
(Note: For AMC, Corporate Members are not required.)

Each Division will then have to return the duly completed “End of Year Account”.

Payment into each Division Account from the HKIE will be as follows:

April - 50% of Divisional Budget — Residual of Supplementary
Provision for preceding year (if any)
September -  50% of Divisional Budget + 50% Share of Affiliate

Subscription for the preceding year (if any) — 25% surplus
exceed allocation for preceding year (if any).

A statement of allocation will be sent to the Division’s Honorary Treasurer for each
allocation. A sample of the statement is shown in Appendix 22.

Up to 15% of the following year’s Divisional budget may be paid in advance to a
Division at the discretion of the Executive to provide a ‘cushion’ at the end of the year
in case of need. Applications must be made by the Division’s Honorary
Treasurer/Chairman to the Senior Executive Manager — Finance & Administration as
early as possible.

At the end of each Financial Year, each Division will be permitted to carry forward
any surplus not exceeding 100% of the budget allocation for that year. In the event
of an end-of-year surplus exceeding 100% of the budget allocation, 25% of the
amount by which the surplus exceeds 100% of the budget allocation will be clawed
back to the HKIE central funds. Please also refer to Appendix 23 - “Guidelines on
Returnable Surplus for Divisions”.
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(y) In the event that funds required for the planned activities of the year of a Division is
more than the total of the budget allocation for the year plus 30% of the accumulated
surplus of the Division brought forward from last year, the Division can apply for
supplementary provisions. Please refer to Appendix 24 - “The Basis of
Supplementary Provisions and the Modus Operandi”.

(z) For procurement of goods or services, number of tenders/ quotations are required
depending on the contract sum or invoice value as follows:

Contract/Invoice Amount No. of Quotation Required
HKD
<10,000 1
10,000 to <150,000 3
150,000 to 500,000 at least 4 or tender invitation
above 500,000 Tender invitation required with at least 5 bidders

(aa) All queries and suggestions on the operation of the Divisional Accounts should be
directed to the Senior Executive Manager — Finance & Administration at the HKIE HQ.
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4.1.3 General Guidelines for Divisional Expenses

(a) Meeting cum Dining Expenses

(b)

(c)

(d)

Unless outside guests are invited or in special cases approved by the Division
Committee, the HKIE Division funds should normally not be used to pay for the dinner
or social functions exclusively attended by Division Members. For specific
guidelines on provision of official meals in events or meetings organised by the
Institution/Divisions/Committees, please refer to Appendix 25 - “Hospitality
Guidelines for Institution/Divisions/Committees”.

Purchase of Fixed Assets

Purchase of any fixed assets in excess of HK$10,000 must be approved by the
Administration Board of the HKIE. Other fixed assets purchases must be approved
by the Division Committee. A copy of the related Division Committee minutes should
be submitted to the HKIE for record.

When a new Session starts each year, the outgoing Committee should hand over to
the incoming Committee two lists of fixed assets: one of items costing $1,000 to
$10,000 and the other for assets above $10,000. This is to ensure continued safe
custody of fixed assets.

Honorarium for Voluntary Services to Divisions

As it has been the policy of the Institution to give honorarium to members for
voluntary services to the Institution, the HKIE Division funds should not be used to
provide honorarium for voluntary services rendered by members. For other forms of
recognition to members, it should be approved by Division Committee.

Donation to Charities by Divisions

The HKIE Division funds should not be used to make donation to charities. In any

special event that donation to charities is needed, prior approval from the Division
Committee is required.
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(e) Financial Arrangement for Activities Between Divisions/Committees and
External Organisations

To address issues when HKIE Divisions/Committees consider co-organising or
supporting activities of other organisation’s activities, please make reference to the
following guidelines:

(i) Guidelines for HKIE Divisions/Committees as Supporting Organisations of
Other Organisation’s Activities (Appendix 26)

(i) Guidelines for HKIE Divisions/Committees to Invite Other Organisation as
Co-organiser with a Financial Commitment for HKIE Activities (Appendix 27);
and

(i)  Guidelines for HKIE Divisions/Committees to invite other Organisations as
Co-organiser or Supporter for HKIE Activities (Appendix 28).

For joint events with external organisations, Divisions/Committees should keep
clear and proper records relating to financial arrangement. Please refer to
Appendix 29 “Report Form on Financial Arrangement for Activities Between
Divisions/Committees and External Organisations” for filing relevant records with the
Institution and a flowchart (Appendix 30) for reference when making decisions
regarding co-organising or supporting joint activities with external organisations.
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4.1.4 Divisional Bank Accounts Operation Instructions

Division with Current Account Only

(@)
(b)
(c)
(d)
(e)
(f)

(9)

(h)

Cash cheque can be cashed at any branch.

Deposits can be made at any branch.

Any cheque in excess of HK$5,000 requires TWO authorised signatories.

All authorised signatories must be accompanied by the corresponding Division chop.
Prevent signing cheques by only one authorized signatory who is the payee.

Do not issue more than one cheque for settling a single invoice for the purpose of
preventing the requirement of signatures by two signatories.

If current account with monthly balance (i.e. rolling average of the last three months)
of less than HK$25,000, a bank charge of HK$75 will be deducted from the accounts
by Bank. An additional fund allocation of HK$900 (i.e. HK$75x12 months) will be
provided to each Division/ Committee / Student Chapter whose bank balance as at the
end of March of the year is less than HK$25,000.

Bank counter transactions allowed for all Divisional accounts are 50 transactions in
total for each month. From the 51st counter transaction onwards, the charge for
each transaction will be HK$10. The paper cheques deposit at the counter will be
charged at HK$5 per deposit (regardless of number of cheques). Using bank cheque
drop in box or cheque deposit machine to deposit cheque is encouraged for
preventing the bank charge.

Division with Current and Savings Account

(a)
(b)
(c)

(d)

(e)

(f)

(9)
(h)

Cash cheque can be cashed at any branch.
Any cheque in excess of HK$5,000 requires TWO authorised signatories.

All payments, except the transfer of funds between the accounts of the same Division,
must be made through the Current Account only.

Adequate amount of funds should be kept in the Current Account when issuing
cheques.

No payment, except the transfer of funds between the accounts of the same Division,
can be made through the Savings Account.

Any transfer of funds from Savings to Current Account requires two authorised
signatories.

All authorised signatories must be accompanied by the corresponding Division chop.
Prevent signing cheques by only one authorized signatory who is the payee.

Do not issue more than one cheque for settling a single invoice for the purpose of
preventing the requirement of signatures by two signatories.
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W)

(k)

If current/savings account with monthly balance (i.e. rolling average of the last three
months) of less than HK$25,000, a bank charge of HK$75 will be deducted from the
accounts by Bank. An additional fund allocation of HK$900 (i.e. HK$75x12 months)
will be provided to each Division/ Committee / Student Chapter whose bank balance
as at the end of March of the year is less than HK$25,000.

Bank counter transactions allowed for all Divisional accounts are 50 transactions in
total for each month. From the 51st counter transaction onwards, the charge for
each transaction will be HK$10. The paper cheques deposit at the counter will be
charged at HK$5 per deposit (regardless of number of cheques). Using bank cheque
drop in box or cheque deposit machine to deposit cheque is encouraged for
preventing the bank charge.
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4.2 RESOURCES FOR DIVISION

4.2.1 The HKIE Premises and Room Bookings

The premises comprise of the offices of the Secretariat, seven meeting rooms and a

common area.

In-house Meeting Facilities

The meeting rooms are:

9/F

(a) James Chiu Room

(b) Dragages Room

(c) James Chiu & Dragages Rooms
(d) ATAL Room

(e) Chan Yat Mei Sophie Room

10/F (meeting setting only)

(f) Chun Wo Room

(g) Hsin Chong Room

(h) Chun Wo & Hsin Chong Rooms
(i) PaulY Room

(meeting setting)
(meeting setting)
(meeting / theatre setting)
(meeting setting)

(theatre setting)

Members may make room reservations by using the online room booking system via
https://hkie.bookings.one. Please refer to the “Guidelines for Online Room Booking
Arrangements” as set out in Appendix 31 for reference.

Charges for Divisions

Room charges

Overtime for Meeting Assistant
(8:00 pm to 9:00 pm on weekdays)
(before 1:00 pm on Saturdays)

(after 9:00 pm on weekdays and after 1:00 pm on Saturdays)

Overtime for IT Support

(6:00 pm to 9:00 pm on weekdays and before 1:00 pm on Saturdays)

(after 9:00 pm on weekdays and after 1:00pm on Saturdays)

Air-conditioning

(after 6:00 pm on weekdays and after 1:00 pm on Saturdays)

*Prices are subject to review every year.

*HK$/hr

Nil

130
130
260

250
500

170
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4.2.2 The HKIE Stationery

The HKIE Letterhead and Envelopes

All Divisions are requested to use the HKIE letterhead and envelopes in correspondence
related to the HKIE matters. The stationery is available upon request from the Administrative
Assistant — Administration and the cost is charged to the Divisional Budget.

For the format of Division’s Letterhead, please refer to the sample of design as agreed by
the Learned Society Board. (Appendix 32)

The HKIE Name Cards

All name cards must be printed by the HKIE. The Chairmen of Divisions are entitled to
have the first 200 name cards free of charge. Additional name cards for Chairmen and
members of Division Committees will be provided upon request and the cost will be charged
to the account of the respective Division. For the name card printing procedures and the
name card charging scale, please refer to the guidelines as set out in Appendix 33.

Labels

Address labels of Division members can be provided for each Division upon request and the
cost will be charged to the respective account of the Division accordingly. Request for
Divisional Label Printing Form is available from the Administration Section. Please note
that it takes five working days for the labels to be ready upon receipt of the Request Form.

Printing and Stationery Charges for Divisions

Item *HK$/piece Item *HK$/piece
Brown envelope (A4 size) 2.00 Letterhead 0.50
Brown envelope (F4 size) 2.50 Label 0.20
Certificate (with the HKIE Logo) (A4 4.00 Non-woven Recycle 7.00
size) Bag

Certificate (with the HKIE Logo) (A3 8.00 Photocopy (B/W) 0.50
size) Photocopy (Colour) 2.00
Envelope (22mmx11mm) 0.50

Envelope with window (22mmx11mm) 0.50 Receipt Book 25.00
Envelope (A5 size) 0.50 Wrapping Paper 10.00

For enquiries, please contact our Administration Section at 2895 4446.

*Prices are subject to review every year.

4.2.3 The HKIE Publications and Souvenirs

The Institution publishes proceedings of conferences and seminars from time to time and
also produces a range of souvenirs. They are available for purchase from the HKIE
Secretariat. For purchase, please contact our staff at the Reception.

27



INSTITUTION’S INSURANCE POLICIES

5.1 INSURANCE ARRANGEMENT FOR THE HKIE’S ACTIVITIES

In an effort to further enhance our services to members and in a review of the insurance
arrangement for the Institution, the Administration Board decided to take out the Group
Personal Accident Insurance and Public Liability Insurance for the activities organised by
the Institution and/or Divisions/Committees.

The new insurance arrangement was effective from 17 June 2002. The Group Personal
Accident Insurance would cover all the HKIE members, including Honorary Fellows,
Fellows, Members, Graduates, Associates, Students, Companions and Affiliates, who
participate in activities organised or co-organised by the Institution and/or
Divisions/Committees.  The Public Liability Insurance would cover all the activities
organised or co-organised by the Institution and/or Divisions/Committees.

An information kit on the insurance arrangement is provided in Appendix 36 for reference.

Additional copies of information kit can be obtained from the Senior Executive Manager —
Finance & Administration.
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DIVISIONAL ACTIVITIES

Approved by LSB 5.5.2003

6.1 GENERAL GUIDELINES FOR THE REFERENCE OF ORGANISERS

AND PARTICIPANTS OF OUTBOUND ACTIVITIES

Divisions/Committees of the Institution, from time to time, may organise various activities
like technical visits, symposia or conferences outside the HKSAR. The following general
guidelines are prepared for the reference of members of Divisions/Committees when
organising and participating in outbound activities.

Preparation before trip

(@)

(b)

Organiser/Co-ordinator of the outbound activity is advised to provide detailed
information on the itinerary and arrangement of the trip to participating members.
Participants should read the information before setting off for the trip.

Participants are advised to:

(i) leave a copy of the itinerary with their families or friends for emergency contact.
They are also advised to inform their families or friends on their estimated arrival
time to Hong Kong after the completion of the trip and the type of transportation to
be taken;

(i) take copies of their passports, identity cards, insurance certificates and credit cards
and do not keep the copies in the same place as the originals. Leave a copy in their
office and at home;

(iii) take necessary amount of cash for the trip. If traveller’s cheques are to be used,
keep the serial numbers of the cheques separate from the cheques themselves and
leave a copy of the numbers to their families or friends;

(iv) make out a list of important telephone numbers and addresses for themselves in
case of emergency contact; and

(v) check the weather and hygiene situation of their destination and bring along a first-
aid kit and any prescription medicines they require with them.

Precautions during trip

(@)

Participants are advised to:

(i) follow the itinerary of the organised trip and avoid leaving the group alone. Upon
completion of the organised trip, all participants are advised to return to Hong Kong
together with the group;

(ii) read the fire safety instructions in their hotel rooms and be sure where the nearest
fire exits and alternate exits are located;

(iii) report any personal accident or lost of possessions immediately to the local police.
Keep a copy of the police report to facilitate the application of necessary document
for return to Hong Kong or indemnity claims;

(iv) report the accident to the organiser/co-ordinator of the organised trip and the HKIE
Secretariat, whenever appropriate, for information or necessary action;

(v) be accompanied by other participants and keep the important phone list on hand at
all times; and

(vi) be particularly aware of their own safety in crowded areas.
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(b) Participants are advised NOT to:
(i) walk alone especially in strange place and after dark;
(i) talk to strangers; and
(iii) show off their money and valuables in public.

Assistance to Hong Kong Residents on the Chinese Mainland

Hong Kong residents, who have met with accidents or are arrested or detained for being
involved in criminal cases on the Chinese Mainland, may request assistance from the
Immigration Department, the Office of the Government of the Hong Kong Special
Administrative Region in Beijing, the Economic and Trade Office of the Government of the
Hong Kong Special Administrative Region in Shanghai, the Economic and Trade Office of
the Government of the Hong Kong Special Administrative Region in Wuhan, the Economic
and Trade Office of the Government of the Hong Kong Special Administrative Region in
Chengdu or the Economic and Trade Office of the Government of the Hong Kong Special
Administrative Region in Guangdong whenever necessary.

Assistance that can be provided by the Government of the Hong Kong Special

Administrative Region:

o toissue Entry Permits to Hong Kong residents, who have lost their identity documents
on the Chinese Mainland, for their returning to Hong Kong.

e upon receipt of information that serious accidents or casualties have happened to Hong
Kong residents, to notify relatives of the parties concerned in Hong Kong and to give
advice on the related procedural matters.

« toliaise, on request from the parties concerned, with their relatives and friends in Hong
Kong for rendering financial assistance to the parties concerned.

e upon receipt of notification from the law enforcement agencies of the Chinese Mainland
regarding the arrest or detention of Hong Kong residents, to pass information to
relatives of the parties concerned in Hong Kong.

« toinquire, on request from the relatives and friends of the parties concerned, about the
situation of the case involving Hong Kong residents being arrested or detained by the
law enforcement agencies of the Chinese Mainland.

« to provide, on request from the parties concerned or their relatives and friends,
information on lawyers on the Chinese Mainland.

e to provide any other relevant advisory services.

Assistance that cannot be provided by the Government of the Hong Kong Special

Administrative Region:

« to intervene in the judicial system and administrative operations of the Chinese
Mainland when providing assistance to Hong Kong residents under the Principle of 'One
Country, Two Systems'.

« toshield the unlawful act of the parties concerned or absolve them from criminal liability.

o to get better treatment for the parties concerned in hospitals, under detention or in
prison than that provided for Chinese Mainland residents.

o to pay the hotel, legal, medical and travelling expenses or any other bills for the parties
concerned.
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<Source: Guide to Assistance Services to Hong Kong Residents in the Mainland, Immigration Department of
the Government of the HKSAR, Jun 2024>

Assistance to Hong Kong Residents Travelling Outside Chinese Territory

Consular protection and services are important safety measures for Hong Kong residents
outside of Chinese territory. Consular protection refers to the situation that the Chinese
diplomatic and consular missions in a receiving state will, in accordance with laws and
regulations, which mainly include the customary international law principles, relevant
international conventions, bilateral treaties or agreements and the relevant laws of China
and the receiving state, reflect the request of a Chinese citizen or legal person when his/her
legitimate rights and interests are violated in that state and urge the related authorities of
that state to handle the issue in a fair and proper way, with a view to protecting the legitimate
rights and interests of overseas Chinese citizens or legal persons.

Assistance that can be provided by consular officers:

o to notify your family of the incident or casualties if an accident happens to you.

o toissue travel documents or homeward documents to Chinese citizens who have lost
them or without any of them.

« Hong Kong residents who are eligible to apply for the Hong Kong Special Administrative
Region Passport or Document of Identity for Visa Purposes may submit their
applications and collect the issued travel documents through the Chinese diplomatic
and consular missions.

« tovisit you at your request when you are under detention, arrest or sentence.

e« to recommend lawyers, translators or doctors to you in order to assist you in legal
proceedings or in seeking medical treatment.

o toassist you in contacting your family when you are in financial difficulties for timely and
necessary financial assistance.

o to provide consultation and necessary assistance for evacuating from a dangerous area
in case an unexpected incident takes place in the receiving state.

e to assist you in locating your friends or family members who may be in distress or
custody.

o to provide notarial and authentication services for Chinese citizens in accordance with
relevant laws and regulations of the People's Republic of China and international
treaties; and to handle registration of marriages between Chinese citizens provided that
it does not contravene with the laws and regulations of the receiving state.

Assistance that cannot be provided by consular officers:

e not to intervene in the judicial or administrative acts of the receiving state.

e notto partake in the arbitration or settlement of economic, labour and other civil disputes
between you and others.

e notto get for you better treatment than what is given to local people when you are under
medical treatment, detention or imprisonment.

e not to pay for your legal, translation, medical, hotel and travel (including air/sea/land
travel tickets) costs, or any other expenses.

e not to apply for a visa for you.

e not to institute legal proceedings for you.

<Source: Guide to Consular Services and Protection Outside Chinese Territory, Immigration Department of the
Government of the HKSAR, Dec 2023>
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Useful Contact list:

The Government Departments/Offices of the HKSAR

Department/Office

Phone/Fax

Address

Assistance to Hong Kong
Residents Unit, Immigration
Department of the
Government of the HKSAR

Tel: +852 1868*

Fax: +852 2519 3536

Email: enquiry@immd.gov.hk
(*24-hour hotline)

9/F, Administration Tower,
Immigration Headquarters,
61 Po Yap Road, Tseung
Kwan O, New Territories,
Hong Kong

The Office of the
Government of the HKSAR in
Beijing

Tel: +8610 6657 2880 Ext.
032

Fax: +8610 6657 2823
Email:
bjohksar@bjo-hksarg.org.cn
Website:
http://www.bjo.gov.hk

No. 71, Di'anmen Xidajie,
Xicheng District, Beijing
100009, China

Hong Kong Economic and
Trade Office of the
Government of the HKSAR in
Shanghai

Tel: +8621 6351 2233 Ext.
160

Fax: +8621 6351 9368
Email:
enquiry@sheto.gov.hk
Website:
https://www.sheto.gov.hk

21/F, The Headquarters
Building, 168 Xizang Road
(M), Huangpu District
Shanghai, 200001, China

Hong Kong Economic and
Trade Office of the
Government of the HKSAR in
Wuhan

Tel: +8627 6560 7300 Ext.
7334

Fax: +8627 6560 7301
Email:
enquiry@wheto.gov.hk
Website:
https://www.wheto.gov.hk

Unit 4303, Tower |, New
World International Trade
Tower, 568 Jianshe Avenue,
Jianghan District, Wuhan,
430022, China

Hong Kong Economic and
Trade Office of the
Government of the HKSAR in
Chengdu

Tel: +8628 8208 6660 Ext.
330

Fax: +8628 8208 6661

Email: general@cdeto.gov.hk
Website:
https://www.cdeto.gov.hk

48/F, Office Tower 2,
Chengdu IFS, No.1, Section
3 Hongxing Road, Chengdu,
610021, China

Hong Kong Economic and
Trade Office of the
Government of the HKSAR in
Guangdong

Tel: +8620 3891 1220 Ext.
638

Fax: +8620 3877 0466

Email: general@gdeto.gov.hk
Website:
https://www.gdeto.gov.hk

Flat 7101, Citic Plaza, 233
Tian He North Road,
Guangzhou, 510613, China

<Source: Immigration Department of the Government of the HKSAR, Dec 2025>
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Emergency phone number on the Chinese Mainland

Service Phone Number
Police 110
Fire 119
Ambulance 120
Traffic Accident 122

<Source: Hong Kong Economic and Trade Office of the Government of the HKSAR in Shanghai, HKSAR, Dec
2025>

6.2 USE OF THE HKIE LOGO BY DIVISIONS/COMMITTEES CO-
ORGANISING/SUPPORTING AN ACTIVITY

When a number of Divisions/Committees are co-organising an activity at the divisional level
or co-organising/supporting an event involving an external party, the normal practice of use
of logo is to display the name and logo of each of Divisions/Committees involved in the event.
In some special cases if Divisions/ Committees wish to use the HKIE logo (instead of logos
of individual Divisions/ Committees involved), the guideline provided in Appendix 37 is to
be observed.

6.3 REQUIREMENTS UNDER THE TRAVEL INDUSTRY ORDINANCE

Pursuant to the Travel Industry Ordinance (Cap. 634) (the Ordinance), where an offence is
alleged against the Institution/Divisions/Committees (the HKIE) qua travel agent, the
prosecution must prove that HKIE carries on travel agent business within the statutory
meaning (including outbound and/or inbound travel services linked to Hong Kong) and has
thereby contravened the relevant provision. Divisions/ Committees are strongly advised to
refer to the Ordinance when organising activities that include providing outbound or inbound
travel services to confirm licensing and regulatory obligations. The Ordinance and the
subsidiary legislation are accessible via the following website:
https://www.tia.org.hk/en/compliance/overview/travel-industry-ordinance-and-its-
subsidiary-legislation.html.  For inquiries on the Ordinance, please contact the Travel
Industry Authority at Tel: 3698 5900 or via Email: enquiry@tia.org.hk.

6.4 NOTES FOR VISA APPLICATION FOR NON-LOCAL SPEAKERS
COMING TO HONG KONG TO DELIVER SPEECHES/PRESENTATIONS

As informed by the Immigration Department, non-local speaker may be required to apply for
Entry for Employment as Professionals in Hong Kong. A copy of the Note for Visa
Application for Non-local Speakers Coming to Hong Kong to Deliver
Speeches/Presentations is provided in Appendix 38 for reference.
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DIVISION RULES

1. DEFINITIONS

In these Rules the following words, unless the context otherwise requires, bear the
meanings set against them:

Institution — The Hong Kong Institution of Engineers.

Division — Asub-division of the Institution, related to a specific
field of interest for learned society or kindred
purposes.

Ordinance — The Hong Kong Institution of Engineers Ordinance
(Chapter 1105 of the Laws of Hong Kong) as the
same may from time to time be amended, modified
or re-enacted.

Constitution — The Constitution of the Institution for the time being
in force.

Council — The Council of the Institution.

Electronic Facility — Electronic facility, platform, device, system,
procedure or method (including, without limitation,
websites, application technology and/or

collaboration and any form of conference systems
(telephone, video, web or otherwise)) providing an
electronic means of attendance at and/or
participation in and/or voting at a meeting as
determined by the Division Committee.

Electronic Voting Facility — Any Electronic Facility designated or set up by the
Division Committee to vote (including by way of
show of hands and/or ballot) during a virtual
meeting of the Division Committee, or for any
elections on the day of an Annual General Meeting
when a decision or order has been made by the
Division Committee for convening it by way of a
virtual meeting or an election by any Electronic
Facility, all having regard to the relevant voting
arrangements and requirements provided in the
Constitution, provided always that only votes cast
via an Electronic Voting Facility by persons present
within the geographical boundaries of the Hong
Kong Special Administrative Region shall be
considered as validly cast.

place — In relation to any meeting held by way of a physical
meeting, the place of the physical meeting or in
relation to any meeting held by way of a virtual
meeting, the applicable Electronic Facility(ies).

Appendix 1
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Roll — The register as defined under section 2 of the
Ordinance and the list of members of the Institution
established under Article 10 of the Constitution.

virtual meeting — A meeting which is held and conducted by virtual
attendance and participation by means of an
Electronic Facility through which participants of the
meeting can each communicate to the others any
information or opinions they have on any particular
item of the business of the meeting, provided
always that attendance of the virtual meeting shall
be within the geographical boundaries of the Hong
Kong Special Administrative Region.

In these Rules, the word “year” or “session” shall refer to a period from the closure of an
Annual General Meeting of the Institution to the closure of the next succeeding Annual
General Meeting, unless the context otherwise requires.

When the masculine gender is used in the text, it is intended that this should embrace
both the masculine and feminine genders.

Unless the context otherwise requires, references to a person being present at any
meeting means that such person is present at a physical meeting or, as the case may
be, is present at a virtual meeting via the Electronic Facilities specified by the Division
Committee. Accordingly, any references to attending or doing anything at the meeting
“in person” and “personally” and references to “attend”, “participate”, “vote”, “elect’,
“attending”, “participating”, “voting”, “electing”, “attendance”, “participation”, “election”
and any other similar expressions shall be read accordingly.

AIMS AND ACTIVITIES

The aim of a Division is to advance the objects of the Institution and their application
to the various subjects which come within the Division, more specifically to:

(a) promote the general advancement of the science, technology and practice of
the Division;
(b) encourage and foster a spirit of friendly collaboration amongst its members and

with members of similar institutions, societies or other professional bodies;
(c) facilitate the exchange of information and ideas in relation to the Division; and
(d) contribute to raise the standing of engineers.
A Division shall achieve its aims by carrying out learned society activities in accordance
with the requirements of the Division Manual. Divisions shall be subject to regulation
by the Learned Society Board.

CHECKLIST OF DIVISION COMPOSITION AND MEMBERSHIP

(a) Does the Division have sufficient support and interest in sustaining the
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population size of Corporate Membership of 2007?

(b) Is there involvement from sufficient senior and/or responsible members of the
Institution in the Division?

(c) Is there sufficient number of members in the corresponding Discipline? (say, not
less than 30)

4. STATUS OF A DIVISION

When the aims and activities and membership in an established Division cannot satisfy
the checklist for Division stated in Clauses 2 and 3 above, and it is judged by the
Learned Society Board that there is no longer sufficient support for the continuance of
that Division, the Board may propose to the Council for approval that the Division
should be amalgamated with another Division of good standing, or be a Division
without a representative in the Council, or be closed down.

5. MEMBERSHIP

Individual membership shall be open to any member of the Institution. Membership of
the Division shall be deemed to have taken place from the date of inclusion in the Roll.
Members may join any number of Divisions, subject to any restrictions which may be
in force.

6. COUNCIL MEMBER (DIVISION)

6.1 Each Division (other than those referred to in Clause 2.3 of the Guidelines for
Formation of New Divisions and Clause 4 above) will have one representative
on the Council. The Council Member (Division) will be ex-officio member of the
Division Committee and Discipline Advisory Panel. The term of office for a
Council Member (Division) shall normally be two years from the Institution’s
Annual General Meeting immediately following the election and the incumbent
shall not be eligible for re-election in the capacity of Council Member (Division)
until at least eleven months have elapsed following retirement.’ Eligible
candidate must be:

(a) a Corporate Member of the corresponding Discipline, and

(b)  a Corporate Member of the Institution for at least three years, and

(c) (i) a past or current Discipline Representative, or
(i) a past or current Division Committee member who had or has served
on the Division Committee for at least two years.

Any member of the Institution who has served the Council in the current
session shall not be eligible to stand for election as Council Member (Division)
for the next session until at least eleven months have elapsed following
retirement, save as provided for in Clause 6.2 below.

Only Corporate Members and Fellows of the corresponding Discipline of the
Division will be eligible to vote on the election of the Council Member (Division)

1 For the first year of implementation of the new structure, the term of office of Council Members
(Division) shall be staggered evenly between two to three years which shall be determined by lot
among the Divisions.



6.2

at the Division Annual General Meeting.
(Reference Articles of the Constitution: Article 16 (d) and (i).)

If a casual vacancy shall occur in the office of the Council Member (Division),
such vacancy for the remainder of the year left vacant shall be filled by election
at the next Division Annual General Meeting. For the purposes of clarification,
the incumbent elected to fill such casual vacancy shall be eligible for re-
election for Council Member (Division) for another term of service at the next
applicable Division Annual General Meeting notwithstanding that a period of
eleven months has not elapsed following his retirement from his appointment
as Council Member (Division) to fill such casual vacancy.

7. COMMITTEE

7.1

7.2

7.3

The Division Committee shall organise and arrange the activities of the
Division and shall meet as often as the business of the Division requires at
such times and places as shall be determined by the Committee.

Each session of the Division Committee shall be from the closure of an Annual
General Meeting of the Institution to the closure of the next succeeding Annual
General Meeting, and each current Division Committee shall comprise:

(@) a Chairman, elected annually at the last Division Annual General
Meeting;

(b)  the Immediate Past Chairman;

(c)  six to fourteen Ordinary Members of the Committee;

(d)  three (unless otherwise approved in accordance with Clause 10.2 (f)
below) Ordinary Members of the Committee who are of 40 years of age
or below (any registered member of the Division of such age shall

hereafter be referred to as a “young Division member”);

(e) ex-officio: one representative of the Associate Members Committee
from time to time nominated or replaced by that Committee;

(f) ex-officio: one representative of the Safety Specialist Committee from
time to time nominated or replaced by that Committee;

(g) ex-officio: one representative of the Young Members Committee from
time to time nominated or replaced by that Committee;

(h)  ex-officio: Council Member (Division) (where applicable);

0] ex-officio: Discipline Representative of the corresponding Division
(where applicable); and

)] up to three Co-opted Members as deemed necessary and co-opted by
the Division Committee.

The Chairman of the Division shall be a Fellow of the Institution in the
corresponding Discipline of the Division unless the Learned Society Board
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7.4

7.5

agrees, at its own discretion, to the nomination of or the filling of a casual
vacancy under Clause 7.7(a) by a Fellow of the Institution outside the
corresponding Discipline of the Division, or a Member of status it considers
equivalent to a Fellow. He shall be elected annually, but shall not be barred
from further re-election either as Chairman or as Division Committee Member.
The Chairman shall, however, not hold office as Chairman continuously for
more than two years.

The Honorary Officers of a Division shall all be Corporate Members in the
corresponding Discipline of the Division unless the Division does not have a
corresponding Discipline. At the first Division Committee meeting of any
session, which shall be held not later than four weeks after the Institution’s
Annual General Meeting, the Committee shall elect the following Honorary
Officers from among Committee Members referred to in Clause 7.2(c) to (j):

(a)  a Deputy Chairman;
(b)  an Honorary Secretary;
(c)  an Honorary Treasurer.

(a) Subject to and in connection with Clause 7.2(c) above, the Division
Committee shall determine the number of Ordinary Members of the
Committee for the next session. Every registered member of the
Division shall have the right to stand for the election for the Ordinary
Members of the Division Committee. Such Ordinary Members of the
Division Committee shall be elected by the members of the Division at
the Division Annual General Meeting for a period of up to three years.
Anumber nearest to, but not more than a third of the Ordinary Members
under Clause 7.2(c) above in the outgoing session shall retire each
year. The Ordinary Members to retire shall be those who have been
longest in office in the outgoing session and shall include those who
resign from the Division Committee voluntarily.

(b) Every registered member of the Division who is a young Division
member shall have the right to stand for the election for the Ordinary
Members of the Division Committee under Clause 7.2(d) above. Such
Ordinary Members of the Division Committee shall be elected by the
members of the Division at the Division Annual General Meeting for a
period of up to three years.

(c) Retiring Ordinary Members under Clause 7.2(c) or (d) above, if eligible,
may offer themselves for re-election for another term of service. An
Ordinary Member is normally required to retire after two consecutive
terms in office and only under exceptional circumstances as
determined by the Division Committee may he serve one more term so
that a maximum of three consecutive terms in the capacity of Ordinary
Member of the Committee may be served. A retiring Ordinary Member
who has ceased to be a young Division member is not eligible for re-
election under Clause 7.2(d) above.

(a) Only a young Division member may be co-opted to fill any casual vacancy
occurring in the post under Clause 7.2(d) above.

(b) Once a young Division member has been elected or co-opted for the post
of the Ordinary Member of the Division Committee under Clause 7.2(d)
above for any year, he shall serve as an Ordinary Member of 40 years of
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7.6

7.7

age or below and notwithstanding he may become above 40 years of age
during his term of office, he shall still be deemed as a young Division
member during his term for the purposes of determining any compliance
with Clause 7.2(d) above.

For the purposes of clarification, it is understood that nothing in Clause 7.5
shall prevent any young Division member from being elected to fill the
vacancy of any Ordinary Member under Clause 7.2(c) or co-opted as a
Division Committee pursuant to other provisions of these Rules.

Any member of the Institution may be co-opted by the Division Committee
under Clause 7.2(j) above and the term of office for each Co-opted Member
shall normally be for up to one year to be determined by the Committee upon
his co-option, although he may be eligible for a successive co-option for up to
one further year.

Except for the offices set out in Clause 7.2(e) to (i) above, any casual vacancy
which may occur on the Division Committee shall be filled in accordance with
the following requirements:

(@)

(b)

(c)

(d)

(e)

If a casual vacancy shall occur in the office of the Chairman, it shall be
filled by the Committee as soon as practicable by appointing the Deputy
Chairman for the time being and who is able and willing to serve the
Committee as the new Chairman, provided that any Chairman so
appointed shall hold office for the remainder of the term left vacant.

If a casual vacancy shall occur in the office of the Deputy Chairman, it shall
be filled by the Committee as soon as practicable by appointing the
Honorary Secretary for the time being or if he is unable or unwilling to
serve the Committee as the new Deputy Chairman, then the Honorary
Treasurer as the new Deputy Chairman, provided that any Deputy
Chairman so appointed shall hold office for the remainder of the term left
vacant.

If a casual vacancy shall occur in the office of the Immediate Past
Chairman, it shall be filled by the Committee as soon as practicable by
appointing a most recent Past Chairman who is able and willing to serve
the Committee as the new Immediate Past Chairman, provided that any
Immediate Past Chairman so appointed shall hold office for the remainder
of the term left vacant.

If a casual vacancy shall occur in any other office, or if a casual vacancy
cannot be filled in the manner as specified in Clause 7.7(a), (b) or (c)
above, the Division Committee may fill any such vacancy on the
Committee that may arise in such manner as the Division Committee
deems fit provided that only a young Division member may be co-opted
for any casual vacancy occurring in the post under Clause 7.2(d) above.
Such Committee Members as co-opted shall serve to the end of the
remainder of the year left vacant.

Members appointed to fill such vacancies shall have full voting rights on
the Division Committee.

For the purposes of clarification, where there is any restriction on the
number of terms or years for any incumbent to serve as a Member of or
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7.8

7.9

7.10

7.1

7.12

7.13

7.14

on any post of the Division Committee, such restriction shall not apply to
the time during which he was co-opted or elected to fill any casual vacancy
which may occur on the Committee.

The continuing Division Committee Members may act notwithstanding any
vacancies in the Committee, provided that if the number of Division Committee
Members shall be reduced below the quorum necessary for Committee
meetings, the continuing Division Committee Members may act for the
purpose of filling vacancies in their body but for no other purpose.

A Division Committee Member shall vacate his office if (a) he becomes
bankrupt or of unsound mind or resigns his office by notice in writing to the
Honorary Secretary or if he ceases for any reason to be a member of the
Institution, or (b) he is absent from more than three consecutive meetings of
the Committee without giving adequate reason to the satisfaction of the
Committee and the Committee may, by a resolution passed at a meeting of
the Division thereupon resolves that he has vacated office.

Representatives of student organisations may be invited as observers to the
Committee.

Nominations for Chairman and Ordinary Members and co-options shall be
arranged to create the optimum representation of the various employment
sectors within the Division.

The Division Committee shall prepare a draft annual report, which shall be
approved at the Division Annual General Meeting.

The Chairman, or failing him the Deputy Chairman, or failing him the
Immediate Past Chairman, shall preside as chairman at every Division
Committee meeting. If none of them is present within thirty minutes from the
time appointed for holding any such meeting, the Committee Members present
shall choose a Committee Member to act as chairman of that meeting.

At any Division Committee meeting, each Committee Member shall have one
vote and the decision of the Division Committee shall be by simple majority of
the Committee Members present and voting in favour of the decision (i.e. more
than half of the total number of votes for and against any proposal). In the
event of a tied vote, the chairman of the Committee meeting shall have a
second or casting vote.

QUORUM

8.1

8.2

8.3

The quorum for Division Committee meetings shall be four Corporate
Members.

The quorum for General Meetings, i.e. Division Annual General Meetings and
Special General Meetings, shall be ten or one hundredth of the Division voting
membership excluding fractions, subject to a maximum of 50, whichever is
greater.

If a quorum for any General Meeting is not present within thirty minutes from
the time appointed for General Meeting, it shall stand adjourned to such place
and time and date within the next ten calendar days as determined by the
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Division Committee. The revised place, time and date for the adjourned
General Meeting shall be notified to members of the Division by being
published on the Institution's website and (where available) the Division's
website. No other notification of any kind is required to be issued to the
members of the Division on the adjourned General Meeting. If at the
adjourned General Meeting a quorum is not present within thirty minutes from
the time appointed for such General Meeting, the members of the Division
present shall be a quorum.

9. FINANCE

10.

Each Division shall receive a yearly allocation of funds for which it is responsible. The
funds shall be managed through a Division Account. The detailed rules for the
operation of the account are stipulated in the Division Manual.

MEETINGS

10.1 Chairman and Honorary Secretary
The Chairman of all meetings shall normally be the incumbent Chairman of
the Division.
The Honorary Secretary of a Division or his representative shall attend each
Committee meeting and General Meeting of that Division in order to compile
records of each such meeting and General Meeting.

10.2  Division Annual General Meeting

(@)  The Division Annual General Meeting shall take place not earlier than
twelve weeks and not later than six weeks before the Annual General
Meeting of the Institution. The Secretariat will provide at the start of
each session a provisional schedule of dates for Division Annual
General Meetings.

(b)  The purpose of this Meeting shall be to receive and approve the annual
report of the Division (including audited financial statements of the
Division, if available), to elect relevant members of the new Division
Committee and Chairman, to elect Council Member (Division) (where
applicable), and to consider such other business as may be raised by
the Division Committee.

(c) Not less than twenty-eight calendar days prior to the Division Annual
General Meeting each member of the Division shall be sent in electronic
form and the Division shall publish on the Institution’s website and
(where available) the Division’s website, a list of persons whom the
Division Committee nominates as candidates for election as Chairman
and as Ordinary Members of the Committee under Clause 7.2(c) and
Clause 7.2(d) above. Division may also publish the first circular in the
Hong Kong Engineer. The nominations shall be such as to ensure that
there are sufficient Corporate Members to fill the position of Honorary
Officers of the Division. Names of persons whom the Committee
nominates as candidates, if any, for election as Council Member
(Division) should also be circulated.
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10.3

(d)

(f)

(9

(h)

After issue of the Division Committee’s list of candidates any two
Corporate Members of the Division may nominate in writing any duly
qualified persons as Chairman or Ordinary Members of the Committee
under Clause 7.2(c) and Clause 7.2(d) above or Council Member
(Division). The nomination paper signed by those making the
nomination, together with the assent in writing of every candidate
named therein to accept office, if elected, shall be forwarded to the
Secretariat of the Institution, for the attention of the Honorary Secretary,
not later than fourteen calendar days prior to the Division Annual
General Meeting. No nominations will be accepted after that date.

The Division’s annual report and (if further nominations have been
made pursuant to Clause 10.2(d) above) a consolidated list of all
persons properly nominated for election as Chairman or Ordinary
Members of the Committee or Council Member (Division) shall be
circulated to all members of the Division not less than seven calendar
days before the Division Annual General Meeting by being published
on the Institution’s website and (where available) the Division’s website,
or sent in other electronic form to members.

If there is a lack of nomination by the Division Committee for the post
under Clause 7.2(d) above in any year in accordance with Clause
10.2(c) above for which it should have made, the Division shall apply
to the Learned Society Board for approval not less than twenty-one
calendar days prior to the Division Annual General Meeting setting out
the reasons why no or insufficient nomination was made, the work and
efforts done by the Division Committee to identify any young Division
members as candidates for such nomination and details of its plan or
proposal for any co-option or future election of any young Division
member for such post.

In the event that the number of nominations exceeds the number of
vacancies, a ballot shall be held; otherwise, a ballot shall not be used.
Two scrutineers who shall be Corporate Members of the Division not
themselves standing for election, shall be appointed by the Division
Committee for the purpose of conducting the election.

At each Annual General Meeting, the minutes of the previous Annual
General Meeting will be read and, after confirmation, shall be signed by the
chairman of the Meeting.

Division Special General Meeting

(a)

ADivision Special General Meeting will be held whenever it is necessary
to transact any formal business of the Division between Annual General
Meetings. It shall be convened either by the Division Committee or at
the request of ten or one hundredth of the Division voting membership
excluding fractions, subject to a maximum of 50, whichever is greater.
The request must state the objects of the Meeting and must be signed
by the requisitionists and be deposited with the Honorary Secretary of
the Division. If the Division Committee shall not, within twenty-one
calendar days from the date of the deposit of the requisition, proceed to
convene a Meeting, the requisitionists or any of them representing more
than half their total may themselves convene a Meeting but any such
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10.4

(b)

Meeting so convened shall not be held after the expiration of three
months from the said date of deposit. A Meeting convened by
requisitionists shall be convened in the same manner, as near as
possible, as that in which meetings are to be convened by the Division
Committee and the reasonable expenses incurred by the requisitionists
by reason of failure of the Division Committee duly to convene a Meeting
shall be repaid to the requisitionists by the Division.

A Division General Meeting may be combined with another meeting.

Other miscellaneous matters on General Meeting

(a)

(b)

(c)

(e)

Apart from the businesses specified in these Rules to be transacted at
a Division Annual General Meeting, any other business or matter may
be proposed for decision by any General Meeting which is relevant to
the aims and activities of the Division to provide guidance to the Division
Committee.

Not less than twenty-eight calendar days (for an Annual General
Meeting) and fourteen calendar days (for a Special General Meeting)
notice in writing, specifying the place, date and time of the General
Meeting, and the general nature of the business to be transacted
thereat, shall be given to all members of the Division. Except as
provided for in any notice of General Meeting, no other business shall
be transacted at any such Meeting save that a vote on any amendment
to the proposal may be accepted by the chairman provided that the
amendment is formally proposed and seconded by Corporate Members
present at such Meeting but the chairman shall not accept any
amendment which in his opinion will have the effect of making a major
change in the substance of the original proposal. Accidental omission
to give the notice described above to, or the non-receipt of such a notice
by, any person entitled to receive the same shall not invalidate the
proceedings of any such Meeting.

The Chairman, or failing him the Immediate Past Chairman, or failing
him the Deputy Chairman, shall preside as chairman at every Annual
or Special General Meeting of the Division. If none of them is present
within thirty minutes from the time appointed for holding any such
Meeting, the members present shall choose a Committee Member, and
if none is present one of their number, to act as chairman.

Division Chairman and Discipline Representative shall not take part in
electioneering for election in the Division Committee unless he/she
stands for election. Resources of the Institution shall not be used in
canvassing activities in electioneering. The said resources are those
or any tangible costs that should be or could be a legitimate item for
entry in the divisional accounts.

At any General Meeting of the Division, each member of the Division
shall have one vote and the decision of the Division shall be by simple
majority of the members thereof present and voting in favour of the
decision (i.e. more than half of the total number of votes for and against
any proposal). In the event of a tied vote, the chairman of the Meeting
shall have a second or casting vote.
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(f) In reckoning time for the purposes of this Clause 10, the day on which
any list (under Clause 10.2(c) or (e) above), nomination or other papers
(under Clause 10.2(d) above) or notice (under Clause 10.4(b) above)
is or deemed to be given, published, forwarded or circulated (as the
case may be) and the day fixed for the General Meeting shall not be
counted.

(9) Notwithstanding any provisions stipulated to the contrary in this Rules,
the Division Committee may, at its absolute discretion, determine by a
majority of at least three-fourths of the Committee Members present
and voting at a meeting of the Division that circumstances are
exceptional such that any Annual General Meeting or Special General
Meeting shall be conducted by way of a virtual meeting when convening
such Annual General Meeting or Special General Meeting. The notice
requirements and the procedure of any Annual General Meeting or
Special General Meeting conducted by way of a virtual meeting shall
follow the provisions in these Rules. Any resolution put to the vote of
the Annual General Meeting or the Special General Meeting shall then
be decided through the Electronic Voting Facility as determined by the
Division Committee from time to time. For the avoidance of doubt, any
election for the relevant members of the new Division Committee,
Chairman, Council Member (Division) during the Annual General
Meeting which has been determined to be convened by way of a virtual
meeting shall be conducted through the Electronic Voting Facility as
determined by the Division Committee.

10.5 Other Meetings

Apart from General Meetings the attendance of which shall be determined
pursuant to Clause 10.4(g) above, Division Committees can determine from
time to time whether their meetings, shall be conducted by means of physical,
virtual or hybrid attendance.

For technical meetings including but not limited to seminars, conferences,
talks and forums, the Division should ensure that there is a proposer for the
vote of thanks. All members of the Institution shall be eligible to attend Division
technical meetings.

11. ELECTRONIC SERVICE

Unless otherwise specifically provided in these rules, any list, nomination or other
papers or notice in writing to be given to any member of the Division entitled to receive
the same may be served, sent or supplied (i) in electronic form to an email address or
other electronic link last supplied by such member and accepted by the Institution, or
(i) by being made available in electronic form on the Institution’s website or other
electronic platform and (where available) the Division’s website or other electronic
platform to which such member may have access via such of his email address or
other electronic link. For the purposes of clarification, any document which has been
served, sent or supplied in electronic form by the Division will not be sent by prepaid
letter post to the member at his address for correspondence and “in electronic form”
shall mean in the form of a record generated in digital form by an information system,
which can be transmitted within an information system or from one system to another,
and stored in an information system or other medium.
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12. SECRETARIAT

13.

The Chief Executive and Secretary of the Institution and the Secretariat shall render
reasonable administrative and secretarial assistance to the Division.

The Honorary Secretary of a Division shall send to the Chief Executive and Secretary
of the Institution, or his representative, the agenda for all Division Committee meetings,
before they take place, and the minutes of such meetings.

STATUS OF THE RULES

13.1

13.2

In the event of any discrepancy between the Ordinance, Constitution and
these Rules or any amendment thereto, precedence shall be in the order
stated, save for those relating to the means of attendance at, participation in
and voting at a meeting of a Committee or a Division or a Division Committee
(other than any General Meeting of a Committee or a Division). For the
avoidance of doubt, in the event of any discrepancy between the Constitution
and these Rules or any amendment thereto relating to the means of
attendance at, participation in and voting at a meeting of a Committee or a
Division or a Division Committee (other than any General Meeting of a
Committee or a Division), the latter shall prevail.

A Division may refer at any time to the Learned Society Board a proposal to
revoke, alter or add to these Rules, but such alteration shall not take effect
until approved by the Council.
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1.

SUMMARY

Composition of the Division Committee

The Division Committee shall comprise:-
(@) a Chairman, elected annually at the Division Annual General Meeting;
(b) the Immediate Past Chairman;

(c) 6 to 14 Ordinary Members of the Committee;

(d) 3 (unless approved by the Learned Society Board) Ordinary Members of the
Committee who are of 40 years of age or below;

(e) ex-officio: one representative of the Associate Members Committee from time
to time nominated or replaced by that Committee;

(f)  ex-officio: one representative of the Safety Specialist Committee from time to
time nominated or replaced by that Committee;

(g) ex-officio: one representative of the Young Members Committee from time to
time nominated or replaced by that Committee;

(h) ex-officio: Council Member (Division) (where applicable);

(i ex-officio:  Discipline Representative of the corresponding Division (where
applicable); and

)] up to 3 Co-opted Members as deemed necessary and co-opted by the Division
Committee.

Co-opted Members and Members appointed to fill casual vacancies on the Division
Committee shall have full voting rights.

Unless approved by the Learned Society Board the Chairman of the Division shall be
a Fellow. Honorary Officers shall be Corporate Members.

At its first meeting of the session, the Division Committee shall elect from its number
the following Honorary Officers:-

(@) a Deputy Chairman;
(b) an Honorary Secretary;
(c) an Honorary Treasurer.

The Associate Members Committee at its first meeting of the session shall nominate
its representative to each of the Division Committees.

The Safety Specialist Committee at its first meeting of the session shall nominate its
representative to each of the Division Committees.



The Young Members Committee at its first meeting of the session shall nominate its
representative to each of the Division Committees.

The serving Committee may make nominations for the Chairman and Ordinary
Members for the coming Committee. Nominations should be actively sought from
other quarters, an appropriate nomination form is attached.

Representatives of student organisations may be invited as observers to the
Committee without voting rights.

An Ordinary Member under 1(c) and (d) above is normally required to retire after two
consecutive terms in office and only under exceptional circumstances as determined
by the Division Committee may he serve one more term so that a maximum of three
consecutive terms in the capacity of such Ordinary Member of the Committee may be
served.
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Approved by Council 29.4.1999, 18.5.2000; updated by LSB 24.11.2005 (by circulation); updated by LSB
7.9.2009

GUIDELINES FOR FORMATION OF NEW DIVISIONS

1. Purpose

This note summarises the steps which must be taken in the formation of new Divisions.
There are two phases of activities:-

(i) from a concept, to consultation and finally authorisation by the Council; and
(ii) implementation in terms of taking the Division through its first 3 years of
operation.

In the realisation of the concept of forming a new Division, the major consideration
should be whether the aims and objectives of such a Division align with the policies
and overall interests of the Institution and its members. Furthermore, for reasons of
efficiency and effective utilisation of resources, the question of whether a new Division
is necessary to realise the proposed learned society functions must be answered
satisfactorily.

2. Checklist of Requirements
2.1 Proposed Area of Interest
2.1.1 Should be worthy of formation as separate Division.

2.1.2 Cannot be satisfactorily considered within existing Division structure;
implies interest from more than one Division, or new field of interest.

2.1.3 Should be adequately related to engineering. Does it satisfy Object 1 of
the Institution - to promote the general advancement of the science and
practice of engineering?

2.1.4 The proposed title of the Division should reflect its link with the
engineering profession.

2.2  Division Composition and Membership
2.2.1 Does the proposed Division have sufficient support and interest (initial
population size (of Corporate Members) should be 200 of the Corporate
Membership)?
2.2.2 s this support likely to continue?
2.2.3 s there involvement from sufficient senior and/or responsible members of

the Institution to steer the Division? (As a prerequisite, there should be
at least 10 Fellows to be involved in steering the Division.)
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2.3

2.2.4 Is there a framework already established for a corresponding Discipline
including such as some of the following: accredited degrees, provisional
training schemes and Discipline Advisory Panel?

Seat in Council

For Division to be formed after 1998/99 Session, apart from meeting the
requirements set out in Clauses 2.1 and 2.2, there will be a three-year period of
probation to determine whether that particular Division could sustain in meeting
the requirements. During probationary period, the Division shall have no seat in
the Council and shall be called a “Division on probation”. A minimum of 30
members in the corresponding Discipline is required in a Division at the end of
the three-year period.

3. LSB/Council Approval/Rejection

The route to gaining acceptance by the Council will be for a case to be made to the
Learned Society Board. If recommended by the Learned Society Board, the case will
be presented by the Chairman of the Learned Society Board to the Council for
approval.

Implementation of a Proposal

Assuming approval by the Council, the following sequence will apply:

(@)

(b)

(c)
(d)

those promoting the formation of a new Division shall insert a notice of a meeting
in the Hong Kong Engineer;

this meeting will provide a forum for all those members of the HKIE with an
interest in the area;

the meeting shall be chaired by the Chairman of the Learned Society Board;

the purpose of the meeting will be for the election of the Committee of the
proposed Division, to hold office through to the end of the first complete session.
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Endorsed by LSB 01.12.2016. Approved by the Council 19.01.2017

Guidelines for Circulation of Election Materials of Annual General Meeting of
Division/AMC/SSC/YMC by Posting onto the Division’s Website

Division/AMC/SSC/YMC may post the election materials of all persons properly
nominated for election as Chairman or Ordinary Members of the Committee or
Council Member (Division) onto their websites.

Candidates standing for the elections at the Annual General Meeting of
Division/AMC/SSC/YMC may provide election materials to the Honorary Secretary
of the Committee not later than seven calendar days before the Annual General
Meeting. Such must be contained within a single sided A4 paper and on a standard
template which can be downloaded from the HKIE website. (Attached)

Candidates must ensure their submitted election materials are correct and free from
misrepresentation. Any mistakes made in their election material may be deemed
evidence of misconduct and could be subject to strict disciplinary action. A copy of
photograph is optional and if taken, the photograph should be of passport-size (not
larger than 40mm(W) x 50mm(H)). The Committee has the authority to delete any
passages that are deemed defamatory and unsuitable.
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THE HONG KONG
:I INSTITUTION OF ENGINEERS
FERIEAEN
Mechanical, Marine, Naval Architecture & Chemical Division

B -NE-BMEEEISHE . .
Election Material

“The information in the election material is of my own. The Institution assumes no responsibility in
terms of their correctness, accuracy, or otherwise.”
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The Hong Kong Institution of Engineers

We wish to nominate the following member of the HKIE for election to the
Division Committee for the post of:

* []Division Chairman
(] Ordinary Member (under Division Rules Clause 7.2(c))
(] Ordinary Member (who is of 40 years of age or below, under Division Rules Clause 7.2(d))

(*Please tick where appropriate).

Name (Print): Membership Number :

Discipline(s) (where applicable):

Organisation and Position Held:

| consent to being nominated:

(Signature)
Proposer
Name (Print): Signature:
Membership Number:
Seconder
Name (Print): Signature:

Membership Number:

Notes

a) In accordance with Clause 7.3 of the Division Rules, the Chairman of the Division shall be a Fellow of the
Institution in the corresponding Discipline of the Division unless the Learned Society Board agrees, at its
own discretion, to the nomination of or the filling of a casual vacancy under Clause 7.7(a) by a Fellow of the
Institution outside the corresponding Discipline of the Division, or a Member of status it considers equivalent to
a Fellow. He shall be elected annually, but shall not be barred from further re-election either as Chairman or as
Division Committee Member. The Chairman shall, however, not hold office as Chairman continuously for
more than two years.

The Honorary Officers of a Division shall all be Corporate Members in the corresponding Discipline of the
Division unless the Division does not have a corresponding Discipline.

b) Original copy of the nomination forms signed by those making the nomination, together with the consent in
writing of every candidate named therein to accept office, if elected, shall be forwarded to the Secretariat of the
Institution, for the attention of the Honorary Secretary of the Division, no later than fourteen calendar days
prior to the Division Annual General Meeting (AGM). No nomination will be accepted after that date.

c) In accordance with Clauses 7.2(c) and (d) of the Division Rules, each current Division Committee shall
comprise six to fourteen Ordinary Members and three Ordinary Members of the Committee who are of 40
years of age or below.

d) In accordance with Clause 7.4 of the Division Rules, the Ordinary Members of the Division Committee shall be

elected by the members of the Division at the Division Annual General Meeting for a period of up to three
years.
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Appendix 5

NOMINATION FORM FOR COUNCIL MEMBER (DIVISION)

We wish to nominate the following member of the HKIE as a candidate for election as Council Member

(Division) representing Division.
Name (Print): Class of Membership :
Discipline(s):

Organisation and Position Held:

| consent to being nominated:

(Signature)
Proposer
Name (Print): Signature:
Class of Membership: Discipline(s):
Seconder
Name (Print): Signature:
Class of Membership: Discipline(s):
Notes

a) In accordance with Article 15(1)(b) of the Constitution, each Division shall have one representative on the Council. If, at any time,
any Division fails to meet or comply with, or to continue to meet or comply with, the relevant requirements for a Division (as stated
in the guidelines that apply at that time), then the Council shall have the power to suspend or remove the Division’s status and to
suspend its representative from sitting on the Council. Such suspension will continue until the Council is satisfied that the failure
to meet or comply with the relevant guidelines have been remedied.

b) In accordance with Article 16(d) of the Constitution, all Council Member (Division) must be:
i a Corporate Member of the corresponding Discipline, and
ii. a Corporate Member of the Institution for at least three years, and
iii.  (iiia) a past or current Discipline Representative, or
(iiib) a past or current Division Committee member who had or has served on the Division Committee for at least two years.

c) In accordance with Article 16(i) of the Constitution, Council Member (Division) shall be elected by their respective Divisions at their
own annual general meetings. Only Corporate Members and Fellows of the corresponding Discipline of the Division will be
eligible to vote for the Division representative on the Council.

d) In accordance with Clause 6.1 of the Division Rules, the term of office for a Council Member (Division) shall normally be two years
from the Institution’s Annual General Meeting immediately following the election and the incumbent shall not be eligible for
re-election in the capacity of Council Member (Division) until at least eleven months have elapsed following retirement. Any
member of the Institution who has served the Council in the current session shall not be eligible to stand for election as Council
Member (Division) for the next session until at least eleven months have elapsed following retirement.

e) Original copy of the nomination forms signed by those making the nomination, together with the consent in writing of every
candidate named therein to accept office, if elected, shall be forwarded to the Secretariat of the Institution, for the attention of the
Honorary Secretary of the Division, no later than fourteen calendar days prior to the Division Annual General Meeting
(AGM). No nomination will be accepted after that date.

f)  Proposer and seconder must be also an eligible voter of the candidate as mentioned in item (c).
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Guidelines on Information Circulation via the HKIE eNewsletter System
for Divisions/Committees

Submission of Requests »  Divisions/Committees should submit their requests,
together with information/documents for circulation via
the HKIE eNewsletter system, to the Secretariat via the
Online Standard Request Form at
http://www.hkie.org.hk/enewsletter.

»  For the ease of handling, each activity will be circulated
once via the eNewsletter system. Request for repeated
issue of the same eNewsletter will NOT be accepted.

»  Only requests via the Online Standard Request Form are

accepted.

Processing Time Normally it takes three working days.

Subject of eNewsletter » Announcements of activities organised
/co-organised/supported/sponsored by the

Divisions/Committees.

» Announcements of joint activities should be confined to
events co-organised with non-commercial organisations
such as local and overseas learned societies, professional
institutions, educational institutions, etc.

> Notices of Meeting Divisional AGM as stipulated in
Clauses 10.2(c), 10.2(e), 10.4(b) and 10.4(f) of the
Division Rules (Requests will be handled separately).

(Note: Announcements should not contain elements of
commercial interest.)
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Format

Information of activities should be submitted via the
Online Standard Request Form at
http://www.hkie.org.hk/enewsletter. The layout of the
eNewsletter announcement will be generated for
confirmation.

Additional information can be attached in PDF format,
which will appear as a link for download in the
eNewsletter. The file size of the attachment should not
exceed 5MB and only one attachment per eNewsletter is
allowed.

Only general information such as programme title, date,
time, venue, organiser, registration method and contact
person will be shown in the eNewsletter announcement.

Authorised Persons

Each Division/Committee shall have two Authorised
Persons responsible for the submission of requests and
information for the issue of eNewsletters.

Chairman and Hon Secretary of the Division/Committee
shall be the Authorised Persons unless otherwise stated.

Only the Authorised Persons are allowed to login to the
weblink for submission of the Online Standard Request
Form.

Login ID and password will be given to the Authorised
Persons at the beginning of the Session.
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Note

» Effective from September 2015, meeting facilities at the

HKIE Headquarters are named as follows:

James Chiu Room
Dragages Room

ATAL Room

Chan Yat Mei Sophie Room

S5 eeee
= M

T

Chun Wo Room
Hsin Chong Room
Paul Y Room

To avoid delay in issuance of the eNewsletter, please
ensure that the above venue names are used consistently
in all documents/websites that are linked.

The floor number should be put after the names of HKIE
meeting facilities in all  Divisions/Committees'
communications related to event venues at the HKIE
Headquarters, for example, "Chan Yat Mei Sophie
Room, 9/F, the HKIE Headquarters".

Updated on June 2020

56



THE HONG KONG
ERIEAEY

The Hong Kong
Institution of Engineers
Logo Guidelines -
Division Name

:

Division Name

Lock-up
Colour Option

& The Hong Kong institution of Engineers

Updated in Seplember 2024

= Appendix 7a
Division Name
Lock-up

Colour Option 1

| THE HONG KONG
X 2 INSTITUTION OF ENGINEERS

| ERAIRHBS

0.25X
0.25X _ . . ) o
e Mechanical, Marine, Naval Architecture & Chemical Division
g ﬁ > ﬁ % A E E‘H‘ E. 'ﬂ: 5 B ﬁ EE Line (stroke weight varies
in proportion according to Cl)
English Logotype: Chinese Logotype: G e
Colour: Black Colour: Black
(Font and size same as Logotype)
Colour Option 2

f THE HONG KONG
N 2 INSTITUTION OF ENGINEERS

, ERAIEH R a

0.25X .
0.25X , ) . , : & 2
— Mechanical, Marine, Naval Architecture & Chemical Division
ﬁi ‘1‘?_&. » -@ﬁ }i;r% » ?EE H’JDL E_ ‘ff I ﬁ "-.:L":'E Line (stroke weight varies
in proportion according to Cl)
English Logotype: Chinese Logotype: Colour: Black
Colour: HKIE Orange Colour; HKIE Orange

(Font and size same as Logotype)

57


margaretyim
文字方塊

margaretyim
文字方塊
Appendix 7a


THE HONG KONG
I—K I INSTITUTION OF [rGINTIRY

LE R L E 3 |

The Hong Kong
Institution of Engineers
Logo Guidelines -
Division Name

Division Name

Full Colour Application

Monotone Application

& The Hong Kong Institution of Engineers

Updated in Seplember 2024

Division Name
Full Colour Application

Colour Option 1

e Fusrskoal, Misrine, Maval fochitestis & Chammical Divisdon
Bl -EN-RNEREEIFE

On white background

On burgundy background

Colour Option 2

THIE HONG. KONG
HK x BHETITUTION OF ENGINEERS
ERIERRR

On white background

On burgundy background

Monotone Application

HICEE Szt

#ATEAARN

Mbechawsicall, helarine, Prwal Architechane ik Cheamioal Division
gH-NE BEEREIRFE

On white background

HICEF e

ERIEENE®

Ml husric sl Wiasrine, Maval Sochitecture & Charmical Division
M -EN - BEBREISN

On light background

On orange background

fREER®

THE HONG KONG
:E{I];:::: BRETITUTHON OF EMCINEERT
On light background

On orange background

HICEE s

TAIENAEW

Mechunical, Marire. baval Agchibectare i Chemical Devision
Ml -G -BEUEREISMN

On 70% solid black background or above

:I: THE HIOME KONG
ERIENR®

e huanical, Muine, Meval dochitecture fs Chenndeal Devindon
SN -EE-BERAEIFN

On red background

On black background

Tl HOMG KONG
I{{I<;:::€Izimmwmmxmmuu
FRIEERR
M huarscal Marine, Maval dchitecture & Chemndoal Dvision
M -EE-AEEE g

On red background

On black background

On black background

OF LNGINLLAS
FERIEHORN

58



HEKEE, semmocorncas Division Name

ERIEARWR

Font Usage
The Hong Kong

Institution of Engineers THE HONG KONG 5!3.?:'???&‘2?{3T3€'?§;.ﬁ Semibold
Logo Guidelines - : _— INSTITUTION OF ENGINEERS
Division Name

'ﬁ % i o E Eﬁ g * Chinese Logotype:

Font: Monotype Hei Bold

Mechanical, Marine, Naval Architecture & Chemical Division

W W BERRET DA

Division Name

English Logotype: Chinese Logotype:
Font Usage Font: ITC Stone Sans Semibold Font: Monotype Hei Bold
Colour Usage
Clear Space {Font and size same as Logotype)
Minimum Size
Colour Usage
HKIE Orange HKIE Burgundy Black Silver Gold
' | Custom Colour | | Custom Colour | I Custom Colour | Custom Colour
Pantone 151C Pantone 4970 Pantone BY7C Pantone 873C
4-colour Process d4-colour Process
M:68 Y100 M:70 Y100 K78
RGB RGB
R:25856 G115 B:O B9 G441 B3B8
Clear Space Minimum Size (HKIE Height: 5.5mm)
! 4

FEMIEAS N

x|
| I THE FIONG KON
L E
=y THE HONG KONG : ' ol I_]IQI' sazEase
This document is to be used as 3 x I INSTITUTION OF ENGIMEERS Whieiuarical, Marines, Purval Architetuns b Chemical Division
e e R ol Sy 1 e N BEEETISE

Mechanical, Marine, Naval Architecture & Chemical Division

& The Hong Kong Institution of Engineers - - BRI SE

4
|
Updated in September 2024 Ki
L]

59



HEKEF, St Division Name

ERIEARWR

Incorrect Use of the Signature

The Hong Kong R
Institution of Engineers  nsmnonor excimesss
Logo Guidelines -

Division Name

ING KOMNG
STITUTION OF ENGINEERS
ERAIENER

o-uE-AEDEIZN

tecture & Chemical Diviakon

e NS -BEREI SN

Don't alter the configuration between the elements Don’t add new elements to the signature Don't apply orange colour on the whole signature

Division Name

Incorrect Use of the Signature

Z

s 3} ST, O G R N k& '.'i'*.""?‘\&‘\
L NN

Don't use the Chinese icon alone Don't use the signature on non-approved colour Don't reproduce the signature on a background

that does not offer sufficient contrast for the
signature

Don't apply the signature on complex background

& The Hong Kong institution of Engineers

Updated in Seplember 2024

60



HEKEEE srmooses  The Stacked Signature

ERIEAER

The Hong Kong
Institution of Engineers %1E AIRCRAFT DIVISION

l'DgO Guld ehneg - THE HONG KONG INSTITUTION OF EMGIMEERS m g ﬁ. %B
Division Name

EAEAIERMEBSR
O

The Stacked Signature

Clear Space
Clear Space

Minimum Size .
-—

I—[K:LE AIRCRAFT DIVISION

THE HOMG KOMG INSTITUTION OF ENGINEERS ﬁ g ﬁ‘ %
I EREIREMES

Minimum Size
(Height 12mm)

s HKI'E AIRCRAFT DIVISION

& The Hong Kong Institution of Engineers THE HONG KOMG INSTITUTION OF ENGIMNEERS El: g ﬁ FIB

Updated in September 2024 v ﬁ ﬁ 4 E Efﬁ $ %




THE HONG KONG
I—IK‘l INATITUTION OF [MGINTIRS

ERIEAER

The Hong Kong
Institution of Engineers
Logo Guidelines -
Division Name

The Stacked Signature

Incorrect Use of the Signature

& The Hong Kong institution of Engineers

Updated in Seplember 2024

The Stacked Signature

Incorrect Use of the Signature

HKZ=E | accwtomsion HK:LE

THE HOMG KONG METITUTION OF F500 ks | ﬁ E ﬁ -E-E THE HONG KOMG IMSTITUTION OF EME ']

EAT-EN R ERAIRO=2®

The width of HKIE's full names in English and Chinese SHOULD NOT sxceed the
width of "HKIE", and both names SHOULD BE justified with the margins of "HKIE

|_AIRCKAFT DIVISION
cens | oz 2 B

62



Appendix 7b

GUIDELINES FOR THE CREATION AND USE OF THE HKIE
DIVISIONS/COMMITTEES ANNIVERSARY LOGOS

1. Preamble

These guidelines serve to provide guidance for the creation and use of anniversary
logos of Divisions/Committees in the event that Divisions/Committees wish to
develop logos in celebration of their anniversaries of establishment.

2. Guidelines

(a) The HKIE Division/Committee anniversary logo must be a standalone logo
that is separate from the standard HKIE Division/Committee logo.

(b) The HKIE Division/Committee anniversary logo must not be bigger than the
standard Division/Committee logo when both are displayed together.

() The same guidelines apply to other possible types of logo that may be created
by Divisions/Committees, e.g. for conferences, special events, etc.

(d) The logo created has to be submitted to the Executive for information via the
Secretariat.

3. A note to the use of the Division/Committee Logo

The standard Division/Committee logo should be displayed in an intact form. It may
be proportionately enlarged or reduced, but cannot be distorted or reshaped. The
design and font type cannot be altered. Also, no new elements should be added to the
standard logo. Please make reference to “Guidelines for appropriate deployment of
Divisions’/Committees”  logos”  for  the  appropriate  deployment  of
Divisions’/Committees’ logos.

The HKIE Secretariat
Prepared on 9 Aug 2017
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Appendix 8

ABBREVIATIONS OF DIVISIONS, COMMITTEES AND DISCIPLINES

DIVISIONS
Aircraft
Biomedical
Building

Building Services
Civil

Control, Automation
& Instrumentation

Electrical

Electronics

Environmental

Gas & Energy

Fire

Geotechnical

Information Technology

Logistics & Transportation
Manufacturing, Industrial & Systems

Materials

Mechanical, Marine, Naval
Architecture & Chemical

Nuclear

Structural

COMMITTEES
Associate Members Committee

Safety Specialist Committee

Young Members Committee

AC
BM
BD
BS

Ccv
CA

EL
EN

EV
EG

FE
GE

LT
Mi
MT

MC

NE

ST

AMC

SSC
YMC

DISCIPLINES
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Building
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Fire

Gas
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Materials

Mechanical
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Structural

ACE
BME
BUD
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CML
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MAT
MCL
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GUIDELINES FOR THE OPERATION OF YOUNG MEMBER
GROUPS AND OTHER INTEREST GROUPS UNDER HKIE
DIVISIONS/COMMITTEES

Introduction

Young Member Groups have been established wunder various HKIE
Divisions/Committees to encourage participation and engagement among younger
members. These Division-based groups function as subgroups under their respective
Division Committees and do not hold voting rights within those Committees.

All such groups shall observe and comply with the existing rules and regulations
governing Division Committees. To ensure effective operation, alignment, and
engagement, the following guidelines are promulgated for reference and
implementation by all Divisions/Committees..

Aims and Activities

In accordance with the Division Rules, the aim of a Division is to advance the objects
of the Institution and their application to the various subjects which come within the
Division, more specifically to:

(a) promote the general advancement of the science, technology and practice
of the Division;

(b) encourage and foster a spirit of friendly collaboration amongst its
members and with members of similar institutions, societies or other
professional bodies;

(©) facilitate the exchange of information and ideas in relation to the Division,;
and

(d) contribute to raise the standing of engineers.

A Division shall achieve its aims by carrying out learned society activities in accordance
with the requirements of the Division Manual. Divisions shall be subject to regulation
by the LSB. The Division Committee shall organise and arrange the activities of the
Division and shall meet as often as the business of the Division requires at such times
and places as shall be determined by the Committee. Representatives of student
organisations may be invited as observers to the Committee without voting rights.

Operation of Young Member Groups and Other Interest Groups
To ensure consistency and accountability, the following operational principles shall

apply to Young Member Groups and other interest groups formed under the governance
of Divisions/Committees:
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*  Formation — Divisions/Committees should be given the flexibility to form
non-official groups under their governance to support their operation.

e Communication — All communications of these non-official groups with external
parties should be subject to prior approval from the corresponding
Division/Committee and issued in its name, unless otherwise agreed.

*  Publications and Use of Logos — All publications, where the use of a logo is
required, should display the corresponding Division/Committee logo.

* Reporting of Activities — Each Division young member group/interest group
should submit reports on its activities (e.g. forums, seminars, site visits,
conferences, workshops) to the LSB prior to its meetings, and as required, through
the corresponding Division/Committee.

Divisions/Committees are encouraged to review their current practices and assess the
applicability of existing rules and regulations governing Divisions/Committees,
together with these guidelines, to their respective Young Member Groups and/or
interest groups. They should also ensure the dissemination of these guidelines among
relevant members and provide support to foster alignment with the Institution’s
established standards and practices.

Note
In the event of any inconsistency or ambiguity, reference shall be made to the detailed

rules and regulations governing the operation of Divisions/Committees as stipulated in
the Division Manual, which shall prevail for definitive interpretation.
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This document is to be used as a
guideline and need to be followed
closely.

© The Hong Kong Institution of Engineers

Updated June 2011

The Line Signature
English Logotype: ;
Font: Adobe Minion Pro Regular ;’
(with design modification) Ny

HKIE Burgundy

English Logotype:
Font: ITC Stone Sans Semibold
Colour: Black

Font Usage THE HONG KONG

INSTITUTION OF ENGINEERS
§ % I E E-lﬁ § h Chinese Logotype:

Font: Monotype Hei Bold
Colour: Black

Colour Usage

HKIE Orange

Black

Silver Gold

Custom Colour
Pantone 497C

Custom Colour
Pantone 151C

4-colour Process 4-colour Process
M:68 Y:100 M:70 Y100 K:78
RGB RGB

R:255 G:115 B:0 R:79 G:41 B:38

Custom Colour
Pantone 873C

Custom Colour
Pantone 877C

Clear Space Minimum Size (Height: 5.5mm)
T T
X ! ! X
| |
CTY Pty ~ THEHONGKONG ~ — ~ ~ |~~~ g
xJ | : E INSTITUTION OF ENGINEERS
___: _ I §4%_IE.EW_£!____:___
X ' |
| |
X x

Incorrect Use of the Signature

THE HONG KONG
INSTITUTION OF ENGI
ERIRHE

THE HONG KONG

THE HONG KONG
INSTITUTION OF ENGINEERS
ERIBNE®R

INSTITUTION OF ENGINEERS
FRIBNEW

HK.

Don’t apply orange colour on the whole signature

Don’t create a stacked signature Don’t alter the configuration between the elements Don’t add new elements to the signature

THE HONG KONG
INSTITUTION OF ENGINEERS
ERIENSR

HK.

Don’t use the signature on non-approved colour

Don’t use the Chinese icon alone

Don’t reproduce the signature on a background
that does not offer sufficient contrast for the
signature

Don’t apply the signature on complex background
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THE HONG KONG
m E INSTITUTION OF ENGINEERS
FRITEAAN

The Hong Kong
Institution of Engineers
Logo Guidelines

The Simplified Signature

Iconic Version

Bilingual Logotype Version
Clear Space

Minimum Size

Incorrect Use of the Signature

This document is to be used as a
guideline and need to be followed
closely.

© The Hong Kong Institution of Engineers

Updated June 2011

The Simplified Signature

When design space is limited (or for special application), simplified version (either iconic or bilingual logotype) can be applied.

Iconic Version

Bilingual Logotype Version

THE HONG KONG
INSTITUTION OF ENGINEERS

ERAIEMES

Clear Space
T T T T
{ | | { :
H s o ____EIL___ ———Jlmruonmncr————:———'
X[ | X| INSTITUTION OF ENGINEERS
___: _ I SR ____lﬁﬁ;t_&ﬁgﬁ____:___.
X | | X | |
| | | |
X X X X

Minimum Size

(Height: 3mm)
smm i HK=E

(Height: 5.5mm)

5.5MIM | INSTITUTION OF ENGINEERS

Incorrect Use of the Signature

THE HONG KONG |
ERIEH

ITUTION OF ENGINEERS

Don’t alter the configuration
between the elements

Don’t use the signature on

non-approved colour
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CHECKLIST FOR PRESS CONFERENCE

Appendix 117

Event Name:

Venue:

Date & Time:

| Overall In Charge:

Description / Item
Reception Area

Reception Desk (w/ Table Cloth & Skirting) & Chairs

P-I-C

Status |

Two Name Cards”

Stands, eg “Press Reception”, “Please Take One”, “Please Leave

Press Badges/ Blank Badges

Pins

Stationery

Photo Release/

Press Kit/Information Kit (Media Release/Backgrounder/Speech/

Gifts/Souvenirs

Signature Album

Panel

Silver Tray for Collecting Name Cards

Panel Table (w/ Table Cloth & Skirting) & Chairs

Name Plates for Panelists

Backdrop

Drinks Arrangements

Stationery (eg Notes Pads, Pens, Pencils)

Lectern/Platform for Speaker/MC

Mic/

Public Address System (___Table Mic/___Stand Mic/__Wireless

)

Wyte Board/ Flip Chart/ Felt Pens

Audio-Visual Equipment (Overhead Projector/Slide Projector/
Screen/ TV Set/Video Recorder/ Cassette Recorder/Notebook
Computer/ )

Hall

Presentation Materials (Slides/ Video Tapes/ )

Exhibition Panels/ Display Items

Floor Plan/ Sitting Plan

Style/

Seating Arrangements (Theatre Style/Classroom Style/ Conference

)

Catering
Miscellaneous
Media Invitation

Confirmed Media Attendance (RSVP) List

VIP Attendance List

Programme Rundown

Questions & Answers

Staff Badges

Photographer

Master of Ceremonies
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Appendix 12

CHECKLIST FOR INVITING MEDIA TO EVENTS AND ACTIVITIES

Event Name:

Venue:

Date & Time: Overall In Charge:

Before the Event

Media invitation

Title, date, time, venue, theme and objective of the Event

Important guests present

Contact name and telephone for further information

nding out the

Send out invitations 3-5 days in advance of the event

Follow up by telephone one or two days before the event
Event Day

On-site set up and logistic

Please refer to the Check List for Press Conference
Media kit

Programme of the event

Photos with captions, if any

Optional information to be included:

Media release — information to be included:

Title of the event

Date, time, venue, theme and objective of the event

Important guests present

Highlight of the event

Other important information as appropriate

Contact name and telephone for further information

Speeches (if available)

Relevant fact sheets of the event/function
The HKIE and division leaflets

After the Event ‘

Media release, photos and relevant information to be sent to media not
available at the event

News clipping

All media invitations, releases and relevant information are preferably in English and
Chinese version

Contacts of translation services are available upon request from the Secretariat
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THE HONG KONG
INSTITUTION OF ENGINEERS

FERIEDER S

ERCE C =R LK

9/F Island Be'\.'e-rle-yI I\IU l Great George St Causeway Bay, Hong Kong
T i5Tel +852 2895 4446 {8 FiFax +852 2577 7791
hkie-sec@hkie.org.hk  www.hkie.org.hk

To . Corporate Communications Section

Email : corpcom@hkie.org.hk

Appendix 13

FOR SECRETARIAT USE ONLY

[0 Published/ Broadcast
Date: [J Not Reported

Clippings: YES/ NO

From

Faxno : (852) 2882 6825

MEDIA ENQUIRIES RECORD

O Referred from Secretariat

[ Directly approached by the media

Name of Interviewee

Capacity in the HKIE

Division/ Discipline

Name of Press/ Media

Name of Interviewer

Interviewer’s Tel No Work:

Mobile:

Form of Interview

Column/ Programme Title

Issues/ Questions Asked

Response

Date of Interview

Proposed Date for Publishing/

Broadcasting

Signature

Date
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Appendix 14

Approved by the Administration Committee 26.2.2002; amended at the Journal Editorial Sub-committee 19.8.2002;
approved by the Administration Committee 3.9.2002; amended at the Journal Editorial Sub-committee 24.2.2003;
approved by the Administration Committee 4.3.2003; amended at the Journal Editorial Committee 16.11.2004;
approved by the Administration Board 5.1.2005; amended af the Journal Editorial Committee 17.8.2012; approved by
the Administration Board 6.9.2012; amended at the Journal Editorial Committee 20.2.2014; approved by the
Administration Board 6.3.2014; amended at the Journal Editorial Committee 14.8.2014; approved by the Administration
Board 4.9.2014; amended at the Journal Editorial Committee 9.4.2015; approved by the Administration Board 7.5.2015;
amended af the Journal Editorial Committee 11.10.2018; approved by the Administration Board 1.11.2018; amended
at the Journal Editorial Committee 4.4.2019; approved by the Administration Board 2.5.2019; amended at the Journal
Editorial Committee 29.10.2020; approved by the Administration Board 5.11.2020; amended at the Journal Editorial
Committee 26.08.2021; approved by the Administration Board 09.09.2021; amended at the Journal Editorial Committee
(via email circulation) 27.04.2022; approved by the Administration Board 06.05.2022; amended at the Journal Editorial
Committee (via email circulation) 28.2.2023;

Guidelines for Submission to
Hong Kong Engineer

Hong Kong Engineer is the monthly Journal of The Hong Kong Institution of Engineers
(HKIE) available at www.hkengineer.org.hk. [t mainly consists of editorial columns,
Institution & Division activities, and notices for information sharing among the
members and the industry practitioners.

General Notes

» Editorial is a section for arficles relevant to engineering developments, news of
projects or trend and engineering practice in Hong Kong.

» Institution & Division Activities is a section for reports of activities organised by
the Secretariat, Divisions/Committees/Clubs.

» The editorial office reserves the right to edit, adopt, rewrite, or discard the
contents and photos of the submissions for the Editorial and Institution &
Division Activities.

» Request for withdrawal of submission made before the submission deadline
may be accepted. Any late withdrawal request will be reviewed by the
Journal Editorial Committee on a case-by-case basis.

» The Journal will be published online in the first week of each month.

» For eNewsletter issuance on the upcoming Division's/Committee’s activities,
please refer to the separate guidelines — “Guidelines on Information Circulation
via the HKIE eNewsletter System” which can be obtained from the HKIE
Secretariat - Division & Committee Affairs via email at dc@hkie.org.hk.

Authorised Person for Submission

» Each Division/Committee/Club should assign two Authorised Persons to handle
the submission for Institution & Division Activities to the Journal. They will also be
responsible for providing the name and email address of a representative who
can handle any enquiries or responses that readers may make to the submission.
The Secretariat would only provide access to the digital submission platform to
these two persons.
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Materials for Submission

>

Editorial

suggestions
Deadline
Word limit

Image

Format
Email
Remarks

o) [Ugsalel =ik {e)f|Cover Story, Feature Story /|Update

Paper

nil the 10th of each month

3.500 for Cover Story; Within 200 words

2,000 for Feature / Paper

At least 4 for Cover Story; One

About 3 for Feature / Paper

Via email by the standard form

editor@hkie.org.hk

The Editorial Office reserves the right to review the
appropriateness of the photo(s) and edit the photo(s)and
content before publishing

Institution & Division Activities of the Journal

Enquiries
Confirmation of
the receipt of
submissions
Late submission

5:00pm on the 10th of the month preceding publication
OR

5:00pm on the preceding Friday of the 10th of the month
preceding publication (if the 10th is a Saturday or Sunday)

* Deadline of submission may be altered due to seasonal
holidays. Individual prior announcement will be made to the
authorised persons on the changes of the submission deadline

. Via the digital submission platform
(https://forms.gle/ZWKnPzmKYMgNW981A), access to
which will be provided to Authorised Persons

Only submissions via the digital submission platform will
be accepted

hkengineer@hkie.org.hk

Acknowledgement email will be sent to the Authorised
Persons around the 23rd of the month

Late submission will not be accepted for the upcoming issue
and will be published in the following issue
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Standard Format

Editorial

>

Divisions/Committees/Clubs are encouraged to contribute information to the
Cover Story, Feature Story and Update.

Cover Story

>

Divisions/Committees/Clubs should submit a form (Annex 1) for any
suggestions on projects suitable to be featured as the cover story. A lead time
of 4-6 months will be needed for processing the form and planning the editorial
schedule.

Once the proposed projects/topics are accepted,
Divisions/Committees/Clubs will be invited to submit the article within a given
timeframe, usually within two months.

If there are more projects proposed as cover stories than there is room for
accommodating them all, some of them will be used as feature stories in the
same issues.

Feature Story/Paper

>

Divisions/Committees/Clubs should submit a form (Annex 2) for proposing
suitable projects as feature stories or technical paper. A lead fime of 2-3
months will be needed for processing the form and planning the editorial
schedule.

Divisions/Committees/Clubs will be invited to submit the article within a given
timeframe. If there are more projects proposed than there is room for
accommodating them all, the feature stories/papers will be prioritised based
on the date of acceptance of the topic, which may be subject to change
should there be any time-sensitive stories to be published.

Update

>

Update includes topics on new engineering projects, new development and
new products.

Divisions/Committees/Clubs should submit a form (Annex 3) for providing any
information regarding new engineering projects and new development.

Divisions/Committees/Clubs should submit a form (Annex 4) for providing any
information regarding new engineering products.

75



Institution & Division Activities

>

Each submission must follow the standard format listed below:

Submissions Only news and reports of the Division/Committee/Club
activities including book prize reports would be
accepted

. Division/Committee/Club  Members’ photos and
technical articles will not be included

Submission via the digital submission  platform
(https://forms.gle/ZWKnPzmKYMgNW981A), access to
which will be provided to Authorised Persons

One single submission for one individual report only
Submission via email or other channels will not be
accepted

Title

Text

Author’s name with title (e.g. Ir/Dr/Prof/Mr/Ms)

Photo(s)

Photo caption(s)

Name and email Address of a representative from the
Division/Committee/Club who will handle readers’
enquiries or responses to the submission

Word limit Title Max 15 words including the type of activities e.g.
“Technical visit/Seminar on” and no abbreviation
Text 350 in English or 600 in Chinese

(Long article exceeding the word limit shall be
split into two articles for publishing in two
consecutive issues)

Photo Max 30 words for each photo

caption(s) |(The position of the participants should be stated
clearly in the photo caption, e.g. (L to R), (L), (R),
(middle), (left 2nd), etfc.)

Maximum Eight

number of (only one photo will be published on the PDF version of the
photo Journal)

Type of * Digital photo in jpg or tif format

clileeniiipnele s e The photo(s) must be copyright-free and suitable for
publishing purpose

Quality of * Resolution of at least 300 dpi and at least 2MB in size
elileierifaglele i3t e Poor-quality photos may be rejected
* Collaged (Merged) photos will not be accepted
* Collaged photo/image layout in PPT format will not be
accepted
File name of The file name of the photo(s)/image(s) submitted must
photos/images include the following details and be named in the

following order:

IDA_"Division/Committee/Club”_“Issue”

. e.g. IDA_YMC_July2019.jpg

The Editorial Office reserves the right to review the
appropriateness of the photo(s) and edit the photo(s) and
content before publishing
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» For seminar and technical visit, the report should be more vividly written and
be able to provide in-depth discussion on the topic.

» Pages to include Division/Committee/Club Chairperson’s Message will be

arranged in August and September issue of each year. Details will be notfified
individually in due course.

All submissions are subject to the decision of the Journal Editorial Committee.
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Annex 1

To: Hong Kong Engineer Editor
Email: editor@hkie.org.hk

Cover Stories

Our Division/Committee/Club would like to suggest the following projects as cover stories

in the Hong Kong Engineer.

Suggestions for Cover | Most appropriate months | Name of

Story and reasons (award, Division/Committee/Club and
(Engineering areas) tender award, completion, | Author
etc) (Please indicate if the article
would be written by the

Division/Committee/Club or the
copywriters appointed by the
HKIE)

* Please refer to the Guidelines for Submission to Hong Kong Engineer (PDF version) and

website of Hong Kong Engineer on the requirements and conditions.

The name of person for making a submission or with further information is:

Name Email Tel

Date Fax Mobile
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Annex 2

To: Hong Kong Engineer Editor
Email: editor@hkie.org.hk

Feature Stories

Our Division/Committee/Club would like to suggest the following projects as feature

stories/ papers in the Hong Kong Engineer.

Month /Year Suggestions for Name of Division/Committee/Club
feature stories / and Author
papers (Engineering
areas)

* Please refer to the Guidelines for Submission to Hong Kong Engineer (PDF version) and

website of Hong Kong Engineer on the requirements and conditions.

The name of person for making a submission or with further information is:

Name Email Tel

Date Fax Mobile
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Annex 3

To: Hong Kong Engineer Editor
Email: editor@hkie.org.hk

Update (Engineering News)

Please be informed that the Division/Committee/Club  would like to

submit the following Engineering News for publication in Hong Kong Engineer. We

understand that the item(s) may or may not be published, depending on the factors such as

the number of other news stories already lined up for publication in the same issue of the

Journal.

Engineering News Title File name Name of
Division/Committee/Club and
Author

* Please refer to the Guidelines for Submission to Hong Kong Engineer (PDF version) and

the website of Hong Kong Engineer on the requirements and conditions.

The name of person for making a submission or with further information is:

Name Email Tel

Date Fax Mobile
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Annex 4

To: Hong Kong Engineer Editor
Email: editor@hkie.org.hk

Update (New Products)

Please be informed that the Division/Committee/Club would like to submit the introduction
of following engineering product for publication in Hong Kong Engineer. We understand
that the item(s) may or may not be published, depending on the factors such as the number

of other news stories already lined up for publication in the same issue of the Journal.

Name of new Brief description of File name Name of Division/
product product Committee/Club and
Author

* Please refer to the Guidelines for Submission to Hong Kong Engineer (PDF version) and

website of Hong Kong Engineer on the requirements and conditions.

The name of person for making a submission or with further information is:

Name Email Tel

Date Fax Mobile
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Appendix 15

REQUEST FOR CONFERENCE SUPPORT SERVICE
FROM THE HKIE CONFERENCE & FUNCTION SECTION

To be submitted to the Conference & Function Section
The Hong Kong Institution of Engineers

Organiser: The HKIE/Division*(Please specify)

Co-organiser(s), please list all

1. Name and Theme of Conference

2. The general theme will probably cover the following subject areas:-

3. The reasons for and objectives of the Conference are:-

4. Reasons why delegates should attend:

5. General Assumptions (please tick boxes):-

The Conference willbe: [ ] Local [ ] Asia Region [ ] International

Probable Year Month Number of Days

Organising work expected to start from

Venue: [] The HKIEHQ [] Hotel [] University [] HKCEC [] Others

If it will be held outside Hong Kong, please specify details:

With probably a Dinner/Banquet [ ] Reception []
If a call for paper will be needed, what are the expected numbers from:

Overseas Local

Sessions are expected to have (estimated numbers):

Plenary Parallel

Speakers are expected to come from (estimated numbers):

HK Overseas

Delegates are expected to come from (estimated numbers):
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Academic Industry Others Total Estimated

HK

Overseas

Will the HKIE be totally responsible for funding?

[ ] VYes (please specify details or provide a preliminary budget)
(] Providing Cash Flow [ ] Sharing Profit/Loss

[] No

Please indicate if there are other sources of funding
[ ] Sponsorship [ ] Exhibition [ ] Others

What will be the treatment if there will be a surplus/deficit from the Conference?

What is the registration fee? HK$ Any discount to the HKIE members? [ ] Yes [ ] No

Did the HKIE previously organise a similar event? []Yes []No

e.g. date, venue, delegate number

Scope of Services expected from the Conference & Function Section

[ ] Registration/Delegate Services [ ] Call for papers and Processing

[ ] Sponsorship [ ] Marketing Communications

[ ] Venue Liaison/On-site Management [ ] Food & Beverage Arrangement
[] Social Programme (Dinner/Reception) [] Publication (Programme/Proceedings)
[ ] Travel Services (Hotels/Tours) [ ] Exhibition Services

Submitted by Endorsed by

Conference Organising Committee Chairman: LSB Chairman/Division Chairman:;
Name: Name:

Signature: Signature:

Date: Date:

Phone: Phone:

Please attach a list of the composition of the conference organising committees and any relevant information about the event, which will
be useful for the evaluation.

For Office Use Only Conference secretariat services will be provided [] Yes [ ] No

Remarks/
Recommendations

(if any)
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CONFERENCE BUDGET

Conference name:
Date:

Venue:

Appendix 16

CODE | DESCRIPTION

Budget

Up-to-date

status

No. of Registrations

Number of Paying Delegates
Early Bird Registration
Normal Registration

Student Registration

TOTAL NO. OF DELEGATES

Income

10010 | Registration Income

10011 | - Early Bird Registration @$x,xxx
10012 | - Normal Registration @$x,xxx
10013 | - Student Registration @$xxx
Income Sub-total

10020 | Sponsorship

10030 | Advertisement

TOTAL INCOME

Expenditure

20010 | Venue Hire & Conference Equipment
20011 | Theatre & meeting rooms

20012 | Equipment rental, technicians & provision for others

20020 | Onsite Decoration, Photography & Other Logistics
20021 | Banners & signages

20022 | Photography

20023 | Technical visits transportation

20024 | Move-in/move-out expenses & other logistics expenses
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20030 | Print, Design & Production
20031 | Call for papers & Registration brochure (total xxx copies) - -
20032 | Printing of programme (@HK$xx X xxx copies) - -
20033 | Printing of proceedings (@HK$xxx X xxx copies) - -
20034 | Delegate kit - Conference bag (@HK$xxx X xxx pcs) - -

20035 | Miscellaneous (lapel badges, name plates, ad films etc) - -

20040 | Communications

Bulk mailing & lettershopping (for Call for Papers & registration
20041 | brochures) - -
20042 | Advertising - -
20043 | Website design & construction -- --
20044 | General postage - -
20045 | General local/international despatch services - -

20046 | Telecommunication - -

20050 | Committees & Speakers
20051 | Committee and Meeting Expenses - -
20052 | Speakers' expenses - -
20053 | Speakers' souvenirs (@HK$xxx X xx pcs) - -

20060 | Food and Beverage

Coffee/tea and refreshment (@HK$xx X xxx persons X x days X X
20061 | breaks per day) - -
20062 | Luncheon (@HK$xxx X xxx persons X x days) - -
Banquet at hotel & provision for drinks
20063 | (@HK$xxx X xxx persons) - -

20070 | Personnel
20071 | Onsite personnel (Temp staff if needed) - -
20072 | Out-of-pocket transportation expenses - -

20073 | Administrative fee or PCO fee - full secretariat services - -

20080 | Contingency (10% of total expenditure) - -

TOTAL EXPENDITURE - -

PROFIT/DEFICIT - -

Updated on XX/XX/XX
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Appendix 17

Approved by Community Service Committee on 12.2.2001; amended 20.2.2003; amended 28.11.2007; endorsed
by LSB 13.12.2007; approved by Council 17.1.2008;endorsed by LSB 28.4.2017; approved by Council
11.5.2017; amended 2.9.2017; approved by Council 21.9.2017; updated 12.9.2018

PUBLIC SERVICE COMMITTEE

Procedures for Responding to Requests for Nominations
1. Preamble

The nomination procedures aim to facilitate Divisions/Committees to make nominations to
external boards/committees and encourage HKIE members to contribute their expertise in
engineering to the society.

2. Procedures for Nominations

(1) Request for nomination is received either by the HKIE Secretariat or by
Division(s)/Committee(s). In the event that Division(s)/Committee(s) is/are invited
to make nomination(s) of HKIE member(s) to external board(s)/committee(s) directly,
such invitations should be referred to the PSC through the HKIE Secretariat for
coordination.

(2) All requests shall be followed up by the Secretariat.

(3) After consultation with the PSC Chairman as appropriate, the Secretariat will relay
the invitation to relevant or all Division(s)/Committee(s)’ Representative(s) on PSC
(or the Chairmen/ Deputy Chairmen of the Division(s)/Committee(s) in case of the
absence of the PSC Representatives) for nomination. If it is a new invitation for
nomination, the Executive will be invited to give advice as to whether the nomination
is to be forwarded to the PSC for coordination and to make nomination(s) to the
external board(s)/committee(s).

(4) The invitation will also be copied to relevant Discipline Representatives for
information and/or nomination. Nomination(s) from
Division(s)/Committee(s)/Discipline Representative(s) should be sent to the
Secretariat via respective Divisions/Committees’ Representatives on PSC
/Discipline Representatives.  Divisions/Committees/Discipline Representative(s)
are requested to observe the deadline for nomination so that timely responses to
external boards/committees can be made.

(5) Current appointed member(s) serving on the external board/committee will be
informed of the invitation for nomination. They will also be invited to indicate their
interests in being re-nominated via their respective Divisions/Committees’
Representatives on PSC. Their re-nominations together with the nomination(s) as
may be received from other Division(s)/Committee(s) will be forwarded to the
Standing Vetting Panel of PSC for consideration and recommendation.

(6) Divisions/Committees’ Representatives on PSC shall remind their nominees of any
possible conflict of interest that may arise if they wish to be nominated to serve on
any external boards/committees. All nominees are required to complete and return
a declaration of interest form together with their CVs to the Secretariat for
submission to the Standing Vetting Panel of PSC for consideration and
recommendation.
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(7)

(8)

(9)

To ensure a reasonable turnover of membership and distribution of workload, any
person:

(& should not be recommended to sit on the same external board/committee for
more than six years (6-year rule); or

(b) should not serve on more than six boards/committees at any one time (6-board
rule). It shall also be applied to include all proposed nomination(s) and
nomination(s) being processed by external board/committee.

A Standing Vetting Panel comprising the following members will be appointed at the
first PSC meeting of any Session to consider and make recommendation for
nomination(s) received from Division(s)/Committee(s):

Chairman Chairman of PSC (in whose absence the Deputy Chairman may
deputise)

Deputy Chairman Deputy Chairman of PSC

Members Three PSC members

The Standing Vetting Panel is advised to declare their interest where appropriate
when casting their votes during the decision-making process. The Chairman shall
decide whether any member having a direct or personal or pecuniary interest may
remain in the process and vote.

The decision of the Standing Vetting Panel shall be made by simple majority. In
the event of a tied vote, the Chairman of the Standing Vetting Panel (i.e. the
Chairman of PSC) shall have a casting vote.

In the event that the Chairman has direct or personal or pecuniary interest in any
matter, the Deputy Chairman or another Panel member shall take over the
Chairman role and invite the Panel to consider if the Chairman may remain in the
decision-making process and vote for that matter. If the Panel decides that the
Chairman shall not remain in the process and vote, he shall also not be entitled to a
casting vote. In such case, the Deputy Chairman or another Panel member shall
preside over the decision-making process, and shall be entitled to a casting vote in
the event of a tied vote.

The nomination(s) as recommended by the Standing Vetting Panel of PSC will be
sent to the Chairman of Learned Society Board (LSB) for approval. He may ask
the Standing Vetting Panel to re-consider its recommendation if deemed necessary.
The Chairman of LSB may also seek advice from the Executive on any nominations
prior to his approval.

(10) A formal reply with the approved nomination(s) as signed by the Chief Executive

and Secretary, or a Secretariat staff deputising for the Chief Executive and
Secretary, on behalf of the Institution will be made to external boards/committees.

(11) All PSC members and nominees will be informed of the approved nominations to

external boards/committees after the formal reply is issued.
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Supplementary Notes for Nominations of HKIE Members to External
Boards/Committees

Objective

These Notes provide supplementary information for Divisions/Committees in regard to
handling invitations for making nominations of HKIE Members to External
Boards/Committees. These Notes were recommended by the Task Force on Nominations of
HKIE Members onto External Boards/Committees in Session 2016/2017 and were endorsed
by the Learned Society Board on 05.09.2016 and approved by the Council on 19.01.2017.

Points to Note

1. "Committee" means any of the Committees under Learned Society Board or any other
committee as may from time to time be established or appointed by the Council pursuant
to Article 18(6)(a) of Constitution, but for this purpose, excluding the Executive.

2. Divisions/Committees should adhere to and comply with the Procedures for Nominations
Clause 2(1) if Division(s)/Committee(s) is/are invited to make nomination(s) of HKIE
member(s) to external board(s)/committee(s), but under the following exceptional
circumstance, Division(s)/Committee(s) may make nomination(s) of HKIE member(s)
directly:

(@) recommending HKIE member(s) to serve on organising committee(s) to carry out
learned society activities, such as conferences, seminars, symposia, technical visits and
joint events.
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Approved by Community Service Committee on 12.2.2001; revised by Executive on 6.9.2003; amended by CSC on 9.9.2004 (by circulation);
approved by Executive on 14.9.2004; amended by CSC on 24.11.2005; amended by CSC on 28.11.2007; endorsed by LSB 13.12.2007; approved by

Council 17.1.2008; updated 12.9.2018
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Appendix 18

Approved by Community Service Committee on 12.2.2001, endorsed by the Administration Board on 3.3.2011 and approved by
the Council on 17.3.2011, amended and endorsed by the Executive on 4.6.2011; updated 17.9.2018

PUBLIC SERVICE COMMITTEE
Consultation Papers issued by Government and Other Organisations
The Community Service Committee made a review on the procedures for responding to the consultation papers
issued by Government and other organisations in December 2000.  Following the approval from the Council at
its meeting on 19 July 2018 for the formation of Public Service Committee (PSC), the procedures of PSC allow for

timely response to be made when necessary and to ensure that the Institution speaks with one voice.

Procedures for Responding to Requests for Opinions

1. Request is received either by the Secretariat or by Division(s).
2. All requests shall be followed up by the Secretariat.
3. After consultation with the Chairman of PSC, the Secretariat identifies the relevant Division(s) and

contacts their representative(s) on PSC or the Chairmen/Deputy Chairmen of these Divisions (in case of
the absence of the PSC Representatives) and passes on the request, with a note of deadline for
consultation. The opinion(s) should be sent to the Secretariat. Division(s) is/are requested to observe the
deadline so that timely responses to outside bodies can be made.

4. The Secretariat will inform the Chairman of PSC, or his Deputy Chairman if he is unavailable, of action
taken.

5. PSC Members will also be informed of the action taken.

6. The Chairman (or Deputy Chairman) and the Secretariat check the contents.

7. An ad hoc working group will be set up to review and prepare the comments on the consultation papers

received if the Chairman/Deputy Chairman considers it necessary.

The composition of the ad hoc working group is as follows:

Chairman Chairman of PSC (in whose absence the Deputy Chairman may deputise)
Deputy Chairman Deputy Chairman of PSC
Members PSC Members
Co-opted Members Appointed by the Ad Hoc Working Group
8. In the case of a particular sensitive issue, the Executive may have to be asked for approval.
9. The reply is issued on behalf of the Institution signed by the Chief Executive and Secretary or a

Secretariat staff deputising for the Chief Executive and Secretary.
10.  Copy of reply to external organisation will be sent to all PSC Members for information.

11. The Chairman of PSC is to advise on whether the issue would be for public consumption for the purpose
of posting the submission on the HKIE website.

12. Regarding issue for public consumption, the full version of submission will be posted up in the public
domain of the HKIE website, i.e., under “Institution’s Opinions” column, and the Members Login Area for
members' viewing.  Regarding issue not for public consumption, the submission will only be posted up

on the website under the Members Login Area for members’ viewing. w0
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Approved by Community Service Committee on 12.2.2001; amended by Community Service Committee on 9.9.2004 (by circulation), approved by Executive on
14.9.2004, updated 12.9.2018; endorsed by the Administration Board on 3.3.2011 and approved by the Council on 17.3.2011, amended and endorsed by the
Executive on 4.6.2011; updated 17.9.2018
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Appendix 19

PROCEDURES FOR DIVISIONS TO COLLECT FEES BY CREDIT CARDS

Item (i) of the Rules for Divisional Accounts under Section 4.1.2 indicated that inward
payments to be made by credit cards are allowed. The procedures are as follows:

Step 1

If Division would like to collect payments by means of credit cardsNo® ('), they must prepare
a credit card authorisation formN°® 2) to be completed by the payee. After receiving the
authorisation forms from the participants, Honorary Treasurer should complete a payment
debit formNete ®) according to the information in the credit card authorisation forms.

Step 2

After then, a soft copy of the completed payment debit form (in floppy disk) together with
the original credit card authorisation forms signed by the payees should be sent to the
Senior Executive Manager — Finance & Administration for processing with bank.

Step 3
When the payment is received from the bank, Finance Section will arrange the received net
amount” to be returned to the Division.

* Net amount = Payment received less bank charges

If the payment collection is rejected by the bank or there is query from the bank, the cases
will be referred to the Division to follow up.

Notes:
1. Credit Card
« Only Visa or Master Cards can be accepted.

2. Credit Card Authorisation Form
. Fee collection by means of credit cards must be supported by authorisation forms

which are completed and signed by the credit card holders. Divisions must request
the credit card holders to complete the credit card authorisation forms before we
can arrange with bank to debit their credit card accounts. The authorisation form
must include the following information:

Credit card number

Cardholder’s name

Card expiry date

Payment amount
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Purpose of the payment (e.g. Seminar for XXX)
Cardholder’s signature
Membership number (for reference)

3. Payment Debit Form
« A soft copy of which is available from the Finance Section.
« Honorary Treasurer must complete the payment debit form, by filling in the
following information:

Credit card number
Expiry date in the form of yymm (e.g. the expiry date printed on the credit card
is 12/30, “30/12” should be filled in the expiry date column.)
Payment amount
Cardholder’s name
Processing date
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Appendix 20

BUSINESS INTERNET BANKING SERVICES FOR
DIVISIONS AND COMMITTEES

Item (k) of the Rules for Division Accounts under Section 4.1.2 indicated that internet
banking service is allowed for the Divisions and Committees to arrange internal transferhote
' and inter-Division transfer transactions and to check bank balances. The general
guidelines, steps to use and important notes are as follows:

General Guidelines

(a)

If Divisions/Committees wish to use the internet banking services, the Hon Treasurers
of Divisions/Committees have to submit request to the Secretariat by completing an
application form as attached in Appendix 19.1.

Chairman and Hon Treasurer of a Division/Committee could check their bank balances
via internet banking system.

Only “internal” and “inter-Division” transfer transactions are allowed via internet banking
and that both Hon Treasurers and Chairmen of the Divisions/Committees are required
to authorise each internal and inter-Division transfer transactions.

Normally, the Chairman and Hon Treasurer will only be authorised to use the internet
banking services up to the end of July of each year and a new application for the new
Session has to be submitted.

If there is a change in Chairman or Hon Treasurer, the Division/Committee is required
to inform the Secretariat as soon as possible so that the Secretariat could change the
Secondary Users accordingly.

Steps to use Internet Banking Services

(a)

(e)
(f)

After receiving the request from Division/Committee for internet banking services, the
Finance Section will arrange the Chairman and Hon Treasurer to be the Secondary
Users.

The Users will receive 6-digit authentication codes via SMS from the HSBC.

The Users download HSBC HK Business Express Mobile App from the App Store or
Google Play Store. Open the App and go to “Register Business Internet Banking”.
Once finished registering, log on to the business internet banking and activate your
Mobile Security Key.

Register the business internet banking on the HSBC website at www.hsbc.com.hk.
(Please note that the principal account number for the registration is 025-014580-001).

After registration, you can log on the business internet banking on the HSBC website.
For checking bank balances:

(i) Click “Accounts” to see the balances of the bank accounts of vyour
Division/Committee.
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(9)

(h)

(i) Click the balance figure of each account to further check on the transactions.
For internal transfer between savings and current accounts:

(i) Hon Treasurer should click “Transfer” icon.

(i) Complete the details required and click “Make Transfer” icon for sending the
transfer instruction to bank.

(iii) Request your Chairman to authorize your instruction.

(iv) Chairman should click “Authorisation” icon under “MyHSBC” and then
“Authorisation” under “Cash Management” to authorize the pending transaction
prepared by Hon Treasurer.

For inter-Division transfer:

(i) Hon Treasurer should click “Payment” icon.

(i) Complete the details required.

(iii) Choose from the “Beneficiary List” for the designated Division account.

(iv) Click “Make Payment” icon to send the inter-Division transfer instruction to bank.

(v) Request your Chairman to authorize your instruction.

(vi) Chairman should click “Authorization” under “MyHSBC” and then “Authroisation”
under “Cash Management” to authorize the pending transaction prepared by Hon
Treasurer.

(i) The daily limit for total internal transfer transactions is HK$100,000.

(j) The daily limit for total inter-Division transfer transactions is HK$10,000.

Important Notes

(a) Keep your username and password CONFIDENTIAL.

(b)
(c)

DON’T pass the password and security device to other persons to make transfers or
check balances on your behalf.
Prevent accessing internet banking services with “Wi-Fi” due to security reason.

Note 1: Internal transfer means transfers between savings and current accounts of an

individual Division and Committee.
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THE HONG KONG INSTITUTION OF ENGINEERS

To: Senior Executive Manager — Finance & Administration
From: Hon Treasurer,

Date:

APPLICATION FOR DIVISION/COMMITTEE
INTERNET BANKING SERVICES

FOR SESSION

Division/Committee

Appendix 20.1

We would like to apply for the internet banking services for the bank account(s) of our

Division/Committee.

It was resolved by the Division/Committee that our Chairman and the

undersigned are authorized to be the users of the internet banking for Session

information:

Details of Chairman

Full Name:

HK ID Number:

Short/User Name:
(six digits)
Mobile Phone No.:

Email Address:

Details of Hon Treasurer

Full Name:

HK ID Number:
Short/User Name:
(six digits)

Mobile Phone No.:

Email Address:

Please create the following users of the internet banking with the following
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Confirmed by

Signature

Block letters

Hon Treasurer,

Division/Committee
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* & & o o

DIVISION QUARTERLY REPORT
Summary Sheet (Page 1 of 5)

Receipts Analysis (Page 2 of 5)

Registration Fee Receipt Details  (Page 3 of 5)
Payment Analysis (Page 4 of 5)

List of | & E Item Codes (Page 5 of 5)

Appendix 21
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Page 1/5
THE HONG KONG INSTITUTION OF ENGINEERS

DIVISION QUARTERLY REPORT FROM (Date) TO (Date)
DIVISION
SUMMARY SHEET
1 Total Cash Balance at
(last report date) (2+3+4)
2 - Current Account
3 - Savings Account
4 - Petty Cash

5 Add: Receipts for the Period (Pg 2):

(6+7+8)
6 - Current Account
7 - Savings Account
8 - Petty Cash

9 Less: Payments for the Period (Pg 3):

(10 + 11 + 12)

10 - Current Account
11 - Savings Account
12 - Petty Cash

13 Total Cash Balance at

(this report date) (1+5-9)

14 - Current Account

(2+6-10)
15 - Savings Account

B+7-11)
16 - Petty Cash in Hand

(4+8-12)
Chairman Date Treasurer Date

Note: For Divisions with Savings Account, please attach a copy of the relevant pages of the Passbook, if applicable.
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Page 2/5
THE HONG KONG INSTITUTION OF ENGINEERS

DIVISION QUARTERLY REPORT FROM (Date) TO (Date)

RECEIPTS ANALYSIS

DIVISION
Received from Div/ | &E Amount
Date Ref No Description Student Ch/ HQs | ltem Code HKS
(Note 3) (Note 4)
CURRENT ACCOUNT
1
2
3
4
5
6
7
8
9
10
TOTAL: TOTAL:
SAVINGS ACCOUNT
1
2
3
4
5
TOTAL: TOTAL:
PETTY CASH
1
2
3
TOTAL: TOTAL:
Chairman Date Treasurer Treasurer Date

Note: (1) Please use separate sheet if spaces provided is insufficient.
(2) Attach documentation for each receipt if available.

(3) If the amount is received from HQs/ Divisions/ Committees /Student Chapters, please indicate HQs or the name of the
related Divisions/Committees/Student Chapters.

(4) Please put an item number (from List of | & E ltem Codes) against each line.
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Page 3/5
THE HONG KONG INSTITUTION OF ENGINEERS

DIVISION QUARTERLY REPORT FROM (Date) TO (Date)

REGISTRATION FEE RECEIPT DETAILS

DIVISION
Receipt Analysis Ref Class of Amount
No. Name of Events HKIE Membership HKS$
TOTAL:
Chairman Date Treasurer Date

Note: 1. Please use separate sheet if spaces provided is insufficient.
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THE HONG KONG INSTITUTION OF ENGINEERS

Page 4/5

DIVISION QUARTERLY REPORT FROM (Date) TO (Date)
PAYMENT ANALYSIS
DIVISION
5 o Payment to Div/ I&E Cheque Amount
ate Ref No Description Student Ch/HQs | Item Code No HKS
(Note 3) (Note 4)
CURRENT ACCOUNT
1
2
3
4
5
6
7
8
9
10
11
12
TOTAL:
SAVINGS ACCOUNT
1
2
3
4
5
TOTAL:
PETTY CASH
1
2
3
TOTAL:
Chairman Date Treasurer Date
Note: (1) Please use separate sheet if spaces provided is insufficient.

()
@)

(4)

Original invoices (or otherwise, memo) must be certified, and attached to this report.

If the amount is paid to HQs/ Divisions/ Committees/ Students Chapters, please indicate HQs or the name of related
Divisions/Committees/Student Chapters.

Please put an item number (from List of | & E Item Codes) against each line.
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List of | & E Item Codes

Code

C1
C2
C3
C4
C5
C6
C10

E1
E2
E3
E3.1
E4
ES
E6
E7
ES8
E9
E10
E11
E12
E20

Description

Sundry Income

Sponsorship

Donations

Interest

Special Income

Affiliate Subscription

Other Income — (please specify)

Printing & Stationery
Postage
Meeting/Catering Expenses
Catering — H.O. Charges
Sundries

Souvenirs

AGM (all expenses)
Bank Charges

Travelling

Speakers Fees

Venue Hire

Sponsorship

Head Office Functions

Other Expenditure — (please specify)

(E31 to E39 are reserved for Division’s use)

E31
E32
E33
E34
E35
E36
E37
E38
E39

Special Event 1 - (
Special Event 2 - (
Special Event 3 - (
Special Event 4 - (
Special Event 5 - (
Special Event 6 - (
Special Event 7 - (
Special Event 8 - (
Special Event 9 - (

S N N N N N N N N

Page 5/5
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Appendix 22

THE HONG KONG INSTITUTION OF ENGINEERS
DIVISIONAL INCOME & EXPENDITURE ACCOUNT (I & E)
FOR THE PERIOD FROM
01/04/2025 TO 31/03/2026 (EXAMPLE)

XXX DIVISION
1st Quarter 2nd Quarter 3rd Quarter 4th Quarter  Year-to-date
INCOME Apr-Jun 2025  Jul-Sep 2025 Oct-Dec 2025 Jan-Mar 2026 Total
C1  Sunday Income 0.00 0.00 0.00 0.00 0.00
C2  Sponsorship 0.00 0.00 0.00 0.00 0.00
C3  Donations 0.00 0.00 0.00 0.00 0.00
C4  Interest 0.00 0.00 0.00 0.00 0.00
C5  Special Income 0.00 0.00 0.00 0.00 0.00
C6  Affiliate Subscription 0.00 0.00 0.00 0.00 0.00
C10 Other Income 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
EXPENDITURE
E1 Printing & Stationery 0.00 0.00 0.00 0.00 0.00
E2  Postage 0.00 0.00 0.00 0.00 0.00
E3  Meeting / Catering Expenses 0.00 0.00 0.00 0.00 0.00
E3.1 Catering — H.O. Charges 0.00 0.00 0.00 0.00 0.00
E4  Sundries 0.00 0.00 0.00 0.00 0.00
E5  Souvenirs 0.00 0.00 0.00 0.00 0.00
E6  AGM (all expenses) 0.00 0.00 0.00 0.00 0.00
E7  Bank Charges 0.00 0.00 0.00 0.00 0.00
E8  Travelling 0.00 0.00 0.00 0.00 0.00
E9  Speakers Fees 0.00 0.00 0.00 0.00 0.00
E10 Venue Hire 0.00 0.00 0.00 0.00 0.00
E11  Sponsorship 0.00 0.00 0.00 0.00 0.00
E12 Head Office Functions 0:00 0.00 0.00 0.00 0.00
E20 Other Expenditure 0.00 0.00 0.00 0.00 0.00
(A) 0.00 0.00 0.00 0.00 0.00
E31 ) 0.00 0.00 0.00 0.00 0.00
E32 ) 0.00 0.00 0.00 0.00 0.00
E33 ) Events to be identified by Divisions 0.00 0.00 0.00 0.00 0.00
E34 ) 0.00 0.00 0.00 0.00 0.00
E35 ) 0.00 0.00 0.00 0.00 0.00
E36 ) 0.00 0.00 0.00 0.00 0.00
(B) 0.00 0.00 0.00 0.00 0.00
Total Expenditure (A)+(B) 0.00 0.00 0.00 0.00 0.00
Surplus/(Deficit) Before
Approved Allocations 0.00 0.00 0.00 0.00 0.00
Surplus b/f from 2024/2025 0.00
2025/2026 Approved Allocations 0.00
Accumulated Surplus/(Deficit) c/f 0.00

Treasurer :

Date :

Chairman :

Date : Prepared by: Accounts, Headquarters
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Appendix 23

STATEMENT OF ALLOCATION 2025/2026 — 2ND PAYMENT (SAMPLE)

XXX

Division

2025/2026 Approved Allocation 35,000.00

Add:  50% Share of Affiliate Subscription (2025/2026) 540.00

Less: Remittance from the HQ on 31 May 2025 (17,500.00)

Revert 25% “Surplus Exceed Allocation —2024/2025” (Note 1) (500.00)

Balance payable to Division in September 2025 17,540.00
Note 1:  25% Surplus Exceed Allocation — 2024/2025

2024/2025 End of Year Surplus 30,000.00

2024/2025 Allocation 28,000.00

Surplus Exceed Allocation 2,000.00

25% “Surplus Exceed Allocation” to be reverted to HQ 500.00
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Appendix 24

GUIDELINES ON “RETURNABLE SURPLUS” FOR DIVISIONS

Item (x) of the Rules for Division Accounts under Section 4.1.2 requires that “25% of the
amount by which the surplus exceeds 100% of the budget allocation (for the year) will be
clawed back to the HKIE central funds”. This means that divisions which have a
particularly good year are required to pay back part of these funds.

There are good reasons for the rule but the Administration Board has expressed sympathy
with divisions required to “hand back” divisional funds. The purpose of the rule is to
ensure, as far as possible, that Institution funds are used for the professional benefit of
members. Requests for use by divisions of the “returnable element” of a surplus for a
recognised professional purpose are therefore likely to be granted, at the discretion of
the Administration Board.

For accounting purposes, the process will work as follows: -

(a) Any Division with a “returnable element” of its end of year surplus will be aware of the
amount involved at the time the end of year accounts are drawn up (to 31 March).
The sum involved will be deducted from allocations made to the Division in the
following year.

(b) A Division which wishes to retain the “returnable element” for a particular purpose,
such as promotion funds for a divisional event which will produce income later, should
apply with appropriate details. Such a request will usually be granted with the
transfer back to the Division in the form of an interest-free loan.

(c) A Division which wishes to reduce its surplus by making a donation or contribution,
towards a particular need of the Institution as a whole is welcome to make such an
offer. Such a donation might be for such elements as:

(i) improvements to facilities at HQ,
(i) sponsorship for YMC Delegation Tour,

(iii) the Benevolent Fund.

Ultimate discretion for implementation rests with the Administration Board.
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Appendix 25

THE BASIS OF SUPPLEMENTARY PROVISIONS AND
THE MODUS OPERANDI

Item (y) of the Rules for Division Accounts under Section 4.1.2 stated the conditions for
Divisions to apply for supplementary provisions. The basis of the supplementary
provisions and the modus operandi are as follows:

The maximum supplementary provisions allowed for an application will be 20% of the
budget allocation to the Division for the year.

At the financial year end, if the accumulated surplus of the Division, which has been
granted supplementary provisions, is more than 70% of the accumulated surplus
brought forward from last year, the Division shall return to the HKIE the residual of the
supplementary provisions up to the amount given. An illustration is set out below for
easy reference.

Any application for supplementary provisions will be considered after the submission of
the 2nd quarterly reports together with the supplementary provisions on application
form* to the Senior Executive Manager — Finance & Administration not later than the end
of October of each year. The result of the application will be provided within a month of
the submission or by the end of November whichever is the earlier.

* Application form is available from the Senior Executive Manager — Finance & Administration upon request.

[llustration for Application by Division for Supplementary Provisions

Division A
At the end of 2nd Quarter of 2025/2026:

Accumulated Surplus as at 1 April 2025
Budget allocation for 2025/26
Funds for Planned activities for 2025/26

I
0W><§

If C > (B + 30% x A), Division A can apply for supplementary provisions.
Supplementary provisions for 2025/26 D
(D=C—-(B+30%xA))
(Max. of D = 20% x B)
After the end of 2025/2026:

Accumulated Surplus as at 31 March 2026 E
If E>70% x A, residual of supplementary provisions has to be returned to the HKIE.
Residual of supplementary provisions F

(F=E—-70% xA)
(Max. of F = D)
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Appendix 26

HOSPITALITY GUIDELINES FOR
INSTITUTION/DIVISIONS/COMMITTEES

The Institution and its Divisions/Committees may organise various activities
involving special guests, e.g. principal guests, guests of honour, guest speakers.
Offering hospitality to guests is a fairly widespread practice in a learned society and
forms part of the event. As stipulated in the General Guidelines for Divisional
Expenses', unless outside guests are invited or in special cases approved by the
Division Committee, the HKIE Division funds should normally not be used to pay for
the dinner or social functions exclusively attended by Division Members.”

2. This document provides specific guidelines on provision of official meals in
events or meetings organised by the Institution/Divisions/Committees.  The
Institution recognises that the practice of hospitality is important in building effective
relationships in the industry. These guidelines seek to put in place parameters to
ensure that such activities are proportionate and justifiable and handled transparently.

General Principles

3. Official meals charged to the Institution/Divisions/Committees should be
provided with good cause and only if the meal is directly related to the discharge of
official duties or forms a necessary part of making or maintaining contacts in an
official capacity at the events or meetings. While the practice of hospitality is fairly
widespread in the industry and a culture which forms part of the event, and there are
various situations whereby extending hospitality is deemed necessary, the
Institution/Divisions/Committees must exercise prudent judgment and economy when
entertaining guests, to avoid any perception of extravagance.

Provision of Official Meals

4. The guest should normally be a person who render a service to the Institution/
Division/Committee (e.g. principal guest, guest of honour, guest speaker), or to whom
the Institution/Division/Committee wishes to extend goodwill and who is present at a
meeting or event at the invitation of an Officer of the Institution or an Honorary
Officer of a Division/Committee or a key member authorised to host the activity.
Spouses of the guests and the spouse of the host may be allowed if their attendance
serves a business purpose, or it is necessary to invite them to assist in receiving the
guests and/or the spouses of the guests.

5. The frequency of official meal and the number for Committee Members
attending should be kept to the minimum. Lavish official meals must be avoided.
Situations where official meals may be arranged include:

a. Lunch meeting with guests
A lunch meeting may be arranged for guests (e.g. visitors from institutions

' Division Manual (November 2020), para. 4.1.3(a).

Meals that recognise personal occasions (e.g. weddings, birthdays and birth of a child) should be
treated as personal expenditure. Official meals under in this guideline do not include Annual Dinner
and AGM Dinner.
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6.
maximum cost per person and maximum cost per event should be complied with:

having/discussing an agreement of co-operation with the
Institution/Divisions/Committees, etc) to meet with committee members or after a
courtesy Visit.

Pre-event welcome dinner with guests

In some of the major events, e.g. conference, annual symposium, etc, the
Institution/Divisions/Committees may invite the speakers and related guests (e.g.
Guest of Honour, etc) to a pre-event welcome dinner, during which the key
members of the organising committees would welcome the speakers and brief
them on the arrangement of the event over the dinner.

Thank you dinner with guests
The key members of the organising committees may invite the speakers or/and
special guests (e.g. Guest of Honour, etc) for a post-event dinner to appreciate
their voluntary contributions.

Post-event evaluation cum dinner/gathering

Some of the annual major events, e.g. conference, annual symposium, annual
dinner etc, rely on the substantial effort from the organising committees and
helpers. The organising committee may propose to have a post-event review cum
appreciation gathering with key organising committee members and helpers.

Below are the guidelines on the expenditure limits, where both requirements -

Meal Maximum cost per | Maximum cost per event
person
a. Lunch meeting with | HK$450 Number of guests x 3 x
guests HK$450
or HK$1,800 whichever is
higher
b. Pre-event welcome | HK$650 Number of guests x 3 x
dinner with guests for HK$650
major events  (e.g. or HK$2,600 whichever is
Conference, Annual higher
Symposium)

Thank you Dinner with

guests

(i) for major events | HK$650 Number of guests x 3 x
(e.g. Conference, HK$650
Annual or HK$2,600 whichever is
Symposium) higher

(i) for normal learned | HK$450 Number of guests x 3 x
society events (e.g. HK$450
technical seminar) or HK$1,800 whichever is

higher
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d. Post-event review cum | HK$450 HK$6,000
dinner  after  major
events

Note: Some examples are provided in the Annex to illustrate the requirements of
maximum cost per person and maximum cost per event in various situations.

7.  The maximum amounts allowed should include all expenses incurred on food
and beverages consumed on the occasion, service charges and tips. Costs of food
and beverages that are separately procured and provided for consumption at the same
meal are included in the limits. The names and positions of the guests and attendees
of the official meal must be recorded in the receipt.

8. On the occasions that the expenses exceed the limits stipulated in the Guidelines,

(1) for events at the institutional level, written approval from the Senior Vice President

(in the case of the expenses of Senior Vice President, the President) is required; and (i1)
for events at divisional level, written approval from Honorary Treasurer of the

Division/Committee (in the case of the expenses of the Honorary Treasurer, the

Chairman of Division/Committee) is required.

9. Divisions/Committees shall refer to the Rules for Divisional Accounts’® for
payment arrangements.

10. These guidelines will be reviewed and updated from time to time as necessary.

The HKIE Secretariat
April 2021

Division Manual (November 2020), para. 4.1.2.
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Annex

Examples Illustrating the Requirements in Various Situations

Meal Attendees Expenses | Rationale
Lunch meeting ® 1 Visitor from other | HK$1,500 | Max cost per person:
with guest(s) engineering $1,500/4 = $375 < $450, thus ok
institution
® 3 HKIE members Max cost per event:
$1,500> 1x3x$450=$1,350,
but
$1,500 < $1,800, thus ok
Both requirements under cl 6 have been
satisfied.
Pre-event ® 2 keynote speakers | HK$9,000 | Max cost per person:
welcome dinner and 3 invited guests $9,000/(2+3+7) = $750 > $650, thus not ok
with guests from external
co-organisers/ Max cost per event:
organisations for an $9,000 < (2+3)x3x$650 = $9,750, thus ok
institutional
conference Since max cost per person requirement
® 7 0C /committee cannot be satisfied, written approval from
members from Senior Vice President is required for this
HKIE Divisions case as per cl 8.
Thank you dinner | ® 1 speaker of a HKS$1,500 | Max cost per person:
with guests for divisional technical $1,500/(1+2) = $500 > $450, thus not ok
normal learned seminar
society events ® 2 Division Max cost per event:
committee members $1,500 > 1x3x$450 = $1,350,
but
$1,500<$1,800, thus ok
Since max cost per person requirement
cannot be satisfied, written approval from
Hon Treasurer of Division is required for this
case as per cl 8.
Post-event ® 3 OC members ofa | HK$4,500 | Max cost per person:
review cum divisional annual $4,500/(3+2+5) = $450 not > $450,
dinner after conference thus ok
major events ® 2 committee
members from Max cost per event:
HKIE Divisions $4,500 <$6,000, thus ok
® S helpers
Both requirements under cl 6 have been
satisfied.
Working lunch ®  4invited judges for | HK$3,600 | Max cost person:
(reference to a competition $3,600/(4+4+4) = $300 not >$450,
“Lunch meeting | ® 4 OC/committee thus ok
with guests™) members from
HKIE Divisions Max cost per event:
® 4 helpers $3,600 < 4x3x $450= $5,400, thus ok

Both requirements under cl 6 have been
satisfied.
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Appendix 27

Guidelines for HKIE Divisions/Committees as Supporting Organisations of Other
Organisation’s Activities

The guidelines address the issue when HKIE Divisions / Committees are invited as supporting
organizations of other organisation’s activities.

Objectives

e Promote learned society activities to HKIE members

e Protect the HKIE image from being used for commercial activities promotion

e Protect the HKIE from possible financial liability
(By commercial activities, it refers to those activities which result in commercial benefits
derived from those activities for some particular organisation(s). For example, a high
charging fee event.)

To Avoid
e HKIE’s name and logo being used by other organization for possible commercial
promotion.
(By commercial activities, it refers to those activities which result in commercial
benefits derived from those activities for some particular organisation(s). For example,
a high charging fee event.)
e HKIE as a participating organization but physically without any control of the named
activities.
e HKIE to support some possible lower quality learned activities and services.
(In the case of the invitations from political parties and pressure groups, the invitation should
be referred to the HKIE HQs.)

Suggested Procedures

The following procedure consists of three stages, the pre-assessment stage is to collect
required information, the assessment stage is to assess our participation as a supporting
organization, the follow-up stage is to foresee our HKIE name, image and logo are properly
being utilized.

(The logo here means the HKIE logo with or without the name of Division/Committee under
the logo.)

— THE HONG KONG
|
- INSTITUTION OF ENGINEERS

ERIRMESR

or

e THE HONG KONG
gg‘ﬁ‘?’%ﬁ%i’g“- INSTITUTION OF ENGINEERS
: e Sy
EEIEREMBR

Mechanical, Marine, Naval Architecture & Chemical Division
HMH - B8 ERMRLELISE
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A. Pre-assessment Stage

Upon

the receipt of a request from an external organization inviting HKIE

Division/Committee as an supporting organization for the event organized/managed by that
external organization, the following information should be collected for assessment.

Name and function of the event, organizer and co-organizers (if any)

Financial implications (either directly or indirectly pay by HKIE)

Other intended organization to be invited as supporting organizations, including other
HKIE Division/Committee

If a fee is charged for the event, the details of the fee. Any discount/free tickets for
HKIE members

The type of services and contribution required as a supporting organization, e.g. the
required promotion logistics

If similar previous event was held, the comment and review data for that event should
also be collected

Assessment can then be made upon the above information is collected.

B. Assessment Stage

l.

Subject Relevancy

e The theme and objectives of the activity should be checked for not contradicting to
HKIE’s values and objectives.

e In case of the generality of the activity, the event can also be passed to HKIE CPD
Committee for consideration.

Financial Aspect

e As a supporting organization, there should be no financial implication to HKIE

e On the other hand, if HKIE is acting as supporter, it serves to attract other non
HKIE participants by the implication that the course is endorsed by HKIE. Hence,
our HKIE ‘value’ is given out to help and raise the status of the organizer.

Fee of the activities

e The fee to HKIE participants should also be checked to be reasonable.

e We need also to consider the reasonableness of the discounted fee applied to HKIE
members, by giving support as a supporting organization, it has implication that
HKIE agreed such fee charging.

Previous cooperation, if any

e No adverse comment on previous cooperation of the organizer and from previous
similar event’s HKIE participants

HKIE image

e If acted as a supporting organization, we need to check the equivalency of other
supporting organizations when compared with HKIE.

o When two or more HKIE Divisions/Committees are invited to be supporting
organisations of a single event, HKIE HQs should be consulted so that HKIE (HQs)
can act as a single support organization. In this case, HKIE HQs will coordinate
Divisions/Committees’ participation in the event including the tickets/seats
allocations to Divisions/Committees concerned.

e We should also assess whether HKIE status can be raised if HKIE as supporting
organization and any benefits so derived for HKIE as a whole.

Creation of additional qualification
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If the course provided a title by passing an examination, it will have an implication
that HKIE by supporting the course hence leading to the support of that created title.
If the title is related to the engineering profession, advice from HKIE Qualification &
Membership board should be sought when and where necessary.
If there is no adverse effect and concerns from the above assessment, HKIE
Division/Committee can give the required support as a supporting organization.

C. Follow-up Stage

After agreeing to be a supporting organization, the Division/Committee should ask the
organizer to provide the promotion materials if any (e.g. poster, website) for correctness
checking as well as for record purpose. In case of irregularities, the Division/Committee is
required to follow up. If committed on the required promotion logistic, we need to act
accordingly. For those high-charging fee events, it is suggested that the event organizer
should consider putting an advertisement in our journal “Hong Kong Engineer”. A review
should also be conducted after the event.

FCC
Prepared on 3 Aug 2011
(Updated on 29 June 2021)
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Appendix 28

Guidelines for HKIE Divisions/Committees to Invite Other Organisation as Co-organiser
with a Financial Commitment for HKIE Activities

The guidelines address the issue when HKIE Divisions / Committees invite other organization as
co-organiser with a financial commitment for HKIE activities.

Objectives

Promote learned society activities to HKIE members
Raise HKIE image in the related engineering field

Protect the HKIE image

Share possible financial risks in organizing such activities

To Avoid
e HKIE’s name and logo being used to indirectly promote other organization
e HKIE to lose control when co-organize with other organizations
e HKIE to lose control on the quality learned activities and services
e HKIE to avoid dispute on financial surplus or deficit matters

Needs for Inviting Other Organization as Co-organizer with Financial Commitment
The needs to invite as co-organizer with financial commitment can be broadly defined as
below:
e The extent of the members’ participation of other organization
e The expenditure may cause a relative high financial burden to HKIE and the co-organizer
can share such a risk
e The sharing of financial expenses is expected to be 50 — 50
e The extent that the other organization in preparing the activities. It could share the
preparation of the logistics of the activity e.g. speakers invitation, speakers from the co-
organizer, arrangement of venue, promotion outside HK, etc.
e The co-organizing organization and HKIE is to take turns to lead the activity as the
organizer

Suggested Procedures

The following procedure consists of three stages. Firstly, consider whether co-organizer is
needed for the activity, if so, suitable organization should be identified. The participation of the
co-organizers should then follow the administrative guidelines. The follow-up stage is to review
the effectiveness of cooperation with the co-organizer.

A. Planning Stage
1. Review the need for co-organizer
e Co-organizer can be invited if the sharing of financial risks are required
e The needs of the having the co-organizer are identified similar to the needed as stated
above is considered necessary.
e Divisions/Committees should also consider the entitlement for the co-organiser and
supporter where appropriate.
2. ldentify suitable co-organizer or supporter
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e Relevancy — the organization chosen as co-organizer should be relevant to the activity
concerned.

e Image — the organization chosen as co-organizer should be of equivalency compared
with HKIE. We should also assess whether HKIE status can be raised in including
the organization as co-organizer, and any benefits so derived for HKIE as a whole.

¢ Non-commercial — the organization chosen shall be non-commercial.

e Previous cooperation — reference should be made to experience of previous
cooperation of the organization being considered if applicable. There should be no
adverse comments from HKIE members.

Number of co-organizer

e Itis recommended that only one co-organizer should be considered.

Agreement on financial matters

e It is recommended to sign an agreement on the budget, the initial contributions from
each organization, approach on major expenditure and the surplus/deficit sharing.

After the prospective co-organizer is decided, invitation and financial agreement should be sent
to the respective organization by the HKIE Division/Committee.

B. Administrative Stage

1.

Leading role

¢ HKIE should take the leading role of the activity.

e Representative(s) of co-organizer could be invited to join the organizing committee of
the activity if deems appropriate.

Financial Aspect

e The financial sharing principle is 50 — 50 basis, unless approval has been sought from
the HKIE Executive.

e When a fee is charged for the activity, the same charge and concession, if applicable,
for HKIE members could be offered to the members of the co-organizer. The charge
to their members should not be less than that to HKIE members.

e Co-organizer shall be responsible for its own expense involved in the activity.

e Major expenditure must be agreed by HKIE and the co-organizer.

e Expenditure records must be property documented.

Promotion of the activity

e Co-organizer shall not modify the promotional material of the activity in their
distribution. They shall not charge HKIE for their promotion of the activity to their
members, unless special promotional task is required as agreed with HKIE.

Issue of certificate

e The co-organizer shall not issue any certification e.g. certification of attendance, to
the participants of the activity by themselves or on behalf of HKIE.

Advertising

e The co-organizer shall not distribute material or put up any advertisement for
promoting their organization or other events during the activity organized by HKIE,
unless with prior agreement from HKIE.

Completion of Event

¢ HKIE and the co-organizer must prepare a final account and make settlement within 3
months after the activities were held. Surplus and deficit derived from the activities
must be properly settled. It is not recommended to keep surplus money for future
event use.
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7. Obtaining sponsorship
e Review the need for sponsorship
e Identify suitable sponsor(s)
e Record keeping
» Information on the decision of Division/Committee to obtain sponsorship and
also the amount of sponsorship obtained, if any, for the activities should be
recorded properly.

C. Follow-up Stage

Throughout the course before and during the activity, the Division/Committee should monitor
whether the participation of the co-organizer is in accordance with the above guidelines, and that
the co-organizer is contributing to the activity as committed. A review should also be conducted
after the event.

FCC
Prepared on 4 Aug 2011
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Appendix 29

Guidelines for HKIE Divisions/Committees to invite other Organisations as Co-
organiser or Supporter for HKIE Activities

The guidelines address the issue when HKIE Divisions / Committees invite other
organisation as co-organiser or supporter for HKIE activities.

Objectives
Promote learned society activities to HKIE members

e Raise HKIE image in the related engineering field

e Protect the HKIE image and possible financial liability

e Provide platform for HKIE members to network with other organisations
To Avoid

e HKIE’s name and logo being used to indirectly promote other organisation
e HKIE to lose control when co-organise with other organisations.
e HKIE to lose control on the quality learned activities and services.

Needs for Inviting Other Organisation as Co-organiser and Supporter
The needs can be broadly defined as below:
I. Invitation as co-organiser
e It could provide active assistance in the logistics of the activity e.g.
arrangement of venue, promotion outside HK, invitation of speakers, etc.
e The co-organising organisation(s) and HKIE are to take turns to lead the
activity as the organiser.
I. Invitation as a supporter
e It could help to publicise the activity throughout its organisational network.
e It could help to attract participants from other disciplines, areas who may be
interested in the activity.
e It could help to attract participants from a broader target group relevant to
the activity e.g. a Forum on Kai Tak Redevelopment, some local community
group may be considered to be invited as supporter.

Suggested Procedures

The following procedure consists of three stages. Firstly, consider whether co-organisers
or supports are needed for the activity, if so, suitable organisation should be identified.
The participation of the co-organisers and supporters should then follow the
administrative guidelines. The follow-up stage is to review the effectiveness of
cooperation with the co-organisers and supporters.

A. Planning Stage
1. Review the need for co-organiser or supporter
e Co-organiser can be invited if active assistance from other organisation(s)
similar to those mentioned in item | above is considered necessary or
beneficial.
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2.

Supporter can be invited — if other organisation(s) could help in promoting
the activity in ways similar to those mentioned in item Il is considered
beneficial and appropriate.

Divisions/Committees should also consider the entitlement for the co-
organiser and supporter in return, including the number of seats offered to
them.

Identify suitable co-organiser or supporter

Relevancy — the organisation chosen as co-organiser or supporter should be
relevant to the activity concerned.

Image — the organisation chosen as co-organiser or supporter should be of
equivalency compared with HKIE. In some special occasion, e.g. some local
community organisation may be considered as supporter for activity related
to local community affair. We should also assess whether HKIE status can
be raised in including the organisation as co-organiser or supporter, and any
benefits so derived for HKIE as a whole.

Non-commercial — the organisation chosen shall be non-commercial.
Previous cooperation — reference should be made to experience of previous
cooperation of the organisation being considered if applicable. There should
be no adverse comments from HKIE members.

3. Number of co-organisers and supporters

It is recommended that the number of co-organisers should not be more than
5 and the number of supporters should not be more than 10, in general.

After the list of prospective co-organisers and supporters are decided, invitation should
be sent to the respective organisations by the HKIE Division/Committee.

B. Administrative Stage
Leading role

1.

HKIE should take the leading role of the activity.

If the activity is co-organised by a number of HKIE Division/Committee,
one of the Division/Committee should assume the leading role.
Representative(s) of co-organisers could be invited to join the organising
committee of the activity if deems appropriate.

Financial Aspect

No financial contribution or support should be solicited or accepted from the
co-organisers and supporters, unless approval has been sought from the
HKIE Executive.

When a fee is charged for the activity, the same charge and concession, if
applicable, for HKIE members could be offered to the members of the co-
organising or supporting. The charge to their members should not be less
than that to HKIE members.

Co-organisers and supporters shall be responsible for their own expense
involved in the activity.

Promotion of the activity
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e Co-organisers and supporters shall not modify the promotional material of
the activity in their distribution. They shall not charge HKIE for their
promotion of the activity to their members, unless special promotional task is
required as agreed with HKIE.

4. lssue of certificate

e The co-organisers and supporters shall not issue any certification e.g.
certification of attendance, to the participants of the activity by themselves or
on behalf of HKIE.

5. Advertising

e The co-organisers and supporters shall not distribute material or put up any
advertisement for promoting their organisation or other events during the
activity organised by HKIE, unless with prior agreement from HKIE.

6. Seeking sponsorship

Assess the need for sponsorship

Design the sponsorship programme

Identify suitable sponsor(s)

Record keeping

» Information on the decision of Division/Committee to seek sponsorship
and also the amount of sponsorship obtained, if any, for the activities
should be recorded properly.

C. Follow-up Stage

Throughout the course before and during the activity, the Division/Committee should
monitor whether the participation of the co-organisers or supporters are in accordance
with the above guidelines, and that they are contributing to the activity as committed. A
review should also be conducted after the event.

FCC
Prepared on 4 Aug 2011
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Appendix 30

Note: The completed report shall be submitted to HQs together with the annual financial reports of
respective Divisions/Committees as appendices

Report on Co-organised Activities Between Divisions/Committees

and External Organisations

(One Report for each activity to be submitted after event)

Notes: Division(s)/Committee(s) shall submit a report for an activity co-organised with external
organisation(s) if Division(s)/Committee(s) has/have financial involvement of above HK$3,000.00".
For activities with external organisations without a financial commitment or with financial
commitment of equal to or less than $3,000.00", Divisions/Committees only need to declare via the

Standard Report Form of the Division/Committee to LSB.
A Being an aggregate total contributed by all Divisions/Committees involved

* Please delete as appropriate

The [List all Division(s)/Committee(s) involved] *Division(s)/Committee(s) co-

organised the following activity with external organisation(s):

Part | The Event A copy of leaflet/flyer/promotional material(s) attached
Yes = Go to Part Il
No = Complete this part as appropriate

Title:

Date, Time and Venue:

Organiser(s):

Co-organiser(s):

Sponsor(s):

Registration fees:
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Special rates, if any: HKIE participants:

Other participants:

Part Il Financial Arrangements

Financial Agreement Document

Yes
Copy of relevant document attached No
Yes Sharing of Profit/Loss
Yes Honorarium
Budget and Plan
Yes

Copy of relevant document attached

[No [ ]

Contributions by Divisions/Committees

(@) InCash
Amount:

(b) InKind
Yes Promotion
Yes Registration
Yes Meeting venue

(c) InKind — Others

Contributions by Others

[External organiser(s)/organisation(s):]
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Part 111

Signature of Coordinator/Person-in
charge of the activity:

Full Name of Coordinator/Person-in
charge of the activity:

Division/Committee:

On behalf of: [List all Division(s)/Committee(s) involved]

Date:

Checklist of Documents Submitted with this Form if applicable

Leaflet/flyer/promotional material(s) etc of the event |
Copy of Financial Agreement |
Copy of Final Account Statement |
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Appendix 31

(I) HKIE Divisions/Committees as Co-organiser with External Organisation(s) for Joint

Activities

Invited by/Inviting external organisation(s) as co-organiser of a joint event

v

®  Suitability of the organiser(s)?

Parameters to be considered, incl. but not limited to:
®  Need for co-organiser(s) for the event - e.g. cost sharing?

B Relevancy - high?
B Image — comparable with the HKIE?
B Non-commercial?
B Previous cooperation — positive?
B Other supporting organisations — equivalent to HKIE?
Committee decision
Agree Not inviting co-organiser(s) /
Decline invitation

i Yes

Any financial involvement of an

No

aggregate total of above HK$3,000.00?

l

Agreement on financial matters - to sign an
agreement on the following:

® Budget

® |nitial contributions from each
organisation

Approach on major expenditure
Surplus/deficit sharing

Honorarium of relevant parties

Other items?

Prepare a final account statement (if
applicable) and complete the “Report on
Co-organised Activities Between
Divisions/Committees and External
Organisations”; submit the Report with
relevant document to the HQs together
with the annual financial report as
appendices

References:

A

Declare via the Standard
Report Form of the
Division/Committee to LSB

®  Guidelines for HKIE Divisions/Committees to Invite Other Organisation as Co-organiser with a Financial

Commitment for HKIE Activities

®  Guidelines for HKIE Divisions/Committees to invite other Organisations as Co-organiser or Supporter for HKIE

Activities

®  Report Form on Financial Arrangement for Activities Between Divisions/Committees and External Organisations

(Website: http://www.hkie.org.hk/downloads/quidelinesfordivision/)
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(1) HKIE Divisions/Committees as Supporting Organisations of
Other Organisation’s Activities

Invitation Received for Supporting a Joint Event

|

Any financial involvement?

/ Yes

Decline

References:

\N:

Parameters to be considered, incl. but not limited to:
®  Anyintangible contributions? (note: only
nominal amount of HKIE resources should be
used, incl. HKIE venue)

Subject Relevancy - high?

Non-commercial organiser(s)?

Fee of the activity - reasonable?

Previous cooperation — positive?

Other supporting organisations — equivalent

to HKIE?
|

Committee decision

O\

Accept Decline

v

Ask organiser to provide
promotional materials for
correctness check and
necessary follow-up

'

Declare via the Standard
Report Form of the
Division/Committee to LSB

®  Guidelines for HKIE Divisions/Committees as Supporting Organisations of Other Organisation’s Activities
(Website: http://www.hkie.org.hk/downloads/quidelinesfordivision/)
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Appendix 32

Guidelines for Online Room Booking Arrangements

1.

10.

Meeting facilities will be opened for bookings on the first working day of each
new Session year at 9:00am.

All bookings will be on a first-come-first-served basis. However, booking priority
will be given to meetings of Council, Executive, Standing Committees / Sub-
Committees and institutional commitments (e.g. HKIE AGM and Divisions /
Committees AGM) before the commencement of each new Session.

For advance bookings of meeting facilities other than the Chan Yat Mei Sophie
Room, reservation could be made a year in advance up to the end of the Session.
For booking of Chan Yat Mei Sophie Room, reservation could only be made 6
months ahead. As for seminars or webinars which are required to be held in Chan
Yat Mei Sophie Room in the beginning (i.e. the first two months) of a new
Session year, requests could be sent to the Administration Section by email 2
months before the commencement of the new Session for special arrangement.

All advance bookings are considered provisional and will lapse unless the room
reservation is confirmed by Division / Committee within 10 days of the booking
via the system.

All bookings made within 14 days prior to the actual event are required to be
confirmed by Division / Committee within 3 days via the system, otherwise the
bookings will lapse.

Any changes or cancellation requests within 3 days prior to the actual event could
only be arranged by the Administration Section and the Division / Committee is
required to notify the Administration Section by email as soon as possible.

Booking requests within 3 days prior to the actual event could only be made
through telephone or email enquiries to the Administration Section.

For any cancellations on confirmed bookings for more than 4 times in a month, a
penalty of HK$300 will be charged to the respective Division / Committee.

For any “no shows” on room bookings, a penalty of HK$500 will be charged to
the respective Division / Committee.

Normally, no meeting will be held at the HKIE during typhoon signal no. 8 or
above / “extreme condition” */ black rainstorm warning.

For weekdays:

i) If typhoon signal no. 8 or above / “extreme condition” / black rainstorm
warning is in force before 9:00am, meetings scheduled to be held at the HKIE
will be cancelled.
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ii) If typhoon signal no. 8 or above / “extreme condition” / black rainstorm
warning is cancelled before or at 2:30pm, meetings originally scheduled after
5:30pm (evening session) will be resumed as scheduled whereas the meetings
scheduled before 5:30pm (morning session and afternoon session) will be
cancelled.

iii) If typhoon signal no. 8 or above / “extreme condition” / black rainstorm
warning is cancelled after 2:30pm, meetings scheduled in the afternoon and
evening at the HKIE will be cancelled.

For Saturdays:

iv) If typhoon signal no. 8 or above / “extreme condition” / black rainstorm
warning is in force before 9:00am, all meetings scheduled to be held at the
HKIE will be cancelled.

*To be announced by the Government
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Appendix 33

FORMAT OF DIVISION’S LETTERHEAD

THE HONG KONG
2 INSTITUTION OF ENGINEERS
ERIERGMES

ERRBETHIAE IR ANIFE <
9/F Island Beverley, No 1 Great George St, Causeway Bay, Hong Kong
B iATel +852 2895 4446 {§&Fax +852 2577 7791

hkie-sec@hkie.org.hk  www.hkie.org.hk XXX DIVISION <

Ir Chan Tai-man

Chairman

c/o 18/F Engineers Centre

1 Institution Road, Causeway Bay, HK
Tel: 3333 8888 Fax: 6666 9999
tmchan@engineer.com.hk

Top Margin: 1.7cm / 0.67”
Right Margin: 1.5cm / 0.59”

v

L 4 Align right to the margin of the body text
* Initial caps

L R 2

Name of the Chairman
2 8pt Century Gothic and bold
4 10pt line spacing
(Command: select “Format”, “Paragraph’,
“Line Spacing”, “Exactly”, adjust “At” to 10pt)
(fz:-“f# [ EFE I BE, BRBEE,
“ITEE , ‘BETR, “lTE FEE 10pt)

13pt Arial and bold
Align Right
All caps

L A & 4

The title "Chairman”
L 4 7pt Arial
4 Single line spacing
(Command: select “Format”, “Paragraph’,
“Line Spacing”, “Single line”)
(7 EE B, “RE, RBER,
“ITEE | “E{TEEMT)

Correspondence Address, Tel, Fax and Email

L 4 7pt Arial
* 10pt line spacing for the first line

(Command: select “Format”, “Paragraph’,

“Line Spacing”, “Exactly”, adjust “At” to 10pt)

(fz:-“f# ; zif’f? ‘R, BB, REBER,

“ITEE, “BLETE, ‘TR #IKE 10pt)

* Smgle line spacing for the other lines

(Command: select “Format”, “Paragraph’, For enquiries of the format, please

“Line Spacing”, “Single line”) contact  Executive = Manager —

D BIE R RE REER Corporate Communications of the
( philiay ﬂ;ﬂ Secretariat at Tel: 2895 4446.
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Appendix 34

GUIDELINES FOR THE HKIE NAME CARD PRINTING

Name card charges for Divisions will vary at different rates depending on the
month of order placement. The request will only be accepted subject to
submission of full details to the Administration Section. The charging scale is
set out below:

Name card charges for Name card charges for
100 copies 200 copies or above
(HK$/Pc) (HK$/Pc)
Name card with photo:
July — September 3.5 2.8
October - June 5.5 2.8
Name card without photo:
July — September 3.3 2.5
October - June 3.3 2.5

The Chairmen of Division Committees are entitled to have the first 200 name
cards (with or without photo) free of charge. Any additional name cards
requested thereafter will be charged to the respective Divisional Account.

For members of Division Committees, name cards will be provided upon
requests and the costs will be charged to respective Divisional Account.

All requests for name card printing can be faxed or emailed to the Administration
Section at 2881 0762 or admn@hkie.org.hk . Normal processing time of name
card printing is 14 working days upon confirmation of all details by the individual
member.

For any urgent name card printing requested by Chairmen and Members of
Division Committees beyond the normal processing time of 14 working days, a
surcharge of 2 times of the rate of name card will be charged to respective
Division in addition to the basic rate.

The information to be included in the name card is standardised as below:

(i) only engineering-related designations would be included;

(i) only the current (except for Past President) and up to a maximum of 6 HKIE
capacities would be included;

(iii) titles of previous HKIE capacities and external bodies would not be
included;

(iv) the inclusion of office address is at the discretion of the member but the
work title of the member would not be included.
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THE HONG KONG INSTITUTION OF ENGINEERS

Request Form for the HKIE Name Card Printing

Please tick one only: Ir [] Ir Dr ] IrProf [ ]
Name in English (Surname first):
Name in Chinese:
Academic Qualifications:
(in abbreviation)
Professional Qualifications:
(in abbreviation)
Position in HKIE Board /Committee
[Division:
(current year and limited to 6 capacities
only
- please list capacities in priority)
Work Address (in English):
Work Address (in Chinese):
Telephone number:
Mobile number:
Fax number:
E-mail address:
Photo:
(please indicate your preference) Yes ] No ]

No of copies:
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QIF Island Beverley, No 1 Great George St, Causeway Bay, Hong Kong
T i5Tel +852 2895 4446 {8 FiFax +852 2577 7791
hkie-sec@hkie.org.hk  www.hkie.org.hk

Insurance Policies for Activities organised by the HKIE & its
Divisions/Committees

| N F O R M A T 1 O N K I T

Session 2025/2026

Contents:

l. Group Personal Accident Insurance — Insurance Particulars
and Claim Procedures

. Public Liability Insurance — Insurance Particulars and Claim
Procedures

llI.  Notes to Divisions/Committees

Enclosures:
> Group Personal Accident Insurance Claim Form

> Public Liability Insurance Claim Form
> Attendance Record Sheet
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Insurance Policies for Activities organised by the HKIE & its Divisions/Committees
Information Kit

Introduction

Since 2001/2002 Session, the Institution has taken out the Group Personal Accident Insurance
and Public Liability Insurance for all activities organised / co-organised and/or arranged by the
Institution and Divisions/Committees.

The highlights of the insurances are made as follows for information and reference.

l. Group Personal Accident Insurance
Insurance Particulars

Insured Activities:

Members participating in technical meetings, seminars, symposiums, conference, site visits™*,
meetings, social gatherings, visits, annual dinners, exhibitions and road shows (inspection &
supervision duties only, no manual work will be involved) organised/co-organised and/or
arranged by the HKIE within Hong Kong territories and outside Hong Kong territories (limited
to not exceeding 7 days). For construction site visits, separate indication to insurance
company is required.

Also include members representing the HKIE in attending activities NOT organized or arranged
by the HKIE.

If there are performers invited to provide performance, such as dancing, singing, etc. in the
activities of Divisions/Committees, e.g. Annual Dinner, AGM Dinner, etc, the Group Personal
Accident Insurance will not coverthe performers. Separate insurance coverage may be
required for these performers.

*Construction site visits are excluded from the insurance coverage. Separate insurance
coverages are required for the construction site visits.

Within Hong Kong Territories:

1) Coverage shall commence as participating members leave their place of residence or place
of regular employment in Hong Kong directly to the appointed meeting place or 2 hours
before the schedule time of gathering at the appointed meeting place, whichever the last
occurs.

2) Coverage shall cease while the members return to their place of residence or place of
regular employment in Hong Kong or 2 hours after the scheduled ending of the activities,
whichever the first occurs.

Outside Hong Kong Territories:

Coverage shall commence 2 hours before the members depart Hong Kong and shall cease at the
earlier of a) 7 days after the commencement of the activities, b) 2 hours after the members’
arrival in Hong Kong or c) the members’ return to their place of residence or place or regular
employment in Hong Kong.

Insured Person:
The persons insured under this policy are registered members of the HKIE.
(The People's Republic of China citizen will not be covered within the PRC territories.)

Age Limit:
16 to 75



Insurance Policies for Activities organised by the HKIE & its Divisions/Committees
Information Kit

Sum Benefits Per Person:

Accidental Death HKD500,000

Accidental Permanent Disablement Max HKD500,000
(according to benefit scale)

Accidental Medical Expenses HKDS50,000

Accidental ~ Daily  Hospital Income| HKDS500 per week
(maximum up to 52 weeks)

Claim Procedures

For the indemnity for group personal accident claims arising out of the participation of
activities organised/co-organised, and/or arranged by the HKIE or representing the
HKIE in attending activities not organized or arranged by the HKIE, members are
required to follow the claim procedures as stated below:

1))

2)

3)

4)

5)

For personal accident claim, the claimant should inform the Insurance Coordinator
of the Division/Committee immediately, followed by the original copy of the
completed Group Personal Accident Claim Form within THREE calendar days of
the date of occurrence of the incident.

The Insurance Coordinator should then inform the Senior Executive Manager -
Finance & Administration of the HKIE Secretariat (Tel: 2895 4446) regarding the
claim and forward the original copy of the completed Group Personal Accident
Claim Form provided by the claimant to the Senior Executive Manager - Finance
& Administration (9/F, The Hong Kong Institution of Engineers, Island
Beverley, No 1 Great George Street, Causeway Bay) as soon as possible.

The claimant should liaise with the Insurance Coordinator on any other related
information and evidence to be submitted to the Senior Executive Manager -
Finance & Administration as soon as possible to facilitate the claim arrangement
for indemnity.

Subject to the arrangements by the insurance company, the claimant may be
required to undergo further medical examination for assessment.

The insurance company will adjust claim and arrange settlement.
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Insurance Policies for Activities organised by the HKIE & its Divisions/Committees

Information Kit

Document Checklist:

For Non-fatal Claims

Document

To be submitted to Senior Manager -
Finance & Administration,
the HKIE Secretariat

Completed Group Personal Accident
Insurance Claim Form

Within THREE calendar days of the date
of occurrence of the incident

Information and evidence related to the
claim

As soon as possible

Medical assessment report

As required

For Fatal Claims

Document

To be submitted to Senior Manager -
Finance & Administration,
The HKIE Secretariat

Completed Group Personal Accident
Insurance Claim Form

Within THREE calendar days of the date
of occurrence of the incident

Copy of the Hong Kong Identity Card of
the Deceased (Hong Kong Resident) or
copy of the Passport of the Deceased
(Non-Hong Kong Resident)

Copy of Death Certificate

Copy of the Police Report

Copy of the Hong Kong Identity Card of
the Beneficiary or other official
identification documents such as
passport

Letter of Administration (Hong Kong
Resident)

As soon as possible

Note:

The insurance company may require evidence to substantiate that the

activity is organised/co-organised, and/or arranged by the HKIE or the
representative is nominated by the HKIE.
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Insurance Policies for Activities organised by the HKIE & its Divisions/Committees
Information Kit

Il Public Liability Insurance

Insurance Particulars

To indemnify the insured (the HKIE) against all sum (except the first HK$5,000 or 10% of the
loss whichever is the greater) which the insured shall become legally liable to pay as damages in
respect of accidental bodily injury to third parties; accidental loss or damage to the property of
third parties, arising out of the insured’s operations during technical meetings, seminars,
symposiums, conferences, meetings, social gatherings, visits, annual dinners, exhibitions, road
shows and site visits* (inspection & supervision duties only, no manual work will be involved)
organised/co-organised and/or arranged by the HKIE. For construction site visits, separate
indications to insurance company before the visits are required.

If there are performers invited to provide performance, such as dancing, singing, etc. in the
activities of Division/Committee, e.g. Annual Dinner, AGM Dinner, etc, the Public Liability
Insurance will not cover the performers. Separate insurance coverage may be required for these
performers.

*Construction site visits are excluded from the insurance coverage. Separate insurance
coverages are required for the construction site visits.

Claim Procedures

For the indemnity for public liability claims arising out of Divisions/Committees’ activities,

Divisions/Committees are required to follow the claim procedures as stated below:

1) When an incident happened at an activity of the Institution or Divisions/Committees that
gives rise to a public liability claim, the Insurance Coordinator is required to inform the
Senior Executive Manager - Finance & Administration of the HKIE Secretariat (Tel: 2895
4446) of the incident immediately.

2) The Insurance Coordinator is requested to submit the original copy of the completed Public
Liability Insurance Claim Form with a detailed report on the incident to the Senior
Executive Manager - Finance & Administration of the HKIE Secretariat (9/F, The Hong
Kong Institution of Engineers, Island Beverley, No 1 Great George Street, Causeway
Bay) within THREE calendar days from the date of occurrence of the incident.

3) Please note that the involved Division(s)/Committee(s) of the incident MUST remain
unanswered to any approaches of the third party; all summons, writs, correspondences from
the third party have to be forwarded to the insurance company via the Senior Executive
Manager - Finance & Administration of the HKIE Secretariat for necessary follow-ups.

4) The insurance company will take over the claim and deal with the third party directly.

ADVICE from the insurance company:

In the event that an incident happened at the activity of the Institution or Divisions/Committees

that gives rise to a public liability claim:-

> Do not admit liability;

> Do not comment on the incident or offer any explanation; and

»>  When being questioned, please ask the claimant to contact the HKIE Secretariat so that the
questions can be forwarded to the insurance company for further handling.

Note: The insurance company may require evidence to substantiate that the activity is
organised/co-organised, and/or arranged by the HKIE.
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Insurance Policies for Activities organised by the HKIE & its Divisions/Committees
Information Kit

1))

2)

3)

4)

5)

6)

7)

Notes to Divisions/Committees

Each Division/Committee is required to nominate a Committee Member to be the
Insurance Coordinator to liaise with the HKIE Secretariat on the insurance
indemnity arrangements.

If there is construction site visits to be organized, the Insurance Coordinator has to
provide the detailed information of the visit (including the date, place, schedule
(confirming that there is no manual work involved and only sightseeing at the
sites), number of participants, etc.) to the Senior Executive Manager — Finance &
Administration of the HKIE Secretariat at least THREE weeks before the visit as
the details of the construction site visit have to be submitted to the insurance
company.

Any indemnity claims should be submitted to Senior Executive Manager - Finance
& Administration of the HKIE Secretariat within THREE calendar days after the
date of occurrence of the incident. Please refer to the claim procedures for
indemnity of “Group Personal Accident Insurance for the HKIE Members” and
“Public Liability Insurance for the HKIE’s Activities” for details.

Since the insurance company may require the HKIE to provide evidence to
substantiate the indemnity claims, Divisions/Committees are REQUIRED TO
KEEP all attendance records of activities organised and notes of meetings
recording the operation of the activities and the nomination of representatives to
attend activities during the Session for use as evidence when necessary. To
standardise the format of the attendance records, Divisions/Committees are advised
to use the enclosed Attendance Record Sheet provided by the HKIE Secretariat for
recording. Please kindly note that Divisions/Committees SHOULD keep all
attendance records of activities organised during the Session so as to facilitate the
insurance indemnity arrangements.

Members are advised to sign on the Standard Reply Form and/or Attendance
Record Sheet where appropriate to meet the requirement of insurance coverage.
Members should bring along their membership cards to attend all the HKIE’s
activities.

In making the claims, members should submit the required information to
substantiate the claim. Insufficient or untimely submission of required
information may lead to claim rejection.

For enquiries on the insurance indemnity claim procedures and arrangements,
please contact Ms Chris KWONG, Senior Executive Manager - Finance &
Administration by telephone no at 2895 4446 or by email at
chris.kwong@hkie.org.hk .
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THE HONG KONG
I INSTITUTION OF ENGINEERS
FERIEDER S

BEREEELHEAE 1 REBNITFE

9/F Island Beverley, No 1 Great George 5t, Causeway Bay, Hong Kong
W iETel +852 2895 4446  {#FiFax +852 2577 7791
hkie-sec@hkie.org.hk  www.hkie.org.hk

(Please put a“ v" where appropriate)

Division:

AMC

YMC

SSC

Student Chapter:

oooonO

Attendance Record Sheet
2025/2026 Session

Name of activity:

Date: Venue/Site:

Starting time: Closing time:

Contact Person: Tel:

Name of Participant

NO-|' (Name in full and block letters)

Membership no. Signature

Remark
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No.

Name of Participant
(Name in full and block letters)

Membership no.

Signature

Remark

10

1"

12

13

14

15

16

17

18

19

20

21

22
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No.

Name of Participant
(Name in full and block letters)

Membership no.

Signature

Remark

23

24

25

26

27

28

29

30

31

32

33

34

35

36

37
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Assicurazioni Generali S.p.A., BEREBARAT

Hong Kong Branch BT

21/F, Cityplaza One, 1111 King’s Road, EHAREEILLH
Taikoo Shing, Hong Kong A dih— #2148
T +852 2521 0707 T +852 2521 0707
F +852 2521 8018 {#E +852 2521 8018
info@generali.com.hk info@generali.com.hk

A%’ ﬂ\ EE =]
PERSONAL ACCIDENT CLAIM FORM

—EB - FFERZRAEE, MZRAKRN 18 5, WHXANEEAEER, GERREMECXHREREESE—HFE, )
Part |- Tobe completed by the Insured Person, or parent or guardian if the Insured Person is below 18 years old. (Please attach supporting documents and original medical receipts with this Form.)

Z{R N E Rl Details of Insured Person

RRANEL RERR

Name of Insured Person Policy No.

ZRABZE ZRAEEGDE RS

Occupation of Insured Person HK Identity Card No. of Insured Person
H] R

HAERR Bdd/ A mm/ Eyy 1451

Date of Birth Sex

B ik

Correspondence Address

£/ FIRES NGk =)

Home/ Mobile Telephone Office Telephone Email

BELE (REFEAN)

Name of Employer (Policy Holder)

‘58 Male ‘% Female

R it
Address of Employer

E ¥ 15 Details of Accident
1 ERUTERER : =4 B R RS HEL
Please state the following particulars of Accident : Date Time Place

Bdd/ Bmm/ _ fEyy
BARE?

How was it happened ?

2. BRZGEMRGS, M BT, TG BES,
Please describe the injuries sustained, indicating the part of body injured and the type of injury, e.g. fracture, cut, bruise and etc.

3. LRBABEBRBEAAE? NF, HIIAMIBECEZMERRERR.
Was the accident reported to the Police? If so please state name of Police Station to which the accident was reported and case reference number :

0% No O% Yes
4. B ERBAMKRE A B E S B2 BAKZ A H,

Please list all doctor(s) or hospital(s) consulted for the injury and date of consultation

B B E WEBER(B/BIE)
Name of Doctor/Hospital Date of First Consultation (dd/ mm/ yy)

5. %&fH Claim for : OEAET Accidental Death CIsk A5 Permanent Disability OESME&EZ A Accidental Medical Expenses L EF4ETT 21558 Temporary Total Disability

HM{RBEE#} Other Insurance

BERBRARAN, EERANEMREAR ?40F, Fd: 0K\ mES)

Doyouhave otherinsurance coverage?Ifso, please state : No Yes

RN R LA HARIESE RERT REERAM (B/AIE)
Name of Insurer Type of Coverage Policy No. Policy Effective Date (dd/ mm/yy)
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I ERZR{EFXIE12 R Claim Payment Method

1

2.
3.

I/WE hereby request and authorize Assicurazioni Generali S. 12 A to pay benefit due in respect of this claim by (Please “~the appropriate box to indicate your choice):
B/BERERLELRRBERATAUTHRAX AR ERE (FLUVEHERE)

L Cheque (to be drawn in Hong Kong Dollar) 32 LUSTTIE (1508

I Autopay* to bank account (By HKD and only apply to claim amount not over HKD 20,000) B ByER*EiR{TF O (UATHER JEARRESE A 20,000 ET)
Please fill in Part below FEEZ U T &S

If the claim payment method “Autopay to bank account” is chosen,

a) please provide Insured/Insured Person/Eligible Person/Claimant’s bank account proof showing account holder name and account number (e.g. copy of bank book, ATM card or bank
statement etc).

b) For Insured/Insured Person/Eligible Person/Claimant who is an individual, only personal banking saving/current accounts will be accepted by Assicurazioni Generali S.p.A.

c) For Insured/Insured Person/Eligible Person/Claimant who is a corporate entity, only commercial banking saving/current accounts will be accepted by Assicurazioni Generali S.p.A.

d)  Assicurazioni Generali S.p.A will only pay/transfer Hong Kong Dollars to the designated bank account.

e) If the bank transfer payment is rejected, declined or unsuccessful, a cheque will be issued to Insured/Insured Person/Eligibl e Person/Claimant and posted to address stated on the
claim form instead without further notice.
If the claim payment amount is over HKD 20,000, a cheque will be issued to Insured/Insured Person/Eligible Person/Claimant and posted to the address stated on the claim form.

If the claim payments are settled in currencies other than the policy currency(ies), the payment amounts would be subject to change according to the prevailing exchange rate determined

by Assicurazioni Generali S.p.A from time to time. The fluctuation in exchange rates may have impact on the payment amounts. You are subject to exchange rate risks. Exchange rate

fluctuates from time to time. You may suffer a loss of your benefit values as a result of the exchange rate fluctuations.

Assicurazioni Generali S.p.A reserves the right to determine the claim payment method at its absolute discretion.

BN [BRERERTAO] AUBRRERE,

FRFRCHERRA/ZRN/GEEAL/REALLERRITROFHZEOER (NBTFEXEDESHFXRTABEILE),

BEN/ZRAN/GEBAL/REBALRBAARR, BRERERAE AEZEARITHE/XRFO,

BRN/ZRN/BEBANL/REALRAAER, SERRERAEREZAVRTHE/XEFO,

LERREARA RS/ BIRETEE Eﬁﬁﬁﬁﬁﬁﬁﬁ

ANIRITERBIERR R TR, Iﬁﬂauiﬁﬁ/tﬁ%&%)\/ ZRN/BEBAL/REANLTRREE LFHRENI MR B8,

ERESHBE 20 000 &7, REBUZERAFTFREN/ZRA/GEBRAL/REANLTNREE LATRAEMOMIL,

%Dﬁi%ggfﬂﬁ?‘ﬂ%ﬁ g%, é?%kﬁ"fﬁ‘ééi‘%%{%&ﬁﬁﬁ“TTH{@EE’JETﬁﬁEAWO EXCRBEHRETEBRTE, TRAAZEXRR, EXERRKKE), A7 RERZKBME

4|§ |
TERBERRDRBEN B TAELRERENTRAR

a
b
c
d
e
f

Bank Account Information $RfTE O & i}

Name of Bank $R1T&#

Full Name in English of Account Holder(s)

RITEORAANEZRE

Bank Account No.

RITEOSRES Bank Code [Branch Code Account No.
RITHR R DITHRE BFOSKE

2B % #5HEE Declaration & Authorization

E

HZRAES, MZHEARMI8HE, BERXAFHEEZAZEE, To be signed by Insured Person or parent of or guardian if insured Person is below 18 years old.)

L AAZLBERALR-UER, THESAARFHSE, HBERER SBASHAFECLE. FARREAERLRIENSEREESELERRELK,

2. AARE #r

I'hereby declare that all the statements to all questions above, whether or not written by my own hand are to the best of my knowledge and belief complete and true. | agree that any concealment or
misstatem n egards to amount or otherwise, in connectl nW|th thls claims may resultin rosecutlon and the Policy will b

R B e e e Rl WPl s \ b LB A2, A2, A% (B,
HTER, E nila\ if,\f@f%(ﬂa?‘ﬁw%ﬁa%ﬁ ﬁfﬁ%%éﬂ‘? 1%&%5&“7&%&%% RE, Fﬁf EESLEEERARTCERT, AALRSEEAZNEAT LS
SO 2 RS, MIEREE 2 BRI EA—RERERA,
I hereby authorize any doctor, hospital, pharmacy, insurance company, police station, employer, or other organization, who has records or knowledge of myself or the Insured, to release all information regarding
medical history, prognosis, treatment (including drug and alcohol abuse information), sick leave history, employment history, reasons of employment termination , earnings or benefit payable
under other insurance coverage to Assicurazioni Generali S.p.A. (hereafter referred to as ““the Company ””) or its authorized representative, In accordance with the provisions of the Personal Data (Privacy)
Ordinance of Hong Kong, by signing below, | consent that the personal information collected or held by the Company, whether contained in this application or otherwise obtained is provided and may be disclosedto
|nd|V|dugI§ or or anlzatlons wnhln oroutside Hongjl(on% aghotometnc copy ofthis Destination & Authorization will be valid as the original.

3, Bl %ﬁ(ﬁz BEREAERL 15
| hereby agreethata ocuments an recelptssubmlneg‘tot e Company will not be returned.

4 BN [ BEEDR, KA/ B RS EEEF“%&AHE’\T ( FFE J% 21 ) ?&Eﬁﬂ&‘;ﬁk{)\ﬁ R ( F?Z%BEJ ), ZIK,A/E%EEE ,@F B ERAEZER AN/ E
SRELERR —HIKEEEXEEHH’J@% NN 77, WEE, EH% FERE i‘?E’]{)\éﬂ N =3 %/H:E?E, AN BEECESERAMNTABEAL (a1
LﬁﬁE’]uﬁ) HERAREE, —JL/(&EQ’?éﬁﬂPﬁkﬁﬁﬁﬁﬁhﬂﬁfFﬂE’J@)\éﬂkﬁt’ﬁ@i"ﬁ%&, It)uufF E{%KM—HZ?EG;Z%EHE’W RUEE,  fEA. T;:%T‘ HE, BRREMSARELERE

&,
I/We acknowledge that I/we have been provided with a copy of the Personal Information Collection Statement (the ““ Statement ””) issued by Assicurazioni Generali S.p.A.( ““ Generali ””). I/We confirm
that I/we have read and understand the Statement. [/We agree that Generali may collect, use, store, disclose, transfer and otherwise process my/our personal data in accordance with the terms of the Statement.
I/We further confirm that I/we have obtained the express consent of the life insureds and my other relevant individuals (where applicable) for providing their personal data to Generali for the purpose statedinthe
Statementandforallowing Generalitocollect, use, store, disclose, transfer and otherwise process such personal datain accordance with the terms of statement

fBE I REFAEANENREE RHRAN/ REZEEAEE (WXRAKRTI8R)

Signature of policyholder Signature of Insured Person/ Parent or Guardian (if Insured person is below 18 years old)
HEHH &R0

Date of Signed Date of Signed
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FEIEMD - TREERE (WHLARRRACELELEER MERAHZRAEE. )

Part Il — Attending Doctor Statement (To be completed by the Insured Person's attending doctor at the Insured's cost.)

RABS EEGOERE Fiih
Full Name of Patient HK Identity Card No. () Age

25\ R ZEEE1E Details of Injury and Diagnosis

1E85B8(B/ AR/ &)
Date of Injury (dd/ mm/ yy

2. BRERR, BOARMMMELE?
According to the patient, under what circumstances was the patient injured?

GBLE( FRREGBURAGS. )
Diagnosis (Please locate and describe the injured area.)

IN

AERGHUELARRZREGR WEARBE? mE, FHil:
Did you notice of any visible signs of injury such as bruising or external wound at your examinations? If yes, please indicate:
024 No of Yes

EENMEZZEE - AERFHIER
Investigations, treatment, therapy and surgical procedures done:

[$2]

SARIER BH#(B B/ &)
Type of Treatment Given Date (dd/ mm/ yy)
6. MG MERSIBEAGRE? WA, Bl
Did injured area accompany with any complications? If yes, please indicate:
o0& No o0& Yes
7. FRGRRTHEEFRECREREMAME? mE, Hib:
Is the condition related to any previous injury or medical conditions? If yes, please indicate:
o0& No o0& Yes
8. RIMAAMLRBNEBRBFEE? WH FHRAEBZHE -
Did you recommend any sick leave to the patient? If yes, please state the period:
o0& No o0& Yes
9. R Lt RR R EEL T IERAR:
Please indicate if the medical condition and its subsequent
HAXMFEREFR. FERABEER
Congenital anomalies, infertility or sterilization o%& No o0& Yes
ZEFREYZE
Under the influence of drugs or alcohol o No of Yes
THE/RSERES TERBGERERTA
Self-inflicted injuries or suicidal attempt while sane or insane o? No o0& Yes
BERBEMEIRZHER
Pregnancy conditions or any related complications o& No o0& Yes
FriaR
Dental care 0% No o0& Yes
hE, ERSERER
Rest cure, rehabilitation, convalescence or extended care o? No o0& Yes
rEE R
Psychiatric problems o0& No o0& Yes
BAEE Bk BHH BEEM
Signature of Doctor Hospital ./ Clinic .~ Doctor Stamp
BEHPEE BEEAM(B. B &)
Doctor Name in Block Letter Date Signed (dd/ mm/ yy)

B BBHEE

Name of Hospital / Clinic

it
Hospital .~ Clinic Address
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WEE B N B IR

a) %ﬁ'F/E;JFE—:Hu URRBIRATEEBDT ( "ARE. ) ?%T#E‘EHAI%TFEE FREFBAA  BRA - ZFR2A - REAR / REMBRALNER ( TE
AERL ) - DEARSSETRARRE / IREERLRE - BRERAATRLER / ALHNREZ THRESE - &/ WEEB T RENETN
FRAEMEEK - EHMREF -

b) ETE2EREAALTREBAZRA - 28 - EE NRERBEAZR - TEERAATFEARE T RERRK / NERERARE - BEEBREAAT
BHER/ BALZHNREZTHNRESE - &/ WEEE MEENEORAERMER - EHIRER -

o BABEMCHRARU TR
) BB (EFRERRIRER ) &/ NELRBE / WARERLARBNSE  URZSERDRBOEQIN - ok - BF - B0 - BHKR / HEH; i)
ERRARNTRER / HLHNRE | i) BB ( BFEARNRRAE - 24 FENEE ) &/ WEREHAATRER / ALHNREZ THRESE ;
iv) WIERANRE - ITEAAE ; v) AEFPEWERER (WE) | v EEAATRLE / NLHFNREZ TEERBREE / NHEFRE ; vi) BRES
B EW - BEREMBNARNAEZFEN ; vil) EPKH% ( @EEARREZESHMIRF ) - #H - DIREMAEREE ; ix) Lﬁi-%ﬂﬁ%ﬁz% P X) &
SRR / IREERRRBHESER ; xi) BERAATR / AARTWAK AT ( BFEFRRAEENAT - 82T ABATANEELE (%%
BEASE TXEHEA TEMAS ., ) ) WRERE / AEMARERLRS | xi) B TSEABNER (W8 ) ARZT - EREHFRRE / SUEME
FERARY  MBETIETAURBASAAIUTERLRRSNERN ; xi) AR - AKLAS - HANRBRERENHE BEER - BUTEMIR /%
HitAEEEWBHMABEENE | xiv) BREMER - RA - R/ - R - 1551 ERS< - SRBRNEFNRTE - UMRERTR / NEBHATE
ZEFTHEOEMBRARTE  SBREARRIREBRER ; Rxv) BRE L (i) £ (xiv) EEBRNTUEMERE -

d BERATIFAENEAEREZZRE - EARIYRBYULE () RAPIWAREANTERS (FTHRESEFITHEREARZREI ) RUMEAER - Sk
AHEE TR/ BzEEAERIS ROETEMAERAL
) MANBINERZEQARATRMITH - Bl - Bl - IR #EH - BE - EAR / AEMRBEOREA - dNA - REBERT - KARRAT) - B R

/NS “_EEEi‘ﬁTﬂ {7 RITRERFAT - REREREE XM - 208 EBBHER/ _JZEﬂﬁﬂtﬁEﬁ%Ti DUERERZE ; i) HENRR
EREAME - K/ WEEHIAHEHORE ; |||) KRER [ BB ATHBIMISEN AT - LBRES%E | iv) RBEE@ERE - RA - R <FRI - 45
51 ERmS  ERBRANERIRE - URBEETNEOEMBEREZT - ARTK / Nk Sﬁﬁﬁgﬁﬁﬁﬁﬁﬁﬁﬁﬁ EWAL ; v) RIBEAATR

[/ BRBARBNRNNEMERZT - XATR / HAMATADERHERNEMEAR - BEEES - BUTSIFISEMEZTEERE ( 8B ERR 1%
B) Vi) RATNEFEEANTZEA ; Rvii) %ﬁK’\TE / NEB AT RBRERENAL -

e) AATUEMBREFENRRRHITABME R / WZSHEAHTHREFMNERENERNER - REETURREREARR -

f) 1RE (BAER (AR ) 1761)
) EAALIOEE | A) ERRATBEREHAEHER - AN - JIE—0N&EFER ; B) EXAATEEEATAERNEAER ; & C) EREREAT
MEAERBENESER - WoEENERA RSP EASRNER ;) Ki) K’Ajﬁ%?fﬁi@ﬁfﬂﬁ%ﬁ{l/\ SRR T GENER -

9) WHRERK / HHEBABERK / HREAFER KT ATIVNEENESERAAFEABRNESR - SANTABRLEER | BABRREEE - BRERBR
ABEBHT - FEBHEEELLFEW P O—EI2142

BiEE : AUCE (B ABRIBIRNE SR D R 2 T Tks - MU RA RS
Personal Information Collection Statement

a) Fromtimetotime, itis necessary for you to supply Assicurazioni Generali S.p.A., Hong Kong Branch (the “Company”) with data about yourself(ves), policyholder(s), life
insured(s), beneficiary(ies), claimant(s), and/ or other relevant individuals (the “Personal Data”) in connection with the provision of insurance and/ or related products
and services to you, the processing of claims under insurance policies issued and/ or arranged by the Company, and/ or the processing of any or all other requests,
enquiries and complaints from you.

b) Provision of the Personal Data to the Company by you s voluntary. However, failure to supply the Personal Data may resultin the Company being unable to provide
insurance and/ or related products and services to you, process claims under insurance policies issued and/ or arranged by the Company, and/ or process any or all
other requests, enquiries, or complaints from you.

c) The purposes for which the Personal Data may be used are as follows: i) processing (including, without limitation, underwriting) and/ or approving applications for
insurance and/ or related products and services, and any addition, alteration, variation, cancellation, renewal and/ or reinstatement of such products and services;
i) administering insurance policies issued and/ or arranged by the Company; iii) processing (including, but not limited to, investigating, analyzing, assessing and
adjudicating) and/ or settlement of claims under insurance policies issued and/ or arranged by the Company; iv) exercising rights of subrogation, if applicable; v)
collection of amounts outstanding (if any) from customers; vi) arranging coinsurance and/ or reinsurance in respect of the insurance policies issued and/ or arranged
by the Company; vii) communicating with customers via telephone, mail, e-mail, facsimile and other communication means; viii) customer services (including, but not
limited to, processing enquiries and complaints), marketing, and other related activities; ix) conducting data matching procedures; x) designing insurance and/ or related
products and services for customers’ use; xi) marketing insurance and/ or other related products and services of the Company and/ or its affiliated companies (which
includes, but are not limited to, its group companies, parent company, trust companies of the Company’s parent company (hereinafter such affiliated companies are
collectively referred to as the “Affiliated Companies”)); xii) direct marketing of insurance and/ or other related products and services subject to your prior prescribed
consent (if any), and you can exercise the right of opt-out by notifying the Company at any time; xiii) statistical or actuarial research of the Company, its Affiliated
Companies, relevantinsurance industry associations or federations, supervisory authority, government department and/ or other competent authority; xiv) complying
with the requirements under any laws, rules, regulations, codes, guidelines, court orders, compliance policies and procedures, and any other relevant requirements
which the Company and/ or its Affiliated Companies are expected to comply with, including, without limitation, making disclosures of the relevant information; and xv)
fulfilling any other purposes directly relating to (i) to (xiv) above.

d) The Personal Data held by the Company shall be kept confidential, but the Company may provide the Personal Data to the following parties (whether within or
outside the Hong Kong Special Administrative Region) for the purposes set out in paragraph (c) above, without prior notification to you and/ or any other relevant
individuals to whom the Personal Datais related: i) agents, intermediaries, claims investigation companies, coinsurance companies, reinsurance companies, third party
service providers, banks and credit-card companies, health and medical organizations, professional advisers, contractors, business partners, and/ or any other relevant
parties, as appropriate, who provide administrative, telecommunication, computer, payment, marketing, investigation, advisory and/ or other services to the Company
in connection with the operation of its business; ii) relevant insurance industry associations or federations, and/ or members of such industry associations or federations;
iii) overseas locations or branches, as appropriate, of the Company and/ or its Affiliated Companies; iv) persons to whom the Company and/ or its Affiliated
Companies are under an obligation to make disclosure under the requirements of any laws, rules, regulations, codes, guidelines, court orders, compliance policies
and procedures, and any other relevant requirements which the Company and/ or its Affiliated Companies are expected to comply with; v) any court, supervisory
authority, government department or other competent authority (including, without limitation, tax authority) under any laws binding onthe Company and/ or its Affiliated
Companies; vi) lawful successors or assigns of the Company; and vii) persons who owe a duty of confidentiality to the Company and/ or its Affiliated Companies.

e) The Company may verify any or all of the Personal Data by using information collected and released or transferred by relevant insurance industry associations or
federations, and/ or members of such industry associations or federations.

f) Inaccordance with the Personal Data (Privacy) Ordinance: i) any individual has the right to: A) check whether the Company holds data about him/ her and, if so, obtain
a copy of such data; B) require the Company to correct any data relating to him/ her that is inaccurate; and C) ascertain the Company’s policies and practices in
relation to data and to be informed of the kind of data held by the Company; and ii) the Company has the right to charge a reasonable fee for the processing of any
data accessrequest.

g) The person to whom requests for access to data and/ or correction of data and/ or for information regarding policies and practices and kinds of data held are to be
addressed as follows: Personal Data Protection Officer, Assicurazioni Generali S.p.A., Hong Kong Branch, 21/F, Cityplaza One, 1111 King’s Road, Taikoo Shing,
Hong Kong.

Note: In case of discrepancies between the English and Chinese versions of this Personal Information Collection Statement, the English version shall prevail.
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AXA China Region Insurance Company (Bermuda) Limited
iy AXA General Insurance Hong Kong Limited
A K421 5/F, AXA Southside, 38 Wong Chuk Hang Road,

Wong Chuk Hang, Hong Kong
LR (BFE) AIRAR
THIRD PARTY LIABILITY CLAIM FORM REFRERAR

EBERMTMEINE

— ==

BF=HRERER 38 RERBES 1B

Claim procedure: please (1) Complete this form, (2) Prepare the relevant documents listed on Q& (852) 2523 3061
page 4,and (3) Email them to home.claims@axa.com.hk / liability.claims@axa.com.hk home.claims@axa.com.hk

RESH  (VERREE > (QIREEEAX (F2NBE)  BBE - www.axa.com.hk

home.claims@axa.com.hk / liability.claims@axa.com.hk

1. INSURED PERSON/POLICYHOLDER INFORMATION Z{RA {REIFHAEZEH

Name of the Insured Person/Policyholder Policy No.
RIERN/REFEAMEZ {REBSRAS
Mobile No. Email
FHSRAS B
Correspondence Address

@tk

2. DESCRIPTION OF ACCIDENT ¥4£ = 9b 2 5%15

Date (DD/MM/YYYY) Time Location
BER (B/B/%) BF Bk
Describe of the incident

B

Was accident due to want of care
upon part of injured person?

BONEMZRERTHRBEZRZ
FRE 2

If so, how?

ER MEEE?

Whose negligence caused the

accident?

MEAZRZMmS |IHNEIIzEE

What right did the injured party have
on the premises?

RGETEERINZ R FHER 2

Name Address Nature and extent of injuries

e ik REZHEREE

PERSONS
INJURED
RGERER

3. WITNESS DETAILS A E§

Name Address Mobile No.
"3 thit FHESRES

AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General Insurance Hong Kong Limited (“AXA”/“The Clgl)‘rlnpany”)
ZRAR (BRE) BRAE (NERETMRINTRAR) ZRFREERAT (‘AXA £/« &AT))
5/F, AXA Southside, 38 Wong Chuk Hang Road, Wong Chuk Hang, Hong Kong & HBEITINEITINIE 38 SR EREE 518 Page H 1/4

C-CF-LPX-1020



4. DAMAGED TO PROPERTY OF OTHERS 8= 8 =& 2 B4/
Name, address of Owner and kind of property

Y2 ANtk e B E R

Nature and extent of damage

HEZHEREE

Estimated cost of repair (HKD)

fEsHEEERET

5. DETAILS OF POLICE REPORT E&iR&EH K
Have the police or other authorities been informed?

ETEERESHHEMEBREREER ?

If "Yes", please state name of the police station or authority and reference number L ves2 Ll No &
M2 sAIER EEEINIREIE
Name of Police Station/Authority ZE &1 Reference Number ¥R 225505

6. CLAIM PAYMENT METHOD WENZ{E=IBIRT

1. If the claim payment method “Autopay to bank account” is chosen,
a) please provide Insured/Insured Person/Eligible Person/Claimant’s bank account proof showing account holder name and account number
(e.g. copy of bank book, ATM card or bank statement etc).
b)  ForlInsured/Insured Person/Eligible Person/Claimant who is an individual, only personal banking saving/current accounts will be accepted by
AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General Insurance Hong Kong
Limited (“AXA”).
c)  Forlnsured/Insured Person/Eligible Person/Claimant who is a corporate entity, only commercial banking saving/current accounts will be
accepted by AXA.
d) AXAwill only pay/transfer Hong Kong Dollars to the designated bank account.
e) Ifthebank transfer payment is rejected, declined or unsuccessful, a cheque will be issued to Insured/Insured Person/Eligible
Person/Claimant and posted to address stated on the claim form instead without further notice.
2. If the claim payments are settled in currencies other than the policy currency(ies), the payment amounts would be subject to change according to
the prevailing exchange rate determined by AXA from time to time. The fluctuation in exchange rates may have impact on the payment amounts.
You are subject to exchange rate risks. Exchange rate fluctuates from time to time. You may suffer a loss of your benefit values as a result of the
exchange rate fluctuations.
3. AXAreserves the right to determine the claim payment method at its absolute discretion.
1 REEN TEEERERITAO) AREIREERE
a) fgﬂ%}%i‘&ﬂﬁ?ﬂ%)\/ RRAABERAL REALTEZERBITEOREZA OER BITEEXEHESK FRIBTHALEER
) o
b) BEAZERAEGEBATL REATREAZRS > ZBAR (BRE BRAR RNEREIMRINERRR) ZERFREERA
8l ( TAXA %28 ) RIEREARGTHE XERO -
o BRATZEANEGEBAL REALRRATER A RZERBSARRITHE XEFO-
d)  AXA BRI ERBITIEENRITRE o
e) ﬁﬂiﬁ?ﬁ%ﬁﬁ%&ﬁ%@iﬁ?\ﬁ}zm ) RIERUEERATFREASZRAEEEAL REALHRES LAHRHtLL - MBARRT
A o
2. MREFRENERFZREEN » ZRIEIEER AXA ZETREENERMNE - EXZRETHRENEBRLE - CRAREXRE
B o EXREREIRE) » MR SERER 2 KBMIE LI PHFIEEE -
3. AXA ZEREREFBITREEZERENAASR
I/WE hereby request and authorize AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General
Insurance Hong Kong Limited to pay benefit due in respect of this claim by (Please “~” the appropriate box to indicate your choice):
B/ BMAELEREFRLZEAR ERBERAS RERETMRINERAT) ZEFREERATRUTARZMARERIE B Ed
B -
|:|Cheque (to be drawn in Hong Kong Dollar) &5 & (LB cat B (1 50IE)
|:|Cheque (To be drawn in Policy Currency which is non-Hong Kong Dollar) s = (W JEB TR E S E L A IE)
DAutopay* to bank account (By HKD)
BEhER EIR1TE O (B TTAEHE) * Pleasefillin Part below :EIHZ LA TER5Y
Bank Account Information $R{ITA &
Name of Bank
R1THM
Full Name in English of

Account Holder(s)

RITA DA ARNRHE

Bank Account No.

$R1TR OSRHS

Bank Code Branch Code Account No.

SRITHRSR DITHRSR R OISR

AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General Insurance Hong Kong Limited (“AXA”/“The Clgl)gnpany”)
ZRAR (BRE) BRAE (NERETMRINTRAR) ZRFREERAT (‘AXA £/« &AT))
5/F, AXA Southside, 38 Wong Chuk Hang Road, Wong Chuk Hang, Hong Kong & HBEITINEITINIE 38 SR EREE 518 Page H 2/4



7. PERSONAL INFORMATION COLLECTION STATEMENT W& B A B 15388

AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General Insurance Hong Kong Limited (referred to hereinafter
as the “Company”) recognises its responsibilities in relation to the collection, holding, processing, use and/or transfer of personal data under the Personal Data (Privacy)
Ordinance (Cap. 486) (“PDPO”). Personal data will be collected only for lawful and relevant purposes and all practicable steps will be taken to ensure that personal data held
by the Company is accurate. The Company will take all practicable steps to ensure security of the personal data and to avoid unauthorised or accidental access, erasure or
other use.

Please note that if you do not provide us with your personal data, we may not be able to provide the information, products or services you need or process your request.

Purpose: From time to time it is necessary for the Company to collect your personal data (including credit information and claims history) which may be used, stored,
processed, transferred, disclosed or shared by us for purposes (“Purposes”), including:

1. offering, providing and marketing to you the products/services of the Company, other companies of the AXA Group (“our affiliates”) or our business partners, and
administering, maintaining, managing and operating such products/services; 2. processing and evaluating any applications or requests made by you for
products/services offered by the Company and our affiliates; 3. providing subsequent services to you, including but not limited to administering the policies issued; 4.
any purposes in connection with any claims made by or against or otherwise involving you in respect of any products/services provided by the Company and/or our
affiliates, including investigation of claims; 5. detecting and preventing fraud (whether or not relating to the products/services provided by the Company and/or our
affiliates); 6. evaluating your financial needs; 7. designing products/services for customers; 8. conducting market research for statistical or other purposes; 9. matching
any data held which relates to you from time to time for any of the purposes listed herein; 10. making disclosure as required by any applicable law, rules, regulations,
codes of practice or guidelines or to assist in law enforcement purposes, investigations by police or other government or regulatory authorities in Hong Kong or
elsewhere; 11. conducting identity and/or credit checks and/or debt collection; 12. complying with the laws of any applicable jurisdiction; 13. carrying out other services
in connection with the operation of the Company’s business; and 14. other purposes directly relating to any of the above.

Transfer of personal data: Personal data will be kept confidential but, subject to the provisions of any applicable law, may be provided to:

1. any of our affiliates, any person associated with the Company, any reinsurance company, claims investigation company, your broker, industry association or federation,
fund management company or financial institution in Hong Kong or elsewhere and in this regard you consent to the transfer of your data outside of Hong Kong; 2. any
person (including private investigators) in connection with any claims made by or against or otherwise involving you in respect of any products/services provided by the
Company and/or our affiliates; 3. any agent, contractor or third party who provides administrative, technology or other services to the Company and/or our affiliates in
Hong Kong or elsewhere and who has a duty of confidentiality to the same; 4. credit reference agencies or, in the event of default, debt collection agencies; 5. any actual
or proposed assignee, transferee, participant or sub-participant of our rights or business; 6. any government department or other appropriate governmental or
regulatory authority in Hong Kong or elsewhere; and 7. the following persons who may collect and use the data only as reasonably necessary to carry out any of the
purposes described in paragraphs nos. 2, 3,4 and 5 of the Purposes specified above: insurance adjusters, agents and brokers, employers, health care professionals,
hospitals, accountants, financial advisors, solicitors, organisations that consolidate claims and underwriting information for the insurance industry, fraud prevention
organisations, other insurance companies (whether directly or through fraud prevention organisation or other persons named in this paragraph), the police and
databases or registers (and their operators) used by the insurance industry to analyse and check data provided against existing data.

Transfer of your personal data will only be made for one or more of the Purposes specified above.

Access and correction of personal data: Under the PDPO, you have the right to ascertain whether the Company holds your personal data, to obtain a copy of the data, and
to correct any data that is inaccurate. You may also request the Company to inform you of the type of personal data held by it.

Requests for access and correction or for information regarding policies and practices and kinds of data held by the Company should be addressed in writing to:
Data Privacy Officer
AXA General Insurance Hong Kong Limited
5/F, AXA Southside, 38 Wong Chuk Hang Road, Wong Chuk Hang, Hong Kong
A reasonable fee may be charged to offset the Company’s administrative and actual costs incurred in complying with your data access requests.
ZRABARAR Z&FRR (BRE) ARAE (FTHAXAF") PHEHEM (BABER (FAR) F61) (FBE6IFE 486 F) (“BKEP) WE -5 B2 &8
M/ HBBEABRFEENET - AAREFASENERNENKEBAER » WHRR—IERTHS R » BESABFHEABERNERY o ZAFRHR
R—I RTINS R > REEAZRNZ2Y > REEEERCEENERZIINTEBIRS « MRS TEREAERNER
BEEAR » MRETARRAAEREE THEAER » BT ARHETAENER - ERIRT > IBEZRER THENX -
BN ! ZATFHESBERER THEASR SFERERMNTRRRLHE) > TR TFISEEN (AREN) MUEARER - 76 « B2 - 8% - SN
HEZZBAER
1. METHEN  BRHANEHAAT - TREBNEMAT] (‘“LEBAET) AR BDNEESERHZER IR - URIRM « 45 - EREMIRMEZEER RS ; 2.
BEMMEE TMAAB RZEMB AR ZER RBRENEFPFHER ; 3. mE TRERERT - SEERRRNT EEEHHNRE ; 4. EpE
AT, L BN SR HAEAE R, AR R T ot E TR EMEE Bt RE TNERAREERNEMEN > SIERERE ; 5. EAMBLETRETA
(EmETEMBRAR R NLEMB S RMNER REER) ;6. SMEETHMBER ;7. AaRPRFER RS ; 8. ARTHEMBETIIHHE ; 9
R ARTRAT T BER B (OB A NER TARNERER ; 10 (REEMBEREE ~ KA~ 16 - EHTFRIRISS I FMERNIREH BB ETBREHBIU
SMNELAthIt 75 B S SR T S EE BB HUE RO TIRE 5 11 BT B0 REAREN REFENK ; 12. ETFEMNBERNEEAEEENER ; 13. HREAR
FIEBCERMNEMERT 5 K 14. B ERERMBNEZRERNEMBEN o
BABRNER : BABRTURE - EEETERNBEREREXHAIRT » AIRMEA
1 IR EBEEBUIME hith A B ER 2R ~ A RBTNEEERBA L - ERERKRAT - REFEAE - B TZRELL ~ TEREIHE - E2BEAT
WERMEAE 0 URHIEAETS - B TRSERETHNENERESBIRSN ; 2. ARAATN NEBEHARENEFNER REMAB THHHEEBTRHENR
EHMS RETHNERAREAARNEAA L EERRER) ; 3. TEBREBLMNEMM S RARE M,/ o2 BREH SR ETE > R EMRES T HEARR
BEREEFNEARE  REFAFE =S ; 4 CEEREEDY (FHRENERNBERT) BFXRAT ; 5. ZARNENHEFNEIAERARBNAEA
TES  SREFRBEE ;| 6. EEBUTELUINEMM SN ERNBATIHMI R EMBEE VB NEER ; &k 7. AR AERERTEMN LABRBMNEE 2,3, 4
B 5 ZERT > UTFAL RBEEA - RBNLRE -« BE - BEEEAL - Bit - G160 - MFEER « 260 « B RBRERFARRERAES - HEGEE
@~ HiRIRAT (FREEEN > SIRBBHIGHISIARPHEINHEMAL) ¥R IRRERREERMEFMRHNEREE SR ENEIRER
T (RHEEE) -
B THEABREES EXPREN—EN S EH B NmRES o
BABERNERMEIE : REFG > BTARTHEAARRETRHARTHEAER » BERZERNEIE » UAEEERAFERNER - BT ETUBREATEAN
BT RATFFEAERRESE o
EHMEENER > IEMEIRECK « BREAATMFNERNBENER  YRUEAFRARRE
EBEMINEITINE 38 SRRBE 5 18
ZRRBRARAT
EABRREEE
FATAAEEMETRRAENER » JURHAATARITE THWENSRERMS IRHNITENERER -

AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General Insurance Hong Kong Limited (“AXA”/“The Cl%npany”)
ZRAR (BRE) BRAE (NERETMRINTRAR) ZRFREERAT (‘AXA £/« &AT))
5/F, AXA Southside, 38 Wong Chuk Hang Road, Wong Chuk Hang, Hong Kong & HBEITINEITINIE 38 SR EREE 518 Page H 3/4



8. DECLARATION AND AUTHORISATION E§BA R %1

1. |/WEHEREBY DECLARE AND AGREE that (1) all statements and answers to all questions whether or not written by my/our own hand are to the best
of my/our knowledge and belief complete and true; (2) AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with
limited liability)/AXA General Insurance Hong Kong Limited (the “Company”) is not bound by and is not required to rely on any statement which
|/We may have made to any person if not written or printed here.

2. |/WE, HEREBY AUTHORIZE (1) any employer, medical practitioner, paramedical examiners, hospital, clinic, insurance company, bank, financial
institution, police, government institution, or other organization, institution or person, that has any records or knowledge of me/us to disclose
such information to the Company; (2) the Company or any of its appointed medical examiners, paramedical examiners or laboratories to perform
the necessary medical assessments and tests to evaluate in relation to this claim. This authorization shall bind the successors of and remains valid
notwithstanding death or incapacity. A photocopy of this authorization shall be as valid as the original.

3. I/WE ACKNOWLEDGE AND CONFIRM that I/we have read and understood the Personal Information Collection Statement (“PICS”). I/We confirm
that I/we have been advised to read carefully the PICS, and I/we have read it carefully its effect and impact in respect of my/our personal data
collected or held by the Company (whether contained in this application or otherwise). Based on the foregoing, |/we hereby give my/our
acknowledgement and agree to the use and transfer of my/our personal data by the Company in accordance with the PICS.

1 BA/EPEELEEBERAR Q) LE—TIRAREENAEER » FaEhaA KPR FAE » AN HFFREAE > 54582

B ) A/ HRMEERAPMEHNERNEER » LB EILRFES HER MY » BRI (BREBRAE (WEREZMAKIL
HWERAR) ZRFREERAE( TERE) ) FAZHAR -

2. BABRMEEE()EAEE « ZMEER - BEAR Bt 22 - RIBRATE ~ IR17 ~ MBS « R - BUTHIE « REMAES » 1#8
AL~ RFESFERERA RKPIZLHRE » HARZEERERAERT ; (2) BREREAHEHEEZBESCEEPN > BIRILEEES
BEAAN S BMETRZBETERARE  FABREAN HAZRE o ILEEHEA BAZEEARBORS ; BERA KA
M EITAENE  IHRRMNERS] - RSN AR ERITFERIENS

3. FAHMARREA - RMAEHELFARREBABERNER (REE) o FA RMAEISAHOBHBNAAHFEFERE

(ZERR) > MAEA/ HRFSHEREE (ZEH) HEAFAMBESREZAA  BRANEAERNEZ (TR T IIREMERTE EtiE
EFREXAS) o BRI » AAA BFFSILEZSEFESAFIRE (ZBH) CARESEA RFANEAZR o

Signature of Insured Person/Claimant Or Signature of Policyholder (if claimant in under 18 years old) Date (DD/MM/YYYY)
WRN/RZEABEBRERFEARE (MEEAKRNLSE 5R) BER (R/A/5F)

9. DOCUMENT CHECKLIST FREEX{$455|
Below is a list of documents required to proceed with your claim. In certain circumstances, more information may be required to
substantiate the claim. IR THIXH o ZAT B A AERERIERERE—D X455 » URIEREFRS ©
Documents Required (Please v' against the documents you have submitted)
FREXH (55 EFRIRZHIXHF)
[] completed Claim Form &%

[l Acopy of the internal incident report from building management. If possible, please also detail any
remedial action taken after the incident

HEREZEHNANBBINERRS
Basic for all types [] Photos showing the scene of the accident and extent of third party property damaged and/or
FrE REFRIME AR bodily injury, if possible
BIMASGH B =EERNERMAZEENRA
[C1 Any third party correspondence, summons or writs. Please note that any such correspondence
should be forwarded to us immediately unanswered.

BZHBHIXM B 0 FAERBE = EEH 2 XM @RI R IRIAE TR

10. TRACK YOUR CLAIM STATUS T fRIGHYR{EIERE

Once your claim is registered, you will be updated through Email. If you have any query on your claim, please reach us at

ERMBBICHRERS  CREREIEFHGTHEREEREER - MREHECHREBEMERE - BHERM

% (852) 2523 3061 ;} www.axa.com.hk (Claims Section) | home.claims@axa.com.hk
AXA is committed to making your Third Party Liability insurance claim process as easy and stress-free as possible. Thank you for insuring with us. We are
always glad to be of service.

BENETHNE=E B RRFEBREERGE o BATERERER - BIRSHE 3 ERE
Important notes - EEEIH

1. If you receive any communications in any way connected with the accident. Please forward them UNANSWERED to the company IMMEDIDATELY.
MEA TR BRI IR EMN— IR M > FRUEIE L TENRRAAT] » BRI o
2. Send all Summons Letters of Prosecution immediately upon receipt. Please do not answer by yourself.

WENMEAIE S S RFIUNERZAAT > FEMBEE o

AXA China Region Insurance Company (Bermuda) Limited (Incorporated in Bermuda with limited liability)/AXA General Insurance Hong Kong Limited (“AXA”/“The Clgl);npany”)
ZRAR (BRE) BRAE (NERETMRINTRAR) ZRFREERAT (‘AXA £/« &AT))
5/F, AXA Southside, 38 Wong Chuk Hang Road, Wong Chuk Hang, Hong Kong & HBEITINEITINIE 38 SR EREE 518 Page H 4/4



Appendix 36

Use of the HKIE Logo by Divisions/Committees Co-
organising/Supporting an Activity

When a number of Divisions/Committees are co-organising an activity at the divisional
level or co-organising/supporting an event involving an external party, the normal
practice of use of logo is to display the name and logo of each of Divisions/Committees
involved in the event. In some special cases if Divisions/ Committees wish to use the
HKIE logo (instead of logos of individual Divisions/ Committees involved), this
guideline is to be observed.

l. When three or more Divisions/Committees are involved

When three or more Divisions/Committees wish to use the HKIE logo for either (a) co-
organising/ supporting an activity involving an external party; or (b) co-organising an
activity at the divisional level, the Divisions/Committees should first assess the event
concerned with reference to the following parameters:

Event

o objectives of the event should be in line with the vision and mission of the HKIE

o no commercial value

o high quality event

o high subject relevance

o scale (substantial number of participants taking part)

o learned society activities for knowledge exchange is preferred instead of social

events
o positive impact to the image of the HKIE

Obligation of the HKIE (and the Divisions/Committees)

o no financial commitment and/or cost implication for the HKIE

o suitable role and acceptable obligations for the HKIE and its Divisions/Committees
as one of the co-organisers/supporters

The Organisers, Co-organisers and other Participating Parties

o involvement of political parties or pressure groups in the event is not preferred

o the organisers/co-organisers and other participating parties are of good reputation

o the organisers/co-organisers and other participating parties are of comparable status
to that of the HKIE

If the conditions are satisfied, Divisions/Committees should inform the Learned Society
Board (LSB) via the Secretariat of their decision to use the HKIE logo in the event by
sending a duly completed Declaration Form (attached) to learned@hkie.org.hk for record.
The Secretariat will provide the Divisions/Committees with a set of HKIE logo and
guidelines for use and reference.
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1. When not more than two Divisions/Committees are involved

Divisions/Committees shall follow the guideline listed below:

Number of Divisions/
Committees involved

Co-organising an activity
at divisional level or
with an external party

Supporting an activity at
divisional level or organised
by external party

Two Considered by the LSB on | Considered by the LSB on a
a case-hy-case basis® case-by-case basis*
One Considered by the LSB* | Not applicable

on a case-by-case basis

* Divisions/Committees should make their request in writing by sending an email
together with a duly completed Declaration Form (attached) to the Secretariat at
learned@hkie.org.hk after assessing the event concerned with reference to the

aforementioned parameters and considering the conditions to be satisfied.

The

Secretariat, in gathering all the necessary information, will circulate the request to
members of the LSB for consideration on a case-by-case basis. The circulation process

would normally take not mor

Note

e than two weeks.

In any case when the HKIE logo is used, the logo(s) of Division(s)/Committee(s) shall

not be displayed in the event.

The HKIE Secretariat
September 2019
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To:  Learned Society Board

USE OF HKIE LOGO BY DIVISIONS/COMMITTEES
CO-ORGANISING/ SUPPORTING AN ACTIVITY

DECLARATION FORM

* Please delete as appropriate

The [List all Division(s)/Committee(s) involved] *Division(s)/Committee(s)
wish(es) to use the HKIE logo for *co-organising/supporting the following activity:

Title:

Date, Time and Venue:

Organiser(s):

Co-organiser(s):

Brief Descriptions of the
Activity (Please attach a
copy of leaflet, programme
etc. if available):

On behalf of the [List all Division(s)/Committee(s) involved] *Division(s)/Committee(s),
*1/we hereby confirm that *I/we have assessed the activity concerned against the parameters set out in
the guideline on “Use of the HKIE Logo by Divisions/Committees Co-organising/Supporting an
Activity”, and declare that the activity has met all specified conditions.

In this regard, please be informed that *I/we:

[] have made a decision to use the HKIE logo in the activity.

[1 request the Board’s approval to use the HKIE logo in the activity.
(Please put a tick in an appropriate box above)

Signed by

Division/Committee Name of Chairman Signature
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Appendix 37

NOTES FOR VISA APPLICATION FOR NON-LOCAL SPEAKERS COMING
TO HONG KONG TO DELIVER SPEECHES/ PRESENTATIONS

Initiatives to Enhance Travel Convenience for Visitors

The Immigration Department has kept the visa control system and assessment
procedures under constant review. New measures will be implemented as and when
necessary to enhance the travel convenience for tourists and business visitors. The
Government's existing immigration facilitation for non-local speakers has been further
relaxed. With effect from 1 June 2022, non-local speakers across the board are allowed to
deliver speeches/presentations without the need to apply for an employment visa/entry
permit for 14 consecutive days (up from seven days) upon each arrival, and the cap on the
number of events has been removed. However, the condition that they should not be
remunerated (other than expenses in respect of the provision of accommodation, passage,
meals, etc. relating to the event) remain unchanged.

Persons who require a visa/entry permit to visit Hong Kong may also benefit from the
Pilot Scheme and facilitation for non-local speakers (i.e. they need not apply for an
employment visa/entry permit separately), but they still need to apply for a visit visa/entry
permit.

All persons are subject to applicable immigration control for visiting Hong Kong,
including examination upon arrival in accordance with the applicable laws, policies and
practices.

Pilot Scheme on Immigration Facilitation for Visitors Participating in Short-term
Activities in Designated Sectors (Pilot Scheme for STV)

Purpose
The “Immigration Facilitation Scheme for Visitors Participating in Short-term

Activities in Designated Sectors” (“the STV Scheme”) is implemented with effect from 1
June 2024. It aims to provide immigration facilitation to visitors invited/sponsored by
authorised host organisations (“eligible visitors”) for undertaking specified short-term
activities which are beneficial to the Hong Kong Special Administrative Region
(“HKSAR”).

General

Regulation 2(1) of the Immigration Regulations (Chapter 115A), Laws of Hong Kong,
stipulates that permission given to a person to land in Hong Kong as a visitor shall be
subject to the following conditions of stay:

(a) he shall not take any employment, whether paid or unpaid;

(b) he shall not establish or join in any business; and

(c) he shall not become a student at a school, university or other educational
institution.

Any person who contravenes a condition of stay in force in respect of him shall be
guilty of an offence and shall be liable on conviction to a maximum fine of HK$50,000
and to imprisonment for 2 years under section 41 of the Immigration Ordinance (Chapter
115), Laws of Hong Kong.
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The Facilitation under the STV Scheme

Under the STV Scheme, eligible visitors will not need to apply for an employment
visa / entry permit to undertake the specified short-term activities in the HKSAR. The
duration of participation in the specified short-term activities is up to 14 consecutive
calendar days, counting from the day when the eligible visitors start to participate in such
activities, for each period of permitted stay as visitor (i.e. upon each arrival in the
HKSAR). There is no cap on the number of designated short-term activities the eligible
visitors may participate in during that 14-day period.

Specified Short-term Activities in 12 Designated Sectors

The STV Scheme covers 12 sectors as supported by the relevant government
bureaux/departments. The target beneficiaries to be invited are either talent in shortage or
that their participation in the short-term activities concerned is conducive to achieving
certain policy objectives. The following 12 sectors will be covered:

Medical and healthcare

Higher education

Arts and culture

Sports

Heritage

Creative industries

Innovation and technology

The Hong Kong Laureate Forum
Aviation

10. International/mega events

11. Finance

12. Development and Construction*®

e e A o e

(*Note: HKIE is one of the professional organisations that are permitted to engaged non-
local professionals for the permitted activities, the Construction Industry Council (CIC)
and Development Bureau (DEVB) would be the authorities to confirm that the
organisations” applications for the activities serves to benefit the construction industry. In
consulting CIC and DEVB, professional organisations should set out their assessment on
the need for the expert advice/service and the benefit to be brought to the industry to
confirm the justifications of their applications.)

Other Authorised Host Organisations and Scope of Facilitation

The list of authorised host organisations and the scope of facilitation under the STV
Scheme as endorsed by the relevant bureaux/departments can be found at the following
website:  https:/www.immd.gov.hk/pdf/stv_scope_of facilitation(e).pdf. The list of
authorised host organisations and the scope of facilitation may be subject to change from
time to time.

Invitation Letter

Eligible visitors should be endorsed by the authorised host organisations by way of
invitation letters. The scope of the specified short-term activities and the roles of the
eligible visitors as specified in the invitation letters must be strictly adhered to.
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Applicability and Entry Arrangements for Eligible Visitors
The STV Scheme is applicable to eligible visitors, including:

(1) nationals of countries who may visit the HKSAR visa-free (“visa-free nationals™);
(i)  persons who require a visa / entry permit to enter the HKSAR for visit; and
(111) Mainland, Macao and Taiwan residents.

The list of foreign nationals who may visit the HKSAR visa-free and the respective visa-
free period can be found at the following website:
https://www.immd.gov.hk/eng/services/visas/visit-transit/visit-visa-entry-permit.html.  If
the eligible visitors are not visa-free nationals, they must obtain visit visas/entry permits
before coming to the HKSAR. For eligible visitors who are Mainland, Macao and Taiwan
residents, the prevailing entry arrangements for visiting the HKSAR for these residents
will continue to apply. If the eligible visitors are Mainland residents, they are required to
apply for travel documents and exit endorsements corresponding to their nature of coming
to Hong Kong from the relevant Mainland authorities in accordance with the prevailing
requirements. The invitation letters are not approval documents for them to enter Hong
Kong and are not supporting documents for their applications for relevant travel
documents and exit endorsements from the Mainland authorities.

Important Notice
For the avoidance of doubt, the invitation letters issued by host organisations are:

(1) NOT guarantee that the eligible visitors’ applications for visit visa / entry permit
(if applicable) will be approved. If the eligible visitors are Mainland residents, they
are required to apply for travel documents and exit endorsements corresponding to
their nature of coming to Hong Kong from the relevant Mainland authorities in
accordance with the prevailing requirements. The invitation letters are NOT
approval documents for them to enter Hong Kong and are NOT supporting
documents for their applications for relevant travel documents and exit
endorsements from the Mainland authorities;

(11) NOT “visa / entry permit letters” issued by the Immigration Department for
entering the HKSAR. See (i) above; and

(111) NOT guarantee that the eligible visitors will be granted permission to land in the
HKSAR. All eligible visitors will be subject to immigration examination upon
arrival in the HKSAR. They should meet the eligibility criteria for entry for visit
and normal immigration requirements.

(iv) Eligible visitors who intend to take employment / participate in activities beyond
the scope of the STV Scheme, establish or join in any business, or take up studies
in the HKSAR should apply for appropriate visas / entry permits from the
Immigration Department. In accordance with the Immigration Ordinance (Cap.
115), persons who have breached the conditions of stay are liable to prosecution
and removal from the HKSAR.

Enquiries

For more information on the Pilot Scheme, please visit Immigration Department 's
website (www.immd.gov.hk/eng/services/visas/stv.html). For further enquiries on the
facilitation for designated sectors, please contact the relevant bureaux/departments.
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Entry for Employment as Professionals in Hong Kong

For scenarios not meeting the requirements of the STV Scheme, a non-local speaker

may be required to apply for Entry for Employment as Professionals in Hong Kong.
Application forms and guidebooks could be downloaded at the website of the Immigration
Department at the following links:

Form No Form Title

ID 990A \Application for Entry for Employment as Professionals in Hong Kong

(to be completed by the applicant)
http://www.immd.gov.hk/eng/forms/forms/1d990a.html

1D 990B Application for Employing Professionals in Hong Kong

(to be completed by the employing company)
http://www.immd.gov.hk/eng/forms/forms/id990b.html

ID(C) 991 Guidebook for Entry for Employment as Professionals in Hong Kong -

Chinese version
http://www.immd.gov.hk/eng/forms/forms/id-c-991.html

ID(E) 991 Guidebook for Entry for Employment as Professionals in Hong Kong -

English version
http://www.immd.gov.hk/eng/forms/forms/id-e-991.html

Please refer to the Guidebook for detailed application procedures. Completed form ID

990B should be submitted together with the following supporting documents:

Forms and Documents to be Submitted by Employing Company:

Application for Employment Professionals in Hong Kong (ID 990B)

Photocopy of the company’s employment contract with or letter of appointment to the
applicant containing information about post, salary, other fringe benefits and
employment period. (e.g. invitation letter to the speaker)

Photocopy of the Business Registration Certificate* (e.g. Photocopy of HKIE
Constitution)

Photocopy of proof of financial standing (e.g. latest audited financial report, trading
profit and loss account, or profit tax return)* (e.g. Photocopy of the Statement of
Financial Position stated in the Annual Report for the HKIE)

Documents with details of company background such as business activities, mode of
operation, background/connection of company, product ranges, sources and markets,
membership of chamber of commerce (if any), etc. (supported with catalogues,
brochure, etc.)* (e.g. A copy of Report of Activities and Annual Report for the HKIE)
Detailed business plan (e.g. information on source of funds, estimated capital
injection, nature/mode of business activities, expected turnover, sales volume, gross
and net profit in the coming years, and proposed creation of local job posts, etc.) [for
companies newly set up within 12 months only]*

(*Submission is not required if the employing company has successfully obtained an
employment or training visa/entry permit for a non-local staff in the past 24 months
immediately before submission of the application.)
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Enquiries

For more information about the entry arrangements for employment as professionals
in Hong Kong, please visit the Immigration Department 's website at: www.immd.gov.hk.
Enquiries could be made by email to enquiry@immd.gov.hk, by hotline at 2824 6111 or
by fax at 2877 7711. Immigration Department will advise on the visa requirement, having
regard to all the circumstances of individual case.

Lead time

Divisions/Committees are encouraged to request the non-local speaker(s) to fill out
the Non-local Speakers Declaration Form well in advance and allow ample time for the
visa application process. It is recommended to allow at least 2 months for the visa
application.

After submission of application
Divisions/Committees must deposit with the HKIE Secretariat a copy of the submitted
application in confidence for record purpose or any follow-up actions if needed.

After approval of visa application

After the visa application has been approved and a visa permit label appended with a
confirmation letter has been issued from the Immigration Department,
Divisions/Committees shall deliver the visa permit label and confirmation letter to the
speaker BEFORE his/her arrival in Hong Kong. The speaker(s) should peel off the self-
adhesive visa permit label from the backing sheet and stick it onto a blank visa page of
his/her valid travel document with the same nationality as stated in the application before
coming to Hong Kong.

For speaker(s) who is a Chinese resident of the Mainland, he/she should apply for an
Exit-entry Permit for Travelling to and from Hong Kong and Macao (EEP) and a relevant
exit endorsement from the Public Security Bureau office where his/her household
registration is kept. The issued entry permit label should be affixed onto a blank
endorsement page of the applicant’s EEP on whish your relevant exit endorsement has
been obtained. Speaker(s) should present the EEP for immigration examination upon
arrival in Hong Kong. In case the EEP bearing the relevant exit endorsement is an
electronic EEP, the speaker(s) should present it together with the entry permit label for
immigration arrival clearance.

Filing to the Inland Revenue Department

Payments to non-residents of Hong Kong for compensating the services provided have
to be reported to the Inland Revenue Department (IRD). To comply with this reporting
requirement, if Divisions/Committees plan to pay for the services provided by the non-
local speaker(s), the following information of the non-local speaker(s) has to be provided
to the HKIE Secretariat (in confidence) once the invitation is confirmed:

- The categories (e.g. honorarium, allowance, etc.) and amount of the payments.

- Personal particulars (such as name, nationality and passport number, day-time contact
telephone number, postal addresses in Hong Kong and his/her home country).

- A copy of the contract made and the nature of service rendered.

- The dates and amounts of payments made or expected to be made and periods covered
by the payments.

- Date of departure from Hong Kong.
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Sample of application
Please refer to the Appendix for reference.

Reminders For Divisions/Committees

Divisions/Committees shall appoint an Authorised Person to act on behalf of the
Divisions/Committees to handle the application for participation in the designated short-
term activities under the STV Scheme or employment visa/entry permit of non-local
speaker(s) for an event, and to coordinate with other event organisers outside the HKIE for
visa application if needed.

At the beginning of the Session, Divisions/Committees shall inform the Secretariat of
the name and contact information of the Authorised Person appointed to handle such
matter.

Source: Website of the Immigration Department, the Government of the Hong Kong
Special Administrative Region: http://www.immd.gov.hk/

Updated on 16 July 2024
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Non-local Speakers Declaration Form

To comply with the Immigration Regulations of the Hong Kong Special Administrative
Region, (name of organiser(s)) would like to
obtain the following information from all non-local speakers. The principal purpose of
requesting the information on this form is to determine whether you are eligible to attend our
event to deliver speech(es)/presentation(s) as a visitor without the need for a working visa or
permit. Otherwise, a working visa or permit is required to be obtained from the Immigration
Department of the Hong Kong Special Administration Region.

1. The duration of my stay to attend (title of event
organised by Division/Committee) in Hong Kong will be no longer than seven days
[1Yes (Period of Stay — From to )
[INo (Period of Stay — From to )

2. | will only attend one event (i.e. the aforementioned event) to deliver

speech(es)/presentation(s) during the above period of stay in Hong Kong.
[1Yes (Please go to Question 4)
[INo (Please go to Question 3)

3. | will attend the following event(s) during the above period of stay in Hong Kong:

Date of Name of Event(s) Organiser(s) Contact Person of the
Event(s) Organiser(s) with
Phone Number/
Email Address

(for co-ordination on
application for
working visa if
necessary)

4. 1 will NOT be remunerated for speaking in any of the above event(s) (other than provision
of accommodation, passage, meals, etc. relating to the event, or the reimbursement of
such expenses.)

[JYes

[INo
Speaker’s Signature Date
Print Name ( )

*Note: If the answer to any of Questions 1, 2 and 4 is ““No”, application of a working visa or permit
from the Immigration Department of the Hong Kong Special Administrative Region is required.
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FEERINTEREBN ARER R
Immigration Department, the Government of
the Hong Kong Special Administrative Region

BRERALRBRARFFIR LEBHLTER)

Application for Employing Professionals in

Hong Kong (fo be completed by the employing company)

AR ) AMWEFFERTHEME - FHoM T HEALAERE AL, [IDO)91] -
Note : Please read the ‘Guidebook for Entry for Employment as Professionals in Hong Kong’ [ID(E) 991]
for the application procedures and documents required for the application.
(1) SEHUA TR /HEE - This form is issued free of charge.
(i) FHAEGCNEEOEDIEMESE ALK Please complete this form in BLOCK letters using black or blue pen.
(v O FHE#E FHANEE "Y' 5 - O Please tick as appropriate.

1. TEXARE R A S Employing Company in Hong Kong

() FFENERATHRIER Particulars of employing company in Hong Kong

7\ ©] 44 f% Name of the company HERZRE AN+ 4% A Authorised person/Contact person
The Hong Kong Institution of Engineers CHAN TaiMan  Name of Division's contact

B AL @A)

E-mail address (if any)

dEuk com)
Website (if any) www . h Kk

Ik 3 i 3 B0 R R
FOR OFFICIAL USE ONLY

FEZE{EEHE Reference barcode

aiman.chan@xxx .com. h k Email of Division's contact person

i e . or g . hk

o\ E HEE (G5 fE SN R E) Company address (please fill in within border) FBEf Il (G5 fE SN HE 5 Correspondence address (please fill in within border)
Enter name of the Division / Commijittee Enter name of the Division / Committee
XXX Division/Committee XXX Division/Committee

9/F Island Beverley, No.1 Great George Street 9/F Island Beverley, No.1 Great George Street

Causeway Bay, Hong Kong Causeway Bay, Hong Kong
Division's contact phone and Fax no
s 447 B T g
WAl B 2100120 0ps BARE 24001213
Contact telephone no. Ext. Fax no.
P4 3 B 50 RS TR B3 H A
Business registration N | L Date of commencement 0 5 1 2 197 5
certificate no. of business H dd A mm AE yyyy
I%a ?fr‘er:%%)usiness The Hong Kong Institution of Engineers is a Learned Society established under the Hong Kong Institution of Engineers Ordinance,
Chapter 1105 of the Laws of Hong Kong.
WA B AT - 555 RN TR 408 R ik
If a subsidiary, state the name and address of the parent company
(i) SEEBEFFH OBEEAETBRA A Details of position offered to the employee (applicant) in Hong Kong
e B4+ 2 . AR
Gt Somame S M it h Name of the guest to be invited
Name of employee |44
(in English) Given names George A nthony
WA %478  Speaker NENEHEBGE D = =
Post title Intra-company transfer (Note') |:| = Yes & No
B4 TR B A BT GUBREETRD 0

Monthly salary offered to the employee (in HK$)
H AT TS 48 AT GE 518 s 2i R JE 1 > Bla = 2 - B9 R - 32 LA %) Other fringe benefits (please specify the amount and type e.g. housing, medical allowances, share options etc.)
Listof fringe benefits agreed by Division/Committee

FLA R R Al H VS E QB OB ) Reference |57 N 18 Kl 5 HJGA(E  (BUB BT 5D Reference
Approximate total value of fringe benefits permonth 5 5 0 2 0 Total value of remuneration packageper 5§ 5 0 2 0

(in HKS) only  |month (in HKS) only

WA R G A ISR - e X OE e AR " A5 B RANATAR M A A SR A F 5 - DR B AR A G e B R B
LA I 18 A 09 B 0 B R A R )22 S 200 BT B B o CUBEAMNRE " —MReEiEBR L R T A N A STE L, EARHI S o)A T A
AIEHE | EETE 0 H2 B4R www.talentlist.gov.hk ©

To seek exemption from providing proof to substantiate the difficulties in local recruitment, please state if the post offered falls under the professions with shortage of local supply as
listed in the Talent List, and/or the annual salary (total remuneration package including other fringe benefits such as housing allowance) for the vacancy is HK$ 2 million or above.
(Only applicable to applications submitted under the General Employment Policy and the Admission Scheme for Mainland Talents and Professionals.) For details about the
Talent List, please visit the website: www.talentlist.gov.hk.

PATER |, . 1 (1 e (2 = 2 {0 L B R R ) R E R A
51y 3 =2 B 11 %)\ﬁﬁ%m%% %ﬁ%g@%ﬁﬁ%%%ﬁ%iEﬁfﬁ/\ﬁtm%hﬂ ) %% B 5 I 1 D
Frofgs&pns flls Pleasef state the p Fofessmn \— The annual salary (total remuneration package including other fringe benefits
isted in  thelto which the applicant belongs:

Talent List such as housing allowance) for the vacancy is HK$ 2 million or above
?DZE%%%%EUZKE\Z%EW%%Tﬁ ’ EAENTERNERS B ERE - ZHOELE -
o A 7Y R AR The information given on this page is correct, complete and true.
Please complete this column if this form is a MEAASENEEAN LSS RAFEESEED CHAN TAI MAN (Chop)
photocopy or downloaded copy. Name & signature of authorised person and company chop (Note?)
i pae 00 June 2024 Wi ir Post title _ Chaiman, XXX Division, The HKIE

A B R B A A
Note' :  Including intra-group transfer.
O BAATERE- A ALRELTEE - BN T  BREALETESFMEL IR - '

Note?:  An authorised person may sign on behalf of the employing company. In such case, the company chop should be endorsed beside the si

ID 990B (0Ok/2024) 1 ‘IIHI‘”

gnature.

IIE‘




() ZREESESZMNEEBBITRANEEE (8) Details of position offered to the employee (applicant) in Hong Kong (Continued)

Tk 755 &0 (MAEFE  FH5HES - ) Description of job duties (Continue on a separate sheet if necessary.)

- As speaker at the International Conference on Science and Technology to be held on 16 August 2024:
To deliver a presentation on the topic of “Revolution on nanotechnology engineering”

- As speaker at workshop on  “Nanotechnology engineering in the next generation” to be held on 17 August 2024:
To provide a valuable opportunity for young engineers to learn from Prof George A. Smith

Reference
only

WIHERE R A AL R B A AL - S PR BRI R A 9 AR T A8 S B i - (i )
If the post offered is an existing position, please provide current qualifications required and salaries offered for the post. (if applicable)
N/A

PETEYaY
aH AL

o a0 BA (R P LH N A i SE A B LH R R AL R BE A R BIBEY R R e CUB AR " —REEBOR o K "o AN AT 518 I8 SCHY
HEh BRI T AAE B RFVAYAR M A A AT SO IS A A T BT R R v i S A A R R 6 A A R R )
B 200 EoT Ll ERIBRSN o)

Please give the justifications for employing the applicant in Hong Kong and the reasons why the post cannot be filled by locals. (Only applicable to applications submitted
under the General Employment Policy and the Admission Scheme for Mainland Talents and Professionals, except the post offered falling under the professions with
shortage of local supply as listed in the Talent List or the vacancy with an annual salary (total remuneration package including other fringe benefits such as housing
allowance) of HK$ 2 million or above.)

Professor George A. Smith is currently the Head of Electrical Engineering Department in University of Cambridge. He has made significant contributions
in reserach and engineering practice on nanoscience and nanotechnology, especially related to human diseases.

As an educator, the international scope of his experience spans over 20 countries on six continents. Throughout his career as an educator, he has also
established the Nanoscience Centre which provided a variety of Nano-related programmes for researches and studies.

Professor Smith was elected as a Fellow of the Royal Academy of Engineering, a Fellow of the Institute of Physics and a Fellow of I[ET.

In view of Professor Smith’s achievement and international recognition in the aspect of nanoscience engineering, the Institution would like to invite him to

share his valuable experience with members and engineering practitioners on related topics. R e er en C e

only
(iii) A E BV RS BGIR 5 Financial standing of the company J
RS A FI OB T &% SFFATR A 5 EREBCAISEN bl - R ALl TR0k - (B3 T MaT i o8E « ;”%ggljfg’je

If the employing company is listed on the Main Board or the Growth Enterprise Market of The Stock Exchange of Hong Kong Limited,

please leave the following fields blank and provide the stock code on the right side instead:

B 5 WA 2 5] 248 Value of turnover of the company in the past 2 years Total value under "Source of |44 2 B A Paid-up capital
Fund" provided in the latest
Ay A HKIE Annual Reports. ('000) | #
Year 2023/ 2024 HKS$ 85460 Reference: https:// (7o) |HKS:
P - www.hkie.org.hk/en/ g 90)
7 7 bership/z al g
Year 2 02 2/ 20 2 3 HKS 7 6 7 9 (0 membership/annua 7rep( )

WIAFTIE 5 VA B B GE T &

FEARHARTEREYE R @ EE - SHEIEE -
SFIEET L -

The information given on this page is correct, complete and true.

BRAAENREAGCIZFERATEREGE )

Name & signature of authorised person and company chop (Note?)

30 June 2024

Please complete this column if this form is a
photocopy or downloaded copy.

CHAN TAI MAN (Chop)

Chairman, XXX Division, The HKIE

H Hff Date % fir. Post title

H2 BHAOEIRE- A ALRERLTEE o MIEERT - BREALETEESMELTMNE -

Note? :

N

ID 990B (0Ok/2024)

An authorised person may sign on behalf of the employing company. In such case, the company chop should be endorsed beside the signature.
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(iv) A EEBEELAEE AN EES A B Number of staff currently employed by the company in Hong Kong

BHABBRGERENREEAY @E) 30 06 2024
Present staffing position of the employing company in Hong Kong as at Hdd A mm £ yyyy
i {& & Local JE A (& & Non-local
() B3 EMEEHMBERAAY 19 0
Number of professional, managerial, & supervisory staff
(2) H A {8 B A\ % Number of other staff 4 7 0

) RDNEEXREERHIEAHEBREE Information of employing non-local staff by the company in Hong Kong

(1) FERHEARHFAN 24 AN > AFEERIERME BRI TIESCZINER AT ?
Did your company successfully obtain an employment or training visa/entry permit for non-local staff in the past 24 months immediately before the submission of]
this application?

3 P B ST 2 B A2 I Y FE A HE I B TE AR R A ER G A 2SR o

H Yes Please provide the application reference in our department of the latest non-local staff being employed or trained.
(& ZE 57 A5 Reference no.; EEEN-1403631-23(2)  refernce no is valid until Oct 2023 )

(] 2aNo
(2) EZEAHGEA 18 W HA > AESERE@TES TETE (BT LatE) hiain AER S5 et & 178 A % st 3l
o) A5 BE SRR B PR S A 55 AR ERRE A
Did your company submit any application(s) to import worker(s) into Hong Kong under the Enhanced Supplementary Labour Scheme (formerly known as
Supplementary Labour Scheme) / Special Scheme to Import Care Workers for Residential Care Homes / Sector-specific Labour Importation Schemes to the
concerned bureau(x)/department(s) in the past 18 months immediately before the submission of this application?

1 ves S 40 o RS
Please provide the application reference no.:
EH 5 I M1 44 T HEES L H
Applied post title Number of worker(s) applied
HE B
Date of application
5 45 ] et ] AR
Application result Approved Not approved

] ##fNo
2. EBBRAAFEBBRISENREHE (HBREANLIFHBRESRERER)
Employing Company’s Statement and Declaration (To be made and declared by the authorised person)
AN 5] B R R B A o 5 2 i 7T (T (FT R AR AV A5
I consent to the making of any enquiries necessary for the processing of this application.
AN E R A] R B B R A S IH B R A Y S BUNR SRR ~ B FT(RIERE 7)) R H A AR & AT 517 BUE 5 N SO ST & ~ At R (D 48 9 il 1k
AfgestEE R EZEH® -

I consent to the use/disclosure of any information herein by/to any government bureaux, departments (including the Inland Revenue Department) and any other public or private

organisations inside or outside the Hong Kong Special Administrative Region (including the Mandatory Provident Fund Schemes Authority) for verification purposes.

AR S A HH B A A SR T R AR £ T HE AR Y S B IR IE R R U R B - AR RORIEE (T K HeE MBI (E EIEEi) °
I undertake to assume responsibility for the applicant’s repatriation to (place of domicile) the UK Reference only if at the expiry of]

limit of stay granted by the Director of Immigration, the applicant fails to leave Hong Kong.

RNKFEG G HFAERERE B R EERS P EHENARERREER -

I undertake to inform the Director of Immigration of any changes or cessation in the applicant’s employment in Hong Kong.

ANERCENEABEGHEBETE  BRERGGEAM NIEEAABA - OREERRZCENERBETHE TFE > FHRHERE
YRS » TS EIER « (BN TR EBGR ) R TEANR A S ECHTHE -

I confirm that genuine efforts have been made to recruit suitable local candidate but without success. (Please state reasons if unable to confirm that genuine efforts
have been made to recruit suitable local candidate: Please refer to Section 1 (i)Reference only ) (Use a separate sheet if necessary.) (Only applicable to

applications submitted under the General Employment Policy and the Admission Scheme for Mainland Talents and Professionals.)

[ AAFEZEREABAE " AL EE L RYMAR A R ES  BEARCORGEE e T AT EE ) RV HFREENBER
B 5 DURe/ BOAE I R 4R 58 (G R o B e A 2 Al I 4% 1 R 6 B B S B R R (B ) B2 B S 200 BT ELL B o (AR T — AR SEBUR |
Fe T AN HEAASHE] ) BACHIEHE <)

I confirm that the post offered falls under the professions with shortage of local supply as listed in the Talent List; and that the scope of duties of the post offered is in
line with the task description of the relevant profession as listed in the Talent List; and/or that the annual salary (total remuneration package including other fringe benefits
such as housing allowance) for the vacancy is HK$ 2 million or above. (Only applicable to applications submitted under the General Employment Policy and the
Admission Scheme for Mainland Talents and Professionals.)

SANFRRIFGE » AANBHEESPFERAFEERN S HE/IEIEE  SHEEXNET -

I declare that all information given in this application form is correct, complete and true to the best of my knowledge and belief.
CAFAI LS| PN
MEBRAFNERGE D

Name & signature of

authorised person and company chop (Note?)

CHAN TAI MAN (Chop)

H# Date 30 June 2024 B i Post title Chairman, XXX Division, The HKIE

HEBAATRE-AALARRATES - EREN N BREALEEEFEZTNEAME -

Note? : An authorised person may sign on behalf of the employing company. In such case, the company chop should be endorsed beside the signature.

ID 990B (0Ok/2024) 3
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margaretyim
Text Box
refernce no is valid until Oct 2023


W £E B AZ KB EH H)  Statement of Purpose

@

1.

K EEA HA Purpose of Collection @ll
R HRELARENE ANER > AREFEGHETI —HESHH®R:

The personal data provided in the application form will be used by the Immigration Department for one or more of the following purposes:

YRERRAY A

to process your application;

BT CABEGRB) (5 115 %) R (ABBBREE) (5 331 %) BVAERBIEGRSORE - DURET ARE RIS - FEILEe

LAt B P SRR AL S P AT B R I RIR B
to administer/enforce relevant provisions of the Immigration Ordinance (Chapter 115) and Immigration Service Ordinance (Chapter 331), and to assist in
the enforcement of any other Ordinances and Regulations by other government bureaux and departments through carrying out immigration control duties;

CARA R L A BT RS R B R A0 U8 RS O N SR S N SRR RS BOR R A T R

to process other person’s application for immigration facilities in which you are named as a sponsor or referee;

BHAESET R AR F R - EFRSIAET ST B R R AN G B & AN E R EE NS BT AN A R0 DK
for statistics and research purposes on the condition that the resulting statistics or results of the research will not be made available in a form which will
identify the data subjects or any of them; and

- PHEE B E - R SOEFF I M S TE AR -

any other legitimate purposes as may be required, authorised or permitted by law.

1E B 3 2 A I E N B B R ALY o a0 R AT R AE SR AL 70 7 AU BORE » S R SEF 7R AE W 2 (R A FR 5% - BJIRA Bl & BT /E TE RSt 3 il
BAAC 8 o

The provision of personal data by means of this application form is voluntary. If you do not provide sufficient information, we may not be able to process
your application or to conduct the record search or positively identify the record.

@ ' 3
BRI AT G B Classes of Transferees

Fo TIT LAey HEY - IRTE HH 352 PO A de (3 9 (8 A R BT & 8 50 A BOR PR 81 = U B8 P e L AL e g -

The personal data you provide may be disclosed to government bureaux, departments and other organisations for the purposes mentioned above.

©)

>

ZHRIE AE R Access to Personal Data Q

R CEAER (FABR) BRE1) (5 486 ) 55 18 K 22 BRI 1 55 6 JFAI - (kA M & R RS E NER - fRiy &R g aE
EHXARMEM% - RIIRAE H 552 N AT i 09 8 &R BT -

You have a right to request access to and correction of your personal data as provided for in sections 18 and 22 and Principle 6 of Schedule 1 of the Personal
Data (Privacy) Ordinance (Chapter 486). Your right of access includes the right to obtain a copy of your personal data provided in the application form subject
to payment of a fee.

AERTFRANEAER - GFEERSIIE > WE NS R:

Enquiries concerning the personal data collected by means of the application form, including making of access and corrections, should be addressed to:

FEA M I A B (o) B g R 22 R et A P SR

Immigration Arrangements for Non-local Graduates and Admission Scheme for Mainland Talents and Professionals

HMARBEAEE 61 9% Chief Immigration Officer (Quality Migrants and Mainland Residents)
ABEET F“f ZF—.‘] %F NN Administration Tower, Immigration Headquarters

el /\f‘%%f% EE ( 1??; ANA RN TR D) 61 Po Yap Road, Tseung Kwan O, New Territories

BEEE ¢ (852) 2294 Tel.: (852) 2294 2050

N

— 5k £ B3R General Employment Policy
ARG EEEE B 61 5 Chief Immigration Officer (Employment and Visit Visas)
NS Y A RN Administration Tower, Immigration Headquarters
AR ES P (FEEMNIRES ) 61 Po Yap Road, Tseung Kwan O, New Tetritories
FEL ¢ (852)2294 2299 Tel.: (852) 2294 2299
g A B EEE Ak A MR B —Ri1E] Admission Scheme for the Second Generation of Chinese Hong Kong Permanent Residents
EEEAE SR 61 5 Chief Immigration Officer (Extension)
BB i 4 SR T LR AR Administration Tower, Immigration Headquarters
GAAEER EAT (EEER) 61 Po Yap Road, Tseung Kwan O, New Territories
EEE ¢ (852) 28293123 Tel.: (852) 2829 3123

@

5 Z& 5 General Enquiries

ARIPFEN— A - FEBLIT 77 B AR 4

For general enquiries, please contact us at:

B sE Tel: (852) 2824 6111
L E Fax: (852) 2877 7711

% H E-mail: enquiry@immd.gov.hk
44hE Website:  www.immd.gov.hk

ID 9908B
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