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	Application Method
· Organization must complete this application form and submit it together with a detailed project proposal.
· Please submit the application form at least three month prior to the activity.
· Please complete the application form with an authorized signature and the common seal of the organization.
· Please attach document(s) indicating the non-profit charitable status of the organization to the application form. 
· Please send the application form via email to foundation@ctfs.com.hk or by post to CTF Services Limited. Attn: Group ESG - Community Engagement (Address:21/F, NCB Innovation Centre, 888 Lai Chi Kok Road, Cheung Sha Wan, Kowloon). Please indicate “Application for CTF Services Charity Foundation Funding” on the envelop.
· Application form can be downloaded from the website of CTF Services Limited www.ctfs.com.hk.
·   The CTF Services Charity Foundation (referred to as the 'Charity Foundation') opens its application process twice a year, specifically in January and June. 
· Please read the Personal Information Collection Statement (Appendix I) before submission. 
Application Results

Applicants will be notified of their application results in writing.
Notes for Successful Applicants
· Successful applicants must indicate their acceptance of the fund in writing within two weeks being notified.

· CTF Services Charity Foundation Limited does not accept any responsibilities for any claims, demands or liabilities arising from the sponsored projects from any parties.  The organizer of the sponsored projects shall be responsible for all consequences and shall take all appropriate preventive and remedial measures for such consequences, which includes but not limited to, if applicable, taking out public liability insurance for the sponsored projects from registered insurance companies in Hong Kong. 
· Should there be any change in the funded project, applicants must inform CTF Services Charity Foundation Limited for approval. CTF Services Charity Foundation Limited reserves the right to withdraw any approval and demand the return of fund.

· All publicity materials (e.g. printed matters, backdrop etc.) must acknowledge CTF Services Limited/ CTF Services Charity Foundation Limited as a sponsor. Successful applicants must submit the drafts to Group ESG, CTF Services Limited for prior approval before production.
· Charity Foundation  will settle the sponsorship to the organization in installments according to the agreed payment milestones. The organization must submit the required documents to the Charity Foundation to receive the sponsorship.
· Successful applicants must return a donation receipt to the Group ESG of CTF Services Limited within one week of receipt of the funding. Please issue the receipt to “CTF Services Charity Foundation Limited.
· Successful applicants must submit an activity report with photos to Group ESG of CTF Services Limited within one month of completion of the project. 

· Charity Foundation has the right to publish the activity photos online or in any media. Before publishing the photos, Charity Foundation will contact the applicant to confirm the consent of use the photo. All participants (including beneficiaries, organization staff, etc.) agree to the above terms by participating in the event and understand that charity foundation is not required to pay any form of fees or remuneration to any participant. Additionally, the fund commits to complying with all relevant laws and regulations and respecting the privacy and reputation of beneficiaries when using the data.
Enquiries
For enquiries, please visit the website of CTF Services Limited www.ctfs.com.hk  or email to foundation@ctfs.com.hk .
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Fund Application Form
Please study the Notes for Fund Application before filling out this application form.
	1. The Applicant

	General Information 
	

	Name of organization
	(English)      

	
	(Chinese)      

	Correspondence address:
	(English)      

	
	(Chinese)      

	Contact of Project Team *
	

	Person In-Charge (1)
	 FORMCHECKBOX 
 Mr      FORMCHECKBOX 
 Ms      FORMCHECKBOX 
 Mrs      FORMCHECKBOX 
 Dr      FORMCHECKBOX 
 Others:      

	Name and title
	(English)      

	
	(Chinese)      

	 Tel no.:               
	Fax no.:          
	   E-mail address:      

	Person In-Charge (2)
	 FORMCHECKBOX 
 Mr      FORMCHECKBOX 
 Ms      FORMCHECKBOX 
 Mrs      FORMCHECKBOX 
 Dr      FORMCHECKBOX 
 Others:      

	Name and title
	(English)      

	
	(Chinese)      

	 Tel no.:               
	Fax no.:          
	   E-mail address:      

	*The Organisation shall notify the Charity Foundation in writing of any changes to the project management team and submit the updated contact details of the project lead.

	2. Background Information

	 FORMCHECKBOX 
 Registered as an approved charitable institution or trust of a public character under Section 88 of the Inland Revenue Ordinance

 FORMCHECKBOX 
 Member of the Hong Kong Council of Social Service
* Please attach document(s) indicating the non-profit charitable status of the organization to the application form.

	Date of establishment:                                   No. of staff:      
Does the organisation establish >5 years?   FORMCHECKBOX 
Yes/   FORMCHECKBOX 
No

	Aims and core activities:

     


	Past record(s) in organizing community projects: 
     


	3. Project Information

	Project name: 
	(English)      

	
	(Chinese)      

	Implementation timetable  :
	Estimated start date      
	Estimated ended date     

	Venue:
	     
	Type(s) of beneficiaries:
	     

	The project is implemented within Hong Kong:  FORMCHECKBOX 
Yes /   FORMCHECKBOX 
No 

	Anticipated no. of participants:
	(beneficiaries)              
	(volunteers of CTFS Volunteer Alliance)      

	
	(working staff)      
	(others, please specify)      

	Project type: 
	 FORMCHECKBOX 
Empower of change - Enabling for positive and sustainable transformations ​

	
	 FORMCHECKBOX 
Build for Support - Removing barriers and creating supportive environments ​

	
	 FORMCHECKBOX 
Drive for the Future - Addressing challenges that affect the long-term well-being of communities

	4. Outline of Proposal

	· Objective ( How the project addresses the problem ) 
· Activity Overview and Tentative Schedule
· How the project can help the beneficiaries 
· Estimated results (e.g., before & after assessment to measure the impact for beneficiaries, impact on the community/beneficiary group, changes brought to the applicant, etc.

· Evaluation method
· Involvement of volunteers of CTFS Volunteer Alliance (if applicable)

· Promotion Strategy (if applicable)
· Anticipated challenges and contingency plan (if applicable)
· Estimated Expenditure List (format can refer to Appendix II)

· Expected Income/Other Funding (format can refer to Appendix III) 

	5.  Personal Information Collection Statement

	 FORMCHECKBOX 
 I have read and understand the Personal Information Collection Statement of the Charity Foundation.

	 FORMCHECKBOX 
 I consent to receive direct marketing from the Charity Foundation, details of which have been set out in the Personal Information Collection Statement mentioned below.

	6. Supplement

	1. Supporting documents of charitable institutions and trusts of a public character which are exempt from tax under section 88 of the Inland Revenue Ordinance
2. The last 2 years audited financial report
3. A reference of the entity’s governance/organizational structure

	Amount of fund requested (HK$):      

	Is the donation amount of the requested project >15% of the latest annual income?   FORMCHECKBOX 
Yes/   FORMCHECKBOX 
No

	Organization head:
	(name)           
	(title)      

	Authorized signature with common seal:    

	Date:      

	For Office Use Only

	( Approve   ( Reject

	Signature:
	Date:


	Appendix I:  Personal Information Collection Statement

	CTF Services Charity Foundation (“Charity Foundation”)  pledges to comply with the requirements of the Personal Data (Privacy) Ordinance (Cap. 486) (the “PDPO”) of the Laws of the Hong Kong Special Administrative Region of the People’s Republic of China (“Hong Kong”). 
 
This is a personal information collection statement under the Ordinance. 
 
1. Purpose of Collection 
The personal / organization data provided by you to Charity Foundation will be collected, retained, processed, used and transferred (within or outside of Hong Kong) for the following purposes: 
 
a. Processing and reviewing applications, conducting relevant assessments, and 
              verifying application information;  
b. Disbursing funds from the "CTF Services Charity Foundation";  
c. Arranging for announcements or publicity;  
d. Complying with any disclosure requirements; 
e. Monitoring the performance of applicant organizations in adhering to the grant 
              agreement and evaluating approved funding projects;  
f. Taking any follow-up actions on approved funding projects; and  
g. Purposes related to the above. 
 
The applicant organization must provide the necessary personal/organizational information to the charity foundation, excluding the specified non-essential details. If all required information is not provided, the application may not be processed. 
 
2. Disclosure and Transfer of Personal Data 
Charity Foundation will keep your personal/organization data confidential and only authorized staff members will have access to and handle your personal data.  Charity Foundation is legally obliged to disclose Data pursuant to applicable law, regulations, rules, codes of conduct, or guidelines. Charity Foundation may disclose or transfer your personal/organization data of users to other policy bureaus/government departments or other authorized individuals or organizations engaged in the project(s) / activities to carry out the purposes mentioned in paragraph 1 above, or disclose the relevant information as required or authorized by law.  
  
3.  Retention of Data

Charity Foundation keeps Data for as long as necessary to fulfil the purposes outlined in this Statement or as required or permitted by the Ordinance and applicable laws.

4. Access and Correction of Personal Data 
Applicants have the right to request access and correction of your personal /organization data held by Charity Foundation. Any data access and correction request according to the Ordinance should be made in writing to the Charity Foundation office and email to foundation@ctfs.com.hk or send to 21/F, NCB Innovation Center, 888 Lai Chi Kok Road, Cheung Shai Wan, Kowloon (Attn: CTF Services Charity Foundation)


	Appendix II : Budget

	Activity
	Expenses
	Unit cost (HK$)
	Quantity
	Amount 

(HK$)

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     

	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	     
	     
	     
	     
	     

	
	
	Total expenses (HK$)
	     


	Appendix III :  Expected Income / Funding From Other Sources

	Item
	Source of income / funding
	Amount (HK$)

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	Total expected income / funding from other sources (HK$)
	     


	


For Office Use Only


Reference no.: _____________


Date of receipt: _____________
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