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Enwmnment and Conservation Fund






	Report on Completion of Installation


	Funding Scheme:
	Publicity and Education Projects

	Project Number:
	P&E

	Project Title:
	Environment and Conservation Fund

	Recipient Organisation:
	

	Reporting Period:
	

	Report Submission Date:
	

	
	

	Declaration of Project Leader:
Unless otherwise agreed by the Secretariat, this report shall be signed by the project leader as stated in the application form.
	I certify that the attached Report on Completion of Installation and statement of account are correct, including:
a. the goods and services purchased, acquired and charged to this project are for the sole use of the project and that the prices are fair and reasonable;

b. the expenditure charged to the project has been settled and that it has not been/will not be claimed under other project(s) funded by the Environment and Conservation Fund (ECF) or subsidised by other source(s) of funding; and

c. *the balance of grant to be claimed/the amount of unspent grant to be returned to the ECF is correct.
*Delete whichever is inappropriate.

	Information of Project Leader

	Name:
	

	Position Held:
	

	Signature:
	

	Official Chop of Organisation:
	


Please complete this report and submit it to the Publicity and Education Projects Vetting Subcommittee Secretariat within 1 month upon completion of the facilities installation.

1. Date of commencement and completion of facilities installation
	
	 Original Schedule*
(dd/mm/yyyy)
	Actual Schedule
(dd/mm/yyyy)

	Commencement Date
	
	

	Completion Date
	
	

	*The schedule as stated in the Works Plan submitted to the Secretariat.




2. Facilities Installed (Please attach photographs and original payment receipts/invoices) 
□  Greening / Organic Farming

□
Renewable Energy / Energy Conversion Facilities
□  Composting Facilities
□  Others, please specify:
	


	Type, number and dimension of facilities being installed

For greening projects, please specify the plant species and ensure the plants are properly labeled at the planting site.
(Please attach delivery note / testing & commissioning report issued by the contractor)

	

	Location of installation

(For classroom, please state the room number)


	

	Income generated

(Please provide receipts)


	


3. Attach photographs and confirm that acknowledgment has been made to the Environment Conservation Fund in A4 size at a eye-catching place in the installation premises. 
(Please tick the appropriate box)
	
	 Yes
	
	 No


4. Schedule of education activities to be organised in the monitoring period
(Besides those mentioned in the application form, some other innovative activities making use of the installed facilities could be considered.  Details of these education activities and students’ responses shall be detailed in the progress report (if appropriate) and the completion report.)
	Details of the educational activities
	Proposed Date
	Target Participants

	
	
	


5. Effectiveness assessment on the installed facilities during the monitoring period
(Besides those mentioned in the application form, some other methods of effectiveness assessment could be considered.  Please make reference to the attached Table for the basic assessment elements.  Effectiveness of the installed facilities shall be detailed in the completion report.)

	Assessment Element & Methodology
	Participants
	Assessment Frequency

	
	
	


6. Key difficulties/challenges encountered during the installation period and remedial measures (if applicable)
	


7. Financial Report (Please attach the audit report if the project sum exceeds $150,000)
7.1 
Overall position

Approved budget for the project:                                                


Payment received as at the date of report:                                         
7.2
Income generated from the project (including Environment Conservation Fund disbursement, project interest and admission fee, etc.)
	Income Details*
	Amount (HK$)
	Reference no. of receipts

	
	
	

	
	
	

	Total:
	
	


*All income derived from the project should be ploughed back into the project account for offsetting part or whole of the actual expenditure and cannot be used for other purposes.
7.3
 Estimated project expenditures and payment arrangement agreed with the contractor

	Item
	Amount 
(HK$)
	Paid Date / 

Estimated Payment Date

	
	
	

	
	
	

	
	
	

	Total:
	
	


7.4  Claim for further disbursement (Please tick as appropriate)
	
	 Yes
	
	 No


7.5
English mailing address of payment cheque
	


Table
Basic Assessment Elements for Environmental Facilities

	Facilities
	Assessment Elements

	Green roof, vertical greening and gardening

	· Monthly temperature comparison of area(s) with/without green roof
· Monthly comparison of electricity bill with that of a year before
· Monthly condition of plants (with photographs) 

· Monthly record of maintenance activities (e.g. watering, trimming, weed removing, etc.) being held


	Urban farming and/or organic farming

	· Monthly condition of plants (with photographs)
· Monthly record of maintenance activities (e.g. watering, trimming, weed removing, etc.) being held


	Biodiversity projects 
	· Record and evaluate species of animals or living organisms (with photographs) 
  

	Installed facilities for observation of ecology/biodiversity 


	· Record and evaluate species of animals or living organisms (with photographs) 

	Renewable energy/energy conversion facilities

	· Monthly production of electricity by the system 
· Monthly comparison of electricity bill with that of a year before

· Comparison of electricity production in a year with seasonal change

· Payback period estimation for the device

· Qualitative assessment on the performance of the device run by the renewable energy/energy conversion facilities


	Composting facilities

	· Monthly reduction of food waste and production mass of compost
· Trend of total food waste mass to be disposed over the year

· Monthly condition of plants (with photographs) and qualitative assessment on the difference after applying the compost as fertilizer
 


The table above listed out some major basic elements, inclusion of other methodologies to assess the effectiveness of the installed facilities is acceptable. 
Checklist of Required Documents
Please tick the appropriate box to check if the following required documents are enclosed for submission:
	
	Original of the completed Report on Completion of Installation with signature of project leader and the organisation’s official chop affixed

	
	

	
	

	
	Audited statement of accounts* issued by certified public accountants (practicing) within the meaning of Section 2 of the Professional Accountants Ordinance (Cap. 50) (if applicable)

	
	

	
	

	
	All original invoices, receipts and quotation documents* (if applicable)

	
	

	
	Results of pre-test questionnaires

	
	

	
	Photographs of installation facilities

	
	

	
	Two copies/samples of each publicity or educational materials, publication or other printed item produced (if applicable) 

	
	

	
	

	
	Softcopy of this Report on Completion of Installation (in “Word” format) 

	
	


*Please refer to the Guide to Application and Approval Letter
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